All About File Exchange
What is File Exchange?
File Exchange is a way for faculty members to receive student assignments electronically in
VikingWeb. This can be a great alternative to receiving assignments via email, as they won’t get lost
in your Inbox. File Exchange is not meant to be way to collaboratively work on a document. If you ask
students to submit a rough draft and a final draft of a paper, you will need to set up two assignments
to do this.
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How to set-up a File Exchange Assignment
1. After logging in to VikingWeb, go to one of your courses

2. Click on the
Coursework link in
the left hand
navigation.
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3. Click the “Add an
Assignment” link

4. When entering a new File Exchange assignment, you will have to:
 Name: You will need to enter a Name for the assignment. (Required field)
 Format: You will need to change the Format from Offline to File Exchange.
 Type: Most likely, you will want to change this field to Paper. You can also create an
assignment type by clicking on the “Add an Assignment” link if none of the default options
suits your needs.
 Required: You can choose from Required, Extra Credit, or Optional
 Grade Method: You can choose from Graded or Credit/No Credit. You will see Not Graded
as a choice, but that option is only available for Offline Assignments. NOTE: If you select,
Credit/No Credit you will not have to complete the Out of __ Points field.
 Description & Instructions: You may enter a description and instructions for the assignment
if you would like.
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5. You will then need to complete a few more fields:
These options give you more flexibility with the start date, due date, and grade availability.
 Start: This option allows you to immediately activate the assignment, enter a date for assignment to
be active, or allows you to enter the date later. NOTE: Students cannot submit files to you before the
activation date.
 Due: This field is mandatory. You can also allow students to submit late assignments, and determine
how much to penalize late assignments.
 Show Grade: There are two options for this area- “As soon as grade is available, and due date has
passed” or “As soon as grade is available.” NOTE: If you select “As soon as grade is available” the
student can see any files that you have uploaded to them before the due date has passed.
 Relevant Files: You can upload any files that are pertinent to the assignment.

6. Click Save.

How to grade a File Exchange Assignment
Now that the assignment is set-up, it will appear in your Coursework list:
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1. Click on the Assignment Name.

On the Assignment Information page you can see:


The number of assignments that have been submitted for grading and the number of students who
have not completed the assignment.



You can also download all of the submitted assignments at one time. The file will download as a .zip
file. Contact CIT for assitance in getting a program to access .zip files.



You will also see a list of students of students in the class and their status on the assignment. You will
either see Incomplete or a time stamp of the when the assignment was uploaded.

If you click on a student’s name:
There are four important areas on this page:
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1) Workflow: this porlet allows you to see the details of the workflow on the assignment.

2) Results: This is where you enter the grade for the assignment, enter brief feedback, and upload files to be
sent back to the student.

3) Files Submitted by: Click on the File Name to open the submitted file. You can save the document with
comments and upload it to the student.
You can also download all the students’ assignments from this section.
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4) Reopen Assignment: You may reopen the assignment if necessary. If the original due date has passed, you
need to designate a new due date or the assignment will automatically close again.
NOTE: Once you enter a grade, feedback, or upload a file, you may not reopen the assignment.

After submitting a grade, some feedback, and/or a file you may edit these entries by clicking the Re-enter
grade/feedback link.

If during the initail set-up, if you selected Credit/No Credit as the grading method you will have drop down
menu from which to select the grade.

What happens if a student doesn’t submit a file on time
If a student does not submit a file, VikingWeb automatically closes the assignment and puts the time
stamp of the due date and time on the assignment in the Date Finalized column. VikingWeb also
automatically gives the student a grade of 0 for the assignment.
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What happens if a student doesn’t finalize the assignment
If a student submits a file, but does not click the Mark as Final button the assignment the assignment will show
as incomplete.
If you look at the Student Results table, you will see an exclamation mark next to the student who submitted a
file, but did not click the Mark as Final button. You will also see the time stamp of when the student submitted
the file. Also, VikingWeb will not automatically grade the assignment.

When you click on the student’s name you will see a screen similar to the one below:

The workflow section will show that the assignment as automatically submitted. You can download the file in
the File section.
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How to grant an extension on an assignment
Extensions: You may also grant to student an extension.
The student cannot have submitted a paper or marked the assignment as final. To grant an extension, click on
the student’s name in the Assignment Info page. An Extension portlet will be on the page.

What the student sees:
You can use the student emulation feature in VikingWeb to see what the student sees on your assignment.
Before submitting a file a student sees a screen similar to the one below:

The student uses the Browse button to find the file to submit then clicks the Upload button. At that point the
Mark as Final button become clickable.
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After uploading a file, the Mark as Final button is clickable and a student can see the file he/she uploaded. The
student must click the Mark as Final button to finalize the assignment.

Contact Jerry Trammell – jtrammell@berry.edu – x2680 – 706-290-2680
with questions or comments.
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