Creating a Student Drop Box

1. To create an Assignment Module:

a. From the Homepage, click on the Evaluation module (this is created by default with every WebCT course).

b. Select the radio button next to Designer Options at the top of the screen.

c. To the right of the page, click on Add Page or Tool.

d. Under the Evaluation and Activity tools, click on Assignments.

e. Fill in the information on the screen that opens, and then click on Add. If you’re going to use this module for a number of assignments, try naming it “Assignments,” “Student Assignments,” or something similar. 

2. To create assignments and add them to your assignment module: 

a. Click on the Assignments icon and select Designer Options. 
b. Under Actions, click Add.
c. Type the title of this assignment into the Assignment Title field and click Add.

d. This process can be repeated for as many assignments as you want to add.

3. To add content and specify requirements for the assignments you have created:
a. Within the Assignments module, select Designer Options and then the radio button next to the specific assignment you want to work on.

b. Under Assignment Options, select the radio button next to Edit.

c. Under Actions, click on the gray Settings box.

i. Basic Settings gives you several options.

1. The Title field will be filled in automatically but can be edited.

2. You must share specific instructions in the Instructions field.

3. You must fill in the Maximum Grade field.

ii. Availability lets you specify release and due dates.

1. Available starting specifies when students can access the drop box. This field must be filled out. 

2. Due date allows you to specify a data or give students the option of turning the assignment in at any time. This field must be filled out.

3. Cutoff date allows you to block or allow late submissions. This field must be filled out only if you allow late submissions.

iii. Notification allows you to specify if you or the student will be receipted when the assignment is received. Caution: if you have many students this will produce many e-mails.

iv. Submissions gives you a choice of permitting students to submit the same assignment more than once. They can retrieve, revise, and resubmit an assignment, but only if it has been turned in on time. If it was turned in late (if you allowed late submissions) it cannot be resubmitted. 

v. Results allows you to control if and when students will get their grades and whether they will see them in a grade column.

1. If you allow late submissions, you should choose Release the score once the availability period has ended and the assignment has been graded. You cannot access the drop box to retrieve the submissions until the late submissions are in.

2. If you do not allow late submissions, you may choose one of the other options.  

a. If you choose not to release the scores or the columns, the students cannot access their grades or retrieve their graded assignments from the drop box.

b. Therefore, try selecting Release the score once the assignment has been graded if you don’t allow late submissions and Yes to Release Column in all cases.

d. Under Actions, in the Import assignment file box, click on Browse to locate an assignment file on your computer. This is optional!

i. If it is already in My-Files of WebCT, select it and click on Add Selected.

ii. If it is not already in WebCT, browse for the file and click on Upload. Follow the directions for uploading files to WebCT (see Cheat Sheet entitled “Uploading Content into WebCT”).

iii. Click on Import. 

iv. The assignment file will be put in place and you will see a verification box with the name of your file.

4.  To review submissions to the assignment.

a. Click on Assignments.

b. Choose Designer View, and then click on Submissions.

c. Students who have not submitted the assignment will be characterized by Not Submitted.

d. Students who have submitted the assignment will be characterized by a hot link reading Not Graded.

e. Click on Not Graded for a particular student to access that student’s assignment.

f. You can open the assignment or download it to your computer.

g. You must submit comments into the comment box and a numeric grade into the grade box—both of these are mandatory.

i.  If you choose, you can use the Insert Comments or Track Changes features of Microsoft Word to respond to a document you have downloaded, and then upload the document with your response to the student. Your comment in the comment box can then be something simple like “See Returned Assignment.”

ii. The grade will be added to the assignment column for that student. If you specified so, the student will be able to see the grade as well.

h. More detailed instructions are available in the Task Aid entitled “Responding to Assignments through the Student Drop Box.”

For more information on this topic, you can attend one of the training sessions offered by UA’s Software Training Services. Sign up at http://www.uakron.edu/seminars; this takes you to a secure site that will require your UAnet id and password. Graduate assistants can register by contacting Cynthia Harrison, x2447 or harrisc@uakron.edu. 
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