INDIANHILLS

COMMUNITY COLLEGE

Faculty Tutorial:
Add the Writing Assessment to a Course

Purpose: To show faculty members how to add the Writing Assessment to their courses.

The following three documents are required to add the Writing Assessment to a course: the
“Writing Assessment Instructions,” the “Instructor Writing Assessment Cover Sheet,” and the
“Student Writing Assessment Cover Sheet.” A fourth document, the “Writing Assessment
Overview,” contains instructions for students on how to submit the assessment online in a
MyHills course. It is strongly recommended that you use this document, as well. These four files
can be downloaded from the Staff Resources area of the Indian Hills website
(www.indianhills.edu/staffresources).

Add a Folder to a Content Area

First, let’s create a “Writing Assessment” folder. From within a course, select a Content Area,
such as “Learning Units” or “Assignments,” from the blue Course Menu.
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The Content Area will open.
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In the sub-menu that opens, select “Content Folder.”

r.ﬂwlﬁﬁﬂwrﬂ'n'.mﬂm#m .

N
Assignments i
g
Build Content ~ Assessments Tools ~ Publisher Content ~ '
a 1
v
Create New Page z
tem Content Folder 4— {
File Module Page (
Blank Page :
Image 7
Y €
Web Link aships 7
Learning Module G EROIC %
li P i
Lesson Plan SlideShare Presentation S
Courselink YouTube Video Y
Voice Authoring F
.H'\Mﬁ AT | '\-W H‘-..J-—.-...‘J

©Indian Hills Community College | www.indianhills.edu | Page 2 of 41




The “Create Content Folder” page will open.
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Under “Content Folder Information,” type “Writing Assessment” in the “Name” box.

Note: The orange asterisk indicates that “Name” is a required field.
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If you would like the folder “Name” to be consistent with the color palette set for Indian Hills
Community College, you may change the color by clicking the box next to “Black.”

Note: Please use the Indian Hills color palette or leave the color black.
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In the window that opens, type “741213” in the “Color value” box.
Then, click “Apply.”
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Select a swatch color

Colorvalue 741213 Preview | Skip

Color Preview Aa Bb Black

#000000)

Cancel § Apply
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The “Color of Name” should nhow be maroon.
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You may add additional information about the folder in the “Text” box. If added, this
information will appear in the content area, under the name of the folder.

Note: This is not a required field. The “Text” box can remain empty.
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Under “Standard Options,” keep “Yes” selected next to “Permit Users to View this Content,” so
that the “Writing Assessment” folder is available to students.
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If you would like to set up time and date restrictions for the folder, check the box next to
“Display After” and/or “Display Until.” Then, click the calendar icon to select a date and the
clock icon to select a time.
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Once you have selected your options, click “Submit.”
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You will be taken back to the Content Area. A green “Success...” message will appear at the top
of the page.
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The “Writing Assessment” folder should now appear on the page.
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Add the “Writing Overview”

Now, let’s add content to the “Writing Assessment” folder. First, let’s add the “Writing
Assessment Overview.” Select the “Writing Assessment” folder to open it.

Note: It is not required that you add the “Writing Assessment Overview” to the “Writing

Assessment” folder in your MyHills course. However, it is strongly recommended since it
contains instructions for students on how to submit the assessment online in a MyHills course.
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The “Writing Assessment” folder will open.

|A=~Indian Hills Community College

P MyHills Courses Community

Writing Assessment =———

¥ MyHills Training: Tutorials

Course Home Build Content + Assessments v Tools v

Before You Begin

-t P A e S of‘“........j
Hover your cursor over “Build Content.”

ks Jroo ol St o J A o e e e T

Writing Assessment

Build Content + Assessments v Tools v Publisher Content ~

qh‘“gﬂ §tomy N

e SN R P P Tt p i r‘..).aﬁ".,__).,o/
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The “Create File” page will open.
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Under “Select File,” type “Writing Assessment Overview” in the “Name” box.
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If you would like the “Writing Assessment Overview” link color to be consistent with the color

palette set for Indian Hills Community college, you may change the color by clicking the box next
to “Black.”

Note: Please use the Indian Hills color palette or leave the color black.
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Select a local file by clicking Browse My Computer or one from within Coursg
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In the window that opens, type “741213” in the “Color value” box. Then, click “Apply.”
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The color should now be maroon.
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1. SelectFile

Select a local file by clicking Browse My Computer or one from within Coursg
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Next, click “Browse My Computer” to locate the file you would like to upload.

Note: The “Writing Assessment Overview” is a PDF.
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Locate the file on your computer that you would like to upload. Then, click “Open.”
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Under “File Options,” check the radio button next to “Yes” for “Open in a New Window.”

Note: It is VERY important that “Yes” be checked, as this option allows students who are using
mobile devices to view course content. “No” will be checked by default.
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Select the options you prefer, under “Standard Options.”

