ASSig n ments HORTH-WEST UNIVERSITY

MOORDWES-LINIVERSITEIT
UNIBESITI & BOKONE-BOPHIRIMA
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The Assignments tool allows instructors to create, distribute, collect, and grade online
assignments.

Assignments are typically private; student submissions are not visible to other users of the
site. However, the instructor has the option to enable peer evaluation of assignments if
desired.

Assignments may be submitted via file upload or in-line using the Rich Text Editor,
depending on instructor preference.
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What if you cannot see the assignments tool?
Click here for the steps to add a tool to your site.

—
« Announcements Add  Assignment List Marklist Student View

Bj Assignments

Assignment List
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Tip: If you have concurrently scheduled events, it may be difficult to view their titles. To see more
details for a particular day, from the "View" drop-down list, change your calendar's view to
Calendar by Day or List of Events.

Index
This tutorial will address the following topics;

Adding a new assighment

Additional assignment options (Peer assessment and Group submissions)

Setting up Marker Setup

Editing an assignment

Grading an assignment

Allowing a resubmission

PEER REVIEW

Enabling peer review for an assighment

Grading a peer review assighment

GROUP SUBMISSION

Setting up a group assignment



http://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/eFundi%20Support/Infographics/How-to-add-a-tool2019.png

TURNITIN

Setting up Turnltin

MARKING

Downloading all submissions at once

Uploading all submissions and feedback at once

Marking and providing feedback individually

Releasing assignment grades

How to Delete/Remove an assignment

Setting up your assighment for PDF Marker setup

Setting up assignments

Installing PDF Marker

Download assignments from eFundi

Marking assignments with PDF Marker

Exporting assignments and marks from PDF Marker

Uploading marks and marked assighments to eFundi

Need help?
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Adding a new assignment

Back to index
Go to the Assignments tool on your module site. Click the ADD tab at the top to add a new

assignment.
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Assignment List

Then, fill in all the applicable fields as indicated below:

Add new assignment

eitle *

Assignment Instructions *
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o Styles - | Format ~ | Font - | Size - A- B | 3

Words: 0, Characters (with HTML): 0/1000000

Add declaration of authorship

Provide a title for your assignment. It should be something descriptive and unique, as this is

the title students will see when they go to the Assignments tool to submit their work.
Enter the instructions for the assignment into the Rich Text Editor. You may use the editor

to format your assignment description, and add images, links, or other media if desired.

Tip: You may add your Faculty or School specific information regarding Academic Integrity in the
description, as well as students aware of their obligation to accept the Honour pledge declaration.

3. If you would like to add an honor pledge to your assignment, check the Add honor pledge

box. (Note that this is optional)




This is an example of what the student will see when you check the Honour Pledge box. \When the
honor pledge option is selected, students must accept the statement pictured below that reads "I
have neither given nor received aid on this assignment" in order to submit their assignment.

Honor Pledge: | have neither given nor received aid on this assignment. [
(You must respond to submit your assignment.)

If you would like to attach any additional files to the assignment, such as a grading rubric or peer
review rubric, click the Add attachments button to browse for and attach file/s.

Add Attachments to Assignment

Attachments
NO attachments et H ‘Add an item frem your computer or select a ting item from Resources. Once
y IyT\iMf\Q any czanges “You will return your ast ient - which you should then save.
Upload local file
Brewse... | No file selected.
Add Attachments
or a URL (link to website)

Specify the availability of the assighment.

Availability 1. The Open Date for your
Open Date * assignment is when it becomes
04/12/2018 12:00 i ; .
available for students and will always
Students can not save or submit the assignment until the open .
date. automatically default to the current
time.
Due Date * i i
11/12/2018 17:00 e 2. The Due Date is the deadline

to submit the assignment and will

Accept Until = default to one week after the open

11/12/2018 17:00 2
date.
Assignments cannot be submitted after the close date. )
3. The Accept Until date allows
Hide due date from students you to accept late submissions after
Add due date to calendar the due date. (Late student
Add an announcement about the open date to Announcements submissions marked as late.) If you do

not accept late submissions, you may
leave the Due Date and Accept Until date the same, however we highly recommend using the accept
until date to ease support. Even if you just provide 30 minutes longer for students to submit.

Tip: Lecturers often like to set the time on the due date to 11:55 PM, as that is the latest time you
can select on a given day. Selecting 12:00 AM will display the date as the next day, and this may
confuse students about the actual due date if they assume they have all day to turn in their work.

4. |If you would prefer for students not to see the assignment due date, check the box next to the
Hide due date from students option. (Optional)

5. If you would like your assignment due date to be added automatically to the Calendar on your
site, check the Add due date to Calendar box. (Optional)




6. If you would like an announcement to be automatically posted to the site regarding the open
date for your assignment, check the Add an announcement about the open date to
Announcements box. If you enable an announcement about the option date, you will also have
the option to choose an email notification for the announcement. (Optional)

Note: The announcement will be posted immediately when you post your assignment, regardless of
the actual open date of the assignment itself. This option is best used to announce changes in a due
date, or the availability of a newly posted item.

You may display your assignment to everyone in the site (the default), or to selected groups.

Note: You must have existing groups in your site in order for the Display to selected groups option to
appear.

Access (also limits groups for group submissions)

Display to site
nDisplay only to selected groups

Note - You must select at least one group.

Title Description
Group Assignment (1)
Group Assignment (2)
Group Assignment (3)

Group Assignment (4)

If you select the Display only to selected groups option, the settings will expand to show a list of all
existing groups in the site. Select one or more groups to display the assignment to those groups only.
If you plan to select the Group Submission option, you may limit the groups that are allowed to
submit here.

Note: The display option only controls the visibility of the assignment for users in different groups. By
default, each member of the group still submits an individual assignment, but this display setting
allows you to identify different assignments for different groups or sections.

Tip: If you want students to submit one assignment per group, use the Group Submission — One
submission per group option at the Additional Assignment Options.




Student Submissions

Student Submissions

Submission Inline and Attachments v
*
Type Inline only
Attachments onl
Allow 4

Resubmission

Non-electronic

Single Uploaded File only

There are several submission formats that you may accept.

. Inline and Attachments: This is the default format and it allows students to either enter
content into the rich text editor inline, or attach a file, or both.
. Inline only: Student may only submit a response by entering their content into the rich text

editor. The attachment option is not available. This is a good option to choose if you want to be
able to grade all of the responses online without having to download or open any files.

. Attachments only: This format removes the rich text editor option and leaves only the
attachment option available.
. Non-electronic: This format choice is for assignments that you expect students to submit a

hard-copy, but you want the option to view assignment details and/or grade the assignment in
eFundi.

. Single Uploaded File only: If you want students to submit a file, but you only want a single
file, this is the option to choose. (Both the Inline and Attachments and the Attachments only option
allow students to upload and submit more than one file at a time.)

Choose your preferred format from the drop-down menu.

Note:
*If you are planning to use Turnltin, make sure that you select the option “Single uploaded file only
as Turnltin will only accept the first file uploaded.
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**If you are planning on making use of markers other than yourself and would like to make use of
the Marker Setup, make sure you select the option “Uploaded PDF File(s) only”. See below for more
instructions related to this.

Activating and using Marking Setup

Note: If you are planning on using the Marking Setup make sure the roles of your markers have been
given the permission rights to mark in eFundi. To check this, go to the Assignment tool under
Permissions, make sure that the applicable group(s) have the rights to mark submitted assignments.
In the example below Instructors, Additional Instructors as well as Teaching Assistants are given the
right to mark submissions.




Permissions

| Set permissions for Assignments in worksite "TEST 123 VWV Year 2020" (cdd1030f-2b7b-42f5-bc46-5f68fdc357f1)

Set permissions for Site -

Undo changes

Permission Additional instructor Examiner Instructor Student Teaching Assistant ~ UODL Facilitator
Same site level permissions for all groups inside the site

Create new assignment(s)

Submit to assignment(s)

Delete assignment(s)

Read assignment(s)

Revise assignment(s)

Mark assignment submission(s)

Receive email notifications

Able to view draft assignment(s) created by other users

Able to mark assignment(s) submitted by other users I

Cancel

Next, go create an assignment or edit your draft assignment.

1. Under Student Submissions choose the option for “Uploaded PDF File(s) only” option.

2. Once chosen, more options will appear. Tick the applicable box to allow and set up Marking Setup.
3. Divide the marking up between the presented names of potential markers. The owner of the site
will appear in red, but can also be allocated with marking.

Note: Once the assignment is published these quotas cannot be changed. All that can change is to
whom belong.

Student Submissions

Submission Type * 1 Uploaded PDF File(s) only | ¥

Allow Resubmission

Marking Setup 2
Name Quota
26941465 (TG NYAKANE) 3
23507810 (NADINE SMIT)

To change the marker allocation after publication, access the edit view of the published assignment
and choose an applicable marker from the Reassign Submission options given. Note though that the
percentage of the marker allocation cannot be divided and only the bulk of one marker can be
assigned to another.



