Introduction to manaba

I Login
Login with your login ID and a password.
4
I Recommended OS / browsers & manzba el -
manaba recommends the following OS / browsers. of Lenming U »
Windows
g7
Google Chrome / Mozilla Firefox / Microsoft Edge 79 or e G b ”J
later(Except Internet Explorer mode) S msE
Mac
Safari / Mozilla Firefox
Login page
iOS
Safari
Android
Google Chrome
!« Recommended OS versions are based on the supports by Google, Apple, and Microsoft.
* The new OS version will be added to the recommended OS about two months after it is released.
!« Recommended browsers are based on the latest edition of the Recommended OS.
!« Please enable Cookies and JavaScript on your browser.
I Announcements
There are announcements from the system administraion in the
4
Login page and the My page. Please don’t miss it. i ]
. © manaba " e -
If your university use the unified authentication system, the The _—
school’s private login page will be displayed. of Leaming [ tomn S
o7
Agministration ofice will be closed during the sumemer paniod
stated below
I Announcements from manaba Closed Poriod August 12~ 18 s F4)
When there is an announcement (such as when there is a release
of an updated version), a panel will be shown on My Page.
. . . Logi
The announcement panel will close if you click Close (don’t oain page
show this again). OISR courses Ebomcssl a3 R
i1 Manabu Baba's MyPage
You can check the announcements anytime by clicking the link in T r—— S
the bottom right-hand corner even after closing the popup or if the 2010315 : ‘ B . crei5 o submision ity
period to show the popup has been finished. _—
My page

< [Important] New features release 2.978

20250902
New features have been released!
Anonymous Survey Submission
Students can now submit surveys anonymously
Advanced Reservation for Contents Display Period
Contents can now be automatically shown/hidden based on the display period
Receiving Reminders for Notice of resubmission
You can now choose your nofification settings for cancelled submissions.
Enhanced Filtering Conditions for Add Group
You can g groups based on passifai
results, and content viewing status.

Click here for details.

Close | | Close (don't show this again)

s Reserved. - Manual & About Personal Datg > Check out the new features noyj!



Change settings

Once you log into manaba, please configure the following settings from the Settings menu.

Reminder settings
You can receive reminders by email whenever new announcements are made or new posts are added.

Step 1: Adding a reminder email address and its verification

7)manaba university

Students must complete the verification process to confirm
ownership of the new email address. Pt ot _

If the address is not verified, it will not be added to the system, and — . W
students will not be able to receive reminders. =

1. Click Settings in the upper right corner and select Change
reminder settings.

2. Click Change settings, enter the required information, and click
Save.

3. An email containing a six-digit verification code will be sent to the
entered address.

7)manaba university

e I Sin

] Change reminder settings

Settings page

The validity period for the verification code is 24 hours.

* The alert “You need to verify your email address” is Change reminder settings
shown on My Page until verification is complete. e e————
4. Once you receive the email, return to manaba’s settings page,
enter the verification code and click Verify. When the message R —
“Setting is complete” is shown, return to Reminder settings and S T o o s
complete your advanced settings. s Py —
o A completion email will be sent to the added reminder Courseforum @ O Recive  message when' cammentis made
email address once it is verified. ;hmmv
o The verified email address can be used to reset your B e
password if you forgetit.  * If your university uses the

‘comments on collections  *Your own comments il not be included.
o

unified authentication system, or if you disabled the

Notice of submission @ O Receve © Do notreceive

* If your university uses the unified authentication Sesnisendestonal ] (Swe

system, or if you disabled the password change settings,
> Change settings

this does not apply.
Email address added by system administrators ‘

2 MyPace

Change Reminder Settings page

The system administrator may add a reminder email address
on your behalf. Please complete the verification process by

. . Enter an email address where you want to receive reminders.
following the steps written above. *You need to verify your email address to save it

Change email address 1 settings

Email address

Change email 1 settings - Enter verification code

Verification code has been sent

Enter the code you received by email
* The validity period for the code is 60 minutes.

Pending email address: | (Email display area) nter another email address

Verification code Verify Resend code

Cancel

Step 2: Selecting the content (Course-specific/Type-specific settings)
Once your address is verified, select the types of notifications you wish to receive.
Reminders

Select Receive or Do not receive.

Course-specific settings

You can specify courses which do not receive reminder emails.

1. Click Change settings, to open Courses which do not receive
reminder emails Page.
2. Select or deselect Courses which do not receive reminder emails.



3. Click Save and complete the process, then return to the 'Change
reminder settings' page to confirm that the 'Setting Status' for
Course-specific settings has been updated.

You can stop the following reminders for the applicable
courses by setting up which courses do not receive
reminder emails.

+ Course news

+ Group news

+ Assignments

* Course Forum

* Project forum

Settings for each reminder type

1. Select Receive or Do not receive a message whenever
course news is posted.

2. Select Receive or Do not receive a message when a new
assignment is published.
Also, for Notice of resubmission, select Receive or Do not
receive reminders whenever the instructor asks for
resubmission or whenever the student withdraws the
assignment.

Announce Reminders for publishing project
assignment will only be sent to team members.

3. You may choose from one of three options when a new
comment is posted on a thread:
o Receive a message when a comment is made.
o Receive all new comments at certain time of a day. (—
Select a preferred time from the dropdown menu.)

o Do not receive a message.

Your own comments will not be sent as reminders.

4. Select Receive or Do not receive a message when a new
comment is made in a thread of your project.
Select Receive or Do not a message when a new comment is
made on your submissions within your portfolio, or when a
tutoring collection is added/edited.

5. Select Receive or Do not receive a message when a new
comment is made on your students’ assignments.

6. Click Save and send test email and confirm reminders are
sent to the email address you registered.

You will not receive messages if you choose Do not
receive in the Reminders menu, even if you choose
Receive in Individual Settings.

Even if you set a specific course not to receive
reminders, the reminders for comments on that
course's collections will not be stopped.

Notification Cancellation through Email Client

Depending on the email client you use, you may be able to send a
request to stop receiving reminder emails without logging into
manaba.

Once you send a request, the setting will be change to "Do not
receive" after 48 hours or later.

The status and results of your request will be shown on your My
Page and the Reminder Settings page for 31 days from making a
request.

> Change settings

| Courses which do not receive reminder emails

The following reminders are not sent in the specified course.
+ Course news

« New assh it ing notice of r ission)

- Course Forum

+ Project forum

gar 2023 v

Sample course A 2023  Term 1 Mon/1 prof.Baba

2023 Yearly Frif2 prof.Baba

-Savc Cancel

Sample course B

Course-specific settings

Setting status Do not receive for the following courses » Change settings

You can speaily courses which do not receive reminder emails.
This is valid only when "Receive” is enabled in your Reminders.

Notfication cancelation has been requested through your emal cient. Reminders wil automaticall stop after the following datefime. (it will be changed to ‘Do not receive”.)
Craakyour sstnge sndcoksave
Change reminder settings
Reminders
All reminders @ Receive O Do not receive

= Please make sure your email sevice 6oes not biock reminders from the domain(s) lsted belov:
manabajp

Email address 1

Email address 2



I Profile settings

1. Click Settings on the upper right corner, and select Change

Profile.
2. Upload an image of your choice.

v

Change Profile

Profilelcon

* The image you upload will be displayed beside your
comments in a thread so that the course members will
know whose comment it is. P

Change Profile

([Choose il Mo ie osen
o mayupond 75 3 o1 91w o e s

save | [ Concel |

« Once the image is changed, it cannot be restored to the
default image.

I Memos

In forums, collections and other parts of manaba, the [Memo] i

button will appear. By clicking the button, you can write a
memo. fBaba) - Version 1.8 (2017-10-12 15:30)

A memo is only visible to you; other users will not be able to
view your memos.

®[J o o o
Memos are only visible to you. No other user can see your memo.
Add Memos

When you paste the memo, it will be displayed like this.

1. After clicking the Memo button, a new window will open.
2. Write the memo, and then click the Update button.

e : [ Upcats |
i You can also display the written memo list by clicking
i [Memo] button at the top right of My Page. In the list there | ‘

is link to the location of the memao. Prof. Baba(ProfBaba) - Version 1.8 (2017-10-12 15:30)

2022-02-21 (Mon
T.Asahina | Settings | Logout

|?»/ Memos I B&E 3

| Memos ¥ istuwitn

H When you paste the memo, it will be displayed like this.

! Toa 3 semie) Prev ) 2 | Next '

Updated ‘
i Location (click to display) Memo (click to editdelete)

2022 2 When you paste the memo, it will be displayed like this
Sample courseA '
> Contents '

2022-02-2116:36
> Portioio




What is a course?

In a course, instructors and students registered in the course have discussions in the forum, distribute / collect assignments or
distribute course materials.

IView your courses

In order to view a list of courses you have been registered for, click

Courses at the top of the screen. éﬂ Courses
A\ i
|/Imanaba univen'l'ty 30302080
Ay Kasean | Sunge | Loget
Courses_ |5 Porttoto
P My Couses # Assignments on Smarghons
e | P ge— Curent Couses =] e T
Instructonal Design [ Mcrosconomics | ;
I Change course display format
Display can be changed according to course status and format. 2P My Courses
£ ' [ Thumbnail List Timetable ]
: Current Courses ... Courses that can be used currently. : ) ) . )
1 . . ! Chinese 2 (intermediate level) Academic Writing(A) - Logical
Students can post comments in the forum and submit : A 2o Tem 1 s A4 206 Tam 1 sun 1
. | Manabu Baba Manabu Baba
assignments. ; “le O
Past Courses ... Courses used in the past. Students can only |
view the forum and submitted assignments Human Development Studies 1 Think about the international rel
R } . ) ‘ 2016 Term 1 Sun /2 ‘ 2016 Term 1 Mon /2
Upcoming Courses ... Courses that will start in the future. Manabu Baba Manabu Baba
Students cannot access the courses. N
All Courses ... All courses above are displayed. § My Page Screen
478wy Courses
There are cases where the same classes which are held on ll W“:“““ =1
. war R Teacher
multiple days of the week are grouped together. P P ——
TR POy e
4P My Cowrses
. . Tetatin |
If you want to display the particular course at the top of the = = — = - —
list, click the star icon on the course.

The system administrator makes settings and conducts

registration for manaba courses. The course settings and
policies differ for each school. Contact the system
administrator for details.




IView course members

Instructors can view the members who have been registered in the

course you are a part of. Click Course member list and a list of
instructors and students will appear.

The Course member list is only visible to instructors.

Users whose ID has been deleted by the system
administrator will not be displayed in the course member list.

I View reminder settings / grades

In the Course member list, you may view the reminder settings of

course members for the following items:
¢ Course news
« Assignment notifications

o New comments in Forum

« If reminder settings are set to Do not receive, “N” will be
: displayed for all items.

« Even if reminder settings are set to "Receive", "N" will be
displayed for all items in the following cases:

* If there is no email address entered.
+ If set to courses which do not receive reminder emails.

We encourage you to make an announcement about
reminders to the students in the first class of each course.

Also, if you click Grades for each student, you will be able to view

every grade of tests and assignments that are assigned in the
course.

I View access data

Click Usage Data and you can view the following data regarding
instructors and students in the course:

« Page views (# of pages)

o Last access (# in the course)

« Number of tests submitted (except for Exercise)

e Number of surveys submitted

o Number of assignments submitted

¢ Number of Forum comments

e Last commentin Forum

Deleted or closed tests, surveys and assignments are not
counted in the submission count.

The number of assignments (denominator) may be different
for each student based on the assigned projects and group
assignments.

\// manaba university

EULTR oo

ax8

wsn  Instructional Design
ek
G

4, Course News

1 Rosources (latestfirs)

Tests Surveys

attings Courss Intructors Dasid Lo

Add Nows @ Theeads (loest irs)
20130301 heories o nstructiona

2130301

+= Course Member List '7
Course page

v

View reminder settings/ grades

Course Member List Member Information l Usag ata I Grade Registration Sheet
ICourse Students (3 course members)
Reminder Settings.
Name 1D Code Grades
Course News Assignment Notificatior] Forum
studentot
o N N N Grades
studento
[ N N N Grades
student03
03 N N N Grades
View usage data \ 4
Course Students (5 course members) > Transition of access number (0
Surveys Assignments Projects
Name 1D Code Tests Submitted SRRy S et Grades Total
student1 01 B e |C o s | |
student02 02  — 5 — T I w— /4 R e [ 75 R w—
student03 03 oz B o C—Jon o
student04 04 o2 3o o C—Jon [ Jon
student05 05 o2 3o o C—Jon o

Course member list page




Submission status (detail)

You can check the following data of course students by clicking
submission status (detail).

Course Member List Member Information  Usage Data | & Grade Registration Sheet

> Submission status % Download submission status (batch)
Filter

D Code Apply

Course Students (5 course members) > Transition of access number 0

L. Name IDCode  BIEMNFRE  BIERULEE FERBET > — b BAEILR— JosToNeE  WEER
* Test submission status pror— 5 . . 5 5 .
¢ Number of exercise submission Silcert2ag[e2 g J s g ® s

studento3 03 N 2 D N N D
e Survey submission status studentos 04 N N N N N N
« Assignment submission status S 1® ! ! ! ! ! !
« Resource checking status Submission status (detail) page
If you want to check the details of answer for each
assignment, you can go to the Answer Details page of the
respective assignment by clicking the link "D" (for exercises,
click the number of submission) on the Submission Status
page. (For resources, the page will make a transition to the
home of Resources.)
« Assignments which are not published will not be shown.
* |tems shown on the page depends on the installed optional
function.
I Perform course settings
By clicking the "Settings" button, you can make various settings for m T =E
the course. west  Instructional Design fse nstuctors D Lo
CREATE J°

I Course Icon Settings JE T —

You can set icons for the course. "c"
This icon is displayed in the course list of My page. Some sample *
icons are prepared, but you can freely set it by uploading the Settings
image (60 x 60 pixels).

If your Course Icon does not change even after the setting is done, Settings

try reloading your browser (clear your browser's cache).

I Group news settings

You can show the menu of group news on the Home of Courses by
clicking Enable group news.

For details, refer to Group News.

If the course has any published group news, you cannot
revert it back to Disable group news.

I Resource checking status settings
You can show the menu of resource checking status on the Home
of Courses by clicking Enable. As a default setting, this is disabled.

For details, refer to View access data.

o [fitis disabled, the checking status link and its associated
items within resources and download data will be hidden.

« Existing resource checking statuses will be maintained
when switching between Enable and Disable.

« You cannot specify a resource checking status as a
prerequisite of assignments or resources for courses set to
Disable. However, if there is any assignment with resource
checking status as a prerequisite before disabling it, such
prerequisite will be maintained.

Change Course Settings
Course Icon Settings
Manage course links o
Use / Do not use course @@
Group News settings

Manage Course Data
Manage deleted contents (@)

Access log @

Course Period

Start Date for Students 2023-03-01 00:00:00  After this, students can access the course
End Date for Students Writing  2028-04-01 00:00:00  After this, student cannot write anything to the course
End Date for Students View ~ 2028-04-01 00:00:00  After this, student cannot access the course.

Settings

Change Course Settings
Course Icon Settings
Group News seftings
Resource Checking Status Settings

Manage Cougse Data
h

contents ig)

Accessfog @

Manage Custpm Label
Custom } abels i)

Course Perig

for Students
End Datdg for Students Writing
End Daje for Students View

2024-02-22 15:50.00
2027-02-26 15:50:00
2027-02-26 15:50:00

After this, students can access the course.
Afler this, student cannot wrile anything 10 the course.
Afler this, student cannol access the course.

Resource Checking Status Settings

‘You can follow the resource checking status of each student for this course.
The link to Checking status will be showm in the header of the resources page

* This course is currently set to "Disable. resource checking status”.

Enable

» Course Settings



« You cannot filter resource checking statuses when adding
a group for courses set to Disable

Manage Course Data

You can confirm the assignment and grades deleted by someone,
the student's operation within this course and the record of the
screen accessed by the student.

Course Period

You can check the expiration date set for this course. The
expiration date is set by the system administrator.

Settings
Manage labels Change Course Serungs

on S

If you set a label, you can use it to filter target contents when Resource Checs
copying contents. (Refer to Filter by label [sequence number, e acage saeid conlons @
custom])

There are two types of label: sequence number and custom. Only
Custom labels can be added, edited, checked and deleted.

Labels are not visible to students.

Add a label Custom Labsls

1. Click Labels. o 108 b, 00 0 o 810 B ol wiops sopyig ol ::
2. Click Add a label. Lol name upaatea by Updated ca Tous
3. Enter a label name into Add a label name field. :" et a2 aes .

You cannot register a label name identical to one of
the sequence numbers or existing label names.

Add a label

Label reaems

4. Click Save. add | [ Concel
Edit/Check/Delete Labels

On the Manage Labels page, you can perform the following.
« Edit a label

If you edit a label, the labels set to assignments will
also be edited.

e Check a label
e Delete a label

Check the usage status of label

On the Labels page, you can see which assignments and
course resources are being set by clicking the label name.



Manage groups

You can create a Group within a Course and can choose which Group to publish Tests, Surveys and Assignments.

You can also choose a certain Group which you added as a Team in Projects.

Q search ¥V Memos

I A courses
Add a Group
Manual Course
1. Click Group. : - R
2. Click Add Group. ' i
3. Choose a member through one of the following : — —
Individual (= choose individually)
Place a check mark next to the member you want to add.
Groups List

Batch (= choose all at once)

Enter the ID code of a member you want to add (add one

You can do the following with the created group.
- Set tests/surveys/assignments to Publish
- Specify as the address of Group News > Group News

number for each line). e Group Name
2 Group2
*Batch registration isn't possible if a user's ID code is PR —
unregistered or if the same ID code is used by multiple
users.
Add Group

ID code could be copied from Excel Evaluation
Sheet.

Select the users of the group.

Group Name

- (b)

(c) Select by filter conditions

(a§ Prof. Baba

Individual

Name

For instructors to view assignments published to a
group or group news as Student, the instructor has
to be added to that group as a member.

Preview

(c) Select by filter conditions

1. Click Select by filter conditions

2. Choose the tab of the assignment which you want to filter
to set the conditions.

3. Click Add.

If a submission or a passed grade is withdrawn after
adding a group, that withdrawn status will not be
reflected on the added group.

4. Enter the group name, check the details by clicking Preview, and
click Add.

When creating a new group, or when choosing which
group to publish tests/surveys/assignments/group news,
the name of the group, its members and its existence
will not be published to class students.

Groups can be managed only by users who have the
authority to evaluate and register grades.

Add

@ Threads (latest first)

2024

Forum Resources

) (& Submission History 4= Course Member List (CSV)

New Thread

Add Group

BRENE Janage

&

Add Group

teacher01

teacher01 2025-42-20 19:47 &

ID Code

prof baba Course Instructor

Cancel



Use of groups

Use for group news
(Refer to Enable Group News.)
Choose a Group to Publish Tests/Surveys/Assignments

By setting the Publish to of Tests/Surveys/Assignments/Resources
of a Group that you added, you can choose users of a specific
Group to publish assignments.

1. After adding Tests/Surveys/Assignments on Administration page,
click the icon ( / ) in the Published range row.

There is a need to Unpublish (= hide) the applicable
assignments and course resources from Class students
beforehand.

2. Choose Specified members.

3. Choose any added Group, and click Save.

4. When the assignment is published, it will be published only to
users in the applicable Group.

This icon ( ) will be shown when there is any
prerequisite for the Tests/Surverys/Assignments; or when
any Group is chosen to be published to.

*To choose all Class students, click All members under
Specified members and click Save. By doing this,
Tests/Surverys/Assignments will be again shown to all Class
students who are taking the Course.

When choosing which group to publish
Tests/Surveys/Assignments, the Group name and List of
group members will not be published to Class students who
are in the Group.

How Tests/Surveys/Assignments will be shown/work when
choosing which Group to be published

o List of Tests/Surveys/Assignments

Tests/Surveys/Assignments will be shown only to Class
students of the applicable Group.However, on the List of
Tests/Surveys/Assignments page for students, projects
published to all, and projects published to a certain group
will be shown without being distinguished.

¢ Reminder
Reminders will be sent only to the Class instructor and
students of the applicable Group.

List of Submission Status

* Row of a Class student who belongs to the applicable
Group: The name of the Group will be shown.

* Submitted on row of a Class student who does not
belong to the applicable Group: Out of the published range
will be shown.

o Evaluation Sheet
* Row of a Class student who belongs to the applicable

Group: The name of the Group will be shown.

+ Submitted row of a Class student who does not belong
to the applicable Group: Out of the published range will be
shown.

o List of Grades

Whether a student is part of a Group or not, grades will be
shown to those whose grades are registered.

Tests Administration

Multiple Selecti

Please check the submitted answers, close tests and register grades by clicking on the Manage menu

Published

No. Title O range Period
1| [ManualScore) FN—TINDRE In progress 30250115
— 2025-01-22
2 Autoscore | BBRE1 [j In progress 10:50 -

Specify the published range

Prerequisites
The test does not currently have any prerequisites for students > Set Prerequisites

Specified members
O All members| @ Specified members

Select the group

Group Name

1B [Members]

AIEIRESN\DEESIA [Members]

#)L—F2 [Members]

&

4)L—71 [Members]

Save Close



o All Grades (= An Excel sheet which shows the total grade)
Just like an ordinary Tests/Surverys/Assignments,

grade data will be shown in each line, but students who are
not in the applicable Group will be seeing [-] in their lines.

Choose a Group as a Team in Projects

(Refer to Add a team.)

| Edit/Check/Delete Groups

In the Manage Groups page, you can perform the following.
Click the Manage (& button.
» Edit a Group (Changing the name of a Group, add or delete a
Member)
e Check Group Member List

¢ Delete a Group

: If you wish to check the usage status of a group before editing :
or deleting it, proceed to the next Check the usage status of

group.
I Check the usage status of a group

On the group list page, you can see who the group is being
published to by clicking the group name.

Groups List

You can do the following with the created group.
- Set tests/surveys/assignments to Publish
- Specify as the address of Group News > Group News

No. Group Name

2 | Group2

1 Groupt

Add Group
BREHE BREHER Manage
teacher01 2025-02-20 19:47 =
teacher01 2025-02-20 19:47
’
R

& Edit
2% Group Member List

—-

m Delete Group

182 Group Contents : Group1 [Settings] > Group List
Assignments published to this group Members
Editing of assignments and publishing are done in the management page of each assignment. student1(01)
student02(02)
Type Title Period Manage
Test 95 2025:02-19 2110258 ~ (Check] Delete Group
Survey A% 2025-01-13 14:10:51 ~ [Check]
Assignment | 1) /AB§% 2025-01-09 14:10:00 ~ 2025-02-28 14:10:00 | [Check]




News

IAdd course news

Course News is a way for instructors to send out announcements
about their courses to all course members (only instructors can
add course news).

1. Click Add News on the course page.

2. Enter the title and write the content of the news.

3. Set the publication period of the news. (optional)

4. Click Preview to view the news as your students will see it. Then,
click Publish.

You may send reminder emails to the students by using the
Publish and send reminder function.

* If you send a reminder from "Upcoming Courses", students
will not be able to access the URL of the reminder email.

I View access data

1. Click any course news you published.
2. In order to view the access data of the course news, click Access
Data.

About status

Depending on the student's access, it will change into three
status.
e Unread:
The course news has not been accessed by the student
after it has been published.
e Read:
The course news was accessed by the student during the
period for this resource to be published after it was
published.
« Update unread :
Instructor has updated an already published course news
(which students have accessed before), but that updated
course news is not yet been accessed by students.

Last Updated:2021-02-24 19:27
¥, Download Access Data

Name ID Code Status Viewed at
T.Asahina C12345 021-02-24 19:25:31
S.Sanae C12346 Read  2021-02-24 19:26:07
H.Koizumi X12347 Inread |-

The student's first access to the newly published course
news is displayed in the "Viewed at" column.

Even if the course news is accessed many times after the
first access,unless the instructor edits the course news, the
"Viewed at" column is not overwritten,and the first access is
displayed.

#/manaba university 1 ﬁ
I I
wn  Instructional Design 4l
B
Teaws | Swvrs | s cuden Foomm freeees
4, Course News
l Add News J Course page
Add News
Title
Period
Formatied Teat =»Plain Text
@File ||| P |[H1| 12| 13l s |[R | B[ 2| wl=s]|[ Al <|x||{—

About Your Final Project

Posted by admieachert

Add News page

2018-06-06 15:40

Come and see your TAs who can assist you with the final project

» Manage Course News » Course News

Course News



If you access the course news again with the status of
"Update unread", the status will be changed to "Read" and

"Viewed at" column will be overwritten by the date and time
of the re-access.

An orange line appears to the left of the first course news
frame you view.

The orange line will remain faded for the first hour after it is
displayed. After the hour is up, the orange line will disappear
completely.

* When there is no access to the updated course news
(when the status is Update unread), it turns back to orange.

AL

I Edit course news

1. Click Manage Course News (a) in the Course Top page.

2. Click [&1] in Course News Administration page, and click Edit Date
(b).
* You can also click Edit (c) in Course News to go to the Edit
News page.

About Your Final Project 2018-06-06 15:40

Posted by admteachert

Come and see your TAs who can assist you with the final project

(c) Bt

Edit Access Data

¥ Manage Course News > Course News
Course News

3. Revise the course news and click Preview.
* Course news is displayed in descending order of publication
start date. If you want the edited course news to display at the top
of the list, please set a new publication start date.

4. Click Update, and choose whether or not to send reminder.

In the reminder, it is not possible to confirm whether the
course news has been edited.

So,Please include the word "add" in the title or the details of
the edit in the body.

I Delete news

1. Click Manage Course News in the Course Top page.
2. Click 1] in Course News Administration page, and click Delete.

.+ Course News Add News
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Add group news

When you want to send announcements to a certain group (and
not to all course members), you can use group news.

* Before using group news, settings are required. (Refer to
TGroup News settings.)

1. Click Add group news on the Home of Courses.
2. Choose the recipients.

For instructors to view news from a list of group news,
the instructor has to be added to the applicable group as
a member.

