KENNESAW STATE
UNIVERSITY

UNIVERSITY INFORMATION
TECHNOLOGY SERVICES

D2L Brightspace — Daylight Experience

The Assignments Tool




Copyright © 2019 Kennesaw State University Division of University Information Technology Services

This document may be downloaded, printed, or copied for educational use without further permission of the
University Information Technology Services Division (UITS), provided the content is not modified and this
statement is not removed. Any use not stated above requires the written consent of the UITS Division. The
distribution of a copy of this document via the Internet or other electronic medium without the written
permission of the KSU - UITS Division is expressly prohibited.

Published by Kennesaw State University — UITS 2019
The publisher makes no warranties as to the accuracy of the material contained in this document and
therefore is not responsible for any damages or liabilities incurred from its use.

D2L Brightspace is a trademark of Desire2Learn Incorporated.

Microsoft, Microsoft Office, and Word are trademarks of the Microsoft Corporation.




University Information Technology Services

D2L Brightspace® - Daylight Experience

The Assignments Tool

Table of Contents
INEFOTUCTION <.ttt e e sttt e e ab e e e ab e e e bt e e e st e e e bt e e e abbeeeabbeeeanbeeeabeeeeabeeeaaseeeanseesnnneenas 4
W= T a1 e T 0 o JT=T ot Y= PP 4
AR AN {004 T=T 0 £ e o SRR 5
Accessing the ASSIZNMENTS TOO ... .. e e e e e e e e e e e s s ta e e e e e eaeessnsnntreeeeeeeessannnsrenneeeens 5
Creating an AsSIBNMENT FOIARI ... .e e e e e e e s et e e e e e e e e e s s nneseaeeeeeeseesansssrennaaanns 6

[V Lo g =R @] o] o 1IN T IUT ¢ 0 1) 1o R 11
Adding the AsSISNMENT 10 @ MOAUIE ......eiiiieeeiec e e e e e e e e e e e e e s e e saantaeeeeeeeeeeennnsnennns 13
Editing @an ASSIZNMENT FOIARN ....uviiieii et e e e e e et e e e e e s e s e et it e e eeeeeeeesanssaaaeeeaeeeannnnsesens 14
Reordering Folders and Cat@EOIIES .....ocuuuiiiiiiiee ettt e e e e e e e s e e e e e e e s e et aereeeeeesesnstsaaaeeeeeeeanannserens 15
Deleting an Assignment FOIder 0r @ Cat@gOrY ..ocooieiiiiiiee e e e e e e e e er e e e e e e e s nnneeees 16
Restoring Deleted ASSIZNMENT FOIAEIS........uviiiiiii e e e e e e e e e e e e e nraea e e e e e e e eennnneeens 16
Viewing SUbMIttEd ASSIENMENTS ..o e e e e e e e s e e e e e e e s e s ebreaeeeeeeeeesnnnsaeseeeeeesenansnsrens 18
Providing a Grade and Feedback for a Submitted AsSiSNMENt .......coiiiiiiiiiiiiee e 19
Providing a Grade on Non/EXternal SUDMISSIONS .......cccuviiiiuiiiiitie ettt et et e et e e e ae e e eare e e enreeenaeas 21
Viewing the Originality REPOIT.....cco e e e e e e st e e e e e e s e abb e e e e e e e e e e e e sastaaaeeeeaesensnsssenns 22
Downloading and Uploading Bulk SUBDMISSIONS...........uuiiiiiiii et e e e e e e e e e e e aneaees 24

Downloading MUIiple ASSIBNMENTS .........uiiiiiiiei e e e e e e ee e e e e e e s e s eabrraeeeeaeeesennnsrraneeeaeeeennnns 24

Uploading Multiple FEEADACK FilES ... ettt e e e e e e e s e st er e e e e e e e e sennnsaaneeeeeeeennns 25
Publishing FEEADACK 10 STUAENTS ..o e e e e e e e et e e e e e e e e s e nsaaaeeeeaeeeannnseeens 26
Retracting Feedback SENt 10 STUENTS........uuiiiiii e e e et e e e e e e e s nb b e e e e e e e e eeeennnneens 27
Resetting @ Student SUDMISSION ...ccciiiieiee e e e e st e e e e e e e et e e e e e e e e e e s ntssaeeeeaeeeeennnsreens 28
Updating Feedback SENT t0 STUAENTS ........uiiiiiiei e e e et e e e e e e e abrer e e e e e e e eeennneeens 29
Granting Extra Time for Students in the AsSIZNMENT ..........uuiiiiiii e e e e e 29

Fi¥e [o [ A o1 F=1 I o 11 1 TR 31



Introduction

The Assignments tool is used for assignments in which your students prepare a paper, essay, or any other type
of document that is to be submitted for grading, simplifying the collection and grading of electronically
submitted papers.

Documents submitted to the Assignments tool are visible to the instructor only; if you would like students to
share their work with their classmates, you will need to use the Discussions tool instead. The Assignments tool
accepts all types of files, although it is most often used to collect .DOC files prepared in MS Word and .PPT files
prepared in PowerPoint.