Marking Setup
Name Quota Reassign submissions
26941465 (TG NYAKANE) 50.0 select Marker v
23507810 (NADINE SMIT) 50.0 22011669 (EVANGELINE... | ¥
57 (Test Test) 0.0 Select Marker v
22911669 (EVANGELIME BALLIES) 0.0 Select Marker -

Note: Once the Marking Setup has been used the Instructor will see an extra function appear in the
Assignment tool called Marker Downloads and Statistics. More on this in the Marking of an

assignment.
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Allowing Resubmissions

Allow v
Resubmission

Number of 1 -
resubmissions
allowed

Resubmission

. 11/12/2018 17:00 =
Accept Until

Released Resubmission Notification Email Options:

Do not send notification email to student when the grade is released and resubmission is available

Send notification email to student when the grade is released and resubmission is available

If you select Allow Resubmission (Optional), you may specify:
1. The number of resubmissions allowed for the class.
2. The deadline for resubmitting.
3. You may also select to notify students via email when the grade is released and
resubmission is available.

Tip: It is good practice to allow for at least one resubmission with the same date as the original
Accept until date and time, simply because students sometime either submit early and then realise
they need to make a change to the document, or they might submit the wrong document altogether.
By always allowing a second submission, you are not disadvantaging anyone and you are saving




yourself numerous appointments with students.

You may also choose to allow resubmissions on an individual basis when you grade student
submissions.

Note: If you want students to see a history of their submissions and your feedback for process
writing, click the Allow Resubmission option and set it for two or more submissions. If you set only
one resubmission, it will replace the original assignment completely.

Submission Notification Email Options:

Do not send notification emails for any student submissions
Send a notification email for each student submission

Send one email per day summarising notifications for student submissions

The default notification setting is Do not send me notification emails for any student submissions.
If you would like to be notified, select either of the following two options:

Send me a notification email for each student submission: This option will send a separate
email for each student immediately upon submission.

Send me one email per day summarizing notifications for student submissions: This option
will send a digest email listing all student submissions for that day.

Choose the radio button for the notification setting you prefer.

Turnitin Plagiarism Service

o [+ Use Turnitin

° [+ Allow students to view report

NOTE:

¢ \When submitting attachments, students should only use these file types: Word $7-2003 {.doc),
Word 2007+ (.docx), Excel (.xls, .xlsx), PowerPoint (.pps, .ppsx, .ppt, .pptx), PDF (.pdf), PostScript
(-eps, .ps), plain text (.txt), HTML (.htm, .html), WordPerfect (.wpd), OpenOffice (.odt), rich text (.rtf),
Hangul (.hwp).

s Students should always save files with the appropriate extension.

Submit papers to the following repository:
() None () Standard Paper Repository
Generate originality reports:

() Immediately () On Due Date

1.

If you would like to use Turnltin to check for similarity, check the Use Turnltin box.

Note: Turnltin is a similarity checker and not a plagiarism checker. For more information on this
service please see the Turnltin section on the website.




2. Depending on your approach, you could Allow student to view report. This could enable
them to improve their writing and perhaps resubmit an improved version.

3. You can choose whether you want student submissions to be submitted to the Standard
Paper Repository or not. Note that if you choose not to submit to the repository, future
submissions will not be compared to this version and you open the door to possible

plagiarism.

4. By default, the originality report will be generated immediately after the students submits
(it could take up to 48 hours). But you have the option to delay the report until the due date
if you do not want students to use Turnltin to improve.

e Exclusion options:

Exclude small matches

° Check originality against:

Turnitin paper repository

Current and archived internet

Exclude bibliographic materials from Similarity Index for all papers in this assignment

Exclude quoted materials from Similarity Index for all papers in this assignment

Periodicals, journals, and publications

5. For the Exclusion Options the bibliographic and quoted materials options will be checked by
default. It is best to uncheck these so that Turnltin can evaluate all the work fairly. You can
always filter these options again within the online Turnltin report.

6. Itis best to check originality against all the default options given.

Marking
Marking System *

For points, enter maximum
possible

Do not add assignment to Markbook

Add Assignment to Markbook

No Mark
No Mark
Letter mark
Points
Pass/Fail

Tick

Associate with existing Markbook assignment

v

Marking System

but does not allow for grading in eFundi.
e Letter mark: You may select this option if you like to grade your assignments by letter grade

only.

Choose the Marking system/Grading
scale:

There are several grade scales to choose
from:

o No Mark: This is the default
option. This will allow you to collect and
view student submissions electronically,

e Points: Allows you to assign points to an assignment for grading. This is the option you
should choose if you plan to send the assignment to the gradebook.

e Pass/Fail: Designates an assighment as pass/fail.

e Tick: Allows you to mark assignments with a checkmark for completion.
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Select the assignment's grade scale from the drop-down menu.

If you select Points as the grade scale, you must enter a
maximum number of points for the assignment.

Select the radio button for the gradebook option you would like

to use.

e Do not add assignment to Gradebook: This is the default
selection. This option does not send any grade information to
the gradebook.

e Add assignment to Gradebook: This will create a new item in
the gradebook with the same name as your assignment title.

Marking

Marking System * Points v

For points, enter +| 100 ﬂ
maximum possible

Do not add assignment to Markbook
Add Assignment to Markbook

Associate with existing Markbook assignment

e Associate with existing Gradebook entry: This option allows you to link your assignment to an
existing gradebook item. This is useful if you have already created items in your gradebook and
you want to use one of them, rather than creating a new assignment. You may only link an

assignment to a single gradebook item, and vice versa.

Released Mark Notification Email Options:

Send natification email to student when the grade is released

Do not send notification email to student when the mark is released

The default notification setting is Do not send notification email to student when the grade is

released.

If you would like students to be notified, select the radio button for Send notification email to

student when the grade is released.

Note: The notification email message will be sent to the external email address for the student's
eFundi user account. It does not send the notification to the eFundi Messages tool.
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Additional Assignment Options

Back to index

The default will always be set to “No additional assignment options” however; you can adjust this to
suit your own needs.

PEER ASSESSMENT
Peer assessment facilitates student peer review of assignments.

Additional Assignment Options

These additional options cannot be modified after the assignment has been posted for students.
No additional assignment options

] Use peer assessment

Peer assessment requires the assignment to use a "Points" grading scale, and cannot be used with the "Group Submissions" setting.

2 Evaluation Period Finishes: 11/12/2018 17:10 s / 1

Anonymous evaluation

4 \ Allow students to see reviews of their submissions 3
*1

Number of submissions students must review

Instructions for reviewers: /
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Styles v | Format v | Font v | Size - A- B-| 2 B

If you select the radio button for Use Peer Assessment, the settings will expand to show additional
options. You may indicate the following items here:
1. The evaluation period end date. (This date must be after the Accept Until date for the
assignment, as evaluation will only start after the Accept Until date has come to pass.)
2. Anonymous evaluation: Whether or not reviews are anonymous.
3. Allow students to see reviews of their submissions: Whether or not students may see
reviews of their own assignments.
4. The number of reviews each student must complete.
5. Instructions for reviewers.

Note the following:
e You must be using a Points grade scale in order to enable peer review.
e You cannot enable both Peer Assessment and Group Submission for the same assignment.
e You cannot grant resubmissions or extend the due date after the assignment has been
created or students have started to submit.
e The Assignments tool will automatically randomly distribute reviews only among the

students who did submit the assignment on time.

Click here for more on GRADING A PEER ASSESSMENT
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GROUP SUBMISSIONS

Additional Assignment Options

These additional options cannot be modified after the assignment has been posted for students.
No additional assignment options
Use peer assessment

nGroup Submission - One submission per group

If you select the radio button for Group Submission - One submission per group it will allow any
member of a group to submit an assignment on behalf of the group. By default, the same grade is
applied to all group members when the item is graded. However, the instructor can also override the
group grade for any individual member of the group if necessary.

) ) ) ] Additional information
This section gives you the option of

including additional information,

such as a Model Answer, Private Supplement Items

Note, or All Purpose Item. Model Answer Add
Click the Add link to add any of these Private Note Add
items.

All Purpose Item Add

The model answer can provide an example of the ideal correct answer or solution for a particular
assignment.

1. You may enter your model answer in the text box provided.

2. You may also click the Add Attachments button to browse for and select a file containing the
model answer and/or solution.

3. Select when you would like the model answer to be displayed: Before student starts assignment,
After student submits, After submission is graded and returned, or After accept-until date.

4. Click Save to save your changes.

If you would like to make any Private Notes which are not visible to students, you may enter them
here.

1. Enter your notes in the space provided.

2. Select who can read and edit the notes from the drop-down menu: Keep private to myself, Allow
other instructors to read, or Allow other instructors to read and edit.

