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Introduction to manaba

ILogin

Login with your login ID and a password.

I Recommended OS / browsers
manaba recommends the following OS / browsers.
Windows
Google Chrome / Mozilla Firefox / Internet Explorer
Mac
Safari / Mozilla Firefox
iOS
Safari
Android

Google Chrome

¢ Recommended OS versions are based on the supports by
Google, Apple, and Microsoft.

 Recommended browsers are based on the latest edition of
the OS.

¢ You can use some functions on smartphone-optimized
screens.

« Please enable Cookies and JavaScript on your browser.
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stated below
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Closed Perind August 12 - 16 (Mon — Fri}

Login page

IAnnouncements from Administration

There are announcements from the system administraion in the
Login page and the My page. Please don’t miss it.

If your university use the unified authentication system, the
school’s private login page will be displayed.
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I Change settings

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

I Reminder settings

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

Reminders

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

2. Select Receive or Do not receive.

3. Enter in the Email address 1 the PC Email address that you
want reminders to be sent to.

4. Enter in the Email address 2 the cellphone Email address that
you want reminders to be sent to.

Individual Settings

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.
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.

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.

Select Receive or Do not receive a message when a new
assignment is published.

I Profile settings

1. Click Settings on the upper right corner, and select Change
Profile.
2. Upload an image of your choice.

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

I Change course display format

Display can be changed according to course status and format.

Current Courses ... Courses that can be used currently.
Students can post comments in the forum and submit
assignments.

Past Courses ... Courses used in the past. Students can only
view the forum and submitted assignments.

Upcoming Courses ... Courses that will start in the future.
Students cannot access the courses.

All Courses ... All courses above are displayed.

"Timetable format" do not always correspond to your actual
timetable in your school. For example, there are cases
where the same classes which are held on multiple days of
the week are grouped together.

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.
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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:

e Course news

« New assignment notifications

o New comments in Forum

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

« Even if reminder settings are set to Receive, if there is no
email address entered, “N” will be displayed for all items.

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

« Number of surveys submitted

* Number of assignments submitted

e Number of Forum comments

e Last comment
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I Perform course settings

By clicking the "Settings" button, you can make various settings for szzn rr—po— ==

the course. ] o
I Course Icon Settings

You can set icons for the course.

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

image (60 x 60 pixels).

Setti
I Manage Course Data m:ue'z:mms
Course Icon Setings

You can confirm the assignment and grades deleted by someone, e Whnaos oeag o ©

the student's operation within this course and the record of the Aecesslon @

screen accessed by the student. Course Period

Start Date for Students 2007-01-01 00:00:00  After this, students car Cess

End Date for Students Writing  2022-04-01 00.00:00
End Date for Students View  2022-04-01 000000 A

I Course Period

You can check the expiration date set for this course. The
expiration date is set by the system administrator.
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IAdd course news |
Course News is a way for instructors to send out announcements (?Jmanaba university o e - |
about their courses to all course members (only instructors can e — ey
add course news). s nsiructionsl Design i T

) an
1. Click Add News on the course page. T | s | Amigreets | procs | gews foom Pros—

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

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

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

click Publish.
Add News Course page
You may send reminder emails to the students by using the
Publish and send reminder function. &
Add News
Titie
Once a course news is published, it cannot be edited. L
Period
Formatted Text HTML >>Plain Text
@Flle P ||H1||H2 |H3 || PRE +H || +B RiIB[Z|UIISAI[X]| X —

Add News page

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

About your final project
Data.

2016-03-14 20:54

Pasted by Prof. Baba

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

Access Data

» Manage Course News »Course News

Course News

I Delete news

If you would like to delete course news, click Delete in the Course
News Administration page.

Course News Administration » Course News

Add News

. . Title Posted by During Manage
Click Manage Course News in the Course News page, then you

ADOUL yOUF final project Prof. 8303 Curment 054 o
can access the Course News Administration page. Hommwork Prot Bava Gurent 250- o

Course News Administration
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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.

Manual score test

Instructors score the student’s
answers manually after the
submission.

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

B OWON -

6.
7.

8

. Enter questions you would like to ask your students.

. Click Add Test in the Tests Administration page.

. Select Autoscore Test.

. Enter the title and the description of test.

. 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)

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

( See also
“Add a test question” )

Select the time of publishing test results and correct answers.
Click Next.

. 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 [#]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 in a text box and an uploader cannot be
autoscored.

9. 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.

10. Click Save to save the test in manaba.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher
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IAdd a manual score test |

1. Click Add Test on the Tests Administration page. Tests Administration view s | instructor | 44 staent
2. Select Manual Score Test. >0

3. Enter the title and the description of the test. __ e
4. Enter a start date and end date for the test. If you click the Start Prssa heckhesubmited sotus et ades oy ks o warage mevel ), -

.
prereq. pywad Publish | Unpublish  Submitter Manage

and End fields, a calendar will appear. Select a date and time,
and click OK. (optional)
5. Enter questions you would like to ask your students. ( See also
“Add a test question” ) &
6. Click Save and save your test in manaba.

3| @ neerd 5| omms | (8

j’ Add Test ];:.:s W Pubished Ohems | ()

#  Tests Administration page

Add Autoscore Test

Title

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”

Description

- 201413 -

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.

Questions Administraticn

STEP 1. Add a question -
mport | »Add Exercise

1. Click Questions Administration on the Tests Administration After acding questions, you can acd an exercls# In the Tests Adminisiration page. You can e;.e'smcems arandom selection of the fallowing
71 bestis ol 33 urhber ofpias for 88 $80ns 30 Bathey ae squalyohen sebcladrancomly

page. =

2. Click Add Question in Questions Administration page. o e Contamed n el S oo T
. " Exercise 1 2012-02-01 05:22 L3 r)

3. Enter the title. R 2 5

i 2013-03-01 02:02
[5# Add Question » TestAministaton

4. Enter questions you would like to ask your students. ( See also
JQuestions Administration page

“Add a test question” )

5. Click Next. ‘
6. Register answers and points to the questions and click Save to

save the question in manaba.

Title Title is Nt adced to e question text

Question
Formatied Ted | HTM

Click the question buttons in the night menu, and the question templates wil appear n the page. P |{H1|H2 | H3 | e

Add Questions page

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher 8/44
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1. Click Add Test on the Tests Administration page. Add Exercise R

2. Select Exercise. - e

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

4. Enter a start date and end date. e

5. Write the Question Text.

6. Click Add Question, select exercise questions that you s . )
registered in STEP 1, and click Add. Should you want to exclude 3 Select exercise questions

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
an exercise out of the number of questions you selected in 6.

8. Set the maximum times that a student is allowed to submit

Check questions to add

DuesHon Text
Total

Titie Contained in Exercise
So0ie

[ Aol ]| Cancel |
answers. T O e e
9. If the order of the options in a question needs to be randomized ananers
when a student answers it, choose Shuffle for Shuffle S
Questions. oA oo s s e s e o ol nd et o e . 4 pt
10. If you select Publish on submission for making the correct
Publish Answers *® Do net Pudlish ' Publish on submission
answer available after the student has submitted an answer, they . B o ) T
assing Score M you set 3 passing score for This fast you can make it 3 prevequisite for students to take other tests.
will be able to check whether or not their answer was correct on Setpacsng st pots
the Results page. | | (e
11. You may choose Set passing score to register a passing score.
12. Click Preview to view the exercise as your students will see it. Add Exercise page
13. Click Save and save the exercise in manaba.
I Types of questions
You can add 8 types of questions in a test.
- . Questions
Text line Multiple(1)
. . . . Formatied Tedd
A question which allows for A question which allows to
H A multiple-choice question with several possible answers. P |[H1||H2 || H3 | e
entering a word or a phrase. select only one answer from a pros—y——
. list of possible answers. 1. Choce 1
Multiple(2) P St o 2
3. Choice 3 B
' ) True/False 4 Choice 4 .
A question which allows to 5 Choica §
select one or more answers A question which allows to A drapdarn menu question. The choices belon i n
. ) 1. Choice 1 ultiple( 1)
from a list of possible select True or False. 2 Choice 2 Optional ""::L
3. Choice 3 Maiching
answers. Ordering o Croeed U
D d §. Choice & Required
ro own ) . Testline | TueFase
P A question which allows to Witipler)| Massietz)
. . . . i Dropdown | Ovdering
A question which allows to place answers in a particular Required s Ny
select one answer from a list order. Mg
. . — Explanation
of possible answers. It is Text b [ tioe |[Mos-inas |
L . ext box
similar to a single answer Shuffle QUesBons & po potsneme © Shae
question, but useful to save A question which allows to —
o 43a © Da not 308
Space for Other queStIOHS erte paragraphs “\_c.. ChoOSE “ASA." the anSWers will Be 30080 10 the SSBMEErS POFTIDKD and COMMEnts Can be Made on the Portioks
Matching Uploadel’ “‘N""c"gfr'e‘:f:';";:':': :or:unnI;hs.:e.:’t:‘i\;is:‘n:_‘:lcs:;:n"ans»-e:sal!erhe submission deadtine. © Publish test resulls and
A question which allows to A question which allows to Ervion | | Mox | | _Cmed

match words or statements
against another list of words
or statements.

upload a file.

Answers in a text box and an uploader cannot be

autoscored.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher
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IAdd a test question

1. Let's add a test quesﬁon. ‘CI|ck.a button in area (b) and a question Alignment = o Vertical
template of your choice will be inserted.
2. Overwrite the example question with the one you would like to Alignment : «—e—— | Horizontal
ask.
3. Should you want to format your text with headlines or bold text
etc., use buttons in area (a). “""_‘:ﬂ“'
4. If the order of the options in a question needs to be randomized =
‘ormaied Test o
when it is answered, choose Shuffle in the Shuffle Questions : =
A multiple-choice question with severagfissitie answers. P || H1 | H2 |H] | e
field.
5. In Portfolio field, select Add if submission should be added in 1 e (a) ADRnNEe
) : 3 Choice 3 AJ|X) %
student’s portfolio. i o
6. Click Preview to view the exercise as your students will see it. SLEEEE —
................................................................................................. A multiple-choice question with one possible answer (Required) Ted linve TsFake
E E Alignment 1= (b) Multipte(1) | Multiple(2)
i e |f you place a Required question, students will not be able to 1. Cheice 1 ]
H . . . H 2 Choice 2 Matching | Text bax
submit their answer unless they answer it. : 3 Choice 3 Roauied
H 4. Choice 4 Texd line TneFabe
* You may select the style of the list of answers (vertical or ; §. Choice 5 :""w"“‘ ";'m‘?'

