Accessing and Using the Rubric Manager
From the ANGEL 7.4 Instructor Reference Manual
The Rubric Manager is the area of an ANGEL course, group, or repository (hereafter collectively referred to as "course")
in which grading rubrics are created, edited, and managed. Each course in ANGEL has its own Rubric Manager, which is
located in the Manage tab, under the Data Management section.

The Rubric Manager page is where new rubrics are created and previously created rubrics are edited and managed. The
Rubric Manager page is shown in the following figure.

The elements of this page include the following:
1. Add. Click this link to create a new rubric.
2. Select All. Click this checkbox if you want to select all rubrics; for example, so that you can perform batch deletions.
Individual checkboxes in each row can also be selected.
3. Name. This column displays the name of each rubric. Click the column header to sort by name.
4. Created. This column displays the date on which each rubric was created. Click the column header to sort by date.
5. Content Items. This column displays the number of content items that are using each rubric. Clicking one of the
numbers in this column opens a dialog box with additional information about the content that is currently using a rubric,
as shown in the following figure.
You can click a content item to view it or click the Close button
to return to the Rubric Manager page.

6. Clicking the down arrow next to a rubric opens a rubric function menu with several actions you can take.

Note: Some function menu options are removed if a rubric is linked from a repository or has been used to grade at least
one submission.
● Edit. Clicking this link takes you to Step 1 of the Edit Rubric Wizard. If the rubric is in use by a content item in
your course, a warning message is displayed.

Click Continue editing this rubric if you still want to make
changes to the rubric; you will be taken to the Edit Rubric
Wizard. Click Cancel to leave the rubric as it is.

Caution: Editing a rubric that is already in use can affect what is seen by users, automatically update previously
graded submissions, or both. For these reasons, take care when making changes to rubrics that are already in use.

Note: You can make a copy of a rubric if you need to change it for use with a different content item.
● Rename. Clicking this option opens a dialog box in which you can rename your rubric.

● Copy. Clicking this option opens a dialog box in which you can give a new name to what will become a copy
of your rubric, as shown in the following figure. (By default, "Copy of" is inserted in front of the previous rubric's
name.)

● Delete. Clicking this option opens a confirmation dialog box. Clicking Ok deletes the rubric.

● Preview & Print. Clicking this option opens a preview of the rubric in a print-friendly format. Click the Print
button to choose between printing from HTML or PDF.

● Hide. Clicking this option hides the rubric, which prevents it from being displayed in various other places in
the course from which the rubric can be associated to content and question items.
7. Delete selected rubric(s). Clicking this button opens a confirmation dialog box. Clicking Ok deletes the rubric.

Creating a New Rubric
To create a new rubric, click the Add link on the Rubric Manager page. The Add Rubric dialog box is displayed.

Three options are displayed:
1.

Create new rubric. Creates a new rubric from scratch.

2.

Copy existing rubric. Opens the Copy Existing Rubric dialog box, which allows you to browse for a rubric in the other
courses, repositories, and groups to which you have access. Click open folders as needed until you find the desired
rubric, and click the rubric's name to copy the rubric.

3.

Link to existing rubric. Opens the Link to Existing Rubric dialog box, which allows you to browse for a rubric in the
repositories to which you have access. Click open folders as needed until you find the desired rubric, and click the
rubric's name to create a link to it.

Should you create a new rubric, copy an existing rubric, or link to a rubric?

● Creating a new rubric is advisable when you need to develop a rubric specifically for one of your courses for the first
time.
● Copying a rubric is useful when an existing rubric can be used as the basis for a slightly altered rubric that will be
used for a slightly different purpose. When you copy a rubric, the new rubric is based on another rubric's settings, but it
can be edited and deleted completely independently of the original.
● Linking to a rubric is a good idea when you are using a shared repository and (a) you want to benefit from any
enhancements made to the rubric, or (b) you are required to link to the rubric for centralized reporting purposes.
Caution: Linking to a rubric can result in unexpected changes to the rubric's achievement and criteria weightings,
or changes to the rubric's descriptors. (Only those who have access to modify the rubric can make these kinds of
changes.) Changing a rubric after it has been used to grade student work could affect the grades received by students
Create Rubric Wizard (Step 1 of 3)
The process of creating a rubric is broken down into three steps. The first step provides several conveniences for
speeding up the process of creating a rubric from scratch.

The elements of this page include the following:
1. Rubric Name. Enter the rubric's name.
2. Number of columns. The number of rubric columns (achievement levels). You can make changes to the number
columns in Step 2 of the Create Rubric Wizard.
3. Column Ordering. Sets the order of columns—low to high, or high to low.
4. Column Weighting. Set the weight of each column with a value from 0–100%. Weights define the lowest score
needed to attain an achievement level.
5. Column Label. If you want to use a label other than "Achievement Level" for the columns, enter it here.