Note: You may set “Date and Time Restrictions” for your file here. Use the “Display After” and
“Display Until” options for files that have limited availability.
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You will be taken back to the “Writing Assessment” page. A green “Success...” message will
appear at the top of the page.
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The “Writing Assessment Overview” should now be listed on the “Writing Assessment” page.
Click the title of the file to make sure that it opens and that it is the correct file.
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Next, let’s add the “Writing Assessment Instructions” to the “Writing Assessment” folder. From
within the “Writing Assessment” folder, hover your cursor over “Build Content.” In the sub-
menu that opens, select “File.”

Note: The “Writing Assessment Instructions” document is two pages. The first page gives
students brief instructions on how to complete the assessment and the second page contains
writing prompts. The instructor should select a prompt (or multiple prompts) for students to
write on and submit. If a faculty member picks a prompt that has more to do with the course’s
subject matter, the students tend to take the assessment more seriously. Also, if the
instructor incorporates the writing into his/her course, it makes the assessment more
authentic. After downloading the document (www.indianhills.edu/staffresources), you should
edit it to include the writing prompt (or multiple prompts) that work best for your course.
Remove those prompts that do not apply to avoid confusion for students.
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The “Create File” page will open.
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Under “Select File,” type “Writing Assessment Instructions” in the “Name” box.
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If you would like the “Writing Assessment Instructions” link color to be consistent with the color

palette set for Indian Hills Community college, you may change the color by clicking the box next
to “Black.”

Note: Please use the Indian Hills color palette or leave the color black.
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Create File 4

Use the File content type to add a file that can be selected and viewed as a page winJ
separate piece of content in a separate browser window. Also, a collection of files oy’
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1. SelectFile

Select a local file by clicking Browse My Computer or one from within Coursg
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In the window that opens, type “741213” in the “Color value” box. Then, click “Apply.”

Select a swatch color

Colorvalue 741213 Preview | Skip
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Cancel § Apply
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The color should now be maroon.
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Create File 4

Use the File content type to add a file that can be selected and viewed as a page witﬁf
separate piece of content in a separate browser window. Also, a collection of files op?
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Select a local file by clicking Browse My Computer or one from within Coursg
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Next, click “Browse My Computer” to locate the file you would like to upload.

Note: Once you have selected the prompt (or multiple prompts) on which you would like your
students to write, it is recommended that you save the “Writing Assessment Instructions” as a
PDF (.pdf), instead of as an MS Word Document (.doc or .docx), as this allows students to
open and view files easier on mobile devices, as well as most other platforms. Also, the
“Writing Assessment Instructions” should be condensed to one page, once unnecessary
prompts and white space are deleted. However, it is critical that the instructions themselves
are not changed in any way (except for removing the prompts that do not apply), as these

instructions must remain exactly the same for all students in every course in order for the
assessment to be valid college-wide.
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1. SelectFile ?
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Locate the file on your computer that you would like to upload. Then, click “Open.”

(2 Choose File to Upload
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The name of your file should appear to the right of “File Name.”

1. SelectFile
Select a local file by clicking Browse My Computer or one from within Course Files by clicking Browse

Course. Enter a Name for the file and choose a Color for the text to appear in the list of content. Click No to
display the file within the Course environment or Yes to display it as a separate piece of content with no

Course page heading.

3+ Name [Writing Assessment instructions |

Color of Name - &

¢ Find File Browse My Computer Browse Content Collection |

Selected File File Name writing_assessment_instructions.pdf h
File Type PDF

Add Metadata...
Select a Different File

2. File Options
P NSRS TP LS S SV i S S S VA S
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Under “File Options,” check the radio button next to “Yes” for “Open in a New Window.”

Note: It is VERY important that “Yes” be checked, as this option allows students who are using
mobile devices to view course content. “No” will be checked by default.

e O#"‘""’w""‘ o= EIWWMM“

7. File Options
Open in New Window —’ (® Yes () No
Add alignment to content () Yes (@ No

3. Standard Options
A S B e o S PR R S Y S

L s TP o e T ]

Select the options you prefer, under “Standard Options.”

Note: You may set “Date and Time Restrictions” for your file here. Use the “Display After” and
“Display Until” options for files that have limited availability.

"'"ﬂv“"“"-—"'m\.""‘i’o‘-u("-""l"‘mmo‘l“f-m--—_-/“

Enter dates as mum/dd/yyyy. Time may be entered in any increment.

[] Display Until | & | | ®

Enter dates as mum/dd/yyyy. Time may be entered in any increment.

3. Standard Options <@ !;
Permit Users to View this Content (e) Yes () No *'
Track Number of Views () Yes @ No !
Select Date and Time Restrictions [] Display After | @ | | © f

-
!
{
4
-

POvy S  a .-i.f'r‘.d"W)I‘H
Then, click “Submit.”

f"—w,“""-._.., T e R

Mg L S ‘llr\.\
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You will be taken back to the “Writing Assessment” page. A green “Success...” message will
appear at the top of the page.

|4~Indian Hills Community College

MyHills Courses Community System Admin

&

Assignments » Writing Assessment

Success: Writing Assessment Instructions created. ‘_

Writing Assessment

¥ MyHills Training: Tutorials iy

Course Home

Before You Begi
bl Build Content ~ Assessments v Tools v Publisher Content ~

Syllabus and Schedule

I T T VI VRS

"..H_"-'M__"f-""“ r*r'r"l"’.-—. .},"‘AH" .