Select from existing groups
Click (a) to choose a group.
Place a check mark next to the recipient

Place a check mark next to the addressed user.

This is only available to users who have the authority to create
a group. The group is saved at the same time when news is
saved.

3. Enter the title and main text of news.
4. Specify the publishing period. (Optional)

You can also send a reminder to class students when
publishing the news. Reminders will be sent only to
members of the recipient group.

5. Click Preview to view the news as your students will see it. Then,
click Publish.

When adding new Group News, the Group name and
List of group members will not be published to Class
students who are in the Group.

Check access data of group news

1. On the Manage Group News page, click the group news you want
to check.

2. Click View access data. Rules on how access data is shown are
the same as course news.
(Refer to View access data.)

Edit group news

1. Click Manage Group News (a) on the Home of Courses.
2. Other editing rules are the same as course news. (Refer to TEdit
course news.)

Only news can be changed in Group News Edit. You
cannot change the assigned group.

Delete group news

1. Click Manage Group News on the Home of Courses.
2. Click Delete.

Manual Course

Add Group News
Group
Select the users
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studentt

studento2

studento4

C
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teachero1
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News.
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Period

Formatted Text

!

* When you have not set the group name, it wi b

e sam:

[ Add Group News ]

( a) Select the registered groups
4

Course Student
Course Student
Course Student
Course Student
Course Student
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Tests

In the Tests function, instructors may hand out, collect and grade tests easily in manaba.
Stimulate students’ motivation to learn by effectively using exercises and passing scores.

I Types of tests

There are three types of Tests on manaba.

Autoscore test

Instructors can register answers and
assign points in advance, and the
student’s answers will be scored
automatically after submission.

answers man
submission.

LTI test

Instructors can create a test that is
linked to an external tool using a
linkage method called LTI. It is only
available for courses set up by the
system administrator.

Manual score test

Instructors score the student’s

ually after the

Exercise

Students may repeatedly answer this
type of test in order to
practice.[JUnlike Autoscore tests, the
grades will not be registered
automatically.

IAdd an autoscore test

1. Click Add Test in the Tests Administration page.

2. Select Autoscore Test.

3. Enter the title and the description of test.

4. Enter a start date and end date for the test. If you click the Start
and End fields, a calendar will appear. Select a date and time,

Tests Administration

Please check the submitted answe

No. Title O

Viewas | /i Instructor Student

Quectione Administration
_Lv Add Test Import

= *

s and register grades by dlicking on the Manage menu(&).  o%
.

.

.
prereq. period 4 o* Publish / Unpublish | Submitter  Manage
+

and click OK. (optional)

Students cannot submit their answers to a test after the
end date.

1| [Autoscore | Weekly Qujda Das. JDLo0LE stz @ ) Publishedt otems | [&)
2 | [Exercise ) Chapter| — @ ) Publshed otems | (&
: [ Add Test
\ Test Administration

page

You can also set the tests to be shown on student’s
page only when their acceptance is Open. (See also
"Schedule the showing period of Tests/Surveys")

5. Set a Time Limit. (optional) (See also “Set a Time Limit ")
6. Enter questions you would like to ask your students. ( See also
“Add a test question” )

7. Select the time of publishing test results and correct answers.

You can choose whether or not to publish the test results
and the correct answers, respectively. Only those items

that are specified to publish will be published on the
student's results page.

8. Select whether to publish or not the aggregate results.(See also
“Publish aggregate results")

You can choose whether to publish or not the aggregate
results of answers.

If you choose "Publish," the aggregate results will be
published to students after the submission deadline.

9. Set a label (sequence number, custom).

Add Autoscore Test

Description

Time Limit @

Formatted Text HTMI
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o If you set a label, you can use it to filter target contents
when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

10. Click Next.
11. Register answers and points to the questions.

o If there are multiple correct answers for a Text line
question, separate the answers with a semicolon (*;’).

o For Multiple(1), Multiple(2), True/False, Dropdown and
Matching questions, register the correct answers by
selecting the correct choices on each question.

o For Ordering questions, click choices in the correct order.
Click [n]to clear the selections.

o Register points in the red box shown next to each
question.

o For Multiple(2) and Matching questions, register points
per choice. The total points will be automatically
calculated by multiplying by the number of choices. (Ex: If
2 points are registered per choice and there are five
choices registered, the total points will be 10.)

o For Multiple(2), you can also register points per question.

Answers for a text box, uploader and audio recording
questions cannot be autoscored.

12. To set a Passing Score for a test, select Set passing score and
enter a passing score.

Passing scores can be used as prerequisites for a
student to take other tests.

Be sure to set the Passing Score before the start date. If
you set them after students have submitted their
answers, they will not be scored for pass or fail.

If you wish to give assignments to a certain group, you can
do so by setting who to publish to. (Refer to Choose a
Group to Publish Tests/Surveys/Assignments.)

Schedule the showing period of Tests/Surveys

Tests/Surveys with a check mark next to Open/Close Date will not
be shown on student’s page when acceptance is not open even
when the status of those Tests/Surveys are Published. You can
check the showing status for students on the Manage
Tests/Surveys page.

If tests are Hidden due to editing and other actions, they
cannot be shown on student’s page. Please be sure to click
the toggle button to switch back to Publish.

If you put a check mark next to Hidden from students once
acceptance is closed, you will not be able to show the
results to students.

Register Answers and Points

e - ANSWers and
points

Please answer the following questions.

the most

se instructional medis; Teach the
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Passing Register Answers and
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Add a manual score test

1. Click Add Test on the Tests Administration page.

2. Select Manual Score Test.

3. Enter the title and the description of the test.

4. Enter a start date and end date for the test. If you click the Start
and End fields, a calendar will appear. Select a date and time,
and click OK. (optional)

You can also set the tests to be shown on student’s
page only when their acceptance is Open. (See also
"Schedule the showing period of Tests/Surveys")

5. Enter questions you would like to ask your students. ( See also
“Add a test question”)

6. Set a Time Limit. (optional) (See also “Set a Time Limit ")

7. Choose whether to publish the score/explanation/allotted points

after the Close Date.

Only the items which are checked as Published and
registered will be shown on student’s score page.
You can register the explanation/allotted points
beforehand.

(Refer to Insert an explanation and Register scores.)
Test scores can be published after the tests are
evaluated and their grades are registered. (Refer to
Score and register grades.)

8. Set a label (sequence number, custom).

o If you set a label, you can use it to filter target contents
when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

9. Click Save and save your test in manaba.

If you wish to give assignments to a certain group, you can do
so by setting who to publish to. (Refer to Choose a Group to
Publish Tests/Surveys/Assignments.)

Tests Administration

Viewas | /v Instructor Student

> Questions Administration

¥ Add Test Import

.
Please check the submited answers and register grades by clicking on the Manage menu(¥), 4« **
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For how to set a passing score to a manual score test, refer
to step4 of “score a test and register grades on the web”

Add Manual Score Test page




IAdd an exercise

An exercise is a type of test where questions are randomly picked from a pool of exercise questions that the instructor registers in advance.

You may set up an exercise to be available for students to take multiple times.

STEP 1. Add a question

1. Click Questions Administration on the Tests Administration
page.

2. Click Add Question in Questions Administration page.

3. Enter the title.
4. Enter questions you would like to ask your students. ( See also

“Add a test question” )
5. Set a Time Limit. (optional) (See also “Set a Time Limit ")

6. Set a label (custom).

o If you set a label, you can use it to filter target contents
when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

7. Click Next.
8. Register answers and points to the questions and click Save to

save the question in manaba.

Questions Administration

moort | > ang Exerase

D
Aer ac0ing QUESTONS, you can 300 an exrcise In e Tests AMInisiraton page You can gy Students a rancom selecion of e fallowing

5 5
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¢ Add Question ] 3 TestAsminisrason

JOuestions Administration page
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Title Tile is not added to the question tert

Question

Formatted Ted
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Add Questions page




STEP 2. Add an exercise

1. Click Add Test on the Tests Administration page. Add Exercise
2. Select Exercise.

3. Enter the title and the description of the exercise.
4. Enter a start date and end date.

Please select the questions and the number students will answer. You can add questions on the Questions Administration page.

Tite )

Description

You can also set the tests to be shown on student’s Time Limit @ (minctas
page only when their acceptance is Open. (See also @50 ot cose s room e v 5
"Schedule the showing period of Tests/Surveys") stat

Shown to students once acceptance is open

End Hidden from students once acceptance is closed

5. Write the Question Text.

. Click Add Question, select exercise questions that you
registered in STEP 1, and click Add. Should you want to exclude
questions that you selected from an exercise, check those
questions and click the Exclude Checked button.

7. Set the number of questions which should be chosen randomly in

Check questions to add. Select exercise questions

Question Text (description s

0]

Total

No. Title Contained in Exercise
Score

# Exercise 1 2. Chapter 1 Exercise

#2 Exercise 2 2. Chapter 1 Exercise 12

() (o)

Maximum times to submi
a

nswers.

an exercise out of the number of questions you selected in 6.
8. Set the maximum times that a student is allowed to submit
answers.
9. If the order of the options in a question needs to be randomized
when a student answers it, choose Shuffle for Shuffle

Shuffle Choices @ Do not shuffie O Shuffie

Portfolio

Publish Answers @ Do not Pubish O Publish on submission

Passing Score  If you set a passing score for this test, you can make it 3 prerequisite for students to take other tests.

Questions. et passing oo [ pos
10. If you select Publish on submission for making the correct Preview | [Save | [_Cance
answer available after the student has submitted an answer, they
will be able to check whether or not their answer was correct on Add Exercise page

the Results page.
11. You may choose Set passing score to register a passing score.
12. Set a label (sequence number, custom).

o If you set a label, you can use it to filter target contents
when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

13. Click Preview to view the exercise as your students will see it.
14. Click Save and save the exercise in manaba.

If you wish to give assignments to a certain group, you can do
so by setting who to publish to. (Refer to Choose a Group to
Publish Tests/Surveys/Assignments.)



IAdd an LTI Test

The course which is using this function may be controlled by the system administrator. Contact your system administrator if the link for
LTI Test is not showing.

Export/import functions do not support LTI test.
* LTI test cannot be exported by Export All.

1. In the Tests Administration page, click Add Test and select LTI Tests Administration View sa [ v nstructor | A Student
TeSt_ > Questions Administration
After Selecting a tOOl from the dropdown, the Select Please check the submitted answers and register grades by clicking on the Manage menu(£¥)). "."‘
Contents button next to the list may be enabled. (It No. Tite D prerea. perioa ,o#*" | punten unpunisn | submiter wanage
1 > ﬂ:"“ 26 ublist items
depends on the tool.) The settings can be reflected on to 1 | utoscors J Weekly Qya - — Q) Pubkebed otoms | (8
’ f 2 |(“Exercise | Chapter = @K ) Published 0items &)
manaba’s LTI test when you click the button to start and [=l Add Test
operate the tool. In this case, the following steps 2 to 4 JTest Administration page

may be entered automatically depending on the tool.

Add LTI Test

LTitool Settings

2. Enter the information required for the setup. e
: : Tool URL @
o [LTltools] Select a preferred tool from the dropdown )
menu. p
o [Tool URL] Specify the URL that the user will first Pincy@ | O sendussrnametothewol
access. If left blank, the tool URL set by the administrator Grade Sync@ T Alowthe tolto register ades and change submission sttus
will be used. If you want to use a different URL specified | [eremers enttedfiouhihe oo sy Selec Contet
by the tool, please enter it. p
o [Custom parameters] It can be used, for example, to G

Title

display specific resources of an LTI tool.

Description
If specified in the LTI tool, please enter them in this
field. E * Aiso shown at he top of LTI Test page. Z

start | ‘Shown to students once acceptance is open
The input format should be in the form of 'name=value', ! e L T ———————
where the parameter name and value are connected by | Adiiona setings
an equal sign, for example, 'page=2'," Passing Score I you seta passing score forthis test, you can make it a prerequisite for students fo take other tests

@Do not set passing score
Osetpassing score points

o [Privacy] manaba will also send the following
information to the tool:

Save | | Cancel

. . . Add LTI Test
For example, when the tool has grading functionality

and submission status display, some tools may show | PIOTTESS 1124 - R : = =
this information as well. 2024-02-10 £ Edit
: 14;00 N Unpy
o [Grade Sync] 2024-03-05 | LTl Test Management
12:00
Set up to use AGS (Assignment and Grade 2024-02-10 X|J Close
Services).When checked, assessments conducted on 12:00 - Unp! .
. . . 2024-03-05 Set Prerequisites
the tool side may be reflected in the manaba grading | 12:00
sheet or the submission status may be updated 2007-01-17 /54 Submission Status
i E 12:00 -
according fo the tool used. : C 2007-02-28 @ P Manage Grades (Excel)
This feature is available only when the tool supports § Tests Administration

LTI Advantage's Assignment and Grade Services page

(AGS), and the system administrator has enabled AGS
during tool registration.

LTI Test Management

Once the LTI test is saved, it is no longer possible to
change the tool to be linked. *Other settings can be
modified.

3. Enter the title and the description of test.

4. Enter a start date and end date for the test. If you click the Start
and End fields, a calendar will appear. Select a date and time,
and click OK. (optional)

You can also set the tests to be shown on student’s
page only when their acceptance is Open. (See also
"Schedule the showing period of Tests/Surveys")



5. To set a Passing Score for a test, select Set passing score and
enter a passing score.
6. Set a label (sequence number, custom).

o If you set a label, you can use it to filter target contents
when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

7. Click Save and save your test in manaba.

8. Return to the Tests Administration page, click on the || of the
test you created to open "LTI Test Management" and see if the
screen of the linked tool appears.

View submission status

In tne Submission status page, you may view the names of the
students who clicked Finish button to a LTI Test.

To view student submissions, please go to the LTI Test
Management page to view the management screen on the LTI tool
side

Register LTI Test’s grades

Register manually

Refer to Register grades of Autoscore Tests, Manual Score Tests,
LTI Tests, Assignments and Projects under Register grades.

Register using the tool's grade sync

When you place a check mark next to “Allow tool to register
grades/change submission status” for LTI tests, evaluations made
on the tool will be synced and grades may be added.

In this case, you can check information other than each student’s
grades on manaba if information of a perfect score which is
specified by the tool is synced.

When grades are registered or overwritten through Grade
Sync, the grader’s name will be shown as “-” on the page for
instructors.

Also, even when changes are made in submission status, its
change records will not be shown in student’s Access Log.

Submission Status

Writing Exercises

Publish / Unpublish Published
Period 2024-02-21 10:45 ~ 2024-03-01 10:45
Respondents 1 members
Grades 0
This test is currently accepting answers.
/LTI Test Management [ Submission Status || (@] Manage Grades (Excel

Submitter : 1/4 members

W submitted 2% (1)
5% (3

Name Student ID Grade Submitted on Grader
Student1 test1 Not submitted fLog]
2 Student2 test2 Unscored | 2024-02-222028:16  [Log]
TAsahina(EN; 11111.qq0002 Not submitted ILog]
SInoue inoue san Not submitted [Log)

Publishable to Student
Status  Published > Grade Administration

Grade 129 points|(Maximum score: 200 points)
Statistics

Feedback

Total 2 /Avg 169.: in ax ev

Graded on

> Tests Administration

Submission Status



ITypes of questions

You can add 10 types of questions in a test.

Text line

A question which allows for
entering a word or a phrase.

Multiple(2)

A question which allows to
select one or more answers
from a list of possible
answers.

Dropdown

A question which allows to
select one answer from a list
of possible answers. It is
similar to a single answer
question, but useful to save
space for other questions.

Matching

A question which allows to
match words or statements
against another list of words
or statements.

Multiple(1)

A question which allows to
select only one answer from a
list of possible answers.

True/False

A question which allows to
select True or False.

Ordering

A question which allows to
place answers in a particular
order.

Text box

A question which allows to
write paragraphs.

Uploader

A question which allows to
upload a file.

Audio rec.

This question requires an
audio recording for
submission.

* Students need to enable
microphone access.

Questions
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"Semicolon(;)", "Half-width Katakana" and "Full-width alphanumeric characters, spaces, hyphens etc." cannot be registered as correct
answers or submitted as answers in a Text line question.

Automatically, "Half-width Katakana" answers will be converted to full-width characters, and "Full-width alphanumeric characters,
spaces, hyphens etc." answers will be converted to half-width characters before being registered.




IAdd a test question

1. Let's add a test question. Click a button in area (b) and a question
template of your choice will be inserted.

2. Overwrite the example question with the one you would like to
ask.

3. Should you want to format your text with headlines or bold text
etc., use buttons in area (a).

4. If the order of the options in a question needs to be randomized
when it is answered, choose Shuffle in the Shuffle Questions
field.

5. In the Portfolio field, select "Add" if you want to add a submission
to a student's portfolio. Only when the submission is added to the
student's portfolio, the instructor and the student himself/herself
can post a comment.

6. Click Preview to view the exercise as your students will see it.

« If you place a Required question, students will not be able to
submit their answer unless they answer it.

« You may select the style of the list of answers (vertical or
horizontal) by using the buttons within the frame of the
possible answers.

If the list of possible answers is composed of short words or
phrases, you may want to select “horizontal” as you can
save space on the page.

With "Autoscore test" and "Manual score test", you can
create up to 100 questions per test.
If the number of questions exceeds 100, you can save the

test but you can not publish it.

I Enter a text box

Click Text box and a window to set number of lines for the text box
and the word/character counter will appear.

Number of lines

Enter the number of lines you would like in the text box.

Alignment = Vertical
Alignment +===:= | Horizontal
p—
Formatied Text ..'-.
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Number of lines you enter does not determine the amount of
text students can write in the text box.

Character count

Both half-width and full-width characters, symbols and space are
counted as one character. Line breaks are not counted.

Word count

Mostly used for questions that allow to type text in English. Words
are counted correctly if they are separated with a half-width space;
note that they are not counted if separated with a full-width space.
If you break a line, it will be counted as one word.

Number of lines and word/character counter will be a guide
for students to know how much they should write.
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I Insert an explanation

Click Explanation button, and you can insert the explanation in the

question.

(The explanation cannot be inserted for Choices of True / False

questions.)

You can select two types of the explanation below.

1 line

A explanation which you
would like to insert into the
individual question.

Multi-lines

A explanation which you
would like to insert into the
whole question.

Explanations will not be made available to students for
Autoscore tests or Exercises where correct answers are not
published (although explanations can be set, there will
effectively be no opportunity for them to be published to

students).

Answers 111

Epsedime 00:00:08

Formatted Taxt HTMI

A multiple-choice question with ane possible answer,
Alignment | I=
1. Choice 1 A Enter the answer explanation here
2. Choice 2 = Enter the answer explanation here.
3. Choice 3 /& Enter the answer explanation here.
4. Choice 4 A Enter the answer axplanation here.
5 Chaice 5 A Enter the answer explanation here.

A& Entter the answer explanation here
The explanation will appear when students confirm the correct answers.

H1 [ Mz | Ha | e

il[=

Optional
Textline | TneFsse
Multiple(1) | Mutiple(2)
Dvopeown | Ordering

Maiching || Text box
Required
Tetline | TasFass
Muttiple(1) | Muttiphe(Z)
Dropdown | Ordering
Malching | Ted box

Explanation

1line | MusHines

Total Score:

| G

Cusesnons 1

E-ﬁ,:..

(

LT L —— ]

The txpianation will appear when studerts confem the comect ansuees

Total Score: 10

Close

I Set a page break

Click the Page break button, and you can specify the position of

page break.

Pages will be switched at the place indicated with a blue broken
line.

IDERE Suestions 3 Elapsed Time  00000:81

The term Intrapreneur s related to:
® Grwth
Ioncraticn

30 Discowy

Saea and Out H

: [ Cuestons 3 Elapsed Time  00:01:02

| Japan has a repubiic governing system

True ® Faise

Prve Save and qut Pousz [

Formatted Test

| The term intrapreneur is related to:

Alignment | 3=
1. Growth
2. Inngvation
3 Discovery

(

| Japan has a republic governing system

1 True
2 False

P |11 | 12| W3 e

Required
Terline | TneFase

Muttiple(1} | Multiple(2)




Set a Time Limit

You can set a time limit in increments of one minute on tests and
surveys. When a time is set up for a test, students will see the
countdown of the time left in the Test / Survey Room, while taking
the test/survey. You can choose if you close the Test/Survey room
after the time limit:

Close test / survey room when time is up.

When the time is up, the Test/Survey Room will be automatically
closed and students will be transferred to the Confirm page.
Answers entered within the test time will be saved. In this case,
Submit is clickable even if required questions are left unanswered.

The answers students have entered are sent to manaba (Required
questions will be left unanswered).

In this setting, you can submit required questions unanswered,
even if it is within the time limit.

Do not close test / survey room when time is up.

The Test / Survey Room will not be closed and students can
continue to answer test questions even after the time is up.

"Time Limit" should be set shorter than the period.

“Time Left” Display

The countdown of the time left begins when clicking the Start
button in the Test / Survey Room page and ends when clicking
Submit in the Confirm page. Once a student clicks the Start button,
the countdown does not stop until clicking the Submit button.

If the Instructor request resubmission, the elapsed time is still the
time since you clicked Start the first time. If you have set Close
test room when time is up. and the elapsed time is over the time
left, students cannot be made to resubmit.

Once a student clicks Start button, the countdown will neve
stop until the time limit. Please be advised that you should
use Export and Import function if you wish to edit/reuse tests
or surveys once students started taking tests/surveys.

In case a student clicks Start button of a test that has the
test / survey deadline earlier than the time limit expires, the
time left display will show the remaining time until the end of
the test/survey submission deadline.

Elapsed Time

The "elapsed time" of a test/survey without a timer calculates the
time taken between when a student clicks the Start button and the
Submit button.

However,the "elapsed time" of a test/survey with a timer calculates
the time taken between when a student first clicks the Start button
and the Submit button. Once the student clicks "Start", the timer
begins counting down until the student clicks "Submit".

When a student’s test/survey room page moves
automatically to the Confirm page because of timeout, etc.,
the elapsed time may be calculated longer than the time-
limit. This is because manaba will not stop calculating the
time until the student click “Submit” button.

Add Autoscore Test

Title:

Description
Time Limit Set
(minutes)
C omwhen ime is up.
Do not dose test ioom when time is up
Add Test / Survey page
Test Room
Confirm Finish
—
Questions 1 g me Left 00:02:24
Test / Survey Room page
Test Room
Enter Finish
Back Submit
Test / Survey Room (Confirm) page
G training 1: Manaba Taro's score
Score Questions and answers

Score page

ff Elapsed [i

Submitte
d

Not Submn
Submitter
Hot Submn
Not Subm

Excel file



| Publish a test

In order to publish a test to students, click on Tests

Administration page.

« Should you wish to send a reminder message, click Publish
and send reminder.

« Use Student button to view the list of tests which are
published to students.
* For assignments published to a group: For instructors to
check those assignments as Student, the instructor has to be
added to that group as a member.

If you set a period, students can only respond after the start
date; before the start date, the status of the test will be set
as “Pending.”

About Multiple Selection

In Multiple Selection @ in the upper right corner of Tests
Administration page, you can choose to publish, unpublish
or delete all the selected tests in bulk.

>

Multiple Selection {3 e Ade
€ Bulk Publsh
Ister grades by cicl
& Bulk Unpublish
Published

publish
range |

A, Quastion Analysis

& Bulk Delete blshad

Unpublishd

# Instructor | 22 Student

Tests Administration viewas | -inaucter | A4 Student

» Questions AaminisTation

» Add Test import

Please check e SubMmilled aNSWers and regISIEr Qrades by dicking on the Manage menu( 011

MNo.- Title preveq. Period Publish | Unpublish | Submitter Manage

1 [ Weekly Quiz 1 Instructional Des... - | Inprogross W Pubished oRems | [OF

z sorcise | Chapter 1 Exercise = | Inprogress @ | Publshed *, L
M Instructor | 24 Student Student screen (Tests)
| Tests View s | A Instructor Student
Title Siatus Start End
L (aan Woekly Quiz 1; Instructional Design 20130227 11:10 2020-02-27 10:25
' [ Exorcise |Chapler 1 Exercise 20130226 1200 2020-02-28 1200

| Edit a test

Follow the steps below, in order to change the dates or questions
of a test.

1. Click [£&Jon Tests Administration page and select Edit.

2. Revise the test and click Save.
* Save the test after registering answers and allotting points if it is
an autoscore test.

If you edit a test, it will automatically be unpublished. Once
you finish editing, please publish it again.

If you rewrite the answer and allotted points of autoscore
tests which are still Open and questions already used in
exercises, it may not be calculated correctly. Please be
aware of answers which are already submitted.

To avoid student confusion, editing the title of a test after a
student's answer and grade registration will not be reflected
in the grade and portfolio title. (Grades titles can be
manually edited from the edit page.)

In the Tests(Except Exercise) , you can change "Portfolio"
settings later after submitting the student. If you select "Do
not add", the submission will be hidden from the student
portfolio.

= In progress ;EL?G'IMC @K | Published 1items &
17-10-26
= In progress fg = _D =i @ ) rubii
2017-10-26
- 20:30 - Uney
17-10-26
- In progress gg 20 vU = @ | Publi et Prerequisites
2012-12.. = oo
_ In progrese ;121023.2 21 & P 57 Pubmission Status
. Em QManage Grades (Excel)
013-01-24 |
- In progress & ,.c1 @ | Pubii _
[7@ rial Submission 3
An42 N4 24
Select Edit * Tests Administration

page

Edit Test (Autoscore)
* Query 15 puslished. I you 5ave this query, Itwill be unpuCksned
Weekly Quiz 1: Instructional Design
Title Weekty Quiz 1: Instructional Design

St [2013.02:27 11.10.00

End  |2020-02-27 10:25:00

Questions
Formatted Test
=] [ P |[1][02] 1] [
Please answer the following questions.
[True or False? When comering 2 successful face-to-face class 1o an online class, the mest efiective Anane
lapproach is to make lecture notes available as web pages

1 True AR

Edit Test page




ISet prerequisite

Prerequisites is a setting which allows students to take a test if
they pass specific items or check Resources (click the "Change to
Checked" button).

