© 2022 CEl, HKUST



iPeer User Manual for Instructors

Table of Contents

R G-y 1Y =8 =1 (=T [ USSR 1
1.1 APPIYING FOr AN IPEEI COUISE ..ciiiiiitiiieiee ettt e e e e e e st e e e e e e e s eatrteeee e e e e s assraeees 1
1.2 ACCESSING IPEEI....eeeiiie ittt e e e e sttt e e e e e s e bbbt e e e e e e e s s asbbeeeeaeeesannsneeens 3
13 Sharing an iPeer course with other instructors or supporting staff ..........ccccoevvevvieviieeniees 4

2.  Managing student enrollment and grouping in @ COUISE ......uuiiiiiiiiiiiiiieee e cciree e eerre e seeaee e 5
2.1 Managing student enrollMent iN @ COUMSE.......uiiiiiiiiiiiiee et seaae e 5
2.2 Y TaE= Yo o T WU o [T o = o TV oSS UERRR 9

3. Managing evaluation itEMIS........uii i e e st e e et e e e e e e e rre e e e anees 17
3.1 Creating an EVAlUGtioN ....o..uiiiiiiiee ettt ettt e sbe e saee e sareeen 17
3.2 Editing @an EVAlUGLION ....cooeiiiiiiiiieeee ettt st st sae e sabeeea 23
33 Duplicating an EVAlUGLTIoN ......c.ceiiiiiiiiiiiiiie ettt sttt esaae e sareeen 23
34 Deleting an EVAlUation ......c.ccoiiiiiiiiiiieniee ettt sttt ste e st st e e sbe e saaeesareeens 24

4. Managing evaluation EVENES........coi i ta e e e rae e e e nees 24
4.1 Creating an Evaluation EVENT.........ooiii ittt e e rrre e e e e e e nrrean e e e 24
4.2 Importing student WOrk from CanVas........cocciiieieiieieciiieee et e et e s e e s ara e e s s araee s 27
4.3 VIeWing eValUation BVENTS ......cii ittt e e e e stre e e s etre e e senba e e e seabaeeeeans 27
4.4 Editing an evaluation EVENTS......cccoi e e e e e 28
4.5 Deleting an evaluation EVENT ... e e e e e e e 28

5. Managing Evaluation RESUIES ......cciiciiiiiiiiiiiciiee et bae e e s 30
5.1 Viewing the evaluation reSUILS...........uviiiei i 30
5.2 Leaving comments to students as an iNStrUCLOr........ccciiieciiiiiiie e 31
53 Releasing grades and/or comments t0 StUdENTS ........ccceieiiiieiieeeciee et e 33
5.4 EXporting evaluation FESUILS ......ceeei it e e e e e e e e e e e e e eanns 34
5.5 Deleting student submissions and allowing resubmission ...........cccceeeiiieieeciiee e, 34

T 1 o o [ U1 = E PSP PP PPPPPRN 35

© 2022 CEl, HKUST



iPeer User Manual for Instructors

1. Getting started

iPeer is a student peer evaluation system. It was adapted from an open-source and HKUST customized
it to suit our own needs. It supports four types of evaluations, namely Point Distribution, Rating Scale,
Rubric and Commendation. The system aims to provide a platform for teaching staff to conduct
student peer evaluations on group projects more efficiently and effectively.

1.1  Applying for an iPeer course

To start using iPeer, you need to first apply for an iPeer course. There are two ways for applying for
an iPeer Course. You can either 1) fill in the online application form (that will take about 1 working
day to process) or 2) use the iPeer Setup tool inside Canvas (set up instantly).

a) Applying through the online application form

1. Go to the CEl website at https://cei.hkust.edu.hk.

2. Under the Faculty Toolbox section, click Sign up for iPeer. Fill in the required information in
the form and the process will take about one working day.

0 Log out
‘@am 8 Center for Education Innovation
O EE R E R [ lsearch

Faculty and Teaching Staff Research Postgraduates Students About CET

View | Edit || Outfine | Revisions | Track | Access control  Devel

Coursera for HKUST

An exclusive MOOC portal for HKUST members!

Join for Free

o,
A7
@
- Upcomlng Events and Latest News - Facu\!y Toolbox =\ Usetul Links
Coursera for HKUST — Can 2 BUSINESS be both ~ Canvas | Canvas Login Blended Learning & MOOC
GREEN and SUCCESSFUL? Sign up for Canvas (For factulty & Teching staff use only)

Cooperative & Collaborative Leamning
Coursera for HKUST — What's the big deal with FAQs by: Instructors/Tas | Students

FinTech?
Coursera for HKUST - Are accountants bean
counters, serious and self-abiding...

Online Seminars

Quality Assurance 3t HKUST

Student Feedback Questionnaires (SFQ)

HKUST-Minerva Scholars Program (Teaching Staff / Students)

b) Creating with the iPeer Setup in Canvas

The iPeer Setup in Canvas facilitates instructors to create the iPeer course instantly and allows
them to export the Canvas group list for setting up the iPeer groups.
Notes: By default, the iPeer Setup is disabled from the left navigation menu.

1. Enter the Canvas course site, and go to Canvas Course Settings > Navigation tab to enable the

iPeer Setup to the Canvas course navigation.

2. Locate the item iPeer Setup from the lower list and enable it by either 1) drag and drop to the

upper list or 2) clicking the options icon and selecting Enable.
Note: The iPeer Setup tool is only visible to Instructors / Course Admins / TAs.

3. After the tool is enabled, click iPeer Setup from the left navigation menu.
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4. Select the people from the Canvas teaching staff list that required instructor role access to

the iPeer course and click Add >.

Ho

Anpouncements

Discussions

Graes

Sylabus

Modules
Conlerences
Cetaboralions
LMES Migration
Library Toolbax
People

More Tooks

iPeer Setup

iPeer faciitates shudent peer and sef-svniuation for group projects. & suppots four types of svakuations. ramety Point Distribution. Rating Scale. Rubric and

Commensdation

STEF 1 Create your course at iPeer and select teaching staff

Balow you Can 590 The Coda and 13 for the Cowsa you A Aboul 12 craats in iPasr Confivm the information Red than aod &l 18aching SEaf That wil bs imelwed
with Paer by using the Add snd Remove buttons. When you are ready. clck the Create iPeer Course Button. This sction will sutomatically craate the courss

at iPeer and ol yow students into the course

Course Code: FALL 2015-16 ACCT2010 L0G

Course Title: Frinciples of Accourting |

Canvas teaching staff

iPear Taaching staff

Greate Peer Course

5. Click Create iPeer Course when done. This action will instantly create the course in iPeer and

enroll the list of students from Canvas to the iPeer course.

Cotabaralions
LMES Migration
Libeary Tooibo

Peopie

More Toats

Add >

< Remove

Notes: As student enrollment is a one-off process when you create the iPeer course and will
not be auto-updated after. We highly recommend creating the iPeer course dfter the
add/drop period when student enrollment is settled, or else will require a manual update in

iPeer after.

6. After the iPeer course site is created, if you have Group Set(s) created in Canvas, select the

Group Set you want to export from the Select Group Set drop-down menu and then click

Export Student Group List to obtain a .csv file with the group information.

Note: Canvas groups are not automatically transferred into iPeer. You need to export your groups from Canvas and import the list into

iPeer to complete the process.

STEP 2 Export Student Group List from Canvas

Select the Group Set you want to export and then click Export Student Group List.Once you have downloaded the CSV file you need to import it into your

iPeer course to complete the process.

Select Group Set

Student Groups

Export Student Group List

Notes: If you have already logged in to iPeer before creating the iPeer course site, please make
sure you log out from iPeer and log in again to show the updates.

© 2022 CEl, HKUST
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1.2 Accessing iPeer

a) Logging into iPeer

1. Once your iPeer course site has been created, you can log into iPeer at https://ipeer.ust.hk.

2. Select the correct account type and log in with your full primary email address as the

username (i.e. either xxx@ust.hk or xxx@connect.ust.hk) and password.

Elﬂﬁ*ﬂ

-— THE HONG

ll‘]_w UNERSITY OF S o sa scisce
AND TECH

Select your HKUST affiliation

Staff, students and affiliates

Alumni

[J Remember this selection permanently

3. Click on the Sign in button and will lead you to the Home page of iPeer.

TESTING, iPeer Instructor 0280 (ipinst0289)  + Logout # Help

Evaluation Tools

My Course(s)

IPTEST1148

Instructor(s):
TESTING, iPeer Instructor 0289 (ipinst0289)

Events: Completion Ratio Due Date

None

b) Accessing the Course page

1. To enter a course, either

a) click the Course Title on the Home page to access the course, OR

Courses Students Evaluation Tools

‘Home

My Course(s)

IPTEST1148

Instructor(s):
TESTING, iPeer Instructor 0289 (ipinst0289)

b) Click the Courses tab and click on the Course Title to access the course.