The “Writing Assessment Instructions” should now be listed on the “Writing Assessment” page.
Click the title of the file to make sure that it opens and that it is the correct file.

Note: It is important that you take the time to read through the “Writing Assessment
Instructions” yourself, so that you understand what will be expected of your students and can
respond to questions.

/==~ Indian Hills Community College

MyHills Courses Community

?
T4

[

¢

S
7
/
B {
!
}
&

4

o) Assignments > Writing Assessment

Writing Assessment
¥  MyHills Training: Tutorials #

Course Home Build Content Assessments v Tools ~ Publisher Content

Before You Begin
A o o
Syllabus and Schedule - Writing Assessment Overview

Faculty Information

Learning Units —‘(_l Writing Assessment Instructions ‘_

Assignments

Discussions
A ol P B b T P P i et
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Add the “Student Writing Assessment Cover Sheet”

Next, let’s add the “Student Writing Assessment Cover Sheet” to the “Writing Assessment”
folder we created. Each student will complete, and submit, a “Student Writing Assessment
Cover Sheet” that includes data neccassary for the assessment, along with his/her writing.

Note: The Student Writing Assessment Cover Sheet asks students to identify which, if any,
writing courses they have taken and where. Please explain to students that the “I completed
my college writing at another institution, not IHCC” question pertains to transfer students who
have taken a writing class at another college. Also, please remind students to include their
IHCC Student ID number, as it is very important to accurate data entry. Also, Current Program
does not mean the course name, but rather the student’s major.

From within the “Writing Assessment” folder, hover your cursor over “Build Content” Then, in
the sub-menu that opens, select “File.”

|4~Indian Hills Community College

MyHills Courses Community

Assignments > Writing Assessment

¢ 1
Writing Assessment
¥ MyHills Training: Tutorials fi

Course Home Build Content ~ Assessments v Tools ~ Publisher Content +
S
Before You Begin
Syllabus and Schedule Cleate Newilage
Faculty Information Item Content Folder
File ‘— Module Page

Blank Page
Learning Units Image
Assignments Web Link Mashups

Discussions Flickr Photo

Learning Module

Work Groups Lesson Plan SlideShare Presentation

Course Link YouTube Video

Voice Authoring
Course Tools

Send Email

My Grades

Help Desk
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The “Create File” page will open.

|==~Indian Hills Community College

MyHills Courses Community System Admin
Assignments » Writing Assessment > Create File j
r
t
7 i
Create File €—— ¢

R YIRS EERREn0- Tutonas Use the File content type to add a file that can bg*

Course Home separate piece of content in a separate browser
cascading style sheets (CSS), can be developed o
in order. M

Before You Begin

Under “Select File,” type “Student Writing Assessment Cover Sheet” in the “Name” box.

|4~Indian Hills Community College

MyHills Courses Community

Assignments » Writing Assessment > Create File

Create File

Use the File content type to add a file that can be selected and viewed as a page with
Course Home separate piece of content in a separate browser window. Also, a collection of files Oi“ti

cascading style sheets (CSS), can be developed offline and uploaded into a course ﬁ'on'?'
in order. More Help

-
]
i
¥ MyHills Training: Tutorials :

Before You Begin
Syllabus and Schedule

Faculty Information

* Indicates a required field.
Learning Units

Assignments 1. SelectFile

Discussions

Select a local file by clicking Browse My Computer or one from within Course

g s Wt O UL SRS OV

Work Groups Course. Enter a Name for the file and choose a Color for the text to appear in the
display the file within the Course environment or Yes to display it as a separate
Course page heading. 4
1
Course Tools 3 Name # lStudent Writing Assessment Cover Sheet I -
Send Email 4
Color of Name | 4
My Grades }
% Find File Browse My Computer  Browse Content Collection )
Help Desk Y £
¥
)&“'h“: "ﬂ,'o-n.’. o =y g .,"“"o}“ ‘&-'A-J-' k._._l“.“'-)

If you would like the “Student Writing Assessment Cover Sheet” link color to be consistent with
the color palette set for Indian Hills Community College, you may change the color by clicking
the box next to “Black.”
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Note: Please use the Indian Hills color palette or leave the color black.

PR — i H“_“r-—‘-"’ J""’"‘ﬁ‘.’- e o

1. SelectFile

L e

Select a local file by clicking Browse My Computer or one from within Cours®
Course. Enter a Name for the file and choose a Color for the text to appearin t.
display the file within the Course environment or Yes to display it as a separatey
Course page heading. ’;

<& Name |5tudent Writing Assessment Cover Sheet | !

Color of Name + Black !
el 1

+# Find File I

Browse My Computer Browse Content Collection

o U Y T i e T YT

In the window that opens, type “741213” in the “Color value” box. Then, click “Apply.”

