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Assessment Manager 
 
As submissions are not available for self tests, this function is available only for quizzes and surveys. 
 
The Assessment Manager is divided into 3 functions: 

 Settings:  dates, results, time limits, etc 
 Submissions:  view and grade student submissions 
 Reports:  view basic and statistical reports on performance 

 
 
To Locate the Assessment Manager 

1. Click the Teach tab, and then click the Tool View subtab. 
2. Then locate the Assessment Manager area located in the second column of the Tool View. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Managing a Students’ Submission 
 
To View and Grade Assessment Submissions 

1. On the Tool View screen click the Submissions link in the Assessment Manager area. 

 
2. If the Assessment was automatically graded it will appear under the Graded tab.  To view the 

assessment submission of a particular student, click the green arrow next to the assessment 
name.   This will display the students who have taken and submitted the assessment.  To view 
their submission click the attempt link.  i.e. View Attempt 1 
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If the Assessment was not automatically graded click the Not Graded tab.  To view the 
assessment submission of a particular student, click the attempt link.  i.e. View Attempt 1 

 
 
3. When a submission is opened, you can override scores and enter comments. 
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4. Then click the Update Grade or Cancel button. 

 
To Grade a Particular Question on a Quiz at Once without seeing Student Name (Anonymously) 

1. From the Not Graded tab, click the name of the submission you want to grade. A list of 
questions is displayed.  

 
2. For the question you want to grade, under options, click the Grade all attempts of this 

question button . The View Attempts screen appears.  
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3. A Display Names/Hide Names button toggle allows you to grade students without seeing their 

names if you choose. To display student names while grading, click Display Names.  To hide 
student names while grading, click Hide names. Students are randomly sorted and displayed 
by designated number, from 0001 on.  

4. Under Attempt, click the attempt of a student to grade. The View Question Attempt screen 
appears. 

 
5. In the Score text box, enter the grade. 
6. In the Comments for student text box, enter comments if desired. 
7. Depending on whether you are viewing the last attempt for this question or not, you have the 

following options: 

o If you are viewing the last attempt for this question, do one of the following: 
 To save the current attempt and view the member list, click Save and View Next 

Attempt. 
 To view the member list without saving the current attempt, click View Member 

List. 
o If there are more attempts to be viewed for this question, do one of the following: 

 To save the current attempt and view the next, click Save and View Next 
Attempt. 

 To view the next attempt without saving the current, click View Next Attempt. 
 To view the Member List without saving the current attempt, click View Member 

List. 

Training 4 May 12, 2005 



WebCT Vista 3.x 
 If you are finished, click Done. 

To Reset an Attempt for an Assessment 
8. Click the Reset button  in the options column for the appropriate student next to the attempt 

that needs to be reset. 
9. Click OK to complete the reset. 

 
The View Submissions screen also provides a “time” link for each attempt that a student made on the 
assessment to determine the time the assessment was started/stopped, when each answer was saved, 
and the approximate amount of time spent on each question.   
 
To View Time Information for an Assessment 

1. From Either the Graded or Not Graded tab, click the green arrow next to the assessment name.   
This will display the students who have taken and submitted the assessment.  To view their time 
information click the time link.  i.e. 00:00:06 

 
 
Viewing Reports on Assessments 
Reports allows you to view basic and statistical reports on student performance. 
 
To View Reports 

1. On the Tool View screen click the Reports link in the Assessment Manager area. 
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To View Student Performance 

1. From the Assessment Title drop down list, select the assessment you wish to view the 
performance for. 

2. Select the Performance Radio button. 
3. Click Run Report. 

 
To View Item Statistics 

1. From the Assessment Title drop down list, select the assessment you wish to view the 
performance for. 

2. Select the Item Statistics Radio button.  Then from the adjacent drop down list choose the 
report criterion. 

3. Click Run Report. 
 
To View Summary Statistics 

1. From the Assessment Title drop down list, select the assessment you wish to view the 
performance for. 

2. Select the Summary Statistics Radio button.  Then from the adjacent drop down list choose 
the report criterion. 

3. Click Run Report. 
 
To View Class Statistics 

1. From the Assessment Title drop down list, select the assessment you wish to view the 
performance for. 

2. Select the Class Statistics Radio button.   
3. Click Run Report. 
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