Learning Objectives

The following learning objectives are covered in this document:

e Accessing the Assignments tool

e Creating a folder

e Editing the Assignment Folder

e Restoring deleted Assignments

e Viewing and grading submitted assignments

e Downloading & uploading submitted files in bulk
e Releasing feedback to the entire class at once

e Enabling plagiarism detection

e Allowing extra time for an assignment
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The Assignments Tool

The Assignment is created by instructors and provides a place for students to submit their assignments.

The Assignment consists of Folders and Categories. Folders are where your students will submit their papers. It
helps to place the various Folders in Categories so that the Folders can be easily located by your students.
Figure 1 is an example of how an Assignment can be organized by an instructor.

Unit 1 Assignments Category
- William Bradford Paper

- Thomas Paine Paper < Folders
- Nathaniel Hawthorne Paper

Figure 1 - Example Assignment Organization

Accessing the Assignments Tool

The following explains how to access the Assignments tool:

1. From Course Home, click Assignments in the Navbar.

Course Home Content Discussions Quizzes Other v~ Classlist Grades Course Admin

Figure 2 - Accessing the Assignment

2. The Assignments page will appear.

Assignments @ e
# Bulk Edit
. " Total Unread Flagged
Assignment Submissions Submissions Submissions DueDate
Handouts S B
Chapter 1 Handout w 0 0 0 Aug 24,2018 15:12
Unit 1 Assignments S B
William Bradford Paper w ‘::_1 ? Sep 14,2018 15:12
7 1 0
Thomas Paine Paper w 0 0 0 Oct 19,2018 15:12
Mathaniel Hawthorne Paper 0 0 0 Nov 30,2018 15:12
Papers S n
Final Paper w 0 0 0 Dec 7,2018 23:30

Figure 3 - Assignments Folder Page

Page 5 of 31



Creating an Assignment Folder

Assignment folders are where your students will submit their assignments. It may help to organize the folders

into different categories. The following explains how to create a folder and place it in a category:

1. From the Assignments screen, click New Assignment.

Mew Assignment More Actions %

Figure 4 - New Assignment

2. Inthe next screen that appears, enter a Name for the folder (See Figure 5).

3. Under Instructions, enter any instructions for completing the assignment that will be displayed to

students (See Figure 5).

New Assignment

Mame *

Interview Paper

Paragraph

Analyze the interview you conducted as part of your assignment.

4 O o R

e Properties Restrictions Objectives Turnitin®

Figure 5 - New Assignment: Name
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4. Under Assignment Type, select if this is an individual assignment or group assignment (See Figure 6).
a. If group assignment is selected, you can assign the assignment to an existing group (See Figure 6).

Submission, Completion and Categorization

Assignment Type

® Individual assignment @)

Group assignment @

Group Category @

Figure 6 - Assignment Type

5. Submission Type: click the drop-down to select how students can submit an assignment (See Figure 7):
a. File submission: students will upload their assignment to the folder being created (See Figure 7).

b. Text submission: students will type out their assignment within a text field in D2L Brightspace and
submit through the assignment folder (See Figure 7).

c. On paper submission: students will submit their paper in-person to the professor (See Figure 7).

d. Observed in Person: students will complete the assignment in class (See Figure 7).
Note: Submission Type and Assignment Type can only be changed as long as no submissions have been made.
Once a submission has been made to the assignment folder, the Submission and Assignment type cannot be
changed.

Note: Turnitin will not work with On paper submissions and Observed in Person.

Submission type

o File submission b

File submission

Text submission
On paper subrmission

Observed in person

Figure 7 - Submission Type
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6. Files Allowed Per Submission: select if the student will be able to submit more than once (Unlimited) or
only one file (See Figure 8).

7. Submissions: select how the assignment will handle multiple submissions (See Figure 8).

8. Notification Email: enter an email to be notified when someone submits an assignment (See Figure 8).

9. Under Category, click the drop-down to assign the assignment to a pre-existing category (See Figure 8).
a. If no category exists, click New Category to create a new category (See Figure 8).

Files Allowed Per Submission

® Unlimited
One file

Submissions

® All submissions are kept
Only the most recent submission is kept
Only one submission allowed

Notification Email
©,
Eategory
a
Papers v New Category]

Figure 8 — Submission, Completion and Categorization

10. Enter the maximum points students can receive for this assignment (See Figure 9).
11. If the item is listed in the grade book, click the drop-down to select the Grade Item (See Figure 9).

a. Click New Grade Item to create a new grade item if needed (See Figure 9).
12. Click Save (See Figure 9).

Evaluation and Feedback
@ Score Qut Of
100

Grade Item @
Interview Paper v | [New Grade ltem]

Student View Preview

100/100-100% ~

Rubrics
Add Rubric

No rubrics selected.
[Create Rubric in New Window]

Default Scoring Rubric

Mo default selected v O

Save and Close Save and New Save Cancel

Figure 9 - Evaluation and Feedback
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13. The Assignment will be saved and you will be returned to the top of the screen. Click Restrictions.

New Assignment

Mame *

Interview Paper

Objectives Turnitin®

Figure 10 - Restrictions Tab

14. The Restrictions tab opens. The Submission Folder will be Hidden from users by default. Uncheck the
checkbox to unhide the Submission Folder (See Figure 11).

