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Introduction to manaba

ILogin

Login with your login ID and a password.

I Recommended OS / browsers
manaba recommends the following OS / browsers.

Windows

Google Chrome / Mozilla Firefox / Internet Explorer / Microsoft
Edge 79 or later

. © manaba I. o ™ |
© |
L “Th‘er: ; Password
of L ming [ rogn | -
o0s7
Administration office will De dosed during the summer pericd -

stated below

Clased Period August 12 - 16 {Mon — Fri)

Mac
Safari / Mozilla Firefox
. Login page
iOS
Safari
Android
Google Chrome
« Recommended OS versions are based on the supports by
Google, Apple, and Microsoft.
 Recommended browsers are based on the latest edition of
the OS.
* You can use some functions on smartphone-optimized
screens.
« Please enable Cookies and JavaScript on your browser.
I Announcements from Administration ‘
There are announcements from the system administraion in the
4
Login page and the My page. Please don’t miss it. i ]
. © manaba pe ™
If your university use the unified authentication system, the The _—
. . . . nspiration - -
school’s private login page will be displayed. of Learning [ tean ) E\\E :=
[0 "
Administration office will be dosed during the summer period -
stated below
Closed Period August 12 = 16 (Mon = Fri)
Login page
i I [ Memas | | Anendencetard| | GEB
(i =]
‘:::::’:““ — . Assgnments on Smartphone
e wngasmarghan
Curent Courses [=] |+ Attsndasce Card
My page
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I Change settings

Once you log into manaba, please configure the following settings from the Settings menu.

I Reminder settings

You can receive reminders by email whenever new
announcements are made or new posts are added.

Reminders

1. Click Settings in the upper right corner and select Change
reminder settings.

2. Select Receive or Do not receive.

3. Enter in the Email address 1 the PC Email address that you
want reminders to be sent to.

4. Enter in the Email address 2 the cellphone Email address that
you want reminders to be sent to.

Individual Settings

1. Select Receive or Do not receive a message whenever
course news is posted.
2. Select Receive or Do not receive a message when a new
assignment is published.
3. You may choose from one of three options when a new
comment is posted on a thread:
o Receive a message when a comment is made.
o Receive all new comments at certain time of a day.
(— Select a preferred time from the dropdown menu.)

o Do not receive a message.

Your own comments will not be sent as reminders.

4. Select Receive or Do not receive a message when a new
comment is made in a thread of your project.

5. Select Receive or Do not receive a message when a new
comment is made on your students’ assignments.

6. Click Save and send test email and confirm reminders are
sent to the email address you registered.

You will not receive messages if you choose Do not
receive in the Reminders menu, even if you choose
Receive in Individual Settings.

Select Receive or Do not receive a message when a new
assignment is published.

I Profile settings

1. Click Settings on the upper right corner, and select Change
Profile.
2. Upload an image of your choice.

The image you upload will be displayed beside your
comments in a thread so that the course members will know
whose comment it is.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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Settings page

| Change reminder settings

Reminders

Allreminders  '® Receive D

* Flesse make sure your email service does nat blask reminders from the domainis) listed

Email address 1

Email address 2

Individual Settings

Coursenews @ Receive D Do not receive

New assignment @ Recerve ' Do not receive
notifications

New comments made Receive s message when a comment is made
on your course Receive all new comments at| 10 [
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projects @
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ments will not be included
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‘Save and send lest email Save

[ Change Profile ]

Change Profile

Profile lcon

[ Choose File | No file chosen
*You may upload Jog. pg or i Flas far peofle icon

Save Cancel

Change Profile
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What is a course?

In a course, instructors and students registered in the course have discussions in the forum, distribute / collect assignments or

distribute course materials.

IView your courses

In order to view a list of courses you have been registered for, click
Courses at the top of the screen.

I Change course display format

Display can be changed according to course status and format.
Current Courses ... Courses that can be used currently.
Students can post comments in the forum and submit
assignments.

Past Courses ... Courses used in the past. Students can only
view the forum and submitted assignments.

Upcoming Courses ... Courses that will start in the future.
Students cannot access the courses.

All Courses ... All courses above are displayed.

"Timetable format" do not always correspond to your actual
timetable in your school. For example, there are cases
where the same classes which are held on multiple days of
the week are grouped together.

If you want to display the particular course at the top of the
list, click the star icon on the course.

The system administrator makes settings and conducts
registration for manaba courses. The course settings and
policies differ for each school. Contact the system
administrator for details.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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IView course members

Instructors can view the members who have been registered in the
course you are a part of. Click Course member list and a list of
instructors and students will appear.

The Course member list is only visible to instructors.

Users whose ID has been deleted by the system
administrator will not be displayed in the course member
list.

I View reminder settings / grades

In the Course member list, you may view the reminder settings of
course members for the following items:

e Course news

« New assignment notifications

« New comments in Forum
o If reminder settings are set to Do not receive, “N” will be
displayed for all items.
« Even if reminder settings are set to Receive, if there is no
email address entered, “N” will be displayed for all items.

We encourage you to make an announcement about
reminders to the students in the first class of each course.

Also, if you click Grades for each student, you will be able to view
every grade of tests and assignments that are assigned in the
course.

I View access data

Click Usage Data and you can view the following data regarding
instructors and students in the course:

« Page views (# of pages)

o Last access (# in the course)

* Number of tests submitted

« Number of surveys submitted

* Number of assignments submitted

e Number of Forum comments

e Last comment

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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I Perform course settings

By clicking the "Settings" button, you can make various settings for oo I

JEEE———
the course. ma insuctonal Desgn | e I —
AT E

Tests = Sorveys Amgements  Projcts Grades 4 Forum Busources

| Course Icon Settings .
You can set icons for the course.
This icon is displayed in the course list of My page. Some sample
icons are prepared, but you can freely set it by uploading the

image (60 x 60 pixels).

Settings

I Manage Course Data

Change Course Settings
Course icon Settings

You can confirm the assignment and grades deleted by someone, Hanaa0 Cours Dot s o
the student's operation within this course and the record of the Aecess 100 @
screen accessed by the student. Course Period
Start Date for Students 2007-01-01 0000:00 At

End Date for Students Writing  2022-04-01 00.00:00
End Date for Students View  2022-04-01 00:00:00

I Course Period

You can check the expiration date set for this course. The
expiration date is set by the system administrator.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/ 5/48
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IAdd course news

Course News is a way for instructors to send out announcements
about their courses to all course members (only instructors can
add course news).

1. Click Add News on the course page.

2. Enter the title and write the content of the news.

3. Set the publication period of the news. (optional)

4. Click Preview to view the news as your students will see it. Then,
click Publish.

You may send reminder emails to the students by using the
Publish and send reminder function.

Once a course news is published, it cannot be edited.

I View access data

1. Click any course news you published.
2. In order to view the access data of the course news, click Access
Data.

An orange line appears to the left of the first course news
frame you view.

The orange line will remain faded for the first hour after it is
displayed. After the hour is up, the orange line will
disappear completely.

AL

I Delete news

If you would like to delete course news, click Delete in the Course
News Administration page.

Click Manage Course News in the Course News page, then you
can access the Course News Administration page.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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Add News

Title
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Formatted Text HTML

@ File

=>Plain Text

P ||H1||H2 |H3||PRE

Add News page

About your final project 2016-03-14 20:54

Pasted by Prof. Baba

Come and see your TAs who can assist you with the final project

Access Data

» Manage Course News »Course News

Course News

Course News Administration » Course News
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Title. Posted by During Manage
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L=
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Course News Administration
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Tests

In the Tests function, instructors may hand out, collect and grade tests easily in manaba.
Stimulate students’ motivation to learn by effectively using exercises and passing scores.

I Types of tests

There are three types of Tests on manaba.

Autoscore test { | Manual score test
Instructors can register answers and | | Instructors score the student’s
assign points in advance, and the - answers manually after the
student’s answers will be scored P submission.

automatically after submission.

Exercise

Students may repeatedly answer this
type of test in order to
practice.[JUnlike Autoscore tests, the
grades will not be registered
automatically.

IAdd an autoscore test

. Click Add Test in the Tests Administration page.

. Select Autoscore Test.

. Enter the title and the description of test.

. Enter a start date and end date for the test. If you click the Start
and End fields, a calendar will appear. Select a date and time,

B WON -~

and click OK. (optional)

Students cannot submit their answers to a test after the
end date.

5. Enter questions you would like to ask your students. ( See also
“Add a test question” )

6. Select the time of publishing test results and correct answers.

7. Click Next.

8. Register answers and points to the questions.

o If there are multiple correct answers for a Text line
question, separate the answers with a semicolon (*;’).

o For Multiple(1), Multiple(2), True/False, Dropdown and
Matching questions, register the correct answers by
selecting the correct choices on each question.

o For Ordering questions, click choices in the correct order.
Click [v]to clear the selections.

o Register points in the red box shown next to each
question.

o For Multiple(2) and Matching questions, register points
per choice. The total points will be automatically
calculated by multiplying by the number of choices. (Ex: If
2 points are registered per choice and there are five
choices registered, the total points will be 10.)

o For Multiple(2), you can also register points per question.

Answers in a text box and an uploader cannot be
autoscored.

You cannot download all answers at once when
marking. Please use the Assignments if you need to
download all the answers at once.

9. To set a Passing Score for a test, select Set passing score and
enter a passing score.

Passing scores can be used as prerequisites for a
student to take other tests.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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IAdd a manual score test

. Click Add Test on the Tests Administration page.

. Select Manual Score Test.

. Enter the title and the description of the test.

. Enter a start date and end date for the test. If you click the Start
and End fields, a calendar will appear. Select a date and time,
and click OK. (optional)

5. Enter questions you would like to ask your students.

“Add a test question” )
6. Click Save and save your test in manaba.

B WON -~

( See also

For how to set a passing score to a manual score test, refer
to step4 of “score a test and register grades on the web”

Tests Administration View as | . Instructor | 4

s Acid Tost Import
.

Please check the submied answers and regisler grades by cicking on the Manage menu( 3‘_.-'

L
o, Title © precea pywad” Pubhish | Unpublish  Submitter Manage
5
1 | Fotoncore | Wee o 1 @ Publshed 0 itams (-]
F Evorcise | Chap) L \' Add Test @ | Pubished 0 items Lol

Tests Administration page

v

Add Autoscore Test

Title

Description

Start

- 201413 -
tions

Add Manual Score Test page

IAdd an exercise

An exercise is a type of test where questions are randomly picked from a pool of exercise questions that the instructor registers in advance.

You may set up an exercise to be available for students to take multiple times.

STEP 1. Add a question

1. Click Questions Administration on the Tests Administration
page.

2. Click Add Question in Questions Administration page.

. Enter the title.

4. Enter questions you would like to ask your students. ( See also
“Add a test question” )

5. Click Next.

6. Register answers and points to the questions and click Save to

save the question in manaba.

w

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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STEP 2. Add an exercise

. Select Exercise.

. Write the Question Text.

o O hA WN -

. Click Add Test on the Tests Administration page.

. Enter the title and the description of the exercise.
. Enter a start date and end date.

. Click Add Question, select exercise questions that you

registered in STEP 1, and click Add. Should you want to exclude
questions that you selected from an exercise, check those
questions and click the Exclude Checked button.

7. Set the number of questions which should be chosen randomly in
an exercise out of the number of questions you selected in 6.

8. Set the maximum times that a student is allowed to submit

answers.

9. If the order of the options in a question needs to be randomized
when a student answers it, choose Shuffle for Shuffle

Questions.

10. If you select Publish on submission for making the correct
answer available after the student has submitted an answer, they
will be able to check whether or not their answer was correct on

the Results page.

manaba manual

Add Exercise

Titke

Description

Start

End

Select exercise questions

DuesHon Text

-
v
Add Question | |~ Exch

Maximum times to sabm
answers

Shulfie Questions

Portiolio

Publish Answers

Passing Score

Check questions to add

Total

No. Titie
So0ie

Contained in Exercise

12

Add Cancel

—
Unlimited = |1 ¥ |mes maamum

® Do not shue O ShuMe

e submiier's portfolo and cemments cam be made on the portiole

fast you can make it prevequisite for students 1o take other tests

points

Preview Save Cancel
11. You may choose Set passing score to register a passing score.
12. Click Preview to view the exercise as your students will see it. Add Exercise page
13. Click Save and save the exercise in manaba.
I Types of questions
You can add 8 types of questions in a test.
Questions

Text line

A question which allows for
entering a word or a phrase.

Multiple(2)

A question which allows to
select one or more answers
from a list of possible
answers.

Dropdown

A question which allows to
select one answer from a list
of possible answers. It is
similar to a single answer
question, but useful to save
space for other questions.

Matching

A question which allows to
match words or statements
against another list of words
or statements.

Multiple(1)

A question which allows to
select only one answer from a
list of possible answers.

