GRADEMARK-QUICKMARK

This is a standard editing mark that is reused in student papers. They can be tracked through the
statistics tool in GradeMark. Comments, marks, and rubrics can be added by instructors to
student submissions. GradeMark comes with four QuickMark sets for standard editing.
Instructors and administrators have the ability to create additional QuickMark editing marks and
sets.

Add QuickMark Editing Marks
T Click on the name of the class where the comment is to be inserted.
v Click the View icon to the right of the Assignment Name (see illustration below).
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7 Click on the GradeMark icon for the paper where the comment is to be added (see illustration
below).
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A Getting Started window may display. Click the Close button to exit from this page.

A message will appear indicating that the Document Viewer is loading.

When the load is completed, the Document Viewer GradeMark window will display.

The QuickMark sidebar will appear on the right side of the window (see illustration below
left).
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1 Click on a QuickMark from the set in the sidebar.
T Drag the QuickMark to the desired location in the paper.




T Release the mouse button to place the QuickMark in the desired location.
T A blue QuickMark Box will appear in the window (see illustration above right).

Add Additional Comment to QuickMark

T Once the QuickMark has been added to the paper, move the mouse pointer over the mark.

T The comment for the mark will appear.

T At the bottom of the QuickMark click the Edit button in the right corner of the QuickMark

(see illustration below).
T An Additional Comments textbox will appear (see illustration below).

Missing "

Missing comma:

Though it may not always be grammatically
necessary, 8 comma can often help to prevent a
misreading. When a sentence apens with an
introductory element (a phrase, clause orword that is
logically related to anather phrase ar clause in the
same sentence), itis a great help to your reader to
place a comma after that introductory element. Such
phrazes will often begin with wards like "hecause,"
“while” or"although," as in the following example:
“wihile everyane was fighting, the bearwanderad
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Mizssing comma:

Though it may not always be grammatically
necessary, 8 comma can often help to prevent a
misreading. When a sentence opens with an
introductory elerment (a phrase, clause orword that is
logically related to another phrase ar clauze inthe
same sentence), it is a great help to your reader to
place a comma after that introductory elerment. Such
phrases will often hegin with words like "because,”
"while" or"although," as in the following example:
"While everyane was fighting, the hear wandered
away" As you can see, without the comma, the
sentence would he confusing.

T Input the comment.
v Click the Save button.

Create QuickMark Comments

7 Click on the Class Name for which the QuickMark is to be created.

7 Click the View link to the right of the Assignment Name.

T Click the GradeMark icon for the paper.

T A message will appear saying the Document Viewer is opening.

T Once this is completed, the GradeMark window will display.

v If the QuickMark sidebar doesn’t display click the QuickMark button (see
illustration at right).

T The QuickMark Gallery window will display with the QuickMark sidebar on the
left (see illustration on next page).

T Click the QuickMark Manager button.

T The QuickMark Manager window will display (see illustration on next page).

T Click the name of the set to which the new QuickMark is to be added.

7 Click the plus (+) sign next to the Marks column header.

v Enter a Title for the new mark.

T Enter a Description for the mark.

7 Click the Save button to save the new QuickMark into the selected set.
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Manage QuickMark Sidebar
The GradeMark, QuickMark sidebar can be used by instructors to add QuickMark
editing marks to student papers. To view the QuickMark sidebar, click the QM button
at the bottom of the sidebar (see illustration at right). QuickMark can be managed
through the QuickMark Manager.




QuickMark Set

A QuickMark comment is a standard mark that can be reused when grading student papers. It can
be tracked through the statistics tool in GradeMark. GradeMark has four standard sets that can be
used for standard editing. Instructors can create additional QuickMark sets for their own use.

Create QuickMark Set

Click on the Class Name for which the QuickMark is to be created.

Click the View link to the right of the Assignment Name.

Click the GradeMark icon for the paper.

A message will appear saying the Document Viewer is opening.

Once this is completed, the GradeMark window will display.

Click the QuickMark icon (see illustration top right). This icon appears at the
bottom of the QuickMark Sidebar.

Click the QuickMark Manager icon (see illustration bottom right). This icon appears
in the upper-right corner of the QuickMark Sidebar.