. Click [£#] on Tests Administration page and select Set
Prerequisites.

. By setting Enable all items within the course with passing
conditions (Tests, Assignments, Projects) or completion
conditions (Resources) will be shown in a list.

. After selecting the items you wish to set as prerequisites, choose
either of the following conditions: “must satisfy all conditions
(AND)” or “must satisfy at least one condition (OR)”.

*If you have selected only one prerequisite, you may choose
either AND or OR.

. Click Save and finish the process.

2017-10-26 ) )
= |Inprogress g9 @ ) Pubiished | titems | [%
-10- & Edit
- In progress 201,7 s @ Publi
20:30 -
Close
2017-10-26 Uned
B 20:30- &, Export
2017-10-26 | =
= In progress 5.4, - Pubil[ 4 Set Prerequisites ]
- In progress ?2102541_2421 @ ) rubi Submission Status
Manage Grades (Excel)
24 |
- In progress ?31}1?1 2 @K ) Publi
) Trial Submission @
01201 24

Select Set Prerequisites

BIRNF A B

Would you like to set the prerequisites of this test?
Oponotset @set
Tests
Prerequisites

O |[ Autoscore | 1BV Z IS (> 10 points)  ( 2025-07-17 17:54 ~ 2025-08-01 11:06 )

W1EK)LRAE (> 5 points) (2025-07-17 17:54 ~ 2025-08-01 11:06 )

O |[Manual Score] F2BVINFZ I (> 10 points) ( 2025-07-17 17:54 ~ 2025-08-01 11:06 )

Assignments
Prerequisites

O | [Mutual Review ) 1EIL 7~ NBEE  (2025-07-17 17:54 ~ 2025-08-01 11:06 )
Projects

(OAND (must satisfy all conditions) (JOR (must satisfy at least one condition)

Save Close

Set Prerequisite page



IView submission status

You may view the names of the students who submitted answers
to a test and their scores or grades.

1. Click [&]of a test in the Tests Administration page and select

Submission Status. A list of students and their submission
status for that test will be shown.

2. On the Submission Status page, you can see students’ submitted

answers by clicking on the name of each student.

If Saved data is showing in the Submitted on column, you
can check the answers which are not submitted yet

About Exercise Past answers can be seen by clicking Saved
data. You can see the answers which are not submitted yet
by clicking Check unsubmitted answers.

*Once an exercise has been submitted, its status cannot be
reverted to Unsubmitted.

*Answers are saved either when students click on Quit
(Save), Confirm, Prev, or Next while answering, or every 30
seconds after students start answering.

I Send Reminders

You can send a reminder email to students who have not
submitted the test during the acceptance period.

- In progress - @ | Published 1items &
1026 £ Edt
- In progress gEL_(.J_V - @ ) Pubi
- ¥ Close
- Ur
" & Export

- In progress Publi gl Set Prerequisites
Pubhl ¥ Submission Status I

& Manage Grades (Excel)

- In progress

2013-01-24

- In progress

s [® Jrrial Submission O

2043 A8 34

SelectSubmission Status

You can send a reminder only to student course members
who have enabled the "Assignments" notifications on
manaba’s Reminder settings page.

(Refer to View reminder settings/grades)

1. Click the @] button on the Tests Administration page and click

Send Reminders.

This menu will not be shown if the date has passed the
acceptance period.

2. Enter a date and time for Sent at and click Send to complete.

o If you specify a passed date for Sent at, or if you leave
it blank, the reminder will be sent immediately.

o If you specify a future date, reminders will be sent at
the scheduled date/time. Any students who have not
submitted as of the scheduled date/time will receive a
reminder.

To cancel a schedule, reopen the Send Reminders
panel and click the Cancel button.

You can also check the details of students who have not
submitted yet on Submission Status before sending reminders.

Submission Status: Weekly Quiz 1: Instructional Design v
Pedod:  2012.02-27 11:10 00~ 2020-02.27 10 25.00 nprogress  Respondents:2 member(s) Grade:  Unpublshed
1 Adn
Name Student ID Grades Passed Submitted on Grader Graded on Feedback
3] 35683055 S0points 2013-03-02 0433 15 - - 0
.'_ 35888423 B0points 201340302 054056 - - ]
Submission Status page
ALL In progress 322452'170-29 @ ) Published 1 items &
o Edit
LL In progress %gZSS[;O—ZB @ Pub
X Close
ALL In progress 29251105 @ Pub
prog 10:14- & Export
2025-11-18 o setp it
m 1415 - et Prerequisites
In progress TR @ Pub
14:15 /S Submission Status
2025-11-27
T ‘ 11-45 - - ro Manage Grades (Excel)
2025-11-27
1147 [ Trial Submission 0
2025-12-01 — "
L Closeq  1525- - Put[ ‘4" Send Reminders ]
b 2025-12-07
15:25

2008 11.01

Send Reminders

#15[O1}E3 The reminder will be sent to students who have not submitted yet. Continue?

Sent at * When you have not set the sent date or have set the past date,
the reminder will be sent immediately

LT Cancel
Submission Status
HE2EINFZ
Publish / Unpublish Published
Period 2025-02-08 20:54 ~
Respondents [1 members | Send Reminders | (not sent) ]
Grades 0

This test is currently accepting answers.
F._‘/ Submission Status Manage Grades (Excel)
Points can be allotted before scoring the test by clicking Register Scores. Points have not been allotted.
Submitter : 1/5 members > Aggregate Results

Submission Status




IShow aggregate results

1. You can see the aggregate results in bar graph/pie chart by
clicking the Aggregate Results link on the Submission Status list
page. Bar graph/pie chart will also be shown on answer detail
page by clicking the name of student.

2. Results can be updated by clicking the Update to latest button
while acceptance is Open.

Types of graphs/charts are as follows:
o Multiple(1), True/False, Dropdown — Pie chart

o Multiple(1), True/False, Dropdown — Pie chart
¢ Text box — Text

« other question form — No graph

For text box questions, results are shown as follows:
« Answers are shown in anonymous form.

« Submitted answers are sorted in descending order
(submitted date/time).

« Re-submitted answers replace the older version.

I Edit publishing content

If there is a question you want to hide on results page, you can
hide them one by one on Edit publishing content page.

« Choose the question which you want to hide its results.

« Choose the answer to the text box question that you want to hide.

1. Click Edit publishing content.
2. Place a check in the check box which hides the results.
3. Click Save.

I Auto update of results

Results will be updated automatically on a periodic interval by
clicking for auto update.

Automatic updates are performed only on the currently open
tab. If you have multiple tabs open, only the active tab will
be enabled.

Submission Status

c and D Goals
Publish / Unpublish Unpublished
Period 2024-02-0108:00 ~ 2024-02-04 19:40
Respondents 3 members
Grades 0
L5 Submission Status Manage Grades (Excel)

submitter : 3/4 member

> Aggregate Results

5% (3)
25% (1)

Name stillent ID Grade Submitted on Grader Graded on Comment

Satoko Ishinara Spoints | 2024-02-0419:1331  [Log) 0
Toru Asahina 1 04 19:16:34  [Log) 0
Sanae Inoue 1086328 8 points @1 19:19:19  [Log] ]

k10005 k10005 - Not suimitted ILog] - - 0

> Tests Administration

Submission Status

I > Edit publishing content I> ‘Submittion Status

| Update to latest | l Auto update disabec

(DSDGs is the abbreviation forl. 1|

ct one of the following options as the correct deadine for achieving the SDGs

12 Responses | ON | OFF
1
2
3
0 2040
o m 202 % (1)
ahalty ol 3% (1
R .2 % (1)
q 'Y 0% (0
@Select al corect goals listed in the SDGs.
47 T Rewomes ON | OFF

®Feal ke to descride what you could do today regarding the SOGs
19 T Respomes  ON | OFF

Bring n bag and bottle
nsportation whenever possible

Aggregate Results



IPuinsh aggregate results

Graphs and charts of results can be published to student. I 0 oo ot e O e
You can choose whether to publish the aggregate results to Portioio ® Ags O Do not ags
students or not when adding tests (exercises are not applicable). o, SR SR o e o b s en e
If you choose "Publish," the aggregate results will be published to B e R oeme  © AT: e sotmesion deadine. O Upon submission
students after the submission deadline. 4 Tee Resus (O forsacn answen B Corct nwers
Publish aggregate results @ unpubiish O Publish

If you choose "Publish,” the aggregate results will be published to students after the submission deadline.

You can also change later to publish or hide results.

| Preview Next | | Cancel

|

” Test Results

Enter Confirm
Autoscore ) C and D Goals
Description This is a quiz on companies and sustainable development goals
30 min.
Time Limit Closed when time is up
Start 2024-02-01 08:00:00
2024-02-15 19:40:19
End 'Add Google Calendar
Portfolio Added to students portolio

Publish Test Results and Correct

owere Published test results and correct answers after the submission deadline.

Pu
Publish aggregate results | 1.0 200gate resuits will be published to students after the submission deadiine. |

In progress

Status Submitted

Title Grade lower << POSition >> higher

Autoscore | Corporations and Sustainable Develo... 3

Total 0/ Avg 0.0/ Min 0/ Max 0/ Stddev 0.0

> Grades

Test Room (Results) page

I Request resubmission

In the following the steps, the instructor withdraws the student's

) E_,‘/ Submission Status Manage Grades (Excel)
answers that has already been submitted and can return to the
state before the submission was confirmed. (Excluding Exercise) Name Student ID Grade | Passed Submitted on

[E] TAsahina(EN) 11111.qqqqq2 30 points Passed 2020-02-04 16:27:54

Studgnt1 160203A - - Not submitted

After withdrawal by the instructor, students will be able to access
the test and respond again.

1. Click on the name of the student whose assignment you wish to
withdraw in "Submission Status".
2. Click the "Request resubmission" button on the "Student's

INFZ A T.Asahina(EN)'s Questions and Answers

Questions and Answers" screen. Grade Answers
3. Click "OK" button on the confirmation screen. ST AR
- 1.1: 10/10 M2 T LR ) TEADRIEET T, MR I EFRIG TR
o The answer before resubmission is retained. Tolal 10110 ®1a1 O

Grade (Unpublished)

Score 10 Request resubmission

o Reminders are sent to the submitter and the instructor.

o If pass conditions are set, students who pass once will
remain passed even if the instructor withdraws the

The submission will be retracted and T Asahina(EN) ‘s assignment retumed to pre-sUbmission status.
answer. N

* After retracting the submission, a reminder will be sentto both the instructor and the student

o If the instructor withdraws the answer, the grade will
Cancel
also be deleted. -—




Check the answer status of each question

You can check the number of answers and correct answer rate of Tests Administration viewss Intructor | 22 Student
autoscore test questions by downloading Excel. —— niaron | [ oot
.. . . . . _ & Bulk Publish

1. On the Test AdmlnlStrathn page’ CIICk MUItlple Selectlon : and Please check the submitted answers, close tests and register grades by click o ok Unpubien
choose Question Analysis. No. Tite o "fange || o Data Agoregaton JPUDISN | G pmitter Manage
. . . IR n &, Question Analysis - 2ems 4
2. Place a check mark next to the test which contains the questions ! |[Rtoscore JBUBTAT ‘ ”l; — :IA : - tone | &
which you want to analyze and click Aggregate. e S " onchee Rl
3 Manual S¢ FENTA ©

ottems | [&

4 |( Unpublished - 3BUNFZ 9 Unpublished Oitems. o

Preview : 5 |(@ YYTNFRB inprogress 2024210 | @) Pubshed 3ems | [
The URL for previewing the respective test. Export Al Exercises
Submission rate : v Tests Administration
Question Analysis
The ratio of the number Of Submissions against course Place a check mark next to the tests which contain the questions which you want to analyze individually and ciick “Aggregate".
Filter
students (if “Publish range” is specified, the number of e Apply
submissions against group members). It will be entered in the O K. e Period submiter
first line of the respective test. ! ro ) BIBITR mprogress IGO0 T 2tems
4 re | BIENFR B 0items
Question ID : O | 5 |[Autoscors| 9¥TNFRE Inprogress  2025.0219.21:02 3items
-Aggrega(e ([ use xis format
The number corresponding the one written on each question
on the preview page. Question Analysis

Question type :
How the question is asked such as Multiple(1), Dropdown, etc.
Correct answer rate :

The ratio of the number of correct answers against questions.
The correct answer rate will be left blank depending on the
question type. (Refer to Exception)

Number of answers :

Basically, the number of submissions which do not include the
number of blank answers.How it is counted depends on the
type of question, and it may be left blank.(Refer to Exception)

Number of correct answers :

How it is aggregated depends on how the question is scored.
-Exact Match question : The total number of correct
answers.

-Partial Match question : The ratio of the number of correct
choices against checkboxes/dropdowns expressed in decimal
number.

(E.g., if the question is scored in partial match form and have
multiple choices containing three checkboxes, and if the total
number of correct answers (partial) is 20, 6.666 is the number
of correct answers for that question [it is calculated:
20/3=6.666].)

Number of correct answers (partial) :

answers for the following two question types.

- Multiple Choice question : The total number of correctly
answered checkboxes.

- Matching question : The total number of correctly chosen
dropdowns. (Refer to Score multiple choice and matching
question)

Blank answers are basically excluded from being counted as
part of the number of answers and correct answer rate.
However, blank answers are included in the number of

correct answers and correct answer rate in the following
cases.

« The question type is Multiple(2)
* The question type is either Ordering or Matching and the
correct answer is not specified by the instructor.
This is to deem blank submission as one of the answers for

questions which may not have choices with the instructor’s
intention.




ITriaI submission function added to tests and surveys

The course instructor can simulate submission for tests and

2017-10-26 -
.. , = In progress ., Published 1items &
surveys from the Tests Administration and Surveys 2 e -« i
.. M PO it
Administration pages. B e e ;g?c-llc-ze & )rwi o
% Close
. L . . _ . EG]T‘-IC-ZE Unpd
The trial submission function allows the instructor of the course to 20:30 - & Export
confirm the submission procedure of the test or survey, as many - | Inprogress ;jg:‘;c-‘_c-f @ Pubil g Set Prerequisites
times as wanted, regardless of the acceptance and submission 20121221 pu—— [@ Submission Status
status. - | Inprogress 500 b
_ Manage Grades (Excel)
- | inprogress 2ot @ ) Pubi
i el f : . N ral Submission
The trial submission can be made in the following way: n e

[ e TrialSucrﬁisswon ]

1. Find the test or survey for which you want to make a trial
submission and click on the gear icon [&| in the Manage
column of the Test Administration or Survey Administration page. *

2. Click Trial Submission. | Test Room (Trial Submission)

3. Click on the Start button to start the test. The answering steps el L Ak b L S A S L L
are the same as how students would answer the test.

4. If you want to finish the trial submission, close the tab of the

Manual Score | Test 1

Start 2013-11-07 0956
window. End 20131114 12115
Shuffle Questions Do not shuffie
Trial submissions for tests will not be included in the test Partfolio Addto studens porfollo

evaluation sheet. The trial submission results will not affect
the highest score, either. The passing score you set up will
be ignored, too, so you may simulate the submission for any
tests you add.

Start 2013-11-07 09:56
End 2013-1-14 12115
Shuffle Choices Do not shuflle
Porfolie AQA 10 SUdents poMclio

Answers 1/1  Elapsed Time 00:00:03

A question requining a True/False’ answer.
True  False



Score and register grades of a test

There are two methods to score and register grades of tests.

A : Score a test / Register grades on the web
(Manual score tests/Exercise)

You can also register pass results for assignments with passing conditions. Refer to

Register pass results for how to set passing conditions.

A : Score a test / Register grades on the web (Manual score tests/Exercise)

1. Click [&] on Tests Administration page and select Submission
Status.
2. Click Register Answers on the submission status page.

For manual score tests, it is convenient to register
scores before scoring. (See also ““Register scores for
manual score tests")

If files submitted for uploader and other questions have
a Show button to the right of the file link, they can be
previewed in a separate window by clicking it.

Types of files that can be previewed are the same as
those attached to resources. (->Types of files that can
be previewed by clicking the Show button)

3. Enter points of questions.

When scoring a manual score test, if points are already
registered, click Correct if student’s answer is correct;
manaba will add up the score automatically,If you would
like to give partial credit to an answer, enter points in the
box.

4. Enter Rating In case of evaluating with character string such as
"Good,Excellent,A,B". (optional)

5. Enter Feedback about the student’s test.(optional)

6. If there is no revision to make, click Save and complete the score
count.

Register scores for manual score tests

1. Click Register Scores on the submission status page.
2. Enter points of questions.

3. Set passing score if needed.

4. Click Save and finish the registration process.

You can score multiple choice and matching question in two
patterns bellow.

« Partial Match : The total score of the question equals the
number of checkboxes/dropdowns times the number of
allotted points.

*Each unselected checkbox/dropdown is also scored.

(E.g., if the number of allotted points is 1, and 3 out of the 5
checkboxes are registered as correct answers, the total score
for the question is calculated as follows when the correct 3
checkboxes are chosen: 1 point x each correct checkbox = 3
points; and 1 point x each unselected checkbox = 2 points;
totaling to 5 points.)

« Exact Match : The total score for the question equals the
number of allotted points
registered. (E.g., if the number of allotted points is 5 for a 5-
checkbox question, students can get the full score only when

Submission Status

Publish | Unpublish
Paniod
Respondents

Grades

testt

B: Download a Test Evaluation Sheet, score
students’ answers and register grades for all
students in a batch.

[ com e sTotea betore scamg e et oy clcang Repreter Scores

T omEs hiave mol been aolea

Hame

StudontID Grades

Submitted on

testi: TSUGARU TAMENOBU's Questions and Answers

Grade
Scare

11

14

Grade (Unpublished)

Answers,

W AT A B SR A T

A ISR T

Grader Graded on Feodback

Score page



they choose all the correct answers. If any of their choice is
incorrect, they will get O point.)

STEP 2. Score a test individually

1.

On Submission Status page, click name of each student.
Student’s answers and the score field will be displayed.

. Click Correct if student’s answer is correct; manaba will add up

the score automatically. If you would like to give partial credit to
an answer, enter points in the box.

. Enter Rating In case of evaluating with character string such as

"Good,Excellent,A,B". (optional)

. Enter Feedback about the student’s test.(optional)
. If there is no revision to make, click Save and complete the score

count.

Register Answers
> Submission Status

Weekly Quiz 3: Instructional Design

Allot points to the questions in the red baxes. Allot pomts to questions
For multiple answer questions and matching questions, the number of points will be multiplied by the
number of possible answers. (Ex: for 5 answers, total points are Sx points alfbtted)

B

B

Please answer the following questions.

True or False? When converting a successful face-10-face ¢lass to an online class, the most
effective approach is te make lecture notes available as web pages.

1.1

True @ Faise [ 25|points Subtotal _2s paints
During which phase do you identify the course constraints?
1.2

1. Design

2. = Analysis

f You can set a passing score for this test. You can then create other tests that require as a prerequisite Y
that students pass the current test before they take it
@ Do not set passing score

Set passing score points

-
W

0

Passingk scaore Register Answers page




I B : Score a test / register grades using an Excel sheet

1. Click [&#] on the Tests Administration page and select Manage
Grades (Excel) .

2. Click Download in Test Grades administration page and
download Evaluation Sheet.

A button for collecting evaluation sheets and submitted files

all together will appear only when there is an uploader or
audio recording question.
You can download files by choosing how to collect them
using the dropdown shown next to the button.
Details of file submitted by students differ as follows by
what you choose in the dropdown.

[Make a folder for each student (default)]
How it is stored: Folder for each student
Folder name: ID code@User ID
File name: Question code@Name of original file

[Put them in one folder]
How it is stored: No folder for each student
File name: Question code@User ID@Name of file
submitted

3. Enter in either "#Score","#Rating" or "#Comment" on the Test
Evaluation Sheet.If you would like to register a score of 0, please
input 0 in "# Score".

*Test sheets of autoscore tests already have grades entered.

The test evaluation sheet of for the Autoscore Test has
already been entered with the total score.

Enter scores for text box answers in the column titled “#
item 1, 2, 3,...”. The total score is updated once you enter
points for each question.

If you have registered scores on the web, the test
evaluation sheet for Manual Score Test will have a string of
xRt in the unanswered "expected" cell.

4. Upload an Excel file with grades and complete registration of
grades.

You cannot upload grades of an autoscore test until you
click Close Test and Publish Correct Answers first.

- In progress 1.'.

2013-01-24
14

= In progress @ | Published 1items o
e O Edt
- In progress 5, T [ @LT
- ¥ Close
- Ur
b & Export
= In progress - @ Publi g Set Prerequisites

@ Pubi -
Manage Grades (Excel)

= In progress

=2 @ | Pubi

IR T

[@ JTrial Submission O

SelectManage Grades

Manage Tests page

Manage Grades (Excel)
test

Publish | Unpublish Published

Period 20171026 2030 ~
Respondents 1 members
Grades °
Tt tastis cumenty accapting answars
T Submission Statu B Manage Grades (Excal)

) pownload Test Evauation Sheet

+| Download | (view Guessons) O

Upload grade data 1o register grades

#8... | TFLTERENTVERA, || Upload

DownIoad grade daia o review

Mo grades has been registered

v

Manage grades page




I Publish grades

Autoscore tests

Once the Test submission deadline passes, grades will be
automatically published.

Additionally, a reminder will be sent out simultaneously with the
automatic grade publication.

*This does not apply if the 'do not automatically publish grades’
option is enabled.

Manual score tests / Exercise

Grades are not published when they are registered using either the
web or Excel sheets. Grades are published in the following way:

1. Click the Grades tab and open Grades Administration page.
2. Click of the test you would like to publish.

Should you wish to send a reminder message, click Publish
and send reminder.

Grades Administration Viewas | jb-Instructor Studert
Add Grades

Please edit e dale, check and register ihe grades by dicking on the Manage memu( &

- Tite Admasistered ca Publish Ungubiish PubUShed | pegistered | Manage

1 [Tost | Weety Quizs 18 14 [T soeites | Omems | [
Mot P

2 sagnmest | Reflection Unpuiblshed specified 1Rems

3 sd2 | Weskly Quizt Unputiahed m;:__’."'ﬂ drems o

Le es
Inchugs Shudents” raang

Manual Score Test Grades page




Manage pass results

You can register and change your pass results.
Pass results are also shown on the student screen.
Pass results can also be used as a prerequisite for tests.

Register pass results

A.Register pass results on the web

1. Click |#2| on the Tests Administration page, and select Submission
Status.

2. On the Submission Status page, click the name of the student
who have already submitted.

3. Click the Pass results button to register or revoke Passed.

For tests and exercises with passing conditions, pass results
will be registered automatically depending on the score
results.

However, pass results will not be rechecked automatically if
the score results are changed after the pass results are
registered.

B : Register pass results by using Excel (evaluation
sheet)

1. Click || on the Tests Administration page and choose Manage
Grades (Excel).

2. Download the evaluation sheet from the Test Grades
Administration page.

3. In the Pass results column of the evaluation sheet, choose either
Pass or Revoke.

$1E/NF R b: student1's Questions and Answers

Grade Answers

Submitted on: 2025-01-13 14:21

Result (Autoscore) Elapsed Time : 00:00:02

If you upload a file with blank lines: Blank lines will be
determined as there is no change, and information
relevant to those lines will not be updated.

4. Upload the evaluation sheet with pass results and complete
registration of grades.

Check pass result

1. Click |&1| on the Tests Administration page and select Submission
Status.

2. In the Pass results column on the Submission Status page,
“Passed” is written if a student has passed, and a hyphen “-* for
other status.

Pass results can be checked on the Submission Status
page, answer detail page and Excel (evaluation sheet).

1.1: /10710
REEHERBEH —BU L FOEEOBMEEIRL TS (BIRAH)
Total | 10/10
1 = Responses ON | OFF
Grade (Unpublished)
1. BiEHE
Score | 10 2. R
3 ; 3. B
ass result 4 G {EE
Passing score: 10 points or
more
Grade Revoke 1 Request resubmission
Submission Status
BIENTR N
Publish / Unpublish Published
Period 2025-01-10 14:05 ~ 2025-04-18 16:51
Respondents 2 members
Grades 0

This test is currently accepting answers.
{3 Submission Status 9 Manage Grades (Excel

Submitter : 2/5 members > Aggregate Results

W Submitte 0% @)
60% 3)
Name Student ID Grade | Passed Submitted on Grader G’:‘r““ Comment

[ studentt 01 10points| Passed  [2025-01-131421:40  [Log) - - 0
[ studento2 02 oOpoints |  Passed | 2025-02-1920:47:06  [Log) - - 0
student03 03 Not submitted Log) - - 0
studentod 04 Not submitted [Log] - - 0
studentos 05 Not submitted [Log] - - 0

Submission Status



Ilmport/ Export a test

Instructors may export a test and save it to own their computer.

You may replicate the test in another course by importing data you have exported.

I Export an autoscored / manual score test

Export tests one by one

Click ¢ of a test on Tests Administration page and select Export
(a).

The test will be downloaded as an MHT file.
Export all tests in a course

Click Export All Tests (b) at the bottom of the list and a zip file
containing all the existing tests will be downloaded.

I Export exercises

Export questions one by one

Click % of an exercise and select Export (c) on Questions

Administration page. The questions will be downloaded as an MHT
file.

Export all exercises and questions in a course

Click Export All Exercises (d), and a zip file containing all the

existing exercises and their exercise questions will be
downloaded.

I Import a test or exercise

Click Import (e) on Tests Administration page and upload the test /
exercise data. There are three different kinds of data that you can
upload.

The sections to import are different:

* Autoscore tests / manual score tests

« Exercises and exercise questions

» Exercise questions

Import an autoscore test and manual test

Use Import individually (Upload MHT files) under Autoscore and
Manual Score Tests Import if tests should be uploaded one by
one.

Use Import All (Upload ZIP files) below if tests should be
uploaded all together in a zip file.