Select a swatch color

Colorvalue 741213 Preview = Skip

Color Preview Aa Bb Black

#000000)

Cancel § Apply
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The color should now be maroon.

MJﬁ:H.'rﬂIMJI“‘”*Wﬂ’.J',
4

*

1. SelectFile {

s SR 4
Select a local file by clicking Browse My Computer or one from within Coursg
Course. Enter a Name for the file and choose a Color for the text to appear in t;
display the file within the Course environment or Yes to display it as a separate
Course page heading.

DA

2= Name [Student Writing Assessment Cover Sheet | “
?
Color of Name—’ ] 4
7

: - 2

“ Find File Browse My Computer Browse Content Collection P
4

A

é

2. File Options ‘!
~

g e P P era ol el P L g LS

Next, click “Browse My Computer” to locate the file you would like to upload.

Note: It is essential for the “Student Writing Assessment Cover Sheet” be an MS Word
Document (.doc or .docx), instead of a PDF (.pdf), as students will need to fill out the first page
of the document and complete their writing on the second page of the document.

#Jﬁlﬂ.'rﬂlwmﬁ‘ﬂwwﬂm'ﬂ,
é

1. SelectFile ;

Select a local file by clicking Browse My Computer or one from within Coursf'
Course. Enter a Name for the file and choose a Color for the text to appear in the
display the file within the Course environment or Yes to display it as a separate
Course page heading.

=

% Name [Student wrting Assessment Cover Sheet |

Color of Name .

% Find File—’ Browse My Computer I Browse Content Collection

2. File Options
g Bl P Preta ol el e p L g LS

\'\\»"t Yl '\«‘\-
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Locate the file on your computer that you would like to upload. Then, click “Open.”

(2 Choose File to Upload

:) .JJ ! » Writing Assessment "7 | Search Writing Assessmem

Organize v New folder EF -

¢ Favorites @15 writing_assessment_instructions.docx

B Desktop X writing_assessment_instructions.pdf

I8 Downloads wn'ting_assessment_instrudions_original.dao(
“Z Recent Places w:iting_assessrnent_instructor_sheet.doc

. Adobe Master Collection CS6 - Shortcut T writing_assessment_overview.pdf
writing_assessment_student_.sheet.doc J

9 Libraries
@ Documents
J Music
Pictures

18 Computer
&, ospisk (C) x

File name: writing_assessment_instructions.pdf « | All Files ("' )

The name of your file should appear to the right of “File Name.”

m!""ﬂdf‘ml"\I_thﬂof’“r“f'l‘w.fo_l"—m(r/WMM,.

1. SelectFile

Select a local file by clicking Browse My Computer or one from within Course Files by clicking Browse Course. Enter
a Name for the file and choose a Color for the text to appear in the list of content. Click No to display the file within the
Course environment or Yes to display it as a separate piece of content with no Course page heading.

3% Name | Student Writing Assessment Cover Sheet |
Color of Name . v
# Find File Browse My Computer I Browse Content Collection I
Selected File File Name writing_assessment_student_sheet.doc h
File Type DoC
Add Metadata...

Select a Different File

2. File Options
P Y N Pt O B R S P S R e i A A N —rt—r B
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Under “File Options,” check the radio button next to “Yes” for “Open in a New Window.”

Note: It is VERY important that “Yes” be checked, as this option allows students who are using
mobile devices to view course content. “No” will be checked by default.

e O#"‘""’w""‘ o= EIWWMM“

7. File Options
Open in New Window —’ (® Yes () No
Add alignment to content () Yes (@ No

3. Standard Options
A S B e o S PR R S Y S

L s TP o e T ]

Select the options you prefer, under “Standard Options.”

Note: You may set “Date and Time Restrictions” for your file here. Use the “Display After” and
“Display Until” options for files that have limited availability.

"'"ﬂv“"“"-—"'m\.""‘i’o‘-u("-""l"‘mmo‘l“f-m--—_-/“

Enter dates as mum/dd/yyyy. Time may be entered in any increment.

[] Display Until | & | | ®

Enter dates as mum/dd/yyyy. Time may be entered in any increment.

3. Standard Options <@ !;
Permit Users to View this Content (e) Yes () No *'
Track Number of Views () Yes @ No !
Select Date and Time Restrictions [] Display After | @ | | © f

-
!
{
4
-

POvy S  a .-i.f'r‘.d"W)I‘H
Then, click “Submit.”

f"—w,“""-._.., T e R

Mg L S ‘llr\.\
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You will be taken back to the “Writing Assessment” page. A green “Success...” message will
appear at the top of the page.

|E=~Indian Hills Community College

MyHills Courses Community System Admin

Assignments » Writing Assessment L4
C

Success: Student Writing Assessment Cover Sheet created. ‘—

Writing Assessment

¥ MyHills Training: Tutorials #iy

Course Home

Before You Begin
1 Hleg Build Content ~ Assessments v Tools + Publisher Content

Syllabus and Schedule

i L VO U

LtV S S ’“4--0""“‘ N __’uul‘ [

The “Student Writing Assessment Cover Sheet” should now be listed on the “Writing
Assessment” page. Click the title of the file to make sure that it opens and that it is the
correct file.

