My pad workspace set up and procedures

Workspace setting

To allow student to select their own external assessors you have to allow this in settings.

e Go to the workspace
e C(Click on settings

e  HETest Module 1 ATLAS +

About Submissions Resources Community Conversations Management

Settings About Assignments Members Managers Externals Sets Feedback Turnitin Logs

e Tick the User Select Assessor tick box

User selected assessors

@Allow members to choose their own External Assessor(s)- Click here for the tip sheet on "User selected assessors”

Allow members to choose their own External Assessors to review their work, the available External Assessors are dictated by the settin

o Check the Apply restrictions on where external reviewers can be added from. Check box
e Check the Members can select only externals on this workspace check box

User selected assessors

Allow members to choose their own External Assessor(s)- Click here for the tip sheet on "User selected assessors”

d

xternal Assessors are dictated by the setting below

2

Aflow mermbers to choose their own External Assessors to review their work

A\ Externals added by a member will be given a personalised role based on the current external role permissions. They will only be able to view submissions which have been directly
shared with them. Externals added by a manager are unaffected.

Set the parameters of who can be added as an external reviewer (one option must be selected):

@ Apply restrictions on where external reviewers can be added from

(O Members can select from all externals in the organisation

(O Members can select only externals in the "College of Training" region
(@ Members can select only externals on this workspace

(& Allow members to add external reviewers by email in Pebble+

et them in Pebble+.

VMiembers can create external reviewers b

e Save the setting

H Save

External permission setting
You have to change the default permissions for external examiners to prevent them from seeing all
the student submissions.

To set the default permissions for the externals:

e Go to the workspace
e Click on the Externals button

Sensitivity: Internal



About Submissions Resources Community Conversations Management

Settings About Assignments Members Managers Externals Sets Feedback Turnitin Logs

e C(Click on the modify permission button

Management - Externals

Q Search for an external | | @ Createanexternal | | @ Create a batch of externals | | @ Add a batch of externals Remave selected =) | [ Remove barch externals N W Modify permissions

e Set the default permission as below

General

r

Permissions in this section allow users to view alf key as, 3ssats and associated feedback

| View submissions Allows viewing of all submissions (restricted to sets where applicable)

] View resources Allows viewing of resources

View conversations Allows viewing of conversations

View feedback Allows viewing of feedback comments, grades and approvals

O View all sets Allows viewing of all sets on submission and conversation pages
Assess

Permissions in this section aflow users to add comments, grades and feedback

- Ll

Add comment View and add comments to the submissions

Add feedback comment Add feedback comments to the submissions

] Add approval {level 1) Add level 1 approvals

Add approval (level 2) Add level 2 approvals

Add approval (level 3) Add level 3 approvals

L] Add capability approval Add approvals to capability elements on an Asset
Complete assessor fields Allows the completion of assessor fields
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Anomymnity

Permissions in this section alffow users to view 2 submission's author and assessor details, or to

workspace within the ATLAS environment.

View assessor details

View author details

Community and Messaging

Permissions in this section alfow users to view and s
=
| View members
[0  Message members
View managers
Message managers
[1  vView externals
[1 Message externals
O Restricted To Sets

e Then click save

H Save x Cancel

Allows viewing of assessor details in ATLAS. (To anc

Allows viewing of author details whilst checked
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Allows users to view members linked to this workspace
Allows users to send a message to selected members
Allows users to view managers linked to this workspace
Allows users to send a message to selected managers
Allows users to view externals linked to this workspace
Allows users to send a message to selected externals

Restricts permissions to the set(s) the user belongs to

Adding Externals to a work space

For students to be able to select an external assessor to their workbook the external assessors first
has to be added to the workspace as externals.

Before you add any externals to a workspace first make sure you have set the default external

permission as described above.

e Go to the workspace

e Click on the Externals button
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About Submissions Resources Community Conversations Management

Settings About Assignments Members Managers Externals Sets Feedback Turnitin Logs

e Click on create an external

Management - Externals

& Add a batch of externals Remove selected external(s) f§l Remove batch extarnalz W Modify permissions

Externals are specifically a group of people who need to assess, moderate or verify work on a workspace but who do not have a full PebblePad account.

e Fill out the form and click save

Create external examiner

) Back

This page allows you to create an external examiner.

First name

Last name

Email

Confirm email address by typing it again

4\

Notes

e The external will not get an email

Hello name of external,

An external user account has been created for you on PebblePad. This account will
allow you to access either a shared asset on PebblePad or assessment work on

ATLAS.
You will receive separate emails containing a secure link to each new share.

You might find it easier to log directly into PebblePad to view a list of all shared
assets/workspaces in one place. To do so log in here and use these credentials:

username: external@assessor.ac.uk
password: password

These details do not allow you to login to a full account, they are only to access
items that are shared with you. If available, you should select the "guest account”

option when logging in.

Sensitivity: Internal



This email has been generated by PebblePad.
e C(Click on the link in the email to access the system and set a password.

Students can now select the external but they will need the know the full email address of the
external assessor.

How students share there workbook with an external assessor.

The students need to:

e Go to their assets

e Click on the work book
e C(Click I want to top right

| want to... i

e C(Click share

| want to... i

[ copy

D Tag
& Print

e A window will popup the only option should be, With an external assessor

Sensitivity: Internal



I want to share the following asset

n Test workbook

Created by DEMOBB HE at 11:38 on 16-Jul-2019

& This asset has 1 linked item hd

| would like to share this...

With an external assessor
For external assessor

Show more share options

If this is not the only option or the option is not there then the workspace setting have not been set.
See Workspace setting above to fix this.

e The student then click on With an external assessor

Share X

I want to share the following asset

n Test workbook

Created by DEMOBB HE at 11:38 on 16-Jul-2019

& This asset has 1 linked item ~

Who am | sharing this with?

Search for your external assessor by entering their full email
address in the field below.

Type exact email address to find external ﬂ

Share expiry date (optional)

Setting an expiry date will prevent the external assessor
accessing your share after the given date.

Select date

Add a message to this share? (optional)

Add a message here for the external assessor{s) of your
share

Cancel
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The Student then enters the External assessors full email address and click on the search button.

o If the external assessor in not attached to the workspace they will not be found. See adding
externals to a workspace above to add them
e If they are found, then their names will be shown

Who am | sharing this with?

Search for your external assessor by entering their full email

address in the field below.

Type exact email address to find external E

Greg External (external)

Emnail:

The students them sets the date when you want to stop external assessor from being able to access
you workbook. This will usually be two weeks after the placement has ended.

Share expiry date (optional)

Setting an expiry date will prevent the external assessor

accessing your share after the given date.

Wed 17-Jul-2019

The external assessor will now get an email with a link to access the students work.

Note: This link is the only way to access the work and steps should be taken to make sure that the
link is not lost.

How the external examiner accesses a student’s workbook.
When a student shares a work book for assessment to the external assessor gets an email:

Hello name of external,
| am sharing the following asset with you granting external assessor permissions.

Workbook Name

The asset belongs to the following assignment: Assignment #1 on workspace: HE
Test Module 1 ATLAS
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This email has been generated by PebblePad but you can still contact me at
Student@unimail.derby.ac.uk

Kind regards,
Student Name

The Assessor then click’s on the link to the workbook and sign off work.

Note: This link is the only way to access the work and steps should be taken to make sure that the
link is not lost.

Note: If the external is assessing more than one students’ the links are very similar and do not
directly state which student it belongs to. So the links should not be mixed up.
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