Courses Students Evaluation Tools

: Courses

Show Statuses
and Search where: | Course d | contains: | ‘ Search Page Size: @15 O30 O 902%
Clear
[ comes | cosorme | ot | ows | cremeaty |
2 ;Pla;g Testing Course '(I"Z‘S;Itl\tll(;é;zear Instructor 0289 Active LEE, James ¥ W (cojless test)

Total Results: 1
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2. After entering a course page, will have a page view as follow.

Fipeer,,

Courses

Students Evaluation Tools

TESTING, iPeer Instructor 0289 (ipinst0289)

+logout » Help

=i IPTEST1148

TESTING, iPeer Instructor 0289 (ipinst0289)

s, [

Class Ne group has been made
Skistics: No Evaluation Event has been created

+ Students | Evaluation Events
@ Enroll Students @ Add Event
@ List Students @ List Evaluation Eve Results
@ Export Evaluation
@ Cxport Raw Data of Student Submissions
| Groups
@ ~dd Groups
@ ps

@ Export Group List

Powered by iPeer and

by UBC and

IPTEST1148 - iPeer Testing Course 1148

13

Sharing an iPeer course with other instructors or supporting staff

You can share your iPeer course with other instructors or supporting staff who will be collaborating
on the iPeer course with you. After they have been granted access to the shared iPeer course, they
will have the same permission to create evaluation events, view student evaluation results, and give

comments to students.

a) Adding other instructors to the iPeer course

1. Click on the Courses Tab.

TESTING, iPeer Instructor 0289 (ipinst0289) + Logout * Help

Evaluation Tools

My Course(s)

IPTEST1148

Instructor(s):
TESTING, iPeer Instructor 0289 (ipinst0283)

Events: Completion Ratio

None

Due Date

2. Right-click on the course and select Edit Course.

oo T o

Students Evaluation Tools

«: Courses

Show Statuses

Clear

Search

iPeer Testing Course
1148

TESTING, iPeer Instructor 0289

IPTEST1148 Active

Course Home
I

511
Edit Course

Notes:

Page Size: ®15 O30 Ooo O

LEE, James Y W (ccjlee_test)

270
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3.

b)

Type the ITSC username of an instructor (i.e. front part of the email) into the Instructor(s)
textbox and click Add.

' Courses

Course: IPTEST1148

Title: [iPeer Testing Course 1148

Instructor(s): [ l I
Testing, iPeer Instructor 0007 (ipinst0007) Remove
Testing, iPeer Instructor 0017 (ipinst0017)

Click Save when done.

Removing an instructor from a course

Click on the Courses Tab and right-click on the course and select Edit Course.

Click Remove next to the instructor’s name to be removed from the course site.

' Courses

Course: IPTEST1148
Title: [iPeer Testing Course 1148
Instructor(s): [
Testing, iPeer Instructor 0007 (ipinst0007) I Remove |
Testing, iPeer Instructor 0017 (ipinst0017) Remove
-]

Click Save when done.

Managing student enrollment and grouping in a course

Managing student enrollment in a course

Enrolling a single student

2.

3.

After entering the course page, under the Students section, click Enroll Students.

SO =012 )T TESTING, iPeer Instructor 0289 (ipinst0289)

. e Class No group has been made
No student is enrolle istics:
Statistics: Mo Evaluation Event has been created

Students Evaluation Events

@ Add Event

@ List Evaluation Events / Results

Enter the ITSC username of the student in the Username: box and click Enroll.

i IPTEST1148 > Students

To Course: IPTEST1148

Username: I

o I

If the student is successfully enrolled, the student's information will be listed.

© 2022 CEl, HKUST 5
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b) Enrolling students with a student list

1. Prepare a student list by entering the ITSC username of each student in a separate line.
2. Save the file in .txt, .csv, .xls or .xIsx format.
3. After entering the iPeer course page, under the Students section, click Enroll Students

4. Atthe section Enroll Students from a .txt or .csv or .xls or .xlIsx File section, click on [click here

to start].
IPTEST1148 » Students
To Course:
Username: | |
Back Enroll
I Enroll Students from a .txt or .csv or .xls or .xlsx File [click here to start] I

5. Under the Enroll Student from a File section:

Instructions Enroll Student from a File

Sample file:
acpeterchan 1) Select a .txt or .csv or .xls or .xIsx file.
acmarywong
ackarenlee I [ Browse_ ]
acpatrickwu
2) Select the course to enroll the students on to:
Notes:
IPTEST0007 a2
# Username is required for enrclling students into a course.
= Enter username of each student into a separate line.
* Do not include any headers in the file. 3) Select the option "Add New only" or "Completely
# If the option "Completely Replace” is selected, all the existing Replace™
enrollment and grouping records will be erased. "
I @ add Mew only ) Completely Replace 9
4) Click the "Enroll Students" button below when
ready.
I Enroll Students 4

1) Click Browse... and select the student list file from your local computer.

2) Select the course you want to add the students to. It usually displays the current

course by default.

Notes: If the list does not show the course you just recently created, try logging out

iPeer and logging in again.

3) Select Add New only or Completely Replace.

OC a) By selecting Add New only, the system will first compare your new student list

TI'P! with the existing enrollment list of the course. Then, it will only add the new
ones to the list.

b) By selecting Completely Replace, the system will replace the existing
enrollment list, if there is any, with your new student list. Please be cautious
when using the option Completely Replace because that action will not only
replace the student list but also remove all submitted results for previously

enrolled students.

© 2022 CEl, HKUST 6
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4) Click on Enroll Students and you will see a screen similar to below.

Home Courses Students Evaluation Tools

‘Users

Student(s) enrolled successfully:

I A S I T

ipstu0001 iPeer Student 0001 TESTING
ipstu0002 iPeer Student 0002 TESTING
ipstu0003 iPeer Student 0003 TESTING
ipstu0004. iPeer Student 0004 TESTING
ipstu000s iPeer Student 0005 TESTING
ipstu0006 iPeer Student 0006 TESTING
ipstu0007 iPeer Student 0007 TESTING
ipstu0008. iPeer Student 0008 TESTING
ipstu0009 iPeer Student 0009 TESTING
ipstu0010 iPeer Student 0010 TESTING

Back to Enroll Students | Back to List Students | Back to Course Home

Powered by iPeer and by UBC and

c) Enrolling students from a course section

1. After entering the course page, click Enroll Students.

2. Under the section Enroll Students from Course Section, click on [click here to start].

: IPTESTO007 > Students
To Course: IPTEST0007 -
Username:
< Enroll Students from a .txt or .csv or .xIs or .xIsx File [click here to start]
I < Enroll Students from Course Section [click here to start]

3. Under the Enroll Students from Course Section section:

Instructions Enroll Students from Course Section

Notes:
» All fields will be imported from Course Section.

* If email is missing, students will not be imported from Course 1) Select the course to enroll the students on to:
Section.

e If the option "Completely Replace” is selected, all the existing IPTESTO007 - 1

enrollment and grouping records will be erased.

2) Select the semester:

No Semester Selected ~ (@4

3) select the course:

Mo Course Selected - 3

4) Select the section(s):

— Section —

5) Select the option "Add New only" or "Completely
Replace":

@ add New only ) Completely Replace

6) Click the "Enroll Students" button below when
ready.

I Enroll Students 6

1) Select the iPeer course you want to add the students in to. It should display the
current course by default.

2) Select the semester from the pull-down menu.

© 2022 CEl, HKUST 7
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3) Select the course code from the pull-down menu.

4) Select the course section(s). You can select multiple sections by holding the CTRL key
on the keyboard while clicking.

5) Select Add New only or Completely Replace that is appropriate.

OG a) By selecting Add New only, the system will first compare your new student list

TI'P| with the existing enrollment list of the course. Then, it will only add the new
' ones to the list.

b

~

By selecting Completely Replace, the system will replace the existing

enrollment list, if there is any, with your new student list. Please be cautious
when using the option Completely Replace because that action will not only
replace the student list but also remove all submitted results for previously

enrolled students.
6) Click Enroll Students to complete the enroliment.

d) Viewing the enrolled students

1. After entering the course page, under Students, click List Students.

m Courses Students Evaluation Tools

IPTEST1148

IPTEST1148 - iPeer Testing Course 1148
O T ST EH TESTING, iPeer Instructor 0289 (ipinst0289)

. No group has been made
No student is enrolled )
No Evaluation Event has been created

Students Evaluation Events

® Add Event

@ List Evaluation Events / Results

(@ Export Evaluation Results

2. You will see a list of all enrolled students in the course as follow.

I Home Courses Students Evaluation Tools

Students

Enroll Students

Show Students for Course: IPTEST0007 ~

ize: @
and Search where: Usemame + contains: Page Size: © 15 ©30 ©90 ©270
I e S e e T

Student ipstu000s TESTING iPeer Student 0005 20120005  ipstuDD0S@ust.hk
Student ipstu00o1 TESTING iPeer Student 0001 20120001  ipstud001@ust.hk
Student ipstu000s. TESTING iPeer Student 0006 20120006  ipstuDD0S@ust.hk
Student ipstu0011 TESTING iPeer Student 0011 20120011  ipstud01i@ust.hlc
Student ipstu00o7 TESTING iPeer Student 0007 20120007  ipstud007@ust.hlc
Student ipstu00o2 TESTING iPeer Student 0002 20120002  ipstud002@ust.hlc
Student ipstu000a. TESTING iPeer Student 0008 20120008  ipstud003@ust.hlc
Student ipstu0003 TESTING iPeer Student 0003 20120003  ipstu0003@ust.hlc
Student ipstu000s TESTING iPeer Student 0009 20120008 ipstu000S@ust.hic
Student ipstu0004. TESTING iPeer Student 0004 20120004  ipstu0004@ust.hic
Student ipstu0010 TESTING iPeer Student 0010 20120010  ipstu0010@ust.hic

Total Results: 11

© 2022 CEl, HKUST 8
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e) Unenroll student from a course

1. After entering the course page, under Students, click List Students.

2. Right-click on the student to be removed.

mm Students Evaluation Tools

< Students
Enroll Students
Show Students for Course: IPTEST0007 ~

and Search where: Usemame ~ contains: Search

Notes

Left or right-clicking on a student name to remove the student from the course.