3. Click Save to save your changes.

You may also create an All Purpose Item which can be displayed based on specific dates or users.
1. Enter a Title for your item.

2. Enter the content of the item in the text box provided.

3. You may also click Add Attachments to browse for and attach file/s.

4. Select when the item should be displayed.

5. Choose which users can see the item.

6. Click Save to save your changes.
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Once you have entered all of your assignment settings, scroll down to the bottom and click Post to
save your changes and post the assignment.

Edit an assignment
Back to index

Go to the Assignments tool on your module site.

Click Edit link underneath the name of the assignment you want to change:

Assignment List

View | Assignment List v
Assignment Title For Status
Assignment 1 Entire Site Open

Duplicate | View Submissions

Make the changes you need to make. Once all changes have been made, click on the Post button to
save the settings.

Note:
e You cannot edit a Peer Assessment Assignment after students have started submitting.
e Ifyou edit the assignment AFTER the due date has passed, you will get an error message the
first time you click on the Post button. Simply scroll down and post again for the changes to

be implemented.




Grading an assignment
Back to index

Go to the Assignments tool on your module site.

If you indicated a marking system that does not | If you indicated a marking system that does
require points, your assignment will display a require points, your assignment will display a
link “View Submissions” link “Grade”
Assignment Title Assignment Title
Assignment 1 Assignment 1
Edit |Duplicate Edit |Duplicate |

Note that the In/New column will indicate any new submissions.

Assignment Title For Status Open Due In / Ne Scale Remove?
Assignment 1 Entire Site Open 04-Dec-2018 12:00 11-Dec-2018 17:00 1/1 0-100.00 O

Edit | Duplicate | Grade

Click Grade link underneath the name of the assignment you want to grade OR click the submitted
link in the In/New column.

Assignment Title For Status Open Due In/ New Scale Remove?
Assignment 1 Entire Site Open 04-Dec-2018 12:00 11-Dec-2018 17:00 an 0-100.00 O

Edit | Duplicate f§ Grade

You will see your class list, along with the submission date, status, grade, and release columns for
each student.

[] & Studenta Submitted Status Mark Release
[] @ Test, Test(s80) 05-Dec-2018 08:11 Not marked
O Test, Test (s82 No Submission
Tip:
e [fstudents submitted an attachment, it will be indicated by a paper clip next to the students
name:

[ | @ Student =

(] @ Test, Test (s80)
] Test, Test (s82

e C(lick the column headings to sort the submissions either by student surname, date submitted
or marked status:




& |student,
@ Test, Test (s80) 05-Dec-2018 08:11 Not marked
Test. Test (s82 No Submission

Select a student to grade by clicking on the student name:

& Student = Submitted Status Mark Release
| @ resttestss0) || 05-Dec-2018 08:11 Not marked
Test, Test (s82 No Submission

Student information and submission date will appear at the top of your screen. You can open up a
box to look at the original instructions if you wish.

Student Test Test (s80)
Submitted Date 05-Dec-2018 08:11

Status Not marked

» Assignment Instructions

The first editor box has the student’s inline submission (if applicable). You can use double curly
brackets {{text here}} to write comments visible to the student when they view the assighment. Your
comments will appear in red.

Assignment Submission

Below is the submission from a student. You can insert comments into this text by clicking in the )
box, then type your comments. Comments surrounded by double curly braces, {{like this}}, will Styles " | Nomal " | Font " | Size A B H A
appear red to the student.

This is an example of inline text that a student submitted. {{Well done}} {{Grade: 1)]{

? [ Souce | [ B @ @ d Qbii|E L

=z = £ 99 B -
B I USx X E=2 =82/9%= ~
mtREMmM=EOQ

Styles - Format - | Font - | Size A- [ A LR

body p Words: 15, Characters (with HTML): 94/1000000

3

Original submission text with the tutor's comments inserted if applicable

This is an example of inline text that a student submitted.

This is an example of inline text that a student submitted. Well done Grade: 1

Words: 11, Characters (with HTML): 67/1000000

If the student submitted an attachment (1) this will appear instead of (or in addition to) the editor
box. You can open and view the attachment from here. Insert a point grade (2) in the space
provided.
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Submitted Attachments

° % Announcements.pdf (537 KB; 05-Dec-2018 08:11)

° Mark: I:l (max 100.00)

The next editor box (Tutor Comments) gives you the chance to write separate comments and overall
feedback on the assignment. You can also click the Add Attachments button to attach a document

as feedback (this could typically be the rubric you used).

Tutor Comments
Use the box below to enter additional summary comments about this submission.

? | B Souce | @ B @ & 4 Q% E L

[
(]
il
]
=
=

m w
—
B e
B ¢
A x
I x
®

e}

Styles - Format ~ | Font - Size A- - 2

Words: 0, Characters (with HTML): 0/1000000

Attachments to Return with Mark

No attachments yet

Add Attachments

Allow resubmission for individual students

Should you decide to give this single student a second opportunity, you can allow a resubmission by
selecting the check box. You can then insert a new due date for this individual student.

Allow Resubmission

Number of resubmissions allowed 1 ¥ Accept Until 11/12/2018 20:00 ==

Note: If you allowed resubmissions on the assignment when you created it, this information will be
prepopulated with the default resubmission information for this assignment. However, you may
override the default resubmission settings for an individual student by changing the information

shown here.
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Once done, you can either save the grade and not release to student, or save and release. It is
recommended that you do not release grades until all assignments have been graded.

Save and Don't Release to Student Save and Release to Student m Cancel Changes

Grading a peer review assignment
Back to index
Go to the Assignments tool on your module site.

Click on the Grade link underneath the name of the assignment you want to grade OR click the
submitted link in the In/New column.

Assignment Title For Status
Assignment 1 Entire Site Open

Edit | Duplicate | Grade

Peer Review Assignment 1 Entire Site Closed
Edit |Duplicate |

Important: Remember that you can only grade the assignment AFTER the review period has passed
and students have completed their peer reviews.

llnstructor grading is disabled until after the review period: 05-Dec-2018 10:30 l

& Student = Submitted Status Reviewed By Reviewer Grade Mark Release
@ Test, Test (s80) 05-Dec-2018 09:05 Marked Test, Test @ 32.0 32.00
& Test, Test (582) 05-Dec-2018 09:06 Marked Test, Test © 43.0 43.00
@ Test, Test (s81) 05-Dec-2018 09:06 Marked Test, Test @ 46.0 46.00
Test, Test (s83) No Submission

The scores provided by peer reviewers will be shown on this page. If more than one review were
assigned for each student, the reviewer grade will be an average of all the reviewer scores

submitted.

@ Student = Submitted Status Reviewed By Reviewer Grade Mark Release
@ Test, Test (s80 05-Dec-2018 09:05 Marked Test. Test @ 320 32.00
@ Test, Test (s82) 05-Dec-2018 09:06 Marked Test. Test @ 43.0 43.00
@ Test, Test (s81 05-Dec-2018 09:06 Marked Test, Test @ 46.0 46.00
Test, Test (s83) No.Sul
Average of scores awarded by peer
reviewers

By default, the grade for the assignment is set to the reviewer grade. To view the review and
feedback given by a reviewer, click on the name of the reviewer.

& Student = Submitted Status Reviewed By Reviewer Grade Mark Release
@ Test, Test (s80 05-Dec-2018 09:05 Marked Test. Test @ 320 32.00
@ Test, Test (s82) 05-Dec-2018 09:06 Marked Test. Test @ 43.0 43.00
@ Test, Test (s81 05-Dec-2018 09:06 Marked Test, Test @ 46.0 46.00

Test, Test (s83 No Submission
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The individual reviewer feedback will be displayed, as well as the feedback provided by the reviewer.

Students will be able to see the peer feedback once the grade has been released.

If you do not agree with the review and want to remove the review, click ~ Assignment Submission

the Remove Review button at the bottom of the page.

There is no student submitted text.

Submitted Attachments
% Blog.pdf (1 MB; 05-Dec-2018 09:05 )

[P ]

Mark: 32.00

(max 50.00)

To override the grades awarded by peer reviewers and provide your own
feedback, click on the name of the student.

Reviewer Comments

& Student = Submitted
Test, Test (s80 I 05-Dec-2018 09:05 No comments
@ Test, Test (s82 05-Dec-2018 09:06
@ Test, Test (s81 05-Dec-2018 09:06 eviewer Attachments

Test, Test (s83

Remove Review

Override the grade by adjusting the grade in the field provided.

Submitted Attachments

) Blog.pdf (1 MB; 05-Dec-2018 09:05 )

Mark: @ (32.00 |(max 50.00) Grade: @ [82.00 | (max 100.00)

On the re-grading screen, you can also:

1. Add instructor comments using the Rich Text Editor.
2. Attach a file with additional feedback.
3. Save and Release to Student to send the score to the gradebook.