15. (Optional) Set a Due Date to indicate when the assignment is due, but does not close the Assignment.
Note: Students can still submit assignments after the due date, but they will be marked as late (See Figure 11).

16. (Optional) Set a Start Date to begin accepting submissions from students (See Figure 11).

17. (Optional) Set an End Date to close the submission folder after the due date (See Figure 11).

18. If you wish to enable OriginalityCheck, click the Turnitin tab. Otherwise, skip to step 24 (See Figure 11).

Note: OriginalityCheck was formally known as Plagiarism Detection in previous versions of D2L Brightspace.

Turnitin® is the system used to check submitted papers.

Properties Restrictions
I v Hidden from users
Due Date

Objectives @

v Has Due Date

11/30/2018 23:30 3 Now
United States - New York
Availability
« Has Start Date
11/15/2018 10:14 Now
United States - New York

v Has End Date

11/30/2018 23:30

United States

Now

- New York

Figure 11 - Adjusting Availability

IMPORTANT: Kennesaw State University - UITS recommends that faculty notify students regarding the use
of any plagiarism detection software use in the course (such as Turnitin) at the beginning of the semester.
Faculty are advised to include a statement in the syllabus indicating that papers will be checked for

plagiarism by Turnitin throughout the semester.
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19. The Turnitin Integration tab opens. Click the checkbox next to Enable GradeMark for this folder
(See Figure 12).

Note: Additional options will be grayed out unless Enable GradeMark for this folder is checked.
Note: If this is a group assignment, all members of the group will be able to see the Grademark results.
20. Under Transfer, select to have grades automatically or manually sync as draft (See Figure 12).
21. Click the checkbox next to Enable Originality Check for this folder to enable (See Figure 12).
Note: Additional options under Originality Check will be greyed out unless Enable Originality Check is checked.

22. (Optional) Select the checkbox under Display. This will allow learners to see the Turnitin similarity
scores in their submission folder (See Figure 12).

23. Under Frequency, Automatic should be selected as the default setting (See Figure 12).

24. (Optional) Click More Options in Turnitin to access additional options (See More Options in Turnitin for
an overview of Turnitin options) (See Figure 12).

Properties Restrictions Objectives

Turnitin®
Turnitin® Integration
GradeMark® @
:19'
Evaluation
+ | Enable GradeMark® for this folder
Transfer 20

Automatically sync grades as Draft in Brightspace @
® Manually sync grades as Draft in Brightspace

Originality Check® @©
I.r Enable Originality Check® for this folder {21

Display ‘ 22

+ | Allow learners to see Turnitin® similarity scores in their submission folder

Frequency

® Automatic originality checking on all submissions
Identify individual submissions for originality checking

More Options in Turnitin® ‘ 24

Figure 12 - Turnitin Integration Options

25. Your folder is now ready to receive submissions that will be reviewed using Turnitin. For more

information on using Turnitin, please refer to the Turnitin documentation at utis.kennesaw.edu/cdoc.
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26. At the bottom of the page, click Save and Close.

Save and New Save Cancel

Figure 13 - Save and Close

More Options in Turnitin
The following will provide a brief overview of the More Options in Turnitin:

1. After accessing More Options in Turnitin (See step 24 in the Creating an Assignment Folder section),
you will be presented with a EULA. Click | Agree to progress.

Turnitin User Agreement

Our user agreement has been updated. Please read our user agreement below and
agree or disagree to its terms and conditions:

Turnitin End-User License Agreement

*Users who are not in the European Union refer to Section A only.
**Users in the European Union refer to Section B.

Protecting your personal data and privacy is our top priority. We are fully committed to
transparency, accountability and using technology responsibly, no matter what changes emerge
from our rapidly evolving digital world. We implement appropriate technical and organizational
measures to protect your personal data.

*Section A (For Users who are not in the European Union)

Turnitin and its services (the "Site” or the "Semnices") are operated and maintained by Turnitin, LLC
("Turnitin”), and provided to you, the user ("You™ or "User” or "End-User"). conditionally upon Your
acceptance of the terms, conditions, and notices contained herein without medification (the "User
Agreement”). Depending on the Turnitin solution utilized, references to You', 'student’, or ‘End-
User shall include any person submitting papers through the Service, however they are defined.

You should review this User Aareement carefully before continuina. If You breach the i

| disagree

Figure 14 - Turnitin EULA

2. The More Options window will display. Click Optional Settings.

@ Some settings have been disabled and can only be changed in the learning X
management system.

@ Title © Max Grade

Interview Paper 100

I £+ Optional Settings I

Figure 15 - Optional Settings
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3. Under Submission settings, click the drop-down to make a selection (See Figure 16):

a. Standard paper repository: documuments submitted will be added to a repository and will be used
to make similarity checks against any documents submitted in the future (See Figure 16).

b. Do not store the submitted papers: documents won’t be added to a repository and won’t be
included during similarity checks against any documents submitted in the future (See Figure 16).

Note: If you are going to allow students to submit an assignment multiple times, then it is recommended to
set the Submission Settings to Do not store the submitted papers.

