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There are several advantages to using the Assignment Activity in Moodle: 

1. The Assignment Activity provides an easy mechanism for students to submit their work to you, 
since they just need to click on a link in your course and upload their assignment. 

2. You can set a due date for the assignment and choose whether or not to accept late submissions. 
3. Student submissions are time-stamped, so you know when the student did ultimately submit the 

work to you. 
4. You can download completed assignments as a single compressed (Zip) file. 
5. If you like, you can grade assignments electronically (for example, by opening submitted files in 

Microsoft Word and adding notes to the submitted document), and then you can upload the 
commented version of the file back into Moodle. 

6. You can add a summary comment about the work either as part of that commented file or within 
Moodle itself.   

With earlier releases of Moodle, you would have to upload your commented version of each student’s 
assignment one student at a time.  Moodle 3.1 allows you to upload all of those commented versions at 
the same time, but it enabled that feature by changing the structure of the file that you download from the 
server.  This help sheet will explain how to download (and to access) the student work, how to save your 
commented version, and then how to upload those files back into Moodle: 

 

Downloading Submitted Assignments 

1. Go to our Moodle server at http://moodle.bucknell.edu, or use the Moodle link on the internal 
Bucknell home page at http://www.bucknell.edu/x19222.xml.   

2. Find your course in the Current Course List module on the right-hand side of the screen, and 
click on the link for that course. 

3. Find the link for the assignment that you created, and click on that link: 
 

 

 
 

 

4. Scroll down to the bottom of the page, and click on the  button. 

http://moodle.bucknell.edu/
http://www.bucknell.edu/x19222.xml
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5. At the top of the page, just under the title of the assignment, click on the downward-facing 
triangle under grading action, and click on “Download all submissions”: 

 

 
 

 
6. Moodle will download all the files as a single Zip file.  How you proceed from this point depends 

on your operating system and the browser you are using.  If you are using Firefox on a Windows 
PC, you will see a dialog box asking you what you want to do with the file.  You can choose 
“Open with Windows Explorer,” the default choice, and click on the OK button: 
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7. You will see a group of folders – one for each student who submitted an assignment.  The 
submitted document(s) for each student are within the folder bearing the student’s name.  If you 
are indeed using Windows Explorer to view the Zip file, click on the “Extract all files” button: 
 

 

 
 

 
8. Windows will ask you to select a destination folder for the unzipped files.  Click on the 

 button, and navigate to where you want to save the assignment submissions.  
Then click on the “OK” button to select that location.   

9. Click on the  button to unzip the folders. 

 

Grading the Assignments 

1. As you can see in the figure in Step 7 above, the Zip file you downloaded and extracted actually 
contains a single folder for each student, within which you can find that student’s assignment 
submission(s).  You’ll need to navigate to the folder on your hard drive to which you extracted 
the files, and you’ll need to double-click on a particular folder to view the assignment submitted 
by that student: 
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2. We will assume that the student submitted a Word document to the assignment.  You can double-
click on the file name to open the file within Word. 

3. You will most likely need to click on an  button in order to see the file and 
make changes to it.   

4. The Review tab in Word allows you to add comments to a document.  If you highlight a word or 
phrase, you can click on the “New Comment” button to type in a comment related to that 
highlighted text: 

 

 
 
 

 

5. You can continue to add comments to the student’s assignment.  After a few of those comments, 
you’ll want to save the document.  We recommend that you save the file under a new name by 
clicking on the “File” window in Word and clicking on “Save As.”  It is important that you save 
the revised document within the same student folder as the original document.  In order to 
upload all of your commented versions, Moodle will rely on this folder structure to determine 
what commented file belongs to what student.   

6. After you have saved the file under a new name, you can continue to add comments, and you can 
click File  Save to continue to save your file.   

7. When you have finished with your comments (and perhaps provided an end comment), save your 
file one final time, and close out the file. 

8. You can continue this process with the other student submissions, being careful each time to save 
the file under a new name within the folder of the student whose submission you are 
commenting on.   

 

Uploading the Commented Essays Back into Moodle 

You will need to “zip up” (compress) the folders that contain the student file submissions and your 
commented version, in order to upload those files back into Moodle.  How you do this will depend on 
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your operating system and the software on your computer.  We will demonstrate the process using 
Windows Explorer on a Windows. PC.   

1. Navigate to the folder where you originally saved the student files.  You want to be seeing the full 
list of individual student folders.   

2. Hold the “Ctrl” key down on your keyboard, and click on the folder for each of the student 
essays, until all those folders are selected: 

 

 
 

 

3. Right-click on one of the selected files, mouse over “Send to,” and click on “Compressed 
(zipped) folder”: 
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4. Windows will zip up the selected folders, and it will create a file with the same name as one of 
the folders.  You may not see the *.zip file extension and your file will have a different name, but 
it will look something like this: 

 

 
 

 
5. Once you have compressed (“zipped up”) all of the response files, you can return to your course 

and click on the link for the assignment again: 

 
 

 

6. Scroll down to the bottom of the page, and click on the  button. 
7. At the top of the page, click on the downward-facing triangle underneath “Grading action,” and 

click on “Upload multiple feedback files in a zip”:   

 

 
 

 

8. You will see the typical hashed rectangle, allowing you to upload a file to Moodle. You can click 

on the  button and then on the  button to navigate to where you 
created that *.zip file, double-click on the file name to select it, and then click on the 

 button, or you can return to the Windows Explorer window where you 
saved the *.zip file and drag it into the hashed rectangle in your browser window: 
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9. When you have successfully chosen the file (using either method), click on the 

 button.   

10. Moodle will confirm each feedback file that was uploaded.  Click on the  button to 
accept the changes.   
 

11. Moodle will list the number of users with feedback files and the number of feedback files added.  

Click on the  button to return to the summary page for submitted assignments.   
 

12. To grade a particular student’s essay, click on the  button.   
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13. Moodle will load the student’s assignment submission in a preview window, with the grading 
information on the right-hand side of the page.  You can enter a grade in the grade window and 
any summary feedback (if necessary) in the “Feedback comments” box.  If you scroll down 
further on the page, you’ll see in the “Feedback files” area the document that you uploaded with 
your comments: 

 

 
 

 

14. Once you have entered all the grade information, click on the  button to save 
the grade.  

15. Moodle will confirm that the changes have been saved.  Click on the  button 
16. Click on the right-facing triangle in the top-right corner of the screen to move on to the next 

student: 

 

 
17.  When you are done grading and saving your changes, click on the course title in the top-left 

corner of the page to return to the main page for the course: 
 

 
 

 