; ropdown | _Oraening
horizontal) by using the buttons within the frame of the ! Matching | _Tertoox
possible answers. i e

Sheffle Questions & Do not shue © Swfe
If the list of possible answers is composed of short words or o euehcnue K ha s A diad e st potoe acomarts ca b s et
phrases, you may want to select “horizontal” as you can B o :
| Prevew | | Med | | Cancel |
save space on the page.

Add Tests 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.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher 10/44
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I Enter a text box

Click Text box and a window to set number of lines for the text box Formatted Ten
and the word/character counter will appear. <1 [ [ 1213 e
Number of lines AnRne
s i X

Enter the number of lines you would like in the text box. Youmavinast e nuiar o nas o e o ox i

Wihe number oflings specified here is 5 14, @ 3croll bar will

appear nal

Number of lines you enter does not determine the amount of Shosd a counler o cisplared when answering? et T oa

D

text students can write in the text box.

Matching || Text bo
Required
Textine | TesFase

Mubpie(1) | Muliple(2)

Character count Dispaou | Lo

Matching | _ext bor

Both half-width and full-width characters, symbols and space are

. Window to set up Text box question
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.

I How to add a file

You may add files such as Word documents, images, and videos Quostons
inside a question.
Formatted Text
Uploading video files or images from your computer Prass the quastion Buttons nthe nght many, and the question tamptates wil agpaarin the page. = | P.J 11 2] 3]
1. Click File button. DARRNE
2. Enter the title of the file.(optional) AllX]x
3. Locate the file of your choice and click Add file to upload the file r . ] .......... FFile
into manaba. l @ File J
4. Click Add and complete the process.
] . ; Formated Tert 4TI
Files supported : v o [ (2] 3] e
« Image files (GIF, JPG, PNG files, etc.) |
H Rlle)[s)uls
« Video files (MP4, m4v, WMV, FLV, MOV, MPEG files, etc.) NBE
« Audio files (mp3, m4a files, etc.) B L = &re
i Féerame i | oree
e ssssEEssEEEsEEEE S SRS ESEEESEEEEEEEESEAEESSAESSSAEESSEEESSEESSSESSSSSSSSEESSSEESSSEEESsEEEEEESs - Salect file Chocas Fta ) Mo file chesen D)
- Ordering
Cancl _ Maiching | Text bax
You may need to install one or more video players in order 1
to play the uploaded video files. Depending on the browser, Mutpie(1) | Manipie(z)
. Dropdewn | Ovdering
you cannot play the file on the screen. Watcning | text box
Shuffle Questions. ® Do not shufle © Shutle
MP3,MP4 files can be played on smart phones and tablets. Porle  ®sa00itass
File uploads

Embed videos from YouTube

1. Click File.

2. Select Embed content.

3. Enter the embed code of the video you would like to embed.
4. Press OK and complete the process.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher 11/44
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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.

The explanation is not displayed when the student answer
the questions. The background color of the description is
yellow on making questions.

Answers 111

Anvuwees Subitted

>Correct Answers

A ey choieq qoastesn with end

Empsedtme  09:00:09

19 Chsest
20 Cha?
30 Chokeed
30 Chcad
57 Choiea s
o [

Total Score:

Questons 1

A i D QUon Wi 608 Pasiitie Snswer

[ chone

axplanation
wil appear when Btudants conk the comect antwecs

Total Score: 10

| Ghee

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.

U 2 3 Cuestions 3 Elapsed Time  00:00:61

| The term Intrapreneur is related to:
18 Giowth
imoation

3.0 Dncowy

Sarve and Qut [l

2 [3] Guestons ¥ Elapsed Time  00:01:02

| Japan nas a repubiic governing system

True & Faise

Prev Save and qut Contemy

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

manaba manual

Feormatted Texd HTML
| mukipte-choice question with one possitie answer, P | 1| H2 | Ha e
Alignment = ==
1. Chaice 1 A& Enter the answer explanation hare rlellzllulls
2. Choice 2 A Enter the answer explanation here. -
3.Choice 3 A Enter the answer explanation here. Al ]| X,
4.Choice 4 A Enter the answer explanation here. & File
5 Choice 5 4 Enter the answer axplanation hare.
Optional
Teline | TneFsss
A Enter the answer explanation here. Muttipie(1) || Multiple(2)
The explanation will appear when students confirm the correct answers. Dropdawn || Ordering
Malching || Ted box
Required
Tertline | TneFase
Multiple(1) | Multiphe(z)
Diopoown | Oraenng
Maiching | Texd box
Explanation

1hine | MulsHines

Formatied Text HTMI

The term intrapreneur is related to:
Alignment i
1. Growth
2 Innovation
3 Discovery

(

| Japan has a republic governing system

1 True
2 False

Required

Tertline

TreFake

Multiple(1) | Multiple(2}
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| Publish a test

In order to publish a test to students, click =
Administration page.

and send reminder.

published to students.

on Tests

* Should you wish to send a reminder message, click Publish

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

as “Pending.”

(1 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

v Instructor | A& Student

Tests Administration

Mo Tite O

<o | Waekly Quiz 1: Instructional Des....

2 [ Exercice | Chapter 1 Exereise

Pleass chack e Submifled answers and régisler grades by cheking on e Manage menu( Q]

Period
20171026
10 progress o,

20171028
"
n prograss 30"

Viewas | dInstructor | ik Student
> Questons Adminisration

e Add Test mport

Publish [ Unpublish  Submitter Manage
W Publsted Oitems &

+.5 a

[ @

fi-Instructor | A2 Student

Student screen (Tests)

I Tests

e

Stats

Vew s | A instructor | A4 Stadent

stan Eng

. | Weekiy Giuiz 1: Instructional Design

AcCCeptn,
et subemitted

2013-02-27 1140

2020-02-27 10:25

[ Exorcise | CHADLSE 1 EXRICISE rlc‘;":::_:‘:ﬂ 2013-02.26 1200 2020-02-28 12:00
I Edit a test |
Follow the steps below, in order to change the dates or questions T —
of a test. - | Inprogress 5.0 @ Published 1items o |
Edit
. . . . 2017-10-26 L Iu l
1. Click [&2jon Tests Administration page and select Edit. = |Inprogress o544 - P‘“{ <T
. . l-lose
2. Revise the test and click Save. 2017-10-26 |
* Save the test after registering answers and allotting points if it is 200 - & JFxpont
an autoscore test. = In progress gga;owzs [ ¢ Pt.ﬂ{ a [Fet Prerequisites
2012-12-21 | [3¥ Pubmission Status
. L . . - In progress Publi
() Ifyou edit a test, it will automatically be unpublished. Once ¢ 1208~ -« | # par——
you finish editing, please publish it again | 2013-01-24 | 0 Janage Grades (Excel)
) . = N progress % ,.cq @ | Publ - —
- ] rrlal Submission 12

) Questions you are currently using for an exercise cannot be

edited. Exclude questions from the Edit Exercise page and
revise the question in the Manage Exercise Questions page.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

Select Edit * Tests Administration

page

Edit Test (Autescore)
" Query IS pUDESNED. If YOU 5ave tis query, It will D8 Unputkshed
Weehly Quiz 1: Instructional Design

Title Wiekdy Quiz 1: Instructional Design

Stant 3130227 11.90.00

End  [2020-02-27 10.25.00

Questions
Formatted Ted HTHL

- P |H1 | H2 || H3 || e
] Please answer the following questions. ==
True or False? Whan converting 3 successhul face-to-face class to an enline class, the most effective AnREne
appeoach is to maks lecture notes available 35 web pages

A XX,
1. True

Edit Test page
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I Set prerequisite

Instructors may set a prerequisite for students to take a test based
on whether they achieved a passing score on another test.

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

2. If you select Set, a list of tests which are set up with passing
scores will appear.

3. Select all the tests you would like to set as prerequisites and click
either AND or OR.
* If you select AND: Students need to pass all the tests.
* If you select OR: Students need to pass at least one of the tests
you selected.
* If you have selected only one test, you may click either AND or
OR.

4. 4. Click Save and finish the process.

17-10-
- In progress gg %0 Vc S @ | Publshed 1items &
Edit
7-10- o
- In progress gg 1“0 10 = @ ) Pubii
¥ Close
2017-10-28 Uned
- 20:30- / &, Export
17-10-26 .
= In progress gg 30 _c < [ Pubhl a Set Prerequisites I
_ In progress f?ﬂ;lé-zl @ ) rubi E Submission Status
Manage Grades (Excel)
2013-01-24 g
= In progress J,.c; @l | Publi
I Trial Submission O

Select Set Prerequisites

Weekly Quiz 3: Instructional Design

Wold you like to sat the prerequisites of this test ?

Donot set  © Set

Prerequisites

Autoscore | Weekly Quiz 3: Instructional Design (> 75 points) * currently unpublished

AND (must satisty all conditions) * OR (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 20171028
. = In progress .. @ | Publshed 1items &
to a test and their scores or grades. il
- In progress ég‘;c'lo'zs [ @LT @ I
Autoscore test / Manual score test ) X Close
2017-10-26
. . . . - 20:30 - JUned 3 B
Click (& of a test in Tests Administration page and select sorrroae = et
=10-20 "
Submission Status. A list of students and their submission status = |mproorsss zp5. @H@ALE ) Set Preraquisites
for the test will appear. o npregress D207 | g WHII@ Submission Status ]
& gManage Grades (Excel)
Exercise _ DETETD 2151531.01.24 & P ]
A [%, frial Submission O

Click & of a test in Tests Administration page and select View
Scores. A list of students and their scores for the test will appear.