Save and Don't Release to Student Save and Release to Student m Cancel Changes
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Downloading all submissions at once

Back to index

Instructor downloading assignment submissions as marker

Go to the Assignments tool on your module site.

Click the Grade link underneath the name of the assignment you want to grade OR click the

submitted link in the In/New column.

Assignment Title For

Assignment 1 Entire Site

peer assessment assignment Entire Site
Edit |Duplicate | Grade

Status Open Due In/New Scale Remove?
Closed 31-May-2019 12:00  07-Jun-2019 17:00 0/0 0-100.00
Closed 23-Jan-2020 15:00 25-Jan-2020 15:00 0/0 0-10.00

Click the Download All link.

Assignment 1 - submissions

View Entire Site v

Find students .
Name, ID, or Emai

Download AII\ Upload All | Release Marks

Assign this mark to all participants without submissions:

Apply

Select the preferred download options.

You may choose "All" to select all of the download options, or select only some of them by placing a
check mark next to an individual item or items. The options available for download are:

o All

e Student submission text (original
student submitted text, possibly
containing instructor added
comments)

e Student submission attachment(s)

e Grade file (grades.csv or grades.xls
file at top level of archive)

e Feedback text (the inline
comments with student
submission)

e Feedback comments
(comments.txt file if available in
student's folder. Comments are
put into the Instructor Comments
field for each student's
submission)

e Feedback Attachment(s)

All

Student submission text (original student submitted text, possibly containing
instructor added comments)

Student submission attachment(s)

Mark file (grades.csv file at top level of archive)

CSV format, file grades.csv
EXCEL format, file grades.xls

Feedback text (the inline comments with student submission)

Feedback comments (comments.txt file if available in student's folder. Comments
are put into the Instructor Comments field for each student's submission)
Feedback Attachment(s)

Include students who have not yet submitted

Download Cancel
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You can also choose whether or not you want to include files for the students who have not
submitted.

Once you have selected what to download, click on the Download button.

Note the following good practice guidelines:

e Depending on your Excel setup, it might be better to rather download the Excel sheet rather
than the CSV.

e [fyou are going to make use of the PDF Marker tool, only click on ‘All’ and leave all other
options as is.

e |t is good practice to include all students, even those who did not submit as it will make
trouble shooting easier should there be any issues with the upload.

The following window will pop up. The files will download as a .zip file to your computer. The archive
file has the default name of bulk_download.zip. Save this file to your computer.

.
Opening Assignment 1 2018120511245 zip [éJ

You have chosen to open:

= Assignment 1_20181205111245.zip

which is: ZIP archive
from: http://efundi-testnwu.ac.za

h| What should Firefox do with this file?

'f-‘gpen with IPeaZip, file and archive manager (default) A

Save File I

[ Do this automatically for files like this from now on.

o Jrema

Note: If no window pops up, then your browser is set to automatically save all files to your
Downloads folder on your PC.

Navigate to where you saved your .zip file and extract it to your computer. To extract, right-click on
the file and select PeaZip, then choose the
option Extract here.

Tip: PeaZip is a software provided to NWU staff
and students by the IT department. If you do not
Bl have it on your computer, please ask ITHelp for
=) Bl =y e assistance or use a different software like

Scan with Microsoft Security Essentials. % Extract.

Novell Copy. ({:}i Add to archive WIHRGF.

’ Browse path with PeaZip

QOpen with

Share with
Open with WinRAR
Extract files...

dract Here

Extract to Assignment 1_20181205111245%

Restore previous versions
Send to

Cut

Copy

Create shortcut
Delete
Rename

Properties




Open the folder. Within the assignment folder, there will be individual folders for each of the
students in the site.

)

-
Organize = Include in library = Share with = Burn New folder = - J;l 9
e i Name Date modified Type Size
W Catch! | Test, Test(s80) 2018/12/05 11:14 .. File folder
B Desktop | Test, Test(s81) 2018/12/0511:14 .. File folder
4 Downloads | Test, Test(s82) 2018/12/05 11:14 .. File folder
@ OneDrive = | Test, Test(s83) 2018/12/0511:14 ... File folder
<5 Recent Places ] gradesxls 2018/12/0511:12 .. Microsoft Excel 97... 5KB
& Creative Cloud Files|
| Libraries

‘. Documents
4. Music

=L Pictures

!, Videos

5 items

Note: Once you have downloaded all the folders you cannot manually add more folders for other
students. It will create an error when later trying to bulk upload all the marks. This is why it is good
practice to from the start include all students when downloading their submissions.

Open a student folder to view his or her submissions, feedback, and comments.

. Feedback Attachment(s) If you use an on-screen marking system or use track changes to

| Submission attachrment(s give comments: AFTER marking the assignment, save the marked
|| comments.bet assignment in the Feedback attachment(s) folder.
|| feedbackText.html “
@] Test, Test(s20)_submissionText.html Your students' original assignment can be found in the
I timestamp.bt submission folder. )

When you are ready to enter student grades, open the grades.csv/grades.xls file within the
assighment folder.

Organize v Include in library ~ Share with ~ TIP

— Name ‘ If you use an on-screen marking system, ALWAYS

@ Catch! & Test, Test(s30) follow the |nst.ruct|'0ns of the on-screen marking

B Deskiop Tost Testtsa) system regarding file name changes.

' est, | estis:

: E::S:;aeds : I::E I:i(ig If none are provided, you may want to change the

. = name of the marked file by adding “_MARK” and a

z Ez:t?i:zze:d e i gradesds three digits number to the end of the original file
name. You can use the digits to insert the mark for
your own reference. E.g.

OriginalName_MARKO066.pdf

22



Enter grades into spreadsheet and save the file.

Peer review g Points

DisplaylD ID

s85
s80
s82
s81
S84
s83

585
s80
s82
s81
584
s83

Last Name

Test
Test
Test
Test
Test
Test

Test
Test
Test
Test
Test
Test

First Name fgrade

pubmission date  Late submission
2016-11-24 15:26 On time
2016-11-24 15:21 On time
2016-11-2415:23 On time
2016-11-24 15:22 On time
2016-11-24 15:24 On time
2016-11-24 15:25 On time

Allocated markers downloading their share of the assignment submissions as part of Marking

Setup

In the Assignments tool, navigate to Marker Downloads and Statistics.

B3 ASSIGNMENTS

Assignment Title: Marker setup

Marker Downloads and Statistics

% Link ?Help

Add Assignmentlist Marklist StudentView Reorder Removed Assignments List [Markar Downloads and Statistics ]

Assignment Title: Second try - Marking Setup test (closing date)

Click on the dropdown arrow to open up the list of markers for the applicable assignment and click
on the Download link next to your name.

Assignment Title: Marker setup

Name of Marker

22911669 (EVANGELINE BALLIES)
s7 (Test Test)

26941465 (TG NYAKANE)
23507810 (NADINE SMIT)

22268537 (CHRISTELLE DE BEER)

Marker Downloads and Statistics

Role

Teaching Assistant

Additional instructor

Instructor

Instructor

Additional instructor

Download

Upload Download All New Submissions

!Jo-ﬁmlcad l Upload Download All 0

Assignment Title: Second try - Marking Setup test (closing date)

Uploaded
]
o

0

Total

A

Quota
0.0 %
50.0 %
50.0 %
0.0 %

0.0%

In the next window, you will have no other option but to click on Download.
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Download All

Choose download options, and then click 'Download’ at the bottom.

NOTICE: If you switch between languages in your preferences, for example English to Spanish, you will need to upload this archive in the same language as it was
downloaded (or re-download and use a new archive).

DAl
[ Student submission text (o
/) Student submission atta
WA Mark file (grades.csv

riginal student submitted text, possibly containing instructor added comments)

ment(s

format, file

mission)

udent's folder. Comments are put into the Instructor Comments field for each student's submission)

Download Cancel

Your share of the marking will be downloaded in a Zip file format.

B Marker setup_2020...zip A

To learn more about how to upload the marked assignments as a Marker, click here.

Uploading all submissions and feedback at once
Back to index

Important: You must zip the folder with all the grades and feedback before you can upload the
grades on eFundi. To do this, right-click on the folder, choose PeaZip > Add to Archive. Click OK in
the pop-up window.

. .
“ Right-click the
Open a8 folder
Pin to Start sl
m—
l & peaZip » | @5 Addto archive
—
Share with 5 ﬂ Browse path with PeaZip
% Combine files in Acrobat...
Include in library 3
rd Create zip, normal, new archive - Ol
N Novell Copy... FE E ) W5 Ot T
rchive | Advanced | Console |
g Add to archive... [10pen output path when job completes é
Output
B  Addto "Peer review assignment.rar” [ CAUses\ 20686463 Deskiop\Peer review assgnmentip =
g Compress and email... (&) Passwordis not set
g Compress to "Peer review assignment.rar” and email Format options
3 vla Single volume vl
Send to & ] Add each obj Oc archives.
[l Append timestamp to archive name [ITARbefore
Cut
Copy
Create shortcut
Delete
Rename
Properties 19 dir(), 32 ile(s), 6.3 M8 I vI % Concel
—
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Instructor uploading the marked assignment submissions (Bulk Upload)
Go to the Assignments tool on your module site.

