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Purpose and approach     10 min
• Conduct online submissions where students 

can hand in documents.
• View and evaluate student submissions.

Valid from Moodle version 3.11

... Configure settings (part 2)

Editing mode1

Configure settings (part 1)3

Choose Assignment2
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continue on page 2 ...

Set the time window for availability. The active 
”Cut-off date” indicates the absolute last oppor-
tunity to submit. 

Define here in which form you 
would like to give feedback. 

Make additional settings depending on 
the selected submission type. 

If you activate ”Students submit in groups”, 
students will see the submission within their 
group. 
IMPORTANT: If no groups are created in 
the course, all students will be assigned to a 
default group. In this case, the submission 
settings apply to this standard group.

”Simple direct grading” is suitable for 
arithmetic examples and similar tasks. 
Essays and group work can be graded in 
one rubric and assessed simultaneously 
according to different sub-criteria.  
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View student submissions4

Submission: view submitted file, enter grading, comment and save grading4a

continue on 
page 3 ...

continue ...

TIP: If the quick grading is activated, 
you can enter the points directly into 
the overview. 

Select ”Download all submissions” 
to continue working with the sub-
missions locally. 

IMPORTANT: Do not forget to save your entries. 
The button ”Save all quick grading changes” is always 
located below the overview. Please note that this 
button is only displayed when the quick grading is 
activated. 

This symbol hides further 
setting options and fun-
ctions of the assignment 
module.

4b4a
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View the submission document on the left and enter the grade and comment on the right4b

IMPORTANT: Finally, do not for-
get to save the changes you have 
made and to notify the students if 
necessary.

TIP: The submission 
status and any stu-
dent comments are 
displayed here.

IMPORTANT: Switch between stu-
dents here. You can also search for 
students here.

TIP: Here you can 
switch between 
different views.

continue ...

TIP: Useful annotation tools 
are available for PDF submissi-
on documents!
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Short description of the procedure

1. Activate the button ”Turn editing on” on the top right of the course site and then click in the preferred 
topic on ”Add an activity or resource”.

2. Select ”Assignment” from the selection of activities. The assignment settings page loads. 

3. Give the assignment a meaningful name [3a] and optionally provide further information in the descripti-
on field. Do not forget to specify formal criteria, such as the exact file name. 

 The availability regulates the time window [3b] in which the assignment can be processed and submitted 
by the students. The cut-off date regulates late submissions: If it is the same as the due date, students 
cannot make late submissions. If the cut-off date is after the due date, students can still make late sub-
missions during this period. If the cut-off date is not activated, students can submit at any time after the 
due date and late submissions are marked accordingly. 

 Select the task type ”Online text” or ”File submission” [3c]. Depending on your choice, you can make 
additional settings.  

 You can give feedback in different ways [3d]. Online comments are entered directly into Moodle when 
the work is assessed. However, you can also enter comments offline or online directly into the students‘ 
work and make them available to the students.  

 Assignments can be submitted in groups. If you activate this option under ”Group submission settings” 
[3e], several students can access a submission. In order for students to view only their small group‘s 
submission, you need to assign students to their groups at course level.  

 The assignments are graded by points [3f]. Enter the maximum grade [3g] and determine the grading 
method [3h]: ”Simple direct grading” allows the immediate allocation of points for an assignment. Ru-
brics allow assessment according to several criteria at the same time, the total score is the sum of the 
points achieved in the individual criteria. For more information on rubrics, see the German cheat sheet 
”Peer-Review mit dem Workshop Modul abbilden”. Save your entries to create the assignment [3i]. 

4. Now course participants can upload and submit their assignments. In the assignment overview you can 
see how many assignments have been submitted and how many of them have not yet been graded. You 
now have two options. Select ”View all submissions” [4a] to go to all submissions or click on ”Grade” 
[4b] to jump straight to the first student‘s assessment.

4a. You can edit the submissions individually online or save them locally and edit them. Select ”Down-
load all submissions” to download all submissions in a ZIP file. The quick grading function allows you 
to enter the students‘ points directly into the overview. Save your entries with ”Save all quick grading 
changes” below the overview.

4b. View the student‘s submission document directly on the left and enter your evaluation and com-
ments on the right. There are also navigation elements in the top right-hand corner that can be used 
to switch between students. Finally, do not forget to click on ”Save changes” and notify the students 
if necessary.
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