Student Instructions: Working with Grader in myitlab

Your instructor may assign Grader projects to you in your myitlab courses. You will be asked to
complete a project live in the Office application (Word 2007, Excel 2007, PowerPoint 2007, or Access
2007), and then submit to the myitlab grading engine for immediate grading and detailed feedback.

Students simply download the starting materials, launch the live Office application and complete the
project as instructed, and then upload the completed assignment to be graded.

It’s as simpleas 1-2-3:

Description

Thiz activity requires students to submit a project that they have completed in the live Office 2007 environment. Students must download the =tarting files available below,
and then follow the instructional steps to finish the project. Students must then upload the project file for automatic grading. Detailed feedback and grades on the submitted
project are then made available via the myitlab gradebook and submission report screen.

Download Starting Materials £ Work on Assignment ~% Upload Completed Assignment
If you wipuld like to work offiing, please click on
) . "Returnfjo Course Content” above and then log . —
(= [{h_ﬁrnloa(l Files | out of yllur course. When you have completed | Upload§Completed File |

the azsignment, return to this activity to upload
the file for grading.

1. Login into myitlab using your login name and password
2. Open your Course, click on Course Content, and navigate to the Grader Project in the appropriate

folder as directed by your instructor.

myitlab

ﬁ Today's View :;. Courss Content .@ Grades || Communicate

Wiew 4l Content Course Calendar

vour course content is shown below

4%, My Course > Word > Chapter 4: Word - What Will Word Processing Do For Me?

Word Chapter 1 Hands-0On Exercise 1 Skill-Based Training

Mot started

Word Chapter 1 Hands-0On Exercise 2 Skill-Based Training

Mot started

Word Chapter 1 Hands-0n Exercise 3 Skill-Based Training

o BN B

Mot started

4 Vord Chapter 1 Grader Project [Homework] Grader PrOJect

)

Mot started

3. Click to open the Grader Project. You will be taken to a screen displaying a 3 Step Process:
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/= http:/imyitlab. pearsoned.com/?Assetld-3000000392551 90 8&Mode-SubmiiiAssetl inkiD-300000005015822

Word Chapter 1 Grader Project [Homework] Return to Course Content FINISH: Submit for Grading % | =

Description

This activity requires students to submit a project that they have completed in the live Office 2007 envirenment. Students must
download the starting files available below, and then follow the instructional steps to finish the project. Students must then upload the
project file for automatic grading. Detailed feedback and grades on the submitted project are then made available via the myitlab
gradebook and submission report =creen.

o Download Starting 9 Work on Assignment 9 Upload Completed
Materials Assignment
If you *7ould like to work offline,
ni- ick on "Return to Course

(EASEEESTES p 1 - Download your Files
grading.

Instructions
Before wou begin, please read through instructions below.

npleted File |

Step Instructions Point Valus

1 Start VWord. Download and open the file named chapi_csp_buffalo.docx. 3

5]

£

Step 1) Download the Instructions and Data File(s) -
IMPORTANT - Everyone must download their own copy of the file through the Grader Project screen
and complete the entire 3 step process ON YOUR OWN as part of the assignment.

Download Starting Files Download all files(.zip files
File name Download
|_| WW_CHO1_EXPW1_CAP_Instructions docx &9
i| chap1_cap_buffalo.docx &9

Close and Return

You will have 2 types of files to download -

1. The Grader Instruction file — this is a Word document containing the instructions for this
assignment. This can be directly opened and printed for your use, or you may choose to save it
to your flash drive or to a folder on your personal computer to be opened or printed later.

2. The Grader Assignment Starter File(s) - You must always download all data files and save
to your jump drive or to a folder on your personal computer. You may not work with the file
unless it has been saved first - Do NOT change the name of the file unless instructed to do so.
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File Download
Do you want to open or zave thiz hle?

[!F_.‘:_, Mame: chapl_cap_buffalo.docx
Type: Microsoft OFfice Word Document

From: myitlab. pearsoned.com

[
) [ 11

l--" While files from the Internet can be uzeful, zome files can patentially
@ harm pour computer. 1F you do not tust the source, do not open or
= zave this file. What's the righ?