Note: Remember, the “Student Writing Assessment Cover Sheet” must be an MS Word
document so that students can complete the Writing Assessment.

|4~Indian Hills Community College

8 MyHills Courses Community

Assignments > Writing Assessment

Writing Assessment
¥  MyHills Training: Tutorials

Course Home Build Content ~ Assessments v Tools ~ Publisher Content ~

Before You Begin

41 it i
Syllabus and Schedule = Writing Assessment Overview
|\ =)
Faculty Information
Learning Units A Writing Assessment Instructions
| =
Assignments
Discussions
NEOUCLIOD S J_J Student Writing Assessment Cover Sheet 4—
. | —

Course Tools

Q“_“* ‘i\ﬁ‘—‘ i e A St Y an

‘r*‘lgf‘“""“#*\ff’o.l‘”#"“’“
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Add the “Writing Assessment” Assignment
Now, let’s add the “Writing Assessment” assignment to the “Writing Assessment” folder. Each
student will complete, then submit, the “Student Writing Assessment Cover Sheet” as an

assignment via the “Writing Assessment” assignment tool we are about to create.

From within the “Writing Assessment” folder, hover your cursor over “Assessments.”

|4~Indian Hills Community College

MyHills Courses Community

&

Assignments > Writing Assessment

Writing Assessment
¥ MyHills Training: Tutorials iy

Course Home Build Content ~ Assessments v Tools + Publisher Content

Before You Begin

L0 - o
Syllabus and Schedule = Writing Assessment Overview
Faculty Information
Leaming Units A | Writing Assessment Instructions

Assignments

Discussions

|
L\“*—\m\\.h\.r\.m*‘\ms\'\“"

B e P e gy S T SRS BT & o Y SRy ey |

In the sub-menu that opens, select “Assignment.”

|==~Indian Hills Community College

MyHills Courses Community

&

= Assignments » Writing Assessment

Writing Assessment

¥ MyHills Training: Tutorials

Course Home

Assessments v Tools ~ Publisher Content ~

aa

Build Content v

Before You Begin

4 1 EP
Syllabus and Schedule —\ Writing 4 Test
=)

Survey

Assignment ‘—

Self and Peer Assessment

Faculty Information

Learning Units A | Writing A
=)

Assignments

\-‘, S N . P PR G O, S WO

it _p...’ PP praats " P s f 2 d - e p P
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The “Create Assignment” page will open.

|==~Indian Hills Community College

P MyHills Courses Community System Admin
Assignments » Writing Assessment > Create Assignment (-
3
+
: f
Create Assignment €¢———
: iy . ) F
¥ Mytlils Trainlag: Tutortals: f Assignments are a form of assessment that adds a co!'ui
Course Home give feedback to each student. More Help 3

Before You Begin

Under “Assignment Information,” type “Writing Assessment” in the “Name and Color” box.

/==~ Indian Hills Community College

& MyHills Courses Community System Admin

Assignments > Writing Assessment > Create Assignment

MM-\’“-‘

Create Assignment

R T iniieg T utoliats Assignments are a form of assessment that adds a column to the Grade Center. Usj
Course Home give feedback to each student. More Help 4
g |

Before You Begin P4

Syliabus and Schedule = )

“ Indicates a required field. ¥

Faculty Information -
i

J

Leaming Units 1. Assignment Information *;
Assignments <+ Name and Color [ virting Assessment Il Bk }
Discussions 4
Instructions {

Work 6roups T T T T paragraph V| aria [V| 30200 [V|iE -2 - B

& 'Mx PJD‘ 3“"‘*&4—-.-—"-_ ‘E_-« %wa-i[;'.%""‘ --m....-..-*:?(
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If you would like the “Student Writing Assessment Cover Sheet” link color to be consistent with

the color palette set for Indian Hills Community College, you may change the color by clicking
the box next to “Black.”

Note: Please use the Indian Hills color palette or leave the color black.

r"‘-.l'“-.-v-v-f"".J"“ Tt oy T v rrad T g e M

o

1. Assignment Information ;
3+ Name and Color [wrting Assessment | [ G ‘— i
Instructions J

T T T T Pparagraph || Arial Msapy [ME-E-T- 2 &
D Oa SEEE=SETT ==1=vJ

@© @ @M fi omMshps ~ T « © © L M t

r-

st o T s P g A | e __’._J

In the window that opens, type “741213"” in the “Color value” box.
Then, click “Apply.”