If " * Saved data" is displayed, you can check the answer
before confirming the submission.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

Select Submission Status

Submission Status: Weekly Quiz 1: Instructional Design
Period:  2012-02-27 11.1000~2020-02-27 102500 npogress  Respondents: 2 member(s) Grade:  Unpublshed
» Grades Admwnstration
Hame Student ID Grades. Passed Submitted on. Grader Graded on Feedback
IGETLEY
Andy Kennan 35683010 - - Hot submitied
[® Caros Macedo 35683065 SOpoints: 2013-03-02 043315 - - 0
Adetna Rossi 3568352 - Not submitied
E M Wilkiarms 35888423 Spoints: 2013-03-02 054056 - - 0
» Tests Admanistration

Submission Status page
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I Request resubmission

In the following the steps, the instructor withdraws the student's
answers that has already been submitted and can return to the
state before the submission was confirmed. (Excluding Exercise)

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
Questions and Answers" screen.

3. Click "OK" button on the confirmation screen.

o The answer before resubmission is retained.
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
answer.

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

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

I3 Submission Status Manage Grades (Excel)
Name Student ID Grade Passed

[y TAsahina(EN) 11111.99992 30 points | Passed

Studgntd 160203A 2 =

IZNFZ A: TAsahina(EN)'s Questions and Answers

Grade Answers

Result (Autoscore)

Submitted on

2020-02-04 16:27:54

Not submitted

Submitted on: 2020-02-04 16:31
Elapsed Time : 434:52:14

11 10710 MDD TEADERET T, SRR IFTRAL TR,
11

Total 10710 ERESIR R

Grade (Unpublished)

Score 10

The submission will be retracted and TAsahina(EN) ‘s assignment retumed to pre-slibmission status
OK?

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

[=F Request resubmission
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ITriaI submission function added to tests and surveys

The course instructor can simulate submission for tests and ETTioE =
L . - |1 S Published 1
surveys from the Tests Administration and Surveys N PIOQEss 2030 - r - o=
.. . = it
Administration pages. - In progress ;g‘;c [C @ Pubi b
- ¥ Close

2017-10-26
The trial submission function allows the instructor of the course to - ’ 20:30 - U4 & Export
confirm the submission procedure of the test or survey, as many - |mnprogress 2017108 @ P Set Prerequisites
times as wanted, regardless of the acceptance and submission _

ot In progress 2012-12-21 & P /3 Submission Status

status. - 12:08

B——— Manage Grades (Excel)

- |Inprogress o @ ) Pubi

The trial submission can be made in the following way: % Trial Submission ]

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

2. Click Trial Submission.

3. Click on the Start button to start the test. The answering steps
are the same as how students would answer the test.

4. Finally, click on the Close button to close the window and finish e B e R e sk o IR e
the trial submission.

[ [ Trial Submission ]

” Test Room (Trial Submission)

Manual Score| Test 1

Start 2013-11-07 09:56
Trial submissions for tests will not be included in the test tna 0194148 4245
evaluation sheet. The trial submission results will not affect Shuffie Questions Do not shuMe
the highest score, either. The passing score you set up will Portlolio ABE 1o SIUGENts portiolio
be ignored, too, so you may simulate the submission for any
tests you add. -

|| Test Room (Trial Submission)

Enter Confirm

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher 16/44
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IScore and register grades of a test

There are two methods to score and register grades of autoscore tests and manual score tests.
* If you need to register grades for an exercise, you may do so in the Grades tab. ( See Also “Register grades”)

i A: Score a test and register grades individually
i through the web (Only available for manual score

[ test).

I A: Score a test / Register grades on the web

STEP 1. Register scores

1. Click [&] on Tests Administration page and select Submission

Status.

2. Click Register Answers on the submission status page.

3. Enter points of questions.
4. Set passing score if needed.
5. Click Save and finish the registration process.

patterns bellow.

point x 3 correct choices = 3 points.)

students will get 0 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.

2. 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.

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

"Good,Excellent,A,B". (optional)
4. Enter Feedback about the student’s test.(optional)

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

count.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

You can score multiple choice and matching question in two

« Partial Match : The points you register will be multiplied by
the number of choices, and that will make the total points of
H the question. (e.g. In a 5-choice question where 1 point is
allotted for each choice: if 3 choices are selected or not
selected correctly, the total points for this question will be 1

« Exact Match : The points you register will be the full points
for the question.(e.g. If 5 points is allotted for a 5-choice
question, 5 points will be scored only when student chooses
all the correct answers. If any of the choice is incorrect,

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

Register Answers
> Submission Status

Weekly Quiz 3: Instructional Design

Allot points 1o the questions in the red boxes.

Allot points to questions

For multiple snswer questions and matching questions. the number of points will be multiphed by the
number of possile answers. (Ex: for 5 answers, total points are 5x points aibited)

5
0
B

Please answer the following questions.

True or False? When converting a successful face-to-face class 1o an online class, the most
effective approach is to make lecture notes available as web pages.

1.1
True @ False | 25|points Subtotal: _2s points

During which phase do you identify the course constraints?

1.2
1 Design
2 = Analysis

{ You can set a passing score for o
that students pass the curren

& Do not set passing score
Set passing score | points

test. You can then create other tests that require as a prereguisite
before they take it

Passingl score Register Answers page

Submission Status

test
Publish | Unpublish Pusiisnen
Pariod 2017-10-26 2030 ~
Respondents 1 members
Grades 0

‘This test is cumently accapting answers

[ Submission Status | | [ Manags Graces (Exce
[ o o e bt o e et By chring Re et Scoes Pomes e ek een shotes ]
Name Swdent IO Grades Submitied on ‘Grader Graded on Feedback

201601

Submission Status page

testl: TSUGARU TAMENOBU's Questions and Answers >3
Course Stedents
Grade Answers <« < > *»
G Submitied o 2017-07-27 1036 ——
Elapsed Time - 000008 SUGARU TUENDBU o
11 15 [comedd | M- HTITY. SEEIAGICRTRL TN, PAEU NOBUIAD
11 - AHITA SANESUE L
1.8 e
12 [ 18 camed o DATE MASAIUNE
30 s MOGAMI YOSHIAK
13 15 Correct L mEE 0 g
5 SWES UESUGH KAGEKATSU
14 15 [Comect F‘I;'ﬂm?d W AR IR IR T, ASHINA MORILI
Grade [Unpublished) 1.1 s PMHOMLATSU)
AN L r) YOSHITSUGU
= G Jrp—
Ratng LA [ SANADA HOBUSHIGE
Feedack 1R TAKEDA SHINGEN
14
st SASSA NARMASA
MAEDATOSHIE
ASAKURATOSHIKAGE
osH
» sl
Save ¥ Tosts Asminisbation
—

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

1. Click [2] on the Tests Administration page and select Manage
Grades (Excel) .

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

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.

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.

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.

I Publish grades

Autoscore tests
Once students submit their answers, their grades will be published.
Manual score tests

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.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher
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2017-10-26 :
- In progress 22 W0 e @ | Published 1 items o
Edit
7-10-26 &
= In progress ;ch T_V = [ @@L
: ¥ Close
2017-10-26 Uned
- 20:30- &, Export
In progress 2017-10-28 @ | Fubi Set Prerequisites
= prog 20730 - | rerequisi
- In progress 21;1;,_1_"2‘ @ | Fubi gm&%l
X i Manage Grades (Excel)
- In progress 215_131'0_“2‘ @ | Pubi
. [ Trial Submission O
043 04 24

SelectManage Grades | Manage Tests page

\4

Manage Grades (Excel)
testt

Publlish | Unpubish Published

Pericd 20171026 2030 ~
Respondents 1 members
Grades [
This testis cumenty accepting answers
= ssion Stats | [g5) Manage Grades (Excel)

) Download Test Evaliation Sheet

% | Download | [View Quossons

Upload prade datato regisber prades

(o8] 7riERanTvELA, || Upon

Download grade data to review

Ho grades has been registered

Manage grades page

Grades

}

Please editie date, check and register Ine grades by dicking on the Manage menu( D

Grades Administration

Viewas | d-Instructor | 22 Student

Ad Grades

L] Title Admanistered oa Publish / Ungublish Nb::"“’ Registered Manage
1 (Toat) Weekty uizy et omems | [
- fr— spoea | 080
| Refioc ot P ™
2 | [asvgme thon Unpuiabad spaciiea | 1Mems
" Ht
3 |[(Grade | Woekly Quiz [ soecnos | 1teme | [0

&, Export Al Graces
Include shadents’ raing

Manual Score Test Grades page
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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

Tests Administration Viewas 4 Ins Student
Export tests one by one
Click [&3] of a test on Tests Administration page and select Export
Please check he submied answers and register grades by dicking on the Manage menu( )
(a) No. Titke & Pei Pl £ May
The test will be downloaded as an MHT file. i = =

1 (& Chaptert Exercise - Unputssned omems | [©

Export all tests in a course

2 |[A Weekly Quiz 1 Jinstruction Design = | inprogress

Click Export All Tests (b) at the bottom of the list and a zip file 3 | (ot we-um-mz)-nguuuml)-lub)-
containing all the existing tests will be downloaded.