True/False

A question which allows to
select True or False.

Ordering

A question which allows to
place answers in a particular
order.

Text box

A question which allows to
write paragraphs.

Uploader

A question which allows to
upload a file.

Formatted Text

1. Choice 1
2. Choice 2
3. Choice 3
4_Choice 4
5. Choice &

1. Choice 1
2. Choice 2
3. Choice 3
4. Choice 4
§. Choice &

Shuffle Questions

Portiolio

Publish Test Results and
Cormect Answers

A multiple-choice question with several possitle answers

A dropdawn meny question, The choices below]

P || 11|12 || 13| e

mignment 1S

rl|ells|uls

A ES|E?

Optional
Taod line
Multiple(1} | M

Dropdown | C

Optional

Malching
Uploacer

Required
Testine | TusFase

Wultipla(1) | Muliple(2)

Dropdown | Ordering
Maiching | T box

Required

Explanation

line | Mulsi-inos

# ponotsnume ' Snume

® 4307 Do notasd
f you Choose "AS4" he Answirs wil Be a0ded 10 the SSBmEers portiohy and COMMEnts. can be made on the portioic
fem

% Publish testresuls and comect answers afer e submission deading
COMECt ANSWErs URAN Submission

Publish test resulls and

Preview | | Newt | [ Cancel

Add Tests page

"Semicolon(;)", "Half-width Katakana" and "Full-width alphanumeric characters, spaces, hyphens etc." cannot be registered as correct
answers or submitted as answers in a Text line question.

Automatically, "Half-width Katakana" answers will be converted to full-width characters, and "Full-width alphanumeric characters,
spaces, hyphens etc." answers will be converted to half-width characters before being registered.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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IAdd a test question

1.

o

Let’s add a test question. Click a button in area (b) and a question
template of your choice will be inserted.

. Overwrite the example question with the one you would like to

ask.

. Should you want to format your text with headlines or bold text

etc., use buttons in area (a).

. If the order of the options in a question needs to be randomized

when it is answered, choose Shuffle in the Shuffle Questions
field.

In Portfolio field, select Add if submission should be added in
student’s portfolio.

. Click Preview to view the exercise as your students will see it.

« |f you place a Required question, students will not be able to
submit their answer unless they answer it.

« You may select the style of the list of answers (vertical or
horizontal) by using the buttons within the frame of the
possible answers.

If the list of possible answers is composed of short words or
phrases, you may want to select “horizontal” as you can
save space on the page.

With "Autoscore test" and "Manual score test", you can
create up to 100 questions per test.

If the number of questions exceeds 100, you can save the
test but you can not publish it.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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I Enter a text box

Click Text box and a window to set number of lines for the text box Formatted Ten
and the word/character counter will appear.

P ||H1 | 12 | H3| e

Number of lines

Enter the number of lines you would like in the text box. Youmarinsar v ol s ot
5| limes.

Hihe rumzer oflings $pecified hare is ., 3 seroll ar will

displared when answering?

Number of lines you enter does not determine the amount of

D

Maiching || Fext box

text students can write in the text box.
[ok] [ cancat | T

Mubpie(1) | Muliple(2)
Dropdown | Ordering

Character count :
T

Both half-width and full-width characters, symbols and space are - : -
. Window to set up Text box question
counted as one character. Line breaks are not counted.

Word count

Mostly used for questions that allow to type text in English. Words
are counted correctly if they are separated with a half-width space;
note that they are not counted if separated with a full-width space.
If you break a line, it will be counted as one word.

Number of lines and word/character counter will be a guide
for students to know how much they should write.

I How to add a file

You may add files such as Word documents, images, and videos Quostons
inside a question.
Formatted Tex
Uploading video files or images from your computer Press ths qunstion buttons inthe nght mana. and the qastion tmplates wil ggaatin he page P[] w212 e
1. Click File button. DARRNE
2. Enter the title of the file.(optional) | B
3. Locate the file of your choice and click Add file to upload the file r : ] .......... @il
into manaba. l @ File J
4. Click Add and complete the process.
Types of files that can be previewed | . v =] (e )] iz 3]s
« Image files (GIF, JPG, PNG files, etc.) SRR
¢ Video files (MP4, m4v, WMV, FLV, MOV, MPEG files, etc.) NEE
« Audio files (mp3, m4a files, etc.) oot Erdome —Jl e
: ; Feaname i | oree
B olloooooooooooooooooooos g Selectfile || Choosa Fila | Mo file chesen - aez)
&= i [
You may need to install one or more video players in order = N-#'-:« E
to play the uploaded video files. Depending on the browser, Mutpie(1) | Manipie(z)
you cannot play the file on the screen. T
Shuffle Questions. ® Do not shufle © Shutle
MP3,MP4 files can be played on smart phones and tablets. Pl ®AssO0seetses

File uploads
Embed videos from YouTube

1. Click File.

2. Select Embed content.

3. Enter the embed code of the video you would like to embed.
4. Press OK and complete the process.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/ 11/48
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I Insert an explanation

Click Explanation button, and you can insert the explanation in the
question.

(The explanation cannot be inserted for Choices of True / False
questions.)

You can select two types of the explanation below.

1 line Multi-lines

A explanation which you
would like to insert into the
whole question.

A explanation which you
would like to insert into the
individual question.

The explanation is not displayed when the student answer
the questions. The background color of the description is
yellow on making questions.

Answess 111 Empsedtme 00:00:08

Anvuwees Subitted

>Correct Answers

A ey choieq qoastesn with end

19 Chent
20 Chace?
10 Choend
10 Chocad
50 Chice§ Gustons. 1

o [(20]ponts
- = A i D QUon Wi 608 Pasiitie Snswer

Total Score:

[ chone

G ot axplanston b
The explanation wil appaar when Students conkm the comect antwes

Total Score: 10

| Ghee

I Set a page break

Click the Page break button, and you can specify the position of

page break.

Pages will be switched at the place indicated with a blue broken
line.

Mz 2 Cugstions 3 Elapsed Time 00:00:81

The term Intrapreneur is related to:
1.9 Growth

Innoation
3.0 Dncowy

2 [3] Questons 3 Elapsed Tme  0001:02
Save and Cut H
| Japan nas a repubiic governing system

True & Faise

oo Save and qut Centem
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Formatted Text
4 multiple-choice question with one possible answer, | [ P |[m1][nz][na][r=
Alignment | = =|:=
1. Chaice 1 A& Enter the answer explanation hare 2l sl zlul=
2. Choice 2 A Enter the answer explanation here. -
3. Choice 3 A Enter the answer explanation here, A LX )| X
4. Choice 4 4 Enter the answer explanation here. Frie
5 Choice 5 4 Enter the answer axplanation hare.
Optional
Tenline | TneFase
|4 Enter the answer explanation here. Wulbpie(1) | Mutipe(z)
The explanation will appear when students confirm the comect answers. s o
Malching Tax box
Required
Tetline | TanFase
Multiple(1) | Multiphe(z)
Diopdown | Ordering
Matching | Ted box
Explonation

1hine | MulsHines

Formatied Text

The term intrapreneur is related to:
Alignment i
1. Growth
2 Innovation
3 Discovery

(

| Japan has a republic governing system

1 True
2 False

P | 11| K2 | K3 e

Textli ‘ agE abo
watiplf] e e
Drops ng
MatchiT TP b

Required

Tertline

TreFake

Multiple(1) | Multiple(2}

12/48



2020/9/8
| Publish a test

manaba manual

In order to publish a test to students, click on Tests

Administration page.

* Should you wish to send a reminder message, click Publish
and send reminder.

A Instructor | 24 Student

Tests Administration View s | delrstructor | ik Student

> Questons Adminisration

e Add Test Mnport

Please check the submified answers and register grades by dicking on the Manage menul G1

« Use Student button to view the list of tests which are = me - i o) [Eo il
published to Students. 1| [Autes Waekly Quiz 1; Instructional Des.... - | Inprogress W Publsted Oitems &
2 xorcive | Chapler 1 Exercise - In progress o | Fublished *; o
A~ Instructor | 21 Student Student screen (Tests)
If you set a period, students can only respond after the start -
. VW8S | A INStructor | hd Student
date; before the start date, the status of the test will be set
“Pendln » Time Status Stan (10
as g 5_’ Aut: » | Weekly Quiz 1: Instructional Design 2013-02-27 11110 2020-02-27 10:25
!_I E Chapter 1 Exercise 20130226 1200 2020-02-28 12200
About Multiple Selection
In Multiple Selection /| in the upper right corner of Tests
Administration page, you can choose to publish, unpublish
or delete all the selected tests in bulk.
Multiple Selection {3 E
e £ Bulk Publish
£ Bulk Unpublish
Ipuk
m Bulk Delete
2018-09-08
I Edit a test ‘
Follow the steps below, in order to change the dates or questions T
of a test. - |mprogress 550" @ Published 1items &
. - . . 2017-10-26 I I Edit I
1. Click @on Tests Administration page and select Edit. - In progress o, ., @ Publi |
. . Ll0se
2. Revise the test and click Save. 2017-10-26 "
. . . . TR - - 20-3 oy =
* Save the test after registering answers and allotting points if it is 2050~ & Frport
an autoscore test. - |inprogress 20171028 @ ruwi g [Bet Prerequisites
2012-12-21 | [3 [Pubmission Status
. L . . - In progress @ | Publi
If you edit a test, it will automatically be unpublished. Once ¢ 1208 # Grades (Excel)
n.
ou finish editing, please publish it again. 2013-01-24 | B0 Manage Grades (Exce
you g, p pu g = In Progress ., @ ) Fubii
o R rrial Submission (O

Questions you are currently using for an exercise cannot be
edited. Exclude questions from the Edit Exercise page and
revise the question in the Manage Exercise Questions page.

To avoid student confusion, editing the title of a test after a
student's answer and grade registration will not be reflected
in the grade and portfolio title. (Grades titles can be
manually edited from the edit page.)

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Select Edit * Tests Administration
page

Edit Test (Autoscore)
" Query IS puDeshed. If you 5ave tis query, It will D8 Unputkshed

Weehly Quiz 1: Instructional Design
Tile  [Waeekly Quiz 1: Instructional Design

S 0130227 11.10.00

End  [2020-02-27 10:25.:00

Questions
Formatted Text

T =] [P |[n1][nz|[na][m=
Please answer the following questions.

True or False? When converting a successful face-to-face class to an online class, the most effective RilBlzlluls

‘appecach is to make lecture notes avalable 3s web pages

1. True AL

Edit Test page
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I Set prerequisite

Instructors may set a prerequisite for students to take a test based
on whether they achieved a passing score on another test.

1. Click [## on Tests Administration page and select Set
Prerequisites.

2. If you select Set, a list of tests which are set up with passing
scores will appear.

3. Select all the tests you would like to set as prerequisites and click
either AND or OR.
* If you select AND: Students need to pass all the tests.
* If you select OR: Students need to pass at least one of the tests
you selected.
* If you have selected only one test, you may click either AND or
OR.

4. 4. Click Save and finish the process.

2017-10-26
- In progress ?C e @ | Publshed 1items &
Edit
7-10-26 o
- In progress gchI ZE [ @LT
¥ Close
2017-10-28

- Ur

Ay & Export
= In progress [ Pubhl a Set Prerequisites I

- In progress f;g‘;‘_"z' @ ) Fubi B Submission Status
Manage Grades (Excel)

2013-01-24 ul

- |nprogress 5,5 @ ) Publi

I Trial Submission O

Select Set Prerequisites

Weekly Quiz 3: Instructional Design

Wold you like to sat the prerequisites of this test ?

Donot set  © Set
Prerequisites
Autoscors | Weekly Quiz 3: Instructional Design (> 75 points) * currently unpublished

AND (must satisfy all conditions) * OR (must satisfy at least one condition)

| Save ] Close ]
Set Prerequisite page
IView submission status
You may view the names of the students who submitted answers 2017-10:26
. = In progress 5o @ | Publshed 1items &
to a test and their scores or grades. “ i
i 2017-10-26 o Edt
— N progress 5040 @ | Fubii .
» ose
2017-10-28
I Autoscore test / Manual score test - 2030 - e Expor
Click [ of a test in Tests Administration page and select - |inprogress 211 @ )Pubi ol Set Prerequisites
Submission Status. A list of students and their submission status - nprogess 2227 | gy pub,ll [Z Submission Status I
for the test will appear. o —— &9 QManage Grades (Excel)
= In progress 1': g1- @ ) Publi
o [@@ Jrrial Submission O

I Exercise

Click [& of a test in Tests Administration page and select View
Scores. A list of students and their scores for the test will appear.

If answers has been temporarily saved, * Saved data
appears in the Submitted on column for students who have
not yet submitted the test.