Select a swatch color

Colorvalue 741213 Preview = Skip

Color Preview Aa Bb Black

(#000000}

Cancel Apply
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The color should now be maroon.
1. Assignment Information

4= Name and Color |Wr'ﬂir|g Assessment I. h

Instructions

T T T T Pparagraph || Aial Msamy [ME-E-T- 2
R S R S ST R ey SRS SR e et SR

aa\'\,“\'\'\.a—‘\,

Leave the “Instructions” text box empty and do not attach any files.
Note: Instructions for the assignment have already been provided in the “Writing Assessment

Instructions” PDF (uploaded earlier in this tutorial). Do not provide any additional
instructions, as it is critical that the instructions themselves are not changed in any way

(except for removing the prompts that do not apply to the course).

'_"f‘w"w“’-"ﬂd" .I‘*‘.J"‘—.M‘c‘“_‘wﬁ“h‘_‘_r—' m"‘man"

1. Assignment Information

<+ Name and Color %Wrﬂing Assessment ] .

lnstrucﬁons<_
T | T[T |F paragraan]Arial 93{121:1} ElEE = T2 @R i KA

% D 0O Q EEEEE-TT —|=lo||¥ir

@@ @ E fi vMshps - T &« © © 4 BB

HTML

Path: Words:0 4

2. Assignment Files <—

Aftach File Browse My Computer Browse Content Collection

3. Grading
e B s " o Pt o b et ara o T i o P et
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Enter the number of points possible for the assignment under “Grading.”

Note: This is a required field. You may enter “0” as the “Points Possible,” however, it is
recommended that points be assigned for the assessment, as long as it relates to the student
learning outcomes of the course, so that students complete it.

(R —’M%—J‘“N-J“*

3. Grading

2= Points Possihle+ E

A ,‘f—“"-_wu Vol o A

\‘\4%‘\

Under “Availability,” keep the box checked next to “Make the Assignment Available.” Also,
select one of the options for “Number of Attempts.” The first option allows a student to submit
the assignment one time, the second option allows a student to submit the assignment an
unlimited number of times, and the third option allows the instructor to type the number of
times a student can submit the assignment in the box.

Note: The message “This assignment cannot be made available until it is assigned to an
individual or group of students” is referring to the “Recipients” section of this page, which is
described later in this tutorial. Also, “Allow single attempt” will be selected by default.

Bo il gl P J“ "JJ*"“*’"'*MWs-—tM..J"'Jf\.

4. Availability

Aw gy s

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

[[] Track Number of Views

Make the Assignment Available A
This assignment cannot be made available until it is assigned to an individual or group of students. (
7

4

Number of Attempts (@ Allow single attempt f
_> ( Allow unlimited attempts )

O Number of attempts:[ | -
Limit Availability [] Display Me'l | | | (52) .
Enter dates as mm/dd/yyyy. Time may be entered in any increment. f
; = — +

[] Display Until | | @& | |© *
e
&

¢

4

o e P ‘_/""“--u' D R O > —r——— g
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Instructors may also limit access to an assignment using “Limit Availability.” A “Display After”
date and time, a “Display Until” date and time, or both may be entered. Students will only be
able to access an assignment during the dates it is available.

AV ol T T e T e I G A e I P gt

Number of Attempts @ Allow single attempt 4
() Allow unlimited attempts
O Number of attempts:[ |
I Enter dates as mm/dd/yyyy. Time may be entered in any increment.

(] Display Until | @[ [©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

[[] Track Number of Views

e VS L L VLRGSO

FAI“M‘GJHM*"_“""'J_'P“J J."‘“J"’J‘“”

Check the box next to “Due Date” and enter the date and time by which the assignment should
be submitted. It is recommended that instructors always assign a “Due Date” because
assignments will then appear for students in their “To Do” module on the “Course Home” page.

Note: Be sure to add the Writing Assessment to your Course Schedule so that students are
aware of the assessment and its due date.

B e e A i G I gt AR L o P 1)

5. Due Dates

Submissions are accepted after this date, but are marked Late.

DueDate—’ u] @ | 1©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

\‘kum"'\p“‘«u— -

I‘JJ..._.__,'" 2 pt— ﬁ..o'*,f“l\o.}*r‘““‘_j"'“-r,“qw'—"

Keep “All Students Individually” selected for the “Recipients” of the assignment.

Note: “All Students Individually” is the default option.

r‘JJ -I‘""""“'"“"’"'"‘w“"""*“--J'Mﬁ!“-f,“#ﬂ"f

-~

6. Recipients

If any students are enrolled in more than one group receiving the same assignment they will submit more than one
attemnpt for this assignment. It may be necessary to provide these students with an overall grade for the assignment. &

Redpie“‘5—> @® Al Students Individually

() Groups of Students

by sany W

@ ST g PR

4“&“u}“—ﬁu-l““‘u)fr‘%W-“rd‘,w*‘*‘m-r’f‘““__*‘ﬂd"‘—r""\H/
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After setting up your “Writing Assessment” assignment, click “Submit.”