6. Enter rows. There are two ways to create rows (criteria): by specifying a number of blank criteria rows or by
choosing standards and/or objectives from which to create rows.
If you chose to create rows from standards and/or objectives, click the Select Standard(s) or Select Objective(s) link
to make your selections.

a. Select Course Standards to see just the standards in your course, or select All Standards to see all standards
available within ANGEL.
b. Aligned Standards. Displays the standards that have been aligned to the rubric.
c. Browse Standards. Displays the standards that are available for alignment. Browse to select the standards
you want to align to the rubric.
d. Search Standards. Click this tab to search for standards to align to the rubric.
e. Insert standard(s) text as the criterion description. If this checkbox is selected, the text from the selected
standard(s) will be used as the default text for a criterion row. (You can change this text in Step 2 of the Create
Rubric Wizard.) If it is unchecked, the text from the standard(s) selected will not be used as the default text, but
the standard will still be aligned to the criterion row.
Note: When you select standards and/or objectives in Step 1 of the Create Rubric Wizard, one criterion row will be
created per standard/objective selected.
7. Row label. If you want to use a label other than "Criteria" for the rows, enter it here.
8. Next Step. Click this button to apply your settings and go to the next step in the Create Rubric Wizard.
Create Rubric Wizard (Step 2 of 3)
In Step 2 of the Create Rubric Wizard you can enter the rubric's cell descriptors in addition to making other changes.

The elements of this page include the following:
1. Achievement level function menu. Clicking the triangle at the top of an achievement level column opens the Modify
Column contextual menu containing several options that apply to the specified achievement level, as shown in the
following figure.

● Insert Before. Adds a new column immediately to the left of the selected column.
● Insert After. Adds a new column immediately to the right of the selected column.
● Delete. Deletes the selected column.
● Move Right/Move Left. Moves the selected column right or left one position. If the selected column is the
left- or rightmost column, only one of these two options will be displayed.
2. Achievement level cell. The achievement levels for the rubric are displayed as individual column headings. To modify
the description or weighting of an achievement level, click anywhere inside the cell. The dialog box shown in the
following figure is displayed.

a. Cell Description. Enter the description of the achievement level.
b. HTML Editor. Clicking this link changes the Cell Description area to use the HTML Editor. Note that once you
have switched to using the HTML Editor, you cannot switch back to plain text.
c. Weighting %. This textbox presents the weighting percentage that is used to define the lowest score needed
to attain the specified achievement level. Enter a whole number between 0 and 100.
Note: Rubrics are created using percentages so that they may be used with multiple assignments or shared across
courses or departments. Using percentages also allows rubrics to calculate a grade based on the point value of any
manually graded assignment or assessment question.
d. Save. Saves any changes made to the achievement level cell.
e. Save & Edit Next. Saves any changes made to the achievement level cell and opens the editing window for
the next cell to the right of the current cell.
f. Cancel. Cancels any changes made to the achievement.
3. Criterion function menu. Clicking this icon opens the Modify Row contextual menu containing several options that
apply to the selected criterion, as shown in the following figure.

● Insert Above. Adds a new row immediately above the selected row.
● Insert After. Adds a new row immediately below the selected row.
● Delete. Deletes the selected row.
● Move Up/Move Down. Moves the selected row up or down one position. If the selected row is the top or
bottom row, only one of these two options will be displayed.
4. Criterion row cell. The criteria rows for the rubric are displayed as individual row headings. To modify the description
or weighting of a criterion, click anywhere inside the cell. The window shown in the following figure is displayed.

a. Cell Description. Enter the description of the criterion.
b. HTML Editor. Clicking this link changes the Cell Description area to use the HTML Editor. Note that once you
have switched to using the HTML Editor, you cannot switch back to plain text.
c. Align Standard(s). Opens the Align Standards window.
d. Align Objective(s). Opens the Align Objectives window.
e. Criterion Weighting %. This textbox presents the weighting percentage that is used to define the weight of
the selected criterion. The number entered here must be a whole number between 0 and 100. All criteria must
total 100% before saving the rubric.
Note: Rubrics are created using percentages so that they may be used with multiple assignments or shared across
courses or departments. Using percentages also allows rubrics to calculate a grade based on the point value of any
manually graded assignment or assessment question.
f. Save. Saves any changes made to the criterion cell.
g. Save & Edit Next. Saves any changes made to the criterion cell and opens the editing window for the next
cell below the current cell.
h. Cancel. Cancels any changes made to the criterion cell.
5. Descriptor cell. At each intersection of an achievement level column and a criterion row is a descriptor cell, which is
used to describe some of the qualities that are expected of a learner in order to achieve a specific performance level for
a given criterion. The method of adding and editing the description is the same as described above for achievement
levels and criteria.
6. Previous Step. Goes back to Step 1 of the wizard.
Caution: Going back to Step 1 of the wizard results in the loss of all changes to the achievement levels, criteria, and
descriptors.
7. Next Step. Goes to Step 3 of the wizard.
8. Cancel. Cancels all changes and returns to the Rubric Manager page.

