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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.)
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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.)
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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.
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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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