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Before Starting the Marking 

 

1. Hide the Gradebook 

 Administration                         Gradebook setup  

 

 

  



3 
 

    

 

 

2. Settings to be adjusted 

 

 In Feedback types, 

 

1. Hide the 
gradebook 

2. Save 
changes 

Go to the submission link                         Edit                              Edit Settings          

Turn on the 
annotate PDF 
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 In Notifications, 

 

 

 

• In Grade, 

 

  

Turn off the “Default setting for Notify 
students” 

Change the maximum grade 
according to the marks 
allocated to the final 
assessment 

Adjust the grade to pass 
(Minimum 25%)  
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During the Marking 

To Start Marking, 

 

 

 

  

Click on grade 

1  
2 

 
 
 
3 

4  
5 

 
6 
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1. To change the pages 

2. To add a comment on the PDF (First marker- Yellow and Second marker- 

Pink) 

3. Use stamps to mark the paper 

4. Notify students should be turned off 

5. Click on “Save changes” before moving to another page  

6. Click on “save and show next” to view the next answer sheet 

 

 

 

 

 

 

 

 

 

To Delete the 
stamp, 
Click on the 
stamp and 
delete 

Click on the curser 
after placing the 
stamp 
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First Marking – Comments in Yellow Colour 

Second Marking- Comments in Pink Colour 

 

  

Write the total marks obtained in the 
feedback comments 
Insert 1st marker’s mark and 2nd 
marker’s marks 
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After Marking 

 

Go to gradebook setup                        View                        Grader report                  

Export                       Excel spreadsheet       

 

In the Export format options, 

Tick both “real” and “Percentage”                       Click “download” 

 

General Guidelines 

 

 Both first and second examiners should download this report separately, just after 

the marking of all online assessments. 

 Once the first marker downloads the excel sheet he/she should inform the 2nd 

examiner. Therefore, the second examiner should start marking only after the 

confirmation received from the first examiner. 

 First and second examiners can use the CAL grade report to enter marks to mark 

sheets and the faculty results system. 

 Examiners should consider minimum pass marks when finalising continuous 

assessments and final online assessment marks. (Continuous assessments - 

minimum 25%, Final Online Assessment - minimum 25%) 

 Both first and second examiners should display final marks on the front page of 

the answer script as comments. 

 Examiners should send CAL grade reports to the HoD (Excel sheet should save as 

pdf), after finishing their marking process. 

 Second examiner or any other lecturer assigned by the HoD should download all 

the annotated final pdf assessments of each course unit and handover to the 

department. 
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After completing the Second Marking 

 

Lock the Gradebook 

Administration                       Gradebook setup                      Edit Settings 

 

 

 

  

 

1. Turn on “Locked” to lock the 
gradebook after completing the final 
marking by the 2nd examiner. 

2. Save 
changes 