% Export All Tests

e

£ =1\ -
[U] Tests Administration page

I Export exercises

. @
Export questions one by one sestons Aaminisuatier )
# Add Question Import | > Add Exercise

Click [/ of an exercise and select Export (c) on Questions A8 g cuatons, s 4 an i insh Tt Admirnraion g Youca i st andm ection o el
questens

Administration page' The questions W||| be downloaded as an MHT * R is best to allot the same number of points for all questions so that they ace equivalent when selected randomly.
f|| No. Tite Contained in Exercise Last Edited Total Score Wanage
e. # Exercise 1 2 Chapter 1E 0130301 0622 & <
. . . # Eworcise 2 2. Chapler 1 E 20130301 02 gl it
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. Questions Administration page

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 m
upload.
The sections to import are different:
+ Autoscore tests / manual score tests meenTess > Tests Adminis¥aion 3 Manage Exercse Gueskons
+ Exercises and exercise questions Imparttests from fles on your computer
- Exercise questions ucacors wndbianial Score Tests mport
Import indedually (Upload MHT Ses)
Import an autoscore test and manual test [imonn ta] Ho (ot
Import all (Upload 29 Ses)
Use Import individually (Upload MHT files) under Autoscore [ Choose Fie | Mo fie chsen [[mpon |
and Manual Score Tests Import if tests should be uploaded one Exercises and Goestions impart
by one. Impar nsreises ana cussions Uplosa P tiss)
Use Import All (Upload ZIP files) below if tests should be [iChooea £ ] o e chesso [t
uploaded all together in a zip file. Questions imgort
Import an exercise and exercise questions T =
Use Import All (Upload ZIP files) under Exercise and Questions > Backto Lit
Import if an exercise and its questions should be uploaded all
together in a zip file. Use Import individually (Upload MHT files) Import Tests page
under Questions Import if exercise questions should be uploaded
one by one.

Imported tests need to be published.
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Survey

Instructors may hand out and collect surveys easily in manaba.

IAdd a survey

N

. Click Add Survey on Surveys Administration page.

2. Enter the title of the survey.

3. 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.

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

5. In Portfolio field, select Add if submission should be added in
student’s portfolio.

6. 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.

7. Use the Preview button to view the survey as your students will
see it.

8. Click Save and save the survey in manaba.

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

‘Surveys Administration

Wiewas | A Instructor | A4 Student

e Add Survey Impart

0
Publish | Unpeblish  Submitter  Manage

-

o

Plsase check the submitled answars and collect surveys by elicking an the Manage menul 221 *
5
Moo Tite & Period

1 Swrvey on prior experience Inprogress 9188213 15:45 - Published Oitems L]

2 Class Feadback 2 2018-02-01 15,88 Oitems o

=1
| (5% Add Survey |J5urveys Administration page

Add Survey 4

Tase
Time Limit @) (rirte}

Ottoss smrvey i soher s s .
00 not cias aurvey room when e 15

Questions

Formatted Text

FERIR S TR A B R AL T P (1 [z wa[re |

R(8 [2]u]=)
X

A x
— = [ giFie

onal
Tusk e
Watphez)
Groening

Text e
Mubipie{1)
Cropdown
Matching

Teat box

sired
Textine || Tuafiske
Mutiple{ 1) || Mubipie(2)
Cropdawn || Ordenng
Wstching |[ Tt bax

Portiolie 8 200 O Do et asa
0 crose " B srswsrs il b a0 e submiins s s commmais can b made o v
(0o notalow
) s et ary o g he basion parisd
Priview Save Cancel
Add Survey page
I Publish a survey
In order to publish a survey you add, click on Surveys /i~ Instructor

Administration page.

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

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

4% Student | Instructor screen (Surveys Administration page)

Surveys Administration

Viewss | d-Instructor | ik Student

¥ Add Survey Import

Floase check Me submied answers and collect surveys by clicking on the Manage menu( &)

Ho.« Tile D Period Publish | Unpublish  Submitter  Manage
1 Sufvey on priof experience inprogress 20130243 15:45- | () Publshed 0 items (-]
2 Class Foedback 20186201 1545 Unga.bishod 0items. (]
%, Export A8 Surveys
A

If you set an acceptance period, students can only respond

A Instructor | A2 Student Student screen (Surveys)
after the acceptance start date; before the acceptance start
: “ N | surveys Vhew s | Avinstructor | a4 stuent
date, the status of the survey is set as “pending”. ! : =
Title Status. Start End

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

Accepting
Not susmitied

L Survey on prior experience 2013-02.27 1025 2020-02-27 1025

20/44



2020/3/24

manaba manual

IEdit a survey

Follow the steps below, in order to change the acceptance dates or

questions of a survey.

1. Click [## on Surveys Administration page and select Edit.
2. Revise the content of the survey and click Save.

() Ifyou edit a survey, it will automatically be unpublished.
Once you finish editing, please publish it again.

2018-02-1315:45- | @l ) Published 0i!£ns o]

20160201 15:45- | (_J wF’ Edit

o5 APt
% Submission Status
B Collect Survey
e

Trial Submission O

Select Edit Surveys Administration
page
Edit Survey
* Gutry &5 pubISNed. If you Saves this query. £ will De unpublshed
Survey on prior experience
Tle  |Survey on pror exparience
SN 3013.02.27 10:2500
Ene  [2020.02.27 102500
Guestions
Formatted Texd HTML
This survey i not graded, bul if you 3o nol subm it, it will affect your class panticipation grade: = P [[H1[|H2 || H3 | e
1 Affiliation (e g college, department, program, etc ) - __ = —
R(|B|T|U]|=
Al x| %,
2. Year —
11 & File
22 |
3.3 Textine | Tuofae
4.4

Edit Survey page

I Collect survey responses

1. Click [2] 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.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

| surveys Administration

Viewas | 4-Instructor | AL Student

i Add Survey Import
F the d by clicking on the Manage menu({G])
Wo.s Title © Pericd Publish | Unpublish  Submitier  Manage
1 | Surveyoa prior experience. Inprogress 20180213 1545 | W Published 0 items &
2 Class Favdback J0zot sas. | Junpu & ESt

A, Export

*, Export All Survays
St S

[ Tnal SubmessionD

SelectCollect

v

Collect Survey
Survey on prior experience
PUDES | UnpUDIish Puslisnes
Period 20180213 15:45 ~
Respondonts 0 membars

This SUVEY IS CUFTENtly ACCEPNNY Atwers.

benission Ststus || (@) Callect Survey

Download Answers Sheet
| Download results | [Show Cuessons) @

To FRGESIEr Grages., please ke e Gracmes 1. By INDULING Jraes and leedback in Né ANSwers Sneel you Cn Megister orages.
» Graes Aministraton

» Surveys Administration

Collect Survey page
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I Import / 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 Administration

I A
PS—— { o4

' Add Sur| import

Click (& in Surveys Administration page and select Export (a).
The test will be downloaded as an MHT file.

Plaags chacicthe submiied angwers and colledt susseys by dicking on e Manage menu( g}

. Ne. Title & Period Pubdsh | Unpublish. Submitter  Manage
Export a" surveys In a course 1 SUNVeY 0 IO expenience N progress &5 - - ;j.m 0 tems o
lass Feed a5- B ta
Click Export All Surveys (b) and a zip file containing all the I [comatoniect (b)l (al C= )
*, Export All Surveys ==
existing surveys will download.

[F Submission Status

B Collect Sun

[® Trial Submission D

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.

Impart Surveys
Imported surveys need to be published.

> Surveys Administration

Impo Surveys HOm Bias 0N YOUT COMPUIET.

Import indradually (Uptoad MHT flss)

[ Choase File | Mo fie chosen

I

Impat all (Upload ZIP files)

[ Gnogse File | Mo fie chosen

i

» Back to List

Survey Import page
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Assignments

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

IAdd an assignment |
1. Click Add Assignment on Assignments Administration page. Assignments Adminisiration ) TR [ rrersen
2. Select the format of the assignment (form-based or file-based). f—

File_based submission Please CNECK Ihe SUDMIME] ANSWES aNnd reQister (rades Dy CRng on e Manage menul 0|1 .o-.
(% TRe D Period .'.‘ Publish /Unpublish  Submitter Manage

These are assignments for which students send responses in R p— = rie o 6
files, such as Word documents. 2| (o) retecion o NP | omns | (@)
Browser-based submission [E¢ Add Assignment ~ Assignments

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

The number of characters in the answer is Add Assignment

counted as follows.

Select type of assignment.
haracter nt File-based submission
70 aracter cou Students upload a file and submit it

Both half-width and full-width characters, symbols and

Browser-based submission

. Students answer questions direclly online and submit them
space are counted as one character. Line breaks are not
counted.
Word count Cancel |

Mostly used for questions that allow to type text in
English. Words are counted correctly if they are

Select assignment format

separated with a half-width space;note that they are not Add Assignment (Browser based submission)

counted if separated with a full-width space.If you break i

a line, it will be counted as one word. Start

End
& Do not alow assgnments fo be submited after end time.
3. Enter the title of the assignment. B
4. Enter a start date and end date for the assignment.(optional) e, [
ClICk OK Accessible to ol CoUrse members.

Accassibie b RSO BN COUTSE MATBATS WHO Rave SUBMIE the Same assignment
Accessible only to the student and the instructors. (Individual)
Not added to anyone's portfolio.

Students cannot submit their response to the Gnly swalabe o colectthe submssiers
assignment after the end date.

Allowing resubmission % Do not alow resubmission

Alow resubmission at any time during submission period
* Coura INsuctor can FTBCE the SUCENES BHIgAMENt 8nd retir It 1 pre-suBmission Stssus at any time

Description

Select 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.

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

Accessible to all course members.
Files File name

All course members can access and comment on the student’s Select e (B8] o7 AAHARENTLE LA,
response. e

* Aftar paacting 5 fia. A

“ Tha fig pin bt i 10 WUB for aach ndvidel fin.

Accessible to instructors and course members who S e e
have submitted the same assignment.

Preview Save Cancel

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

Add Assignment page

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.
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The instructor will only collect the student’s response. The

student’s response will not be added to their portfolio. It cannot

have mutual review.

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

10. Click Save to save the assignment in manaba.

manaba manual

I 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.

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

published to students.

Instructor screen
(Assignments Administration page)

A Instructor | 22 Student

Assignments Administration SRS prye—— Student

i Add Assignment Import
Fiease check the submited answers and register grades by dicking on the Manage menu( £

No.e Titke Publish / Uspublish  Submitter Manage

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”.