Student ipstu0006 TESTING nt 0006 20120006  ipstu0006@ust.hk
Un-enroll Student

Student ipstu0001 TESTING nt 0001 20120001  ipstu0001i@ust.hk
Student ipstu0007 TESTING iPeer Student D007 20120007  ipstu0007@ust.hk
Student ipstuoo11 TESTING iPeer Student 0011 20120011  ipstu001l@ust.hk
Student ipstu0008. TESTING iPeer Student 0008 20120008  ipstu0008@ust.hk
Student ipstu0003 TESTING iPeer Student 0003 20120003  ipstu0003@ust.hk
Student ipstuoo0a. TESTING iPeer Student 0004 20120004  ipstu0004@ust.hk
Student ipstu000s TESTING iPeer Student 0005 20120005  ipstu0005@ust.hk
Student ipstu0010 TESTING iPeer Student 0010 20120010  ipstu0010@ust.hk

Total Results: 9

3. Click Un-enroll Student and a confirmation prompt will pop up.

This student will be removed from the course,
all the related data including evaluation responses will also be removed.
Are you sure you want to do this?

oK I ’ Cancel

4. Click OK to confirm to remove the student from the course.

2.2 Managing student groups

a) Creating a student group

1. After entering the course page, under Groups, click Add Groups.

i IPTEST1148

IPTEST1148 - iPeer Testing Course 1148
Instructor(. TESTING, iPeer Instructor 0289 (ipinst0289)

. " . T Class Neo group has been made
Class Size: No student is enrol istics:
SEEE=S No Evaluation Event has been created

* Students # Evaluation Events
@ Enroll Students ® Add Event
@ List Students e List Evaluation Events / Results

0 Export Evaluation Results

e Export Raw Data of Student Submissions

= Groups

@ List Groups

@ Export Group List

© 2022 CEl, HKUST 9
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IPTESTODO7Z > Groups

Group Number:*

B TESTING, iPeer Student 0002 ( ipstuD002 }
TESTING, iPeer Student 0003 { ipstuD003
TESTING, iPeer Student 0004 { ipstuD0Q —
TESTING, iPaer Student 0005 ( ipstuDDgRA
TESTING, iPeer Student 0006 { ipstuD00E

P

Add Groups

Student List

TESTING, iPeer Student 0007 { ipstuD007 )
TESTING. iPeer Student 0008 { ipstuD008 )
TESTING, iPeer Student 0010 { ipstuD010)
TESTING. iPeer Student 0011 { ipstu0011)

5 e

Students in Group

—————Selected———

2. Name the group with a number in the Group Number box.

Notes: Only integer number is supported for the group number. Alphabetic names are not

supported. Fields with red asterisk * are mandatory.

3. Click onthe student name to select from the Student List. You can select multiple students by

holding the Ctrl key + clicking on the student's name.

Click Assign >> to add the selected student(s) to the group.

5. Click Add Group when the student selection is done.

Creating multiple student groups with a student list

1. After entering the course page, under Groups, click Add Groups.

2. Click the [+] icon at the Group Students from a .txt or .csv or .xls or .xlsx File section.

mm Students Ewvaluation Tools

IPTESTO007 > Groups

Add Groups

Group Number:*

Student List

UnS
TESTING. iPeer Student 0001 (ipstu0001)
TESTING. iPeer Student 0002 ( ipstu0002 )
TESTING, iPeer Student 0003 ( ipstu0003 )
TESTING. iPeer Student 0004 ( ipstu0004 )
TESTING, iPeer Student 0005 ( ipstu0005)
TESTING. iPeer Student 0006 ( ipstu0006 }
TESTING, iPeer Student 0007 ( ipstu0007)
TESTING. iPeer Student 0008 ( ipstu0008 )
TESTING. iPeer Student 0010 (ipstu0010)
TESTING, iPeer Student 0011 (ipstu0011)

Students in Group

————Selected——

I Group Students from a .txt or .csv or .xls or .xlsx File

+1]

Group Students Randomly

3. Inthe Group Students from a file section:

© 2022 CEl, HKUST
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Group Students from a .txt or .csv or .xls or .xlsx File

Instructions Group Students from a file

Sample CSV file:

Peter

Mary Wong, acmarywong, 2456654, 1

Karen

Datrick Wu, acpatrickwu, 5643612, 2

Sample Excel file:

Chan, acpeterchan, 1234867, 1 1) Click on the "Export Student List" button below if you need
a student list for grouping purpose.

Export Student List [ 1

Les, ackarsnles, 6546543, 2

2) Select a .txt or .csv or .xIs or xlsx file.

Deter Chan|[zcpeterchan|[1232567

:

No file selected.

Mazy Wong |scpetezchan|[2456654)

Karen Lee [ackarenlee 6546548

Patrick Wul[acpatrickwul[Se4612

EEiEE

3) Select the course which requires grouping of students:

Notes:

1)

2)
3)

4)

IPTEST0007 ~ 3

4) Click the "Group Students" button below when ready.

First, follow step 1 on the |eft to download a student list from the
system. Group Students (41

Then, refer to the samples above to edit the downloaded student
list, ie. to add a group number for each student.

Lastly, follow steps 2 to 4 to upload the edited student list. The
system shall group the students according to your list.

Please note that for step 2:

o the student list file must have 4 columns as the samples
indicated above. Username (the second column] is the
key identifier for grouping students.

o make sure there is no comma in the student name (the
first column).

o do not include any headers in the file.

Click Export Student List to first export a student list in MS Excel format. Then assign

students to groups using the exported student list file on your local computer.
If you already have the list ready, you can skip this and jump to step 2) below.

In the exported student list file, the student’s name, ITSC username and student

number will be displayed in Columns A B c D !
ChanTaiMan ctaiman 20120682
Wong Siu Ming wongsm 20120842
Yu Ming Chin  yumc 20120753
Wong Tai Ming wongtm 20120774

L Bl o W o, | PP ¥ = s T T Ta 14

A, B and C respectively. The group
number will be displayed in Column D.

N W e
UM R e e

Assign the group number for each
student by typing the group number in
Column D. Save the revised student list file on your local computer.

Tips: The system is flexible and it allows a student to be a member of multiple
groups. So pay attention to duplicated student names if you DO NOT want this to
happen in your grouping.

Click Browse... to upload the revised student list file.
Select the course that you want the groups to be applied to.

Click Group Students and a summary page similar to the one below will be

displayed.

Groups
The group CSV / Text / Excel file was processed.

Click OK to return to the list of groups, or look bellow for the results of the import.

Group Import Results

Group Creation

Groups Created: 1 Groups Skipped: 1 Errers in Groups: 0
+ 1:The group already exists. Students will be added to it.

2 : This is a new group; it was created successfully.

User->Group Assignment

Users Added To Groups: 5 Entries Skipped: 5 Errors in Entries: 0

User: 20120001 TESTING iPeer Student 0001
Entry : 1

v
Result: User ipstu0001 is already in group 1
User : 20120002 TESTING iPeer Student 0002
s Entry:2

Racult- llcar inctuN003.is alraadi in araun. 1

© 2022 CEl, HKUST
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4. Check the summary and click OK to confirm.

Tips: Using the Group Students from a.txt or .csv or .xls or .xIsx File function will not remove
students from a group. To change students from one group to another, you must delete that
group and add the group again with an updated group number. Alternatively, you may use the
Edit Group function in the List Groups.

c) Creating multiple groups with students randomly assigned

1. After entering the course page, under Groups, click Add Groups.

2. Click the [+] icon at the Group Students Randomly section.

IPTEST0D007 > Groups

Add Groups

Group Number:*

Student List Students in Group

L a — Selected——————— -
TESTING, iPeer Student 0001 ( ipstul001 )
TESTING, iPeer Student 0002 ( ipstul002 )
TESTING, iPeer Student 0003 { ipstuD003 )
TESTING. iPeer Student 0004 ( ipstul004 }
TESTING, iPeer Student 0005 ( ipstuD005 )
TESTING, iPeer Student 0006 ( ipstul006 }
TESTING, iPeer Student 0007 ( ipstu0007 )
TESTING, iPeer Student 0008 { ipstuD003 )
TESTING. iPeer Student 0010 ( ipstul010 )
TESTING, iPeer Student 0011 ( ipstu0011)

Group Students from a .txt or .csv or .xls or .xlsx File [+]

I Group Students Randomly [+] I

3. Fill in the information as follow:

Add Groups

Randomly form students into groups by:

1) Maximum number of students per group:
or
2) Total number of groups to be formed:

Start the Group Number at:

Email notification: I [ Email to notify the students the group they belong ta B

[Fodcow @)

1) Type in either 1) the Maximum number of students per group or 2) the Total
number of groups to be formed.