IMPORTANT: You must SAVE this file to your jump drive. DO NOT open it here — if you do you
will not be able to save changes made to this file as it is stored on the publisher’s web server.

Save in: | “= Removable Dizk (D] V| o ¥ = [
— «Trashes
___J |CT¥Storagesync:
Recent
(G
Desktop
My Documents
My Cormputer

Check file name CLOSELY 15 pame: | chapt_cap_buitalo.dacs ~| [ save |
/Afe astype | Microsoft Dfice Word Document ~| [ cancel |

When completing the download of the file, make sure you do not change the name of the file. If you
have downloaded it before, the downloader may try to insert a [1] at the end of the file name — this will
cause you to lose points on your assignment. The name must match exactly with what is displayed in
the download dialog box — including the complete file extension (.docx,.xlsx, .pptx, etc.)
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Step 2) Complete the Assignment in a "live" version of the Office Software (Word 2007, Excel 2007,
PowerPoint 2007, or Access 2007). Select the Return to Course Content button to exit Grader without

submitting a file to be graded.

80392551908&Mode-5ubmitiAssetlinkiD-300000005015822

hito:Mmvitlah pe onod

Return to Course Content

Return to Course Content | FINISH: Submit for Grading & -

Description

This activity reguires students to submit a project that they have completed in the live Office 2007 envirenment. Students must
downlead the starting files available below, and then follow the instructional steps to finish the project. Students must then upload the
project file for automatic grading. Detailed feedback and grades on the submitted project are then made available via the myitiab
gradebook and submission report screen.

o Download Starting 9 Werk on Assignment 9 Upload Completed
Materials Assignment
If you would like to work offline,
please click on "Return to Course
e Content” above and then log out of e —
| % Download Files your course. When you have |# Upload Completed File
completed the assignment, return to
thie activity to upload the file for

grading.
Instructions
Before you begin, please read through instructions below.
Step Instructions Point Value
1 Start Word. Download and open the file named chapi_cap_buffalo.docx. 5 A
2 tn . ker to corres 4 24 E
coolee to co t
jith i .
24

<

3
- Replace command). There will be four replacements. Bold all occurrences of Buffalo National River.

Navigate to the starter file on your jump drive or in a folder on your computer to open the application
software and the downloaded files. You may want to print out the instructions to follow as you

complete your project.

When you are finished, be sure to SAVE the file with your changes — do not execute a “Save As”

command or in any way change the file name.
Step 3) Upload your completed document through the Grader Project Screen.

If you have logged out of your myitlab course, log in and navigate back to the Grader Project. Click to
open the file and return to the Grader screen as shown here.

-~ http:#/myitlab. pearsoned.com/?Asset|d=3000000392551 908&Mode =Submit&Assetl inkiD=300000005015822...

Word Chapter 1 Grader Project [Homework] Return to Course Content | FINISH: Submit for Grading & 2

Description

This activity requires students to submit a project that they have completed in the live Office 2007 envirenment. Students must
download the starting files available ¢, and then follow the instructional steps to finish the project. Students must then upload the
project file for automatic grading. D feedback and grades on the submitted project are then made available via the myitlab
gradebook and submission report scre

o Download Starting 9 Work on Assignment 9 Upload Completed
Materials Assignment |
If you would like to work offline,
please click on "Return to Course

Content” above and then log out of F r—e—— Upload File for Grading

A —————
[ Dowmnload Files your course. When you have [ Upload Completed Fi
completed the assignment, return to
this activity to upload the file for
grading,
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{= htip:Hmyitlab. pearsoned.commode=Submit - Upload Completed File - Win... B a

Upload Completed File

To submit your completed assignment to myitlab grader, click the "Browse" button and locate the
completed file on your computer. Then click on the "Upload" button below to send it to myitlab for grading

File Name: ‘ H Browse... ‘

Note that the filenzme must match exactly what is specified in the final step of the instructions for the project.