Import an exercise and exercise questions

Use Import All (Upload ZIP files) under Exercise and Questions
Import if an exercise and its questions should be uploaded all
together in a zip file. Use Import individually (Upload MHT files)
under Questions Import if exercise questions should be uploaded
one by one.

When importing an exported MHT/ZIP file into manaba, the

maximum size that can be imported at one time is about
400MB.

Imported tests need to be published.

Tests Administration

Piease checkine submied answers and register grades by cicking on the Manage menud )

No. Title prereq. Period Publish | Unpablish

1 m Chaptart Exercise - outkshed

2 |[& Weekly Quiz 1 Jinstruction Design = | inprogee

3 | [Mareat 520 \Ve-kh'mu!]me!mumnlkl.b)-

%, Expo All Tests

g e

Viewas | Instructor

Submitier Manage

0 itsms

[}

F s R r
L)) Tests Administration page
Questions Administration
# Add Question Import | > Add Exercise
Aler adding questions, you can add an exercise in the Tests Adminisiration page. You can give students @ randem selection of the fellowing
questons
*Ris best to allot the same number of points for all quastions 5o that they are equivalent when sabectod randomly.
Mo Title Comtained in Exercise Last Edited Total Score Manage
# Exercise 1 2 Chapter 1 Exercise 01340301 0622 & [+]
w2 Exercise 2 2 Chapter 1 Exerciss 20130301 02 geleninii

)=

Questions Administration page

Import Tests

Impart tests fram files on your computer
Autascore and Manisal Score Tests import

IMEON InCiaually (LIpIoad MHT B2}

Chegse Fils | Mo fil Import
Impon all (Upioad 2 Mes)

[ Chaase File | Mo fils chosen Import

Exercises and Questions import
IMpON exefCises and questons (Upoad 2F Mes)
[Chaose File ) Mo file chosen Impod
Questions mport

IMpOM 3 Question (Uptoad MHT flés)

[Chogse File ) Mo fils chosen [ impon |

» Backto

Import Tests page




IAdd Tests by using Excel and CSV

You can create more than one test by using Excel or CSV.
*To use CSV, please convert the Excel sheet downloaded from manaba.

1. In the Tests Administration page, click Add Test and select Add Tests by using Excel/CSV/ZIP Files (a).
2. Download Excel sheet for upload (b).

3. Enter items in the Excel for adding questions.

4. Upload the Excel sheet with added items to where you want to add a Test.

5. Click Upload.

The course which is using this function may be controlled by the system administrator. Contact your system administrator if the link for
Add Tests by using Excel/CSV/ZIP Files is not showing.

Add Tests in Bulk

Add Test YYou can add tests by using ExcelCSVIZIF files.

Select the type of test you would like to create:(This sefing can't be changed after .

Autoscore Test % | Excel sheet for upload ] (b)

Instructors can register answers and assign points in advance, and the student's answers will be scored
automatically after submission dlpload ExcolC SUZID Sl

Manual Score Test I7ALERR |BRENTVEEA Upload Autoscore Tests
Instructors score the student's answers manually after the submission.
IPANERER |ARENTVERA Upload Manual Score Tests |
Exercise J
An exercise is a type of test where questions are randomly picked from a pool of exercise questions that IFALEER |WRENTVEEA Upload Exercises Questions
the instructor registers in advance

Upload Teaching Resource and add a test

External Test

i you would like to add tests using ExcelCSV/ZIP files, please click the link below: (a) Add Test irl Bulk

[ Add Tests by using Excel/CSV/ZIP Files ]

Cancel

Add Test



Input items for Excel sheet

Settings for entire test questions

Title
Add test for each title. To add more than one question to a test,
leave the title field blank.

Category 1-5
These are not shown on the page. Please use these items to
make notes.

Description

Enter test explanation. To add more than one question, add
description after entering title. Please note that if you enter
description in lines without a title, it will not be reflected.

Start/End
Enter in the following format.
YYYY-MM-DD hh:mm e.g., 2018-10-07 12:50
Shuffle Choices
If you are shuffling choices, enter 1. (Only for
Autoscore/Manual score)
Portfolio

If you are storing to portfolio, enter 1. (Only for
Autoscore/Manual score)

Time Limit
Enter in minutes using half-width numbers (e.g., if the time limit
is one hour, it should be entered as 60).
Time limit will not be set if a time limit is longer than the
acceptance period.

Close test room when time is up

If you wish to close the test room when the time is up, enter 1
(half-width number).

Publish Test Results and Correct Answers - Timing to publish

To Publish test results and correct answers after the
submission deadline, leave this field blank.
To Publish test results and correct answers upon submission,
enter 1.
Publish Test Results and Correct Answer -ltems to publish
Enter the following half-width characters accordingly.
For autoscore test
* Publish all ... y (or leave it blank)
* Hideall ... n
« Publish only score results (O and x for each answer) ... r
* Publish only correct answers ... a
For manual score tests.
* Publishall ...y
* Hide all ... n (or leave it blank)
+ Publish only test results (points for each answer) ... r
* Publish only explanation / points ... a

Publish aggregate results

Enter "1" to publish the aggregate results to students after the
submission deadline.

q'uen'/title categond categon? categoryd categonyd categond
# Title # # # # #
Categoryl Category2 Category3 Category4 Category5
Social Politics and
Test 1 o o
Science Economics
Test 2 g”?'a' Law Law Law Law
cience
Test 3 gulclal Economics Economics Economics Economics
cience
predescription starttime endtime shuffle portfolio  timelimit
# Description # Start # End # Shuffle # Time Limit
Choices Portfolio
A guiz about 2014-07-10 2014-07-17 1
today's lecture. 12:00 12:00
A guiz about 2014-07-17 2014-07-24 1 20
today's lecture.  12:00 12:00
A guiz about 2014-07-17 2014-07-24 1 30
today's lecture.  12:00 12:00



Settings per test question

Header # Header # HTML # Question # Question Tyee  # Detail setting  # Points # Correct Answer

The entered text is shown as Header 1 (H1 button). T

s headauarters of the United truefalse recuired 4 21

HTML Science (Politics) Nations is in France.
You can specify one of the following four types to write Header, T
N . . . council has five permanen
Question, Choice, and Explanation (they all should be in half- s ey R“ZS‘E”t ., rorizonta a 2
ederation, the Unite radio orizontal J
width characters). Leave blank: Specifying without an e, o i,
attachment in text ot
ti: Specifying with an attachment in text oh 3 Soc AErekeERIe?.
h: Specifying without an attachment in HTML ) e N

briefly explain what it is.

hi: Specifying with an attachment in HTML
Order the Japanese

Question consumption tax rate in the ordering 2321

chronological order.
The entered text is shown as Bold (B1 button).

#Choicel #Choice2 #Choice3 # Choice4 # Choice5

Question Type

Refer to How to enter Question Type and Correct Answer.

X i TRUE FALSE
Detailed settings

Detailed settings are as follows.
Enter “required” for required question.
Enter “horizontal” if you want the choices to be listed

horizontally. (If you do not specify anything, they will be listed
vertically.)

Japan China India Canada

If you want to specify more than one option, separate with a
comma, such as "required, horizontal".

Points

Enter Point Allocation using numbers.
Correct Answer

Refer to How to enter Question Type and Correct Answer.
Choice1 -5

Refer to How to enter Question Type and Correct Answer.

*To add choice, add a column on the right-hand side of option5
and enter option6 in the second line and # Choice6 in the third
line. There is no limit for adding choices.

Explanation1 - 5

You can insert explanation in choices set for Multiple(1),
Multiple(2), Ordering, and Matching questions.

* Explanations can only be published when correct answers
are published for Autoscore tests or Exercises, or when the
‘explanation/allotted points' are published for Manual score
tests.

*To add explanation, add a column on the right-hand side of
explanation 5 and enter explanation6 in the second line and #
Explanation6 in the third line. There is no limit for adding
explanation.

Explanation Multi-lines
You can insert explanation for the entire question.

* Explanations can only be published when correct answers
are published for Autoscore tests or Exercises, or when the
‘explanation/allotted points' are published for Manual score
tests.

Page break

If you want to insert a page break after the test question, enter
1.(use a half-width number).
(Only for Autoscore/Manual score)

Explanation will not be shown when students do the test.
Explanation is shown by clicking the Correct Answers or
Explanation and Points on the Scoring Results page after
when scoring results are published.



Advanced settings such as "publishing only the explanation
for the selected choice" is not available.

How to enter Question Type and Correct Answer

Refer to the following table for how to enter Question Type and Correct Answer.

Form of
Class question Choice Correct answer
Text line text *Not required. Enter the correct text string. (E.g., leyasu Tokugawa)

If there is more than one correct answer, separate them
with half-width semicolons. Half-width and full width are not
distinguished. If the answer is in Japanese, kanji, hiragana,
and katakana characters are distinguished. If the answer is in
English, lowercase and uppercase letters are distinguished.

True/False truefalse Enter: If the correct answer is "True", enter "1",
Choice 1 if True If the correct answer is "False", enter "2",
Choice 2 if False
Multiple(1) radio Enter text string Enter the correct choice (half-width number). (E.g., 1)
Multiple(2) checkbox Enter text string Enter correct choices (half-width number) using commas. (E.g., 1, 3...)
(Score: partial The score is calculated as shown below:
match) Number of correct choice x score (E.g., if there are five correct
answers, score x 5)
Multiple(3) checkbox2 Enter text string Enter correct choices (half-width number) using commas. (E.g., 1, 3...)
(Score: complete The score is added when all choices fully match the correct answer.
match)
Dropdown dropdown Enter text string Enter the correct choice (half-width number). (E.g., 1)
Ordering ordering Enter text string Enter choices (half-width) in correct order, and separate them using
commas. (E.g., 1, 3, 2)
Matching matching Use two lines. Enter the For choices in first line, enter the corresponding choice number in the
choice (text string) you want second line in correct order using commas. (E.g., a, ¢, b)
to show first in the first line,
and the second answer (text ) ) o )
string) in the second line. In this example, choices for the first line (upper line) are 1, 2,
R I 3..., and choices for the second line (lower line) are a, b, ¢,
! and so on.
< Choices for the upper line
< Choices for the lower line
Enter scores in the first line.
Text box textbox *Not required. *Not required.
*Autoscore is not available.
Upload Upload *Not required. *Not required.
*Autoscore is not available.
audio rec. audioupload : *Not required. *Not required.

*Autoscore is not available.



To insert attachment within a question

To insert attachment within a question, place the applicable Download Excel sheet for upload and the file you wish to attach in a same folder,
and zip the file to upload.
In that case, use “query_sheet.xls* for Excel file name, and enter by following the below rules.

e For HTML, enter hi if you are writing question in HTML and making attachment. If you are not using HTML, use ti.

« Enter as follows for Question text.

Without title specification: {{File name}}
With title specification: {{File name} title}

Please refer to the sample question in the Excel sheet for upload.

File name supports only ASCII characters (alphabets and numbers). You may not use Japanese characters.




Instructors may hand out and collect surveys easily in manaba.

Survey

Add a survey

N

w

~N o

9

10

11. Use the Preview button to view the survey as your students will

12

. Click Add Survey on Surveys Administration page.
. Enter the title of the survey.

. Set whether students can submit the survey anonymously or not

(See also "Anonymous survey")
. Enter a start date and end date for the survey.(optional) If you
click the Start and End fields, a calendar will appear. Select a
date and time, and click OK.

You can also set the surveys to be shown on student’s
page only when their acceptance is Open. (See also
"Schedule the showing period of Tests/Surveys")

. Enter questions you would like to ask. ( See also “Add a test
question”)

. Set a Time Limit. (optional) (See also “Set a Time Limit ")

. In the Portfolio field, select "Add" if you want to add a submission
to a student's portfolio. Only when the submission is added to the
student's portfolio, the instructor and the student himself/herself

can post a comment.
. Set resubmission permission / non-permission.

o If resubmission is set, students will be able to return
and resubmit the submitted answers before the
submission is confirmed within the application period.

o Instructors will not receive a reminder when a student
returns before submitting.

. Select whether to publish or not the results.(See also “Publish
aggregate results")

You can choose whether to publish or not the results of
answers.If you choose "Publish," the aggregate results
will be published to students after the submission
deadline.

. Set a label (sequence number, custom).

o If you set a label, you can use it to filter target contents

when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new

label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

see it.
. Click Save and save the survey in manaba.

If you wish to give assignments to a certain group, you can do
so by setting who to publish to. (Refer to Choose a Group to
Publish Tests/Surveys/Assignments.)

Students cannot submit their answers to a test after the end

date.

Surveys Administration View as

Please check the submitted answers and collect surveys by clicking on the Manage menu((£)) 0

No.

1

2

Instructor Student

Add Survey Import

o
of

o
o

of
!

JPublish / Unpublish  Submitter ~ Manage

!

Title O Period
<
Survey on prior experience Inprogress  2018-02-13 15:45 - ,¢ @ ) Published 0items O
5
+
Class Feedback 2018-02-01 1548 - Unpublished 0Oitems &
5
Add Survey - :
Surveys Administration page
]
Asa Survey l
Aasayment e
Tome Lt @
.
-t -
e -9

Formaned Text

Press the queston tutlons n the rght menu, and Pe question templates wil acpear n the page

X Q

Add Survey page




Anonymous survey
You can add an anonymous survey by enabling Anonymous
submission on Add Survey page.
« The Anonymous icon will be shown in the title of the survey,
and students can distinguish from regular surveys.

¢ Only the number of submitters will be shown on the survey
submission status page. The submission status of each
student and link to each answer will not be shown. Results
graph can be shown.

¢ Only the number of submitters will be shown on the survey
submission status page. The submission status of each
student and link to each answer will not be shown. Results
graph can be shown.

If Add is chosen on Portfolio, only the submitter (student) can
see the answers.

IPuinsh a survey

In order to publish a survey you add, click on Surveys #-Instructor | 22 Student | [nstructor screen (Surveys Administration page)
Administration page.
Surveys Administration Vowss [_dcintrusior | i Swosent
« Should you wish to send a reminder message, click Publish Aiiae) atis
. Please chock e submied answers and collect Sunveys by clicking on the Manage menul &)
and send reminder.
No.. Tule D Penod Publrsh | Unpublish Submitter  Manage

« Use Student button to view the list of surveys which are

! 1 | Survey on pricf experience Inprogress 201802431545 () Published 0 itemns -]
published to students. 2 |classFoetback i— ||| 13
* For assignments published to a group: For instructors to BRSNS N
check those assignments as Student, the instructor has to be
added to that group as a member. instructor | 44 Swdent | gt dent screen (Surveys)
------------------------------------------------------------------------------------------------ 1 Surveys View as Instructor A Student

Title Status Start End

If you set an acceptance period, students can only respond

after the acceptance start date; before the acceptance start ( CLOL eomarnE R
date, the status of the survey is set as “pending”.
I Edit a survey
Follow the steps below, in order to change the acceptance dates or 201802131545 - | @ ) Published 0 items o
questions of a survey. 2018-02-01 15:45 - Uil T Edit

o =

1. Click [3] on Surveys Administration page and select Edit.

. . % Submission Status
2. Revise the content of the survey and click Save.

Eq Collect Survey

If you edit a survey, it will automatically be unpublished. [© Trial Submission @
Once you finish editing, please publish it again.
Select Edit Surveys Administration
page
To avoid student confusion, editing the title of a survey after Ecit Survey
a student's answer and grade registration will not be [ e s
reflected in the grade and portfolio title. (Grades titles can be e [Survey on prior experience
manually edited from the edit page.) S 5013.02.37 10.25.00
End 2020.02.27 10:25:00

Guestions.

You can change "Portfolio" settings later after submitting the
student. If you select "Do not add", the submission will be
hidden from the student portfolio.

Formatted Tex

This survery 15 not graded, but if you 8o not subma i, it will afiect your class panicipation grade = P ||H1 ] H2||H3 | e

1. Adfiliation (e.g. college, department, program, atc )

R|B| z|us
13
2. Yoar
— & File
22 : Opticnal
33 Testing | Tt
a4 —| ™ —I "

Edit Survey page



IView Survey submission status

You can check students' information such as survey answers and
submitted date/time from a list.

1. Click the [ button on the Surveys Administration page and
select Submission Status to open the page.

2. On the Submission Status page, you can see students’ submitted
answers by clicking on the name of each student.

You can also send a reminder to those who have not
submitted yet. (Refer to Send Reminders)

ALL

ALL

Submission Status

Publish / Unpublish

Anonymous submission

Period

Respondents

[T submission Status

Submitter : 3/5 members

Name
) studentt
=) stdent2
[F) studentos

student04

student0s

In progress

In progress

In progress

In progress

Closed

Closed

2025-10-29

1842 - 1 items

o

2025-10-29 & Edit
18:50 -
Close
2025-11-05

10:14 - Export

2025-11-18
14:15-
2025-12-31
14:15

2025-11-27
11:45 -
2025-11-27
11:47

Publ Set Prerequisites

b ke X

]

Pub|

@

Submission Status
Manage Grades (Excel)

Trial Submission I©

2025-12-01
15:25 -
2025-12-07

“a" Send Reminders

15:25

2095 14 04

SB1EIP IR AR
Pubiished
Disatie
20250113 14:10 ~
3 members \: Send Reminders | (ot sent)

This survey is currently acoepting answers.

B Collect Survey

» Aggregate Results

B submitted
B Not submitted

6% (3
0% @

Student ID Submitted on
o1 20251208 18:26:19 [Log]
02 202512.0818:27:26 [Log]
-] 2025-01-13 142239 [Log]
04 Not submitted [Log]
05 Not submitted [Log]

» Surveys Administration

I Collect survey responses

I A: View individual responses on the web

1. Click [&#] on Surveys Administration page and select Collect.

2. Click Download results.

3. An Excel sheet with a list of students with their answers to the
survey will download.

A button for collecting results and submitted files all together
will appear only when there is an uploader. (See also “When
there is an uploader”)

If files submitted for uploader and other questions have a
Show button to the right of the file link, they can be
previewed in a separate window by clicking it.

Types of files that can be previewed are the same as those
attached to resources. (-> Types of files that can be
previewed by clicking the Show button)

Surveys Administration

Viewas & Instrucios
# Add Survey
and c by clicking on the Manage menu( g1}
Ne. Title 0 Period Publish ! Unpublish  Subrmitter
1 | Survey omprior experience In progress migas. L Pubished 0 items
2 | Class Feodback e
A, Expont

. Export All Surveys

B Collect Su
[ Tnal Submissiond
Collect Survey
Survey on prior experience
Publish | Unpublish Published
Period 2018-0213 15:45 ~
Rospondonts O mambars
This Survey I3 CuFréntly ACCEpUng answers.
Fsu stas || B Collect Survey
Download Answers sheel
4| Downlosd results | [Show Cussssns)
Toregister grades, please use the Graces 1ab. By inpuling grades and feedback in the Answees Sheel you can register grades.
3 Grades Adminisirabon
> Surveys Administration

Collect Survey page



IAggregate multiple surveys in bulk

You can download multiple surveys in bulk.
Surveys Administration View

1. Click Multiple Selection [/ on the Surveys Administration page

and select Bulk Download Results. Multiple Selection | £}

2. Check the surveys you would like to download in bulk and click Please check the submitied answers and collect surveys by cickingontn & 01 PU0FS"
i Bulk Unpublish
Create Compressed files. ulk Unpubiis
. . No. Title O + "
3. Click Download Compressed files. range & Bulk Download Result

; H 1 | BROBRERICOVTOZ > —h
You can select your file structure as follows.
[Make a folder for each assignment]
How it is stored: Folder for each survey assignment
Folder name:
Course internal ID
LSurvey assignment ID
File name: Question ID@ID Code@User ID@File name

2 RH—PEFIH—b

3 BRORFEDFEERAR

Bulk Download

Check assignments you would like to download in bulk and click "Create Compressed files

Filter

: ! e el |

[Make a folder for each user] o O . S~ —

How it is stored: Folder for each student g 0 1 EroBEmcowtorys—k SN 045D | g

Folder name: ( 2 zZh—hRFIE—I 201605020000 29160531 | g gams
: [ 3 BROAZEOFBERAT - 2017-12-07 10:36 - 0items

Course internal ID -
LID code@ User ID
File name: Assignment internal ID@Question code@File name

Create Compressed files | @
[ Use xis format Make a folder for lach survey v

[Make a folder for each student per assignment]
How it is stored: Folder for each student is in the file for each :

survey assignment

Folder name: H Download Compressed files
(Created : 2026-02-26 14:53)

To download the latest data please click "Create Compressed files"again.

Course internal ID

© LSurvey internal ID

LD code@ User ID

File name: Question code@File name

This bulk download feature bundles several individual files
into a single zip file. It does not merge multiple surveys to a
single file or spreadsheet.

If you select “Make a folder for each assignment” or “Make a
file for each user per assignment”, a file will be generated for
assignments with no submissions.



IShow aggregate results

1. You can see the aggregate results in bar graph/pie chart by Submission Status
clicking the Aggregate Results link on the Submission Status list < sl Sose
. N . Publish / Unpublish Unpublished
page. Bar graph/pie chart will also be shown on answer detail period 260201 06100 ~ 20340204200
page by clicking the name of student. Respondents 3 members

2. Results can be updated by clicking the Update to latest button
while acceptance is Open.

[¥ Submission Status @0 Collect Survey

Submitter : 3/4 members | > Aggregate Results

W s 5% 3)
Types of graphs/charts are as follows: ‘ o B
e Multiple(1), True/False, Dropdown — Pie chart
« Multiple(2) — Bar graph
Name ident ID Submitted on Comment
e Text box — Text [ SatokoIshinara 2024-02-04 19:47.06 Log] 0
° Other qUeStIOn form N NO graph [:'] Toru Asahina 1086326 $024-02-04 19.49.04 [Log] 0
[®) Sanae.inoue 1086328 024-02-04 19:50:33 [Log] 0
k10005 k10005 Not submitted [Log) 0
> Surveys Administration
For text box questions, results are shown as follows: v [Tfh?;;‘“g“”tus
¢ Answers are shown in anonymous form. | ((vpsate oo l pr——

« Submitted answers are sorted in descending order
(submitted date/time).

« Re-submitted answers replace the older version.

% (1)
% (1)
/% (1)
0% (0

L
#

I Edit publishing content

If there is a question you want to hide on results page, you can
hide them one by one on Edit publishing content page.

@Select af comrect gosis lsted n the SOGs.

17 T Respomses

« Choose the question which you want to hide its results.
« Choose the answer to the text box question that you want to hide.
1. Click Edit publishing content.

2. Place a check in the check box which hides the results.
3. Click Save.

I Auto update of results

Results will be updated automatically on a periodic interval by
clicking = | for auto update.

Automatic updates are performed only on the currently open Aggregate Results
tab. If you have multiple tabs open, only the active tab will :
be enabled.




IPuinsh aggregate results

Graphs and charts of results can be published to student. You can

Portfolio

choose whether to publish results to students or not when adding i, o T e el sl e b
surveys. Allowing resubmission  ® Do not aiow resubmission
. . . Allows resubmission at any time during the submission period.
If you choose "Publish," the aggregate results will be published to —
students after the submission deadline EEN AR R If you choose "Publish. “he 3pgregate results il be published to students sfter the submission deadiine. |
Preview | | Save | [ cancel |
You can also change later to publish or hide results. ‘
]I Survey Room
Enter Confirm
Cor and i D: Goals
y 30
Time Limit NchIN';sed when time is up
Start 2024-02-01 08:00:00
2024-02-04 20:00:00
End Add Google Calendar
Portfolio This survey will be added to student's portfolio
Allowing resubmission Do not allow resubmission

I Publish aggregate results > Aggregate Results O

Closed

Status Submitted

Survey Room (Results) page

Ilmport/ Export a Survey

Instructors may export a survey and save it to own computer. The survey will replicate the survey in another course by importing data you
have exported.

I Export

Export a survey individually Surveys Administrauon View s st {sh;\
Click [#3] in Surveys Administration page and select Export (a). A2y o
The test will be downloaded as an MHT f||e Pleass cneck I SUDMINed ANSWers and collect SURveyS by CRCKINg on Me Manage menu( g1

. Mo Tie O Panod PubESh [ UnpuDlish  Subimatter  Manage
Export aII surveys In a course 1 SEIVEY Of DOT expenence N OQress  2018-02-13 15:45 - @l Putished 0 nems &

X L . 2 | Class Feedback 2018-02.01 1585 (aL o tu
Click Export All Surveys (b) and a zip file containing all the (b)l P | N )
existing surveys will download. & Submssion States
c Trial Submission 0

Surveys Administration page
I Import surveys
1. Click Import (c) on Surveys Administration page.
2. Use Import individually (Upload MHT files) if surveys should be Import
uploaded one by one. Use Import All (Upload ZIP files) if
surveys should be uploaded all together in a zip file.

Import Surveys

When importing an exported MHT/ZIP file into manaba, the

¥ Surveys Administratica

maximum size that can be imported at one time is about ot ey o B on you clepie
400MB Import indnédualty (Upload MHT fs)
. Chaose File | Mo fie chosen [ impont |
Import all (Upload 2P files)
Choose File | No file chosen Impart

Imported surveys need to be published.

> Back to List

Survey Import page



Assignments
Instructors may hand out and collect an assignment easily in manaba.

Add an assignment

1. Click Add Assignment on Assignments Administration page.
2. Select the format of the assignment (form-based or file-based).

Assignments Administration Viewas | i Instructor Student

File-based submission

These are assignments for which students send responses in
files, such as Word documents.

Browser-based submission

These are assignments for which students answer questions in
the web browser.

The number of characters in the answer is
counted as follows.

Character count

Both half-width and full-width characters, symbols and
space are counted as one character. Line breaks are not

Add Assignment Import
0

Q
Please checkthe submitted answers and register grades by clicking on the Manage menu(3)). ¢

o
No. Title O Period o Publish/Unpublish | Submitter Manage
D

In 20

1 [Mutual Review | Miditerm essay progress 20

@) Published 0items &

2 | [_individual | Reflection Unpublished 0items L]

Assignments
ministration page

# Add Assignment

v

Add Assignment

Selecttype of assignment.

File-based submission
Students upload a file and submit it.