2) Specify the starting number at the Start the Group Number at. This is the first group
number among the groups to be formed.

3) Check the item Email to notify the students of the group they belong to if you want
to send an email notification to notify the students about the group information
they have been assigned.

4) Click Add Group to complete the group setup.
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d) Creating student groups by self sign-up

1. After entering the course page, under Groups click Add Groups.

2. Click the [+] icon at the Group Students by Sign-up section and you will see the following:

Allow student sign-up into groups by:

or

Start the Group Number at:

Sign-up start date: E
Sign-up end date: EI

Send Email notification to students: 7] when sign up is available
[ 3 + days before due date

Maximum number of students per group:
Total number of groups to be formed:

Add Groups

=0

1)

2)

3)

Type in either the Maximum number of students per group or Total number of
groups to be formed.

Specify the starting number at the Start the Group Number at. This is the first group

number among the groups to be formed.

Specify the start and end date and time for the sign-up process at the Sign-up start

date: and Sign-up end date: by clicking the mini calendar to pick the date.

4) If you want to send an email notification to students when:

a) sign-up is available, check the item when sign-up is available.

b) due date approaching, check the option and assign how many days before the

due date at the drop-down menu.

5) Click Add Group to finish the setup.

3. A confirmation pop-up will show up, click OK to confirm. Students will be able to start signing

up after the start date.

Are you sure you want to create these sign-up groups?

© 2022 CEl, HKUST
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e) Editing or reviewing the sign-up groups in progress

1. After entering the course page, under Groups, click Sign-up Groups in Progress.

£ IPTESTO007

IPTESTO007 - iPeer Testing Course 0007

Instructor(s;

12 groups
Class Size: 10 students
3 Evaluation Events

Students Evaluation Events

@ Enroll
® List s

Groups

Testing, iPeer Instructor 0007 (ipinstd007)
Testing, iPeer Instructor 0017 (ipinst0017)

@ Add Event

@ List Evalustion Events / Results

@ Export Evaluation Results

in Progress

2. Click the number under the Signed Up column to launch the Edit Sign-up Groups and view the

group sign-up in progress.

CapEaeragewees

: Sign-up Groups in Progress

1PTEST0007

10to 12 Testing, iPeer Instructor 0007 (ipinst0007) Mon,Jul 15, 2013 11:51 am Sun,Jul 21, 2013 11:51 am

3. Inthe Edit Sign-up Groups page, you can extend the end date or end the sign-up process.

¢ Edit Sign-up Groups

Sign-up end date 1 )

P

TESTING, iPeer Student 0010 (ipstu0010)
TESTING,iPeer Student 0011 (ipstu0011)

Extend Sian-up End Date

2013-07-2111:51:00

Save

Students yet to sign up

Testing, iPeer Instructor D007 (ipinstD007) Sun,Jul 21, 2013 11:51 am

Signed Up Creator

Testing, iPeer Instructor 0007 (ipinst0007) Sun,Jul 21, 2013 11:51 am

Testing, iPeer Instructor 0007 (ipinst0007) Sun,Jul 21, 2013 11:51 am

4 Randomly distribute students yet to sign up to the available groups

mail to potify the studepts the groun they belopg to

End Sign-up and Create These Groups

1)
2)

3)

4)

5)

Update the end date at Sign-up end date and click Save when done.

Any unassigned students will list under Students yet to sign up.

Check the students in each group by clicking on the number under the Signed Up
column.

Check the corresponding option 1) if you want to randomly distribute the
unassigned students to a group, and/or 2) want to notify the students of the group

information they have been assigned to.

Click End Sign-up and Create These Groups to save the changes and end the sign-up

process.

© 2022 CEl, HKUST
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f) Viewing the group list

1. After entering the course page, under Groups, click List Groups.

IPTESTO007

IPTESTO0O07 - iPeer Testing Course 0007

Testing, iPeer Instructor 0007 (ipinstd007)
Instructor(s)
Testing. iPeer Instructor 0017 (ipinst0017)

Class St 4 groups
10 students
3 Evaluation Events

+ Evaluation Events

+ Studenis

@ Enroll Students (] Add Event
@ List Students @ List Evaluation Events / Results
@ Fxport Evaluation Results

+ Groups

@ Add Groups

List Groups I

@ Export Group List

2. The lists of avaliable groups will be displayed.

| EragreaeEragewees |

=i Groups

5 O30 Qoo ©270

for Course: IPTESTO007 ~ Page Sizi

Testing, iPeer

Wed, Feb 20, 2013

IPTEST0007 1 & members Instructor 0007 149 pra
(ipinstd007) L
Testing, iPeer
IPTEST0007 2 6 members Instructor 0007 Wedflzjesqm, 2013
(ipinsta007) Hapm

Total Results: 2

g) Editing a group

1. After entering the course page, under Groups, click List Groups.

IPTESTODDZ

g Course 0007

IPTESTO007

Testing, iPeer Instructor 0007 (Ipinst0007)
Testing, iPeer Instructor 0017 (Ipinst0017)
s Stati 4 groups
10 students
3 Evaluation Events

* Students “ Evaluation Events
e Enroll Students e Add Event

e List Students e List Evalustion Events / Results
@ Sport Evalustion Results

“+ Groups

Add Groups
é List Groups I

@ Exeort Group List

2. Right-click on a group and click Edit Group.

= Groups
Add Groups

30 Doo ©270

IPTESTO007 - Page Size: 15

for Course:
Testing, iPeer

Wed, Feb 20, 2013

IPTESTO007 1 6 members Instructor 0007 9:49 pm
View Grou (ipinst0007) i
Edit Group Testing, iPeer
IPTEST0007 2 & members Instructor 0007 We‘j'lzj"ﬂ"m' 2013
Delete Group (ipinst00a7) pm
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3. Under the Edit Group page, you can:
1) Type in a new Group Number to rename.

2) Select student(s) from Student List and click Assign >> to add them to the group, or
select student(s) from Student in Group and click << Remove to remove them from
the group.

=i IPTESTO0O07 > Groups

1

Group Number:

Student List Students in Group

elected—— - -Selected group——— -

TESTING. iPeer Student 0007 ( ipstu0007) TESTING. iPeer Student 0001 (ipstu0001 )

TESTING. iPeer Student 0008 ( ipstu0008 ) TESTING, iPeer Student 0002 (ipstu0002)

TESTING. iPeer Student 0009 ( ipstu0009 } TESTING. iPeer Student 0003 (ipstu0003 )

TESTING, iPeer Student 0010 ( ipstu0010 ) TESTING, iPeer Student 0004 (ipstu0004 )

TESTING. iPeer Student 0005 (ipstu0005 )

TESTING. iPeer Student 0006 (ipstul006 )

<< Remove

4. Click Save when done and save the changes.

h) Deleting a group

1. After entering the course page, under Groups, click List Groups.

2. Right-click on a group to be removed and click Delete Group.

== Groups
Add Groups
for Course: IPTEST0007 - Page Size: 5 ©30 ©90 ©270
Testing, iPeer
IPTESTO007 1 6 members Instructer 0007 Wed, Feb 20, 2013
e 5:48 pm
View Group (ipinst0007)
Edit Group Testing, iPeer
IPTESTO007 2 & members Instructor 0007 Wed'lz?gfn' 2013
Delete Group (ipinst0007) ba
Total Results: 2

3. A confirmation pop-up will show up, click OK to confirm.

WARNING: Evaluation result submitted by the students in this group (if any) will be completely removed.
Are you sure you want to delete this group?
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3. Managing evaluation items

Evaluation items are associated with your account. It exists outside a specific course. Different type
of Evaluation item includes different setting, e.g. name, description, criteria, mark, and other
settings. The same evaluation item can be used in multiple events in a course or user over multiple
courses. iPeer provides you with four types of evaluation items:

e Point Distribution: it requires the student to distribute a fixed amount of points among the

group members.

e Rubrics: it requires the student to evaluate the level of the group members in different criteria

by a set of definitions.

e Rating Scale and Free-text: it consists of two parts. Rating Scale requires the student to rate
the group members on a fixed scale of points. Free-text requires the student to evaluate the

group members by answering the open-ended question(s).

e Commendation: require the student to recommend student(s) in the group.

You need to create an evaluation item before you can associate the item with an evaluation event in
a specific course. Each evaluation item can only associate with one type of evaluation but each
course can have multiple evaluation events that include different types of evaluation items.

