w WestVﬁgirﬁaUmversity® How to Use Grading Forms in eCampus

Setting up Grading Forms for an assignment or assessment in eCampus takes some time
and effort, but once created, it will save you hours of grading time. There are several
steps involved. This handout will guide you through the process.

Step 1: Create a Grading Form I Build I

|
&) Designer Tools

@8 Manage Course

File Manager Under the Build tab, select the Course Tool for Grading
= Forms from the Designer Tools menu on the left.

Grading Forms
' Selective Release

Your location: Grading Forms

Grading Forms Select the Create Grading Form button.

| Create Grading Form | *

There are currently no grading forms.

Enter the Title of the form  Create Grading Form
and a Description where

indicated “Title: PowerPoint Presentation - Development
We will continue with the Description: This grading form addresses the development of the
“PowerPoint Presentation presentation. A separate grading form is used for evaluating

the actual delivery of the presentation.

Development” for our
example.

There are two parts to the Grading Form set up:
e Add Criterion
¢ Add Performance Indicators

You will see the default criteria—Spelling, Grammar and Style and the default
Performance Indicators—Need Improvement, Meet Expectations, Exceptional. You can
change or add to these as you wish. To add a new Criterion or Performance Indicator,
select the Add Criterion or Add Performance Indicator button.
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You can also remove Performance Indicators and Criteria by selecting the “Remove”

icon. I-_I';

| Add Criterion | | Add Performance Indicator |

To edit the name of a criterion or performance indicator, click its Edit icon.
Objective/Criteria | Performance Indicators |
;"‘ Meed Improvement & [ |* Meet Expectations ¢ [» |* Exceptional & [% |

* Spelling »» [
*points *points | *points
* Grammar > [ I 1 7 IT
*points *points | *points
* Style & [
I *points *points *points

You will have to compose the Performance Indicators for each level of performance you
establish. (See example in Appendix).

Then apply the point values to each level of performance. You may choose to keep the
values the same for every Criterion in every Performance Indicator column, or you may
want to weight some Criteria more heavily than others.

Step 2: Create an Assignment | Build I

' While you are under the Build tab, select the

&3 Course Tools Course Tool for Assignments from the menu
# Course Content E on the left.

E° Announcements Your location: Assignments

B Assignments Assignments

Calendar Click the Create _» | Create Assignment |
£ Learning Modules (H) Assignment button.

MNo Assignments have been created yet. To cr

sl Syllabus
j| Web Links

B Library Research
{(H) = Hidden
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When the Create Assignment form
appears, enter the Title and Instructions
of the assignment where indicated. The
example used here is for the development
of a PowerPoint presentation (as opposed
to the delivery of the presentation).

Make sure that the “Show Item” button is
selected so that you'll be able to see what
you are creating in all views. If you want
to hide it from students later, you still
can.

If the button is not available, skip to
Assignment Recipients (lower on the
page) and select “All Students Individually”
so that the assignment will appear under
the Student tab when you go there to test
it later.

For Student submission format, select
“Text.” Enter due date where indicated
(not pictured here). Make sure that it is
today’s date and is at an hour earlier than
the current time.
Under Grading select Grading
“Allow the
assignment to be
graded” AND “Grade

Grade Book column title:

Create Assignment

Description:

[RomarPoint Presentation - DEveiopmon: < em—

Item Visibity: & chew em
Hige [tem
[This bem cannat b msde visible untd it 15 assigned to an indivs
Prapans a BoansiPoinl presentation containsng no more than
15 shdes to presant 4 topdc of wour chgice. Fingl submissisn

for this assignment will consist of eoe PowerPoint file and
one dotument conteining the script for the presentation.

7 s HTML

Mtachments: Add Astachments

Student submission Tormast

= Teat
[ SRuderria provede beal, aliach fkel, do Both.)

el sie
[Students submit & ZIP file comtaining & web site compased of fed with rolative links.)

Assignment recipients
Deegide laker | Sawe asshgnemvent 85 & dralt and sand it Sater)

& AN Students ndivideally <Q—

| Croate additional sets of instructions for groups of Shedents

! Grouas of Students

=P o Allow the assignment to be graded (A column is automatic

PowerPoint Presentation -

by Grading Form.” T Release grade to Students in My Grades

Mumeric grade: Out
of

Alphanumeric grade

=P ) Grade by Grading
Form:

- Select Grading Form E

iDesign |

West Virginia University is an Equal Opperturity/Affirmative Action Institutian

West Virginia University iDesign.wvu.edu



W WestVIrginiaUniverSigl@ How to Use Grading Forms in eCampus

Step 3: Pretend You’re a Student A

4 A

I Student \'I'Bw_l If you are new to writing rubrics, or

grading guidelines, like this you
may find Rubistar a helpful tool.
Now, let’s test this Grading Form. Under the Student View http://rubistar.4teachers.or

tab, select Assignments from the Course Tools menu.