£ Optional Settings

Submission settings

Standard paper repository |~ | @

Do not store the submitted papers @

[ Allow submission of any file type @
Allow late submissions @
[] Enable grammar checking using ETS® e-rater® technology @

[ Attach a rubric @

Figure 16 - Submission Settings

4. Under Compare against, click the checkboxes next to options you wish to enable (See Figure 17).
5. Under Similarity Report, click the drop-down to make a selection (See Figure 17):
a. Generate reports immediately (Students cannot resubmit) (See Figure 17).

b. Generate reports immediately (Student can resubmit until due date): After 3 resubmissions, reports
generate after 24 hours (See Figure 17).

c. Generate reports on due date (Students can resubmit until due date) (See Figure 17).

Compare against @

Student paper repository

Current and archived web site content

Periodicals, journals and publications

Similarity Report

Generate reports immediately (students cannot resubm't',e

Generate reports immediate Generate reports immediately (students can resubmit until due date {b)

Generate reports on due date (students can resubmit until due date

Allow students to view Similarity F;m
[ Exclude bibliographic materials @

[ Exclude quoted materials @

[ Exclude small sources @

Figure 17 - Compare Against and Similarity Report
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6. Click the checkbox to Save these settings for future use (See Figure 18).
7. Click Submit (See Figure 18).

Additional settings 6
[] Save these settings for future use @

Submit o

Figure 18 - Additional Settings

Adding the Assignment to a Module

The following explains how to make the Assignment available within a module for your students:

1. Click Content.

Course Home

Content

Discussions

Assignments Quizzes Other v Classlist Grades

Course Admin

Figure 19 - Accessing Content

2. Click Existing Activities in the module you want to add to your Assignment (See Figure 20).
3. From the drop-down menu, select Assignments (See Figure 20).

Upload / Create w I Existing Activities w @ ‘{’; Bulk Edit

I Assignments @
e to create and up

Chat

Figure 20 - Select Assignment

4. From the Add Activity window, select the desired Assignment from the list.

Add Activity

-

Assignments

|E| Chapter 1 Handout

Figure 21 - Inserting Assignment
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5. You will be returned to the Content page and your assignment will display in your selected module.

i Chapter 1Handout ~ v

IE, Assignment

e Due August 24 at 15:12

Figure 22 - Assignment Added to Module

Editing an Assignment Folder

The following explains how to edit an Assignment folder:

1. From the Assignments page, click the drop-down arrow next to the folder to be edited (See Figure 23).

2. A drop-down menu will appear. Click the Edit Assignment button (See Figure 23).

Unit 1 Assignments View Submissions VA |

o Edit Assignment [ 2 '

William Bradford Paper ? Sep 14, 2018 15:12
Hide from Users

Manage Exemptions
Thomas Paine Paper 0 0 Oct 19,2018 15:12

Delete Assignment

MNathaniel Hawthorne Paper - 0 0 MNov 30, 2018 15:12
Submission Log

Figure 23 - Edit Submission Folder

3. Make edits as necessary.
4. Click the Save and Close button in the lower-left area of the window when done.

Save and Close Save and Mew Save Cancel

Figure 24 - Save and Close
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Reordering Folders and Categories

The following explains how to reorder folders and categories:

1. From the Assignments page, click the More Actions button (See Figure 25).
2. From the drop-down menu, click Reorder (See Figure 25).

Assignments

Preview
More Actions W

IReorder

Figure 25 - Reorder

3. Inthe window that appears, adjust the Sort Order as desired (See Figure 26).
4. Click the Save button when done (See Figure 26).

Categories/Folders @ Sort Order
v Handouts 1 v
Chapter 1 Handout 1 v
b 4 Unit 1 Assignments 2 v
William Bradford Paper 1 v
Thomas Paine Paper 2 v
Nathaniel Hawthorne Paper 3 v
b 4 Papers 3 v
Final Paper 1 v
Interview Paper 2 v
(4)
[ Save Cancel

Figure 26 - Setting the Sort Order
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Deleting an Assignment Folder or a Category

The following explains how to delete a folder or a category:

1. From the Assignments page, Select the items to delete (See Figure 27).
2. Click the More Actions drop-down button (See Figure 27).
3. From the drop-down menu, click Delete (See Figure 27).

o [Q e [

4 Bulk Edit Reorder
\ Unread Flagged
S Event Log kions Submissions Submissions 2L
" il
Handouts Make Visible to Users 4 .
Chapter 1 Handout 0 0 Aug 24,2018 15:12

Hide from Users

v Handout Week 2 w 0 4]
L oo (3]

Figure 27 - Selecting Folders to Delete

4. Inthe Confirmation window that appears, click the Delete button.

Confirmation

®| This operation will delete the selected

|
¥’ submission folders and all associated files.

Are you sure you want to continue?

A~

Figure 28 - Confirmation Message

Restoring Deleted Assignment Folders

Deleted Assignment folders can be restored from the Event Log.

1. From the Assignments page, click the More Actions drop-down button (See Figure 29).
2. From the drop-down menu, click Event Log (See Figure 29).