3.1 Creating an Evaluation

a) Evaluation with Point Distribution

1. Click on the Evaluation Tools tab, either

1) Under Point Distribution section, click Add Point Distribution, or

Home Courses Students Evaluation Tools

Evaluation Tools

e | Point Distribution | Rubrics | Rating Scale and Free-text | Commendation

Point Distribution

Item Name In Use Creator Shared To Base Point Per Member
Record Not Found

2) Click the link Point Distribution at the top and click Add Point Distribution.

Point Distribution
All Evaluation tems | [JIRTTTSUTTENY | Rubrics | Rating Scale and Free-text | Commendation

[ o eviin |

Page Size: ®15 O30 Os0 O270

Evaluations to show: | —All - i

Search where: | ltem Name ~ | contains: Search Clear

[ memMames |  Description  [rnuse] shareto [Base pointperMember]  cCrestor | Crestionpate |
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2. Fill in the following information:

Point Distribution

Description:

Base Point Per Member:*

Share To:

Evaluation Name:*

Add Point Distribution

Type in the username of the instructor who you want to
share the item with. You may enter mare than one

instructor's username by using a semi-colon to separate

them, e.g. acmarychan; acpatrickweng. Leave this field

blank if you do not want to share the item with anyone.

=1 B S

1)

2)

5)

Type the title of this evaluation at the Evaluation Name.
Type the Description (if any).
Notes: This field will only be seen by the instructor for easy identification.

Type the Base Point Per Member. The total number of points a student can
distribute among group members will be the Base Point Per Member x Total number
of members (in the group).

Type the ITSC username of the instructor(s) to be shared with at the Share To.
Separate multiple entries with semi-colons.

Click Save when the setup is finished and you will see a screen similar to the one
below.

< Point Distribution
The point distribution is updated successfully.
All Evaluation items | \ Rubrics | Rating Scale and Free-text | Commendation
Add Point Distribution

Evaluations to show: | All - [~]
Search where: ltem Name [] contains: Page Size: (15) €30 ©/80 €270
[t tame s | ocrption | e | Share To | e Point o tembor] ——renior | Crontion Dt |

Testing, iPeer Instructor Wed, Feb 20, 2013
Evaluation1 demo b4 10 0008 (ipinst0008) “0:50 p

Total Results: 1

b) Evaluation with Rubrics

1. Click on the Evaluation Tools tab, either

1)

2)

Under Rubrics section, click Add Rubric; or

Rubrics

Add Rubric
Item Name InUse Creator Shared To LOM Criteria Total Marl
Record Not Found

Rating Scale and Free-text
Add Rating Scale and Free-text

Shared Rating Scale Free-text Total

Item Name InUse Creator =3, Questions  Questions Marks

Record Not Found

Commendation

Click the Rubrics link at the top and click Add Rubric.

** Rubrics

All Evaluation Items | Point Distribution | m | Rating Scale and Free-text | Commendation

to show: | —All - v

—_— = = ize: @15 O30 O9p O
Search where: |tem Name v contains: | | Search Clear | Page Stra: W15 1a0; 90 2210,

[ memtemea  Jinuse| shareto | Lom |criteria[TotalMarks|  crestor | crestionDate ]

© 2022 CEl, HKUST
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2.

Rubrics

Rubric Name:*
Level of Mastery:

Number of Criteria:
Share To:

Zero Mark:

1)

Fill in the following information:

Add Rubric

1

aka LOM, Evaluation Range (Max 10)

Number of Evaluation Aspects (Max 25)

Type in the username of the instructor who you want to

share the item with. You may enter more than cne
instructer's username by using a semi-colon to separate

them, e.g. acmarychan; acpatrickweng. Leave this field
blank if you do net want te share the item with anyone.

No marks will be given to the lowest Level of Mastery

el 5

Type the title for this evaluation item at Rubric Name.

Specify the number of the level required for both the Level of Mastery (LOM) and

Criteria from the drop-down menu.

3)

Type the ITSC username of the instructor(s) to be shared with at the Share To.

Separate multiple entries with semi-colons.

4)

Check the option Zero Mark if you want to set the mark as zero to the lowest level

of mastery.

5)

Click Next when the setup is finished and a preview will appear at the bottom as

shown below.

Notes: You can always edit the options of the Rubric evaluation and click Preview

Changes to apply it in the preview.

Rubrics
Add Rubric

Rubric Name:* Evaluation 3

Level of Mastery: 3 v alka LOM, Evaluation Range (Max 10}

MNumber of Criteria: ERR S Number of Evaluation Aspects (Max 25)
Type in the username of the instructor who you want
to share the item with. You may enter more than one
instructor's username by using a semi-colon to

Share To:
separate them, e.g. acmarychan; acpatrickwong.
Leave this field blank if you do not want to share the
item with anyane.

Zero Mark & No marks will be given to the lowest Level of Mastery

Rubric Preview

Note: Please overtype the sample descript

(oest] Crmvamcrnges | o

ria/LOM box with your own
tomatically distributed after the Criteria Weight is set.

Marks for each LOM wi

Rubric Preview LOM 1 General Descriptor [LOM 2 General Descriptor

Sample - Poor Sample - Below

LOM 3 General Descriptor
Sample - Average

Average

Criteria 1 Specific Descriptor Specific Descriptor Specific Descriptor

Sample -
Participated in
Team Meetings

Mark: |0.33 Mark: | 067

Criteria 2 Specific Descriptor Specific Descriptor Specific Descriptor

Sample - Was
Helpful and

1.
Co-operative
Mark: |0.33 Mark: | 067 Mark: | 1
Criteria 3 Specific Descriptar Specific Descriptor Specific Descriptor
Sample - Submitted
Work on Time P

Mark: |0.33 Mark: | 067 Mark: | 1

6)

Total Marks: 3

Under the Rubric Preview section, type over the sample descriptions in each

criterion or LOM box with your descriptions.

7)

Type the guidelines for how should be considered to have achieved a certain level of

mastery for each criterion in the corresponding Specific Descriptor textbox.
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8) For each criterion, select the weight from the Criterion Weight pull-down menu.

Tips: Marks for each LOM will be automatically distributed after the Criteria Weight
is set for each criterion, and will not be visible to students.

9) Click Save when the rubrics are set.

c) Evaluation with Rating Scale and Free-text

1. Click on the Evaluation Tools tab, either
1) Under Rating Scale and Free-text section, click Add Rating Scale and Free-text; or

Rubrics

Add Rubric
Ttem Name InUse Creator Shared To LOM Criteria Total Marks
Record Not Found

Rating Scale and Free-text
Add Rating Scale and Free-text

Shared Rating Scale Free-text Total

Ttem Name Tn Use Creator 3, Questions  Questions Marks

Record Not Found

Commendation

2) Click the Rating Scale and Free-text link at the top and click Add Rating Scale and
Free-text.

‘ Rating Scale and Free-text

All Evaluation tems | Point Distribution | Rubrics | LELOGVELEIEEUGEICTREY | Commendation

Page Size: ® 15 (J30 Ogo O270

Evaluations to show: | - All -- it
Search where: | ltem Name v | contains: Search Clear

[ tame 4| ve | ShareTo | 105 | Rning Smi QuetonFree ot Question Tt parks| ——cretor | creton ot |

2030-02-18

2. Fill'in the following information:

Rating Scale and Free-text

Add Rating Scale and Free-text

Item Name: * 1
N b f Rating Scal
LTS Ry S 3 - Level of Scale (LOS): & - Max 25 guestions. Max 10 LOS.
Question:
Number of Free-text Question: 3 - Max 10 questions

Type in the username of the instructer whe you want to

share the item with. You may enter more than one

instructor's username by using a semi-colon to
Share To:

separate them, e.g. acmarychan; acpatrickwong.

Leave this field blank if you do not want to share the

item with anyone.

Zero Mark: m Mo marks will be given to the lowest Level of Scale

L 5

1) Type the title for this evaluation item at Item Name.

2) Specify the number of questions to be created for the rating scale and free-text from

the drop-down menus and assign the Level of Scale to be assigned .

3) Type the ITSC username of the instructor(s) to be shared with at the Share To.

Separate multiple entries with semi-colons.

4) Check the option Zero Mark if you want to set the mark as zero to the lowest level

of mastery.

5) Click Next when the setup is finished and a preview will appear at the bottom as

shown below.
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Notes: You can always edit the options of the Rubric evaluation and click Preview
Changes to apply it in the preview.

Rating Scale and Free-text

Add Rating Scale and Free-text

Item Name: * evaluationl

Number of Rating Scale Question: 1. Level of Scale (LOS): 4~ Max 25 questions. Max 10 LOS.

Number of Free-text Question: 1. Max 10 questions
Type in the username of the instructor who you want to share
the item with. You may enter mare than one instructor's

Share To: username by using a semi-colan ta separate them, e.g.
acmarychan; acpatrickwong. Leave this field blank if you do not
want to share the item with anyone.