Create Rubric Wizard (Step 3 of 3)
In Step 3 of the Create Rubric Wizard, you can review the entire rubric before saving it.

The elements of this page include the following:
1. Save. Saves the rubric.
2. Previous. Returns to Step 2 of the wizard.
3. Cancel. Cancels all changes and returns to the Rubric Manager page.

Applying Grading Rubrics to Drop Boxes
Follow these steps to apply a grading rubric to a drop box:
1. Create a new drop box or edit an existing drop box by using the Settings menu.
2. Navigate to the Assignment tab of the drop box settings. The following figure is displayed (the highlighted region
illustrates the relevant rubric settings).

3. Select a rubric for the drop box by clicking the Grading Rubric drop-down list. All the rubrics in the course's Rubric
Manager are displayed. Once you've selected a rubric, you can preview it, if desired, by clicking the Preview button.
4. Uncheck Display rubric to students before submission if you do not want students to see the rubric before they
make submissions to the drop box. This option is checked by default.
5. Uncheck Display rubric scores to students after submission if you do not want students to see the rubric scores after
their drop box submission is graded. This option is checked by default.

Applying Grading Rubrics to Manually Graded Assessment Questions
Follow these steps to apply a grading rubric to a manually graded assessment question:
1. Create a new assessment or edit an existing assessment.
2. Add or edit an essay, short answer, or offline item question. On the resulting question editor page, a Grading Rubric
section is displayed.

3. Select a rubric for the drop box by clicking the Grading Rubric drop-down menu. All the rubrics in the course's Rubric
Manager are displayed. Once you've selected a rubric, you can preview it, if desired) by clicking the Preview button.
4. Uncheck Display rubric to students before submission if you do not want students to see the rubric before they
make submissions to the drop box. This option is checked by default.
5. Uncheck Display rubric scores to students after submission if you do not want students to see the rubric scores after
their drop box submission is graded. This option is checked by default.

Grading Drop Box Submissions with a Grading Rubric
After a learner submits a drop box or assessment with manually graded items, course instructors can evaluate these
submissions by using the applied grading rubric. Follow these steps to grade a drop box submission:
1. Navigate to the drop box and the Utilities > View, Grade, or Delete Submissions page.
2. Click Grade for the submission you want to grade. The Grade Submission page appears.

3. Click the Use Grading Rubric link. The rubric scores are displayed.

a. Achievement levels. Click the appropriate achievement level cell for each criterion.
b. Criteria scores. As you click achievement level cells, a running tally of criteria scores is maintained. You can
manually override the value in the score textbox to fine-tune your grading.
c. Total Points. The total number of points awarded is tallied.
d. Save. When finished, click the Save button.
Caution: After saving, the rubric scores will be stored provisionally. A submission grade is not stored to the system
until you return to the Grade Submission page and click OK. (See below.)
e. Cancel. To cancel your changes, click Cancel.
After you save rubric scores, the Grade Submission page is displayed again, reflecting the scores.

4. If you want to change the results, choose one of the following options:
● Click Edit Rubric Scores to make changes to the rubric scores applied.
● Click Clear rubric score to remove all rubric scores and activate the Grade textbox.
5. When ready, click the OK button to save the submission grade.

Grading Essay, Short Answer, and Offline Item Assessment Questions with a Grading Rubric
After a learner submits an assessment with manually graded items (essay, short answer, or offline item), course
instructors can evaluate these submissions using the grading rubric applied. Follow these steps to grade a manually
graded assessment question:
1. Navigate to the assessment and open the Utilities > View, Grade, or Delete Submissions or Grade by Question page.
The grade by question interface is shown in the following figure.

2. Click the Use Grading rubric link. The rubric scores are displayed.

a. Achievement levels. Click the appropriate achievement level cell for each criterion.

b. Criteria scores. As you click achievement level cells, a running tally of criteria scores is maintained. You can
manually override the value in the score textbox to fine-tune your grading.
c. Total Points. The total number of points awarded is tallied.
d. Save. When finished, click the Save button.
Caution: After saving, the rubric scores will be stored provisionally. A submission grade is not stored to the system
until you return to the Grade By Question page and click OK.
e. Cancel. To cancel your changes, click Cancel.
After you save rubric scores, the Grade by Question page is displayed again, reflecting the rubric scores.

3. If you want to change the results, choose one of the following options:
● Click Edit Rubric Scores to make changes to the rubric scores applied.
● Click Clear rubric score to remove all rubric scores and activate the Grade textbox.
4. When ready, click the Continue button to save the submission grades.

