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Inserting EXISTING Questions
 In the 1.  Questions column of the Assignment Listing, click the Add link next to the assignment you want to add questions to.

 Click the 2.  Insert Existing Question link. 
Note: You can view existing questions by assignment or by folder. Click the By Assignment or By Folder tabs to change the view. 
 Click the 3.  [+] to expand the assignment or folder you want to add a question from.
 Select the question(s) you want to add.4. 
 Click the 5.  Add Questions link. 

Notes:
You can add all the questions from an assignment or folder by clicking the check box next to the assignment or folder and then •	
clicking the Add Questions link.
You can also choose to add random questions from your saved questions list by clicking the •	 Add Random Question link.

Importing Questions
You can import questions from a file created by you, by your textbook publisher or by other sources. The file must be a text file (.txt) 
and also is required to be in a standard format before it can be imported successfully.
Before You Import

The file must be in plain ANSI text format. If the file is a Word document or any other format, save the file as text (.txt).•	
Remove all additional text that is not part of the questions, i.e. instructions, subtitles.•	
Make sure the questions are numbered sequentially starting at 1.•	
Multiple choice questions are limited to a maximum of 5 multiple choice answers.•	
Make sure each multiple choice answer is on a separate line and in the correct order (a,b,c,d).•	
Remove all essay type questions since this import does not support them.•	
Adjust the T/F questions, because the system does not directly support T/F questions. They must be changed to either Short Answer •	
or Multiple Choice, depending on your preference.
Finally, make sure the punctuation and separators are EXACTLY as you have defined them in the Import Questions form.•	

Importing
 In the 1.  Questions column of the Assignment Listing, click the Add link next to the assignment you want to add questions to.

 Click the 2.  Import Questions link. 
Note: Make sure all of the specifications above have been met, otherwise the import will not work.
 Select which type of questions you will be importing and then click 3.  Continue.
 Depending upon your question type, select the format of your questions in your saved file and then click 4.  Continue.
 Depending upon your question type, select the format of your answers in your saved file and then click 5.  Continue.
 In the 6.  Number of questions in the import file? box, type the number of questions you plan to import.
 Next to the 7.  Upload File box, click the Browse button, browse to the location of the file and then click Open.
 Click 8.  Continue.
 K-State Online will generate a preview of your questions. If everything is correct, click the 9.  Import Questions button. 

Note: If you have previously added questions 
to an assignment, the number of questions 
you created will be displayed in the Questions 
column. Click  the number to add additional 
questions to the assignment.

All Question Types
Additional Options
Click the Advanced tab to: 

Make the question extra credit - all question types•	
Add a question title - all question types•	
Add feedback - all question types except essay•	
Add image & alt text to question body - all question types except matching•	
Add image to answer - multiple choice only•	
Add equation to question body - all question types except matching•	
Add equation to answer - multiple choice only•	

Saving Questions to Specific Folder
If you want to save the question to a specific folder, 
select the desired folder from the Save Question 
to list. Otherwise, a folder will be created with the 
same name as the assignment and will be stored 
under the course name in the Question Bank.

Note: If you have previously added questions 
to an assignment, the number of questions 
you created will be displayed in the Questions 
column. Click  the number to add additional 
questions to the assignment.
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Online assignments can be set up so that the questions are in random order for each student when they complete the assignment.   
Assignments containing essay questions cannot be offered randomly. 

 1.  In the Assignment list, select the assignment for which you want to set up random ordering. 
 On the menu, click 2.  Question List. 
 Click the 3.  Setup Random Ordering link. 
 In the 4.  Point Value box, type a point value for the questions.  

Note: Random ordering requires a universal point value. Individual points already added will be overridden.
 In the 5.  Questions per assignment list,  choose the number of questions your assignment will have. For example, if there are 15 

questions in the Question List and you choose 8 questions per assignment, then each assignment will have 8 randomly chosen 
questions from the pool of 15 questions.
 Click the 6.  Submit button. 

Assignment DETAILS tab
Assignment Availability 

 On the 1.  Assignment Details tab, 
click an assignment name.
 Repeat steps 2 - 3 above to set 2. 

the Available and Expiration Dates. 

Grades and Answer Key Posted
 1.  On the Assignment Details tab, click an assignment name. 
 To set the 2.  Grade Posted Date:   

in the DD/MM/YYYY and HH:MM AM/PM boxes, type the date and time you want 
the grades to be posted and then click Save. 
 3.  To set the Key Posted Date:  

in the DD/MM/YYYY and HH:MM AM/PM boxes, 
type the date and time you want the key to be 
posted and then click Save. 

You need to set the dates that the assignment, grades, and answer key are available to your students. You can do this when you create the 
assignment(s) or you can return and set these dates later. You can select when the assignment is available from the Dates & Status tab or 
the Assignment Details tab in Assignments.

Dates & Status tab
Assignment Availability 

 On the 1.  Dates & Status tab,  
click the update link.
 2.  To set the Available Date:  

in the DD/MM/YYYY and  
HH:MM AM/PM boxes, type 
the date and time you want the 
assignment to be available and  
then click Save.  

Grades and Answer Key Posted 
Click the check box in the Grade Post-
ed and Key Posted columns to make 
the grades or answer key available to 
your students immediately.

Note: You aren’t required to post an 
answer key. 

To set the 3.  Expiration Date:   
in the DD/MM/YYYY and HH:MM AM/PM 
boxes, type the date and time you want the 
assignment to expire and then click Save. 

Note: To make grades or the key available  
immediately, click the Post Grades Now button 
or the Post Key Now button. 

Note: You can also click the Calendar button or Clock button to select the date or time.