Click the Grade link underneath the name of the assignment you want to grade OR click the
submitted link in the In/New column.

Assignment Title For Status
Assignment 1 Entire Site Open

Edit |Duplicate

Peer Review Assignment 1 Entire Site Closed
Edit |Duplicate | Grade

Click the Upload All link.

View Entire Site v

Find students Name, ID, or Emai
Download All l Upload AII!I Release Marks

Assign this mark to all participants without submissions:

Apply

Click the Browse button to browse for and select the archive (.zip)

*File: ]
file on your computer.

Browse... ||No file selected.

Select WHAT you want to upload and indicate whether or not you
want to release the grades to your students. Then click the Upload

button.

*File:

Assignment 1_20181205111245.zip

(] You have selected the archive file for uploading. Files contained in the archive v
assignment.

*Choose which elements in the archive file to upload

[ Al

[+/] Student submission text (original student submitted text, possibly containing ins
[+/] Student submission attachment(s)

[+ Mark file (grades.csv file at top level of archive)

CSV format, file grades.csv
EXCEL format, file grades.xls

IZ‘l Feedback text (the inline comments with student submission)
[+ Feedback comments (comments.txt file if available in student's folder. Comment
[+ Feedback Attachment(s)

Select release option

Release uploaded grades and feedback comments to students
Do not release uploaded information - I'll release it later




Note: You can only import what you have exported. Adding additional folders to those you have
downloaded will lead to an error in the process of Upload.

Allocated markers uploading their share of the assignment submissions as part of Marking
Setup

In the Assignments tool, navigate to Marker Downloads and Statistics.

B3 ASSIGNMENTS %Link | | ?Help

Add  Assignmentlist Marklist S5tudentView Reorder Removed Assignments List [Marker Downloads and Statistics ]

Marker Downloads and Statistics

Assignment Title: Marker setup v

Assignment Title: Second try - Marking Setup test (closing date) v

Click on the dropdown arrow to open up the list of markers for the applicable assignment and click
on the Upload link next to your name.

Marker Downloads and Statistics

Assignment Title: Marker setup A
Name of Marker Role Download Upload  Download All New Submissions Uploaded  Total Quota
22911669 (EVANGELINE BALLIES) Teaching Assistant 0 0 0 0.0%
57 (Test Test) Additional instructor Download Upload Download All 0 0 0 50.0 %
26941465 (TG NYAKANE) Instructor 1 0 1 50.0 %
23507810 (NADINE SMIT) Instructor 1 0 1 0.0%
22268537 (CHRISTELLE DE BEER) Additional instructor 0 0 0 0.0%

Assignment Title: Second try - Marking Setup test (closing date) v

In the next window, select an archive file to upload, choose options, and then click 'Upload' at the
bottom.
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Upload All

Select an archive file to uplead, choose options, and then click 'Upload' at the bottom. Required items marked with *

The archive file should contain a folder for each student. Each folder can contain @ comments.txt file, the student's submission with tutor comments
you have added, and other files you want to return with the student’s submission.(Download Template) Each folder can contain a comments.txt file,
the student’s submission with instructor comments you have added, and/or other files you want to return with the student's submission. The upload
time needed is related to the zip file size and the connection speed. If you only need to upload a subset of the zip file, please limit your zip file size first
by choosing options accordingly in the Download All process.

NOTICE: If you switch between languages in your preferences, for example English to Spanish, you will need to upload this archive in the same
language as it was downloaded (or re-download and use a new archive).

Drag and drop files from your desktop into the box above.

Files can be uploaded individually or in ZIP archives. Expand ZIPs after uploading via the file's Action menu. Click Continue when ready to complete
the upload. Note that you cannot upload more than 5120 MB of material at once.

Copyright: It is your personal responsibility to verify that you have permission from the copyright holder to upload the file(s) to this website. Text,
graphics and other media files may all be subject to copyright control even if your site is restricted to site members.

Once more you will not have a choice in what should be uploaded:

*Choose which elements in the archive file to upload

Al

[ Student submission text (original student submitted text, possibly containing instructor added comments)
|,.__A Student submission attachment(s)

[w4 Mark file (grades.csv file at top level of archive)

(%) CsV format, file grades.csv
XCEL format, file grades.xls

[ Feedback text {the inline comments with student submission)
for each student’s

[ Feedback comments (comments.txt file if available in student's folder. Comments are put into the Instructor Comments fiel

submission)
[ Feedback Attachment(s)

Lastly, choose the release options and click on Upload

Select release option

Release uploaded grades and feedback comments to students
Do not release uploaded information - I'll release it later

Upload Cancel
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Marking and providing feedback individually
Back to index
Go to the Assignments tool on your module site.

Click the Grade link underneath the name of the assignment you want to grade OR click the
submitted link in the In/New column.

Assignment Title For Status
Assignment 1 Entire Site Open

Edit |Duplicate

Peer Review Assignment 1 Entire Site Closed
Edit |Duplicate | Grade

In the student list presented, click on the name of the student you wish to grade.

& Student = Submitted

Test, Test (s80 05-Dec-2018 09:05
@ Test, Test (s82 05-Dec-2018 09:06
@ Test, Test (s81 05-Dec-2018 09:06

Test, Test (s83

To assign a mark fill in the field provided.

Submitted Attachments

% Blog.pdf (1 MB; 05-Dec-2018 09:05)

©(32.00 |max50.00) Grade: (8200 |(max 100.00)

Mar|

e

To add a comment fill in the Instructor Summary Comments.

Instructor Summary Comments

Use the box below to enter additional summary comments about this submission.

? | [ source | [ B @ & g Q bty | B & |= = E 9 W
B I US| x x| = = E |9 W|= L@ E = Q
Styles - | Format - | Font - | Size - A- - M E

Words: 0, Characters (with HTML): 0/1000000

28



If you have marked the submitted assessment and would like to send it back with comments made
on the original submission, navigate to the section called Attachments to Return with Grade and
click on Add Attachments:

Attachments to Return with Grade

Mo attachment yet

Add Attachments

To save your changes click on:

e Save and Don’t Release to Student to save your changes but not yet allow the student to
see the marks and feedback.

o Note: This option is preferable if you want to first finalise all the marks before
releasing all grades at once. See the next section how to release all the marks at
once.

e Save and Release to Student to send the score to the gradebook.

Save and Don't Release to Student Save and Release to Student m Cancel Changes



Releasing assignment grades
Back to index

Go to the Assignments tool on your module site.

Click the Grade link underneath the name of the assignment you want to grade OR click the

submitted link in the In/New column.

Assignment Title For Status
Assignment 1 Entire Site Open

Edit |Duplicate

Peer Review Assignment 1 Entire Site Closed
Edit |Duplicate | Grade

Click the Release Marks link.

View Entire Site v

Find students Name, ID, or Emai

Download All | Upload All [jRelease Marks

Assign this mark to all participants without submissions:

Apply

Once grades have been released to students, you will see a check mark in the Release column.

[T & Studentsz Submitted
[~ & CASSIM. YUMNA (24434442 25-Nov-2016 08:09

~ LETEANE, LEBOGANG (24454702)

How to remove/delete an assignment

Back to index

Status
Returned

Returned

Grade
80.00
70.00

Release

v

v

In the assignment list, select the assignments you want to remove/delete by clicking the relevant

check boxes in the Remove? column.

Assignment Title For Status Open
£ Group Assignment 2 , 3 Selected Open  24-Nov-2016
Groups 12:00

Edit |Duplicate | Grade

& Assignment 1: Political marketing Entire: Site Open  23-Nov-2016
campaigns 12:00

Edit |Duplicate | Grade

Entire Site Closed = 23-Nov-2016
12:00

& Peer review assignment

Edit |Duplicate | Grade

Click the Remove Selected button at the bottom of the list.

Remove Selected

02-Dec-2016
17:00

01-Dec-2016
17:00

24-Nov-2016
15:40

Scale

0-100.00)

0-100.00)

0-100.00

Remove?

[
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Confirm the deletion, by selecting the Delete button.

Delete assignments...

I Alert: Are you sure you want to delete 'Peer review assignment’ which has submissions already?

Title Due Date Status Submissions
Group Assignment 2 02-Dec-2016 17:00 Open 0
Peer review assignment 24-Nov-2016 15:40 Closed 6

Ea)em

Note: Removing as assignment with student submissions will also permanently delete the
submissions and grades for that assignment.

