Responding to Assignments through the Student Drop Box
Retrieving the Assignment
1. From the Control Panel, click on Manage Course.

2. Click on Manage Students. 

3. Under the column related to the assignment, click on the Submissions link.

4. Under the Status column, for any individual student click on the Not Graded link to open the student’s work.

a. The screen that opens will include information on the student and the assignment. Click on the link to the file submitted by the student.

b. In the window that opens, select the file you wish to see and click Download.

c. Choose to Open or Save the file to a location on your computer.

i. Choose Open if you plan to work with it immediately. Note that unless you specify otherwise, when you save it will reside deep in your computer, i.e., My Computer/Local Disk C:/Documents and Settings/yourname/Local Settings/Temporary Internet Files/Content.IE5/[a-folder-with-8-seemingly-random-letters]/the-file-itself.

ii. Choose Save to place the file immediately into a location where you can find it again. (After you respond, you can then Save As to change the name of the document that includes your response).

Responding to the Assignment
1. If the assignment is submitted as a Microsoft Office file, you can use the Track Changes and Insert Comment features to respond (there is a separate job aid on this for Word).

a. Students will be able to see changes you have suggested by deleting and inserting text. If they revise, they will be able to accept or reject any of those proposed changes.

b. Students may also read comments you have inserted without making any changes to their text. If they revise, they can keep or delete the comments.

2. Make sure you save any file with tracked changes or comments under a different name. Verify its location—you will need this to upload it back into WebCT.

Sharing Feedback with a Student
1. Within WebCT, navigate to the student submission you have responded to:

a. Execute Steps 1-4 under Retrieving the Assignment above to open the assignment window.
b. If you have opened and are responding to the assignment in one sitting, the assignment window is already open.
2. To make a file available to the student, e.g. the student assignment with your comments, click Upload File.

a. Click Browse.
i. Navigate to the location on your computer where the file resides.

ii. Select the file and click Open.

b. Click Upload.

c. You will see the file name in a shaded box with the date and time you uploaded it.

d. You can remove the file you have uploaded by clicking in the box to the left and clicking Remove. 

3. Write a general comment in the box at the bottom of the page. This is required. If you have commented within a file instead, use a phrase like “See returned assignment.”
4. Submit the grade numerically in the grade box. This is required.
5. Click Grade.

6. The notation in the assignment column for that student will now change from Not Graded to Graded, and the student will be able to access the grade and your comments.

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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