*Answers are saved when the student clicks on Quit (Save),
Confirm, Prev, or Next while answering.Or the answers are
saved every 30 seconds after the student starts to answer.
And you can check the answers before the submission is
finalized and complete the submission on the student's
behalf.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Select Submission Status

Submission Status: Weekly Quiz 1: Instructional Design
Pariod:  2013-02:27 11.10.00~2020-02-27 102500 npogress  Respondents:2 member(s)  Grade:  Unpublished
» Grades Administrat
Hame Student ID Grades  Passed Submitted on Grader Grdedon  Feedback
35693055 Sipoints 20130202 043315 - - 0
8535
35688423 Sopoints. 20130002 054056 . - o
» Tests Administration

Submission Status page
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Request resubmission

In the following the steps, the instructor withdraws the student's
answers that has already been submitted and can return to the
state before the submission was confirmed. (Excluding Exercise)

After withdrawal by the instructor, students will be able to access
the test and respond again.

1. Click on the name of the student whose assignment you wish to
withdraw in "Submission Status".

2. Click the "Request resubmission" button on the "Student's
Questions and Answers" screen.

3. Click "OK" button on the confirmation screen.

o The answer before resubmission is retained.
o Reminders are sent to the submitter and the instructor.

o If pass conditions are set, students who pass once will
remain passed even if the instructor withdraws the
answer.

o If the instructor withdraws the answer, the grade will
also be deleted.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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/¥ Submission Status (@7 Manage Grades (Excel

Name Student ID Grade Passed

[y TAsahina(EN) 11111.990q92 30 points Passed

Studgnt1 160203A = =

V> A BA: TAsahina(EN)'s Questions and Answers

Grade Answers

Result (Autoscore)

Submitted on

2020-02-04 16:27:54

Not submitted

Submitted on: 2020-02-04 16:31
Elapsed Time ' 4345214

11 10710 MDD TEADERET T, SRR IFTRAL TR,
11

Total forie (SRS

Grade (Unpublished)

Score 10

The submission will be retracted and TAsahina(EN) ‘s assignment retumed to pre-slibmission status
OK?

* After retracting the submission, a remind

=¥ Request resubmission

will be sent to both the instructor and the student,
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ITriaI submission function added to tests and surveys

The course instructor can simulate submission for tests and

L . - |1 Il Published 1 )
surveys from the Tests Administration and Surveys N ProOress 2030 @ Pubishe - Hein=
.. . it
Administration pages. = In progress @ ) Pubii b
X Close
The trial submission function allows the instructor of the course to - e 4 Export
confirm the submission procedure of the test or survey, as many - | inprogress @ P Set Prersquisites
times as wanted, regardless of the acceptance and submission .
% Submission Status
status. - In progress @ Pubi =
Manage Grades (Excel)
- In progress e, @ | Pubii
The trial submission can be made in the following way: % Trial Submission ]

[ [ Trial Susrﬁtssion ]

1. Find the test or survey for which you want to make a trial
submission and click on the gearicon [& in the Manage
column of the Test Administration or Survey Administration page.

2. Click Trial Submission.

3. Click on the Start button to start the test. The answering steps

are the same as how students would answer the test. | TestRoom (Trial Submission)
4. Fina”y‘ click on the Close button to close the window and finish Course instructors may simulate the test submission process. The answers to the trial submission will not be saved
or downloaded

the trial submission.

| Test1

Start 2013-11-07 0056
Trial submissions for tests will not be included in the test : tna 0194148 424
evaluation sheet. The trial submission results will not affect Shuffie Questions Do notshufle
the highest score, either. The passing score you set up will Portfoiio Addto studsnfs porfolio
be ignored, too, so you may simulate the submission for any

tests you add.

| Test Room (Trial Submission)

Enter Confirm

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/ 16/48
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I Score and register grades of a test

There are two methods to score and register grades of autoscore tests and manual score tests.
* If you need to register grades for an exercise, you may do so in the Grades tab. ( See Also “Register grades”)

! A: Score a test and register grades individually

through the web (Only available for manual score

| test).

I A: Score a test / Register grades on the web

STEP 1. Register scores

1. Click [2] on Tests Administration page and select Submission

Status.
2. Click Register Answers on the submission status page.
3. Enter points of questions.
4. Set passing score if needed.
5. Click Save and finish the registration process.

patterns bellow.

allotted for each choice: if 3 choices are selected or not

point x 3 correct choices = 3 points.)

all the correct answers. If any of the choice is incorrect,
students will get 0 point.)

STEP 2. Score a test individually

1. On Submission Status page, click name of each student.
Student’s answers and the score field will be displayed.

2. Click Correct if student’s answer is correct; manaba will add up
the score automatically. If you would like to give partial credit to

an answer, enter points in the box.

3. Enter Rating In case of evaluating with character string such as

"Good,Excellent,A,B". (optional)
4. Enter Feedback about the student’s test.(optional)

5. If there is no revision to make, click Save and complete the score

count.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

You can score multiple choice and matching question in two

« Partial Match : The points you register will be multiplied by
the number of choices, and that will make the total points of
: the question. (e.g. In a 5-choice question where 1 point is

selected correctly, the total points for this question will be 1

« Exact Match : The points you register will be the full points
for the question.(e.g. If 5 points is allotted for a 5-choice
question, 5 points will be scored only when student chooses

B: Download a Test Evaluation Sheet, score
students’ answers and register grades for all
students in a batch.

Register Answers

» Submission Status
Weekly Quiz 3: Instructional Design

Allot points to the questions in the red boxes.

Allot points to questions

For multiple snswer questions and matching questions. the number of points will be multiphed by the

number of possile answers. (Ex: for 5 answers, total points are 5x points aibited)

5
0
B

Please answer the following questions.

True or False? When converting a successful face-to-face class 1o an online class, the most
effective approach is to make lecture notes available as web pages.

1.1
True  False [ 25]poins Subtotal:_as points
During which phase do you identify the course constraints?

1.2
1 Design
2 = Analysis

r this test. You can then create other tests that require as a prerequisite }
before they take it

" Vou can set s passing sco

that students pass the cu
@ Do not set passing scors
Set passing score points

Passingl score Register Answers page

Submission Status

test
Publish | Unpublish Pusiisnen
Pariod 2017-10-26 2030 ~
Respondents 1 members
Grades 0

‘This test is cumently accapting answers

[ Submission Status || (5 Manage Gra:
[ o e otea seors oo e oo by g Rt Scores Pais o el been oo ]
Name Swdent IO Grades Submitied on Grader Graded on Feedback

201601

testl: TSUGARU TAMENOBU's Questions and Answers

Grade Answers <« < > *»
Score Submitied on 201 -
Elapsed T JGARL
11 15 lcomeed | M-AFEMETY. SEEIIASICEHAL TN, PUABU 1
M - AHTA SANESUE
1.8 e
1.2 15 |Comect priviny DATE MASAMUNE
] MOGAU YOSHIAKG
1.3 15 comect i AEEa o 3
£ ahmEs UESUG! KAGEKATSU
14 15 |comect F‘I;IﬂMtJ.il'MJEQ!L'.’IﬂZ TR, ASHINA MORIUN
Grade [Unpublished) 1.1 s PMHOMLATSU)
2l gmea VOSHITSUGL
o P JP—
Ratng LA [ SANADA HOBUSHIGE
1. est
Fesdatk
20 b
frest
ASAHURADSHIAGE
asH
e
Save R
—

Score page
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I B : Score a test / register grades using an Excel sheet

1. Click [2] on the Tests Administration page and select Manage
Grades (Excel) .

2. Click Download in Test Grades administration page and
download Test Evaluation Sheet.

3. Enter in either "#Score","#Rating" or "#Comment" on the Test
Evaluation Sheet.If you would like to register a score of 0, please
input 0 in "# Score".

*Test sheets of autoscore tests already have grades entered.

The test evaluation sheet of for the Autoscore Test has
already been entered with the total score.

Enter scores for text box answers in the column titled “#
item 1, 2, 3,...". The total score is updated once you enter
points for each question.

If you have registered scores on the web, the test
evaluation sheet for Manual Score Test will have a string of
et in the unanswered "expected” cell.

4. Upload an Excel file with grades and complete registration of
grades.

You cannot upload grades of an autoscore test until you
click Close Test and Publish Correct Answers first.

I Publish grades

Autoscore tests
Once students submit their answers, their grades will be published.
Manual score tests

Grades are not published when they are registered using either the
web or Excel sheets. Grades are published in the following way:

1. Click the Grades tab and open Grades Administration page.
2. Click of the test you would like to publish.
Should you wish to send a reminder message, click Publish
and send reminder.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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- In progress i:

17-10-26

:30 -

I 20
— n progress 5,

2017-10-26
20:30 -

= In progress

2
- In progress

2012-01-24

14:51 -

= In progress

an4s e 3

Published
o Edit
¥ Close

Pubil

Unpy

Pubii

Publ

Pubil

&, Export

1items &

4 Set Prerequisites

E Manage Grades (Excel) |

[ |JTrial SubmissionO

SelectManage Grades

Manage Tests page

Manage Grades (Excel)
testt

Publlish | Unpubish Published

Pericd 0971026 2030 ~
Respondents 1 members
Grades [

This test is currently accepling answers.

I Submission Stau B Manage Grades (Excel)

) Download Test Evaliation Sheet

%,| Downlcad | [View Quessions| O

Upiload grade data o register grades

| B | TP ILFERENTVET A || Upload

Download grade data to review

Na grades has been registered

\4

Grades

}

Manage grades page

Grades Administration

View as structor | A% Student
Add Grades
Flease el the cate, check and regisier ihe grades by cicking on the Manage menu( O
.- Tt dremisieied on Publsh Ungsiish Published | peisiered Manage
1 |[Tont ) Weekty Quizd e ot oners | (&
3 repr— spatea | O
2 |[Assgrment | Refloction Urpuiished “::,'M L]
Het
3 |[Grade | Wesrkly Quirt [respre— mc‘,’m o
%, Export All Grades
Inchude stadents’ raing
Manual Score Test Grades page
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I Import / Export a test

Instructors may export a test and save it to own their computer.

You may replicate the test in another course by importing data you have exported.

I Export an autoscored / manual score test

Export tests one by one

Click [&3] of a test on Tests Administration page and select Export
(a).

The test will be downloaded as an MHT file.
Export all tests in a course

Click Export All Tests (b) at the bottom of the list and a zip file
containing all the existing tests will be downloaded.

I Export exercises

Export questions one by one

Click [&+| of an exercise and select Export (c) on Questions

Administration page. The questions will be downloaded as an MHT
file.

Export all exercises and questions in a course

Click Export All Exercises (d), and a zip file containing all the
existing exercises and their exercise questions will be
downloaded.

I Import a test or exercise

Click Import (e) on Tests Administration page and upload the test /
exercise data. There are three different kinds of data that you can
upload.

The sections to import are different:

+ Autoscore tests / manual score tests

+ Exercises and exercise questions

+ Exercise questions

Import an autoscore test and manual test

Use Import individually (Upload MHT files) under Autoscore
and Manual Score Tests Import if tests should be uploaded one
by one.

Use Import All (Upload ZIP files) below if tests should be
uploaded all together in a zip file.

Import an exercise and exercise questions

Use Import All (Upload ZIP files) under Exercise and Questions
Import if an exercise and its questions should be uploaded all
together in a zip file. Use Import individually (Upload MHT files)
under Questions Import if exercise questions should be uploaded
one by one.

Imported tests need to be published.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Tests Administration View as - bnsf

Piease check e submilied answers and regisler grades by dicking on the Manage menu Gif) ( eJ

Ho. T prereg. Period Publish/ Unpublish  Subemitter Manage
1 X Chapter) Exercise - Unputisned 0 tams (-}

2 |[& Weskly Quiz 1 Jinstruction Design - |inprogress W Pubished 0 iterns (-]

€ Edt

3 | - W&clh’Ouu!]ms!muml)—L.b)-

Export Al Tests

e

v d kY -
( } Tests Administration page
Questions Administration
# Add Question Import | > Add Exercise
Adtor adding questions, you can add an exsecise in the Tests Administration page. You can give students @ random selection of the following
questions
* R is best to allot the same number of points for all questions so that they ace equivalent when selected randomly.
No. Tite Contained in Exercise Last Edited Total Score Wanage
# Exercise 1 2 Chapter 20130301 0622 [3 <
# Eworcise 2 2. Chapiar 20130301 02 guiinii
( C) & Export
Questions Administration page
Iimport
Import Tests

Impart tests from files on your computer
Autoscore and Manual Score Tests import
Impart indkidually (Upload MHT les)
[Choose Fila | Mo file chosen Import
Impont all (Upload 2P Ses)

[:Choose Fila | Mo file chesen Impant

EXEICiSes and Questions Mmpart
Import exercises and questions (Upload 2P tles)
Cheose Fila | Mo file chosen Import

Ouestions Impert

Impaort a question (Upload MHT fles)

Chaose File | Mo file chosen Import

» Back o List

Import Tests page
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Survey

Instructors may hand out and collect surveys easily in manaba.