Browser-based submission
Students answer questions directly online and submit them.

counted.
Word count

Cancel

Mostly used for questions that allow to type text in
English. Words are counted correctly if they are
separated with a half-width space;note that they are not
counted if separated with a full-width space.If you break

Select assignment
format

AG3 Assrprment (File 2ased submissacn)

a line, it will be counted as one word. —
3. Enter the title of the assignment. ® 0o et show eagnmars _. — -
4. Enter a start date and end date for the assignment.(optional)

Click OK. [ p—

Not acSed 0 avpene’s

Students cannot submit their response to the
assignment after the end date.

Abcirn) revsteninson 8 00 ot ok

Oevcroton

You can also schedule to show assignments onto

student’s page only when their acceptance is Open.
(See also :Schedule the showing period of

assignments)

Put a check mark next to Allow assignments to be

submitted after end time and select the extra days you

want to give. Late submissions will be accepted within
the days you grant. ot 77 {AEER MRANTULUA

5. In the Settings field, select how you would like the assignment to
be handled.

Pubias Descrpnon and Fées

Pavurg conatons

Accessible to all course members.

All course members can access and comment on the student’s
response.

Add Assignment page
Accessible to instructors and course members who

have submitted the same assignment.

Only instructors and those who have already submitted an
assignment on the same topic can access and comment on the
response.

Accessible only to the student and the instructors.
(Individual)



Only the student and the instructors of the course can access
and comment on the response.

Only available to collect the submissions and is not
added to anyone’s portfolio.

The instructor collects only the student's responses. The
student responses will not be added to their portfolio. Also,
mutual reviews and posting comments are not available.

6. Set whether to allow or disallow resubmissions.

7. Write the description of the questions you would like to ask
students.

8. Use the Files section to add various files you would like your
students to use for reference when completing the assignment,
such as PDF files and images.

9. Set a label (sequence number, custom).

o If you set a label, you can use it to filter target contents
when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

10. Click Preview to view the assignment as your students will see it.
Click Back after you check the preview.

11. Select whether to Show always or Open once the assignment
is published for Description and Files.

12. Click Save to save the assignment in manaba.

If you wish to give assignments to a certain group, you can do
so by setting who to publish to. (Refer to Choose a Group to
Publish Tests/Surveys/Assignments.)

Schedule the showing period of assignments

Assignments with a check mark next to Open/Close Date will not
be shown on student’s page when acceptance is not open even
when the status of those assignments is Published.

However, if submission after the deadline is permitted, it will be
shown on the student screen during the submission period even if
it is outside the acceptance period.

You can check the showing status for students on the Manage
Assignments page.

When the status of assignments is switched to Hidden due
to editing and other actions, those assignments cannot be
shown on student’s page. Please be sure to click the toggle
button to switch back to Publish.

Peer review settings

For assignments, students who submitted their work can provide
feedback to other students through peer review (read, give grades
and comments to others’ submissions). Student feedback can be
used as a reference for the instructor’s final grading.

Reviews are anonymous; the names of the reviewer and
reviewee are hidden from students. Instructors can view the
evaluator’s identity and all evaluation details.

Peer review settings are made on Assignments Administration
page after an assignment is added. Please note that peer review is
unavailable for assignments without a Close Date.



If an assignment’s close date might be extended, it is
recommended to finalize peer review settings after the date
is fixed.

If an assignment close date is extended after completing the
peer review settings, those settings will be disabled.

1. Click |£4) on the Assignments Administration page and click Peer
review administration.

2. The Peer review administration page opens by selecting Enable.

3. Set the following items.

o Students to be reviewed: Specify the number of reviewers
for each submitter.

= |f you select All submitters review, students
(excluding the submitter of the assignment) will
be assigned as reviewers.

= [f you select Max {} members out of all
submitters, the specified number of reviewers
will randomly be assigned.

o Review open date: Set the Open Date of review period.

If you specify a date, you need to set a date later
than the assignment close date (or extra time
allowed to submit the assignment).

o Review closed: Set the Close Date of review period.

o Details related to review: Enter the evaluation perspective
and instructions for students.

4. Click Add and then click Save.

Once the peer review period begins, the red link titled
“Peer review (Unreviewed: {O})” will be shown on the
Course main page for students. Students can check the
submissions they need to review by clicking this link.

If settings are changed during the review period (e.g.,
period and number of reviewers), reviewers will be
reassigned among all students, including those whose
work has already been reviewed. If you do this, please
note that students who have already completed reviews
may be assigned new ones and the distribution of
reviewers per student may become uneven.

For assignments with peer review settings, students
assigned as reviewers will be able to view other
students’ works even if they are set to Tutoring (visible
only to student and instructor). (On the reviewer’s page,
only the submissions will be shown. The name of the
submitter will be hidden.)

Please refer to View Peer review results for how to check peer
review results.

Publish an assignment

In order to publish an assignment you add, click on
Assignments Administration page.

« Should you wish to send a reminder message, click Publish
and send reminder.

Assignments Administration Viewas | v Instructor Student

Maltiple Selection £ s Add Assignment Import

Please check the submitted answers and register grades by clicking on the Manage menu( 3 ))

Mo P Published o— Publish  Unpublish | ¢ e (e
= ©
1 Individual | F1EILR—b - Unpublished 0 items [
& Edi
9 " 4 Expont

'Y Manage peer review

2025-09-05

Set Prerequisites
10 Indivi

Rubmission Status

U B G

47 Manage peer review

11| Cindividual | #4ELA—b management(Excel)

xport All Assignments

Peer review settings
SE3[EIL71— I - If you set to Enable, submissions can be reviewed between students
Disable (@) Enable
Close Date: 2025-09-24 16:00 (Acceptance period: (Not set) )

Students to be (@) All submitters

reviewed Max members out of all submitters
* Students who are acling as reviewers can see the submission regardiess of its
View settings

Review open date (@) Open on the Clese Date or the end of acceptance period
Specity the date

Review closed

Review description
(perspective, review
method, etc.)

* This will be shown 10 the peer reviewer.

Save Close

Peer review settings



« Use Student button to view the list of assignments which are
published to students.
* For assignments published to a group: For instructors to
check those assignments as Student, the instructor has to be
added to that group as a member.

If you set a period, students can only respond after the start
date; before the start date, the status of the assignment is
set as “pending”.

Instructor screen
(Assignments Administration page)

A Instructor | A4 Student

Assignments Administration

Viewss - instructor | Ak Student

' Add Assignment Impart

Pleass check e submitied answere and register graces by clicking onthe Manage menul )

Nows Title O Peniod Publish / Unpublish  Submitter  Manage
| e dm ey b memans | @ e s owms (@
2 nawicual | Reflection Unpuklished Oigms £
jivInstructor | 24 Student | Student screen (Assignments)
| Assignments Viewas | i Instructor | A2 Student
Tive Status Start End

| [Mictusl Revers | Midierm essay ‘,';‘I"’“c”f:c 201302271215 | 2020-02:27 1215
14 [indeidual | ReMection e 12ATIZIE | 202002271215




I Edit an assignment

Ffollow th'e stepstbelow, in order to change the dates or questions Dm;r:ess ig:ggggg ::: @& rwi 0ftems o
of an assignment. & Edat I
- ) Unpu
1. Click [&2] on Assignments Administration page and select Edit. Export
2. Revise the assignment and click Save. xport All Assignments

Submission Status

If you edit an assignment, it will automatically be Manage Grades

unpublished. Once you finish editing, publish it again. [E} Proxy Submission In Bulk
To avoid student confusion, editing the title of an assignment Select Edit l
after a student's answer and grade registration will not be

reflected in the grade and portfolio title. (Grades titles can be
. . Edit Assignment (File-based submission)
manually edited from the edit page.) e
Subject Midterrn essay

St [2013-02:27 12:15.00
You can change "Portfolio / Settings" later after submitting o0 (20200227 127600
the student. If you select "Only available to collect the & hkow 23t 19 WAt e, S B s
SmeiSSiOI’]S.", the SmeiSSiOn Wi" be hidden from the * Assigrments submitied afer e deadine wil be indicated n manata and n evaluation Excel sheets.

student portfolio. Edit Assignment (File-based submisson) page



I Set prerequisite

Prerequisites is a setting which allows students to submit a — Pu:;l[i;l;ed period Publish / 3pumisn S|
assignment if they pass specific items or check Resources (click
Lfi— ALL . Unpublished 0 items &

the "Change to Checked" button). o Ea
20250905 | @ )Publi !

16:00 -

1. Click on [&] on Assignments Administration page and select Set SR G0t assezy | Cddentl 4, Expor
Prerequisites. L=k TR . o 4l Set Prerequisites I
2. By setting Enable all items within the course with passing 095.09.05 o
conditions (Tests, Assignments, Projects) or completion 2 AL - ssens unou o Grade management(Excel)
16:00 — R
conditions (Resources) will be shown in a list. 4. Export Al Assignments |
3. After selecting the items you wish to set as prerequisites, choose @ Delete
either of the following conditions: “must satisfy all conditions —
(AND)” or “must satisfy at least one condition (OR)”. Select Set Prerequisites
*If you have selected only one prerequisite, you may choose \ 4
either AND or OR.
W2E LA~ NN
4. Click Save and finish the process.
Would you ke 10 5ot the prerequistes of This assignment?
Assignment-related reminders are sent to enrolled students Oonatset Esat
whether they have met the prerequisites. However, students —
who have not fulfilled the prerequisites cannot operate even Drarequ.
if they follow the link written in the reminder. EVIF A (10 polals or more) (26250140 1400
. L. . o1 LAAH (5 points of more) ( 20250201 1555
Students who have not fulfilled the prerequisites will see the - 10 pos o more) | 00256 20 54
message, “* You have not completed the prerequisites of pesnments
this assignment.” on their list page. To see the prerequisite —
title and link, click the assignment title and go to the View S —
» "1 * currently unpublished
page; they are located at the bottom of the page. g | MIEL - Me
Projects —
/AND (must satisfy all condions 'OR (must salisty at least one condion)

Save Close

Set Prerequisite page



ISend Reminders

You can send a reminder email to students who have not
submitted the assignment during the acceptance period.

You can send a reminder only to student course members
who have enabled the "Assignments" notification on
manaba’s Reminder settings page.

(Refer to View reminder settings/grades)

1. Click the [&] button on the Assignments Administration page and

click Send Reminders.

This menu will not be shown if the date has passed the
acceptance period. However, if you choose “Allow
assignments to be submitted after end time” and set an
acceptance period, the menu will be shown until the that
period ends.

2. Enter a date and time for Sent at and click Send to complete.

o If you specify a passed date for Sent at, or if you leave
it blank, the reminder will be sent immediately.

o If you specify a future date, the reminder will be sent at
the scheduled date/time. Any students who have not
submitted as of the scheduled date/time will receive a
reminder.

To cancel a schedule, reopen the Send Reminders
panel and click the Cancel button.

You can also check the details of students who have not
submitted yet on Submission Status to send a reminder to
those who have not submitted yet.

w1
A In
ALL @K ) Published 1items
progress o
& Edit
ALL Unpy
& Export
ALL . 2025-11-03 Unpu
18:45 - J5/ Submission Status
2025-11-26 Grad t(Ex |)
T 1135 - rade management(Excel
2025.11.20 | @) Publi
11:35 =1, Proxy Submission In Bulk
. In
ALL Publf “g» i
progress - u[ ‘a* Send Reminders ]
ALL In @ | Pubii
progress
ALl In - noien nfln [#s]

Send Reminders

#15[E12 % The reminder will be sent to students who have not submitted yet. Continue?

Sent at * When you have not set the sent date or have set the past date,
the reminder will be sent immediately

ﬂ ‘ ‘ Cancel
Submission Status
B2EILR— A
Status Published
Period
Respondents [Omembers Send Reminders | (not sent) ]
Grades Oitems

This assignment is currently accepting answers.

Submission Status



View / Collect submissions

There are two methods to view student’s responses to an assignment.

A: View individual responses on the web

A: View individual responses on the web

1. Click [/ on Assignments Administration page and select
Submission Status.

2. On Submission Status page, you may view the student’s
response by clicking on the name of the student.

the previewable files can be viewed on the screen. — Types
of files that can be previewed directly on manaba

you can click the Preview button next to the file name to
view the contents of the file in your browser.

There is a limit to the number of characters that can be
previewed. If you cannot see all of them, please download

all responses submitted, which downloads all the submitter's
reports at once.

Re-submission of an assignment

It is possible for the instructor to have a student resubmit the
assignment. If you click Request resubmission, the assignment
will return to one step before the submission and the student will
be able to edit and resubmit the assignment.

If the assignment is already closed, edit the close date of the

assignment.

« If a student uploads an assignment but fails to click the
Submit button, the instructor can finalize the submission on
the student’s behalf.

* You can upload the files on behalf of individual students for
the File-based submission assignments. And you can delete
only the files the instructor uploaded on behalf of the student.

¢ You can do these two actions on the individual student’s

Assignment Room page after clicking the student’s name on
Submission Status page.

B: Download all responses submitted

In 2018

== 0 items L&
progress 20
Edit
Unpu
Export
xport All Assignments
I ¢3 Submission Status I

Manage Grades

Proxy Submission In Bulk

Select Submission Status Assignments

Administration page

Submission Status
Wi 8 84y
Status

Period

Respondents

Grades

Accessibée 1o all course members even befora Mey SubMt thair a3 signments

Grade Submined on Grader Graded on Feadback

Click student's name Submission Stalus page

Midterm essay: Instructional Design 2013 Py

Acco i 1o impirucions sed oot be meeember s wWho A SubMSEied the §3me a3sgament,

> A

Assignment Submitted by student! (Submitted 2014-02-26 15:08:58) Subemission 98

¥ shodentTs Poct * Fncponst v

Carios Macedo'

Fesaback

Private Nete

Gusance Note

For the Browser-based submission assignment, you can’t
enter the answer on behalf of the students.

Show submission Log

You can check the past submission log even if the students have
withdrawn, deleted, or updated their submissions.

* Once submission is finalized, its log can be seen even if the
submission is withdrawn.

» Browser-based submission
The past log which is erased by clicking the Return button after
submitting can be shown by clicking Show past submissions.
 File-based submission
Log including the file deleted after the submission will be shown
by clicking Show deleted files.
Deleted files have the word “Deleted” in front of the file name, and
you can download them by clicking the name.

Assignments details



X . . BARBEBEFB Y217 I—X 2024
Only the files which are currently added and text in the Accessoe any o he studentand e msiructors. (naviaua)

middle of entering can be shown on student’s page. Past pescription
. In progress
submission log cannot be shown. > Acsgnment Room
by Student1 ( i on : 2025-08-18 17:3/

Show past submissions
The previous lecture was difficult, but | gained a deeper understanding through this group Wo

Through team discussions, | was able to discover perspectives that | had not considered before, which was
beneficial.

The specific examples of the EU that the professor mentioned left a strong impression on me.

1'am looking forward to the next lecture, as | heard that the content will be further developed. I plan to preparefin

/advance.
characters words
> studento2’s Portiolio F Requestffesubmission | @
s — e

Past submissions
> Hide past subfhissions
v

(Submitted on : 2025-08-18 17:36)
he previous lecture was difficult, but | gained a deeper understanding through this exercise.
"hrough team discussions, | was able to discover perspectives that | had not considered before, which
s beneficial.
he specific examples of the EU that the professor mentioned left a strong impression on me.
‘am looking forward to the next lecture, as | heard that the content will be further developed

hacac »

Browser-based submission

Assignment submitted by student1 (Submitted on : 2025-08-19 10:30) Submission #2

Submitted files (1 files) l > Show deleted files

2025-08-19 1030 [5] SIMELA— I (BEM) docx

Assignment submitted by Student1 (Submitted on : 2025-08-22 20:20) Submission #2

[znzmmsu | Deleted - WBL M~ N docx ]1—

WD~ (BIIE) docx

F Roquest resubmission | @

File-based submission

Manage Grades (Excel)

I B: Download all responses submitted rre—
. L. . . — Period 2018-02-02 1855 ~ 2019-02-28 18.55
1. On the Assignments Administration page, click £}/ and select Respoadents omemoers
Grade management (Excel). Grodes e

This 25SIgNMENtiS CUITeNty 00AEING ANSWANS.

2. You can download evaluation sheets in Excel by clicking

[Download]. The content of the sheet depends on how the answer

is submitted. e e e 81 i

In case of browser-based submission: YT [ e—

The content of assignment submitted by student will be shown lGuwmwm

dlrectly under the #Text column. SK... | 77 (LIERENTLEA, | Upload

In case of file-based submission: Q cormeat vt e o cortn

The link of file name will be shown under the # File 3 G Aarinsiaton T o n peslshemm e Graces 2

name/Uploaded on column.

3. By clicking [Download with submissions], you can download
Excel evaluation sheets as written above and either of the
following together in zip format.

In case of browser-based submission:

Text file with student’s answer. Please note that the actual answer
will not be shown on Excel, but the link to the text file will be
shown.

In case of file-based submission:

File submitted by student. Please note that the link to the
submitted file will be shown on Excel.

Assignment Grade Registration page

Details of file submitted by students differ by placing a check :
mark in combine in one folder.

Without a check mark

How it is stored: Folder for each student
Folder name: ID Code@User ID

File name: Name of file submitted

With a check mark :
How it is stored: No folder for each student :
File name: ID Code@User ID@Name of file submitted '



Evaluate submissions / Register grades

There are two kinds of methods to evaluate students’ responses and register grades of an assignment.

A: Evaluate students’ responses and register grades B: Download an Excel sheet, evaluate students’
individually on the web. responses and register grades on the sheet in a
batch.

You can also register pass results for assignments with passing conditions. Refer to
Register pass results for how to set passing conditions.

A: Evaluation / grade registration on the web

1. Click [/ on Assignments Administration page, select
Submission Status and Submission Status page will appear.

2. On Submission Status page, you may view the students’
responses by clicking on the name of each student.

¥ Submission Status @7 Manage

Accessible to course instructors and the student who submitted the assignment. Only the instructors and the student can post comments.

I Student ID Grade Submitted on Grader Gradedon  Feedback

Sanae.Inoue Not submitted  [Log]

Toru Asahina

Not submitted  [Log]

For online assignments, the number of characters and
words will be shown. The number of characters in the
answer is counted as follows)

> Assignments Administration

. Submission Status page
Click student’s name

3. Enter the points in the field Score.
4. Enter Rating In case of evaluating with character string such as

"Good,Excellent,A,B". (optional) SFIEBELA— YT VIR 2021 Course Students
5. Enter your comments to the student's response.(optional) hsgnment Submited by Tora eahina (Submited on - 22112812000
6. Use Guidance Note as a memo that is only visible to you; UL docx - 20211124 120132 - (5] Proview

students will not be able to view your memos. -
7. Click Update once you fill out the necessary fields. > Tor Asahina' Prtoko Froques osibmision

BB b xisx - 2021-11-24 12:02:47

Cick “Register” after entering the grade information

The background color of the student's row will be orange if Publishable 1o Student @

there are no comments at all or if the last comment was e
Score

posted by a student.

Rating

Feedback

Private Note

File-based submission by students can be previewed in a
separate window by clicking the Show button on the right-
hand side of the file link. Types of files that can be
previewed are the same as those attached to resources. (-> Grading field o .
Types of files that can be previewed by clicking the Show Submission details
button)

Guidance Note

Register y

View Peer review results

You can check students’ evaluations and grades for assignments
via Peer review on the Submission status page.

Both instructors and students can see the results once the review
is registered.

« Edit review content

You can hide reviews from the reviewees by clicking Hide this
review. You can set it to Show again later.

* Add a peer reviewer

You can add a reviewer from the submitters who have not yet
assigned reviewers by clicking Add a peer reviewer.

You can check the following items on the evaluation sheet
for each assignment.

* Number of review requests

* Number of reviewed items

* Highest review score

* Lowest review score

* Average review score



Assignment.docx - 2026-01-30 14:50:43

>Portfolio + Request resubmission | (@

Grade
Click "Register” after entering the grade infermation.
Publishable to Student @
Status  Unpublished » Grade Administration
Score

Rating

Feedback

Private Note
Guidance Note
\_/\_/\_/-\_/\_
W

Peer review Reviewed: 2/2
Max: 90 / Min: 80 / Avg: 85.0

Unassigned: Add Peer reviewer
90
The data was abundant and compelling, Hide this review | ( 2026-01-30 16 [l
80

The structure was simple, and the message was clear. Hide this review | ( 2026-01-30 165

Hide

Add Peer reviewer

Add the checked member to peer reviewer.
@ Specify randomly O Select from submitters

Name

Student 1
Student 2

Add Close

I B: Evaluation / grade registration using an Excel sheet

N

. Click [ on Assignments Administration page and select
Manage Grades.

2. Click Download and download Assignment Evaluation Sheet
(this is an Excel file).

3. Enter in either "#Score","#Rating" or "#Comment" on the
Assignment Evaluation Sheet .If you would like to register a score
of 0, please input 0 in "# Score".

4. Upload the Excel file with grades and complete registration of

grades.

The counting structure of score page technically differs from
evaluation sheet. There may be a difference in results of the
number of characters and words. (E.g., Arabic, Indian
languages, etc.)

For alpha numeric characters, hiragana, katakana or kaniji,
there should be no difference in the counting results.

To score by referring to the number of characters and words,
please also see the score page which has the same counter
as the one the students are using as an indicator when
entering their answers.

Manage Grades (Excel)

Miditerm essay
Status. Published
Period 2018-02-02 18:85 ~ 2019-02-28 18:55
Raspondents b members
Grages Unpublished (Oitems)

This assignmentis curently accepling answers.

T Supmission Statss || [B) Manage Grages (Excel)

@) Download Assignment Evaluaton Sheet
Inchuds tamporarily saved assignments which are not submitied
4| Download

| Doszioad wth

© uplosdgrade cata
Uplaad and register grades.
Ll Dr LR Te A, | Udload

€ Dowmioad registered grades to coniom

Mo grases has been registerad
> Grade Asministration

Assignment Grade Registration

page




I Publish grades

Neither uploading the grades on the web nor using an Excel sheet
makes the grades available to your students. You must now
publish the grades to let your students know about them.

1. Click Grades tab in course menu and open Grades
Administration page.
of the assignment you would like to publish.

2. Click

Should you wish to send a reminder message, click Publish
and send reminder. !

Grades

Grades Administration l View s nstruct

Pleast s Do date, check andregister the Grades by clicking on The Manage menu( D)

or Student

Add Grades

’ Tite Administared on Publish | Unpublish PUbiSned Rogistard Manage
1 |[Teat ] Weakly Quir3 gt s:;ifl:ea vieme [
2 | [Assgmen | Reflecton Lrntihad ”:'{f,:ea L
3 |[Goaan ) Weekiy Quizt Urgnitisbd apecasd =

LE ades
Ineclud students” rating

Grades Administration page

IManage pass results

You can register and change your pass results.
Pass results are also shown on the student screen.

Pass results can also be used as a prerequisite for tests.

I Register pass results

A.Register pass results on the web

1. Click [£2] on the Assignments Administration page and select
Submission Status.

2. On the Submission Status page, click the name of the student
who have already submitted.

3. Place (or remove) a check mark in the checkboxes for pass or fail
to register Passed or revoke.

B : Register pass results by using Excel (evaluation
sheet)

1. Click [2] on the Assignment Administration page and choose
Manage Grades (Excel).

2. Download the evaluation sheet from the Manage Grades (Excel)
page.

3. In the Pass results column of the evaluation sheet, choose either
Pass or Revoke.

4. Upload the evaluation sheet with pass results and complete
registration of grades.

BIELAR—NREE -1 7)IVBEI—X 2024

A ible to all course

Description
RODBEFEIUORFFOBEFZEELRSL.

Period: 2025-01-09 14:10:00 ~ 2025-02-28 14:10:00  In progress
> Assignment Room

Assignment Submitted by student! (Submitted on : 2025-01-13 14:22)

‘"fj U2 BEERL T 7 )LD docx - 2025-01-13 14:22:04 - | 5] Preview
1]

> student1's Portfolio [ & Request resubmission | @

student1’s Grade and Pass result

Click "Register” after entering the grade information

Publishable to Student
Pass result Pass
atus  Unpublished > Grade Administration

Score ]

Rating ]

Feedback 74

Private Note

Guidance Note

| Register



Ilmport/ Export an assignment

Instructors may export an assignment and save it to their own computer. The survey will replicate the survey in another course by importing
data you have exported.

I Export assignments

Export an assignment individually prT———— —— tc,;
Click [#| in Assignments Administration page and select Export L
(a)_ The test W|” be downloaded as an MHT flle Please check the submitted answers and regisbér grades by dicking on the Manage menu( Q)1

Mo TeQ Period Publish Unpubiish | Submitter  Manage
Export a" aSSignments in a course 1 Ul Revew | Miditerm essay (b) :: L Putished 0 fems (-]
Click Export All Assignments (b) and a zip file containing all the ol (aJ)" 4, Exn

4, Expert Assigements
existing assignments will download. & Submesaion S
U, Presey Subenission In Bulk

Assignments Administration page
I Import assignments
1. Click Import (c) button on Assignments Administration page.
2. Use Import individually (Upload MHT files) if assignments Import
should be uploaded one by one. Use Import All (Upload ZIP
files) if assignments should be uploaded all together in a zip file

Import Assignments

When importing an exported MHT/ZIP file into manaba, the e Yooy e
maximum size that can be imported at one time is about il Lol ) .
Choose Fila | No fle chosen Imgart |
400MB Impart all (Upicad ZIP files)
Choose File | No fle chosen Import All
» Assignment Adminisiason
Imported surveys need to be published.

Import Assignment page



Projects

In projects, course instructors can provide space to divide enrolled students into several teams and have them discuss and
eventually submit their project.

A forum and a window for submitting a project are available for every team.

The submitted projects can be mutually reviewed by students depending on the settings.

Add a project

There are two ways to submit a project.