I
Upload Fil

e for Grading

Choose file

] - B Er

Laok in: I\d Remowable Disk (D:)

- ). Trashes

‘,J I3 5toragesync
Recent =l Trashes

@ @Chapter 6 Services.ppt
Desklop SES lngo preload.al

My Documents

Iy Computer

l File name:

Upload Cancel \

chapl_cap_buffalo.docx - Open
Flaces I J l_l
Files of type: IAH Files %7 ;I Cancel

Browse to your jump drive or to the file on your computer to find the completed copy of the Grader file.
The file that you upload must have originated from the same file that you downloaded in Step 1 and
have the EXACT file name as required by the project instructions.

To submit the assignment for grading, after uploading to myitlab, you must hit the "FINISH:

Submit for

Grading" button at either the top or the bottom of the screen.

{= http:/imyitlab

Word Chapter
0 Your compl E!Ea il e has BEEI"I SUCCESS‘U Y upl DEEEH. ;DU & Ug also cl ICE !

file to myitlab:grader for processing.

Description
gradebook and submis=sion report screen.

(1]

Download Starting
Materials

% Download Files

to re

Finish Submission of File - Submit

This activity requires students to submit a project that they have completed in the live Office 2007 environment. Students must
download the starting files available below, and then follow the instructional steps to finish the project. Students must then upload the
project file for automatic grading. Detailed feedback and grades on the submitted project are then made available via the myitlab

9 Work on Assignment

If you would like to work offline,
please click on "Return to Course
Content” above and then log out of

your course. When you have
completed the assignment, return to
thig activity to upload the file for

grading
Instructions
Before you begin, please read through instructions below.
Step Instructions Point Value
1 Start Word. Download and open the file named chapi_cap_buffalo.docx. 5 Lo
In the paragraph nning with The upper Buffaio offers, manually correct the misspelle:
2 d 'n to des on. Use the spell-checks EBufalo to B 24 —

ak/D=300000005015822.

FIMISH: Submit for Grading = | b

ubmit for Grading” button to send the

Upload Completed
Assignment

(3

[ [5# Upload Completed File ]

€

o and furst to
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{2 hitp:Himyitlab. pearsoned.com/7Assetld-3000000392551908&Mode -SubmitiAsseilinkiD-300000005015822... [2|(E1](5<]

Word Chapter 1 Grader Project [Homework] Return to Course Content

<% Your file, chap1_cap_buffalo.docx, has been successfully received by myitlab:grader.

Grading Status:
Grades are not yet available. Your agsignment iz currently being graded. When grading is complete, vour grade and related
reports will be available through View Submissions.

Maximum score: (100 Points)

Return to Course Content

Return to Course Content

When your project has been submitted you will receive a message indicating that is has been submitted
for grading. Your grade will be available through the myitlab gradebook.

Click on the Return to Course Content button to return to your myitlab course materials.

Viewing your Grader Results:

You can view details of your submission directly from your course or by locating it in your Gradebook.

1..When you return to the Course Content page, locate the Grader Project you have completed, hover
over the name of the assignment to bring up the Options menu, and select View Submissions.

| My Course = GO! Office 2007 Introductory = Word Grader Ch 5-8

T Options
| Chapter 5 Grader Project [Homework] Open
View Gradez

View Submizsions

* Mot =tarted . —
View Submissions
Send Message

18
[_' Chapter & Grader Project [Homework] = %

2. OR click on the Gradebook tab in your course, locate the Grader project, select the down arrow to the
right of the assignment and click View Submissions.

Welcome, _Student _Student
(C15 150 Fall 09 - Chapman Section 107/108: CRSABK1-610839

My Courses | My profile | Help | Support | Logout

@ Today's View E Courze Content @ Grades || Communicate Student View | S Return 1o Instructor View

Grades  Custom View Legend

"I{ My Course > Word > Chapter 4: Word - What Will Word Processing Do For...

Course Content Display: Completed tems Assigned tems Filter by Content Type:| No Fiter Applied v

Back I Activiy Grade

= |word Chapter 1 Grader Project [Homework] fa

Options
L5 Word Chapter 1 Hands-On Exercise 1 Skil-Ba{ Open

View Submissions.
kil-Bai Send lessage

3 . ; Generate Certificate
=] Word Chapter 1 Hands-On Exercige 3 Skill-Bateurumwmr - i

View Submissions

|51 Word Chapter 1 Hands-On Exercise
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The initial Score Card Data report shows you how many points you have earned for each step of the
project as well as the maximum amount of points possible for each step. Your score is shown as a

percent.