G

# Bulk Edit Reorder

Unread Flagged

Assignment . .. .. Due Date
5 I Event Log ions Submissions Submissions

Figure 29 - Event Log
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3. The Event Log page appears. You can click the Created, Deleted, and Restored filters to view folders

according to the action taken on them. In our example, we are clicking on Deleted to show deleted
folders only.

Event Log
Created Restored

Figure 30 - Deleted Filter

4. Locate the folder to recover, and click the Restore button.

Folder Name Action Changed by Date w»

Handout Week 2 (ID: 1100775) Restore I Deleted Instruct-74 Account Apr9,2018 11:12 AM

Figure 31 - Restoring Deleted Folder

5. The folder is restored. Click Assignments in the Navbar to display the list of folders.
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Viewing Submitted Assignments

There are some improvements to the Assignment list view. When accessing assignments, the list view displays
updated information for instructors and students. The following explains how to view assignments that have
been submitted to the Assignment by your students:

1. Click Assignments in the Navbar.

Course Home Content Discussions Quizzes Other ~ Classlist Grades Course Admin

Figure 32 - Assignments

2. |Instructors see:
a. Completed — Shows the number of learners who have completed the assignment
(See Figure 33).
b. Feedback Published — Shows the number of learners who have had the feedback published
(See Figure 33).
c. Due Date — Indicates the due date for the assignment (See Figure 33).

Assignments @ ey
More Actions w
4 Bulk Edit

b c
Evaluated Feedback Published | | Due Date

No Category

Poetry ~ By 1/6 0/6 0/6 Nov 5, 2018 2:23 PM
Weekly assignment ? 0/6 06 0/6 Dec 23, 2017 8:04 AM
Testing after the upgrade ~ @ B, 0/6 0/é 0/é6

Cloud Submission folder ~ By § 1/6 0/é 0/6 Aug 14, 2018 3:33 PM
Fall 2018 daily review ~ By ¢ 2/6 1/é 1/6 Mar 31, 2019 11:50 AM

Figure 33 - List View

3. From the Folder List, click the name of the Folder that you want to view (See Figure 34).

Assignment

Handouts
Chapter 1 Handout ™

Figure 34 - File Status
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4. The Folder Submission view will appear and all submitted assignments will be displayed by default. You
can access the submission by clicking the students name or the submitted file.

@ Download < Email & MarkasRead =&
O Last Name & , First Name
O Account, Instruct-70

S oz R

Mark as Unread g Delete 8% Publish Feedback

Submission Date

@BEvaluate

Apr 9, 2018 9:27 AM

Delete

-

Figure 35 - Accessing Submitted Assignments

Note: Clicking the students name will open the Evaluate Submission page and list all submissions uploaded by
the selected student.

5. The document will open in a preview window. You can evaluate the assignment from within your

browser, or download the file to your computer.

Note: Some file types will not open in the preview window and must be downloaded in order to view.

Providing a Grade and Feedback for a Submitted Assignment

The following explains how to provide a grade and comments for a submitted assignment:

1. From the Assignments tool, click the Assignment folder you wish to enter grades for.
2. From the Assignments page, click the student or submitted file that you want to view.

3.

O Account, Instruct-70

S e SR

Apr @, 2018 9:27 AM

BEvaluate

Figure 36 - Select the Student/Submitted File

The Evaluate Submission Screen will appear. The key options to highlight are (See Figure 37):

a. Download the file to review and leave feedback on the assignment (See Figure 37).

b. The Annotations toolbar is available at the top of the document, here you can: (See Figure 37).

i. Click to use the Pen or Highlighter tool.
ii. Add a Note to the document.

iii. Add a Text box to the document.

iv. Draw a Line, Arrow, or Rectangle.

v. Print the document.

vi. Search within the document.

vii. Download the document.

Click Launch Turnitin to open Turnitin (See Figure 37).

Enter the assignment score here (See Figure 37).
Leave feedback for the student as text (See Figure 37).

I

Click to access the Rubric attached to the assignment (See Figure 37).

If desired, you can attach a feedback file by clicking the Add a File button (See Figure 37).
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h. Publish the feedback for the student to export the grade to the gradebook (See Figure 37).
i.  You can also save the feedback and grade as a draft by clicking Save Draft (See Figure 37).
j. Click Next Student to move on to reviewing the next student submission (See Figure 37).

€ Previous Student User 1 of 2 Mext Student >

< Back to User Submissions a X cphil160 Student
rs, l\ = I
EB)
aur niting

™ Assignment PaperSubmission.docx (41.71 Kl
By: cphil160 Student Submitted: Mar 21, 2019 10:00 AM