A: Team submission

1. Click New Project on Projects Administration page. Projects Administration
2. Select Submit project as a team and Add Project page will
display. Pleasschockihe submited answers and rgitr rade by cking onh Hanage menu(i3).
3. Enter the title of the project. o ree— E e ——)
4. Enter a start date and end date for the project.(optional) F—
o Students cannot submit the project after the end date. Proi T
rojects Administration page

The end date of the project becomes the submission

deadline for the project.
Add Project

o As of the End date of the project, students cannot make
comments in the forum of the project.

Please select the type of assignment

Submit assignment as a team
Amember of the team is designated as a representative and submits the assignment on behalf of the
team.
The submitted assignment is saved in all team members’ portfolios.

5. In the View Settings field, you may specify who has access to the Submit assignment irflidually
Assignments are submified individually.
team space.

The assignment is only [laved in the individual's portfolio.

Accessible only to assigned team members.

Cancel

Accessible to all course members in this project.

Instructors may view all teams.

Students who are not assigned to a team cannot view :
any project. ——

6. In the Submitted Items field, you may specify who has access to
the submitted items.

Accessible to all course members in this project. o

All course members in the project can access and comment on
the submitted items .

Accessible to team members who have submitted the
same project.

Only instructors and students who have already submitted a
project on the same topic can access and comment on the
submitted items.
Add Project page
You can change "Portfolio" settings later after submitting
the student. If you select "Do not add", the submission
will be hidden from the student portfolio.

7. In Allowing resubmission field, select whether to allow students to
resubmit.

o If set to "Allow resubmission at any time during
submission period.", mamber can delete a submission
submitted by not only himself but also another member
and resubmit another submission.

o If a member resubmits the submission, a reminder
email will also be sent to team members other than the




member and the instructor.

8. Enter details of the project or questions you would like to ask.
9. In Portfolio field, select if submission should be added in the
students’ portfolios.
10. Set a label (sequence number, custom).

o If you set a label, you can use it to filter target contents
when copying contents. (Refer to Filter by label
[sequence number, custom])

o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label
name field. You can also add a new label via the
Manage labels page. (Refer to Manage labels )

11. Click Preview to check details of the project
12. Click Save. Then, add a team in the next page.

B: Individual submission

1. Click New Project on Projects Administration page.

2. Select Submit project individually and Add Project page will
display.

3. Enter the title of the project.

4. Enter a start date and end date for the project.(optional)

5. In the View Settings field, you may specify who has access to
the team space.

Accessible only to assigned team members.

Accessible to all course members in this project.

Instructors may view all teams.

Students who are not assigned to a team cannot
view any project.

6. In the Submitted Items field, you may specify who has access
to the submitted items.

Accessible to all course members in this project.

All course members in the project can access and
comment on the submitted items.

Accessible to course members who have
submitted the same project.

Only instructors and those who have already submitted a
project on the same topic can access and comment on the
submitted items.

Accessible only to the student and the
instructors. (Individual)

Only the student and the course instructors can access and
comment on the submitted items.

You can change "Portfolio" settings later after
submitting the student. If you select "Do not add",
the submission will be hidden from the student
portfolio.

7. In Allowing resubmission field, select whether to allow
students to resubmit.
8. Enter details of the project or questions you would like to ask.
9. In Portfolio field, select Add if submission should be added in
student’s portfolio.
10. Set a label (sequence number, custom).

Projects Administration

Please checkhe submited answers and regstergrades by ccking on e anage menu(E3).
o e peroa plbisn Unpubish | submiter  Manage

1| Group research project Unpublshed Oteams

Export Al Projects

Projects Administration page

Add Project

Please select the type of assignment

Submit assignment as a team
‘A member of the team is designated as a representative and submits the assignment on behalf of the
team
The submitted assignment is saved in all team members' portfolios.

Submit assignment individually
Assignments are submitted individually.

The assignment is only saved in the individual’s portolio.

Cancel

Passng constions

Add Project page



o If you set a label, you can use it to filter target
contents when copying contents. (Refer to [Filter
by label [sequence number, custom])

o If an applicable label does not exist, you can add a
new label by entering the name directly into the
new label name field. You can also add a new label
via the Manage labels page. (Refer to Manage
labels )

11. Use Preview to check details of the project.
12. Click Save if no revision needs to be made. Then, add a team
in the next page.



I Manage teams

I Add a team

1. Click [&] on Projects Administration page and select Manage
Teams (a).

2. Click Add Team and Add Team page will display. In the field
for the team name, manaba has automatically allocated a
team name. (e.g. Team A, Team B ...)

3. Check course members you would like to add in a team and
click Add Team.

4. Check details and click Save if no revision needs to be made.

I Copy teams from past projects

You may copy teams of past projects.

All teams belonging to a project will be copied.

1. Click Manage Teams in Projects Administration page.

2. Click Use previously created teams (b) in Add Team page.

3. Alist of past projects will appear in a pop-up. Confirm team
names and members from Teams. Select the project which
contains teams that you would like to add and click Add
Team.

Publish / Unpublish )  Submitter Manage

@K | Published 1teams o

@@ |

Manage Teams

Export

Submission Status

& H v|e

"y Team progress status

Register Grades (Excel)

=

Projects Administration
\ 4 page

Select the members of the team. (Students not part of any team: 6:)

Add Team

> Use previously created teams. > Select from the registered groups

New [TeamA

[) Use previously created teams. )]ISelect from the registered groups ]

(b) (c)

Use previously created teams.

Choose a project and click "Add Teams.”
Title
O70z4 MRS Teams]
OFOsTH NEEE® [Teams]

v

Select from the registered groups

Group Name
O |Group2 (Members]

O |Groupt [Members]



Create a team by using a group
You can create a team by using a group.

1. Click || button on the Projects Administration page and choose
Manage Teams.

2. Click Select from the registered groups (c) on the Manage Teams
page.

3. . Alist of groups will be shown. Place a check mark next to the
applicable group and click Add Teams.

The group name created here will be the team name
and published to class students. If you wish to modify,
change the team name. (Refer to Modify a team.)

Information edited in a Team in Projects does not apply
to Group Management Feature. That means, even if you
edit Team members or Team names, the original Group
members or Group names will not be changed.

Modify a team

Follow the steps below in order to change a team name or
team members:

1. Click Edit (d) on the team you would like to modify.
2. Modify the team name and members and click Edit Team.
3. Check details and click Save if no revision needs to be made.

Delete team

Follow the steps below in order to delete a team:

1. For the team you wish to delete, click Delete [@| (e)

The team forum and submitted projects (except submissions
added to the portfolio) will be deleted. Additionally, once the
team is deleted, it cannot be restored.

(e) (d)

Add Team No.1:AF—A (2 member . it
‘Select the members of the team. (Students not part of any team: 1:) 3
>Select ffom the registered groups No.2:B7—A (3members) (3| (2ar

New [TeamC

C Name Student ID Team > Projects Administration

O studentt 01 Course Student| AF— L

studentoz 02 Course Student AF—Ls

studento3 03 Course Student BF— L1

studentod 04 Course Student BF— /s

student0s 05 Course Student BF— L

O |teacher0t 001 Instructor

Preview | | Save



Set prerequisite

Prerequisites is a setting which allows students to submit a project
if they pass specific items or check Resources (click the "Change
to Checked" button).

. Click |3 on Projects Administration page and select Set
Prerequisites.

2. By setting Enable all items within the course with passing
conditions (Tests, Assignments, Projects) or completion
conditions (Resources) will be shown in a list.

3. After selecting the items you wish to set as prerequisites, choose

either of the following conditions: “must satisfy all conditions

(AND)” or “must satisfy at least one condition (OR)”.

*If you have selected only one prerequisite, you may choose
either AND or OR.

4. Click Save and finish the process.

Assignment-related reminders are sent to enrolled students
whether they have met the prerequisites. However, students
who have not fulfilled the prerequisites cannot operate even
if they follow the link written in the reminder.

Students who have not fulfilled the prerequisites will see the
message, “* You have not fulfilled the prerequisites.” on their
list page. To see the prerequisite title and link, click the
project title and go to the View page; they are located at the
bottom of the page. Students cannot access team threads
and submission links until they fulfill the prerequisites.

Notes for setting prerequisites to assignments submitted as
team
« Students who have met the prerequisites can submit their

project assignments even if other team members have not
yet fulfilled their own prerequisites. If you require all team
members to meet the prerequisites before submission,
please provide specific instructions or guidance to your
students accordingly.

« Please note that even if the team leader completes the
submission, students who have not met the prerequisites
will see the warning message “* You have not completed
the prerequisites of this project.” on their screen and
remain unable to access to submission details page and
team threads.

Work on a project in teams

Each team has their own forum where only the assigned team
members and course instructors can post comments.

No comments can be made in forums of other teams’ even if
the team space is open to all students registered in the course
to view.

Forum

You may comment in the forum of your team’s project in the same
process as adding a comment to a forum in a course. ( Also see
see “Add a thread/Add a comment” )

Instructors may make a comment on the forum of any team.

Students cannot comment after the end date, which the instructor
entered when the project had been added. (Students can still view
the forum after the end date.)

TS T T

Edit
Manage Teams

Export

Set Prerequisites ]

(9 =TT PTOgress: 2005~ 2026 |
03-31 20:05
2026-02-10 . Q
o) In progress 20:10~ 2026-
03-3120:10 F
2026-02-19
- In progress 14:50~ 2026- - ;-_*-,
03-31 14:50
2026-02-19 . o
= In progress 14:50~ 2026-
03-31 14:50 4

Export All Projects

Submission Status

y Team progress status

Register Grades (Excel)

Send Reminders

Select Set Prerequisites

v
Oyx2-mm
Would you ke 10 set the prerequisiies of Ihs project?
Donctset @Set
Tests
s
L3 ‘
w1 U
L >
S84 s
Prerequisites
w | M2EL 7w~ n 1R " currently unpublished

Set Prerequisite page



(DAF—/s : Team Thread

Project Description

JOSxHNRETY

Period 2025-02-01 14:03:16~

Type of project  Submit project in teams

settings _The project room of a team is open only 1o the members of that team and the instructors

Submitted Items  Accessible to all course members in this project
Allowing resubmission Do not allow resubmission

@ Comment
Style| = List  T=Tree
Total 1 tem(s)

BEANBICONT

{BEINBICONT, FHEISALSEMOBEEL TR,
AN T EIRRLET .

studentoz(student02) @] 2025-02.0121:16:40 [ Roply

Total 1 tem(s)

I Submit project

Viewas | i A F4

This team has already submitied the
project.
> View submissions
13 Team List
AF—L
BF L
& Member LisAF— /) >Access Data
studentt

student02

> Team scoring
> Project Main Page
> Projects Administration

Team Thread Page

In the forum of a students’ team, students will submit their work
from the Submit Project button. They may submit files until the
end date which the instructor entered when the project was added.

| SAF—h: Team Tread

R
Preject Descripion et

T Submit Project ]u what

£ Mambar Lint
Risad the Michaoison's paper abos .
e 3 thecres cortrixse 1 lears Crvissas Jons

Max Li

Each group is mauined b0 submit & f T
The Submit project button does not appear on instructor’s Your icitaion Wl b ovikused B i Ut OIS YOu (R DRGS0 —— e
page. :Ifr?:’s‘"é:';".;“?i'ao. 061335 =
Sty t bl
R My poant of vitw frem the rondeg
E" Indeed, the issue of individual pEYEpeCctives raises the Question of how 4o those perspectives.
intoract with sach other. Corstructivist theory discusses the lssue of individual perspective,
ISend Reminders
You can send a reminder email to students who have not 2021-11-25 16:39~ | @) Published Oteams | &
submitted the project during the acceptance period. 2017-10.25 1629~ | @ ) Published 1 teams &
: 2017-10-25 16:49~ | @ ) Publish & Edit
You can send a reminder only to student course members ) T
. . . 07 - . anage leams
who have enabled the "Assignments" notifacation on 20220708 1407~ | @) Publsh
) . : ¥+ Export
manaba’s Reminder settings page. 2017-108 1234~ | @ )Publstf =
. . . /57 Submission Status
(Refer to View reminder settings/grades) 2017-1-13 1442~ | @ ) Publish ™
¢*y Team progress status
2017-11-13 14:43~ @ Publsh
1. Click the ﬁ button on the Projects Administration page and click 2017-11-13 14:44~ | @ ) Publish E - ’ ]
A ‘4" Send Reminders
Send Reminders. 01711131045 | oo
{ 2023-10-10 14:.00
This menu will not be shown if the date has passed the 20220708 14:09~ | @ ) Published Ttea hod

acceptance period.

2. Enter a date and time for Sent at and click Send to complete.

o If you specify a passed date for Sent at, or if you leave
it blank, the reminder will be sent immediately.

o If you specify a future date, the reminder will be sent at
the scheduled date/time. Any students who have not
submitted as of the scheduled date/time will receive a

reminder.

To cancel a schedule, reopen the Send Reminders

panel and click the Cancel button.

Students on teams that have not yet submitted will

receive a reminder.

If all the teams that a student belongs to have completed
their submissions, that student will not receive a

reminder.

You can also check the details of students who have not
submitted yet on Team Progress Administration before sending

reminders.

Send Reminders

#1501%%  The reminder will be sent to students who have not submitted yet. Continue?

Sent at * When you have not set the sent date or have set the past date,

the reminder will be sent immediately

Send Cancel




Team ProgressAdministration

Status.
Period
Submitted

Grades

Viewas | jvlnstructor | 2 Student

# Manage Teams
FOSxs R
Published
2017-10-25 16:20 ~

1teams|| Send Reminders | (not sent)
0items

This project iscurrently accepting answers,

Team ProgressAdministration



I Check submissions

You can see the team progress status by clicking the assignment
title on Projects Administration page.

If there is a Submitted team, you can check the students’
submissions by clicking the team name.

You can post comments to their submissions.

I Show submission Log

Past log can be checked even if students have withdrawn or
deleted their submissions.

Log including the files deleted after the submission will be shown
by clicking Show deleted files.

Deleted files have the word “Deleted” in front of the file name, and
you can download them by clicking the name.

* Once submission is finalized, its log can be seen even if the
submission is withdrawn.

The view can be switched by clicking Past submissions shown
next to the team name in the Team List on the Submission Status
page.

Team ProgressAdministration View as Instructor Student

# Manage Teams

Team

Team O Members Last Comment Comments  Total Views Status grades
100 points /
DIAF—L 2 202502012116 1 45 Submitted Team
- scoring
Loo® Unscored /
L3 BF LA 3 0 0, «*| Notsubmitted Team

scoring

Team progress
status page

& BF—L : Submissions

> Team Thread
Project Description
DN—TD-OZERDIR, FIEDI ATy NTREENERBU TS,

Period 2025-08-19 11:23:32~

Type of project  Submit project in teams

Settings  The project room of a team is open only to the members of that team and the instructors
Submitted Items Accessible to all course members in this project.

Allowing resubmission Allow resubmission at any time during submission period.

Assignment submitted by BF¥— /s (Submitted on : 2025-08-18 19:11)

l > Show deleted files l

"’77 BF — /[y : BF — LFEFREH xisx -T.Asahina(EN) 2025-08-18 19:11
o |

Only instructors can see this log. Students can only see the
currently added files.

Assi i by BF—A ( on : 2025-08-18 19:11)

> Hide deleted files

g
$

Deleted - B¥ — /s : B¥ — ARFRER(TEE) xlsx -T.Asahina(EN) 2025-08-18 19:10 ]

’j BF— L Br - LRs ey . T 2025-08-T8 T97TT

"y Team List
AF—Ls
BF—L

CF—LA > Past submissions

DF—LA



I Request resubmission

No. Title Period Publish | Unpublish &) = Submitter Manage
and resubmlt the assignment. 1 FOZz oA In progress @ | Publshed 1 teams &
Export All Projects
. In the "Projects Administration" screen, click the "Submitter" field
of the assignment.
2. On the "Submission Status" screen, click the team (or student) submission Status
you want to resubmit in the "Team List". L T LT
3. Click the "Request resubmission” button on the "Submissions" e m—
screen.
4. Click "OK" button on the confirmation screen.
« If the end date of the project has already passed, please AF—4 : Submissions
change the end date to a later date so that students may >
resubmit their projects. T e
 Reminders are sent to the students, s
Even you click Request resubmission, the old file that the
student had submitted remains available in manaba. Students |
may send the old file and the new file together as a G
resubmission, so that the old file will also be added in their - (==
portfolio.
I Register team grades
You can register grades (Score, Rating, and Feedback) for each Projects Admiristration Viwss | vnsructor | 42 Student
tea m R Multiple Selection £} New Project Import

In the following the steps, the instructor withdraws the student's

submission that has already been submitted and can return to the

state before the submission was confirmed.

After withdrawal by the instructor, students will be able to access

Projects Administration Viewas | . instrustor

Muitiple Setection [ New Project

Please check the submitted answers and register grades by ciicking on the Manage menu(£3]).

Student

Import

1. Click ] on the Projects Administration page and select "Team

progress status" (a).

2. On the Team Progress administration page, click "Team Scoring"

(b).

3. Enter Score, Rating, and Feedback, and click “Update” (c) to

complete the registration.

The registered team grades are also entered into evaluation

sheet. You can use this information for reference when you
register your student’s grades.

The registered team grades can only be viewed by the
course instructor.
They are not published to students.

Please check the submitted answers and regster grades by ciicking on the Manage menu(3))

No. Ttle Period Publish / Unpublish @ Submitter Manage

2 Tovzorsm Inprogress  2025.02.01 1403~ @) Published 1teams &
& Edt

# Manage Teams

Export Al Projects

& Export

feam progress status a )

Project Administration page

Team ProgressAdministration View as Instructor Student

Manage Teams

Team O Members Last Comment ~Comments

Total
e status ( b m grades
2 202502012116 1 27 Submitted ™ | 100 o

3 0

°

Not submitted | Unscore®

Team progress
status page

& AF—L : Team scoring

Project Description

OV hrETY

Period 2025.02.01 1403 16~

Type of project Submit projectn teams

Settings  The project 0om of atea s open only o the members of that team and the Insiructors

Submitted items  Accessible 10 all Course members in this project.
Allowing resubmission Do not allow resubmission

(c)

AF—Is grade

There are no grades registered yet.
Click "Register after entering the grade information.

grade

score

Feedback

Update

Team scoring Page




Score project / register grades

You may score the student’s submissions for projects and register Publish / Unpublish @  Submitter Manage
grades in manaba. @ ) Published 1 teams o
‘ & Edit
Project grades are only displayed to team participants. If you J Manage Teams
wish to switch to "student mode" on the faculty screen to &, Export
view grades, join the projects as a team member and /3 Submission Status
register your grades for sample. "y Team progress status

I B Register Grades (Excel) I

You can also register pass results for assignments with
passing conditions. Refer to
Register pass results for how to set passing conditions.

Project
Administration page

Project Grade Registration
JoyxIhRE
status Published

. Click |#1| and select Register Grades (Excel) in Projects

Period 2025-02-01 14:03 ~

Administration page. submitted T eam
2. Project Evaluation Sheet will download. Grades 0 tems
3. Enter points in the column titled # Grade and enter your feedback 1 profect scurrenty acceping ansuers
in the column titled # Comment. @ pownload Project Evaluation Sheet
. . . > Team progress status
4. Upload the Project Evaluation Sheet with grades data from Downioad ] Oluse xs format
Upload, and complete registration of grades. Download with submissions | [Project Detis]
5. Click Grades tab in the course menu and publish grades from the eu”;;'::";;"‘;;::';‘g,m

Grades Administration page. I7VEER ERENTLEEA | Upload

Download registered grades to confirm

No grades has been registered
> Grade Administration

Team Score, Team Rating, and Team Feedback are not

included in the upload registration process by evaluation :
sheet. : Project Grades
: Administration Page

On the Submissions page of each team, file-based
submissions of students can be previewed in a separate
window by clicking the Show button on the right-hand side of
the file link.

Types of files that can be previewed are the same as those
attached to resources. (-> Types of files that can be
previewed by clicking the Show button)

Manage pass results

You can register and change your pass results.
Pass results are also shown on the student screen.

Pass results can also be used as a prerequisite for tests

Register pass results

1. Click |1 on the Project Administration page and choose Manage
Grades (Excel).

2. Download the evaluation sheet from the Project Grade
Registration page.

3. In the Pass results column of the evaluation sheet, choose either
Pass or Revoke.

4. Upload the evaluation sheet with pass results and complete
registration of grades.

Pass results cannot be registered on the web.




Grades

You may publish grade information of tests and assignments handed out in manaba; grade information may include scores and
feedback. You may also register grades of extracurricular activities, practical training, labs or attendance.

I Register grades

I Register grades of Autoscore Tests, Manual Score Tests, LTI Tests, Assignments and Projects

1. Register grades of an Autoscore test, a Manual Score test, an
assignment, or a project from the administration page.

* Please refer to "Score and register grades of a test" to register
Autoscore or Manual Score test grades.

* Please refer to "Evaluate submissions / Register grades" to
register assignment grades.

* Please refer to "Score project / register grades" to register
project grades.

2. Click Grades tab in the course menu and open Grades
Administration page. All grades registered from Tests
Administration page and Assignments Administration page and
Projects Administration page are automatically listed in the
Grades area.

I Register other grades

1. Click Add Grades from Grades Administration page.

2. Enter the title of the grade.

3. Enter the start date and end date of the test / assignment.
(optional)

4. Download Grade Registration Sheet.

5. Enter in either "#Score","#Rating" or "#Comment" on the Grade
Registration Sheet.
* Steps to fill out the sheet are explained inside this sheet.

6. Click Upload and upload the Grade Registration Sheet you have
filled out.
On this sheet, registration is possible only for the line in which
information is entered in one of "#Score", "#Rating" and
"#Comment".
If you would like to register a score of 0, please input 0 in "#
Score".

[ Grades ]

Grades Administration

v

Please edit the date. chock and registor e grades by dlicking on the Manage menu gy )

Titlo Adminksterad on

2t | Weokdy Quir3

wnt | Fefection

Grade | Weekly Quizt

+
o
o8 Urpuishod
03

Urpushod

Publish | Unpubiish

K
g

o
4
o+ *Published
- on

Registered  Manage

s
Nt
e L]
spaciteg | U
Not
specified
hot
spacified

—

Add Grades ]

JGrades Administration

page

If you do not register any grades, you can not publish it.

Saving the grades does not make it available to your
students. You must now publish the grades to let your
students know about them.

7. Once grade registration is completed, Download registered
grades to confirm section will appear. Click Download and
check the grade data you uploaded.

Register Grades

Twe |

Started

Ended

)Downioad Grade Regisirabon Sheet

L.| Grade Registration Sheat

) vpicas grade data

Upload grage

ter graces
osen Upload

» Grades Adminisiration

Register Grades page



I Publish grades to students

In order to publish registered grades to students, click in
Grades Administration page.
e Should you wish to send a reminder message, click Publish
and send reminder.
i« Use Student button to view the list of grades which are :
published to students.
* For assignments published to a group: For instructors to
: check the grades in that group as Student, the instructor also
needs to have a grade registered.

Check uploaded grade data thoroughly before you publish
grades.

avInstructor | 4% Student Instructor screen

Grades Administration

Viewss - Instructor A4 Student
Add Grades
Please eon e date, chock and register the orades by clicking on the Manage menu( )
. Title Admanistered on Publish | Unpublsh Nb::n” Regestered  Manage
1| (Tt | Weokty Quis3 Unguibishad conineg | OMems | (&
2 =t | Refection Urgatashed sn:g“ 1tems | [
— Hot
3 sade | Weekly Quizl [Eepr— specified 4 items L
*, Export All Grades
Inchade students’ rating
a- Instructor 44 Student Student screen

Grades View a3 | dvInstructor | i Student

This page rechcates the screen seen by shudents.

The review Sechon displars fedoack entired by Ihe instrucor for Mamsehes 35 if they were students, in or8er 10 Su4 how will display on the
Sereen for e Stucemts,

Similary, e position graph shows the Score entered by e instuctor, 35 Seen by Students. (Use Bis Aunchon 1o review your entry)

Data such as average scores and standard deviallons are calculated withoul mcluding the INsruchor's own score.

Titie Grade terwrar << PoSHion >> higher

Not

Reflection submined |

Total 1/ &g 90.071Ain 90 / Max 901 5130w 0.0

IOverwrite grades / Download grades

Follow the steps below in order to change scores or comments of a
test or assignment.

I A : Register grades on the web

1. Click [&] on Grades Administration page and select Submission
Status.

2. Click the user’s name you would like to score and the user’s
Register Grades page will be opened.

3. Click Update once you fill out the necessary fields.

To delete all items of registered grades, please click the
"Delete Grade" button.

If you want to return only registered "#Score" to "Unscored"
not all items, please confirm the next "B : Register grades
using an Excel sheet".

I B : Register grades using an Excel sheet

You can not use the Excel sheet to delete all items of registered
grades.
The method of correcting the registered grade is as follows.

1. Click [£2] on Grades Administration page and select Manage
Grades.

2. Upload Grade Registration sheet again from Upload and the
grade data will be updated with new data.

3. Once update is completed, click Download and check grade data
you uploaded.
On the Grade Registration sheet, overwrite registration is
possible only for the line in which information is entered in one |
of "#Score", "#Rating" and "#Comment". Even if all the items
are left blank, the results of registered students will not be

| deleted. :

To return the registered "#Score" to "Unscored", make
"#Score" cell blank and enter text or numerical values in either
"#Rating" or "#Comment" Please register.

To register "#Rating" or "#Comment" in addition to "#Score"

: already registered, leave "#Score" cell entered Please upload.

: . Published .
Publish / Unpublish on Registered Manage
Not
Unpublished snacifid 0 items ol
& Edit Settings
Unpublished <
/3 Grades List
Unpublished d
7 B0 Manage Grades
iblishe
pxpcbistec S @ Qelete
Not P >
Grades Administration
\ 4 page
& Grades List
Reflection
Publish / Unpublished Not published
Administered between 2018-02-01 15:00 ~ 2018-02-28 15:00
Registered 1items
L3 Grades List @7 Manage Grades
The grades edited here are also reflected to the students status of the > Status
Name StudentiD Score Grader Submitted on
[ TSUGARU
TAMENOBU 1201601 4 points Prof. Baba 2017-08-03 16:12:59
E{ NAMBU NOBUNAO 201602 13 points. Prof. Baba 2017-08-03 16:12:59
E{ AKITA SANESUE u201603 14 points Prof. Baba 2017-08-03 16:12:59
I3 DATE MASAMUNE u201604 11 points Prof. Baba 2017-08-03 16:12:59
Grades List page
Manage Grades
Reflection
Publish / Unpublished Unpublished
Administered between 2018-02-01 15:00 ~ 2018-02-28 15:00
Registered 1items
[3 Grades List Manage Grades
@ upioad grade data

[(58..] F7tumREnTOE A || Upload

e Download registered grades to confirm.

