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There are always several ways to do things in Scholar so I will share with you the way I use
but if you see cues to other methods, feel free to deviate if you wish.

Be sure that when you design the settings for the assignment you arrange for the
submission feedback component to be set up so you can share comments and return files.
You can use one or both tools to share back with a student.

Click on the name of the assignment to open it. Then you will see a summary of the number
of files submitted and the due date and below that summary box is a line that says
“View/Grade all submissions

(Some faculty will prefer reading all the submitted assignment files at one time and may
wish to download them to their desktop for later reading. If that is your preference, at this
point, pull down the menu item called “Grading Action” in the upper left hand corner and
chose the option called “Download all submissions.” There is also a feature that allows for
bulk uploading of all faculty comments.



If you prefer to grade from within Scholar, click on the line called “View/grade all
submissions.” Once you have clicked on this line then you see a chart with each student’s
name is on it and the date that they uploaded their work. Click on the box in the column to
the right of the student’s name (it has a pen at the top of the column) to enter the grading
sheet for that student.

By clicking on the square with the pen icon above the grade (it would be 0/0 if nothing has
been graded yet). That allows you on the grading sheet for the individual student.

Notice that Scholar tells you if there are any files submitted so you can click on that file.
(pretend there is a word file loaded above for this example). So you can assign the score and
enter it in the box next to the “Grade out of …” and then the feedback comments can either
be your individual comments, or you can copy and paste the correct answer into the box.
Or…



(At this point, if you had chosen Advanced Grading, the rubric you had entered would
appear or if you chose to choose an offline grading worksheet of some it would
appear here. Please contact me for more instructions for those other options.

You can upload a file that contains the answers or copy and paste the answers onto the
student original submission and send that back to them. To do that, open the student’s
submission by clicking on it and then using the “save as” command under the File menu and
save the file with a new name and I save mine to my desktop so I can find them again.



The score you have entered is now entered in the gradebook in the column for this
assignment. At the bottom of the individual page is the following choices:

I would recommend selecting YES for notifying students as this choice sends them an email
to their Simpson email telling them that their assignment has been graded. This cuts down
on emails and phone calls. It also allows you to award a score of 0 for un-submitted work
and you can write a message in the feedback saying the work is missing and if you will allow
the work to be submitted late and with what penalty.

You can always change awarded grades as many times as you want. If you wish to grade the
next student’s work, then click on “Save and show next” or if you are done grading for now
click “Save changes.”