1 [ Mutusl Review | Midsierm essay © @ Pubished 0 items e
2 ndividual | Reflection Unpubiished Oitgms £
jvInstructor | 22 Student | Student screen (Assignments)

| Assignments Viewas | - Instructor | A5 Student

Tine Status start End

In progress
Not submimed

" [Mhtusi Review | Midterm essay 201302271218 2020-0227 1218

In progress

Hat sucmised

"# [[individusl | Reflection 20130227 1215 | 2020-02-27 1215

I Edit an assignment

Follow the steps below, in order to change the dates or questions

of an assignment.

1. Click [2] on Assignments Administration page and select Edit.
2. Revise the assignment and click Save.

If you edit an assignment, it will automatically be
unpublished. Once you finish editing, publish it again.
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In 2018-02-02 1

8:55 - _
progress  2019-02-28 18:55 @ ) Published 0items o

& Edit I

Export

Unpu

xport All Assignments
Submission Status

Bl Manage Grades

(5} Proxy Submission In Bulk

Select Edit 1

Edit Assignment (File-based submission)
Midtorm ossay

Subject Midtern essay
St |201302:27 12:15:00

End  [2020-02-27 12:15:00

B D0 net allow assignments 16 e submitied afer end tme.
Allgw 335ignments to be submitied afler and ime. Exratme allowed

* Assgrments submEtes afer e desding wil be mdicated i Manata 858 1 evakiation Excel sheets

Edit Assignment (File-based submisson) page
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IView / Collect submissions

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

I 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.

If a submitted response is a .docx file, you may view the
response on the web by clicking Preview without
downloading it on your computer.

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.

« |f 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.

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

I B: Download all responses submitted

1. Click [/  on Assignments Administration page and select
Manage Grades.

2. Click Download with submissions and you will be able to
download submitted responses in a zip file. (Submitted responses
are separated in folders by student.)

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

In 2018-02-02 18:55 -

progress  2018.02.28 1655 | ) Published Ottems | |O
Edit
Unpul b !
&, Export
xport All Assignments
I {¥ Submission Status I
Manage Grades

Proxy Submission In Bulk

Select Submission Status Assignments

Administration page

Submission Status

Midetiom ey

Status Published

Period 2018-02-02 1956 ~ 2019-02-28 18.55
Respoadents Bbmembers

Grades trtems

This S8SIgAMEnt s cumently SCCepAng answers

T Submission Status

Accessibe 1o all course members even befors hay submit Moir assignments.

Grade Subminiod on Grader Graded on Foadback

20130302 04 4813 . o

1 Click student's name Submission Status page

| Midterm essay: Instructional Design 2013
ALCEBIRES 10 IBAIVCINY g

Descripton

Assignment SUBmItted by student] (Submitted 2014-02-26 15:06:58) Submission #%

Carios Macede's Grade
o R 384 B5045n5 T 1334 PR
Publishabie 1o Student
Suates  Ungutdeshed > Geada Administration
score

Rating

Fevdback

Private Nots

Gusdance Nate

Assignments details

Manage Grades (Excel)

Miditerm essay

Status Published

Pariod 2018-02-02 18:55 ~ 2019-02-28 1855
Respondents O members

Grades Oitems.

This assignment is cumently 3ccepang answers.

[ susmission Staty 2] Mamage Grades {Excel)

TR Lo
Incluge lempacarily Saved aSSIGRMENS Which are nol Susmised
Download

Download with submissions

o
Upioad and register grages.
#8.. | 77 AUSERENTVEEA, || Upead

Assignment Grade Registration page
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I 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
individually on the web.

I 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.

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)

5. Enter your comments to the student’s response.(optional)

6. Use Guidance Note as a memo that is only visible to you;
students will not be able to view your memos.

7. Click Update once you fill out the necessary fields.

I B: Evaluation / grade registration using an Excel sheet

1. Click [2] 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.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

B: Download an Excel sheet, evaluate students’
responses and register grades on the sheet in a
batch.

Submission Status

Mditerm ossay
Status. Fubkshed
Pariod 2018-02-02 1855 ~ 2019-02-28 1855
Respondents 0 members

Giades s

This assignmentis curenitly Scceping Snswers.
T Submission States B m

AcouSSItke 10 3l COUES MEMBArS aven batora thay SULMATEIr 355ignments.

Name. Grade Submitted on Grader Graded on Feedback

1 Click Student’sI name Submission Status page

Driefrespanse paperio check your undeestanding of e sl s lectures. Taks 3 few momeets 1o
ARG HEBY 30 3D 110 )0 B4 Bt 0, 359 BUAIISIER T 3600 your
a 0400 (1208 Timas He single-spaced]

s (98p0NS4 DAY ot lowarss 5% of yout DIade for s cass

Peviod: 20130227 121500~ 20200027 121500 I prodress
Adeisa Rassi
Assignment Submitted by Alex Willlame (Submitted 2013-03-02 07:36:66) (A

[ARNoUG e CONEFUCIEM Mecry 2 very COMEIing. i 558 NaE £0Ma parts s ars UNCORMNGRg 1o ma and |
would lika 1o consides Sem mons dasply

ot natance. f 3¢h Cf S Nas P Gwn GACSDIESA 0N NRQIRy T3t 15 Solely AUBNCHI By PORIOUS SXpeniEnces,
(ux mental sinuctres and bellels. Ten how can indviduals in 3 oclety o

UNOKEIBNT E3Ch DTS SUTjeCIVE THAHST

Tris 15 27 i5309 191 comprUCDAS VRS DB 83 CASEUISION 1o A

[y ——

Alex Williams's Grade
et REGINS I $0000] Tk 0 ME 000
Publishable to Student

States  Pubished
score

Feedback,

Private Note
Gusdance Mate

Update.

Grading field Submission details

Manage Grades (Excel)
Miditerm essay
Status Publishad
Pariod 2016-02-02 1855 ~ 2019-02-28 1855
Respondents 0 members
Grades Unputiished (Oems)

This assignment is cumently accepling answers.
[® Submission Status | [Br] Manage Grades (Excel)
@ Dowmioad Assignment Evaluation Sheet

Include lemporasily saved assignments which are not submitied
4| Dowrioad

il Dosnioad wab

© voioad grade data
Upload and register graes
7 AILHEIRFN T ER A, | Upload

© Dovmioad registered grades fo confim

No grades has been regislered
> Grade Adminisration

Assignment Grade Registration page
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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 Grades
publish the grades to let your students know about them.

‘Grades Administration ‘l

1. Click Grades tab in course menu and open Grades

Viewas & Mstructor Student
Administration page.
Add Grades
2. Click | of the assignment you would like to publish.
______________ '_________________________________________________________________________________ Please editTe date, check and register the grades by clicking on the Manage menu( )
. . . - E LE Tite Admanistered on Publish | Unpublish e Registered  Manage
Should you wish to send a reminder message, click Publish : o
: — "
and send reminder. 1| Lost] Weotar s Ureshed spuiteg | Mems (@
................................................................................................. 2|l Savsmen | Ruiection s SD;:?"\E\I e e
3 |[Geade | Weekly Quizt Ungnisbad sn;:f;ed shems | [0
Inciuge Sludents’ ranng

Grades Administration page

I Import / 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 pr—— S— {04
Click [&2] in Assignments Administration page and select Export T I |
(a). The test WI” be dOWnloaded as an MHT f||e Please check he submilted anvwers and register grades by dicking on the Manage menu( 1

- . Mo e D Paricd Publish | Unpublish  Submitier Manage
Export all assignments in a course o P——— ( b) e i 1| o | B

Click Export All Assignments (b) and a zip file containing all the il L i)

T . . +, Export All Assignments
existing assignments will download.

[T Presy Submission 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

H Import Assignments.
Imported surveys need to be published. Importassignments from fles on your computr

Import indrcually (UpIGad MHT Ales)

[ Choose File| Mo fe chasen Impart |
Import all (Upload 2P files)

[ Choose File | Ho il chosen [ Impart All

> Assignmant Adminisirato

Import Assignment page
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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.

IAdd a project

There are two ways to submit a project.

I A: Team submission

1. Click New Project on Projects Administration page.

2. Select Submit project as a team 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)

o Students cannot submit the project after the end date.
The end date of the project becomes the submission
deadline for the project.

o As of the End date of the project, students cannot make
comments in the forum of the project.

5. In the View Settings field, you may specify who has access to the
team space.

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. For team submission, you may choose from
the following options:

Accessible to all course members in the project.

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.

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. Click Preview to check details of the project
11. Click Save. Then, add a team in the next page.
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Projects Administration Viewas o

2 Student

Hew Project Import

Flgase check Me SUDMItted 3NsWers and register graces by cicking on the Manage menu( G|} +

No. Tive Periog pabiisn/unpubash | Submater | Manage
o

1 | D erons researen proect Uttt & | Otosms | (O

*. Export All Projects

_ New Project
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 leam members’ portfolios.

Submit assignment irfividually

Assignments are submifled individually.
The assignment is onty flaved in the individual's portfolio

Cancel

Title |* requied fiei
Start
End
View Seffings @ Accessiie only o s88igred team members
Accersioie o all courss mambers in this proect
* Instructors can see all teams
Submitted ltems. ® Accessibie to all course members i
ACCRRSEIY 2 1RAT! MEMDNTS WND NFve BUOMHRG e 5AME PTONE
Alowing resubmission ® Do not aliow resubmiEEo
Allaw resubmission at imiasion period.
Course Msinuctsr ean SHONMRNG AN MELUM f 1D CrE-SLUOMVESIA SLATUS B 37y Ume
Daseription
Fomanied Ted o
- P | M1 W2 WD) e
R[e|z][u]=
A X)X
& Fila
Fortfolio
" the submited tem wil be s3ved in all team members’ portfolics
Preview | | Cancel

Add Project page
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| 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.

. 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.

N

manaba manual

Projects Administration Vit Student

Impart

Fipase Check Me SUDMIted answars and register graces by clicking on the Manage manud €1 e
Wo. Title Pariod
Unpnished @ teams o

1 Group research project

Export All Projects

_ MNew Project
Projects Administration page

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.