T The QuickMark Manager window will display (see illustration below).
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v Click the plus (+) sign icon to the right of the Sets column header (see illustration above).
T Enter the Name for the set (see illustration below).
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¥ Click the Save button.

Create QuickMark Set from Selection of QuickMarks

1 Click on the Class Name for which the QuickMark is to be created.
7 Click the View link to the right of the Assignment Name.

T Click the GradeMark icon for the paper.
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A message will appear saying the Document Viewer is opening.
Once this is completed, the GradeMark window will display.

Click the QuickMark icon (see illustration top right). This icon appears at the QM
bottom of the QuickMark Sidebar.

T Click the QuickMark Manager icon (see illustration bottom right). This icon appears
in the upper-right corner of the QuickMark Sidebar.
T The QuickMark Manager window will display (see illustration below).
7 Click the All link underneath the Sets column header.
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T Alist of all the QuickMark Comments will appear in the middle column of the window.
T Select Marks to include a new QuickMark set.
# Click the scroll bar on the right side of the second column to locate additional Marks.
#* Multiple QuickMarks can be selected by holding the Ctrl button on the keyboard while
selecting the Marks.
T As Marks are being selected, they will appear in the right column of the window.
T Click the Actions button (see illustration below) at the top of the third column.
(Select all) Actions
T Click the New Set button (see illustration below left).
T Enter a name for the set (see illustration below right).
¥ Click the Save button.
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Click on the Class Name for which the QuickMark is to be created.
Click the View link to the right of the Assignment Name.

Click the GradeMark icon for the paper.
A message will appear saying the Document Viewer is opening.

Once this is completed, the GradeMark window will display.

Click the QuickMark Manager button (see illustration at right).

Click the Set Name which is to be designated as an Active Set within the QuickMark

Click the Make this the active set link (see illustration below).
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7 Click the Close button.
T The name of the Active Set will appear between the QuickMark Manager button and the
QuickMark Set button (see illustration below).
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Use QuickMark Set Dropdown to Select Active Set
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Click on the Class Name for which the QuickMark is to be created.
Click the View link to the right of the Assignment Name.

Click the GradeMark icon for the paper.

A message will appear saying the Document Viewer is opening.
Once this is completed, the GradeMark window will display.

Click the QuickMark Set button (see illustration below). This button is located in the upper

left corner of the Quick Mark Sidebar.
Select the Active Set for the sidebar from the list (see illustration below).

IE

Commonly Used e Comment
aEsocisted

e Composition
Composition Marks
Format

Punctuation

« Lzage

Export QuickMark Set

R L G

b

Click on the Class Name for which the QuickMark is to be created.

Click the View link to the right of the Assignment Name.

Click the GradeMark icon for the paper.

A message will appear saying the Document Viewer is opening.

Once this is completed, the GradeMark window will display.

Click the QuickMark Manager button in the QuickMark Sidebar (see illustration at
right).

Click the name for the set that is to be exported.

Click the Import/Export button in the upper right corner of the window (see
illustration at right).

Select Export Set from the drop down list.

A prompt will appear asking if you want to save the .qms file.

Click OK to save the file to your computer.

The file will be saved to your computer.

The File Name will be the name of the QuickMark Set that was exported.
A .qms extension will be appended to the end of the name.

mport QuickMark Set

Click on the Class Name for which the QuickMark is to be created.

Click the View link to the right of the Assignment Name.

Click the GradeMark icon for the paper.

A message will appear saying the Document Viewer is opening.

Once this is completed, the GradeMark window will display.

Click the QuickMark Manager button in the QuickMark Sidebar (see illustration at
right).

Click the Import/Export button in the upper right corner of the window (see
illustration at right).

Select Import Set from the drop down list.

The Import window will display (see illustration on next page).




v Click the Browse button.

T Locate the QuickMark Set file name on your computer.

T Click the Import button.

T Click the Close button to return to the QuickMark Manager.
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Remove Marks from Paper

Marks can be removed from papers by the instructor. This can be done by

clicking on the mark in the paper and then clicking the Trash Can icon that
appears in the top right corner of the comment window (see illustration at
right).