PDF Marker

A new PDF marker tool is available enabling lecturers to mark assignments, submitted in PDF format,
electronically (on screen). The tool is still under development to improve and extend its
functionality, but can already be used for basic marking. This Infographic provides an overview of
the steps for using the application. For detailed instructions on downloading, installing and using the
tool please view the short video clips here or scroll down for step-by-step guidelines.

For quick access to the various steps in using this tool select from the list below:

e Setting up your assighments

e Installing the PDF Marker software

e Download assighments from eFundi

e Marking assignments with PDF Marker

e Uploading the marked assignments and grades to eFundi

e Uploading the marked assignments and grades to eFundi
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http://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/ctl/KeepOnTL/Infographic_PDF%20Marker%20Tool_v2.pdf
http://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/ctl/KeepOnTL/Infographic_PDF%20Marker%20Tool_v2.pdf
http://services.nwu.ac.za/centre-teaching-and-learning-ctl/lecturer-efundi-support#marking-assignments-with-the-pdf-marker-tool

Setting up assignments

Back to steps

Choosing the correct settings for your eFundi Assignment to ensure that you can use the NWU PDF
Marker is essential.

Step 1: Login to eFundi and go the particular module

Step 2: Navigate to the Assignments tool and click on “Add”

»

= Overview B} ASSIGNMENTS

¥ Announcements . Assignment List  Marklist

By Assignments

Assignment List

[I7 syllabus

Step 3: Give your assignment a title and add instructions.

Add new assignment

Title =

Assignment Instructions *

? | @ Souce | @ B @ & 4 Q%MWL == 4 99 B
B I US| x, xX EE& = 9 % MEtWEE=E® 0
Styles = | Format = | Font ~ | Size -A- B HE

Words: 0, Characters (with HTML): 0/1000000

Add declaration of authorship

Setup the rest of your assignment as you would usually do when setting up an assignment. However,
at the section for Student Submissions Type you must click on “Uploaded PDF File(s) only”.
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Student Submissions

Submission Type * Uploaded PDF File{s)only *
Inline only

Allow Resubmission
Attachments only

Marking Setup Inline and Attachments

Mon-electronic

Submission Notification Email Optj Single Uploaded File only

Uploaded PDF Fle(s) only

(*) Do not send notification emails for any

Note: Remember to activate the Marking System by choosing Points from the dropdown menu and
giving your assignment a total mark.

Marking

Marking System * Points hd
For points, enter maximum 10.00
possible

Step 4: Once done, click on “Post”

Preview Cancel

These steps entailed the setting up of an assignment for the later use of the PDF Marker tool. Follow
the steps ahead to see how you can go about installing and using the tool.



Installing PDF Marker
Back to steps

Step 1: To download the PDF Marker tool, please click here.

Step 2: Click on pdf-marker-Setup-1.0.37.exe to download the installation file.

O Why GitHub? Team Enterprise Explore Marketplace Pricing Search Sign in | Sign up |
= efundi / PDF-Marker @Watch 3 £ Star 1 ¥ Fork | 2
<> Code (@) Issues Il Pull requests 6 () Actions [} Projects ) Security [# Insights
E:I e Dismiss
Be notified of new releases
Create your free GitHub account today to subscribe to this repository for new releases and build software
alongside 50 million developers.
1.0.37
O v1.037
o crrress . wandit released this on Apr 23
Compare ~ vi.8.37
MAM-218 PDF Marker - PDF export error > investigate the cause
~ Assets 5
[¥%) latest.yml 351 Bytes
I Q) pdf-marker-Setup-1.0.37.exe 93.9 MB I
@ pdf-marker-Setup-1.0.37.exe.blockmap 101 KB
[3) Source code (zip)
m Source code (tar.gz)

Step 3: Depending on your Browser a pop-up window will ask you what to do with the file. If this
happens, click on “Save File”

You have chosen to open:
(8" pdf-marker-Setup-1.0.37.exe

which is: Binary File (33,9 MB)
from: ...github-production-release- asset- 2e63be.53. amazonaws.com

L.

Weuld you like to save this file?



https://bit.ly/37Zc2lT

Note: Depending on your internet speed the downloading process may take a while as the file is
quite large (about 92MB).

Step 4: Locate the downloaded installation file in your Downloads folder. Then right click on the
folder and click on “Run as administrator”

¥ Windows (C:) » Users » .7.6.27. » Downloads » w
Name Date modified Tpe Size

v Today (1)
i pdf-mi- R pn 96,120 KB

~ Earlier lm Fiipg as administratar
E'] TeamV Troubleshaat compatibility pn 26,959 KB
€ audaci Fun with graphics processor b 27584 KB
=L ECRM Pin to Start brabst D.. 3,471 KB
" PoEOg brobat D, EER -

£2 Send with Transfer...
v Last weg Mowve to Dropbox

Note: If your computer gives you a warning about trusting the file that wants to make changes to
your computer, please allow it to do so by clicking on “Run anyway”

Windows protected your PC

sy Instaling, please wait...
(J-j

Once the installation is complete, the program will open.
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Step 5: In order to import assignments later on, you will have to create a folder in your My
Documents |/ Documents folder with the name “PDFM”

ER 9 = | Docume — O *
Home Share View
<« v A E] s ThisPC » Documents v & Search Documents
~
Mame Date modified Type
3+ Quick access
Adobe File folder
e Creative Cloud Files AVer File folder
& OneDrive Custom Office Templates File folder
Downloads File folder
E This PC GroupWise File folder
. 3D Objects GroupWiseArchive File folder
[ Desktop My Digital Editions File folder
| .
@ Documents My Maps File folder
Madine Smit File folder
4 Downloads
- = Mo preview available.
d Music PDFM File folder
=] Pictures Creencast-U-Matic File tolder
@ videos Sound recordings File folder
s Windows (C) Wondershare Filmora 9 File folder
= Local Disk (E) Zoom File folder
= Local Disk (F)
- Local Disk (E:)
- Local Disk (F:)
Q} MNetwork =
15items 1 item selected

Step 6: We will now have to link the “PDFM” folder you created in your Documents to the program.
To do so, navigate to Settings in the PDF Marker tool at the top right corner (the gear icon) and click
on “App Settings” form the dropdown menu.

@ POF Marker - O *

File Edit View Window Help

@ NWU*° PDF Marker "~ ~

* App Settings

Rubrics

> Assignment 1 PDF Welcome to PDF Marker.

Step 7: In the PDF Marker Settings, click on the button called “Browse”

% Settings

:\Users\2226_ _ .. \Documents\PDFM

Save
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Then find the folder your created in Documents called
Folder”

“PDFM”. Click on it and then click on

“Select

@ sclect Folder X
<« v E] s This PC » Documents v | O Search Documents el
Organise » MNew folder =z - o
s -~ - - -
o Creative Cloud Fil MName Date modified Type Size
X Adobe File folder
@ OneDrive )
AVer File folder
[ This PC Custom Office Templates File folder
8 3D Objects Downloads File folder
B Desktop GroupWise File folder
GroupWiseArchive File folder
My Digital Editions File folder
‘ Downloads .
My Maps File folder
b Music Nadine Smit 2020/01/30 16:06 File folder
&=/ Pictures f D0/05/16 002 f
B videos I PDFM 2020/06/05 16:04 File folder I
5 Windows (C:) Screencast-0-Matic 20, f2412:34 File folder
— Local Disk (E) Sound recordings 2020/06/23 14:22 File folder
. Local Disk (F) Wondershare Filmora 9 11:48 File folder
Zoom 6/18 13:45 File folder
— Local Disk (E:) e
Folder: | PDFM
Select Folder Cancel

Then click on “Save”

2 Settings
Browse

ChUsers\22268537\Documents\PDFM

Sakai

3

Note: If you have multiple modules, you may have to create multiple folders, which will also require

you to change the pathway every time.

Now that we have installed the program and started setting it up, you can almost start marking.
Look in the next section for the next step to getting your marking done.
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Download assignments from eFundi

Back to steps

For this step, you will be required to do a Bulk Download of the submitted assignments to mark with
the NWU PDF Marker software.

Note: In your initial creation of your Assignment the settings for the submission types should only
have allowed for PDF uploads. If this was not chosen and a student submitted with another file type,
the import of the bulk downloaded zip file into the PDF Marker software may not be successful.

Step 1: Login to eFundi and navigate to the Assignments tool for the applicable module.

Step 2: In the Assignments tool, click on “Grade” for the assignment that you will be marking.

Assignment Title

Assignment 1

Edit | Dupl r.ah=- ild;-

Step 3: Click on “Download All”

ASSignment 1 - submissions

Find students e - m

Dc--.'-.'nnrpla;:: All § Upload All | Release Marks

Aszign this mark to all participants without submissions:

Apply

Step 4: In the next window click on the “All” block to allow to download all the items listed below.
This step is important, otherwise you will not be able to mark the assignments in the software.