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. Use Preview to check details of the project.
11. Click Save if no revision needs to be made. Then, add a team
in the next page.
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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’ portiolios

Submit assignment individually
g s are
The assignment is only saved in the individual's portfolio.

Cancel

Y!! fal
start
Ena
View Setiings  (8) acosusitie only 10 a3k beam meners
cessibie {0 al course members i S project
0 Can see 39 AT
Submitted Mems (@ fcoessible 1o al course mimbers n B proect
) AcoRs 31 1D COUTSE MEDET WG NavE SUCTEIED Ihe 5486 prefect
(D) asceesaibie onty to the student and the instructors. {indhvidua)
Allcrwing i ® Do et amow
w resubmission at any tme during submssion period.
* GOUBE INSITLCION GAY FETIT THE SULG4NTE BSEGATHAL BN TR It 0 PrE-SUBMESHON SIS 81 any Tme
Description
Fiarmathed Text
P |11 [z [wa |me
w81y
x [
 gre
aol
Tex:
 you select "Add,” the assignment will be saved in all team members’ portfolos.
Portfolio  @lasa Opo net soa
Praviaw Cancel

Add Project page
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I Manage teams

Period Publish | Unpublish Submitter  Manage
I Add a team Unpublished 0teams L

1. Click [&# on Projects Administration page and select i T
Manage Teams (a). (a) —

2. Click Add Team and Add Team page will display. In the field [ Submission Status
for the team name, manaba has automatically allocated a B Register Grades (Excel)
team name. (e.g. Team A, Team B ...) & Delete

3. Check course members you would like to add in a team and (b) Broects Adminicirat

. rojects Administration page
click Add Team. ’—‘l | ! pag
. . 3 .. Use previously created teams.
4. Check details and click Save if no revision needs to be made. 2ad Team
Select the members of the team. (Students not part of any team: 0:)
I Copy teams from past projects New MTearmD
You may copy teams of past projects. Home Sedont i) foom
Tl Christina Jones nagmstudent? Coaree
All teams belonging to a project will be copied. Max Li nagmstudent2 e
1 Andy Kennan nadmstudent3 ‘s:;'éf;

1. Click Manage Teams in Projects Administration page. 1 Carlos Macedo nstudentt g;';f;

2. Click Use previously created teams (b) in Add Team page. 71 | Adelina Rossi — Coutse

3. Alist of past projects will appear in a pop-up. Confirm team . (— Couse

. . ex Williams tudent3
names and members from Teams. Select the project which e Student
contains teams that you would like to add and click Add Preview | [ Save
Team.
Use previously created teams.
Choose a project and click "Add Team.”
Title
Group research project [Teams)
[ AdaTeam | [ cancel |
I Modify a team (c)
. Add Team Mo 11 Fm 1 (11 mambed
Follow the steps below in order to change a team name or Seiecg mbenbies of ot e (Shucdents netgartof anyeac )
team members: New [feamD m:;_m.{/d)- =
e Sudontin Toaan -

1. Click Edit (c) on the team you would like to modify. Christing Jones radmaticerty | SO PR ErrE——

2. Modify the team name and members and click Edit Team. W Li momsncerz | QA

3. Check details and click Save if no revision needs to be made. Fosy Kennan it | o

Carlos Macedo nstusertt S
Adelina Rossi nstudiniz B
I Delete team Alex Willims p— Couse

Freew | | Sae

Follow the steps below in order to delete a team:

1. For the team you wish to delete, click Delete (d)

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.
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IWork 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.

I Forum

You may comment in the forum of your team’s project in the same | AF—4  Team Tread —
process as adding a comment to a forum in a course. ( Also see Propct Descripgon
see “Add a thread/Add a comment”) e G
o e St 4 i ooy oy o et Chrat Jones
Instructors may make a comment on the forum of any team. o o i 9 it o e i s by st
Andy Kanoan
. . Your dacussion il b st and -l counttoward
Students cannot comment after the end date, which the instructor T —— e =
. PR 4 sampie_siides.pot - 201340301 06:13:35 =
entered when the project had been added. (Students can still view seres o160t 1855 en
the forum after the end date.) St s 3 a4 0 s oA
Seoted ot Acce 4 o 8 e e s i
Dono it
- Comment
Style  © List = Tree
[T ———
g Im:ﬂ.=>-u|”uudmmwlwﬂmmsnwm\wn{mmlm-mwﬁm
irtoract with sach other. Cx Y the issue of
Team forum
I Submit project
In the forum of a students’ team, students will submit their work | A% : Taam Thraza '
from the Submit Project button. They may submit files until the PromctDescrpson
. . . | Group research top .t o
end date which the instructor entered when the project was added. e e . P E
Pisad the Michasisoris paser * submit Project w8 what —
the 3 thecries contritate to s — s .
Ech grou s reuited to submit & (TR TN T st
. . . , Ancy Kannan
The Submit project button does not appear on instructor’s Your Gacusion wll b evalustsd 3t il cunt omad ouk 0P et cors —
) Papar by Fogar Michashan 3 Toam List 3 Access st
page. 1 sample_sides ppt - 20130301 06:43:35 =
Period  2018-02-03 15 2400~ TeamB
suortpujectnteams
S s Sconsaia o sk ot v e A 1 B
(2] T B
- Commaent
e E List ‘2 Tree
R My point of viow Trom the reading
a Indeed. the issue of individual perspectives raises the guesbon of how do Ihose perpectives.
intornct with sach other. ¥ the lssue of
I Mutual review
In order to view submissions of other teams or members, click Toam Progressadministration e
Submitted. # Manage Teams
You can post comments to their submissions. L) B R T o o e e T e =
" 0 L] _Hc:su'-nncd
n 0 “_.--r'"
1 .i.--"'" ] ot submitied
..--""" 3 Projects Administation
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I Request resubmission

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
and resubmit the assignment.

. In the "Projects Administration" screen, click the "Submitter”
field of the assignment.

. On the "Submission Status" screen, click the team (or student)
you want to resubmit in the "Team List".

. Click the "Request resubmission™ button on the "Submissions"
screen.

. Click "OK" button on the confirmation screen.

Projects Administration Viewas | - Instructor d

Multiple Setection [ 5] New Project

Fiease cnack e submilted SnSwers and register graces by cicking on the Manage menu( )]

Mo.. Title. Period

1 | JOBzobA Inprograss  2820.02.07 1415~ | @ ) Published 1 teams

+. Export Al Projects

Student

Impert

Pullish / Unpullish @ Submitter Manage

e

« If the end date of the project has already passed, please
change the end date to a later date so that students may
resubmit their projects.

« Reminders are sent to the students,

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
resubmission, so that the old file will also be added in their
portfolio.

Y

| Submission Status

You an view @ach faarm's submission from this page.
Accessibie 10 all courte membars in this project

> Projac
3 Projacts A

i AF— L : Submissions (1) Mamber List

Crvistna ones
Profect Descrgson Andy Kesnan

£ Toam Lint

P s Michaacn's puar abnt tha thews thisrses. of Insinactional Dirsign and ducuss whal

the 3 hasrias cont IaarTing and why they % Imianan Taam A

Each group is requied 10 §ubmil a fmallzed pape tivough manaba by due dala, Tl

uaaicn will b evalusted and i wil coust loward your Grou project scom.

MOMDNS o T3 1AM 300 e MSBUCOS
i project

Ansigrment submitted by A¥— A

by 000 Caros Mison) 2013-03-02 0808

Access Dain

Score project / register grades

1.

You may score the student’s submissions for projects and register
grades in manaba.

Click [&2/ and select Register Grades (Excel) in Projects
Administration page.

2. Project Evaluation Sheet will download.
3. Enter points in the column titled # Grade and enter your feedback

in the column titled # Comment.

4. Upload the Project Evaluation Sheet with grades data from

Upload, and complete registration of grades.

5. Click Grades tab in the course menu and publish grades from the

Grades Administration page.
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Deriod Publish / Unpublish Submitter = Manage
2017-10-26 20:30~ | (@ ) Published 1 teams &
2017-10-26 20:30~ | @ ) PublisH & Edi
201710262030~ @ )Publist| * Manage Teams
2017-10-26 20:30~ | @@ ) Publish b Expot
soi10262030- | @ ) Publ I3 Submission Status
0171095 20.70- .- = Register Grades (Excel)

Project Grade Registration
Group research project
Status Published
Pariod P013-02:26 12:20 ~ 2020-02:26 1225
Subminied 0 tam
Grades Unpublish i items)

This progéct iscumently accepting answers

Q) vownicad Project Evaluation Sheet.
+| Downioad

.| Download Batch File | [Project Details]

@ vptoad grade data
Upload and register grades
| Choose File | Mo file chasen

Mo grades has been registered
> Gage Admenistiaten
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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 tests and assignments

1. Register grades of a test or an assignment from the
administration page.

* Please refer to "Score and register grades of a test" to register
test grades.

* Please refer to Evaluate submissions / Register grades to
register assignment grades.

2. 2 Click Grades tab in the course menu and open Grades
Administration page. All grades registered from Tests
Administration page and Assignments Administration page are
automatically listed in the Grades area.

I Register other grades

N

. 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

3 |[Geace | Weekly Quizt

Piease edit e date. check and regisier e grades by clicking on the Manage menu{£3)

-“

' Title Admintstered on Publish | Unpublish _ ,+* """‘;:""’“ Hegistered  Manage

L,

.

o] Ve -* Hot 8
1 |[Fest | Weakdy Guird T spocting | Ditems
l..