Zero Mark: (=} No marks will be given to the lowest Level of Scale

Rating Scale and Free-text Preivew

Note: Marks for each LOS will be automatically distributed after the Scale Weight is set.

Section One: Rating Scales Scale Weight

Question 1:
Descriptor Descriptor Descriptor Descriptor
1 -
Mark: | 0.25 Mark: |05 Marl: | 0.75 Mark: | 1
Total Marks: 1

Section Two: Free-text (No weight on this section)

Question prompt:
Question 2:

Mandatory?: @ Yes | No

Instructions: (optional)

T TS ® single line of text input box:

© Multiple lines of text input box (Maximum 65535 characters)

6) Inthe Preview section, under the Section One Rating Scales:
a) Type the question text for each rating scale question.

b) Type the description for each Level of Scale (LOS) in the corresponding
Descriptor box.

c) Assign the weight to each question with the pull-down menu under Scale

Weight. The marks for each LOS will be automatically evenly distributed.
7) Under the Section Two Free-text:
a) Type the question text for each free-text question.

b) Under each question, select Yes or No to specify if each question is mandatory
or optional to answer. The default value is Yes which means that the question is
mandatory.

c) Type the guidelines or description for each question in the Instructions textbox,
if any.

d) For each question, select the type of textbox with either a single or multiple

lines at the Response Type. It depends on the expected length of the answer to
be submitted.

8) Click Save when the questions are set up.
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d) Evaluation for Commendation

1. Click on the Evaluation Tools tab, either
1) Under Commendation section, click Add Commendation; or

Evaluation Tools

PURSETTETGURICY B | Point Distribution | Rubrics | Rating Scale and Free-text | Commendation

Point Distribution

Add Point Distribution
Ttem Name InUse Creator Shared To Base Point Per Member
Recard Not Found

Add Rubric
Ttem Name InUse Creator Shared To LOM Criteria Total Marks
Record Not Found

Rating Scale and Free-text

Add Rating Scale and Free-text
Shared Rating Scale Free-text Total
To i i

Item Name njties) Cr=ator Questions Questions Marks

Record Not Found

Commendation

Add Commendation

Ttem Name In Use Creator Shared To Number of Vote Per Studen
Record Not Found

2) Click the Commendation link at the top and click Add Commendation.

+ Commendation
All Evaluation Items | Point Distribution | Rubrics | Rating Scale and Free-text |

Evaluations to show: --All - M
Search where: | ltem Name ~ contains: | | search | Page Size: ®15 O30 O 902':_}30
| Clear

2. Fill'in the following information:

Commendation

Add Cemmendation

Evaluation Name:* 1

Description:
MNumber of Vote Per Student:
Allow "No recommendation”:

Type in the username of the instructor who you want to share
[ the item with. You may enter more than one instructor's
Share To: username by using a semi-colon to separate them, e.g.

acmarychan; acpatrickwong. Leave this field blank if you do
not want to share the item with anyone.

owen | = U3

1) Type the title for this evaluation item at Evaluation Name.
2) Type the Description (if any).

Notes: This field will only be seen by the instructor for easy identification.
3) Specify the total number of votes that each student can give.

4) Check the option Allow "No recommendation" if allows students not to recommend
anyone.

5) Type the ITSC username of the instructor(s) to be shared with at the Share To.
Separate multiple entries with semi-colons.

6) Click Save when the setup is finished.
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3.2  Editing an Evaluation

1. Click on the Evaluation Tools tab, and click on the question type title on the top that holds the

evaluation required to be edited.

3.3

Evaluation Tools

EFURSETETO ENE | Point Distribution | Rubrics | Rating Scale and Free-fext | Commendation
Point Distribution

Add Point Distribution
Base Point Per Member

Item Name InUse Creator Shared To

Record Not Found

Add Rubric
Ttem Name InUse Creator Shared To LOM Criteria Total Marks

Record Not Found

Rating Scale and Free-text

Add Rating Scale and Free-text
Shared Rating Scale Free-text Total

U= Eeator To Questions Questions Marks

Item Name
Record Not Found
Add Commendation

Item Name In Use Creator Shared To Number of Vote Per Student

Record Not Found

2. Right-click on the item that requires edit and clicks Edit [Evaluation type], e.g. Edit Rubric as

shown in the example below.

«: Rubrics

All Evaluation Items | Point Distribution | [ | Rating Scale and Free-text | Commendation
Add Rubric

Evaluations to show: | -- All - v
Page size: @15 O30 O90 O270

Search where: | Item Name v | | | Search | Clear |

Testing, iPeer

EHERIE 2 v 5 6 30 Instructor 0007 A oo’
(ipinst0007) s
Testing, iPeer —02-
Rubric for assignment 2 View Rubric X 4 3 3 e Ly 25-252-2031
(ipinst0007) o
Edit Rubric
- Total Results: 2
Copy Rubric
Notes: Delete Rubric

Left-clicking on a brown link will take you to that item's display.
Right-clicking anywhere on the table will open a pop-up menu. The pop-up menu displays all available actions for this item, like 'View', 'Edit’, ‘Copy’, 'Delete’,
etc...

Notes: Only evaluation items that are not linked to any events will allow edit.

Do the updates or changes and click Save when done.

Duplicating an Evaluation
Click on the Evaluation Tools tab, and click on the question type title on the top that holds the

evaluation required to be duplicated.

Right-click on the item that requires duplicate and clicks Copy [Evaluation type], e.g. Copy
Rubric as shown in the example below.

‘ Rubrics
All Evaluation Items | Point Distribution | [T | Rating Scale and Free-text | Commendation
Add Rubric
to show: - All - v
Search where: | Item Name v | contains: [Search| [ Clear Page Size: @15 O30 O90 O270

Testing, iPeer

OBE Rubric 2 v 5 6 30 Instructor 0007 20150423
(ipinst0007)
Testing, iPeer -0~
Rubric for assignment 2 View Rubric x 4 3 3 Instructor 0007 2%_253?051
(ipinst0007) P2
Edit Rubric
—— Total Results: 2
Copy Rubric
Notes: Delete Rubric

Left-clicking on a brown link will take you to that item's display.
Right-clicking anywhere on the table will open a pop-up menu. The pop-up menu displays all available actions for this item, like 'View", 'Edit!, 'Copy', 'Delete’,
etc...

3. Type in the name for the new evaluation and update any contents if necessary, and click Save

when done.
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3.4  Deleting an Evaluation
1. Click on the Evaluation Tools tab, and click on the question type title on the top that holds the

evaluation required to be deleted.
2. Right-click on the item that requires to be deleted and clicks Delete [Evaluation type], e.g.

Delete Rubric as shown in the example below.

‘ Rubrics
All Evaluation Items | Point Distribution | (IS | Rating Scale and Free-text | Commendation
Add Rubric
Evaluations to show: - All - v
Page Size: @15 O30 O90 O270

Search where: | Item Name v | contains: | search | Clear

[ wemes [t shereto | tow [ ot Ttmmrta|Cresor | crestondue |

Testing, iPeer oa
S e 2 v 5 6 30 Instructor 0007 A eaod?
(ipinst0007) s
Testing, iPeer .y
Rubric for assignment 2 View Rubric x 4 e e st ucton0007 00
3 3 (ipinst0007) e
Edit Rubric
~ Total Results: 2
Copy Rubric
Notes: Delete Rubric

Left-clicking on a brown link will take you to that item's display.
Right-clicking anywhere on the table will open a pop-up menu. The pop-up menu displays all available actions for this item, like 'View", 'Edit', ‘Copy', 'Delete’,

etc...

4.  Managing evaluation events

After an evaluation item is created, you will need to create an evaluation event to schedule
student groups to take the evaluation.

4.1  Creating an Evaluation Event

1. After entering the course page, under Evaluation Events, click Add Event.

: IPTESTO007

IPTEST0007 - iPeer Testing Course 0007
Testing, iPeer Instructor 0007 (ipinst0007)
Instructor(s):
Testing, iPeer Instructor 0017 (ipinst0017)
4 groups
Class Size: 10 students
3 Evaluation Events

Students Evaluation Events

@ Uist Evalustion Events / Results

@ U=t Students

@ Export Evaluation Results

2. At the Add Evaluation Event page, fill the information as follow:
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DEMO 001 » Events

Add Evaluation Event

Event Title: * 1

E @& [ Source

Description:

Add Attachment

Evaluation
Format: *

Allow

You may enable/disable the student to evaluate his/her own
Self-Evaluation:

performance using this option.
Mandatory Student .
o This feature does not apply to Rating Scale and Free-text.
Set to Yes will allow the instructor to input an overall
comment for each student after reviewing other students'
rating/comments on him/her.

Allow Instructor
Comments:

1) Type the title for this event at Event Title.

2) Type the description. This description will be visible to the students. It can serve as
instruction on how to complete the evaluation. Click Add Attachment to attach a
file as supporting information if any.

3) At the Evaluation Format, specify the type of evaluation from the upper drop-down
menu. Then specify the evaluation item you created for this event from the lower
drop-down menu.