= http:fimyitlab. pearsoned. comfZfrom=-GBGAssetiD-3000000392551908&UserID -189394 & AssetLinkID-300000 - Windows Internet Explorer

Word Chapter 1 Grader Project [Homework] Show Info

Total Score obtained:5%
Listed below is the score for each instruction:

Word Chapter 1 Grader Project [Homework]
Score Card Data

Date Time Grade P Submit Student Anzwers Send Message
10/14/2009  10:50 AN 5.0% _Student, _Student
Submitted: 10/14/2009 10:50:57 AM Grade: 5.0% & Student Attempt- I Crimmbines e ke 40
Submitted File Summary Report

Summarv Report

Obtained Points s

+SHide

Step | Instructions Max. Points

1 Start Word, Download and open the fille named chani_can buffai. docx, 5 5
In the paragraph beginning with The unper Buffio offers, manually correct the misspelled word destinaé to destinaton,

2 Use the spell-checker to correct seasun to seasom; Sufdl to Suffsln; ther to tiere; recomendstion to recommendstion; 24.0 0.0
coolee to cooler; Famesdto fadheadand frsito frsi

3 Replace all occurrences of Suffalp Riverwith {Hint: you can use the Find and Replace command). 24 0.0
There will be four replacements, Bold all occurrences of Buialb Mesons/ Aiver, : !

4 Click the Show Hide button to display the hard returns in the document. In the first paragraph below the title of the s
document, delete the two hard returns that interfere with the automatic word wrapping.

5 | Qat tha marmin in tha darimant b Marmsl an

Close )

|€

I£3

Click on the Summary Report link to see additional details.

Many of the steps in each project contain more than one part, and Grader allows for partial credit to be
awarded. The Summary Report allows you to see exactly where within each step you lost points.

Click the expand/collapse arrows to see details:

Your Total Score Obtained: 82% (82/100) | Date Report Run 1208/

M

~  There are items which are either extra or missing in the document you submitted. Click on the arrow to view details.

[

You lost points in the following instructions. Click on the arrow to view the errors.

Step

A ]

Instructions

At the insertion point, use the Insert Text from File command to insert the text from the downloaded file named woSH Letferfiead, With the insertion
point in the second blank paragraph below the letterhead {(Hint: press CTRL4EMD to be sure), insert the current date in the July 17, 2009 format and set
the date to update automatically.

In the paragraph that starts with "Los AngelesCAS0025" (3) the 'Paragraph Text' was not submitted as 'Los AngelesCAS0025'.
Press ENTER to insert a new blank paragraph below the date. Enter the following recipient information:

Select the first three lines of textin the redpient information. Change the line spacing to 1.0, and add 0 pt spacing after each paragraph. For the last line
(New ¥ork, N¥ 10001), ensure the line spacing is set to 1.15, and 12 pt spacing after this paragraph. At the end of the last address line, press ENTER.

In the paragraph that starts with "Mew York, NY 10001 (11) the 'Paragraph Text' was not submitted as 'New York, NY 10001,

In the paragraph that starts with "249 Fifth Avenue %£2700" (10) the 'Paragraph Text' was not submitted as '245 Fifth Avenue #2700,
At the end of the document (Hint: press CTRL+END to be sure), type press ENTER. and then type:

Select the Sinceraly, paragraph. Add 30 pt spacing before and 18 pt spacing after this paragraph. Select the Jofin Diamond'and Fice President, Creative
Develoomentparagraphs. Set the spacing before and after these paragraphs to 0 pt.

Select the entire document. Change the font to Cambria.

Points Deducted
3.000

0.000/3.000

6.000

0,000/3.000

0.000/3.000

3.000

1.000

5.000
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Close this report to return to the score card and click the link to the Marked Up Report.

