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Step 1: 

Click on assignment> see the right hand corner> click edit settings 

          

 

Step 2: 

Click edit settings > Feedback types > tick the offline grading worksheet > Click 
save changes 

      

Step 3: 

Click view all submissions > Grading action> download grading worksheet  
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Step 4: 

Open the downloaded csv. file and you should be able to see a list of all the 
students. Input the marks for them and add comments if needed. Save the file 

when finished. 

 

Step 5: 

Go back to the grading page and choose ‘upload grading worksheet’ from the 
drop-down menu. 

 In the uploading page, choose the csv. file you have just edited and saved, then 
click ‘upload grading worksheet’. 

 

Step 6: 

Upload the Worksheet 
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You will then be able to see that the grades can comments have been uploaded 

and the grading table now shows the student’s grades. 

 

 

 

 

 

 