IAdd a survey ‘
1. Click Add Survey on Surveys Administration page. Survays Adlistration R ————————
2. Enter the title of the survey. —
3. Enter a start date and end date for the survey.(optional) If you IO T T T DA T E (8
click the Start and End fields, a calendar will appear. Select a = o - ;;;:.,...-uwm o R
date and time, and click OK. P F———— ot oo e o @ ke | omms | B
4. Enter questions you would like to ask. ( See also “Add a test 2 | classFosamack ZLEDT e I ey 1
question”) '

5. In Portfolio field, select Add if submission should be added in
student’s portfolio.
6. Set resubmission permission / non-permission.

o If resubmission is set, students will be able to return
and resubmit the submitted answers before the
submission is confirmed within the application period.

o Instructors will not receive a reminder when a student
returns before submitting.

7. Use the Preview button to view the survey as your students will
see it.
8. Click Save and save the survey in manaba.

Students cannot submit their answers to a test after the end
date.

=
I=¢ Add Survey |JSurveys Administration page

Add Survey

v

Tile |

start

Questions

Formatied Text THL

PSSR TR - BRI EEA L T O30 P ||H1)|H2 | H3 || e

DEarRme
N ESEX
—|[=[ #Fie
Optional

Testline || TnaFase
Multipie(1) [| Mumiple(2)
Dropgown (| Ordaring
Matching || Ten bax
Uglcade

ired
Tetling || TamFase
Muitiple(1) || Multipie(2)
Cropdown || Ordering
Matchang || Test bex
Uploade

Portioio @ A20 0 0o not asa
¥ you choose “Ad4." the answers wil b2 added 1o the submitier's portiohs and comments can be made on the pertels
ferm

Allerwring . ® 00 not aliow
O Allow resubmigsion st any ime during the submission period

Prrisaew Sae Cancel

Add Survey page

I Publish a survey

In order to publish a survey you add, click = on Surveys
Administration page.
* Should you wish to send a reminder message, click Publish
and send reminder.

+ Use Student button to view the list of surveys which are
published to students.

#-Instructor | 22 Student | |nstructor screen (Surveys Administration page)

Surveys Administration Viewss - Instructor Student
I A Survey Impart
Ploase check e submiled answees and collect surveys by dlicking on e Manage menu( G}
Mo Tile Period Publish | Unpublish  Submitier  Manage
1 Sufviey of prior experience In progress @ Publshed Oitems (=]
2 Class Feedback - 2 Urnts 0 tems. (]
3, Export A8 Surveys

If you set an acceptance period, students can only respond AInstructor | 22 Student | g dent screen (Surveys)
after the acceptance start date; before the acceptance start
: « " I s prve e [ b nstructor |k Student
date, the status of the survey is set as “pending”. e v poneverr | Ak b
Tithe Status Stant End
4 Survey on prior experience i 20130227 1025 20200227 1025

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/
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IEdit a survey

Follow the steps below, in order to change the acceptance dates or

questions of a survey.

1. Click [## on Surveys Administration page and select Edit.
2. Revise the content of the survey and click Save.

If you edit a survey, it will automatically be unpublished.
Once you finish editing, please publish it again.

To avoid student confusion, editing the title of a survey after
a student's answer and grade registration will not be
reflected in the grade and portfolio title. (Grades titles can
be manually edited from the edit page.)

2018-02-1315:45- | @ ) Published

2018.0201 15:45- | () undl

Cacgu==i
% Submission Status
B Collect Survey

B_’, Trial Submission D

Surveys Administration
page

Select Edit

Edit Survey
* Guery b5 pubkished. If you Save: Bits query. § wil De Lnpubisshed

Survey on prior experience
Tle  |Survey on pror exparience
SN 3013.02.27 10:2500

End 202040227 10:25:00

Guestions.

Formatted Text

This survey & not graded, But if you 8o nol submal it, it will affect your class participation grade: <1 | P ||H1[{M2|{ 3 || e

1 Affiliation (e g college department, program, etc ) —
R|B| 7| u|s

Al X' ] X,
2. Yoar
11 & File
2
g L Optional
33 Text ine TuoFae
4.4 mciarn | i

Edit Survey page

I Collect survey responses

1. Click [2] on Surveys Administration page and select Collect.

2. Click Download results.

3. An Excel sheet with a list of students with their answers to the
survey will download.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Surveys Administration

Viewas | i instrueter | AL Student
e Add Survey Import
the andc by clicking on the Manage menu( g}
Ho.s Title © Period Publish {Uspublish  Submitier  Manage
1 | Surveyoa prior experience. Inprogress 20180213 1545 | Fublshod 0 items &
2 | Class Fesdback 2018.0201 1545 - ey O Eot
+ n
*. Export All Sureays & Expo
B0 Collect Suney
[ Tnal Submession D
SelectCollect
Collect Survey
Survey on prior experience
PUDAS | UREDIISH Puslished
Period 20180213 15:45 ~
Respondonts. 0 membars
This Survey IS Currently CCApting answers.
I% =l ] Collect Survey

Download Answers Sheet
| Download results | [Show Cuessons) @

To FRGESIEr Grages., please ke e Gracmes 1. By INDULING Jraes and leedback in Né ANSwers Sneel you Cn Megister orages.
¥ Graces Adminisirasion

» Surveys Administration

Collect Survey page
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I Import / Export a Survey

Instructors may export a survey and save it to own computer. The survey will replicate the survey in another course by importing data you

have exported.
I Export

Export a survey individually

Click (& in Surveys Administration page and select Export (a).

The test will be downloaded as an MHT file.

Export all surveys in a course

Click Export All Surveys (b) and a zip file containing all the

existing surveys will download.

I Import surveys

1. Click Import (c) on Surveys Administration page.

2. Use Import individually (Upload MHT files) if surveys should be
uploaded one by one. Use Import All (Upload ZIP files) if

surveys should be uploaded all together in a zip file.

Surveys Administration

Pleags chack ihe submiled answers and coledt suners by dicking on fe Manage menu{ &)

(% Title 2

1| Surveyon prior experience

N progress 20

Period

PS—— { o4

' Add Sur| import

Publish /Unpublish  Submitter  Manage

- @ Publshed 0 tems. o

2 Class Feedback b
( ) [ . Export All Survers

(@)= |

& Subm

B Collect

[@ Trial Submission D

Imported surveys need to be published.

Surveys Administration page

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Import Surveys

Impo Surveys HOm Bias 0N YOUT COMPUIET.

Import indradually (Uptoad MHT flss)

[ Cnoase File | Mo fie chosen [ impont |
Import all (Upload 2P files)
[ Gnogse File | Mo fie chosen Impart

2 Surerys Administration

» Back to List

Survey Import page
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Assignments

Instructors may hand out and collect an assignment easily in manaba.

IAdd an assignment ‘

1. Click Add Assignment on Assignments Administration page. Assignments Administraticn
2. Select the format of the assignment (form-based or file-based).

File-based submission Please check e submilled answers and regisber grades by chcking nnmelﬁav‘aqemenuto_l'..‘-
X . . Mo Tine O ‘ Publish |Unpublish  Submitier Manage

These are assignments for which students send responses in P ———— = e

files, such as Word documents. 2 | [l ) fotecton 17 NDueesns | owms | (8]

Browser-based submission l (=¥ Add Assignment J Assignments
Administration page

These are assignments for which students answer questions in

the web browser. ‘

The number of characters in the answer is Add Assignment

counted as follows.

Select type of assignment.

File-based submission
w Students upload a file and submit it
Both half-width and full-width characters, symbols and Browser-based submission
. Students answer questions direclly online and submit them.
space are counted as one character. Line breaks are not
counted.
Word count | cancal |

Mostly used for questions that allow to type text in
English. Words are counted correctly if they are

Select assignment format

separated with a half-width space;note that they are not Add Assignment (Browser-based submission)
counted if separated with a full-width space.If you break Tite
a line, it will be counted as one word. start
End
& Do not alow assgnments fo be submited afler end time.
3. Enter the title of the assignment. B iR
4. Enter a start date and end date for the assignment.(optional) P A,

Click OK Accessible to ol course memoers.

y Accessible b nstruciors and course mambers who have submited ihe same assignment
H Accessible caly 1o the student and the instructors. (individual)
H Not added to anyone's partfolio.

Students cannot submit their response to the Only avalabie o colect the submssions
assignment after the end date. :

Altowing resubmission D Do ot alow resobrmission

Alow resubsmission st any time during submission period
~ COUME INSIUCED CON FUTBEE NE FUCENTS BSHGAMEAT 800 NILM I 1D PE-SUEMISSIoN SIBAUS B ANy time.

Description

Select Allow assignments to be submitted after end
time and select the extra days you want to give. Late
submissions will be accepted within the days you grant.

5. In the Settings field, select how you would like the assignment to
be handled.

Accessible to all course members.

Files Fiie name

All course members can access and comment on the student’s Select e [38..) o7 AFARENTLE A
response. (aea )

= Altar ppiacting 8 Fia,
“Tha Fip sion bt s

5 fior aach individeal fi
8 Boftaarn 1 make 1w o fies any ciesn

Accessible to instructors and course members who
have submitted the same assignment.

Preview Save Cancel

Only instructors and those who have already submitted an
assignment on the same topic can access and comment on the
response.

Add Assignment page

Accessible only to the student and the instructors.
(Individual)

Only the student and the instructors of the course can access
and comment on the response.

Only available to collect the submissions and is not
added to anyone’s portfolio.
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The instructor will only collect the student’s response. The
student’s response will not be added to their portfolio. It cannot
have mutual review.

6. Set whether to allow or disallow resubmissions.

7. Write the description of the questions you would like to ask
students.

8. Use the Files section to add various files you would like your
students to use for reference when completing the assignment,
such as PDF files and images.

9. Click Preview to view the assignment as your students will see it.

10. Click Save to save the assignment in manaba.

manaba manual

I Publish an assignment

In order to publish an assignment you add, click = | on
Assignments Administration page.
« Should you wish to send a reminder message, click Publish
and send reminder.

« Use Student button to view the list of assignments which are

Instructor screen
(Assignments Administration page)

- Instructor | &2 Student

Assignments Administration

Viewss | - nstructor Stugent

'+ Add Assignment

Import

Fiease check the submited answers and register grades by dicking on the Manage menu( £

Mo Tite Period Publish / Uspublish Submitter  Manage
pUinShed to students. 1| [ ovien | Midlorm essay O Pubehed ofems | [
2 ndeidual | Reflection Unputshed oitpms o
If you set a period, students can only respond after the start - )
. ) #elnstructor | 22 Student | Student screen (Assignments)
date; before the start date, the status of the assignment is
set as “pending”. | Assignments View sa [ v nstructor | &8 Student
Tine Staws stan End
' [Utual Revirs | Midterm essay .,':,E_[_f_.’[ff; 201302271216 | 2020-02-27 1215
2013-02-2T 1215 2020-02-27 1215
I Edit an assignment ‘
Follow the steps below, in order to change the dates or questions In 2018-02-02 18:55 - 0items o
i progress 201%-02-28 18:55
of an assignment. = I

1. Click [2] on Assignments Administration page and select Edit.
2. Revise the assignment and click Save.

If you edit an assignment, it will automatically be
unpublished. Once you finish editing, publish it again.

To avoid student confusion, editing the title of an
assignment after a student's answer and grade registration
will not be reflected in the grade and portfolio title. (Grades
titles can be manually edited from the edit page.)

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Export
xport All Assignments
Submission Status
Manage Grades

Proxy Submission In Bulk

Select Edit 1

Edit Assignment (File-based submission)
Midtorm essay

Micherm essay
Sl |2013402-27 12:15:00

End  [2020-02-27 12:15:00
@ Do not allow assignments 1o be Submitied afier end ime.
Allgw assignments b be submilted after end bme. Exdvaime allowed

* Assgrments submEtes afer e desding wil be mdicated i Manata 858 1 evakiation Excel sheets

Edit Assignment (File-based submisson) page
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IView / Collect submissions

There are two methods to view student’s responses to an assignment.

I A: View individual responses on the web

1. Click [2| on Assignments Administration page and select
Submission Status.

2. On Submission Status page, you may view the student’s

response by clicking on the name of the student.

If Added to student’s portfolio. is seted, the previewable files

can be viewed on the screen. — Types of files that can be
previewed

If the file type is "docx", you can click the Preview button
next to the file name to view the contents of the file in your
browser.

Re-submission of an assignment

It is possible for the instructor to have a student resubmit the

assignment. If you click Request resubmission, the assignment
will return to one step before the submission and the student will

be able to edit and resubmit the assignment.