2 | [Assgnment | Renection Pirgnibished Hot 1 s )

* View a3 | Instrictor Student
",

o
o
+

rLre specified

. et amns | [@

( =

spacified

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.
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Register Grades
Tine |
Started

Ended

@)ownioss Grade Regisiration sheet
4 | Grade Regrstration Sheet
© Uploaa grade data

Upload grade data o register grades
Choosa File | Mo fle chosen Uplosd

Reqister Grades page
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I Publish grades to students

In order to pL.Jblllsh rgglstered grades to students, click =~ in A Instructor | 44 Student Instructor screen
Grades Administration page.
P — .
i e Should you wish to send a reminder message, click Publish ! o
and send reminder. :
' E Please o e date, check and register the grades by dicking on the Manage menu( )
: e Use Student button to view the list of grades which are H e
' . ' LR Titse Admanistered on Publish | Unpublish on Regestered  Manage
: published to students. B — et
i H 1| [Fest) Wookdy Qutz3 Ungutishod soacteg | Vieme [
R — - T
3 = roubisted sv::;e:l sitoms | [©
Check uploaded grade data thoroughly before you publish S eommonas
grades.
A~ Instructor | 44 Student Student screen
| Grades View as | A-instructor  i& Student

This page repbcates the screen seen by shidents.

The review $achon displars leadEack sntered By the Instructor for Mamsehas 38 if thay were sudents, in order 10 508 how i willdisplay on the
screen forthe shcents

Similarly, e position graph shows the Score enterad by e insiuctor, 35 seen by shusents. (Lise Mis function 10 revew your entry )

Data such as average scores and standard deviations are calculated without including ihe instructor's own score

Titie Grade towes €€ PoSition >> higher

Hot

Refloction .
o submitied

Total 174vg 90.0 / Min 90 / Max 90 1 Stadev 0.0

IOverwrite grades / Download grades

Follow the steps below in order to change scores or comments of a npublished spemg;ned 0items ged
test or assignment.
i Mot - a
Unpublished pacifina | 17ems
. . £ Edit Title and
I A : Register grades on the web npublished < Administration Date
1. Click [&] on Grades Administration page and select Submission IE/ Grades List I
St.atus' , . , Mahage Grades
2. Click the user’s name you would like to score and the user’s
Register Grades page will be opened. o
. ) ) Grades Administration
3. Click Update once you fill out the necessary fields. page
. . . £ Grades List
To delete all items of registered grades, please click the Aenecton
"Delete Grade" button. Publish | Unpublshed Hat published
If you want to return only registered "#Score" to "Unscored" “’““":“"“ :“""“" EeRae R E
episten T noms
not all items, please confirm the next "B : Register grades _
using an Excel sheet". Fenau LB
The orades edded here are also reflected bo e studenl’s submission stalus ofthe assignment > Submission Status
Name StudentiD Score Grader Submitied on
r: lfgﬁj”” 201801 4 peirts Prof, Baba 2017-08-03 161250
I B: Register grades using an Excel sheet U NOBUNAD u201502 13 paints Prof. Baba 2017-08-03 16:1259
SANESUE u201803 14 paints Prof. Baba 2017-08-03 161250
You can not use the Excel sheet to delete all items of registered (3 DATEMSKIUNE vantses et Pt Bt 20038
grades. Grades List page
The method of correcting the registered grade is as follows.
Manage Grades
1. Click [&] on Grades Administration page and select Manage Suluchos
Publish | Unpubdished Unputlished
Grades Administered between 2018-02-01 15:00 ~ 2018-02-28 1500
2. Upload Grade Registration sheet again from Upload and the Rogistered Tiers
grade data will be updated with new data. [8 Grases List || @3 Manage Grades
3. Once update is completed, click Download and check grade data
you uploaded. @ word sradeata
................................................................................................ . [ #8... | 27 (LFMRENTE A, || Uplead
On the Grade Registration sheet, overwrite registration is ?"::“::‘“m“”““"“""“
possible Only for the |ine in Wthh information iS entered in one * The grades ane currently unpublished You can publish them fram the Grades tab.
of "#Score", "#Rating" and "#Comment". Even if all the items  Grades Asinisatien

are left blank, the results of registered students will not be
deleted. Register Grades page
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.
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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".

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

Grades Administration

Flease edilthe date, check and regisler fhe prades by cicking on the Manage menu( G}
#e Titla Administered ca Publish | Unpublish
1 |[Test | Weekly Quizd

2 [Assgoment | Reflection

3 [Grade | Weskty Cuirt

port All Grades
e SICENTS (3900

Viewas | jinstructor | A4 Student
Add Grades
PuBSIed  Bagistored Manage
et
spacteg | Diems | [
Mot .
gpacaa | 1items Lo

£ Edt Tle and
4 Administration Date

% Grades List

©] Manage Grades

Grades Administration

& Export All Grades

] page
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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.

i 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.
X 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.
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| Forum I 2 New Thread l
."
Total 2 tems ‘,-"
s
Thread Updated Access Data
(2 Theories of Imstructional Design r —_ p-03-01 06:55 View
) New Thread
J Forum page
I New Thread
Thread
Description of this thread (e.g. discussion topics, notes for pasting comments)
Formaned Text HTML >>Plain Texa
@Fne'i’muznarﬁf == ||| R || 8] L] wls]allxxl|]|—

Puvew | | P |

Mew Thread page

i Delete Thread

Style | = List

t=Tres

» Listof Threads

Upcoming Conferences

.
-

A

| EDucause 1

As you might know already, EDUCAUSE is an organization that helps thode who lead, manage. and use
infermation technology to shape strategic IT decisions at every level within h'uraer aducation.

.
.

They hold a conference once a year and have many materials and publications lh‘m are great resources for
you. They also have a career center available for those who are looking for jobs inselated fields

.

)
Check out their website '.‘ ( a)
hittp-/fwww educause edu/about %

"

> View Access Data ) Comment

David Loster 2013-03-01 06 :-sl & Dslete Thread |
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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).

Style | = List | T=Tree | ¥ List of Threads

Upcoming Conferences

= | EDucausE

2. Enter the title and text. As you might know slready, EDUCALISE is an organization that helps those who lead, manage, and use
3 ClICk POSt tO add a Comment in the thread informatien technoloegy to shape strategic [T decisions at every level within higher education.

X The other course members receive reminders by email if they They hold a conference once a year and have many materials and publications that are great resources for

R ) l th f ”OWIng reminder on the |ndividua| Settings you. They also have a career center available for those who are looking for jobs in related fields
set Receive in the fo .
« » Check out their website
New comments made on your course

http:ffwww. educause

Delete a comment

03-0105:05 | B Delete Thread

Comment

» View Access Data

Each comment can be deleted by the person who posted it as well o

as instructors by clicking [@|(d) on the comment. Once you delete *
a comment, it can not be recovered.

Post Comment

Comment Title

Formatied Text HTML

(@Fite | [ |11](nz [na

R

Adelina Rossi [&] 201303020207 [ Resly
n Challenge to Constructivism Theory

1 Although the constructiism theory is very compelling, it still has some parts that are unconvincing to me and
1'would like to consider them maore deeply
Forinstance, if each of us has his own perspective on reality that is solely influenced by previous
expenences, our mental structures and beliefs, then how can indiiduals in a society communicate with each
other and understand each other's subjective realities?

R s o o discussonor | A1) (c)
-w:,Kennms-oa-m :5:
:

.

5
0 -
- )

4 Reply.
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IView access data of a thread

Instructors can view student access data of each thread. Please | Forum @ New Thesad
click View on the target thread. Towi2 e
................................................................................................. — ] T Jo——
Instructors can download a list of access data in an Excel e e oo e | )
sheet. Instructors can grade student participation in forum by View Forum page

using data from the Excel sheet. ( For more information
about grades, please go to “Register Grades”.)

Access Data for 'Theories of Instructional Design’

*. Download Access Data

& lastacoess dala 15 notupdated afer all the comments have been iewed.

Click on the Printer friendly link on the thread you would

Course Student

like to print, then the printer-friendly page will appear. Jame — JFoum S — Last Access
Christina Jones 1 2013-03-01 06:54:34 2013-03-02 02:24.40
= Max Li 35674523 [
Manism & Seciogy
ik Sorisogy s the roper doman i which Lo exglers Maccam Andy Kennan 35693010 1 2013-03-01 06:55:40 2013-03-02 02:25:08
s Carlos Maceds 35603055 [}
& ]
Access Data page
| e
Tharik you vy mach for the 105ic
it
s (1] 0144047 50 (S
e -]
I Select display of comments
There are two ways to display comments. —— -
v .p Y ) = List | E=Tree
Go the Style button to switch the setting. /
Shyle = List | = Tree > Uist of Threads

List

Theories of Instructional Design

Comments are displayed top-down from the latest post.
= ” Introduction to Instructional Design
Tree Draft of first project due
Students’ introductions due on manaba

Comments are displayed top-down by the oldest post. Response Typographical elements
for each comment is displayed associating with the original | Discussion topic
Comment. ﬁeeau?l:ecl;:‘c:;;\:ot:'ies;ﬁ;amm; ‘t:er:ealr:e::::n‘;iﬂ\‘nshu(Liona\ Design and discuss here what the 3

21 Paper by Roger Michaelson

- Sample pdf - 2013-03-01 06:52:17

Your discussion will be evaluated and it will count toward your class participation score.

David Loster 2013-03-0106:52 | & Delete Thread

> View Access Data I

-2 Comment

&1/ Total & tems » Listof Threads

Y0 Social negatiation and shared elements

Indeed, the issue of indvidual perspectives raises the question of how do those perspectives interact with
each other. Canstructivist theory discusses the issue of indiidual perspective, but it does not actually imply
that indniduals develop independent, distinct or unique perspectives on the world

A
= List | T=Tree |

v
Style = List  TzTree > 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 theenes of Instructional Design and discuss here what the 3
theories contribute to leaming and why they are important

i:dﬂ Paper by Roger Michaelson
) Sample pdf - 2013-03-01 06:52:17

Your discussion will be evaluated and it will count toward your class participation score

David Loster 2012-03-01 06:52 | Delets Trread |

>View Access Data

&) Comment

n The basics of instructional design Christina Jones  2013-03-01 0654 =
Re:The basics of instructional design David Loster 2013-03-02 0230

B Challenge to Constructimism Theory Andy Kennan 2013-03-01 0655 =
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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[ Add Resource | # Manage Resources
Resource Page. Lecture Sides : Total Stems
. d Please goto the commesponding page for leclure skdes of each dass. . 20130301 04:50
2. Enter the title of the resource. s
3. Set the resource icon or description, click Additional Settings. You R Y Tororor 24y
can select the icon and enter the description. Size of an icon is — i =
60x60 pixels. (Different image sizes can be uploaded. ) Resources page
P R ( 9 P ) ||z Add Resource pag
4. Enter the title of the page.
5

. Set the period for this resource to be published.(optional)
6. 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” .)

