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Quick-Load from Aula People:

* Loading Student Information from Aula People Export
* Managing Students Using the Manage Teams Feature

Part 1 will walk you through the Aula People Export method.
Part 2 shows you how to use the Manage Teams and Students feature after loading the file.

Manage teams
and students
between
assessments

Load students
before 15t
assessment

1. Create Class 2. Set up assessment 3. Run Assessment 4.Vliew Reports

Repeat as needed (with optional
feedback to team members)
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Steps to

Load
Students

1. Create S A Downlond the i
Student File pen Aula, and Download the Groups or Participants

(CSV) People file to your local drive.

2. Open Class

: In PeerAssessment.Com, open the Class.
in PA.Com >

On the Class page, click Import Data File. Select the
import type and data file name then Submit. You
can review the data before confirming the import.

3. Import
Students

Finally, open Manage Teams to assign students to

4. Assign teams. If needed, reassign students to teams for
Teams each assessment, and add and remove students from

the class.
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1. Create Student File (csv)

Step a. Open your class in Aula, and go to People section.

Commurdty Jour ey ;'..

Participants

Step b. Select Groups or Participants

i.  Groups -- If you have assigned students to groups in Aula, then select Groups.
This way the Quickload process will import students AND the teams in which
they are working.

ii. Participants — This will load all of the individual student information into PA.
There you can use the tool called Manage Teams to assign students to teams.

Participants

1BM

n I-T‘r.u.JF_Jz: .
Step c. Click the Download CSV icon w Do not open

This will save the file to your local drive the file.
© 2018 PeerAssessment.Com is owned and copyrighted by Robert Anson and Hot Rocks Consulting, Boise Idaho.
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2. Open Class in PA.com

| A  <()ET 5i)(1S, HARD MEASLIRES P
.. GO Efficlent and EffectiveTeam Leaming

ART 100 - 007 (TEST, SPRING 2022) MaFiSfy ASSESSMEMTE  REPORTS
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Institwtion % Tees Test

(=41} d

Course Number (ax. MATH 237)

R
a LOAD STUDENTS €%

Import Student Fle

Stusdents
Texms

ART 1 W | Add Mow Course

Course Title jes. Indescrest Inbeger|

Class Section
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Save Class Details | Mext Set up Azsessment
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3. Import Students

i.  Onthe Class page, click Import Student File.
ii. Select File Source Type “Aula Export File”, and data file,
then Import Data File.
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File Source Type

Srudents o Team Flle

Teams

Browese

Import Data File

INSTRUCTIONS FOR EACH FILE SOURCE TYPE

b Bured Soreadshoes-C5V ECommma D
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| 3. Import Students

iii. Review the data before confirming the import.

Check to make sure the data are in the
correct columns, and the emails are ok.

CONFIRM STUDENT IMPORT Back

@ Valid student email domains for this institution include: «gmail.com=>, <gmail.com=>, «yahoo.com>, <yahoo.com=, <peerassessmentCom=, <pERrassessMent.coms:=
<boize edu=, ccoventry ac.uks

Team Email First Name Last Name Schoal |d
Group 1 43243 2@ coventry.ac.uk Speedy Gonzales

Group 1 yirfg@ooventry.acuk Minnie Maouss

Group 2 fd=fdsds@coventry.ac.uk Donald Druck

Group 2 hgfhgfi@coventry.atuk Wiley Coyote

Group 3 hjgfhgfwerd@coventry.at.uk Road Runner

Group 3 E34fdefd@coventry.ac.uk Count Duckula

Confirm & Import m

Class Details Page
w LOAD STUDENTS ©

i. Students and Team amounts

Impert Student File will reflect the import.
Students & Manage Teams | Clear Students ii. Mistake? Use Clear Students to
Teams 3 start over.
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Managing Teams and Students after Loading the File

Use Manage Teams to adjust your Teams & Students

a. Assign students to teams if Teams were not in your Load File
b. Add/Edit/Remove students as enrollments change
c. Between Assessments, change the teams and team rosters

Assessments Page

DASHBOARD  (LASSES  ADMIN -
ART 100 - 001 (TEST, SPRING 2022)  CLASS WISV REPORTS
ASSESSMENTS =
@ ASSESEMEMTS Here build each assessment to run in your class. Your assessments can all be exactly the... Show More -
Aszzeszment 1 + Mew Aszeszment
ASSESSMENT STATUS: NO SCHEDULE SET 5= TEAMS FOR ASSESSMENT #1
STUDENT RESPONSES: 0/6 I I I
VCCDECNATHIT © Team: Unassigned
ACCFCSMENT S
s ASSESSMENT SCHEDULE S
Start Date o] v w v StarzB Anson
Reminder Date 1 t i " bl Team: Test Team 1 ame
Reminder Dats 2 I ] v " " Stazz1 Anson
StarrZ Anson
End Diare or] b W hl Stazz3 Anson
5= ASSESSMENT OPTIONS Team: Test Team 2 -
Manage Email Messages
Report Distribution:
® Automsaticallydiszrbue (€ 2018 PeerAssess

In this example,
Assessment 1
includes 8 students,
placed in 2 teams,
with 2 students
Unassigned.

onland Hot Rocks Consulting, Boise Idaho.
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Managing Teams and Students

Manage Teams page

MANAGE TEAMS

B TEAMS Thiz page allows you to manags the students and teams re

Assessment: ]