In 2018-02-02 18:55 -
progress  2018.02.28 1555 | @) Publshed S
Edit
Unpul o :
& Export
xport All Assignments
I [& Submission Status I

B Manage Grades

(SR Proxy Submission In Bulk

Select Submission Status Assignments

Administration page

If the assignment is already closed, edit the close date of
the assignment.

Submission Status

Midiem essay
statun Putiished
Period 2018-02-02 18,55 ~ 2019-02-28 18.58
Respoadants 0 membars
Grades Odems.

This assignment s cuently scceping answers

hon S1atus 2 Mar

cessible 1o all course members evan belore fay submit heir assignments.

Grade Subminiod on Grader Graded on Foadback

20130302 04.48.13 . o

« |f a student uploads an assignment but fails to click the
Submit button, the instructor can finalize the submission on
the student’s behalf.

¢ You can upload the files on behalf of individual students for
the File-based submission assignments. And you can delete

only the files the instructor uploaded on behalf of the student.

* You can do these two actions on the individual student’s
Assignment Room page after clicking the student’s name on
Submission Status page.

Submission Status page

1 Click student's name

For the Browser-based submission assignment, you can’t
enter the answer on behalf of the students.

| Midterm essay: Instructional Design 2013
[ree— o

Descripton

ASHiGRMent SUBMItLed by $tUCENt] (SUBMITted 2014-02-28 15:06:58) Submission #5

Carios Macede's Grade
ok UGN S S T 338 N0n
Publishable 1o Student
Status  Unpubiesed > Geade Administration
score

Rating

Fevdback

Private Nots
Gustance Note

I B: Download all responses submitted

1. Click [2]  on Assignments Administration page and select
Manage Grades.

2. Click Download with submissions and you will be able to
download submitted responses in a zip file. (Submitted responses

are separated in folders by student.)

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Assignments details

Manage Grades (Excel)

WMiditerm essay

Status Published

Pariod 2018-0202 1858 ~ 2019-02-28 10:65
Respondents 0 membars

Grades Oitems.

This assignment is cumently 3ccepang answers.

[ susmission Stat 2] Mamage Grades {Excel)

™
Includ tempacarily saved assignments which are not submited
Download

Download with submissions

Upload and register grades
SR | I7ALTERENTVERA, || Uplead

€ Dowmioad regisiersd grades o confirm

HNo graces has b d
> Grade

Assignment Grade Reqistration page
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I Evaluate submissions / Register grades

There are two kinds of methods to evaluate students’ responses and register grades of an assignment.

A: Evaluate students’ responses and register grades
individually on the web.

I A: Evaluation / grade registration on the web

1. Click ﬁ on Assignments Administration page, select
Submission Status and Submission Status page will appear.

2. On Submission Status page, you may view the students’
responses by clicking on the name of each student.

3. Enter the points in the field Score.

4. Enter Rating In case of evaluating with character string such as
"Good,Excellent,A,B". (optional)

5. Enter your comments to the student’s response.(optional)

6. Use Guidance Note as a memo that is only visible to you;
students will not be able to view your memos.

7. Click Update once you fill out the necessary fields.

I B: Evaluation / grade registration using an Excel sheet

1. Click [| on Assignments Administration page and select
Manage Grades.

2. Click Download and download Assignment Evaluation Sheet
(this is an Excel file).

3. Enter in either "#Score","#Rating" or "#Comment" on the
Assignment Evaluation Sheet .If you would like to register a score
of 0, please input 0 in "# Score".

4. Upload the Excel file with grades and complete registration of
grades.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

B: Download an Excel sheet, evaluate students’
responses and register grades on the sheet in a
batch.

Submission Status

Mditerm ossay

Status. Fublished
Pariod 2018-02-02 1855 ~ 2019-02-28 1855
Respondents
Giades s
This assignmentis curenitly Scceping Snswers.
¥ Sub o Stab 3

Accessitie 1o 3l COUTES MEMBArE gven Baforg hey submIt iheir assignments

Name Grade Submitted on Grader Graded on Feedback
f , Submission Status page
I Click student's name pag
T
T R ey —
2 Bt B, 309 TN T 0yt
S ——
Pediod 2013-02-27 121500 ~ 2020-02
Adutna Rassi
Assignment Submitted by Alex Willams (Submitted 2013-03-02 07:35:56) e
R Conwechate oy ey Cormp VR, R S5 v e e oy G ]
okt e consicas aer mory deept
Fof IBance. i 835N S us NaS PRl wn SEFSEHCIE ON Teally That (5 SOlely PAUENCED By PAPIOUS EXDENENCES,
ok et siuchmss and ket Kichsis s sy o
mcerstana s3ch omers subiechve resimes?
Tris is 30 iS3U% I3 CONIUCHVAM lnaves open 1o GiRCUSTIoN fr me.
Dacara B s
Alex Williams's Grade
g L L
Publishabie to Student
N —
Score
fatng
Feedback
Private Note
Gusdance Note
Update
Grading field Submission details
Manage Grades (Excel)
Muditerm assay
Status Published
Period 2018-02-02 1855 ~ 2019-02-28 18:55
Respondents 0 members
Grades Unputlished (Ofemns)

This assignment is cunently accepting answers.

[B Suomission Status || [E] Manage Grades (Excel)

@ Dowmioad Assignment Evaluation Sheet
Inciute temporarily saved assignments which are not submitied
4 | Download

il Dosnioad wab

© voioad grade data
Upload and register graes
ZALHRRENTOEDA, | Upload

© Dovmioad registered grades fo confim
No grades has been registersd
> Grade Admir

Assignment Grade Registration page
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I Publish grades

Neither uploading the grades on the web nor using an Excel sheet
makes the grades available to your students. You must now Grades
publish the grades to let your students know about them.
1. Click Grades tab in course menu and open Grades P ;
les Administration View s 4 Student
Administration page.
Add Grades
2. Click of the assignment you would like to publish.
_______________ '_________________________________________________________________________________ Please editTe date, check and register the grades by clicking on the Manage menu( )
. . . - E L] Tite Admanistered on Publish | Unpublish b Registerad  Manage
Should you wish to send a reminder message, click Publish : o
and send reminder. : | wentay s W rntnod sedieg | Vlems (@
"_“"“““""““"_“"“““""““""““"_“"“““""““"_“"“““""““"": 2 | [Aasgomen: | Reflection Unptibed “;:f;ed tiems | [
3 ve | Weekly Quizl Ungnisbad sn;:f;ed shems | [0
4, Export All Grades
InClage Students rabng

Grades Administration page

I Import / Export an assignment

Instructors may export an assignment and save it to their own computer. The survey will replicate the survey in another course by importing
data you have exported.

I Export assignments

Export an assignment individually PR — T— {04
Click [&2] in Assignments Administration page and select Export T I |
(a). The test WI” be dOWnloaded as an MHT f||e Please check he submilted anvwers and register grades by dicking on the Manage menu( 1

- . Mo e D Pariod Publish | Unpublish  Submitier Manage
Export all assignments in a course

@ | Pusishod 0 ems =]

1| (At Roview | MNiditerm essay (b, a8

Click Export All Assignments (b) and a zip file containing all the 2 | Ucividon ) Refiechon

ingsonmant i ) @k=
existing assignments will download. g

[T Presy Submission In Bulk

Assignments Administration page
I Import assignments
1. Click Import (c) button on Assignments Administration page.
2. Use Import individually (Upload MHT files) if assignments Import
should be uploaded one by one. Use Import All (Upload ZIP
files) if assignments should be uploaded all together in a zip file

H Import Assignments.
Imported surveys need to be published. Impont assgnmets rom ies o your computer

Import indrcually (UpIGad MHT Ales)

[ Choose File | Mo He chasen Impart |
Import all (Upload 2P files)

[ Choose File | Mo e chosen [

»Assignment Adminisaton

Import Assignment page
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Projects

In projects, course instructors can provide space to divide enrolled students into several teams and have them discuss and

eventually submit their project.

A forum and a window for submitting a project are available for every team.
The submitted projects can be mutually reviewed by students depending on the settings.

IAdd a project

There are two ways to submit a project.

I A: Team submission

1. Click New Project on Projects Administration page.

2. Select Submit project as a team and Add Project page will
display.

3. Enter the title of the project.

4. Enter a start date and end date for the project.(optional)

o Students cannot submit the project after the end date.
The end date of the project becomes the submission
deadline for the project.

o As of the End date of the project, students cannot make
comments in the forum of the project.

5. In the View Settings field, you may specify who has access to the
team space.

Students who are not assigned to a team cannot view
any project.

6. In the Submitted Items field, you may specify who has access to
the submitted items. For team submission, you may choose from
the following options:

Accessible to all course members in the project.

All course members in the project can access and comment on
the submitted items .

Accessible to team members who have submitted the
same project.

Only instructors and students who have already submitted a
project on the same topic can access and comment on the
submitted items.

7. In Allowing resubmission field, select whether to allow students to
resubmit.

o If set to "Allow resubmission at any time during
submission period.", mamber can delete a submission
submitted by not only himself but also another member
and resubmit another submission.

o If a member resubmits the submission, a reminder

email will also be sent to team members other than the
member and the instructor.

8. Enter details of the project or questions you would like to ask.
9. In Portfolio field, select if submission should be added in the
students’ portfolios.
10. Click Preview to check details of the project
11. Click Save. Then, add a team in the next page.
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Projects Administration p—

Student

New Project import

Flgase check Me SUDMItted 3NsWers and register graces by cicking on the Manage menu( G|} +

o+
No. Tie Periog gubisn/unpubesn | Submiter Manage
o

1 | Group ressareh profoct Ui & | Gtoams | B

Export All Projects.

I ] New Project
Projects Administration page

Add Project

Please select the type of assignment:

Submit assignment as a team
A member of the team is designated as a representative and submits the assignment on behalf of the
team,

The submitted assignment is saved in all team members’ portfalios.

Submit assignment irfividually
Assignments are submifled individually.
The assignment is onty llaved in the indiidual's portfolio.

Cancel

Title |* requied fiei

Start
End

View Settings ® Accessitie only 1o 2SSigred BT MEmben.
0 3il courss members in this project
s can see all teams

Submitted lbems & Accessibie to all course membars in this project

Accessitia 10 19AT MEMDETE WO Nave SUSMIGRC ihe 5ame project
Allowing resubmission Do not aow res

Alow resubmissic
= Course MBINEter &

LU i 1D EFE-BUDMSSIoN BIAIUS B BNy UMe.

P |1 |[sez| 1oz ][ re

"t submitted e wil b s3ved in all team membars’ portfoies

Preview Cancel

Add Project page
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IB:

1.
2.

N

6.

10.
1.

Individual submission

Click New Project on Projects Administration page.
Select Submit project individually and Add Project page will
display.

. Enter the title of the project.
. Enter a start date and end date for the project.(optional)
. In the View Settings field, you may specify who has access to

the team space.

Students who are not assigned to a team cannot
view any project.

In the Submitted ltems field, you may specify who has access
to the submitted items.

Accessible to all course members in this project.

All course members in the project can access and
comment on the submitted items.

Accessible to course members who have
submitted the same project.

Only instructors and those who have already submitted a
project on the same topic can access and comment on the
submitted items.

Accessible only to the student and the
instructors. (Individual)

Only the student and the course instructors can access and
comment on the submitted items.

. In Allowing resubmission field, select whether to allow

students to resubmit.

. Enter details of the project or questions you would like to ask.
. In Portfolio field, select Add if submission should be added in

student’s portfolio.

Use Preview to check details of the project.

Click Save if no revision needs to be made. Then, add a team
in the next page.
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Projects Administration Vit Student

Impart

Figase check M SUDMIted answars and register grades by clicking on the Manage manu( &) I
No Title Period
@ teams o

1 Group research project

Export All Projects

_ MNew Project
Projects Administration page

Add Project

Please select the type of assignment:

Submit assignment as a team
A member of the team is designated as a representative and submits the assignment on behalf of the
team
The submitted assignment is saved in all team members’ portiolios

Submit assignment individually
g s are
The assignment is only saved in the individual's portfolio.

Cancel

Y!! fal
start
Ena
View Setiings  (8) acosusitie only 10 a3k beam meners
cessibie {0 al course members i S project
0 Can see 39 AT
Submitted Mems (@ fcoessible 1o al course mimbers n B proect
) AcoRs 31 1D COUTSE MEDET WG NavE SUCTEIED Ihe 5486 prefect
(D) asceesaibie onty to the student and the instructors. {indhvidua)
Allawing ® Do et amow
w resubmission at any tme during submssion period.
* GOUBE INSITLCION GAY FETIT THE SULG4NTE BSEGATHAL BN TR It 0 PrE-SUBMESHON SIS 81 any Tme
Description
Fiarmathed Text
P |11 [z [wa |me
w81y
x [
 gre
aol
Tex:
 you select "Add,” the assignment will be saved in all team members’ portfolos.
Portfolio  @lasa Opo net soa
Praviaw Cancel

Add Project page
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I Manage teams

I Add a team

1. Click [&# on Projects Administration page and select
Manage Teams (a).

2. Click Add Team and Add Team page will display. In the field
for the team name, manaba has automatically allocated a
team name. (e.g. Team A, Team B ...)