4) At the Allow Self-Evaluation, select Enable or Disable for students required to
evaluate on their own performance or not.

5) At the Mandatory Student Comments, select Yes or No for students required to
comment on each group member or not. The default value is No which means

comments are optional.

6) At the Allow Instructor Comments, select Yes or No to allow the instructor to give
overall comments to each student or not.

Event Release I = The event will show up on the student interface starting from
From: = al this date.

Due Date for =
Submission: *

[”] Allow submissions after the due date

Grade/Comment Grade and Comment will be released to students
Release Date: - automatically on this date.

Event Show Till: * p E:ta:vem will not show up on the student interface after this

Send Email [] when the evaluation event is available
Notification to [l 3 = days before due date
Students: N . .

Show Evaluators'
Names;

7) At the Event Release From, click the mini calendar icon to specify the date to release

the evaluation exercise to the students and start accepting submission.

8) At the Due Date for Submission, click the mini calendar icon to specify the last date
allow evaluation submission. Check Allow submissions after the due date if late

submission is allowed.

9) At the Grade/Comment Release Date, click the mini calendar icon to specify a date
to release grades and comments to students. Do not specify any dates if you do not
want the system to release the results automatically to students.
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10) At the Event Show Till, click the mini calendar icon to specify the date to hide the
event from student interface. The event item will no longer visible to students after

the date specified.

11) Under Send Email notification to students, check the appropriate box if you want
the system to send an email notification automatically to each student in the

following occasions:

a) when the evaluation event is available — if checked, the system will send an
email on the Event Release From date notifying each student that the

evaluation is open.

b) ? days before due date — if checked, the system will send an email notification
to each student to remind them to complete the evaluation; the remainder will

be sent as how many days as specify before the Due Date for Submission.

c¢) when grades and comments are automatically released — if checked, the
system will send an email notification to each student on the Grade/Comment
Release Date. If date is not specified in the Grade/Comment Release Date, no

email notification will be sent even when this item is checked.

12) At the Show Evaluators' Names, select Yes or No to specify if the name of each
group member will be specified next to their corresponding comment at each item.

The default value is No which means comments will be seen as anonymous mode.

13) Under Groups Assignment, select the groups requires to participate in this
evaluation event by clicking on the group to select and using the buttons Assign >>
to add the groups to the list or << Remove to remove. You can select multiple
groups by holding the CTRL key while clicking.

Avaliable Groups Participating Groups
........... UnSelected---m-mms PSS -7 17 Y W—
Group #34
Group #2 Assign >>
roups Group #12
Assignment: Group #13 SEReTe
1f you want to attach student work for
peer evaluation, you should first collect
the student work through Canvas
Evaluatin 7 Assignment tool {only 1 file per student
S HErrang Choose File | Na file chosen (I} i2 ailowac o0 o.fmlsuu.,..&fof. type
with text entry or file upload option),
export them as a zip file, then upload it
here. Size limit for the zip file is 100MB
save | (Y

14) Individual student work can be displayed in the evaluation event. Details instructions

can be found in 4.2 Importing student work from Canvas.

15) Click Save when the event is set.

Events

Show - All- ~ Event Types, and - All- ~ Self Eval, and - All - ~ Comments for

Course: IPTEST0007 ~ Page Size: @15 (30 O oo
and Search where: EventTitle - contains: 270
[ coce | emrie  Jrelovtivos] Oveonis | Reiomed? | seEust | commen]

Point Thu, Feb 28, 2013

IPTESTO0D Evaluation Eventl View Distribution 9:33 pm

Not Yet Open Disabled  Optional

Total Results: 1
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4.2  Importing student work from Canvas

You can use iPeer as a tool for peer review of assignments. Students can rate or comment on the
assignment of their groupmate. To do it, you need to first collect student assignments from Canvas
and import the submissions into an iPeer evaluation event.

a) Collecting student assignment submissions from Canvas

1. Inthe Canvas course site, create a new assignment. You can refer to Canvas Help on “How do

| create an online assignment for students?”

2. In the Canvas assignment setting, select Text Entry or File Uploads as Submission Type. As
iPeer only accepts one file to be attached for each student, please remind students to submit
only a single file if the File Upload type is selected. The other assignment settings are not

critical for iPeer, you can set them depending on your needs.

3. After all the students have submitted, at the Assignment landing page, click Download
Submissions on the side pane. The submissions will be zipped and prompt for download. Save

the zip file to your local computer.

Homework 1 o Related Items
@ SpeedGrader™

Please submit only one file to this assignment I © Download Submissions

0 out of 3 Submissions Graded

b) Importing the student submissions into iPeer

1. Atthe Edit Event page, click Browse in the Evaluation student work section of the edit screen

and pick the zip file downloaded from Canvas.

If you want to attach student work for
peer evaluation, you should first collect
the student work through Canvas

Evaluating Assignment tool (only 1 file per student

student work: frovis | REdiloedetil is allowed, i.e. online submission type
with text entry or file upload aption),
e e 2 = i, B med e

here. Size limit for the zip file is 100MB

2. Click Save to upload the student's work.

3. After the upload, there will be a link appeared under the student's name. Students can click

to view their groupmates’ work and evaluate on it.

4.3  Viewing evaluation events

1. After entering the course page, under Evaluation Events, click List Evaluation Events / Results.

IPTESTO007

IPTEST0007 - iPeer Testing Course 0007
Testing, iPeer Instructor 0007 (ipinst0007)
Testing, iPeer Instructor 0017 (ipinst0017)
Class Statistics: [ER-0-5
Class Size: 10 students
3 Evaluation Events

Students Evaluation Events

@ e @ Add Event
@ le -
@ Expo
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2. The page will show the list of available events in the course.

{Events
Add Event
Show --All-—- ~ Event Types, and - All - ~ Self Eval, and - All - -
Comments for Course: IPTESTO007 ~ 30
and Search where: EventTile v contains: 270

~ ~ i Rating Scale
IPTESTO007 Eepsiont Sok b view  and wed, Jul 31, 2013 o, Enabled Optional
Evaluation 10:58 am
Free-text
IPTESTO007 demot View  Rubric Tue, May 28 2013 pleady Closed  Disabled  Optionsl
3:45 pm
_ » PFaint Thu, Feb 28, 2013
IFTESTO007 Evaluation Eventl View D AT 5:33 pm Already Closed Disabled Optional

Total Results: 3

4.4  Editing an evaluation events

1. After entering the course page, under Evaluation Events, click on the List Evaluation Events /
Results.

2. Right-click on an evaluation event, then click Edit Event.

: Events

Add Event
Show --All-- ~ Event Types, and - All-- ~ Self Eval, and - All - -
Comments for Course: IPTEST0007 ~ Page Size: @ 15 30

and Search where: EventTile ~ contains: m m L0 e
e e e R P

Rating Scale

IFTESTO0007 e e B e and Wed, 1ul 31, 2013 Open Now Enabled Opticnal
Evaluation 10:58 am
View Results Free-text
IFTEST0007 demol EditEvent I =~ qupric UL, Z'xzfr’nzum Already Closed Disabled  Optional
Delete Event
_ ] Point Thu, Feb 28, 2013
IPTEST0007 Evaluation EVERtl View o tion trrpm Already Closed Disabled  Optional

Total Results: 3

3. Edit the settings on the page. Click Save when the editing is finished.

4.5 Deleting an evaluation event
1. After entering the course page, click on the List Evaluation Events / Results.

2. Right-click on an evaluation event and click Delete Event.

{ Events
Add Event

Show --All-- ~ Event Types, and - All-- ~ Self Eval, and --All - -
Comments for Course: [PTESTO007 ~

and Search where: EventTile ~ contains: m m

Page Size: @ 15 © 30

Rating Scale
IFTESTO0007 e e B ~ and Wed, 1ul 31, 2013 QOpen Now Enabled Optional
Evaluation - 10:58 am
View Results rees
IFTEST0007 demol EditEvent | = o i UL, r;lxz:r,nzum Already Closed Disabled  Optional
Delete Event
Point Thu, Feb 28, 2013 .
7 ; Entl  View - b o
IPTESTO007 Evaluation Even = Distribution 9:33 pm Already Closed Disabled  Optional

Total Results: 3

3. A confirmation pop-up message will be shown as follow. Click OK to confirm the deletion of
the event.
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Are you sure you want to delete this event permanently?
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5. Managing Evaluation Results

5.1 Viewing the evaluation results

1. After entering the course page, click on the List Evaluation Events / Results.

2. Click View of the evaluation event under the Result column to view the results.

: Events
Add Event
Show --All-- ~ Event Types, and - All - ~ Self Eval, and - All - -
Comments for Course: IPTESTO007 Page Size: @ 15 )30

a0 ©270
and Search where: EventTile ~ contains:
[ oot | e Lreun oot rype] buevste | evemsttis | sercuat | comment

B _ B Rating Scale
IPTESTO007 Expzinns SRz FEe and wed, Jul 31, 2013 o Enabled Optional
Evaluation 10:58 am
Free-text
Tue, May 28, 2013 . )
IPTEST0007 demol View  Rubric EE Ey Already Closed Disabled  Optional
3:45 pm
B y Point Thu, Feb 28, 2013 . )
IPTESTO007 Evaluation Event1 View Lo tion ey Already Closed Disabled  Optional

Total Results: 3

3. The page will show a complete list of all the groups that participated in the event. To view the
result of a particular group, click View under the Result column of the group.