Several rubrics for a variety of

subjects
The assignment that you created in Step 1 should be listed are there to get you started.
o . You will have to name the rubric
there. (If it is not, go back to the Build tab and make sure and enter a zip code in order to
you have entered due date and time.) download a rubric. Pull down

menus in the “Category” column
) ) provide Criteria to choose.
Select your assignment. The next screen will show you the Descriptive Performance

assignment and instructions as your students Indicators for four levels of
. performance will appear.
will see them.

You will no doubt want to edit the

. . . default descriptors, since these
Click on the Preview button to see how your students will rubrics are designed for K - 12
see the criteria you included in your Grading students. You may edit them on
screen before downloading, or you

Form. may save and download them as
. html or Excel files to edit on your
Use the Add Attachments button to upload your sample desktop.
files. You can create a blank ppt file and a fake document for )
this test. Make sure you hit the Submit button at the bottom Y

of the page.

PR U Student View Grading_Forms - FD-LM02

@ Course Tools ¢« Your location: Assignments > Edit Submission M

i Course Content | Edit Submission: PowerPoint Presentation - Development (Attempt 1 )

@ Assignments o ¢
|| Due Date: November 24, 2008 12:00 PM Status: In Progress (Attempt 1)
Web Links q
! Library Research Grading Criteria: Grading Form out of 40| preview |

Type: Work individually

@ My Tools A
8| Notes Instructions:

Prepare a PowerPoint presentation containing no more than 15 slides to present a topic of your
choice. Final submission should consist &l jnt file and one document containing the script
for the presentation.

Attachments:

. Rale Praviow

-
Provicw - Pawupninrx:mnmunn - Dewelopment E:
Submission:

This grading form oddresses the dewoiopment of the preseptaton. A soparate grading

Fosm is used for avaluating the sctual delivery of the presentation,
Objective ! Critaria Perfermancs Indicators
Podr Fair Good Exceptional
Spalling & {1 poknts) (2 pointa) {3 padnks) {4 points)
Grammar Slidug have Slides haye 1 or Slided haye no | Sikdes have no
more than 2 |2 grammatical | more than one | misspeilings or
grarmenatical  |errors, but o lerrorin grammatical
andfar spalling | misspallings, er |gramear and | errars,
e — P —— npalling
Duf HTML Originakity {1 meinks) 12 seiAmm) (3 peinks] 4 painem]
v - Frassnration is |Fresentation Prasgncation | Fresentasion
| Add Attachments | a rehash of shows an shows same | ghows 5
other poople’s |amempt at erighnality and | considerable .
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Step 4: Grade the Assignment Submission l Teach 1

Go to the Teach tab to see how you will
grade the student submission.
. ) Ret Stud for furth diti
SeIeCt the ASSIgnment Dropbox under 9] S:vir?oiorur:h:rn:essexranzre?jitlit;;g
the Instructor Tools menu. You will see () Return graded submission to Student(s) with the following grading form grade
. . . | Complete Grading Form | out of 40
the assignment you just submitted as a
Demo Student listed there.

*Save Options:

Click on the link in the Title column, and the Assignment Submission will appear. You will
see the student’s submitted files linked and ready for download.

When you grade a real student submission, you will click on the submitted files to
download them to your desktop so you can read them. Skip this step for this
demonstration, and let’s

H Complete Grading Form of Demo Student for PowerPoint Presentation -
prfatend you already did Biwslopiment
this. :
| Objective /Criteria Performance Indicators
| | Poor Fair |Good Exceptional
Scroll to the bottom of the | Spelling & ) (1 points) ) (2 points) () (3 points) ) (4 points)
page to select the |Grammar |Slides have Slides have 1 or :Slides have no  Slides have no
more than 2 2 grammatical more than one |misspellings or
comp|ete Grading Form |grammatical errors, but no  |error in grammatical
i |and/or spelling |misspellings, or | grammar and errors.
button. Your gradlng form | |errors. |vice versa, |spelling. .
will open in a new window | Originality () (1 points) () (2 points) (™ (3 points) () (4 points)
. |Presentation is |Presentation |Presentation Presentation
(nght)- |a rehash of shows an | shows some shows

lathor nannia'c atfarmmnt ot lmriminalitv and roancidarahla

You will notice that there is a radio button beside each Performance Indicator. Select
the most descriptive indicator for each Criteria.