/"'“‘_'_‘—-.—-vr. r#-—i—ﬁ-.‘f

You will be taken back to the “Writing Assessment” page. A green “Success” message will be at
the top of the page. The “Writing Assessment” assignment you created will be the last item on

the page.

|=~Indian Hills Community College

MyHills Courses

&

¥ MyHills Training: Tutorials
Course Home
Before You Begin
Syllabus and Schedule

Faculty Information

Learning Units
Assignments
Discussions

Work Groups

Course Tools
Send Email

My Grades

Help Desk

COURSE MANAGEMENT
JM-”../'— ._4)...,..__;-&&’n_‘_"\f-o’“rf.’a‘,.’wd“‘_ﬂan.'.mﬂ-—

Assignments » Writing Assessment

Community

LR

Success: Writing Assessment created.

H

Writing Assessment

Build Content +~ Assessments v Tools ~ Publisher Content ~

J__S Writing Assessment Overview

L

(s

Writing Assessment Instructions

Student Writing Assessment Cover Sheet

s

%s Writing Assessment 4—

kgﬁt S S S O W B Vi e o N S \H""‘\\.
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Download the Completed Writing Assessments

Once all of the Writing Assessments have been submitted, you can download them from the
course’s Grade Center. From within the Grade Center, click the arrow that appears next to
“Writing Assessment.”

Note: Assessments can be downloaded once they are submitted or after they are graded.

Y o G S NI o n O o o i ST L R P R R L ey

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the
table cell for the grade. When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter
a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate through
the Grade Center. More Help

Create Column Create Calculated Column v Manage v Reports v Filter Discover Content Work Offline ~

> MoveToTop  Email Sort Columns BY: | ayout Position Order. 4 Ascending

Grade information Bar Last Saved:September 12, 2013 11:16 AM

i .
B (astName  © FirstName ' vCourseGrad * WritingAssesi ¥ LU0%:Quiz ¥ LUO:Quiz ' LU0S:Quiz

] Dent Stuart c @ "15.00 e

[J Learner Janet A @ 18.00 (@) -

Selected Rows: 0 < >
Move ToTop  Email Icon Legend

resm o d g '-“M"——&n/"ﬂm'""\."‘*MHJ‘F\J‘#-“”M\-" PO

In the menu that opens, select “Assignment File Download.”

4ot gon AT [l 4 S A o et PGl JEAAT Y vt o

Grade Information Bar Last Saved:September 12, 2013 11:16 AM
D | ast Name ; a riting Asst LUOS: Quiz
] Dent Stuart ¢ @ ' e
n a y -
Quick Column Information
[J Learner Janet A @ 4
Selecied Rows: 0 < Cradeempts >
' Move ToTop  Email Grade Anonymously Icon Legend
_’ Assignment File Download

Assignment File Cleanup Edit Rows Displayed
View Grade History

Edit Column Information
Column Statistics

Set as External Grade
Show/Hide to Users

Clear Attempts for All Users

Sort Ascending
Sort Descending

Hide Column

"‘*J‘*J""""w./-"‘“‘r'a-""—‘"ﬂf“—f .,‘w"ﬂ‘gaﬂmm,-rﬂ‘q
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The “Download Assignment: Writing Assessment” page will open.

|F~Indian Hills Community College

MyHills Courses Community System Admin

&

Grade Center > Download A t: Writing A t

L & O

Download Assignment: Writing Assessment <€———

Download and view student assignment submissions by selecting one or more usernames and ch‘ckinj
Course Home are packaged as a ZIP file. Click the link to save the file to your computer. H

¥ MyHills Training: Tutorials

‘i Bore J“‘WJMM-—.'-_M.___'_’...\,"-" H‘MMJ—-‘)J'*"‘AWJ

To download every submission, check the box to the left of “Name” under “Select Users.”
A checkmark should appear in the box to the left of every student name in the course.

Note: You may also select individual boxes to download submissions.

et etV e . gt O ST v P oo pgreatsi e A A NG ey P ey

Download Assignment: Writing Assessment

Download and view student assignment submissions by selecting one or more usernames and clicking Submit. Selected assignments
are packaged as a ZIP file. Click the link to save the file to your computer.

1. SelectUsers

—> Name Date Grade

Dent, Stuart Thursday, September 12, 2013 11:13:44 AM CDT Needs Grading
Learner, Janet Thursday, September 12, 2013 11:12:26 AM CDT Needs Grading

Displaying1to 2 of 2 items Show All  Edit Paging...
’h'ﬂf‘*#‘f _.._.,;J“-u.__’" 'J.."‘""__" f‘MH‘wHJ"-”& --‘J‘-n.,"'J —d

Then, click “Submit.”

/—"“"o-l""'"“‘"—"l'{
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On the next page, click “Download assignments now.”

|4~ Indian Hills Community College

P MyHills Courses Community System Admin

Grade Center » Download Assignment: Writing Assessment

Download Assignment: Writing Assessment
¥ MyHills Training: Tutorials f

COUSEHome The assignments have been packaged. Download assignments now. (349 KB) ‘—
BT Yo B Thursday, September 12, 2013 1:40:16 PM CDT

L S B T B B G

Syllabus and Schedule

T P et P PP et T ‘r"‘"‘-‘f‘w‘-l"‘\.--;

Save the downloaded zip file to the appropriate location.

s e e S M=

What do you want to do with
gradebook_MAS-TRAINING-BB-TUTORIALS_Writing20A...