P Show Assignment Information

P Show Assignment Dates

YOUR LOGO
HERE .
Company Name Evaluation and Feedback
o Titl: Job Tale Job Catwgorys Job Categary
Deportment/Group: | DepartmentGroun Job Code Reqh: | Job Cods Heqit N
- ubrics
Laeatiin| Lacatin Travel Ragulred; | Traval Reclroa r\
Uevel/Salary Range: | LavelySalery o Posiion Type: | Fasltion Ty fla: ull-time, \d'
parttene, o share,
cantract imarn} % Evaluation new rubric Al
Wi Contact: A Contact Date Posted: Date Pusted ? !
Will Train Agplcantis]: | il Train Applantis) Posting Expies: | Pasting Expires Level achleved: needs improvement
Extermal Posting UNL: | External Posting UL
Internal Posting UAL: | Intemal Pasting UAL
Apphcations Accepted By:
Fa R Enan: Ma;
P numbar ar Fmall N
Subect Line: Subject Ling Company Hame
Adress
City, 572 Code
lob Descriptian
Roue AND RessONSIRTIES. Student View Preview
To gt starsed right away, Just ap any placeholder ven (such s Uhis) and stert typing Lo repiace it with yeasr e e e e
3.33/10-33.3 v
Uit buller 1
+ Uit bl 2
Some of ple tewt i s icates the i the stle apolied, sa that you can easily smply
tha sama formatting agaln. For examplo, the rumaarad parageaphs baiau use tha Lt Numbar sty
1 Lt number 1 Feedback
L st number 2
QUALIRCATIONS AND ECUCATION REQUIRIMENTS .
GualiFkations and Fecation Requiramants O s &£ -
PRETERNED SHILS
Prefemed Saills
Avormosan Nores
ditonsl Hotes
Reviewed By Name [ ote Oute
Aparoued 8y: Nome. ["cate: oate
Last Updatad By: | Nama [ moterrena: | wtermine A B o B O A4

0 Add a File Record Audio
o

o ’
Publish Save Draft Next Student |

Note: When exporting items from a course to a file, the student submissions will not be exported. For

Figure 37 - Evaluate Submission Screen

example, if you export an Assignment folder, none of the assignments submitted by the students will be
exported.
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Providing a Grade on Non/External Submissions

The following explains how to grade non-submissions or external submissions in D2L Brightspace:

1. From the Assignments tool, click the Assignment folder you wish to enter grades for.
2. The Assignments page appears. Next to the search field, click Show Search Options.

Folder Contents

View B\,-’: User v Apply

Q | Show Search Options |

Figure 38 - Show Search Options

3. Under the Submissions drop-down, select Users without submissions (See Figure 39).
4. Click Search (See Figure 39).

Folder Contents

Hide Search Options

Search In

& First Mame Bl Last Mame

Submissions

Users without submissions

Figure 39 — Search Users Without Submissions

5. You will see those users who have not submitted an assignment. Click the Evaluate button, located

next to the student you wish to evaluate.

o O O O

4 Email 8™ Publish Feedback

Last Name & , First Name

Account, Instruct-67

Account, Instruct-68

Account, Instruct-69

Account, Instruct-75

Submission Date Delete
BEEvaluate
BEEvaluate

BREvaluate

Figure 40 - Evaluate
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6. You may enter the student’s score in the Score field (See Figure 41).
7. Provide Feedback for the student in the Feedback field (See Figure 41).

8. When you are ready to publish the score and feedback, click the Publish button (See Figure 41).
9. If you wish to save the feedback and score to publish at a later date, click Save Draft (See Figure 41).

10. To move on to the next student, click Next Student (See Figure 41).

Evaluation and Feedback

Rubrics

No Rubric Selected.

[Associate Rubric]

[Create Rubric] @

Grade ltem: Chapter 1 Handout ;|

Student View Preview

0/100-0% ~

Feedback

O & P o~

Did not submit assignment.

o Ciof > Fc'x! 4
Save Draft INextStudent )I

Figure 41 — Evaluation on No Submission

Viewing the Originality Report

Once your students have submitted assignments to the Assignment submission folder, if enabled, Turnitin in

will begin checking similarity.

Last Name & , First Name

Account, Instruct-2

P == Assianment.docx (14.52 KB)

Turnitin® Similarity

In Progress

Turnitin® GradeMark®

Submission Date Delete
(3 Evaluate
Nov 15,2018 i'
,‘ ;\ 17:03

Figure 42 - Turnitin Similarity: In Progress
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Depending on the length of the document, this process can take anywhere from a few minutes to a few hours.
Once the document is ready for you to review, you will see a percentage indicator under the Turnitin Similarity
column. Refer to Figure 43 for more information on the Originality Report Color Codes.

Originality Report Color Codes

Color Meaning
75% - 100% potential plagiarism found.

Orange 50% - 74% potential plagiarism found.
Yellow 25% - 49% potential plagiarism found.
Green | One word -24% potential plagiarism found.

! No potential plagiarism found.

Figure 43 - Originality Report Color Codes

Once you are ready to view the Similarity Report:

1. Click the percentage bar to navigate to Feedback Studio.

Last Name a , First Name Turnitin® Similarity Turnitin® GradeMark® Submission Date Delete
Account, Instruct-2 (3 Evaluate
Nov 15,2018 i'
[ == Assignment.docx (14.52 KB) 0% \ )
Y4 ;\ 17:03

Figure 44 - Click on the Percentage Bar

2. The Turnitin Feedback Studio will appear and show the similarity report. Review the Similarity Report.

) feedback studio Instruct-74 Account  writing assignment.docx - /10 < 20f3+~ > ®@
7
B
Writing assignment = |
By Joe _B

4/9/2018 =
ER

u = ] u = u 0

I BN |
= = ] =
= Em .