: Evaluations

demol

Event Due: Tue, May 28, 2013 3:45 pm

Anncunce result: Unrelease ~ Student Comments ~ with No Email Notification ~ to students
Show - All- ~ Statuses, and - All - ~ Grades, and - All- + Student
Comments, and - All - ~ Instructor Comments Page Size: @15 )30

. ©eo0 D270
and Search where: Group# - contains: m m

Not Ready  Not
Group #1 X o/a 4 No Submission I Not Released Not Released
S - ot Ready Mot
Group #2 X 1/3 View 2 No Submission for Roview  Rolessed | S0me Released Not Released
P e - Not Ready  Not
Group #3 X 2/4 View 2 No Submission for Review  Roleased Some Released Net Released
Group #4 X 0/2 vizr |2 Sl e Not Released Not Released

for Review Released

Total Results: 4

4. A pop-up will appear showing the grades and comments of each student in it. The interface

will be different for different types of evaluations.
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IPTESTO001 > Evaluation Event 1 > Results

Evaluation Event Detail

: Self-
Group: Group 20 S aton: MO
Event Title:  Evaluation Event 1 Due Date: Thu, Feb 7, 2013 9:15 am
e

Base Point Per
Member:

Evaluation Results:

Members Evaluated

10

TESTING, iPeer Student TESTING, iPeer Student

Evaluator L106, F106 0001 0002
ctrambo ipstu0001 ipstu0002

20120001 20120002

L1086, F106

e - 7.00 13.00

TESTING, iPeer Student 0001

ipstu0001 11.00 - 2.00

20120001

TESTING, iPeer Student 0002

ipstu0002 .00 14.00 -

20120002

Average Score (Show afterall o 10.50 11.00

group members have score):

Grade Released Unrelease Unrelease Unrelease

[ Mark Peer Evaluations as Reviewed ]

For the Rubrics and Rating Scale, on the lower part of the screen, you can click the Summary
Detail to show the details of each student’s comments. Click on the student's name to switch
among other students.

Summary:( Basic | Detall )

These student(s) have yet to submit their evaluations:
- TESTING, iPeer Student 0006 ( ipstu0006 )
- TESTING, iPeer Student 0011 ( ipstu0011)

[ssentrame N S o i oo |

TESTING, iPeer Student 0006
ipstuooos 0.84 0.33 1.00 2.17 (72%)
20120006

TESTING, iPeer Student 0007
ipstu0007 0.33 0.67 1.00 2.00 (67%)
20120007

TESTING, iPeer Student 0008
ipstu0os. 0.33 0.67 1.00 2.00 (67%)
20120008

TESTING, iPeer Student 0011
ipstu0011 0.67 1.00 0.33 2.00 (67%)
20120011

Group Average: 0.54 0.67 0.83 2.04 (68%)

[ Mark Peer Evaluations as Reviewed ]

Evaluatee: TESTING, iPeer Student 0006 stu0006 )

Total: 2.17(72%) << Above Group Average >>

[ eeomtor | moemont | tepet | communcotons |

TESTING, iPeer

Student 0007 P°i':5: L] PDir;ts: ®00 poi,:s: e
ipstu0007 Grade: 0.67 /1 Grade: 0.33/ 1 Grade: 1.00/ 1
20120007

Comment: testl Comment: test2 Comment: test3

General Comment:

TESTING, iPeer

Student 0008 P"".‘;Sf 200 PDlr;ts-: 00 pm,:;j-: T
ipstu0008 Grade: 1.00/ 1 Grade: 0.33/ 1 Grade: 1.00/ 1
20120008

Comment: Comment: Comment:

General Comment:

Release Grades ] [ Unrelease Comments

5.2  Leaving comments to students as an instructor

1. After entering the course page, click on the List Evaluation Events / Results.

2. Click View under the Result column for the evaluation event.
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3. Click View again on the group you want to give comments to.

4. If you have allowed Instructor Comments in the evaluation event, type your comments in the
text box under Instructor Comments for each student. Depending on the Evaluation type, the

interface of the comment box will be different.

Instructor
Comments

Release Release Release Release Release

Save Instructor Comments

5. Click Save Instructor Comments when done.

© 2022 CEl, HKUST 32



iPeer User Manual for Instructors

5.3  Releasing grades and/or comments to students

1. After entering the course page, under Evaluation Events, click List Evaluation Events / Results.

2. Click View under Result at the event you want to release the grades/comments.

< Evaluations

demol

e Event D, ue, May 28, 2013 3:45 pm
Announce result:| Release - StudentComments with| No Email Notification_~J| to students I Submit e'

Student Comments

Instructor Comments
—a- 1 .|AlComments

Show Al All Grades

All Comments and Grades

and Search where: Group# ~ contains: -
["Group # 4. | Completion Ratio | Result | Number of Lata/No Submission| _ Status | Grade | Stulant Comment | Instructar Comment

- Grades, and —All- ~ Student

Comments, an§l - All -

Jap © 270

let

Group #1 X o0/a View 4 No Submission g:f{zi’d" for ot Released Mot Released Not Released
Group #2 X 1/3 View 2 No Submission Ezﬁiﬁfdv frar Not Released Some Released Not Released
Group #3 X 2,4 View 2 No Submission gziziﬂd" for  WotReleased Some Released Not Released
Group #4 X o0/2 View 2 No Submission [z [z e Mot Released Not Released Mot Released

Review

Total Results: 4

3. Atthe Announce result: section on the top, select Release at the first drop-down and pick the
item to be released from the second drop-down, e.g. All Comments and/or Grades.

4. Select Email Notification from the third drop-down if you want to send email notifications to
the students.

5. Click Submit to release the comments and grades.

6. Click OK to confirm.

Are you sure you wantto release the Grades/Comments to all the student groups who have assigned with this
evalualion event?

© 2022 CEl, HKUST 33



iPeer User Manual for Instructors

5.4  Exporting evaluation results

Exporting evaluation results allows you to view student results of the whole class in a Microsoft
Excel file. You can also use this file for archive.

a) Export the evaluation result

1. After entering the course page, under Evaluation Events, click Export Evaluation Results.

2. A prompt will pop-up for opening a .xls file. Choose Open or Save the file and launch it in
Microsoft Excel after download. Please note that it may take some time for the system to

generate this file.

(= The export file will contain all the evaluation events in the course with each event in a

= separate worksheet.
TIP!

b) Exporting the raw data of student submissions

1. After entering the course page, under Evaluation Events, click Export Raw Data of Student
Submissions.

2. A pop-up will show to prompt you for opening a .xls file. Choose Open or Save the file and
launch it in Microsoft Excel after download. Please note that it may take some time for the

system to generate this file.

5.5 Deleting student submissions and allowing resubmission

1. After entering the course page, under Evaluation Events, click on the List Evaluation Events /

Results. Click View under the Result column.

2. To delete a student submission in a particular group right-click on the group and click View

Evaluations
demol
Event Due: Tue, May 28, 2013 3:45 pm
Announce result: Unrelease ~ Student Comments ~ with No Email Notificaion = to students
Show - All- ~ Statuses, and - All - ~ Grades, and —All - ~ Student
Comments, and —All - + Instructor Comments Page Size: @15 030
. @90 ©270
and Search where: Group# ~ contains:
Group #1 X o0/a View 4 No Submission [123 Rz 2 Not Released Mot Released Not Released
Review
o £
Group #2 X 1/3 View 2 No Submission — SD‘"‘E : Some Released Not Released
View Results Release:
Group # View o Submissiol View Submission Zat
roup #3 X 274 iew 2 No Submission e Some Released Not Released
View Group
Group #4 X o/2 View 2 No Submission Edit Event Not Released Mot Released Not Released

Total Results: 4

3. Check the box(es) of the student(s) whose submissions need to be removed under the Set to

Resubmission column.
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E[peern

Submission Details
Group Details
Group Number: 2
Date Set to
Group Member Submitted Late By
TESTING, iPeer Student 0001 (ipstu0001) R, Fele 27, 20 (on time)
3:52 pm
TESTING, iPeer Student 0003 (ipstu0003) (not submitted) --- il
TESTING, iPeer Student 0005 (ipstu0005) (not submitted) - -1
Setto Resubmission

4. Click Set to Resubmission and a pop-up of confirmation will be prompted.

WARNING: Evaluation result submitted by the selected student(s) will be
completely remaoved.

Are you sure you want the selected student(s) to resubmit their evaluation?

[ ok ][ Cancel

5. Click OK to confirm. This will delete the selected student(s) submission and allow that
student(s) to resubmit.

6. Enquires

For any enquiries on iPeer, please email us at ipeer@ust.hk or call our enquiry hotline at 2358-8036
during office hours.
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