Note: To make the assignment available immediately, click the Current Date/Time button. 
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assigning          grades    

After you create your assignment, it is always a good idea to review it. The following are options for previewing a newly created assignment: 
Answer Key•	  - this option allows you to view and print out a hard copy of the questions and answers of the assignment for your records. 
Preview•	  - this option gives the you, the instructor, a first hand look at the assignment as the students will see it. 
Print•	  - this option allows you to print out a hard copy of the assignment for your records. 

To access any of the above: 
 1.   In the Assignment list, select the assignment whose scores you want to record. 
On the menu, click either 2.  Answer Key, Preview or Print. 

Online assignments are automatically graded except in the following instances: 

Essay Questions•	  - essay questions must be manually graded by you. However, K-State Online will allow you to define keywords 
that you are looking for in the student response. If a student’s response includes the keywords that you have identified, the system 
will highlight each set of keywords in a different color. The keywords assist you in grading by highlighting those key concepts you 
are looking for in the essay. 

Manual Portion•	  - a manual portion is an extension of the online assignment that must be manually graded. For example, you 
might have a written portion to an assignment in which you want to enter a manual score.

Grading and Scoring Essay Questions

On the 1.  Tools page, click Assignments. 
In the 2.  Assignment list, select the assign-

ment whose scores you want to record. 
On the menu, click 3.  Scores.
 Click the4.   Grade Essay Questions Anonymously link or 

in the Essay Grade column, click the 0 (number of points 
currently assigned) link corresponding to the student whose 
score you want to record. 
 Read the student response. 5. 

Note: If the student response includes any of the keywords 
that you previously defined when you created the assign-
ment, those words will be highlighted. Each set of keywords 
will be highlighted with a different color. 

 In the 6.  Feedback box, type any feedback you want to give to 
the student. 

Note: The student will see this feedback once the assignment 
expires and you have posted the grades.

 7.  In the Points box, type the number of points you want to 
give the student.
 Save in one of the following ways:8. 

Save•	  - saves the information & allows you to remain in the 
page. 
Save & Next Student•	  - saves the information and takes you 
to the next student which allows you to continue grading 
this same question for all students. 
Save & Next Question•	  - saves the information and takes 
you to the next question for this particular student.  

Note: You can also print the essays by question or by  
student and return later to provide feedback and record 
points earned.

SCORING MANUAL PORTION OF ASSIGNMENT

 1.  On the Tools page, click Assignments. 
 2.  In the Assignment list, select the assign-

ment whose scores you want to record. 
 On the menu, click 3.  Scores.
 In the 4.  Manual Grade column, click the box corresponding to 

the student whose score you want to enter.
 Type their score and then press the 5.  TAB key to move to the 

next student.
 Continue this process until all scores are recorded.6. 
 Click the 7.  Save Changes button. 

Note: The scores are not saved until the Save Changes but-
ton is clicked. If you click another link or close your browser 
before clicking the Save Changes button, all of your changes 
will be lost.
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Assignment exceptions
To give one or more students a new available and/or expiration date or another chance to access and submit an assignment do the following: 

On the 1.  Course Tools page, click the Assignments link under the Assessment section. 
In the 2.  Assignment list, select the assignment whose date you want to create an exception for. 
On the menu, click 3.  Exceptions. 
Click the check box next to the student(s) you want to extend access for and then click the 4.  Create Exception(s) link.

Under 5.  Exception Accessibility Options, choose one of the following: 
Add additional access to the current assignment settings•	 . Choose this to extend the due date.
Disregard and change the current assignment settings•	 .  Choose this to change the available date. This option allows you to 
reset the assignment settings.

Under 6.  Exception Properties, in the Available Date and Available Time boxes, type the new date and time you want the assign-
ment to be available or click the Calendar and Clock buttons to select the date and time. 
In the 7.  Expiration Date and Expiration Time boxes, type the date and time you want the assignment to expire.
Under 8.  Accesses Allowed, choose one of the following: 

Allow unlimited access•	 . 
Limit access to X number of access(es)•	 .

If desired, choose from any of the other exception options:9. 
Allow students to keep and change answers if previously accessed•	 .
Students who have used all of their assignment submissions may not use this exception•	 . This option is helpful when granting an 
exception to multiple students, such as more than 50, but you only want those who had not submitted the assignment previously to be 
able to access the assignment again.
Notify students of this exception via email•	 .

Click the 10.  Grant Exceptions button. 

Assignment exceptions allow you to change the settings of an assignment for individual students. They can be granted at any time; 
before or after the assignment is available. Student can send you requests for an assignment exception directly from the assignment. 
The request is sent to your K-State email address and can also be read on the Exceptions page.
You may want to grant assignment exceptions in any of the following cases:

Student has a disability and needs additional time to complete an assignment.•	
A technical interruption caused a student to not be able to complete the assignment as scheduled, such as loss of power or Internet access.•	
A student already submitted the assignment, but needs to retake it and submit again.•	
A student needs to access the assignment before the available date.•	

After an assignment has been taken, some circumstances may require adjusting the answer key and regrading the assignment.  
In order to regrade an assignment, you must correct the answer key:

 On the 1.  Course Tools page, click Assignments.
 2.  In the Assignment list, select the assignment you want to regrade. 
 On the menu, click the 3.  Question List link. 
 Click the question link of the question you want to correct.4. 
 Select the correct answer and then click the 5.  Save button.  

Note: If you haven’t manually corrected any scores, all scores will be automatically regraded. If you have manually corrected any 
scores prior to adjusting the answer key, the system will generate an exception. At this point, you will have to decide whether to 
keep the score you’ve already entered or have the system regrade for those students. If you don’t want the system to regrade, click 
the Save button. If you want the system to regrade, select the check box in front of the student(s) you want the system to regrade 
and then click the Regrade Selected button.

Note: Clicking the check box at 
the top of the check box column 
will select all students.
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