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Navigation Guide-Grades and Assessment Configuration  

1. To access the teacher tools, click on the My Textbooks tab in the top navigation bar and 

log in using your provided credentials.  

2. hƴŎŜ ȅƻǳΩǾŜ ƭƻƎƎŜŘ ƛƴΣ ȅƻǳΩƭƭ ǎŜŜ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ǘŀōΣ ¢ŜŀŎƘŜǊ ¢ƻƻƭǎΣ ŀǇǇŜŀǊ ƻƴ ȅƻǳǊ 

navigation bar. Click on Teacher Tools.  
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3. Once in Teacher Tools, you will see four options: Grades, Section Manager, Student 

Accounts and Assessment Configuration. To learn how to use the Section Manager and 

Student Accounts Manager, refer to Student Account Navigation Guide posted under the 

About tab. To learn how to manage each individual assessment, click on the Assessment 

Configuration tool.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. The Assessment Configuration Tool will allow you to assign point values to assessment 

questions and open/close/schedule an assessment. To begin, select the assessment you 

wish to make changes on and click the green Select button.  
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5. hƴŎŜ ȅƻǳΩǾŜ ǎŜƭŜŎǘŜŘ ȅƻǳǊ ŀǎǎŜǎǎƳŜƴǘΣ ȅƻǳ ǿƛƭƭ ōŜ ƎƛǾŜƴ ǘǿƻ ƻǇǘƛƻƴǎΥ !ǎǎŜǎǎƳŜƴǘ 

Scheduler and Assessment Question Configuration.  
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6. The Assessment Scheduler will allow you to schedule an assessment, open an 

assessment or close an assessment for each section of students (refer to Student 

Account Navigation Guide). Assessments will always default to Open unless changed 

through the Assessment Scheduler. If you do not wish for all of the assessments to be 

open, you will need to configure each assessment individually.  

 
a. Open - makes the assessments visible to students 

b. Close ς makes the assessment not visible to students 

c. Schedule - allows you to define a date range that you would like a particular 

assessment to be open. Outside of that date range the assessment will be 

closed.  

Date Range  
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7. The Assessment Question Configuration tool allows you to assign point values to 

individual assessment questions. To preview each question click on the Preview icon. To 

change the point value simply click the Point Value box and enter the desired number of 

points. The Total Points Possible box will automatically change to account for the 

modified point values.  

 

Note: If point values are changed after a student has already taken an assessment, you 

will need to re-grade the assessment to account for the change in point values. 

 

Once you have finished making changes to the assessment using the Assessment 

Scheduler and Assessment Questions Configuration tool, click on the Save button.  
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8. After a student has taken an assessment and hit the Save button, they will see this:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. To grade a student assessment click on the Grades tool.  
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10. The Grades tool will allow you to view an assessment score, grade an assessment, open 

and close an assessment and delete an assessment.   

 

a.    Lock or Close an assessment (make it not visible to students)      

b.   Unlock or Open an assessment (make it visible to students)  

c.  Delete an assessment  

d.   Refresh an assessment  

 

To apply a change to all students, select the check box in the top navigation. To apply a change 
to a single or several students, select the check box next to the student.  

 

11. If a student assessment is ungraded it will show as blue. The score next to the 
assessment will show how many of the assessment questions have been auto-graded.   