Adg Resource

7. 7. A panel will appear after you click on Save. ] Aaanal Sumng Besn. SHacipRen)
8. 8. Click on Add a resource published if you want to make the Ll

page available to the students immediately. Or choose Add a Fecoge

resource unpublished if you want to keep the page unavailable Period

to students for the time being. P—

I’HIH?H}'P‘. HEAEAIRDORMNENER I IE

.

[ cancat |
» Manage Rescurces

Add Resource page

A new resource will be added. Continue?

[ Add a resource published

| Add a resource unpublished |

Cancel
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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 contents 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 Dala)

h | Unpublish Pages Updated Order Manage
Published 3 2017-12-15 14:24 (+] o
Upbled | 1 . 31 .| © Edit Title and Description
Published 1 203, | El EditPages
Published 1 2011214 1

4+ Export
Published 1 201214 = 5
Unpublished 1 201410-06 . —
Select Edit Pages
Manage Resources: lecture notes
(c)
lecture notes [ Open Top Page |
Updated: 20170727 10:08.
Views. 184
Page Title Views Publish | Unpublish (d-r Order  Masage
1| TopPage el Publshed | | Unpublished v [}
2 | Addtional Information 5 M] Unpublished || € Edit
3| Mot 2 ot | [Unpublished || & Access Data

Manage Resources
Resource’s page

I Publish Resources

Pages can be published individually and the entire resource can
also be published including all its pages.

I Publishing entire resource

Click in Manage Resources page

I Publish specific pages

1. Click [2] and select Edit, and open Manage Resources page.
2. Click to publish or click @ to unpublish each page.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

Manage Resources > Resources
E[f Add Resource Import
Flease chack the resources and edt pages by dicking on the Manage menu(£3))
To publish 1o course shudents, please make resources and pages “published
Even ifyou selthe publication period he shudent cannat dew the page unless it is inthe “published” state.
Title v Bubliah /liscublish _ Prges Updated Ordar Manage
E[] Lecture Siide W Pusished 5 20180221 14:35 v o
El iResowceSupplementary W Pusished 1 20180221 1434 a o
. TR
v

] Manage Resources page

»

Setting for publishing entire resource

Manage Resources: Lecture Slide

+[* Add Page

. Lecture suae [ Open Top Page |0

Updated 20180221 1435
Viws:

Page Title O Views Publish | Unpublish Viewable Order Manage
1 Weekl - -]
3| Week2 alw ]
3| weers NE )
4 Weakd a[v {-)
5| wenks s o

»Uanage Resowrces

$ Manage Resources page

Setting for publishing selected pages
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IView access data

Instructors can view access data of each student. Click Access
Data on each page to view it.

Lecture Slides
ﬁ Potet 1016 1 cirvasc o ign e echen 1w ach cot

| Week 1

Ustes: 2110000 254

F Manage Resourcos

L tecture sases

Please see the aftached presentation material that | used during loday's class. We covered the
ng fopss

Behavionsm heory Weak2
Tha Cogrittism Buory

Tha Consmacsviien heoty

IMEHEINONS F #5EN MBOT 306 THBIF IMDIIACE N $2UCHION

Foel ree 15 shave your questions. and eomments here.on this discussion based e

# +[ Add s page
B sampie_sises oot - 20130301 022610

D Loser - Vierwion 1.2 (2013-00-01 02 45) (EH | Track Change:

1

Resource page

Access Data

I"“".“““‘

| Access Data

Raegource Lecture Slides’ was accessed 118 times.
Page Week 1 was accessed 70 times.
Of the 6 course stud. 2 have d this

Only students

Show Course Instructors

Name ID Code Status Viewed at
Christina Jones Read 2013-03-02 02:58
Andy Kennan 35653010 Unread -
Carlos Macedo 35693055 Read 2013-03-02 02:59
Adelina Rossi 35693523 Unread -
Alex Williams 35888423 Unread -
Access Data page
Ilmport/ Export a resource |
Instructors may export a resourse and save it to own their | Manage Rescurces

»Resouices

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

Kt Pt

Please chack Bia reacurces and ocl pages by clicking on the Manage menu( )
To publish 1o cowrse students, please make resources and Fages ‘published”

Even if you P he “published" state.
. 5 . . Title: Views Publish | Unpublish  Pages Updated Ordor Manage
Please refer to the tests or assignments’ page, in order to inport / e 1= s mwmnas] -
export a resourse. B3 [ResourcslSupplemantary o [ @LT 1| 20802.21{ B EGRTile andDescription

[] EdtPages

i ii g Toi Fieﬂ

Manage Resources

Export All Resourcss

0 You cannot replicate the comments of the resources.
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Portfolio

Students have a portfolio space to accumulate their work submitted and comments for each course.

I Collect 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.

I Projects

Projects submitted are all added into course members’ portfolios.

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

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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A, dropdawn meny question. The choices beiow will ba convrted 1o a dropdown list — pr—
1
. gnmcs ; Maiching Test e
hoice ot
Reqy
3 Chowce 3 Toat e Sanche sciwer
4 Chowce 4 [Ty VTP Tuwf i
5. Choice § Oropdoun Onderng
T
Shuffle Cusstions #® Do not shulfie © Shotflc
Partfolio .
284 Do
49U €hicse ‘AG3 Ihe aSpers W e B038Q 10 he SUCITer porioko and COMMENSS {an DE Made on e poriono oe
Prisoirn Raxt Cancal
Add Test page
Edit (File-based

my favorite mings

Sublect iy favorite things

@ Do not allow assignments to be submiied afer end bime.
Aow assignments 10 be submitied afer end time, Extra ime allowed
Asngements seEmized after te drading wil be rideated n manabs and n eeskaien Excel sheecy

Portiomo | Sertings | Asded 1o stugent's portfolio.
Aocessivle bo all course members.
® Aocessible o insinciors 3nd eourse mambers who have susmited ihe same assignment
AOCESSIDIG NIY 10 THE SITENL BNG e NSTUCIONS. (NGROUET)
Hot added 1o anyose's portfolio.
Cnly available by collect e submissions.

* Even if you change this Sefings, the assgnments stedents had sheady submtied wil ot be changed

ABowing @ Do not
ABOW TESUDMISSION 313Ny IME JUFING SUDMIS330N DEnoa
* Coursa natructor ca% Fetract B BIuSanCH B1iGAmaN and retum & 10 pro-aubmission satus oty b

Add Assignment page

8 000 ot 3o
17 you select “Add." the assignment wil be saved i al heam members portiosos

[ porte

Provew | | Cancel |

Add Project page
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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.

3. Click the title of the assignment to view student’s submission.

4. 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.

I The data instructors have access to:

e Grades
¢ Comments in the forum

« Assignments which have been set up to be added into student’s
portfolio

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.)

Students cannot access other students’ portfolios.

https:

//Imanavi.dwc.doshisha.ac.jp/ct/doc_teacher

/] manaba university

I I
wea  Instructional Design S Settngy Course Ihatrecton. Daad Lo
T = ==
AT =
P e e e -

4 Course News A b 0 Thowsds (latest est) 4%

_-—[ i1= Course Member List = o
ourse main page

Course Member List Mamber Ifcemation  Usage Data
Course Mombars

Reminder Semings

Name Student 1D Grades
Course News Assignment Notifications Forums
{& . N N ] Grades
Max Li
5574523 ¥ ¥ H Grades
of Andy Kennan
ninet com EE43010 ¥ ¥ N Grades
Carlos Macado
R 5543055 ¥ ¥ N Grades

Click student name Course Member's List page

a Carlos Macedo's Portfolio
W3

| Parttolio
2013 =
Instructional Design David Loster
I [Elp Weekly Quiz 1: Instructional Design Instructional Design I 2013-03-02 04 33
&) Surll on pror expenience Instrucbonal Design 2013.03.02 0432
Microacongmics | Erica Mills
2012 <
English P3JfMO) Baba Manabu
Click title of assignment Portfolio page

a Carlos Macedo
W

| Midterm essay:Instructional Design Year:2013
Accessible to instructers and course members who have submitted the same assignment.

> Carlos Macedo's Portfolio

Question

Enolied students are required to write a ridlerm essay. You wil decide on atopic retated to the reading materials
we have covered over the course. {1,000 words, 12p1, Times New Roman, single-spaced).

1am miore than happy ta discuss the topics with you upon request

This paper counts towards 10% of your grade for this class.

Period 2013-02-27 121500 ~ 2020-02.27 121500  In progress

Assignment Submitted by Carlos Macedo
[Bo somple docx - 2013-03-02 04:48.16 - | B] Preview

 Instructional Design

- Submitted on 2013-03-02 04.48 - - Updated 2013-03-02 04.49

> Carlos Maceda's Portfolio

Review assignment
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Smartphones

You may use manaba either on a smartphone or a feature phone.

ISmartphones

When you access the site page with your smartphone, the link
for the smartphone-optimized screens are displayed on the
upper right.

The smartphone-optimized screens mainly can be used on the
student's functions.

https://manavi.dwc.doshisha.ac.jp/ct/doc_teacher

manaba

My Page

-« A Ee o
Announcem | My Courses | Assignment
ents s

Announcements
information for summer vacation
2018-02-27

TSUGARU TAMENOBU

Setting
Change reminder settings

B#FE

© 2013 Asahi Net, Inc.

2018-02-16 (Fri)

List All >

>

My Page for smartphones
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