Y

@
L - _— L] N BN O — -— LI - P

= | +

= 6]
| L ] (——

- o E R B |

Page: 10f 1 Word Count: 387 Text-only Report Q—e—a

Figure 45 - Similarity Report
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3. For additional information on how to navigate the Similarity Report, using the built-in features, refer to
the Turnitin guide on the UITS Documenation Center at uits.kennesaw.edu/cdoc.

Note: Be aware that even though some students may have a high percentage of potential plagiarism detected
in a paper, it does not necessarily mean that they have cheated. Instructors should check each individual
paper to make certain that students have properly cited the submitted papers.

Downloading and Uploading Bulk Submissions

You may choose to perform bulk downloads/uploads of student submissions to review the materials, write
annotations, and attach the files to your feedback.

Downloading Multiple Assignments
1. From the Assignments page, click the folder you want to access.

Assignment Completed Evaluated Feedback Published Due Date

No Category

f—;,, 1/6 0/6 0/6 Nov 5, 2018 2:23 PM

Figure 46 - Select the Folder

2. Select the students you wish to download assignments for by clicking their checkbox (See Figure 47).
3. Click the Download button (See Figure 47).

€ Download e’ Email E Mark as Read = Mark as Unread i Delete P Publish Feedback
|

O Last Mame & , First Name Submission Date Delete
ccount, Instruct-70 @REvaluate
f-‘\‘l E Writing assignment.docx (13.35 KB) Apr 9, 2018 3:05 FM i
Account, Instruct-71 §BEvaluate
f“\‘l = Assignment.docx (14.52 KB) Apr 9,2018 9:29 AM i
Account, Instruct-72 @REvaluate
f-‘\‘l == Assignment.docx (14.52 KB) Apr 9, 2018 9:30 AM i

Figure 47 - Selecting Students for Download
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4. A window will appear telling you that your files are ready for download. Click the link to download the
.zip file to your computer.

|D|:|wnl-::-ad'|r|g Files

Your file is ready to download.

B Chapter 1 Handout Download Apr @, 2018 332 PM.zip I25.21 KB)

Close

Figure 48 - Download Zip File

5. Once the file has finished downloading, unzip the file on your computer.
6. You can now access each student’s assignment from the unzipped folder.

Mame Type

M5 127230-1100772 - Instruct-70 Account - Aprd, 20123 305 PM - ...  Microsoft Word Document
m" 127231-1100772 - Instruct-71 Account - Apr 9, 2018 929 AM - ...  Microsoft Word Document
= 127232-1100772 - Instruct-72 Account - Apr9, 2018930 AM - ... Microsoft Word Document

Figure 49 - Unzipped Files

Note: It is important to leave the file name intact. D2L Brightspace creates a unique file name during batch
downloads, which is used to perform batch uploads. Altering the file name can cause problems when
uploading multiple files.

Uploading Multiple Feedback Files

1. From the Assignments page, click the name of the folder you want to access.

Assignment Completed Evaluated Feedback Published Due Date

No Category

p,ﬁ 1/6 0/6 0/6 Nov 5, 2018 2:23 PM

Figure 50 - Select the Folder

2. The Submissions screen will appear. Click the Add Feedback Files button.

Poetry - Submissions

Edit Assignment Email Users Without Submissions Add Feedback Files Submission Log

Figure 51 - Add Feedback Files
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3. The Add Feedback Files window appears. Drag and drop your files into the Upload field (See Figure 52).
4. Click the Add button (See Figure 52).

Add Feedback Files
Upload compressed zip file in the same format that it was downloaded.

Multiple Files *

Chapter 1
Handout...

D

c

=2

[=]

o

[= 8
e
gl =
<

m

Overwrite Duplicate Files

o Add Close

Figure 52 - Multiple Files

5. A progress window will appear. The time it takes to upload files will depend on the number of files
being uploaded.

6. Once your feedback files have been uploaded, you will see a notification in the lower-right of your
screen with the number of successful uploads.

+ 3 feedback file(s) attached successfully

Figure 53 - Upload Successful

Note: Once the feedback files have been uploaded, the submissions will still need to be graded individually.

Publishing Feedback to Students

Once you are ready for students to see their grade and your comments on their assignment, you can publish
the feedback for them to access. You can publish feedback to students one at a time, or in batches.

1. From the Assignments page, click the name of the folder you want to access.

No Category

%o 1/6 0/6 0/6 Nov 5, 2018 2:23 PM

Figure 54 - Select the Folder
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2. Onthe Submissions page, select the student(s) you wish to publish feedback for (See Figure 55).
3. Click Publish Feedback (See Figure 55).

€ Download % Email E Mark as Read = Markas Unread i Delete ?o Publish Feedbac e

Il Last Mame & , First Name

Submission Date Delete

Draft Saved:Apr 9, 2018 3:46 PM

Account, Instruct-70

-

Apr 9,2018 3:05 PM []

fh E Writing assignment.docx (13.35 KB)

Draft Saved:Apr 9, 2018 3:46 PM

Account, Instruct-71

-

Apr 9,2018 9:29 AM []

B‘ E Assignment.docx (14.52 KB)

Figure 55 - Selecting Student for Feedback

4. A confirmation window will appear. Click Yes.

Confirmation

(f\\l Are you sure you want to publish these
' submissions?