+.| Download |
*The grades are currently unpublished. You can publish them from the Grades tab.

> Grades Administration

Register Grades page




I Download all grades

Click Export All Grades from Grades Administration page. You

may download all the grades registered in manaba at the moment.

If you check Include students' rating column, you can
download not only total score but also "rating".

Grades Administration Viewan | i Instruetor | AL Student
Add Grades

Fiease edil fhe date, check and register e prades by chcking on ihe Manage menuf 11

#e Titte: Administered on Publésh [ Uinpublish SR fegisiered Manage
S o - Mot

1 st | Weskly Quiz ZO0B-0218 14:43 - Unputisred spoces | DM &

2 | [Essmement | Refloction e M 1 items (]
— ZB-02-28 1500 I Urpubeind snaren

) - Edt Tile and
3 |[Grace | Weekly Quizt 2180220 1505 JI) unpubishad

+, Export Al Grages
[“Jcuce students’ rsang

g Administration Date
[% Grades List

B Manage Grades

Grades Administration

& Export All Grades

page




Forum

There is a forum in each course. You can use it for discussion purposes among instructors and students.

IAdd a thread

1. Click New Thread in Forum page.
2. Enter the title of the thread.
3. Enter the description of the thread.

You can attach various files such as video files and
images. (For more information about adding a file, please
check “How to add a file”. )

4. Click Post and create a new thread.
»¢Students receive reminders by email if they set Receive in the
following reminder on the Individual Settings. “New comments
made on your course”

Delete a thread

Each thread can be deleted the author and the instructor. Click
Delete Thread (a) to delete the thread.

Once a thread is deleted, all comments and attached files in
the thread will be deleted as well. This is not a recoverable
operation.

| Forum I 7 Mow Thraad l
.
Total3 .
Total 2 e o
Thread ~ Dpdated Accass Data
) Thearies of Instructional Design r - o301 08:88 View
2 New Thread
) Forum page
| New Thread
Thread
Description of this thread (e.g. discussion topics, notes for posting comments)
Formatted Text HTML >>Plain Text
& File P (|11 [In2)(Ha|leee || 3= |[:2 ]| zm )| cm| || R || 8 )] £ || i &) A )| %) || —

Puwew | [ Pou |

MNew Thread page

m Delete Thread

Siyle | = List

Tz Tree

» Listof Threads

Upcoming Conferences '._
“
E | EDucause

.
As you might know already, EDUCAUSE is an organization that helps thote who lead, manage. and use
informatien technology to shape strategic [T decisions at svery level within h'upor aducation

%
They hold a conference once a year and have many materials and publications fpat are great resources for
you. They also have a career center available for those who are looking for jobs |r|‘1e\ated fields

.
s (a
5
%
David Loster 2013-03-01 06 :-5| Ef Delote Thread

) Comment

Check out their website
http:heww educause edulabout

> View Access Data




IAdd a comment

1. Select a thread you would like to add a comment to and click
Comment (b).

You can add a response to a particular comment on a
thread by clicking Reply (c).
2. Enter the title and text.
3. Click Post to add a comment in the thread.
¢ The other course members receive reminders by email if they

set Receive in the following reminder on the Individual Settings.
“New comments made on your course”

Delete a comment

Each comment can be deleted by the person who posted it as well

as instructors by clicking [ii|(d) on the comment. Once you delete
a comment, it can not be recovered.

An orange line appears to the left of the first comment you
view.

The orange line will remain faded for the first hour after it is
displayed. After the hour is up, the orange line will disappear
completely.

* When there is no access to the updated comment (when
the status is Update unread), it turns back to orange.

L

Style

a

> View

= List | T=Tree

> List of Threads

Upcoming Conferences

| EDUCAUSE

As you might know slready, EDUCAUSE is an organization that helps those who lead, manage. and use
information technology to shape strategic IT decisions at every level within higher education

They hold a conference once a year and have many materials and publications that are great resources for
you. They also have a career center available for those who are looking for jobs in related fields

Check out their website
http:/fwww. educau

() Comment

Access Data

¥

Post Comment

Comment Title
Formatied Text HTML ==Plain Text
@File ||| | 11][n2 (13 SEIENR R FAMEI R

Adelina Rossi |&| 2013-03-02 02:07 " Reply

Challenge to Constructivism Theory
Although the constructiism theory is very compelling, it still has some parts that are uncomvincing to me and
I would like to consider them mare deeply

For instance, if each of us has his own perspective on reality that is solely influenced by previous
expanences, our mental structures and beliefs then how can indmiduals in a society communicate with each

other and understand sach other's subjective realities?
This is an issue that constructihism leaves open to discussion for me‘ d) ‘ C)

Andy Ke nnafﬂ 3-03-01 > Reoply
K
K

| © Reply



IView access data of a thread

Instructors can view student access data of each thread. Please I Forum © New Thread
click View on the target thread. Tomi2aemn
. y Thread Unread  Total Updated Access Data
! Instructors can download a list of access data in an Excel i S (v o e | e
i sheet. Instructors can grade student participation in forum by | e Forum page
i using data from the Excel sheet. ( For more information about !
: grades, please go to “Register Grades”.)
:"""""""'"'""'"'""""’""""'"'""'"'“'""'“'""'“""""""""""""‘ Access Data for ‘'Theories of Instructional Design®
. . . . dated after all th nts have b d
Click on the Printer friendly link on the thread you would o e e e
urse Student
like to print, then the printer-friendly page will appear. — . o R — R —
Christina Jones 1 2013-03-0106:54:34 2013-03-02 02:24:40
[F— Max Li 35674523 0
=
i Socielgy a e propar oman n which o xgiers accam Angy Kennan 35693010 1 2013-03-01 06:55:40 2013-03-02 02:25:08
B Carlos Macedo 15693055 0
- = Access Data page
n Re Manion & Sotssbogy
P R————
finaved
S
(& -]
ISeIect display of comments
There ar Wi ispl mments. — -
ere are two ways tods.p ay col ? ts = List | T=Tree
Go the Style button to switch the setting. :
Style | E List | E=Tree ¥ Listof Threads

List
Comments are displayed top-down from the latest post.
Tree

Comments are displayed top-down by the oldest post. Response
for each comment is displayed associating with the original
comment.

Thearies of Instructional Design

-
|| Intreduction to Instructional Design
Draft of first project due
Students' introductions due on manaba
Typographical slements

| Discussion topic

Read the Michaslson's paper about the three theones of Instructional Design and discuss here what the 3
theories contribute ta leaming and why they are important

'3 Paper by Roger Michaelson
£ sample pdf - 2013-03-01 06:52.17

Your discussion will be evaluated and it will count toward your class panticipation score.

David Loster 2013-03-0108:52 | & Delete Thread

>View Access Data () Comment

&1/ Total 4 tems. > List of Threads

YN Social negotiation and shared elements

Indeed, the issue of individual perspectives raises the question of how do those perspectives interact with
each other. Constructiist theory discusses the issue of indiidual perspective. but it does not actually imply
that indriduals develop independent, distinct or unique perspectives on the world

r 3

= List | T=Tree |

A J

Style | = List | T=Tree > Listof Threads

Theories of Instructional Design

S ]
= | Introduction to Instructional Design
Draft of first project due
Students’ introductions due on manaba
Typographical elements
Discussion topic
| .

Read the Michaelson's paper about the three thearies of Instructional Design and discuss here what the 3
theories contribute to leaming and why they are important

lg_] Paper by Roger Michaelson
- Sample.pdf - 2013-03-01 06:52:17

Your discussion will b2 evaluated and it will count toward your class participation score

David Loster 2013-03-01 0§:52 | B Dolete Thread ]

» View Access Data
) Comment

Christina Jones

Bl e basics of instructional design 201303010658 | 3

ReThe basics of inSTuctional cesign David Loster 2013-03-02 02:30

Andy Kennan 2013-03-0106:55 H

BEN cChalienge to Constructivism Theory




IMutuaI evaluation by the "Like" button

I What is the “Like” button?

By clicking the "Like" button (a), you can "Like" comments on the
forum. You can also view the list of users who have liked your
comment by clicking the "Reactions" button (b).

* You can cancel the "Like" you have given by clicking the
button again.

* You cannot "Like" your own comments.

Total 5 item(s) > List of Threads

Re:BAERDRAIES|

[HAHIEICHI BRATER] [SRMHEITHIT 2400 Vo, [TFRIFHIE] DHRREHr54—h—
. EORIFRETT.
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Jun Shison
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Resources

Resources is a space where instructors can easily post resources, including teaching materials.
Resources added are published only to the course members.

IAdd resource

1. Click Add Resource from Resources page, to open Add Resources | E[J Add Resource | # Manage Resources
Resource Page. Lecture Sides -
. d Please go to the corresponding page for lecture slides of each class. : 2013-03-01 06:50
2. Enter the title of the resource. s
3. Set the resource icon or description, click Additional Settings. You | T e & e
can select the icon and enter the description. Size of an icon is — = ~
60x60 pixels. (Different image sizes can be uploaded.) EE Add R Resources page
I . . . E[E esource
4. Enter the viewing period for this resource. (Optional)

Resources set with a viewing period will not be shown
on student’s page when they are out of viewing period
even when the status of those resources is Published.

5. Enter the title of the page.
6. Set the viewing period for this resource page. (Optional) AaaResource

o If the resource itself is published to student’s page,

Resource viewing period - o

students can access the pages within that resource. FrstPage
However, if you set the viewing period, students will not Frpage
be able to see the resource when it is out of viewing 0 e e s °
period. "’"“""'”": e
o You can also hide the page title until the viewing period XD ow et Depty ot ~
by putting a check mark in “Hide the title until the
resource viewing period begins”. @ File

7. Enter the text for the page of the resource.

You can attach various files such as video files and
images. (For more information about adding a file, please
check —“How to add a file” .)

8. To prohibit students from printing or copying pages, check the box ) OMtarmmen bt QA sowor mpbind
[T —
labeled “Prohibit printing or copying of pages.” ——
9. Set a label (sequence number, custom).

o If you set a label, you can use it to filter target contents —
when copying contents. (Refer to [Filter by label

[sequence number, custom])

Save ancel

Add Resource page
o If an applicable label does not exist, you can add a new
label by entering the name directly into the new label

name field. You can also add a new label via the

Manage labels page. (Refer to Manage labels ) A new resource will be added. Continue?

[ Add a resource published ]

10. Set completion conditions. Select "Enable" if you wish to use the
checking status of this Resource as a prerequisite for other items. l Add a resource unpublished l

To set completion conditions for Resources, "Resource Cancel

Checking Status Settings" must be enabled in Course
Settings.

11. A panel will appear after you click on Save.

12. Click on Add a resource published if you want to make the
page available to the students immediately. Or choose Add a
resource unpublished if you want to keep the page unavailable
to students for the time being.



If you wish to give assignments to a certain group, you can do
so by setting who to publish to. (Refer to Set a group to
publish to.)

How to add a file

You may add files such as Word documents, images, and videos Questions
inside an editor.

Formatted Text HTML

Uploading video files or images from your computer Press the queston buttans in he ight menu. and the queston termplates il appear i he page. < | P [2) 3] e
1. Click File button. : : j j s
2. Enter the title of the file.(optional) N
3. Locate the file of your choice and click Add file to upload the file f i ] ........... &Fil

into manaba. l @ File J
4. Click Add and complete the process.

The following file formats can be previewed.
Types of files that can be previewed directly on
manaba .
(®)Add file (_Embed content

« Image files (GIF, JPG, PNG files, etc.) Select a file to add.

¢ Video files (MP4, m4v, MOV files, etc.) File name

o Audio files (mp3, m4a files, etc.) select file ‘gg T7 LI EE A

Disable ﬂie downloading and copying ()
Types of files that can be previewed by clicking the Cancel
Show button (certain pages) 3 B
{ *Before up(oadmgi use antivirus soﬂware}to make sure your files are clean.
« Office files: Word (.doc, .docx), Excel (.xls, .xIsx), PowerPoint e fle Sze fmitis S0 S for esch indviduatfle
(-ppt, .pptx)
« Image files: JPEG (.jpeg, .jpg), PNG (.png), HEIC (.heic) File uploads

o Audio files: MP3(. mp3), M4A (.m4a)
¢ Video files: MP4 (.mp4), MOV (.mov)
o Text file: plain text (.txt)

* Programming language files: Python (.py), Processing (.pde),
MATLAB (.m), Java (.java), C language (.c)

o HTML file: HTML (.html)
e CSV file: csv (.csv)
* PDF file: PDF (.pdf)

Previews are available within Resources and on select
pages. If the Show button does not appear for one of the
supported file formats, please download the file to view its
content.

To prohibit copying and downloading, check the applicable
items to register the settings. This feature is available only
for course resources.

Files with download restrictions are viewable using the
preview function, but it is recommended not to check this
option because previewing document files (except for PDF)
may break their layout and students may not be able to view
them as intended.

You may need to install one or more video players in order
to play the uploaded video files. Depending on the browser,
you cannot play the file on the screen.

MP3,MP4 files can be played on smart phones and tablets.



Embed external content from other service

1. Click File.

2. Select Embed content.

3. Enter the embed code of the content you would like to embed.
4. Press OK and complete the process.

Types of embeddable external services

e YouTube

« TED

e Google Drive (videos, images, PDFs, audio files,
spreadsheets, and slides)

* Microsoft Stream

* The permissions to view embedded external content are
set on the external content side.Files that have not been
configured for sharing cannot be viewed even if they are
embedded.

¢ For instructions on how to obtain the embed code for
external content, please refer to the relevant service
provider's documentation.

« Users who are not signed in to the external service will not
be able to view the embedded content.

If you change the sharing settings after embedding, you do
not need to reattach the file from the embed code.




Use LTI Tool

The course which is using this function may be controlled by
the system administrator.

Contact your system administrator if "Use LTI Tool" is not
showing.

By entering the required information, authentication can be
integrated and interoperable with external tools that are compliant
with LTI 1.3.Please follow the instructions in the LTI tool
documentation for the configuration required for course members
to use the LTI tool from manaba.

1. Click File button.
2. Select Use LTI Tool.
3. Enter the title and the description of test.

After selecting a tool from the dropdown, the Select
Contents button next to the list may be enabled. (It
depends on the tool.) The settings can be reflected on to
manaba when you click the button to start and operate
the tool.

In this case, the following steps 4 to 6 may be entered
automatically depending on the tool.

4. Enter the title.
5. Select the "How to add a tool" option.
6. Enter the information required for the setup.

o [LTltools] Select a preferred tool from the dropdown
menu.

o [Tool URL] Specify the URL that the user will first
access. If left blank, the tool URL set by the administrator
will be used. If you want to use a different URL specified
by the tool, please enter it.

o [Custom parameters] It can be used, for example, to
display specific resources of an LTI tool.

If specified in the LTI tool, please enter them in this
field.

The input format should be in the form of 'name=value',
where the parameter name and value are connected by
an equal sign, for example, 'page=2"."

o [Privacy] manaba will also send the following
information to the tool:

For example, when the tool has grading functionality
and submission status display, some tools may show
this information as well.

o [Grade Sync] This is for setting up Assignment and
Grade Services (AGS).When you put a check mark, the
evaluation made on the tool side may be reflected on to
manaba's Grade evaluation sheet in accordance with the
tool.

* This feature is available only when the tool supports
AGS and when the system administrator has set the AGS
to valid when registering the tool.

When grades are registered or overwritten
through Grade Sync, the grader’s name will be
shown as “-” on the page for instructors.

7. Press OK and complete the process.

To have students submit assignments using the LTI tool,
refer to " Add a LTI Test"

Questions

Formatted Text HTMI

Press the question buttons in the right menu, and the question templates will appear in the page

1y
= =

=

(OAdd file OEmbed content @UYE LTI Tool

Selectan LTl tool to add.

LTI tool v
‘Seleci Content
Title
H Display O Embed O Link
' Tool URL @

Custom parameters

o
4

Privacy () Send user name to the tool
Send email address to the tool

Grade Sync () [C] Allow the tool to register grades

Parameters received from the tool via
“Select Content”

Cancel

Use LTI Tool



You can check whether the LTI tool you are using is
shown in student mode or instructor mode by looking at
the View as button | /i-Instructor | 22 Student lon the upper
part of the tool.

The default mode depends on the view, but it can be
switched easily by clicking the button.

* The view may not be switched if the tool is not
supported.

* If you chose Link for Display when adding your tool, a

separate window will open in accordance with the
chosen “View as”.

I Edit Resources

I Edit title and description of resources

1. Click [&]in Manage Resources page and select Edit Title and
Description (a).
2. Modify the resource title, icon and description then click Save.

I Add page

1. Click [##/in Manage Resources page and select Edit Pages (b).

2. Click Add Page (c) and open Add Page screen.

3. Enter the page title and text. You may add multiple pages.

4. For each page, you may set the publication period.

5. Check details of the page and click Add to add the page if no
revision is needed.

I Edit each page

1. Click [%@]in Manage Resources: Resource’s page and select Edit

(d). Then, you can open the Edit Page.
2. Click Update after editing the page.

* You can also edit pages from the bottom of each page for the
students.

Prof. Baba - Version 1.1 (2016-07-04 11:08) (Edit| Track Changes | Access Data)

I Rearrange the order of resources and pages

1. Click Rearrange Resources.
2. Sort and drag to rearrange resources.
When sorting is complete, click Save.

You can also rearrange them one by one by clicking the
[4 ¥ button in the order column.

The order of pages can be rearranged in the same way.

h I Unpublish

Published

Unpublished

Published

Published

Published

Unpublished

Pages

Updated Order Manage
2017-12-15 14:24 v &
20 a1 4 | & Edit Title and Description
20(91 14 2] Edit Pages
wipr2Tal B
201frz.1a; = TP
201410-06 el

SelectEdit Pages

Manage Resources: lecture notes

lecture notes [ Open Top Page |

Page Title

2| Addiional Information

3| HNote

(c)

Updated: 2017.07-27 10:08
Vitws: 1

2
Views Pubslish | Unpablish (ur Order  Manage
7T Published - o

2 3 | [Unpublished | & Access Data

Title
EE mEEN
&8

E sz8E

Manage Resources:
Resource’s page

Views Publish / Unpublish ~ Pages Updated Order Manage
6 @ ) Published 4 2024-02-24 15:55 v &
0 @K ) Publshed 1 2024-02-24 15:57 Alv &
0 @) Pubished 1 20240224 1558 . (3

Export All Resources

Rearrange Resources

Rearrange Resources

Sort and drag to rearrange resources

Title

‘ Manage Resources

> Resources

Publish /

Views Unpublish Pages Updated
0 &6 0 Published 1 202402241557
B e 6 Published 4 20002241555
EQ s39& 0 Published 1 2024-02-24 15:58

Drop here to move a resource to the end

Save Cancel

Rearrange Resources



ISet prerequisite

1.

Prerequisites is a setting which allows students to access a
resource if they pass specific items or check Resources (click the
"Change to Checked" button).

Click [%] on Resources Administration page and select Set

Prerequisites.

. By setting Enable all items within the course with passing
conditions (Tests, Assignments, Projects) or completion
conditions (Resources) will be shown in a list.

. After selecting the items you wish to set as prerequisites, choose

either of the following conditions: “must satisfy all conditions

(AND)” or “must satisfy at least one condition (OR)”.

*If you have selected only one prerequisite, you may choose
either AND or OR.

. Click Save and finish the process.

Students who have not fulfilled the prerequisites will see the
message, “* You have not completed the prerequisites of
this resource.” on their list page. To see the prerequisite title
and link, click the assignment title and go to the View page;
they are located at the bottom of the page.

2026-02-10
53 @K ) Pubished  19:55.2026-03- | 2 2026-02-20 15:49 | |4 |v &
311955 T
2026-02-12 & Edit Title and Description
52 | @ )Published 17:30-2026-03- | 1 | 20261 _
3117:30 [E] EditPages
Published ~ 2026-02-23
, @& 1035-2026.02- | 1 | 2026; 2] OpenTop Page D
(Hidden) 271035
., Export
1| @K )Published 1| 2026
4 Set Prerequisites
Export All Resources
Rearrange Resources
Select Set Prerequisites
muEnn
Would you Bke 10 56t the precequistes of this resource?
Donot set @St
Tests ~
Prerequisites
e I (10 points of more) ( 20250110 1405 04 1
W1E S L8 (5 points of more) ( 2025-02-01 1555 ~ 20 €
M2E/VF 2 1 (10 points o morg) ( 20250208 2054
Assignments
Precequisies

Mutual Review  BE2E0 51— M TEE * currently unpublished
individual | B3ELT— MR
Projects

AND (must satisty ai condtions) (JOR (must satisty at keast one condibon)

Set Prerequisite page



I Publish Resources

Pages can be published individually and the entire resource can Manage Resources > Resources
also be published including all its pages. Add Resource | |, tmport

Please check the resources and edt pages by clicking on the Manage menu( 1))
To publish to course students, please make resources and pages “published”
Even if you set the publication period), the student cannot view the page uniess it is in the “published” state.

I Publishing entire resource Resource checking function is enabled for this course. o > Change settings
Title =] Publish / Unpublish @ bages ~ Updated Order Manage
Click R in Manage Resources page E Lecture 1 Materials @ Publshed 1 20250110 17:11 v o
Bl Lecture 2 Materials @ Pubished 2 20502171248 [afv] (&
. o 3 Lecture 3 Materials @  Putishod 1 2026-02-15 1851 alvy o
I Publish specific pages 8 Lechr 4 b A & e v | asarzen |@E) B
1. Click [2] and select Edit, and open Manage Resources page. s Manage Resources page
2. Click to publish or click @ to unpublish each page. Setting for publishing entire resource

If you set the viewing period, you can check that viewing
period and publishing status for students on the Manage

Manage Resources: Lecture Slide
Resources page.
+[1) Add Page
Lecwure suae [ Open Top Page ] 0
. Updated: 2018-02-21 1435
Views: 0
Page Title O Views Publish / Unpublish Viewable Order Manage
1| Week1 0 @K ) Publshed ] 3
Week2 0 @ Published alv] £
Week3 0 @) Published A | @&
4| Weekd 0 @ Published [&]¥] ]
J
5| Weeks 0, @K ) Publshed a (@
B
:’ > Manage Resources
o
B
o
’ Manage Resources page

Setting for publishing selected pages

I Follow resource checking status

You can follow the resource checking status of each student when I i courses Q search | (E¥Womos | B¥8
the Resource checking function is enabled. Mo course =L =
Click the Checking status link in the Resources page header. i:“ Sren | fvowen | Pobeh ) Coe forom | fooouress
Checking status is registered by each student, and the — 4-
registered Checking status is the status of the whole 7 Resources
resources and not for each page.
Checking status changes as follows (three statuses): S
« Checked: PR | o coms i

11001 Manual CourseCourse Students

A state where a student has clicked the button on the
Resources page header to change the checking status to
Checked. swenos a3 JJpame 202502011518

* Unchecked: ol v peudt
A state where a student has not changed the checking

status at all or has changed back the status from Checked
to Unchecked.

« Unchecked after update :
A state where an instructor has updated the resource after
a student has changed the status to Checked. The status
will return to Checked when a

Name 1D Code Checked Checked at

01 Unchecked

02 Checked 2025-02-02 16:26

Checking status Page

If you wish to check the resource checking status and
access status of each student in a list, refer to View access
data.

If you wish to check the resource checking status and status
of assignment submission of each student in a list, refer to
Submission status (detail).



View access data

Instructors can view student access data for each page.
Click the Checking status link on the Resources page.

By clicking Manage Resources > Click resource name > Download
read status, you can check the Excel file showing the read status
of all pages in that resource.

You can also check the start time (Started at), end time (Ended at),
Total viewed time, the number of Views, and Viewer rate for each
element by clicking View period details.

* You cannot check the access data for multiple resources at the
same time. You can only check the status for each resource.

An orange line appears to the left of the first resource frame
you view.

The orange line will remain faded for the first hour after it is
displayed. After the hour is up, the orange line will disappear
completely.

* When there is no access to the updated resource (when
the status is Update unread), it turns back to orange.

L

The color of the triangle icon of the page title displayed in
the list on the right side of the screen will be as follows.

» Pages that have not been read and have been displayed
for less than an hour: Orange

» Pages that have been open for an hour since they were
first displayed: Green

* When there is no access to the updated resource (when
the status is Update unread), it turns back to orange.

Week 1

About status

Depending on the student's access, it will change into three
status.
e Unread:
The resource has not been accessed by the student after it
has been published.
*Even if the resource is accessed outside the period for
this resource to be published, it will be treated as unread.
e Read:
The resource was accessed by the student during the
period for this resource to be published after it was
published.
« Update unread :
Instructor has updated an already published resource
(which students have accessed before), but that updated
resource is not yet been accessed by students.

m YA Courses Q search | |[E Memos B%i#
2024
Manual Course Settings y
Tests Surveys | Assignments | Projects Grades Forum B Resources
. E o]
Updated: 2025-02-0216:07  Checkedat: 2025-02-1919:51 Checked | ReverttoUnchecked | checying status
FIEERES Manage Resources
[REE 2ot

B-EAEEHTT.

Hsuchiyaltsuchiva) - Version 11 (2025-02:01 14:04) E6i | Track cmge e
0 B
&) Comment +[) Add Page
Access Data
Resources
Page
Access Data

Resource ‘Course materials’ was accessed 54 times
Page "Course materials’ was accessed 50 times.

