Using the Assignment Manager in Chalk

Introduction
The Assignment Manager is a content tool that combines the file exchange capabilities of the Digital Drop Box
withthemanagementandorganizationthattheGradebookoffers.Instructorscanusethisfeatureifanassignment
willbegradedandplacedintheGradebook,requiresthesubmissionofmanypaperstowardonegrade,orwhenthe
instructorexpectstoreceiveaheavyloadoffilesfromstudentsthroughoutthequarter.Onedefiniteadvantage of
using the Assignment Manager is the ability to download multiple assignments at one time.

Creating an Assignment

+ Go to the Control Panel.

« Click on the Content Area where you would like to post the Assignment.

+ On the far right side of the screen, next to the Add Other Content Type @ icon, click on the drop down menu
and select Assignment, then click Go.

« Enter all information related to this assignment; possible points for this assignment, instructions, and any files
that should be attached and click Submit. You will receive a message that the assignment has been updated.

« Aftertheassignmenthas been uploadeditwillappearinthe Content Areathatiswas createdin. Anentryisalso
created in the Gradebook.

How Students View an Assignment
« Go to the Content area where the Assignment is posted.
« Click on the View/Complete link.
« Students should read and understand the instructions and download any attachments for this assignment.

How Students Submit the Assignment
« Once the assignment is complete, go back to the Content area where the assignment was posted.
« Click on the View/Complete link.
« Students can fill in any comments and then browse to find the file to attach to their completed assignment.
« More than one file can be attached by clicking the Add Another File button.

Downloading the Assignment
+ Go to the Control Panel.
- Under Assessment, click Gradebook.
« Click on the name of the assignment to download.
- From the Item Options screen, click on the Item Download option.
« Fromthelist,choose some orall of the assignments to download, then click Submit. Please note that the assign-
ments are downloaded to a Zip file and will need to be unzipped to view.
- On the next page click Download Assignments Now. This will unzip the files to your computer.
«When prompted, click Save.

Grading the Assignment
+ Go to the Control Panel.
- Under Assessment, click Gradebook.
« Click on the assigment name.
« From the Item Options screen, click on the Item Grade List option.
- Enter the grade for each student, then click Submit.

How Students Check Their Grades
« Go to the Assignments area and click on the assignment.
+ A notice appears, “You've completed the assignment. Would you like to see the grade.” Click on See Results.
- Thestudentwillseetheoriginalassignment, theassignmentthatwassenttotheinstructor,theinstructor’scom-
ments, and their grade.
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