
Quick-Load from Moodle 
Grading Worksheet:

* Loading Student Information from Moodle Grading Worksheet Export

* Managing Students Using the Manage Teams Feature

Load students 

before 1st

assessment

Part 1 will walk you through the Moodle Grading Worksheet 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

Last updated: 1/12/2022

© 2018 PeerAssessment.Com is owned and copyrighted by Robert Anson and Hot Rocks Consulting, Boise Idaho. 



Steps to 
Load 

Students

4. Assign 
Teams

Finally, open Manage Teams to assign students to 
teams.  If needed, reassign students to teams for 
each assessment, and add and remove students from 
the class.

3. Import 
Students

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.

2. Open Class 
in PA.Com

In PeerAssessment.Com, open the Class.  

1. Create 
Student File 

(CSV)

Open Moodle, and Export the Grading Worksheet file 
to your local drive.
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Moodle Grading Worksheet Export



Step a. Open your course in Moodle, and go into the set up for the 

team assignment submission.

Moodle Grading Worksheet Export

Step b. Select View all submissions
If you have assigned students to groups for this assignment, then the Quickload process will import 

students AND the teams in which they are working. However, if the assignment does not include 

team assignments, then you can use the tool in PeerAssessment.Com called Manage Teams to 

assign students to teams.

1. Create Student File (csv)
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Step d. The CSV file will save to your local drive.

Moodle Grading Worksheet Export

1. Create Student File (csv)

Do not open 

the file.

Step c. Select Download Grading Worksheet
Under the Grading Action dropdown box, select “Download grading worksheet”.



2. Open Class in PA.com
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Moodle Grading Worksheet Export



3. Import Students

i. On the Class page, click Import Student File. 

ii. Select File Source Type “Moodle Grading Worksheet 
Export File”, and data file, then Import Data File.
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Moodle Grading Worksheet Export



Class Details Page

iii. Review the data before confirming the import.

3. Import Students

Check to make sure the data are in the 

correct columns, and the emails are ok.

i. Students and Team amounts 

will reflect the import.

ii. Mistake? Use Clear Students to 

start over.
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Moodle Grading Worksheet Export



Assessments Page

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

In this example, 

Assessment 1 

includes 8 students, 

placed in 2 teams, 

with 2 students 

Unassigned.
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Manage Teams page

Managing Teams and Students
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i. Create Teams to enter the 

team names 

ii. Assign Students to select 

each student’s team from 
the dropdown.

iii. Save Team Assignments

Use Manage Teams to:
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



Use Manage Teams to:
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

ii. Select Student to 

edit or remove

iii. Save or Remove 

from Class

ii. Add New Student 

to Class 

iii. Enter information.

iv. Save

© 2018 PeerAssessment.Com is owned and copyrighted by Robert Anson and Hot Rocks Consulting, Boise Idaho. 



Use Manage Teams to:
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

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!

Or with longer team projects, you can keep 

teams intact to conduct iterative assessments.  

With short-term group assignments, you can mix 

up team membership between assessments.
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