Send Reminder

5 Of the 5 course students, 2 have accessed this resource. > View period details
Download Access Data
Only students Show Course Instructors

11101 test_course Course Students

Name ID Code Status Viewed at Checked  Checked at
- P 2026-02-10 17:30 .
student1 student1 Read View period Unchecked
. - 2026-02-10 17:32 o
student2 student2 Read View period Unchecked
student3 student3 Unread o Unchecked
studentd studentd Unread Unchecked
View period

Access Data
Page



The student's first access to the newly published resource
after creating or editing the resource, is displayed in the
"Viewed at" column.

Even if the resource is accessed many times after the first
access,unless the instructor edits the resource, the "Viewed
at" column is not overwritten,and the first access is
displayed.

If you access the resource again with the status of "Update
unread", the status will be changed to "Read" and "Viewed
at" column will be overwritten by the date and time of the re-
access.

By comparing the read status with checking status, you can
follow the student’s resource checking status more
accurately.

For example, if the checking status is Checked, but the read
status is Unread, the student may not actually have read the
resource.

For details on checking status, refer to Follow resource
checking status.

View period details

View period details

Targets and shown data e Come
S ae
On View period details, you can check the viewing status of I‘D"‘:;d —
e Apply

the following elements.

10000 Manual Course Students

Some data does not support bulk viewing of logs and
operation histories depending on its elemental
characteristics, and certain access logs or operation
histories may not be shown.
« Targets: Resource pages, image files, audio files, files
shown by clicking the preview button, links

Viewer
Target rate

Student ID

e Shown data: Start date, End data, Total viewed time,
Views, Viewer rate

Definition of each data and conditions to show

Each data item is defined and shown as follows.

[Start time (Started at)]
« Resource page: The date the applicable resource page
was first shown.
« Image file: The date the applicable image was first shown
inline.
¢ Audio file: The date when the audio was first played or
downloaded.
« Document file (such as docx) with preview button: The date
it was first previewed or downloaded.
e Link: The date the link was clicked.
[End time (Ended at)]

* Resource page: The date the applicable resource page
was last shown.

« Image file: The date the applicable image was last shown
inline.

« Audio file: The date when the audio finished playing or last
downloaded.

« Document file (such as docx) with preview button: The date
it was last previewed or downloaded.

¢ Link: The date is not shown (*“-” is shown).

[Total viewed time]



The total viewed time of that element (excluding time when
the page is minimized, deactivated or inactive, even it
remains open)

[Views]
The total view count of that element.
[Viewer rate]

This only applies to audio element. It shows the viewing
percentage.

Data is aggregated and updated in bulk every morning at a
scheduled time. Operation history by the previous day is
reflected on the next day. It may take a certain time until the
update data is shown on the page.

Ilmport/ Export a resource

Instructors may export a resourse and save it to own their
computer. You may replicate the resourse in another course by
importing data you have exported.

Please refer to the tests or assignments’ page, in order to inport /
export a resourse.

When importing an exported MHT/ZIP file into manaba, the
maximum size that can be imported at one time is about
400MB.

Manage Resources

P16359 COCK 110 1050UICHS AND 0K BAGHS by clicking onthe Manage manu(G)
7o publish 1o courss shudents, please maks resources and pages “published”

EVEN Il y0u S0 INe PUDBCIION PeI0d, e SIAOERN CINNGH Ve Ve D308 URIESS RIS In Me "DUDEINET state.

Tite. Views
BE Lecure Side 2

B3 [ResourcelSupglemantary o

Publish | Unpublish  Pages

@ Pbished

[ @LT

Export All Resources

3

> Resources

[ Add Resturce

Updated Order Manage
201802211438 v o

20180001 O E Tile and

[&] Ed

] _Open Top Page D

You cannot replicate the comments of the resources.

Manage Resources

I Delete Resources

I Delete entire resource

1. Click Manage Resources on the top right button of the
Resources screen.

2. Change the content to Unpublish on the Manage Resources
screen.

3. Click [ of the content and select Delete.

I Delete page by page of content

1. Click Manage Resources on the top right button of the
Resources screen.

2. On the Manage Resources screen, click on the Title of the
resource.

3. Change the status of the page to Unpublish.

4. Click [&] of the page and select Delete.

Manage Resources

Fleass chack Ma resources and edi pages by dicking on the Manage menu( L)
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Manage Resources

Manage Resources: lecture notes
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Page Tite ©
Top Page
2 | Adational Information
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Publish [ Ungudlish

+[ Add Page

Updated: 2017-07-27 1005
Views: 184
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View/Copy Contents

You can see a list of stored Contents (= teaching materials) across Courses. You can also copy the Contents you added to
another Course.

Use of this function may be controlled by your system administrator. If it is unavailable, please consult your system administrator.

IView Contents Across Courses
You can access the list of contents by clicking the Contents tab on e | — - -]
My Page. e
Contents could be found as follows: ‘
1. Select or enter Course Status, Year, or Course Name.

2. Place a check mark next to the Contents you want to refer to.
3. Choose your Sort by and click Apply.

I Filter by Course

You can filter your search as follows:

* Course Status: You can choose from Past Courses, Current
Courses, Upcoming Courses and All Courses.

« Year: You can filter by the Course year. Be sure to use half-
width numbers. e

¢ Course Name: You can filter by the name of the Course. It r—
uses broad match keywords. | i

I Filter by Contents ‘

You can filter your search as follows and choose the order how to e

show your search results.
« Filter by Type: Tests/Exercise, Questions (for Exercise),
Surveys, Assignments, Projects, Threads, and Resources.

You can choose more than one Type. =
¢ Sorty by: You can choose how to sort the order by Type, |

Update time, and Status.
Details of each Sort by order are as follows.

[In order of Type]
(MShows in the order shown under Filter by Type

(Tests/Exercise, Questions, etc.) S
(@Shows in descending order of Update time : -

[In order of Update time]
(MShows in descending order of Update time

[In order of Status]
(DShows in order of acceptance Status (In progress,

Pending, Closed)
(@Shows Closed in ascending order.

I Filter by label (sequence number, custom)

You can filter your search using labels (sequence number, custom)

as follows:

« Sequence number: Filter by label (sequence number) that
you set to contents and resources.

« Custom: Filter by custom label that you set to contents and
resources.



I Copy Contents

If you filter your search by Contents, you can copy that result to a
Course you specify.

Contents can be copied as follows:

1. Check to see the Contents you want to copy and place a check
mark next to it.
2. Click Copy to open the Copy page.
3. Choose the Course you want to copy.
* You cannot proceed until you click the "Select" button on the
course you want to copy to.

4. Click Start Copying to start copying.

Copying may take some time depending on the amount of
data.

Copying process continues even if you open another
page/window. You will be reminded when copying is
completed if you set your Reminder.

« Threads cannot be copied.

« Settings for "Groups" and "Prerequisites" are not copied.
After copying is complete, please set them again in the
destination course if necessary.

If you wish to see the details you perviously copied, you can do so
by clicking View copy details in the list of contents page.

| Copy |

g

Previous Copy
| Data
Tests
The following data has been copied from Lecture3 to Lecture1
[E quizt
[E quiz2

Previous Copy details

> View copy details

Courses

Prof. Baba's MyPage

Top Contents

‘You may use this page to view, copy and reuse assignments, tests and resources.
* Threads can be viewed but cannot be copied
# To view contents: Tick the check-box of the contents type(s) you want to view then click on *Apply’

# To copy contents: Tick the check-box left to the contents name, then click on "Copy’”.

Filter by Course
Current Courses v Tota 4 temis)
Year

2022 Lecturet

Course Name (partial match) 2022 Lecture2

2022 Lecture3

Filter by Contents

Cieroy e Title Type period
i

ests/Exercise

Cavestions

Osurveys

(lassignments

Chrojects

Orhreads

OResources

&

©Tyoe

Qupaate time (LCopy

Ostatus

I auiz2 Test | unpublished

20220523 16:06 -

I quizt Test (2022002

Lectured

Total 4 tem(s)

Apply

P

| Copy Contents of a Course to Another Course
o Please select the contents you would like to copy.

Course Code
2022052303

Course titie Year/Term  Week /Period Data

Lecture3 2022 Wed 11 Clear | View

() Please select the destination course for contents to be copied to.
Go to the destination course and make sure that the course information such as the year of the course is correct
Should there be no problem, please click the “Select” bution

Course Code  Course title

Year /Term Week /Period
2022052301 Lecturet 2022 Mon 12
2022052302 Lecture2 2022 Tue/3d
2022052303 Lecture3 2022 Wed /1 | select |
2022052304 Lectured 2022 Fri/d | setect |
e Please click "Start Copying".
* Depending on the volume of data, it may take some time to complete the process.
| Copy Contents of a Course to Another Course
() Prease select the contents you would like to copy.
Course Code  Course title Year /Term  Week Period Data
2022052303 Lecture3 2022 Wed /1 Clear | View

() Please select the destination course for contents to be copied to.

Go to the destination course and make sure that the course information such as the year of the course is correct.
Should there be no problem, please click the "Select” button

Course Code
2022052301

Course title Year/Term  Week /Period

Lecturet 2022 Mon 12 Clear

ait Copying™.

={olume of data, it may take some time to complete the process.

> View copy details

RecPage: 571020 /50

Updated

2022:05-23 16:07

2022:05-23 16:06

RecPage: 571020 /50

> View copy details



I Handover/Takeover of contents between instructors

Instructors can share and hand/take over contents by adding a
content sharing course.

Contents could be handed/taken over as follows:

I Handover of contents
Add content sharing course

1. Click Contents on My Page.
2. Click Add content sharing course on Contents page.
3. Click Add once you fill out the necessary fields.

Enter a future date for End Date for Students View. If you

enter a past date, you will not be able to choose as the
copy-to course.

On the page after clicking Add, you can directly go to
Register the instructor who will take over the course you
added by clicking Course Member Registration.

Content sharing courses have a special course icon which
you can distinguish from regular courses.

[Register the instructor who will take over the course you added]

. Click Settings on the course page.

. Choose Course Member Registration.

. Add the ID Code or User ID of the instructor who is taking over.

. Check that Course Instructor is chosen in the dropdown, and then
click Add.

. Click Update.

6. Click OK.

A WODN =

)]

« Students cannot be registered for the content sharing
course.

« The instructor who is taking over the course will not be
notified even if you complete the course member
registration. Please inform the instructor accordingly.

[Copy the contents you want to hand over to Content sharing
course)

Add the contents you need to hand over to Content sharing
course.

Contents which you added in different courses can be copied all at
once by following the steps under View/Copy Contents. [JIn the
copy-to course, specify the course which you added in Add content
sharing course.

When the handover is complete and the content sharing
course is no longer needed, you can close the course.

For details, refer to Close content sharing course.

Courses por Q search | [[E/Memos.

2

Prof. Baba's MyPage

Top 7Lk

Reminders

m Courses. Q Search | |[E/ Memos.

B

)

Prof. Baba's MyPage

Top Contents 7Y7L—b | Reminders

y page to view, cop test
I necessary peci |
* Thteads can be viewed but cannot be copied.

. ofthe pe(s) thep ik on “Aoply”.
# To copy contents:Tick the check-box left o the contents name, hen click on “Gopy”

7
Z

[- Add Content sharing course ]

et

Content sharing course is added after entering
the course information

4P Courses

kyouzaikyouyu

Tests Surveys  Assignments | Projects | Grades Forum R

Youcanreg
> Setinge
18 Growps  [EZTTTY ) Submisson History

¥

TR i couses

Q search

1= Course Member List (CSV)

[ Momos )

Settings Ees
kyouzaikyouyu et B

ol

Tests Surveys | Assignments | Projects | Grades Forum Resources

Settings

Change Course Settings
Course Icon Settings

° /,[Course Member Registration
/7

Course Member Registration - ID Code

1D Code User ID

Enter the ID Code of the user you would like to register.
Ifthere are multiple users, please put a comma *,” befween the codes.
To change the role of a registered user, delete the user first, then repeat the registration process.

Course Instructor v

The instructor who is taking over is invited

Course Member Registration - ID Code

1D Code User ID

Enter the ID Code of the user you would like to register.
If there are multiple users, please put a comma *” between the codes.
To change the role of a registered user, delete the user first, then repeat the registration process

Course Instructor v| | Add
Update
Course Members
User ID Name 1D Code Role Delete [ v
profbaba LR 900264 Course Instructor (
Update

Filter by Course
Current Courses v

Year
2023

Course Name (partial match)

it by Cotonts
i by T
Eheceones
Coston

Couners
Chsigments
Crraees

Crvesss

Totat s et
2023 sample courseA

Tite

Unpubished

)ICop',‘ ‘Contents of a Course o Another Coulsel

> View copy detals

RecPage: 5110120150

Period Updated

2250812 1123

1 Copy Contents of a Course to Another Course

Q) Piese selct the

999959 s

1 ke t0 copy.

2w Hon 356 Clar

£ Please slect e destinaton courseforcontents 10 be copie

‘Shous ere b no proem. lease cck he “Seect butn

Course Cote
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Znasoreristt

I Start Copying I

205 Clear



Filter by Course

I Takeover of contents Current Courses <

> View copy details

ot o) Rearage 1101205
M—‘ 2025 kyouzaikyouyu

Contents in content sharing courses can be copied to different Coure e partal match Tite Type Perod Updated
youzsi

courses which you are in charge of.

test Test 2025-08-13 10:43 -

Filter by Contents Published 2025:08-13 10:43
Filter by Type survey Suvey | 202308131043 20250813 10:43
B . Eests/Exercise

For details, refer to View/Copy Contents. [l
Esurveys
Gassignments Total 1 itemi(s) ReciPage: 5 /10720 /50
Clerojects
Cithreads ‘ Copy |
CResources Lony. | » View copy details

| Copy Contents of a Course to Another Course

{()) Please select the contents you would like to copy.

Course Code Course fitle Year Lecture Info Data

5.
2025070817361 VOUZAKYOUIU 2025 [ clear | view

() Prease select the destination course for contents to be copied to.

Go to the destination course and make sure that the course information such as the year of the course is correct.
‘Should there be no problem. please click the "Select" button

Course Code Course title Year Lecture Info

5
2024102113123 MaNa0a sty 2024 | clear |

() Prease click "start Copying™.
| Start Copying
*Depending on the volume of data, it may take some time to complete the process.

t

Handover/Takeover of contents is completed
when the copying is done.

I Close content sharing course

Settings
. Change Course Settings

1. Go to content sharing course Course Icon Settings
2. Click Settings_ Self Registration Settings (@

. . M link:
3. Click Course Closing. anage course links @

) X Use / Do not use course @
4. Click Close this course.

Course Member Registration
Course Information Settings

ourse Closing -

Group News settings

5. Click OK.

The closed content sharing courses will not be shown in My
Courses, and you will not be able to access them.

Course Closing

Manage Course Data
Manage deleted contents @@

Access log (@ .

Course Closing

Make sure to close the course after all the
handover/takeover work is complete.

After closing the course, all users cannot have access to it and its information is not displayed on portfolio.

> Course Seftings

et

Closing of content sharing course is completed.



Portfolio

Students have a portfolio space to accumulate their work submitted and comments for each course.

ICoIIect items in portfolio

I Tests / Surveys

Course instructors can choose to add or not to add tests or
surveys into the course members’ portfolios from the add test and
add survey pages.

I Assignments

Course instructors can choose to add or not to add assignments
into the course members’ portfolios from the add assignment page.
Submitted assignments by students can be stored into their
respective portfolio by selecting the setting from the list below:
Accessible to all course members.

Accessible to instructors and course members who have

submitted the same assignment.

Accessible only to the student and the instructors. (Individual)

B REEEEEES TEEY SEEEN

I Projects

Projects submitted are all added into course members’ portfolios.
All projects submitted by team are added into each team member’s
portfolio.

I Comments

All comments made in forums and mutually reviewed projects /
assignments are stored into each course member’s portfolio.
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IView students’ portfolios

1

. Click Course Member List from the course main page.

2. Click the name of a student and open the corresponding portfolio.

: You can also access the student’s portfolio by clicking the
individual’'s name who made a comment in Forum. :

. Click the title of the assignment to view student’s submission.
. Click Comments to view the history of students’ comments. If you
click the title of the comment, the corresponding page will
appear.
Files added to the original comment can be downloaded from |
the comment history page from each student’s portfolio. :

Instructors may not access all students’ portfolios. They can only
access their course members’ portfolios.

The data instructors have access to:

Grades
Comments in the forum

Assignments which have been set up to be added into student’s
portfolio

Tutoring Collections

Open Badges

* Alink will be shown only when the student adds the badge. An
external website opens by clicking the link.

Course member’s portfolio page is displayed by academic
year and course. Course instructors only have access to the
courses they teach. (For other courses, just the names of
the courses are displayed.)

However, if the management function is enabled, it may be
viewable. (— “Management”)

Students cannot access other students’ portfolios.

/ 'manaba university ) 013030 ﬁ
TR oo axs
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Course Members
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Click student name Course Member's List page
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Carlos Macedo's Portfolio
@ Open Badges
ﬂ Portfolio
2013
Instructional Design David Loster
( | 120020433
201303020432
Microecongiics | Erca s
2012
English P3ffMO) Baba Manabu
Click title of assignment Portfolio page

JV

Q Carlos Macedo

Midterm essay:Instructional Design Year:2013

> Carlos Macedo's Portolio

Accessible to instructors and course members who have submitted the same assignment.
Question

Enrolled students are required to write 3 midterm essay. You will decide on a topic related to the reading materials

we have covered over the course. (1,000 words, 12pt, Times New Roman, single-space).

| am more than happy to discuss the topics with you upon request
“This paper counts towards 10% of your grade for this class.

Period2013-02-27 12:15.00 ~ 2020-02:27 121500 In progress

Assignment Submitted by Carlos Macedo
[ sample docx - 2013.03.02 04:48:16 - [ 5] Proview

> Instructional Design

- Submitted on 2013-03-02 04:48 - - Updated 2013-03-02 04:48 -

@ Comment

> Carlos Macedo's Portfoio

Review assignment




Use on your smartphone

You may use manaba either on a smartphone.

I Use smartphone-optimized screens

When you access the site page with your smartphone, the link
for the smartphone-optimized screens are displayed at the top
(of the screen).

* To return to the desktop-optimized screens, please access
the link at the bottom of the screen

The smartphone-optimized screens mainly can be used on the
student's functions.Please use the desktop-optimized
screens for instructor functions (assignment creation,
editing, etc.).

To switch from the smartphone-optimized screens to the
desktop-optimized screens, tap "for PC" at the bottom of the
screen.

The
manaba —
i 3 oY
Courses Portfolio Assignments
Submission
History
Btz
© There are new items in your portfolio.
Announcements
2016-03-01
Information for the Guidance Seminar
My Courses
Current Courses v || All years v

Thumbnail List Timetable

4

Sample course
2147483647 /1
Manabu Baba

© manaba
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E Sample course
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2007 Term 1 /11
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Course News Tests Surveys
o, © A0 s O
& Fio &
Assignments Projects Grades
Forum Resources Submission
History
Course News
About your final project 2021-04-05
New Office hours 2021-03-18
> Course News
Threads (latest first) New Thread

Tread 4/5 2021-10-27




Manage Deleted Contents

You can check the deleted date and user who deleted for deleted grades, forums, resources (excluding pages), course news
and group news. Mistakenly deleted contents can be restored by selecting Change state to be active from Manage [&|.

IHow to check deleted contents and revert to previous state

1. Click Manage deleted contents from Course settings.
2. List of deleted contents within the course shows up.

How to restore deleted contents to previous state
individually

1. Click [£] (A) in Manage column of applicable content.
2. Select (B) Change state to be active.
3. Select OK in confirmation popup.

How to restore more than one deleted contents to
active state

1. Place a check in the check box under the very left column (C) of
the applicable content.

2. Click (D) The states of the content you checked will be
change to be active in the bottom of the page.

3. Select OK in confirmation popup.

In the page, you can only see the title. Assignments and
forum details cannot be seen.

By reverting assignment to active state, submitted contents
for the reverted assignment can be viewed again.

When you revert a group to an active state,
tests/surveys/assignments which were published to before
the deletion will be enabled again. Also, group news which
was sent to that group will be shown again.

Settings

Change Course Settings

Course Period

stort Date fbor Students  2020.07-27 193500 A s
End Date for udents Writing  2021.07-27 10:3500  Afer thes

Ena Date

‘b you S “CRange shte m 3% 320 I tre fiarags mena 5, yas S hangs e o

Manage deleted contents

Operator|Delete) Deleted Manage

[+ (A)
o
000731 18:04 o
20200731 90:28 o
(D) et | O
[ T2 mken o lom oo haria b alieckect et s her a1 s ek ] L
2020-08-11 15:53 2| (B)

[ £ Change state to be active ‘]




Deleted items which can be reverted

+ Course news

e Group news

e Tests ™

e Surveys

* Assignments

¢ Grades

« Resources (excluding pages)
e Group

* All added exercise questions are deselected when the exercise is deleted. You
need to re-add exercise questions after you revert to active state.

The following items cannot be restored.

e Threads created and comments made in forums

* You only can check who deleted it and the deleted date/time.

e Tutoring collections

This function is a temporary way of checking contents which are mistakenly deleted.
Deleted data such as assignments and grades are out of data assurance. Please try
not to delete important data but keep them in Private state.




Access Log Function

IAccess Log

The operation history (e.g., assignment answers, access to news, etc.) within the course could be viewed.

« You can only check the logs for the past year.

* Access Log Function can only be used by course instructors, system administrators, and campus dept administrators. However,
instructors can see only their own log and not the log of other instructors. Log viewing permissions for all courses (including logs for
other instructors) are granted by system administrators.

If you get an inquiry from a student that his/her submitted project says Not submitted, you can check that student's operationhistory
(whether that student has been accessing the assignment and proceeded to submission page, etc.)

ICheck Access Log - How to view log

Log is shown in updated order, meaning that the latest log is showing in the very top of the list. The viewed page (e.g., List) will be shown
under Display/Operation in black, and operation (e.g., Submit) such as button click will be shown in red.

Access Log function covers only major operations from answering to submission of assignment, but it may not be covering activities
via optional function. In that case, Function and Display/Operation will be blank, but URL will be shown for reference.

Note

e Lo ST Display /Operation Title
2025-01-29 18:29:24 | /ct/course_1008962_query Test Tests -
2025-01-29 18:29:14 | /ct/course_1008962_query_1133273?ReviewM... Test Test Room
2025-01-29 18:29:14 | /ct/course_1008962_query_1133273_confirm Test Submit
2025-01-29 18:29:11 | /ct/course_1008962_qguery_1133273_confirm?r... Test Confirm
2025-01-29 18:29:11 | /ct/course_1008962_query_1133273_1p1 Test Confirm
2025-01-29 18:29:05 | /ct/course_1008962_query_1133273_1p12refr... Test Test Room e
2025-01-29 18:29:05 | /ct/course_1008962_query_1133273 Test Start
2025-01-29 18:29:04 | /ct/course_1008962_query_1133273 Test Test Room
2025-01-29 18:29:04 | /ct/course_1008962_query_1133273 Test Test Room
2025-01-29 18:29:02 | /ct/course_1008962_query Test Tests -
2025-01-20 18:29:01 | /ct/course_1008962 °°”|L'°;‘;eMai" Course Main Page -
2025-01-29 18:24:41 | /ct/course_1008962_guery Test Tests -
2025-01-29 18:24:39 | /ct/course_1008962 CouFr’s;%gAain Course Main Page -




ICheck Access Log - How to check assignment operation log

1. Click Log in Submission Status page of assignment.
2. You can check the applicable students' access log and operation
history.

You can only check the access log within the course. You
cannot check log for posting/deleting comments from
portfolio.

Operation is log for the action itself such as clicking the button
etc., and it does not necessarily mean the completion of a
certain process. For that reason, details indicated in Operation
and the actual assignment status may not be the same.

Examples

+ Assignment was submitted, but it was not actually accepted
because it did not make the end date.

 Assignment was submitted, but cancelled submission
because it was out of the specified date/time.

However, if there is no Submit under Display/Operation. |t is
likely that submission was not performed.

Submission Status

(H2T0) AREADNTR b

Pubssh | Unpublish Putinhes
Period 20180827 1918
Respondents 1 members
Graces
This sest is Cumently aCCApHng answe
3 sion Statu! al
Neva Student ID Grace Submitted on
st 1086329 ponts 2

SPEBE's Access Log - Filter by Title

Title

Date

Recorded

2025-01-29 18:29:14
2025-01-29 18:29:14
2025-01-29 18:29:11
2025-01-29 18:29:11
2025-01-29 18:29:05
2025-01-29 18:29:05
2025-01-29 18:29:04

2025-01-29 18:29:04

*Access log is recorded

test > Clear Filter

Apply

URL

Icticourse_1008962_query_1133273?ReviewMode=1
Icticourse_1008962_query_1133273_confirm
Ict/course_1008962_query_1133273_confirm?refresh=6799F
Icticourse_1008962_query_1133273_1p1
Icticourse_1008962_query_1133273_1p17refresh=6799F4E 1
Ieticourse_1008962_query_1133273
Icticourse_1008962_query_1133273

Icticourse_1008962_query_1133273
from 2024-01-30 18:44:51

Oracer Graded on Comment
> Access log
Note
Function Display /Operation@)
Test Test Room
Test Submit
Test Confirm
Test Confirm
Test Test Room
Test Start
Test Test Room
Test Test Room

* This list records access to the pages in the course. Posting and deleting comments from the portfolio screen are not recorded.
* The wording in the note column may be subject to change without notice.

> Access Log

I How to check Access Log - entire log within courses

1. Click Access Log in course settings page. List of students taking
the course shows up.

2. You can check the operation log within the course of an
applicable student by clicking the student name.

3. Click the Title (A) shown under Note and you can show only the
log related to that assignment and news by specifying the date

(B).

You can only check the operation log of the student who is
taking the course. Operations by instructors such as
Publish/Unpublish of a project are not shown.

You can see the list of access logs of individual students and
all the members (all students) within the course by clicking
All Access Log within the course. You can also download the
shown log in bulk as a CSV file.
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