38



Student submission text (original student submitted text, possibly containing
instructor added comments)

Student submission attachment(s)

Mark file (grades.csv file at top level of archive)

CsV format, file grades.csv
+) EXCEL format, file grades.xls

Feedback text (the inline comments with student submission)

Feedback comments (comments.txt file if available in student's folder. Comments
are put into the Instructor Comments field for each student's submission)
Feedback Attachment(s)

+ Include students who have not yet submitted

Downloa Cancel

Note: Leave the mark file to CSV as this is the required file type to be imported successfully to allow
PDF Marker to capture the marks.

Then click on “Download”

Depending on your browser, a pop-up window may ask what you want to do with the file. If this
happens, simply select to “Save File” and click on “OK”

You have chosen to open:

£3 Assignment 1_20200622144432.zip

which is: WinRAR ZIP archive
from: hitpe/fefundimvuacza

What should Firefox do with this file?
() Openwith  WinRAR archiver (default) v
@§aweFlle

Do this automatically fer files like this from now on.

[t || cne

Note: In some instances, your download may not have occurred automatically and you will need to
click on the Download button in eFundi once more:

You have chosen to download student submissions. If you encountered a problem downloading all submissions, click on the following link:

Step 5: The file that downloaded is a Zip folder. Locate the downloaded file in the Downloads folder.

For the next steps in the process of marking the assignments with the Marking tool, see below.
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Marking assignments with PDF Marker

Back to steps

Note: Please note that at the time of this tutorial was make the PDF Marker tool was still under
construction as it was launched in June 2020. Should you have any questions please feel free to
contact your eFundi Helpdesk to refer your question to the PDF Marker Community. You can also
join the PDF Marker eFundi Site. For steps on joining a joinable site, click here

Step 1: Open the PDF Marker software on your device

@ pdf-marker
App

Step 2: In the top right corner click on the icon for Import Zip from default LMS

Step 3: Click on “Browse”

Import from a zip file

Browse QChoose ZipFile

Rubric
[0 No Rubric
Select Rubric * b
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Step 4: Select the zip folder from your Downloads folder and click on “Open”

l Downloads »

-+

Mame
~ Yesterday (1)

i Acsignment 1_20200622144432
~ Last week (1)

M Assignment 1_20200819153311
~ Earlier this month (1)

8 Assignment 1_20200622084635

> Along time ago (13)

¥

Date modified

2020/06/22 14:44

2020/06/19 15:33

2020/06/08 08:46

v Search Downloads

Type

WinRAR ZIP archive

WinRAR ZIP archive

WinRAR ZIP archive

e

== w

Size

7,965 KB

2,658 KB

7,965 KB

name: | Assignment 1_20200622144432

v | |Zip Files

il |

Step 5: Select the “No Rubric” box and click on “Submit”

Note: Back in the “Import form a Zip File”-screen note that one of the features of the software that
is still under construction is the Rubric tool. Once this is updated, you can click on the Rubric block to

activate the use of a pre-created rubric. Please note that once this feature has been fully updated,
we will update the steps for creating a rubric here.

Select File

8 Import from a zip file

Browse  Assignment 1_20200622144432.zip

Assignment Name *

Assignment 1_20200622144432

Rubric

No Rubric

Select Rubric -

[ @




Once the import is complete and successful a green banner will appear at the top with the

assignment appearing on the left.

> Assignment 1 I

9 Successfully extracted assignment to default folder!

8 Import from a zip file

select File

Browse Choose Zip File

Rubric

[J No Rubric

Select Rubric * -

Step 6: To access the assignments and start marking, click on the assignment title on the left bar.

> Assignment 1 I

9 Successfully extracted assignment to default folder!

8 Import from a zip file

select File

Browse Choose Zip File

Rubric

[J No Rubric

Select Rubric * -
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A list of all the student’s work will appear:

Assignment 1 a8
Test, Test w

s10

e

Test, Test B @

s12

TTM' et % CdeBeer 22268537+1.pdf 32.00 @

—_—

Note: In this example a list of Test students’ IDs have been used. Under the column for Student
Names your students’ names will appear with their attached assignments in the second column.

To start marking, click on each assignment’s title.

Step 7: On the top left is a bar with the different marking tool options.

Select the applicable marking tool to start marking and click on anywhere on the document to apply
the tick mark. Note that placed marks can also be moved from one place to another on the
document by clicking and dragging them.

c =

+ Assignment 1 I @) (V) () (x)(E III ®ra m'm (@ =

> Test, Test(s10)

> Test, Test(s11)

i b @J NWU

v Test, Test(s4)

> Feedback Attachment(s) CCMM 517: FINANCIAL REPORTING

 Submission attachment(s)
B cass - INDIVIDUAL ASSIGNMENT: (16 MARCH 2020) TOTAL: [35]
deBeer 22.5 7 T+1.pd

ANSWER SHEET

%

> Test, Test(s5) N

> Test, Test(s6)
> Test, Test(s7)

FlestIeEy NAME & SURNAME: Ch"lshue de %%V

> Test, Test(s9)

B oraces.csv

STUDENT NUMBER: o= vv wv

QUESTION 1: (15 MARKS)

QUESTION 2: (20 MARKS)

1. Apply Rubric

As noted above, once the updates for this part of the software has been updated, this part of the
tutorial will also be updated.
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2. Single Mark

This mark will add one mark per tick. Note that if you wish to allocate an item with
two marks, you will have to place to check
QUESTION 1: {15 MARKS)
marks.
St 1.1 A el . 2 |m E |@ ] To delete a mark, simply hover over the tick
Question 1.2 A B lﬁi D E @ | mark and click on the dustbin image
Question 1.3 A K/ c E (1) ;
Question 1.4 A B c v E @ .
- e | X For one mark, place only one tick mark
Question 1.5 A “j( c D E 2)
Question 1.6 A B <:RSS D E @
Question 1.7 x B c D E @)
Question 18 | }(\ B e D E ()]
3. Half mark

This mark will add a half a mark per tick.

R R
250 o —
250 odp
E—
v/\
77 0ao
1200

4. Acknowledge mark

This mark will not add a mark and is often used by reviewers to acknowledge marks given. It will also
appear in another colour, which can also be changed.

5. Cross mark

Note that the cross mark does not deduct marks.

. O

6. Comment and Mark

When using this mark item, a popup will appear as soon as you place the item on the document by
clicking on the relevant place.

[ a1




2 Marking Comment The section title is the title that will
appear on the list in the Preview

/ marks panel

Section Title *

Mark: *

Comment

This item looks slightly different, with a red circle

o 1l — and the mark total given in the middle.

To edit the item, simply hover over with your mouse of the item and click on the pencil figure.

To delete the item, simply hover with your mouse over the item and click on the dustbin figure.

7. Preview Marks

Previewing the marks will give you the following pop-up window that summarises the marks thus far
given. Note that the “General Marks” represents the marks given from the Single and half marks
given. The marks for “Introduction” and “Image inserted” represents marks given with the Comment
mark.

[ 1L




Test, Test(s25) X

Results:
Introduction: 3
Image inserted: 1
General Marks 5
Total =9

Mote: This is only a preview. Please go to Assignment Overview to
Finalise and Export

Step 8: Move between pages

0 (MM

v Assignment 1 #vivwlaix QA

> Test, Test(s10)

> Test, Test(s11)
> Test, Test(s12) Lnu NWU
+ Test, Test(s4)
> Feedback Attachment(s) CCMM 517: FINANCIAL REPORTING
~ Submission attachment(s)

INDIVIDUAL ASSIGNMENT: (16 MARCH 2020) TOTAL: [35]
B CdeBeer22.5 5T+ pdf

CdeBeer <5./pdf

ANSWER SHEET

I®)

Y T—
B timestamp. it (y
0

> Test, Test(s5) N

> Test, Test(s6)
> Test, Test(s7)

e NAME & SURNAME: Ch"lsteue de %%V

> Test, Test(s9)

B oraces.csv
STUDENT NUMBER: == vv v

QUESTION 1: (15 MARKS)

QUESTION 2: (20 MARKS)

(V172

Step 9: Change the view of the document.

Note: This feature only works when the Rubric was used.
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\ Assignment 1
> Test, Test(s10)
> Test, Test(s11)
> Test, Test(s12)
+ Test, Test(s4)
> Feedback Attachment(s)
v Submission attachment(s)

B CdeBeer22.5 5T+ pdf
CdeBeer 2277 5/.pdf

B comments b

B timestamp.txt

> Test, Test(s5)
> Test, Test(s6)
, Test, Test(s7)
> Test, Test(s8)
> Test, Test(s9)

B orades.csv

®1/4

iy o

CCMM 517: FINANCIAL REPORTING
INDIVIDUAL ASSIGNMENT: (16 MARCH 2020) TOTAL: [35]

ANSWER SHEET

%

NAME & SURNAME: Ch"lsteue de %%V

STUDENT NUMBER: - vv vv

I®)

[ ) (L1

] |

Step 10: Change the colour or delete the items

Tip: You can change the colour of your marks. This is helpful if you are the reviewer of assessments.