When you get to the bottom of the form, you will notice that the score has been tallied

for you as you selected the indicators. \
Total: 34 out of
You have an opportunity to _ _ _ _ .
i i If you w_'ant to override the grade, enter a value in the Change to field. This value will
override the auto-tally if you appear in Grade Book.
wish. You also have a text area Change to: out of 40

in which to write any comments  comments:
or feedback to the student in
addition to the point score.

Grade Book audit log comment:

Be sure to click the Save button
at the bottom of the page so
that the score will be recorded. . .
Audit comments will only be saved when a grade change has been made.
When you do, the Complete :
) . ) | save | Jcancel | | View Audit History |
Grading Form window will
disappear and you will see the score recorded in your Grade Book.
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Step 5: See how your students will see the graded assignment.

Under the Student View tab, go to Assignments and select the Graded tab. Then select
the View Graded Grading Form button.

The Graded Grading Form will Status: Gridmdes 108 10:48 AM
appear in a new window with :
checkmarks next to the Performance
Indicator selected for each Criteria.

Submitted™s

OO Preview
View Graded Grading Form - PowerPoint Presentation - Development

This grading farm Addresses the dovelopmant of the presantation. A feparate grading farm

If you included any
Comments, they will be

\/isible at the bottom Of Is used for evaluating the actual delivery of the presentation.
the window. Objective/Criteria Performance Indicators
Foor Falr Good Exceptonal
Spelling & {1 polnis} {2 points) ¥ [3 points] (4 points)
Grammar Glides have Slices hove 1 ar | Slides have no Sliges have no
mora than 2 2 grammatical more than one | Misspellings ar
grammatical arracg, but ng grrar in grammatical
andyor apelling | miGsgellings, o grammar and Brries.
eIrors, vite versa, spalling.
Originality (1 paints) {2 palnts) {3 padénits} = (4 paints)
Presentation is | Presentation Presentation Priscantation
a rehash aof shaws an shows sgme rhermn
othar pasple's BEETHE &L ariginality ang conslderable
Idea’s and or origimality and Invantiveness. urlqinﬂ‘-i:‘r and
graphics and Irvantivensss on | The content and | mvantivenoss.
shows wiery 1 or 2 slides. ideas are Th cantant and
little attempt at presented In an | deas e
original thaught. Interesting way. presonted In a
unlgue and
Interasung way.
Background Color (1 painis) (2 poines) ¥ (3 points) (4 points)
or Graphic Backgrownd Background does Background Background
makes iE nat detradt froam  dops not detragy | doés no detract
aifficule fo see | tekt or other frism Tast or from text ar
text or graphics. Choloe other graphics, | other graphics.
competes with | of background Chaolce off Choice af
i graghecs varies backgraund (S Dackground 6 &
ok Rt &1l cansidarably consigtmnt frem | coONRigbant fram -
e =" " S — e~
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WV' WestVirginiaUniversity.

Appendix

Sample rubric used in for this presentation.

i Your location: Grading Forms + Preview

Praview - PowerPoint Prasentation - Development

This gradimg form addresses the development of the presentation. A separate grading form |s used

for evaluabing the sctual defivary of the presentation

|people's idea's
{and ar graphics

WVUiDesign |

ObjectivefCriteria | Parformance Indicators

at orginality and
inventivenass on 1

content, out iz a
little hard to read.

West Virginia University |

\Poor Fair il;nnﬁ Exceptional
Speiling & in: 1 painks} {4 points) | {3 points) (4 points)
Gramimar [Slides have mare |Shides have Lor 2 |Slides have no Slides have no
{than 2 grammatical | mare than. ane misspallings or
;grammatlcai arrors, buk no {error in grammar |grammatical
|andfor spalling misspeliings, or  [and speiling. Brrors.
|arrors, wice varsa.
r[lrlgll'tal{t'll ifl penes) {& points) |43 points) [4 paints)
|Presentation isa  |Presentation | Presentation Presentation
!renas.ﬁ of other shows an attempt Iihuwa soma shows

