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Marking Online Quiz Exams 

This guide will cover: 

• How to manually mark the Essay question type 

o By each question at a time 

o By each student at a time 

o Tutors can mark Essay questions from their own class 

• How to re-mark an already marked question  

 

Marking Essay Questions 

All questions in a quiz are marked automatically except Essay questions. You can choose to 

mark one Essay question at a time for all students, or mark one student’s answers to all 

Essay questions at a time. 

Our recommendation is to mark by each question at a time as you are seeing all student’s 

answers to the same question. 

By each question at a time 

Select the Exam link on your 
course home page. 
 
Once the quiz opens, select  
Manual grading from the 
Administration block. 

 
 

All the Essay questions will 
display. 
 
Under the To grade column 
select Grade (which is a link). 
You can also select Grade all in 
the final column. 
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Marking Online Quiz Exams 

At the top of the marking page 
you can choose how many 
Questions per page to display 
and choose how to Order 
attempts. 

 
 

Below this all the student’s 
answers for that Essay question 
will be listed. 

The answer will be in the blue 
section. 

Enter a mark for that student’s 
answer in the green section. 

There is no requirement to add a 
feedback comment. 

Scroll down to mark the next 
student’s answer for the same 
question. 

Once complete select Save and 
go to next page. 

 

When all answers have been 
marked the table will be 
updated. 

Marks can be updated by 
selecting Update grades in the 
Already graded column. 

  

Repeat these steps for the next 
and subsequent Essay questions. 
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Marking Online Quiz Exams 

By each student at a time 

This is a slower method than the previous one, however it may be more useful depending 

on the number and order of Essay questions. 

Select the Exam link on your 
course home page. 

Select Attempts: nn 

 

The quiz report will display the 
students and the questions that 
require grading. 

Select Requires grading for the 
first student you want to mark. 

 

You can also select Review 
attempt under each student’s 
name. This will show you all the 
student’s answers on one page.  

 

 
 
 

 

The process below applies to both Requires grading and Review attempt. 

A new window will open. 

The student’s answer is in the 
blue section. 

Select Make comment or 
override mark. 

 
 

Another new window will open. 

Enter a mark for that student’s 
answer in the green section. 

There is no requirement to add a 
feedback comment. 

Select Save at the very bottom 
after Response history. 
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Marking Online Quiz Exams 

 

Tutors can mark Essay question from their own class 

This only works for two kinds of Groups: 

• Groups that have been created from the timetabling process, i.e. tutorial classes 

• Manually created groups made specifically for the exam quiz 

Tutors follow the same initial steps to get started: 

Select the Exam link on the 
course home page. 
 
Once the quiz opens, select  
Manual grading from the 
Administration block. 

 
 

All the Essay questions will 
display. 
 
Under the To grade column 
select Grade (which is a link). 
 
You can also select Grade all in 
the final column. 
 

 

If there are groups in the 
course the option to select 
them will display. 

Select the drop-down in 
Separate groups to choose a 
group (class). 
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Marking Online Quiz Exams 

How to re-mark an already marked question  

You can manually remark any question, including questions that are automatically marked. 

Select the grade already 
assigned to the question that is 
to be remarked. This grade is a 
link. 

 
 

A new window will open. 

The student’s answer is in the 
blue section. 

Select Make comment or 
override mark. 

 
 

Another new window will open. 

Edit the mark for that student’s 
answer in the green section. 

Select Save at the very bottom 
after Response history. 
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