= mtp:fiyiilab. pearsaned comirom ~GHEAsset D= 3000000 392551 088U er I 1 B934 AR kD = 00000 - Windows Interne EEplarer

Word Chapler 1 Grader Prejedct [Homework] Sham indo

et o B ]

SET AN Deade 30N A Niuues Aispr 1 Caaskeny Amsmpims |1 rini Fme
Subeniiied Fil= Summary Report Harked-wo Repori g Th i BEO0
—
Viaed Chapter 1 Grader Fropect [Homewom) H-\""'\-..
Score Cand Data 4

Todad Soghn SElire2 B%
Lining Enm W B 0cors 157 BR0R PEie

The Marked Up Report is a visual of the your actual student submission.

This report will give you details on your project submission with red X's indicating incorrect actions and
green V’'s showing what you did correctly.

Detailed Summary of Project Submission = Print

Wv/| Microsoft Word 2007 - Assignment Word Chapter 1 Grader Project [Homework]

Your Total Score Obtained: 5% (5/100) | Date Report Run 10/14/ 2009

Below is & visual of your graded project submission. Click on the check-mark or x-icons to view the detailed resuls and score of the corresponding instruction step. If the
project required you to insert images or art, those items are hyperlinked and can be selected for more details. Please note that missing items are highlighted in tan color. The
alemants that were to be deleted are highlighted in orange color.

- - -
1 The Buffalo National River =
2 The Buffalo National River begins as a trickle in the Boston Mountains, where it flows north and then eastward through the Ozark Mountains ur
it merges 150 miles later with the White River at Buffalo City. *
The upper Buffalo offers the river's finest scenic beauty. With its massive, towering bluffs, countless waterfalls, watchable wildlife, ties to both  —
3 historic and prehistoric cultures, and remote, unspoiled location, the upper Buffalo National River wilderness is surely mid-America’s finest
outdoor destination. X
In fact, the entire river is such a special place that in 1972, Congress designated it as america’s first national river. This unique status protects th
4 Buffalo from commercial or residential development, along with other destructive operations such as damming and gravel mining, thus preserving
its scenic beauty and natural wild state forever, X
Floating Season
5 The floating season on the upper Buffalo (Ponca to Pruitt) is March through June, with early July floating a possibility on occasion. The Buffalo is
- primarily dependent upon rainfall for its water level, so once the rains of spring and early summer have passed, so has the chance to float the
upper section. (Hiking, however, is great year-round, as is trail riding!) %
SPECIAL NOTE: As a river preservation measure, the National Park Service limits the number of rental boats that can be launched on any given
6 day. Therefore, if you are planning a weekend float, it is wise to reserve your boat(s) in advance. For example, it is never too early to book
boat for a May weekend, which is the upper Buffalo’s most popular floating month.
7 River Levels & Safety
The Buffalo is rated Class I & II, meaning that it is typically suitable for paddlers of most any age and skill level (se= Young Children note below).
8 Floating is generally done in canoes, with rafting and kayaking possible when the water level is high enough. In the event of flooding, the Natior
Park Service will close the river to boating. hd
< | 3
(" cClose )

By clicking on the red X and/or the green v, you are provided with the actual actions taken within each
task. This detailed report also shows if partial credit is awarded.
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{= http:fIimyitlab. pearsoned.com/ - Markedlp Report - Windows Internet Explorer

Actions performed on the paragraph that starts with "The Buffalo National River begins_." (2)

Instruction 3 [ Replace all occurrences of Swfal fiverwith Buffalo National River (Hint: vou can use the Find and Replace
command). There will be four replacements, Bold all occurrences of Suffaio Asfons/ River.
=" points Awarded to Student 0.000 / 6.000
X In paragraph{2) , the text 'Buffalo River' was not replaced by text 'Buffalo Mational River'. 0.0,/4
""" ¥ 1n paragraph(2) , bold was not applied to the text Buffslo Nationsl River' . | 002
Instruction 4 [» Click the Show fHide button to display the hard returns in the document. In the first paragraph below the title of the

document, delete the two hard returns that interfere with the automatic word wrapping.

=] Points Awarded to Student 0.000 f 8.000

In the paragraph that starts with "The Buffalo National River begins...” (2) the 'Paragraph
x Text was not submitted as The Buffalo Mational River begins as a trickle in the Boston
Mountains, where it flows north and then eastward through the Ozark Mountains until it 0.0/8

merges 150 miles later with the White River at Buffalo City. .

Click the Close buttons on each form to return to your myitlab course.
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