Displaying 1-8 of &

1. Create Teams

Click on Team Mame to
Edit/Delete Team

ated to 3 given ass

eszment. If studen... Show

2_Assign Students

Team = Student Mame = Email =

Unazzigned StazzyT Amson stazrz7ansoni@gmail.com

Inaszignec Stazzl Amson stazzdansoni@gmail.com

TestTeam 1 Stazzl Anson stazrzlanson@gmail.com

Test Team 1 Stazz? Amson starzzansoni@gmail.com
=

TestTeam 1 Stazz3 Anson starz3anson@gmail.com

Test Team 2 Stazzd Anson starzdansoni@gmail.com
=

Test Team 2 Stazzt Anson starzGanson@gmail.com

Test Team 2 Stazzt Amson starzGansoni@gmail.com

Views 35 per page

bl

To Teams

Click on Student Mame to

Add New Student
To Class

Edit/Delete Student

Download Team

Roster
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Use Manage Teams to:

a. Assign students to teams if Teams were not in your Load File

Create Teams to enter the
team names

Assessment:| 1 W

Displaying 1-8af &

Team= Student Name =
Unassigned Stazzl Anson
Unazsigned StazzZ Anzon
Unazzigned Stazz3 Anson
Unassigned Stazzd Anson
Unazsigned Stazzt Anson
Unazsigned Stazzh Anzon
Unassigned Stazz7 Anson
Unassigned Stazzl Anzon

Click on Team Mame
Edit/Delete Team

To Teams

Email =

stazzlanson@gmail.com
stazzZanson@gmail.com
stazzZanson@gmail.com
stazzdanson@gmail.com
stazzSanson@gmail.com
stazzEanson@gmail.com
stazzlanson@gmail.com

stazz&anson@gmail.com

ii.  Assign Students to select

each student’s team from
the dropdown.

iii. Save Team Assignments

ADD TEAM

Team Name

Notes

REASSIGN TEAMS

B TEANMS Thiz page allows you o manags the students and teams related to 3 given aszeszment. If studen... Show More -

Assessment:| 1w

Team Student Email
Tasl Tearn 1 | Starzl Anson stazzlanzoni@gmail.com
Tasl Tearn 1 | Starz? Anson stazzZansoni@gmail.com
Uriassigred | Starz3 Anson stazz3ansoni@email.com
Stazzd Anson stazzdanzoni@gmail.com
Stazz5 Anson stazzSanzoni@gmail.com
Tesl Tearr 1
Stazz6 Anson stazzGanzoni@gmail.com
Test Team 2 .
Stazz7 Anson stazz7ansoni@gmail.com
Uriassicned | Starzd Anson stazzBanzoni@gmail.com

Save Team Assignments | Cancel
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ii. Add New Student

Use Manage Teams to:

b. Add/Edit/Remove students as enrollments change

MANAGE TEAMS

Assessment:| 1 W

Dizplaying 1-8 of

Team =

Unazsigned
nazsigned
Test Team !
Tezt Team 1

Test Team 1

B TEANS Thiz pags allows you to manags the students and teams related o 8 given sszsszmer|

Student Name =

Stazz7 Anson

Stazzg Anson

Add New Student

To Class

Click on 5mudent Mame to
Edit/Delete Student

Email =

starz7anson@gmail.com
stazz8anson@gmail.com
stazzlanson@gmail.com
starzZanson@gmail.com

starz3anson@gmail.com

Select Student to
edit or remove
Save or Remove
from Class

STUDENT INFORMATION

Add Student to Class: Crter inlarmation i all lelds
Tow this student. Check Aclive Bax. Prasd 'Save’.

Edit Student: Click on Student Marme in the L, and
riake changes. Press. 'Save’.

Rermove Student From Class: Chick on Student Mame

irt Lhe the BEL. Press "Rermose Fram Class’ bullon, and
condirem.
Email
Slag2ansoniBgrnail.com
First Name
Slavsd
Last Mame

Student ID (optional)

11400

MNotes

m Remowve From Class

to Class
iii. Enter information.

Click on Student Nameto

iv. Save

Add New Student

To Class

Edit'Delers Studant

ADD STUDENT

Add Student to Class: Criter infarrmation in all fields
i this sludent. Check Aclive Bax, Pracs Saee’.

Edit Student: Click on Student Mame in the st and
rake changes. Press Save’,

Remove Student From Class: Ohick o Studdent Mame

irn Lhe the lisL. Pres<s "Rermowe From Class bullaan, and
conlirem.
Email
slas sRanson@grmail com
First Name
SlaezE
Last Name

Student 1D (optional)

Team [optionall

o o
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c. Between Assessments, change the teams and team rosters
1. Create Class ma 2. Setupassessment 3.Run Assessment =2 4 4. View Reports
MANAGE TEAMS Repeat as needed (with optional

B TEAMS This page allows you to manage the st

Assessmels 1 W

Digplaying 1-8 of &

Studegh Name =

Test Team Stazzl Amson
Test Team Stazz? Amson
Test Team Stazz? Anson
Test Team 2 Stazzd Anson
Test Team 2 Stazzt Anson
Test Team 2 Stazzh Anson

feedback to team members)

i)
L]
L]
L]
L]
L]
"
L]
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With short-term group assignments, you can mix
up team membership between assessments.

Or with longer team projects, you can keep
teams intact to conduct iterative assessments.

Tip for Iterative Assessments

It’s easy to create multiple iterative assessments to check-in on teams periodically during a
project. These check-ins usually involve the same questions, emails, and teams. The way PA
works is, when you create a new assessment, it copies over the questions, emails and teams
from the previous assessment.

To create iterative assessments, start by setting-up the first assessment completely—
prepare the questions, emails, and teams, plus set report distribution and special
instructions. Then click ‘+ New Assessment’ for as many more assessments as you will need-
- each is identical to the prior one. Finally, fill in the dates/times for each and you are done!
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