3. Check course members you would like to add in a team and
click Add Team.

4. Check details and click Save if no revision needs to be made.

I Copy teams from past projects

You may copy teams of past projects.

All teams belonging to a project will be copied.

1. Click Manage Teams in Projects Administration page.

2. Click Use previously created teams (b) in Add Team page.

3. Alist of past projects will appear in a pop-up. Confirm team
names and members from Teams. Select the project which
contains teams that you would like to add and click Add
Team.

I Modify a team

Follow the steps below in order to change a team name or
team members:

1. Click Edit (c) on the team you would like to modify.
2. Modify the team name and members and click Edit Team.
3. Check details and click Save if no revision needs to be made.

I Delete team
Follow the steps below in order to delete a team:

1. For the team you wish to delete, click Delete (d)

The team forum and submitted projects (except
submissions added to the portfolio) will be deleted.
Additionally, once the team is deleted, it cannot be restored.
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(b)

Al Projects

(a)

Publish | Unpublish

Submitter Manage

Unpublishod 0teams L

n Edit

& Manage Teams

Fog s
[Z Submission Status
@7 Register Grades (Excel)

& Delete

Projects Administration page

Add Team

fr—
tuse previously created teams I

Selectthe members of the team. (Students not part of any team: 0:)

Carlas Macedo
Adelina Rossi

Alex Wilkams

nstudentt

st

nstudentd

Sudent

Cowse
Sasn

Cowse
Snudent

Course
Sausant

Freew | | Sae

New [TeamD
Name Student ID Team
A Course
] Christina Jones nadmstudenti =
1 : Course
Max Li nadmstudent2 Student
A Course
| | Andy Kennan nadmstudent3 S
1 Course
Carlos Macedo nstudent! Shudent
Course
| | Adelina Rossi nstudent2 Student
] Alex Williams Course
nstudent3 Student
Preview Sava
Use previously created teams.
Choose a project and click "Add Team
Group research project [Teams]
Add Team Cancel
Add Team o 1 2 fof (11 b o
New  [TeamD mr:;-muu‘d)- Edt
Hame Swdentid Team -
Christing Jones nadmskident oo Mo 3: F—h3 (11 membars) = | (g
Max Li nagmstugentz Comne
Andy Kennan nadmstudents jComae
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IWork on a project in teams

Each team has their own forum where only the assigned team
members and course instructors can post comments.
No comments can be made in forums of other teams’ even if
the team space is open to all students registered in the course

to view.

I Forum

You may comment in the forum of your team’s project in the same
process as adding a comment to a forum in a course. ( Also see
see “Add a thread/Add a comment” )

Instructors may make a comment on the forum of any team.

Students cannot comment after the end date, which the instructor
entered when the project had been added. (Students can still view
the forum after the end date.)

I Submit project

In the forum of a students’ team, students will submit their work
from the Submit Project button. They may submit files until the

end date which the instructor entered when the project was added.

| COAF—h : Team Thread # Submi Project
Progect Descnpoon
| Group ressarch topic 3 Mambar List
P tha Michaslscris paper sbeut fhe thros thaceies. of [rstructionsl Dosign and discuss what r
e 3 thacries cortrnta to learing Bed why they e importact s Jonks
ML
Each o is facuirod to submil a fiuizad Eager thieugh manaba by du data. "
Andty Kannan
Your discussion will be evalusted and it will count fowarnd your Group Project scon.
43 Toam Lt > Access Data
) Papse by Roger Michawiscn = ——
sample_sikdes. oot - 201303-01 06:13:35 =
Period 20160203 162500~ Teama

Type ol project  Susmit projedt in feams.
Settings T projict F00m of 3 1eam & 0pen only 1o e memzars of Mal lam and e instudors.
Moms  Accessible b all CoUTse membs In s proiect
ABOWARG FSUDMISSIGA D0 N0t Ao ELubMILEICN
Comment

Stie | E List | TaTree

Fiackty point of view frem tha reading

B L e v e e v e st s s
irforact with each other. Coratructivist theory discusses the ssue of individual perspective,

Team forum

The Submit project button does not appear on instructor’s
page.

| CAF— A : Team Thread

Prepct DEscipoon

| Group ressarch toplc

Rsad the Michaslsorfs B what
ooy vt iy Submit Project ]u P

£3Mambar List

MaxLi

Each group is recuined to submil & INTFRTTIIF T
Andy Kannan

Your discuaaion will bo ovalusted nd it wil Count owrd your rovp POt Bcon.
L3 TeamLint » heess ata

Pagee try Rogae Michsy

” -
S samede_siides ppt - 2013-03:01 05:13.35 =

Period  2018-02-03 152500~ TeamB
St projedt in feams:

S
Settings  Tha Drojectfo0M 03 168 & 608N 06l 19 e MEMEr of Mt HIm 30d Be iNstuctur,
Submitied Homs.  Accessibie b 3 CoUrss members in this p
ABowing resubmissica Do not allow resubmission

2 Commant

St HList | TzTree

Rcy point of viw frem the raading

g Indeed. the issue of individusl DEFSDRCtives raises the question of how do those DerDectives
inforact with each other. Coratructivist theory discusses tha issue of indhvidual perspective,

I Mutual review

In order to view submissions of other teams or members, click
Submitted.

You can post comments to their submissions.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Team ProgressAdministration Viewas vInstructor | A% Student

F Manage Teams

Team D Members | LastCommont  Comments Unread  Total Views Slatus
" ° et
Is
et
n L] ‘_.--r ol submitied
et
1 Qune® ] Mol subritied
Lasett > Projects Agminis¥ason
perntt
st

[ S-ubmitted ]
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I Request resubmission

In the following the steps, the instructor withdraws the student's
submission that has already been submitted and can return to the

state before the submission was confirmed.

Projects Administration Viewas | g-Instructor | &4 Student

Muttiple Setection 33 (%) New Project Import

Fiease cnack e submilted SnSwers and register graces by cicking on the Manage menu( )]

After withdrawal by the instructor, students will be able to access
and resubmit the assignment.

. In the "Projects Administration" screen, click the "Submitter”

field of the assignment.

. On the "Submission Status" screen, click the team (or student)

you want to resubmit in the "Team List".

. Click the "Request resubmission™ button on the "Submissions"

screen.

. Click "OK" button on the confirmation screen.

« If the end date of the project has already passed, please
change the end date to a later date so that students may
resubmit their projects.

« Reminders are sent to the students,

Even you click Request resubmission, the old file that the
student had submitted remains available in manaba. Students
may send the old file and the new file together as a
resubmission, so that the old file will also be added in their
portfolio.

Mo, Title.

1 JOszobA

Submission Status

You an view @ach faarm's submission from this page.
Accessibie 10 all courte membars in this project

Period Pullish / Unpullish @ Submitter Manage

1 teams e

In progress @ | Publshed

+. Export All Projects

AF—L : Submissions

Assignment submitied by AF— Iy

Access Dain

i B Esady 000 Carios Magess 2013-03-02 DK 08

I Score project / register grades

1.

You may score the student’s submissions for projects and register
grades in manaba.

Click [&2/ and select Register Grades (Excel) in Projects

Administration page.

. Project Evaluation Sheet will download.

. Enter points in the column titled # Grade and enter your feedback
in the column titled # Comment.

. Upload the Project Evaluation Sheet with grades data from

Upload, and complete registration of grades.

Click Grades tab in the course menu and publish grades from the

Grades Administration page.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Period Publish / Unpublish Submitter Manage
2017-10-26 20:30~ | (@ ) Published 1 teams o
2017-10-26 20:30~ | @ ) PublisH & Edi
2017-10-26 20:30~ @ ) Publish # Manage Teams
2017-10-26 20:30~ | @@ ) Publish b Expot
20171026 2030~ | @) Publst I3 Submission Status
0171095 20.70- & i Register Grades (Excel)

Project Grade Registration

Status
Period
Submicied
Grades

Group research project
Published

2013-02-28 1220 ~ 2020402-26 1225
0 team

Unpublish (0 items)

This progéet iscumently accepting answees

Q) vownicad Project Evaluation Sheet.
L| Download

@ vptoad grade data
Upload and register grades
| Choose File | Mo file chasen

o grades has been registared
G <

> Geada Administral

+.| Download Batch File | [Propect Details]
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Grades

You may publish grade information of tests and assignments handed out in manaba; grade information may include scores and
feedback. You may also register grades of extracurricular activities, practical training, labs or attendance.

I Register grades

I Register grades of tests and assignments

1. Register grades of a test or an assignment from the
administration page.

* Please refer to "Score and register grades of a test" to register
test grades.

* Please refer to Evaluate submissions / Register grades to
register assignment grades.

2. 2 Click Grades tab in the course menu and open Grades
Administration page. All grades registered from Tests
Administration page and Assignments Administration page are
automatically listed in the Grades area.

I Register other grades

2. Enter the title of the grade.
3. Enter the start date and end date of the test / assignment.
(optional) |

1. Click Add Grades from Grades Administration page.
Grades

4. Download Grade Registration Sheet. Sredes emimstrsten * Vs | penes
5. Enter in either "#Score","#Rating" or "#Comment" on the Grade \
Registration Sheet. Pease aditthe date, check and register e grades by clicking on the Manage menu( ) ."‘."
* Steps to fill out the sheet are explained inside this sheet. . Tt Adminstersd on numn:uawm...-""’"“g;"“ Registersd Wanago
6. Click Upload and upload the Grade Registration Sheet you have 1 [et) vioosty quiz3 m..'.ar" sorne | OMems | (9
filled out. 2 | (st ) Rafecson .".'_’f,:.m.. oy | s | (@
On this sheet, registration is possible only for the line in which 3 |(oree] Westy Quize ' oy ame | @
information is entered in one of "#Score", "#Rating" and r ‘|
"“#Comment". Add Grades
If you would like to register a score of 0, please input 0 in "# l JGradeS Administration
Score". page
Register Grades v

If you do not register any grades, you can not publish it.

Tile |

Started

Ended

Saving the grades does not make it available to your
students. You must now publish the grades to let your
students know about them.

(Q)oownicsd Grade Registration Sheet
+,| Grade Registration Sheet

€ Uoiosagrade sata

Upiload grade data to register grades i §
Choosa File | No fle chosen Upload

7. Once grade registration is completed, Download registered
grades to confirm section will appear. Click Download and ? Grades Amintraton
check the grade data you uploaded.

Register Grades page
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I Publish grades to students

In order to publish registered grades to students, click = | in
Grades Administration page.

aInstructor | 44 Student Instructor screen

‘Grades Administration

E E View s 4-structor 22 Student
i Should you wish to send a reminder message, click Publish o
and send reminder. i
: E Please o e date, check and register the grades by dicking on the Manage menu( )
.« Use Student button to view the list of grades which are : e
L] Titse Admanistered on Publish | Unpublish on Regestered  Manage

published to students.

Not

[
[rs—— spaceg | Dlems
Not
2 ss. Reflecnon Urgatdnbat speciieg | 10MS L]
3 | Weekly Quiz1 Not 4 beens o
. . Unoutishod specified 4 items

Check uploaded grade data thoroughly before you publish e
grades. :

& Instructor | 44 Student Student screen

| Grades View s | A-Instructor | 44 Student

This page replicates the soreen seen by shudents.

The review $6c50n displars ledback entered by the insiructar for Mamsshas 25 if they wire students, in order 1o 508 how i will display on the
screen for he students

Similarly, Be position graph shows the score enterad by Me instruclor, as seen by students. (Use Mis funcon 10 review your enlry )

Data such as average scores and standard devations ane calculabed withowt including the instuctors own score.