Size: 340 KB
From: myhills.indianhills.edu

< Open

The file won't be saved automatically.

< Save

< Save as ‘_

Select “OK” to return to the Grade Center.

/"-,_r‘-.lwrr"*
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Next, extract the saved zip file by double-clicking it, and name the resulting folder your course
number followed by “writing assessment.” In the “Writing Assessment” folder, each submission
will include two files. The “Text Document” (.txt) will give general information about the
submission, as well as show submission text and/or comments the student submitted along with
the file. The MS Word document should be the completed “Student Writing Assessment Cover
Sheet” that was submitted. Delete each “Text Document,” from this folder, as they are not

needed for the Writing Assessment.

Note: There is still a copy of each “Text Document” in the zipped file, if you should need it for

your course.

Organize » Include in library ~
¢ Favorites

B Desktop

& Downloads

il Recent Places

. Adobe Master Collection CS6

3 Libraries
;i] Documents

4 items

m.|

»

——
@ u vf J. » MAT100 01 Writing Assessment F

- | +4 [ r Search MAT 100 01 Writing Assessment O |
Sharewith ¥ Burn  New folder =~ [l @
~

MName Date modified Type Size

|_| Writing Assessment_janet_learner_attem...  9/12/2013 2:40 PM Text Document 1KB

ﬂ—L Writing Assessment_janet_learner_attem...  9/12/2013 2:40 PM Microsoft Word D... 210 KB

| Writing Assessment_stuart_dent_attempt... 9/12/2013 2:40PM  Text Document 1KB

m" Writing Assessment_stuart_dent_attempt... 9/12/2013 2:40 PM Microsoft Word D... 210 KB

Open each of the completed files to be sure that the necessary information, as well as the
student’s actual writing, are included in each document.

Note: Remember, students must include their IHCC Student ID number, as it is very important

for accurate data entry.

Lo/ o=
Y. o0 arch MAT 100 01 Writi nent |
N\ [ . » MAT 100 01 Writing Assessment - | 44 [ [ Search MAT 100 01 Writing Assessment 0O
Organize ¥ Include in library ~ Share with ~ Burn New folder =~ 0 @
¥ Favorites 5 MName Date modified Type Size
Bl Desktop ‘E m" Writing Assessment_janet_learner_attem...  9/12/2013 2:40 PM Microsoft Word D... 210 KB
& Downloads Wi l','.‘*‘ Writing Assessment_stuart_dent_attempt... 9/12/2013 2:40 PM Microsoft Word D... 210 KB

] Recent Places
.. Adobe Master Collection CS6

3 Libraries
l] Documents

3 items
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Next, complete the “Writing Assessment Instructor Sheet.” Then, save it, and a copy of your
WebAdvisor Course Roster, to the “Writing Assessment” folder.

Note: It is critical that you save a copy of the WebAdvisor Course Roster sheet, as it provides
information necessary for accurate records. Open your “Course Roster” in WebAdvisor. Then,
select “File.” In the menu that opens, choose “Save as...” The “File name” should be
automatically populated with “Class Roster.” Choose .htm (webpage) for the file “type.” Save
the file to the “Writing Assessment” folder, along with the completed “Writing Assessment
Instructor Sheet. The “Writing Assessment Instructor Sheet” can be downloaded from the
Staff Resources area of the Indian Hills website (www.indianhills.edu/staffresources).

[B=8 EOR =
.
@Uv[ . » MAT 100 01 Writing Assessment - | 5 I I Search MAT 100 01 Writing Assessment O |
Organize » Include in library = Share with v Burn New folder ==~ [ @'
-~
¥ Favorites = Name Date modified Type Size
B Desktop =| B2 Class Roster.htm 9/12/20133:59 PM  HTML Document 35ke ||
& Downloads @] Writing Assessment_janet_learner_attem...  9/12/2013 2:40 PM Microsoft Word D... 210 KB
5] Recent Places B Writing Assessment_stuart_dent_attempt... 9/12/2013 2:40 PM Microsoft Word D... 210 KB
. Adobe Master Collection CS6 IE" writing_assessment_instructor_sheet.doc 9/5/2013 9:50 AM Microsoft Word 9... 32KB I
—
3 Libraries
E} Documents -
4 items

Finally, save the “Writing Assessment” folder as a zipped file. Then, send the finished .zip file as
an email attachment to Stephanie Holliman-Ginkens (Stephanie.Holliman-
Ginkens@indianhills.edu) or place the file in the “IR Information” folder on the common drive.

IMPORTANT: If you place the file in her folder on the common drive, please let her know so
that she can remove it promptly!

Congratulations! You now know how to add the Writing Assessment to a course in MyHills!

Office of Online Learning

Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials.

For further assistance on this topic or other technical issues, please contact the IT Help Desk
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk

For questions related to the Writing Assessment itself, please contact Stephanie Holliman
Phone: (641) 683-5751 | Email: shollima@indianhills.edu
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