Note: Clearing the marks will delete all the marks and that once completed this step cannot be

undone.

\ Assignment 1
> Test, Test(s10)
> Test, Test(s11)
> Test, Test(s12)
+ Test, Test(s4)
> Feedback Attachment(s)
v Submission attachment(s)

B CdeBeer22.5 5T+ pdf
B cdeBeer 222 o5/ pdf

B timestamp.txt

> Test, Test(s5)
> Test, Test(s6)
» Test, Test(s7)
> Test, Test(s8)
> Test, Test(s9)

B orades.csv

g

®14 ul in

iy o

CCMM 517: FINANCIAL REPORTING
INDIVIDUAL ASSIGNMENT: (16 MARCH 2020) TOTAL: [35]

ANSWER SHEET

%

NAME & SURNAME: Ch"lsteue de %%V

STUDENT NUMBER: - vv vv

i.=

The colour palette will be the colour

of the current colour selected.

Step 11: Navigate between assignments that are being marked

There are two methods of navigating between assignment submissions.

Option 1

Click on the Assignment title on the navigation bar on the left. Then click on the title of the

assignment of the next student’s work.
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Assignment 1
> Test, Test(s10)
> Test, Test(s11)

> Test, Test(s12)

+ Test, Test(s4)

@ines

Ry nwu

> Feedback Attachment(

 Submission attachment(s)

w Assignment 1 I

B CdeBeer22.5 5T+ pdf
CdeBeer 2272% :5/.pdf

B comments b
B timestamp.txt

> Test, Test(s5)
> Test, Test(s6)
, Test, Test(s7)
> Test, Test(s8)
> Test, Test(s9)

B grades.csv

=

~N

> Test, Test(s10)
> Test, Test{s11)

> Test, Test(s12)

~ Test, Test(s4)

» Feedback Attachment(s)

~ Submission attachment(s)

: FINANCIAL REPORTING
IASSIGNMENT: (16 MARCH 2020)

ISHEET

NAME: Chl’lsw\e

é% %%V

TOTAL: [35]

%

bweer: oo .o oo

I®)

~ Assignment 1
> Test, Test(s10)
> Test, Test(s11)
> Test. Test(s12)
v Test, Test(s4)
> Feedback Attachment(s)
 Submission attachment(s)
B cis +1pdf
[ ] od|

> Test, Test(s5)

> Test, Test(s6)
> Test, Test(s7)
> Test, Test(s8)
> Test, Test(s9)

Assignment 1

Test, Test

Test, Test

s11

Test, Test

Test, Test

Test, Test

Test, Test

Another way to navigate between assignments would be to click on the names of the students listed
in the navigation bar on the left and from the dropdown click on Submission attachments and click o
the assignment you wish to mark.

~ Assignment 1
» Test, Test(s10)
> Test, Test(s11)

» Test, Test(s12)

v Test, Test(s4)
» Feedback Attachment(s)

~ Submission attachment(s)

S

.
—.pd

» Test, Test(s5)
» Test, Test(s6)
» Test, Test(s7)
» Test, Test(sB)

» Test, Test(s9)

[ a8




Exporting marked assignments and marks from PDF Marker

Back to steps

When following these steps to export the assignments and upload to eFundi, the student grades will
also automatically upload. The exported file will be in the form of a zip file.

When you are done marking the assignments click on the title of the assignment on the left

navigation bar:

Assignment 1
> Test, Test(s10)
> Test, Test(s11)
> Test, Test(s12)
+ Test, Test(s4)

> Feedback Attachment(s)

 Submission attachment(s)

> Test, Test(s5)
> Test, Test(s6)

> Test, Test(s7)

(
> Test, Test(s8]
(

> Test, Test(s9)

B grades.csv

=

Then click on the icon on the far right-hand-side called “Finalise and Export Assignment’

v Test, Test(s4)
» Feedback Attachment(s)

~ Submission attachment(s)

» Test, Test(s6)

C
@ines oD
Ry nwu
: FINANCIAL REPORTING
w Assignment 1 I
IASSIGNMENT: (16 MARCH 2020) TOTAL: [35]
> Test, Test(s10)
ISHEET
> Test, Test{s11)
0,
, %o
> Test, Test(s12)

NAME: Ch"lshue é% %%V

MBER: 1-- v .

)

Assignment 1

Test, Test
Test, Test
Test, Test
Test, Test

Test, Test

© o

A pop-up window will ask if you are sure you want to do this step. Select “yes” if you are sure.
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Another window will appear in which you will have to choose where the zip file must be stored. For
the purpose of the upload you will have to store the file in the PDFM folder (or the related module
folder initially created) in your Documents that was created in the steps of Installing the PDF Marker
software. Once selected, click on “save”.

@ :ae *
<« v A @ s ThisPC » Documents v | O Search Documents el
Organise « Mew folder = - 0
~ - £ - ~
@, OneDrive MName Date modified Type Size
Adobe File folder
& This PC
_ ) Aver File folder
< 3D Objects Custom Office Templates File folder
B Desktop Downloads File folder
GroupWise File folder
Downloads GroupWiselArchive File folder
J», Music My Digital Editions File folder
=/ Pictures My Maps File folder
X Madine Smit File folder
m Videos
= Windows (C) PDFM File folder
= Local Disk (1) creencast-U-Matic Hletclcle-r
= Local Disk (F) Sound recordings File folder
v Waonderzhare Filmnra 9 File folder v
File name: | Assignment 1 PDF (3) -
Save as type: | Zip File ~
» Hide Folders Cancel

The next step will be to upload your marks to eFundi. Read the next section to see the steps for
uploading your assignment marks to eFundi.



Uploading the marked assignments and grades to eFundi

Back to steps

Follow these steps after you have marked the assignments and exported the marked assignments
and grades.

Step 1: Login to eFundi and navigate to the module code

Step 2: Navigate to the Assignments tool and click on “Grade” for the particular assignment whose
marks need to be uploaded.

= Overview B ASSIGNMENTS
f:} AnnoUnCaments Add Assignment List  Marklist  Student Viey
E Assignments I
Assignment List
& Markbook
W eailics View Assignment List v
£ Sitelnfo
& Gradebook
@ Help Assignment Title
Assignment 1
Edit | Duphcatel|

Step 3: Select “Upload All”

Assignrnent 1 - submissions

Find students i — m
Download AIII Upload All IReIease Marks

Azzign this mark to all paFticipants withour submissions:

Step 4: Browse the zip file that you stored in your Documents folder under PDFM

*File:
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<« v » ThisPC » Documents @ PDFM v O Search PDFM el
Organise « MNew folder = O @

-~ . - .
& Creative Cloud Fil Name Date modified Type Size

Assignment 1 PDF File folder
Assignment 1 PDF (2) 20

Assignment 1 PDF (3)

@ OneDrive
File folder

E This PC File folder
_J 3D Objects
B Desktop

‘ Downloads
J‘! Music

@Assignment‘l PDF (3) ZIP archive 4165

&=/ Pictures

m Videos

s Windows (C:)
- Local Disk (E:)
- Local Disk (F)

= local Disk (F1 ¥

File name: | Assignment 1 PDF (3) v| All Files ~

Ca . ce'

Step 5: When choosing the elements for the upload, click on all

*Choose which elements in the archive file to upload

J Al
! Rmission attachment(s)
| toggle select all ¢
wrar e ygrades.csv file at top level of archive)
C5V format, file grades.csv
EXCEL format. file grades.xls

Feedback comments (comments.txt file if available in student's folder. Comments are put into the Instructor Comments field for each student's submission)
Feedback Attachment(s)

Step 6: Click on Upload

Cancel

Allow time for the upload. Remember that the more students you have, and the larger their initial
file submissions, the longer the upload may take. Check your students’ Grades in the particular
assignment after a few minutes.

All the marks will reflect once done.
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Need help?

Back to index

You can make use of the Sakai based Help resources available on all eFundi sites, or contact your site

of delivery eFundi Support Desk.

OR: Please attend eFundi training or contact your eFundi Support Helpdesk:

eFundi Support Desk:
Call centre: 018 285 5930

Campus support:

Mafeking: Potchefstroom:

Tel.: 018 389 2447 Tel.: 018 285 2295

Office: ADC Building, Block D Office: Building E8, Room 107A
Room G80

Vanderbijlpark:
Tel.: 016 910 3035/8
Office: Building 13, Room SL313

OR

Log a ticket: support.nwu.ac.za



https://support.nwu.ac.za/Login/Login?ReturnUrl=%2f

	Enter grades into spreadsheet and save the file.