Figure 56 - Confirmation Window

Retracting Feedback Sent to Students

You can easily retract feedback that has been published to students.

1. From the Submissions page, click the Assignment’s file name for the student that you want to retract

feedback.

O Account, Instruct-70 Published:Apr 9, 2018 3:49 PM

-

Apr 9, 2018 3:05 PM ]

P& writing assignment.docx (13.35 K8) |

Figure 57 - Selecting the Assignment

2. The Evaluate Submission screen will appear. Click the Retract button.

Figure 58 - Retract Feedback

Page 27 of 31



3. A Confirmation window will appear. Click Yes to retract the feedback.

Confirmation

lf_\l Are you sure you wish to retract the ability
&Y for users to see their results and feedback?

[ Yes No

Figure 59 - Retract Feedback Confirmation

Resetting a Student Submission

Should a student wish to resubmit an assignment when only one submission to the folder is allowed, you will
need to delete their original submission first before the student can resubmit.

1. From the Assignments page, click the folder you want to access.

Assignment Completed Evaluated Feedback Published Due Date

No Category

E” 1/6 0/6 0/é6 Nov 5, 2018 2:23 PM

Figure 60 - Select the Folder

2. The Submissions screen appears. Click the trash can next to the student’s submission you wish to

delete.
O Last Name & , First Name Submission Date Delete
O Account, Instruct-70 Draft Saved:Apr 9, 2018 3:46 PM
f-‘\‘l E Writing assignment.docx (13.35 KB) Apr 9, 2018 3:05 PM E

Figure 61 - Delete Student Submission

3. A confirmation window will appear. Click Yes to delete.

Confirmation

lf_\\l Are you sure you want to delete this
" submission?

Yes No

Figure 62 - Delete Submission Confirmation

4. The submission has been deleted. The student will now be able to resubmit their assignment before
the end date.
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Updating Feedback Sent to Students

You can also update feedback that has already been published to students.

1. From the Submissions page, click the Assignment’s file name for the student that you want to update
feedback on.

O Account, Instruct-70 Published:Apr 9, 2018 3:49 PM
PIE Writing assignment.docx (13.35 KB) I Apr9,2018 3:05 PM 'i'

Figure 63 - Selecting the Assignment

2. The Evaluate Submission screen will appear. Make any edits necessary to the students’ feedback (i.e.
attach new file, update past comment, etc).

Figure 64 - Update Feedback

3. Click Update.

Granting Extra Time for Students in the Assignment
The following explains how to allow specific students to have extra time to submit their assignment to the

Assignment Folder:

1. From the Assignments page, click the drop-down arrow next to the folder to be edited (See Figure 65).
2. A drop-down menu will appear. Click the Edit Assignment button (See Figure 65).

Unit 1 Assignments View Submissions V2 |
o Edit Assignment [ 2 '

William Bradford Paper ? Sep 14, 2018 15:12
Hide from Users 1 0
Manage Exemptions

Thomas Paine Paper 0 0 Oct 19,2018 15:12
Delete Assignment

Mathaniel Hawthorne Paper .. 0 0 MNov 30, 2018 15:12
Submission Log

Figure 65 - Edit Assignment

3. Click the Restrictions tab.

Properties Objectives Turnitin®

Figure 66 - Restrictions Tab
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4. Inthe Special Access area, make sure Allow users with special access to submit files outside the
normal availability dates for this folder is selected (See Figure 67).

5. Click Add Users to Special Access (See Figure 67).

Special Access 4

I ® Allow users with special access to submit files outside the normal availability dates for this folder

O Allow only users with special access to see this folder

Add Users to Special Access |

Figure 67 - Setting up Special Access

6. The Special Access options appear. Set the Date Availability as desired.

Due Date
v Has Due Date
11/30/2018 15:12 [ Now

United States - New York
Awvailability

v Has Start Date

11/15/2018 17:19 Now

United States - New York
+ Has End Date

11;’30!2018| 22:19 Now

United States - New York

Figure 68 - Special Access Properties

7. Scroll down and click the checkbox(es) next to students who will receive special access (See Figure 69).
8. Click Save (See Figure 69).

O First Name & , Last Name Org Defined ID Email
O Instruct-69 Account instruct69.ksu-its noreply@noreply.kennesaw.edu
7
| Instruct-71 Account instruct71.ksu-its noreply@noreply.kennesaw.edu

Cancel

Figure 69 - Special Access - Adding Users
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9. You will be returned to the Restrictions page. The name(s) of the student(s) receiving special access will

10. Click the Save and Close button in the lower-left area of the window (See Figure 70).

appear under the Add Users to Special Access button (See Figure 70).

Add Users to Special Access

- 9
Instruct-71 Account
Due Date: Agr 13, 2018 9:31 AM

Save and Close | @ Save and New

Save

Cancel

Figure 70 - Special Access Created

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

Phone:
Email:
Website:

470-578-6999
service@kennesaw.edu

http://uits.kennesaw.edu
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