Titie Grade towres €< POSHION >3 highar

Not

Refleetios .
o submitied

Total 1./ 440900/ Min 50 / Max 90 1 Stager 0.0

IOverwrite grades / Download grades

Follow the steps below in order to change scores or comments of a npublished sp:lc?;ned 0items ted
test or assignment.
X Mot - a
Unpublished spacifiad 1items
. . £ Edit Title and
I A : Register grades on the web npublished 4 Administration Date
1. Click [&] on Grades Administration page and select Submission IE/ Grades List I
St.atus' , . , Mahage Grades
2. Click the user’s name you would like to score and the user’s
Register Grades page will be opened. o
. ) ) Grades Administration
3. Click Update once you fill out the necessary fields. page
. . . 1 Grades List
To delete all items of registered grades, please click the Aenecton
"Delete Grade" button. Publish | Unpublshed Mot published
If you want to return only registered "#Score" to "Unscored" “"'"':“‘"“ et EeRae R E
epistered T noms
not all items, please confirm the next "B : Register grades _
using an Excel sheet". A e
The orades edded here are also reflected bo e studenl’s submission stalus ofthe assignment > Submission Status
StudentiD Score Grader Submitied on
u201801 4 poirts Prof. Baba 2017-08-03 161250
I B: Register grades using an Excel sheet MBU HOBUNAC u201502 13 points Prol. Bada 20170803 161258
5 A SANESUE u201803 14 paints Prof. Baba 2017-08-03 161250
You can not use the Excel sheet to delete all items of registered (3 DATEMSKIUNE vantses et Pt Bt 20038
grades. Grades List page
The method of correcting the registered grade is as follows.
Manage Grades
1. Click [&] on Grades Administration page and select Manage Suluchos
Publish | Unpubdished Unputlished
Grades Administered between 2018-02-01 15:00 ~ 2018-02-28 1500
2. Upload Grade Registration sheet again from Upload and the Rogistered Tiers
grade data will be updated with new data. [ Graes Ust || @ Manape Grades
3. Once update is completed, click Download and check grade data
you uploaded. @ word sradeata
T ooooooooooooooooooooooooy Y [ - :DT'f.‘I,?}‘il]F\E"-'C‘-'iL-"m Upload
On the Grade Registration sheet, overwrite registration is i ?Zf:ﬂ":::"”“’““”“”“""“""
E possible Only for the |ine in Wthh information iS entered in one . * The grades ane currently unpublished You can publish them fram the Grades tab.
of "#Score", "#Rating" and "#Comment". Even if all the items | S

are left blank, the results of registered students will not be

deleted. Register Grades page

i Toreturn the registered "#Score" to "Unscored", make

: "#Score" cell blank and enter text or numerical values in either
| "#Rating" or "#Comment" Please register. |
To register "#Rating" or "#Comment" in addition to "#Score" :
already registered, leave "#Score" cell entered Please upload.
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I Download all grades

Click Export All Grades from Grades Administration page. You Grades Administration Viewe as | nstructon | 44 Stsdent
may download all the grades registered in manaba at the moment. Add Grades
Flease edd the date, check and register the grades by dicking on the Manage menu( {1 )
L Title Administered oa Pubksh | Unpublish HMD:M Registered  Manage
R
If you check Include students' rating column, you can ey R 2o | @
download not only total score but also "rating". 5 |fEm|omen R T
3 |[(Grae | Weekty Quirt Unputishad P gm.;d- I:-I(?wT:»e
J§ Grades List
B Manage Grades
& Grades Administration
f page
& Export All Grades
L.
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Forum

There is a forum in each course. You can use it for discussion purposes among instructors and students.

IAdd a thread

1. Click New Thread in Forum page.
2. Enter the title of the thread.
3. Enter the description of the thread.

You can attach various files such as video files and
i images. (For more information about adding a file, please
check “How to add a file”. )

4. Click Post and create a new thread.
X Students receive reminders by email if they set Receive in the
following reminder on the Individual Settings. “New comments
made on your course”

Delete a thread

Each thread can be deleted the author and the instructor. Click
Delete Thread (a) to delete the thread.

Once a thread is deleted, all comments and attached files in
the thread will be deleted as well. This is not a recoverable
operation.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

| Forum I ) New Threag l
-
Tokal > -t
Total 2 bems ot
art
Thread Updated Access Data
2 Theories of imstructional Design r _— B-03.01 0855 View
) New Thread
J Forum page
| New Thread
Thread
Description of this thread (e g discussion topics, notes for posting comments)
Formaned Text HTML >>Plain Tea
@Fne'r’mmnaﬁf = [l +m|(em| || R (8] 2] ulls] A=

Mew Thread page

m Delete Thread

Style

£ List tz Tree

» Listof Threads

Upcoming Conferences

.
D

a

| Ebucause .

.
As you might know already, EDUCAUSE is an organization that helps thu’Sg who lead, manage, and use
infermation technology to shape strategic IT decisions at every level within h'uyaer aducation.
.
They hold a conference once a year and have many materials and publications fhat are great resources for
you. They alse have a career center available for those who are looking for jobs inwelated fislds
.

%
Check out their website: 5 ( a)

"
hittp- v educause edu/about %
"

DavdLoster 2013-03-01 06 :-sl 8 Delote Thread

> View Access Data ) Comment
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IAdd a comment

1. Select a thread you would like to add a comment to and click
Comment (b).

You can add a response to a particular comment on a
thread by clicking Reply (c).

Style | = List | T=Tree ¥ List of Threads

Upcoming Conferences

E | EDucause

2. Enter the title and text.

As you might know slready, EDUCAISE is an organization that helps those who lead, manage, and use

3 ClICk POSt tO add a Comment in the thread informatien technoloegy to shape strategic [T decisions at every level within higher education.
X The other course members receive reminders by email if they They hold a conference once a year and have many materials and publications that are great resources for
. ) ) . L. . you. They also have a career center available for those who are looking for jobs in related fields
set Receive in the following reminder on the Individual Settings.

« » Check out their website
New comments made on your course

http:/fwww educause. e

Delete a comment

93010505 | B Delete Thread |
.

) Comment
»View Access Data

Each comment can be deleted by the person who posted it as well
as instructors by clicking [@|(d) on the comment. Once you delete

a comment, it can not be recovered.

Post Comment

Comment Title

Formatied Text HTML »»Plain Text

@rile ||| P |n1][uz [n3 |me

R| 8] ]u Js-[i|x|x.

Adelina Rossi [@] 201303020207 [+ Reply

=1 Challenge to Constructiism Thedry

Although the constructiism theory is very compelling, it still has some parts that are unconvincing to me and
I would like to consider them more deeply.

Forinstance, if each of us has his own perspective on reality that is solely influenced by previous
expenences, our mental structures and beliefs, then how can indiiduals in a society communicate with each
other and understand each other's subjective realities?

This is an 1s5ue that leaves open to for me( d ) (C)
.
.
:
.

o~ 4

E Reply‘
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IView access data of a thread

Instructors can view student access data of each thread. Please
click View on the target thread.

Instructors can download a list of access data in an Excel
sheet. Instructors can grade student participation in forum by
using data from the Excel sheet. ( For more information
about grades, please go to “Register Grades”.)

Click on the Printer friendly link on the thread you would

| Forum ) New Thread
Total 2 tems.
Thread Unread  Total Updated Access Data
fccessban
() Theories of Instructional Design —_— 2013-03-01 0655 I View I
iew
Vie Forum page

Access Data for 'Theories of Instructional Design’

+ Download Access Data
@ Taslacoess 0ala 1 notupdated afler all he commaents have been viewed

Course Student

like to print, then the printer-friendly page will appear. Jame — JFoum S — Last Access
Christina Jones 1 2013-03-01 06:54:34 2013-03-02 02:24.40
Max Li 35674523 [
Manism & Seciogy
| ik Sociiagy 1 e popae domai n whch o axgore Maram Andy Kennan 35693010 1 2013-03-01 06:55:40 2013-03-02 02:25:08
s ) Carlos Maceds 35603055 [}
& ]
Access Data page
Fresste ¢ Comment
| e
@ T ooy rchrthtos
it
John S (] 20180807 1502 [+ Reply
e -]
I Select display of comments
There are two ways to display comments. —— -
v .p Y ) = List | E=Tree
Go the Style button to switch the setting. - /
Shyle = List  F=Tree > Uist of Threads

List

Comments are displayed top-down from the latest post.

Tree

Comments are displayed top-down by the oldest post. Response
for each comment is displayed associating with the original
comment.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Theories of Instructional Design

E ” Introduction to Instructional Design

Draft of first project due
Students’ introductions due on manaba
Typographical elements

| Discussion topic

Read the Michaelson's paper about the three theories of Instructional Design and discuss here what the 3
theories contribute ta lsaming and why they are important

[%] Paper by Roger Michaelson
1 Sample.pdf - 2013-03-01 06:52:17

Your discussion will be evaluated and it will count toward your class participation score
David Loster 2013-03-0108:52 | & Dslete Thread |

> View Access Data €2 Comment

&1/ Total & tems » Listof Threads

Social nagotiation and shared slements

ﬁ Indeed, the issue of indvidual perspectives raises the question of how do those perspectives interact with
each other. Canstructivist theory discusses the issue of indiidual perspective, but it does not actually imply
that indniduals develop independent, distinct or unique perspectives on the world

= List | T=Tree |
| v

Style | = List  T=Tree > Listof Threads

Theories of Instructional Design

E | Introduction to Instructional Design

Draft of first project due
Students’ introductions due on manaba
Typographical elements

| Discussion topic

Read the Michaelson's paper about the three theeries of Instructional Design and discuss here what the 3
theories contiibute to leaming and why they are important.

[y Paper by Roger Michaelson
B sample pdf - 2013-03-01 06:52:17

Your discussion will be evaluated and it will count toward your class participation score
David Loster 2013-03:0106:52 | B Dotote Thread |

> View Access Data
&) Comment

BEN  The basics of instructional design Christina Jones  2013-03-01 05:54 T
ReThe basics of instructional design David Loster 2012-02-02 0229
Challenge to Constructivism Theory AndyKennan  2013-03-0106:55 =
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Resources

Resources is a space where instructors can easily post resources, including teaching materials.
Resources added are published only to the course members.

IAdd resource

1. Click Add Resource from Resources page, to open Add | Resources | E[ Add Resource | # Manage Resources
Resource Page. Lecture Sides : Total S tems
. g Please go 1o the comesponding page for lecture skdes of each dass. . 20130301 04:50
2. Enter the title of the resource. s
3. Set the resource icon or description, click Additional Settings. You R Y et o
can select the icon and enter the description. Size of an icon is — i =
60x60 pixels. (Different image sizes can be uploaded. ) Resources page
P R ( 9 P ) ||z Add Resource pag
4. Enter the title of the page.
5

. Set the period for this resource to be published.(optional)
6. Enter the text for the page of the resource.

You can attach various files such as video files and
images. (For more information about adding a file, please
check —“How to add a file” .)

Adg Resource

7. 7. A panel will appear after you click on Save. ] Aadonal Seings Geon, escipbon)
8. 8. Click on Add a resource published if you want to make the Ll

page available to the students immediately. Or choose Add a Fecoge

resource unpublished if you want to keep the page unavailable Period

to students for the time being. P—

I’HIH?HJ.“_ BHERIRRRAMENEE

.

[ cancat |
» Manage Rescurces

Add Resource page

A new resource will be added. Continue?

l Add a resource published

| Add a resource unpublished |

Cancel
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I Edit Resources

o Lo h | Unpublish | Pages Updated Order Manage
I Edit title and description of resources —
Published 3 2017-12-15 14:24 A o
1. Click [#]in Manage Resources page and select Edit Title and I ; . a1 .| © Edit Title and Description
Description (a). ! ARz
) | it Pages
2. Modify the contents title, icon and description then click Save. Published 1 20014141 g
Published 1 20112-14 |
4
I Add page Published 1 20112141 = Export
1. Click [£:]in Manage Resources page and select Edit Pages (b). Unpublished 1 2014-10-06 L. e
2. Click Add Page (c) and open Add Page screen.
3. Enter the page title and text. You may add multiple pages.
4. For each page, you may set the publication period.
5. Check details of the page and click Add to add the page if no )
revision is needed. Select Edit Pages
Manage Resources: lecture notes (C)
-r Add Page
I Edit each page } -
lecture notes [ Open Top Page |
Updated: 20170727 10:08.
1. Click [&]in Manage Resources: Resource’s page and select Edit — T | o m&' —
(d). Then, you can open the Edit Page. [ Top Page 177 [Publahed ] U ( T ] e
2. Click Update after editing the page. ] [ouonsl Mhumston S | [Pubished] Ut ’
. 3 Note Pub ] ublished | Access Data
* You can also edit pages from the bottom of each page for the = e 4 ’
students.
Manage Resources
= Resource’s page
Prof. Baba - Version 1.1 (2016-07-04 11:08) (Edit | Track Changes | Access Dala)
I Publish Resources
Pages can be published individually and the entire resource can Manage Resources > Raseurces
also be published including all its pages. B oo Pesares | 00
Please check the resources and edd pages by dicking on the Manage menu( L} )
To publish 1o course students, please make resources and pages “published”.
. . . Even if you setthe publicalion period, he student cannat vew the page wnless itis in the “published” state
I Publishing entire resource
Title i Bubliah looublish _ Pages Updated Order Manage
Click in Manage Resources page B[] Lecturs Slide @l Pubished 3 2018-02.21 1435 v o
E ResowcejSupplementary @l Pubished 1 2018-02-21 1434 - o

I Publish specific pages

1. Click [2] and select Edit, and open Manage Resources page.
2. Click to publish or click @ to unpublish each page.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

] Manage Resources page

»

Setting for publishing entire resource

Manage Resources: Lecture Slide

+[* Add Page

. Lecture suae [ Open Top Page |0

Updated 20180221 1435
Viws:

Page Title & Views | Publish /Unpublish  Viewable Order  Manage
| Weakl - o
3| Week2 alw ]
3| weers NE )
o| weeks i | @
jpaks - &

5 »Uanage Resowces

s Manage Resources page

Setting for publishing selected pages

40/48



2020/9/8 manaba manual

IView access data

Instructors can view access data of each student. Click Access 24 besturesiges
Data on each page to view it.