| @riginality and

Inventiveness, The §|:|I'l ginadity and

{and shows very or 2 slides. Ecnnc-ent and |deas |inventiveness. The
|litthe attempt at |@re presented in |content and ideas
|origimal ehought. |am Interesting ara presentad in a
wWay. unigue and
| Interasting way.
rﬂa.r:ln:nmuzl und Color El:.'l paines} {4 points) [{3 points) [4 points]
or Graphic |Backgraund Background does !Elack:_:nt.'-unu:l does  |Background does
[makes it difficult  |not detract from |not detract frem | no detract frem
|3 see text ar text or other !':e:-ct or othar bext or other
|competes with graphics. Cholce of | graphics. Cholce | graphics. Cholce
|ather graphics on | Gackground vares |of background i |of background is
{thre slide. considerably |consistent from conslstent from
|Background choice | throughout |slide to slide. slide ta slide and
lchangas prasentation or is is appropriate for
| Ehrowsghout not approgriate for the tophc.
| presantation. content.
Text - Font [{1 paoints) {2 poinis) ({3 points) (4 paoints)
Cholce & EFl:-nt colar and Font coior and |Font cobor and Fant color and
Formatting |formatting makes |formatting has il‘crnﬂa!:tlr-g has foarmats have been
(it wery difficult bo | been carefully peen carafully carefully planned
read the material. |planned to planned to to enhance
complement the. | enhance legibility | legibility,

{and readability.

|
Sequencing of [ {1 pents) {& points) |3 points) [4 paints)
Information | Trere is no clear  |Some Information | Most information | Information is
{ptan or logic for is logically |is organized ma |organized in 3
| |
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Objective/Criteria |Performance Indicators

Slide Content

Graphics

Sitde Transitions

Script

Poor

|Falr

|
the organization of | sequenced,

the information.

1 paints)
Many ideas ger
slide. Content
goas well beyond
the 7x7 rule.

{1 paints)
Graphics are
gratultous and
hawve [ittle or no
relatronship to the
txpic. Hluminating
or clarifying
graphics ara
absent. Graghic
size & unbalanced
for the slide
content.

1 points)
Differant visual
transition Is wsed
for nearly every
slide. Mo
cisistency. Too
many “specal
affects”
trensitions.
Transition choices
datract from
content.

{1 points)

Seript
accompanying the
PowerPodnt file is
naot seguenced
with the slides, or

[rowever more
|than one shde or
item of

| infarmation
tappears out of

| place.

[t2 points )

| Miora than one
|idea per shida.

| Content goes a
|littde beyond the
Fud rule.

[12 points)
|Graghics ars

| nit<and-miss as ta
appropriateness,
Some ara
{clarifying and
some-are nok.
Graghics sizes are
| ot always the

| best use of slide
|space.

|

:{E points)

{More than two

| transition cholces
lare used.
[Transition choice
i-:letra-::ts fram

| congent.

[{2 points)
!E‘u:n.:-t
acCHmpanying
BowarPoint is in
|loglcal seguance,

Good

clear, logical way.
One slide or item
of informakion
appears out. of
place.

|43 points)

Some slides stick
to one idea and
some doa't
Cantent adhares
closely to the #x7
rules.

{3 points)

Most graphics ara
clarifylng and
illurninating. Some
that should bea
included are not,
Graghics szes are
maostiy balanced
witlh shide content.

{3 points)
Qne transition
choice is usad
throughout,
however that
choice detracts
from conkent.

14 points)

Script
accampnaying
PowarPoint Is in
fogical seguence,

| but slide indicators | and. slide
|

i
|Exceptional

Edear. lagical way.
5]': i5 2asy to
{anticipate the type
;nr material that
{rilght ba an the

| next slide.

{4 points)

All slides contain
_il:-nlg.- on idaa,

Contetn
consistently
{adheres to tha
| #x7 rube.

f4 points)

Eﬁll graphics are

{eppropriate,
iluminzting and

felarifying.

{Graphics sizes are

{balanced with the

E|:-'c|1|ar content on

(the slides

%thruug hiout the

| presentaticn,

|

{(4 pomnts)

Une transition
{chaice s used.
{The choice does
nok detract from
content and adds
“polish® bo the
overall
| presentation.

(5 paoints)

Seript
BOCOMpanying
PowerPoint is in
logical sequeance,
and slide

out of 40 J
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|PoOF

| "

Iz lacking in
|descriptive
{content. Text is

|
|Formztted too
{small ar is not

| objective /Criteria | Performance Indicators

Falr

are inconsistently
tnserted. Contant
Is fairly clear and

| Good
|indicators are

| consistent.
!C-:l-'ltent is Fairiy

GEsCripiive. Text is !ElEEF znd

fairly readable for |descrigtive. Text is | Text s cleary

|Exceptional
lindicators are
consistent.
Contant is clear
and descriptive.

|legibie for the the speaker |fairty readabla for |readable for
)
lspeaker's |the speaker cpaakarn
|reference. | [
| citations [¢0 points {1 points) |{:£ points) (3 points)
| Mo citations are Most guotations | Maost guotations All guotations and
|included for and ideas are land referanced refarenced ideas
| quotations and cited, but either  |ideas are cted lare citad propery
|referenca ta incompletely or  |correctly. |and prominently,
|others (deas. undeary. |
l out of 40 I
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