Week 1 F Manage Resources

Ustes: 2110000 254

[ tectsre sudes
Please see the aitached presentation material tnat | used during foday's class. We covered the
Tolon <5

Depending on the student's access, it will change into three
status.
e Unread:
The resource has not been accessed by the student after it
has been published.
*Even if the resource is accessed outside the period for
this resource to be published, it will be treated as unread. B
e Read: o
The resource was accessed by the student during the
period for this resource to be published after it was
published.

« Update unread : )
. Access Data
Instructor has updated an already published resource

(which students have accessed before), but that updated
resource is not yet been accessed by students.

Resource page

| Access Data
Resource Lecture Slides’ was accessed 118 times.
. . Page Week 1 was accessed 70 times.
The student's first access to the newly published resource Of the 6 course 2 have this
after creating or editing the resource, is displayed in the Only students || Show Course Instructors
"Viewed at" column. Name 1D Code Status Viewed at
Even if the resource is accessed many times after the first Christina Jones Read 2013-03-02 02:58
access,unless the instructor edits the resource, the "Viewed Andy Kennan 35693010 Unread
at" column is not overwritten,and the first access is Carlos Macedo 35693055 Read 2013-03-02 02.59
disp|ayed . Adelina Rossi 35693523 Unread
. . " Allese Willi 35888423 Unread
If you access the resource again with the status of "Update =AML -
unread", the status will be changed to "Read" and "Viewed Access Data page
at" column will be overwritten by the date and time of the re-
access.

I Import / Export a resource ‘
Instructors may export a resourse and save it to own their Manage Resources Freses
computer. You may replicate the resourse in another course by e -
importing data yOu have exported- Please check he resources and et pages by dicking on the Manage menul &)

To PUSESN 10 COWSE SIUDENts. PIRASE MAke ESOUTCES and Fages "PUblisned.
Even if you st the puslicalon period, e shident cannal view the page Unless Ris in e “puslished” state

Titie Views  Publish Unpubiisn  Pages updated Order Manage

Please refer to the tests or assignments’ page, in order to inport /
export a resourse.

2 @ | Fublshed 5 20180221 14:35 v @

0 st + | 20180221  © EGATHle and Description

%) Ed
Export All Resources b

You cannot replicate the comments of the resources.

Manage Resources
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I Delete Resources

I Delete entire resource

1. Click Manage Resources on the top right button of the
Resources screen.

2. Change the content to Unpublish on the Manage Resources
screen.

3. Click [ of the content and select Delete.

I Delete page by page of content

1. Click Manage Resources on the top right button of the
Resources screen.

2. On the Manage Resources screen, click on the Title of the
content.

3. Change the status of the page to Unpublish.

4. Click [&] of the page and select Delete.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

Manage Resources

Fhease chack he resources and e pages by dicking on the Manage menu( 1))
To pusiesh 1o ourse shudents, plasse make resoieces and pages “pubhshed

Evun i you setthe publication period, s stucent cannot dew 10 pags unless itis in the “published state

Titie: Views.
B Lechure Side 2
Not published - Resources 13

Publish | Uspublish  Pages.

W Publshed 5

!

»Resources

E[3 Add Rasource Import

Updated Order Mamage
20180221 1435 - o
anggagq G Edt Tile and Description
B EdtPages

Bl Open Top PageD

Manage Resources

Manage Resources: lecture notes

lecture notes [ Open Top Page |

Page Title 0
1| TopFage
2| Additional Informiation

3| Motes

+0) Add Page

Updated: 2017-07-27 18:08

Views: 184
Views | Publish (Unpublish | Viewable Order  Mamage
12 @l Published v &
3 @ Pubished alw [}

Manage Resources:
Resource’s page

42/48



2020/9/8

manaba manual

Portfolio

Students have a portfolio space to accumulate their work submitted and comments for each course.

I Collect items in portfolio

I Tests / Surveys

Course instructors can choose to add or not to add tests or

surveys into the course members’ portfolios from the add test and

add survey pages.

I Assignments

Course instructors can choose to add or not to add assignments
into the course members’ portfolios from the add assignment page.

Submitted assignments by students can be stored into their
respective portfolio by selecting the setting from the list below:

* Accessible to all course members.
¢ Accessible to instructors and course members who have
submitted the same assignment.

I Projects

Projects submitted are all added into course members’ portfolios.

* Accessible only to the student and the instructors. (Individual)

All projects submitted by team are added into each team member’s

portfolio.

I Comments

All comments made in forums and mutually reviewed projects /
assignments are stored into each course member’s portfolio.

https://doc.manaba.jp/doc/course2-manual/teacher2.95/en/

ot
A dropdown many question. The choices below will be converted to a dropdown list P
1
. gnmcs ; Maiching Test e
hoice ot
Reqy
3 Chowce 3 Toat e Sanche sciwer
4 Chowce 4 [Ty VTP Tuwf i
5. Choice § Oropdoun Onderng
T
Shuffle Cusstions #® Do not shulfie © Shotflc
Partfolio
840 0
49U €hicse ‘AG3 Ihe aSpers W e B038Q 10 he SUCITer porioko and COMMENSS {an DE Made on e poriono oe
Prisoow Roxt Cancol
Add Test page
Edit (File-based

my favorite things

Subject  my favorite things.

@ Do not allow 355ignmants t be submBed afer end s
ABow as$ignments 1o be submitied afler end Bme. Extra ime allowed
* ANSGRTNIS SoEMING BNET NG SeATHE il De FSCAE #) MAAS 00 B ALl Excel Shees

Portiolio | Settings | Added to student's portfolio.
Aocessible bo all course members.
% A0cessiDle [0 INSINICIONS SN0 COUMSE MEMDETS W Nave SUDMTEOINE S3M 53I0nMEnt
Aocessible only 1o he shadent and the insiructors. (Indhidual)
Hot sdded 1o anyoae’s
Only available to collect e submissions.

* Even if you change this SeSings, the assignments students had artady submtied wil not be changed

ABowing & Do not allow
ABow resubmisaion s any lime during submission period
* Coursa Iatrucicr co7 Fotc B Sttt SHAMRN 0d (et & 19 e-submason status ot ary b

Add Assignment page

8 000 ot 3o
17 you select “Add." the assignment wil be saved i al heam members portiosos

Proviw Cancil

Add Project page

43/48



2020/9/8

manaba manual

IView students’ portfolios

1.

2. Click the name of a student and open the corresponding portfolio.

Click Course Member List from the course main page.

You can also access the student’s portfolio by clicking the
individual’'s name who made a comment in Forum.

. Click the title of the assignment to view student’s submission.
. Click Comments to view the history of students’ comments. If

you click the title of the comment, the corresponding page will
appear.

Instructors may not access all students’ portfolios. They can only.

Files added to the original comment can be downloaded from
the comment history page from each student’s portfolio.

access their course members’ portfolios.

I The data instructors have access to:

e Grades
¢ Comments in the forum

« Assignments which have been set up to be added into student’s

portfolio

Course member’s portfolio page is displayed by academic

year and course. Course instructors only have access to the

courses they teach. (For other courses, just the names of
the courses are displayed.)

/] manaba university
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) = =

“
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Students cannot access other students’ portfolios.
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Smartphones

You may use manaba either on a smartphone or a feature phone.

I Smartphones

When you access the site page with your smartphone, the link
for the smartphone-optimized screens are displayed on the
upper right.

The smartphone-optimized screens mainly can be used on the
student's functions.
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Manage Deleted Contents

You can check the deleted date and user who deleted for deleted grades, forums, resources (excluding pages), and course
news. Mistakenly deleted contents can be restored by selecting Change state to be active from Manage |&.

IHow to check deleted contents and revert to previous state

1. Click Manage deleted contents from Course settings. Settings
2. List of deleted contents within the course shows up. O e oo et

g

How to restore deleted contents to previous state
individually

Courss Periog

1. Click [] (A) in Manage column of applicable content. oy Sy
2. Select (B) Change state to be active.
3. Select OK in confirmation popup.

Manage deleted contents.

How to restore more than one deleted contents to Tl i o
active state
1. Place a check in the check box under the very left column (C) of . 3 (A)

the applicable content.
2. Click (D) The states of the content you checked will be
change to be active in the bottom of the page. J—
3. Select OK in confirmation popup. [ T sates o ths iz you shosked el 56 changed o be actvs. | ]

©
o
2E0-07-31 00:28 o
L3

e Soithhgs

In the page, you can only see the title. Assignments and

i 2020-08-11 15:53 2| (B)
forum details cannot be seen.

[ £ Change state to be active ‘]

By reverting assignment to active state, submitted contents
for the reverted assignment can be viewed again.

I Deleted items which can be reverted

+ Course news
o Tests*

e Surveys

« Assignments
* Grades

« Resources (excluding pages)

* All added exercise questions are deselected when the exercise is deleted. You
need to re-add exercise questions after you revert to active state.

* The states of threads and comments cannot be changed. If you would like to use
them, please remake them.

This function is a temporary way of checking contents which are mistakenly deleted.
Deleted data such as assignments and grades are out of data assurance. Please try
not to delete important data but keep them in Private state.
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Student Access Log Function

IAccess Log

Students' operation history (e.g., assignment answers, access to news, etc.) within the course could be viewed by specifying date, applicable
assignment, and news.

« You can only check logs after this function was added.
e Access Log Function can only be used by course instructors and campus dept administrators.

If you get an inquiry from a student that his/her submitted project says Not submitted, you can check that student's operationhistory
(whether that student has been accessing the assignment and proceeded to submission page, etc.)

I Check Access Log - How to view log

Log is shown in updated order, meaning that the latest log is showing in the very top of the list. The viewed page (e.g., List) will be shown
under Display/Operation in black, and operation (e.g., Submit) such as button click will be shown in red.

Access Log function covers only major operations from answering to submission of assignment, but it may not be covering activities
via optional function. In that case, Function and Display/Operation will be blank, but URL will be shown for reference.

Total 51 item(s)
Note
Recorded URL = =
Function DizpayiOperalios Title Terminal

2020-08-24 15:10:27 | /cticourse_87320_query_877097answer=1&an... Test Correct Answers Desktop
2020-08-24 15:10:22 | /ct/icourse_87320_query_877097ReviewMode=1 Test Test Room Desktop
2020-08-24 15:10:22 | fct/course_87320_query_87709_confirm Test Submit Desktop
2020-08-24 15:10:21 | /cticourse_87320_query_B7709_confirm Test Confirm Desktop

- 7 1 ﬁinu':
2020-08-24 15:10:20 | fcticourse_87320_query_87708_1p1 Test Confirm (9271 Bk Desktop

D2
2020.08-24 15:10:06 | /cticourse_87320_query_87709__B87711 Test Attachment Desktop
2020-08-24 15:10:06 | /cticourse_87320_query_87708_1p1 Test Test Room Desktop
2020-08-24 15:10:06  /ctcourse B7320_query 87709 Test Start Desktop
2020-08-24 15:10:04 | fcticourse_87320_query_B7709 Test \ Test Room j Desktop
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Check Access Log - How to check assignment operation log

1. Click Log in Submission Status page of assignment.
2. You can check the applicable students' access log and operation
history.

You can only check the access log within the course. You
cannot check log for posting/deleting comments from
portfolio.

Operation is log for the action itself such as clicking the button
etc., and it does not necessarily mean the completion of a
certain process. For that reason, details indicated in
Operation and the actual assignment status may not be the
same.

Examples

+ Assignment was submitted, but it was not actually accepted
because it did not make the end date.

+ Assignment was submitted, but cancelled submission
because it was out of the specified date/time.

However, if there is no Submit under Display/Operation. |t is
likely that submission was not performed.

How to check Access Log - entire log within courses

1. Click Access Log in course settings page. List of students taking
the course shows up.

2. You can check the operation log within the course of an
applicable student by clicking the student name.

3. Click the Title (A) shown under Note and you can show only the
log related to that assignment and news by specifying the date

(B).

You can only check the operation log of the student who is
taking the course. Operations by instructors such as
Publish/Unpublish of a project are not shown.
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