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Instructions from the internal examiner

This document aims to guide an external examiner through the technical use of the Blackboard Ultra system,
known as clickUP Ultra at the University of Pretoria.

The table below indicates which steps in this document will apply to you. If you are unsure about the process,
please get in touch with the internal examiner.

Internal examiner

choice (Tick all that Processes to follow

apply)

SAMPLE SELECTION
O Use the pre-selected sample of examination submissions
O Choose your selection of examination submissions

ALLOCATING MARKS & FEEDBACK

O Add marks & feedback in an Excel spreadsheet

O Use the separate rubric created for external examiners to add marks & feedback

Special instructions from internal examiner:

Click or tap here to enter text.
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1. Access

You must provide the internal examiner with the following information to arrange access to the University of
Pretoria’s Learning Management system, known as clickUP.

e |nitials:

e Name:

e Surname:

e |D number:

e Copy of your ID:
e Email address:

Once you received your UP username, you will need:

1. Access to the Internet (there is free access on campus in the computer labs and library).

2. AnInternet Browser: e.g. Chrome G\/ or Firefox (latest e‘l / versions).

Do NOT | Expl .  a
o NOT use Internet Explorer \) e

2. Create your password

1. Open your browser (Chrome or Firefox)
In the address bar, type the URL for the University of Pretoria’s home page:
http://www.up.ac.za

3. Click on My UP Login

@ MyUPLogin A-ZIndex »

+
i puvessITET WA preroRia
YUNSESITHI YA PRETORIA

4. On the Login page that displays, click on the New user link.

&

UNIVERSITEIT VAN PRETORIA
UNIVERSITY OF PRETORIA

YUNIBESITHI YA PRETORIA
A 4

WELCOME

0 Up here to view y

5. Use the Username supplied by the University of Pretoria. It will contain 8 numbers. To use it as the
username, add a lowercase u in front of the 8 digits, e.g. u12345678.
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The system will guide you through the steps for creating security questions and to set up your
password.

Read the steps and information (on passwords and browsers) carefully.

After you create your own password through the ‘new user’ link, you will use your password for future
logins. If you forgot your password, use the ‘Lost (forgotten) password’ link to create a new one.

Do not share your password with anyone, or they will be able to access your account!
Remember that the system is case sensitive. You must make sure that you use upper
and lower case correctly when typing your username and password. For example,
U12345678 will not work.

3. Loginto clickUP

2.

Open your browser (Firefox or Chrome).
In the address bar, type the URL for clickUP: https://clickup.up.ac.za/

Login to clickUP
Username

Password

Sign In

Sign in with third-party account

Login using your UP Portal username and password (Username =u+8 digits, Password = one set up
with the process described above).

The clickUP Home Page will display a list of modules you have access to. You can access the list
again by clicking on the Courses link on the menu.

4. Access submissions (Sample Selection)

1. Copy and paste the SUBMISSIONS URL that the internal examiner sent you into the Address Bar of
your Google Chrome browser. The first half of the URL will typically contain elements similar to the
following: https://clickup.up.ac.za/ultra/courses/ 170514 1/grades?gradebookView=... Followed by
the last half of the URL.

2. You will see a list of student names and the marks for each examination next to each student’s name.
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0 IMPORTANT NOTE:

e Do NOT click on Delete under any circumstances. This will
delete the candidate’s submission from the system.

e Do NOT click on Exempt Grade under any circumstances. This
will remove the grade from the internal examiner’s
calculations.

e Do NOT clear the filters

3. Find the column in which you have to add marks, and click on the Icon of the column.
4. Select View Submissions from the drop-down menu.

Overview Gradable Items Grades Students

Filters Applied: (gxam @) Clear all filters

5 2©@ |

Students & Current Grade % Individual Assig... & Offling
20 points 100
B2 Send Reminder

@ @ View submissions e
& Post

[ Download Results

49 Students 0 items

5. A list of student submissions will appear.
Click on a student’s name to view their submission.

7. The student's attempt will open. Depending on the type of submission, a different screen will display.
Use the table below to determine which instructions to follow:

o

Elements displayed on page Instructions to follow

Go to clickUP Tests, nr. 4.1

_ Alfred Nobel was born in Stockholm in 1833, As a boy, hie moved to Russia. There he was taught at
- Bl i 16, He began warking in hi father's munitions factory when he was anly a boy. When it
18505, Nohel was eager to find uses fer it. He returned to Sweden and began working in an explos,

brother Emil, Some of the explosives there worked far weo well, and in 1884 the lab blew up, killing|

kept experimenting with explosives. In 1867, he invented dynamite. The invention brought him fame
be remembered solely as the man who invented art explosives, so Nobel used his money to endg
i gresey benefes ark e, The mast narsble of the prises fumded by the cymante fom

What are the main concepts?
0/13

(&) Alred Nobe, niropycerine, explosives, dynamite, Nobel rize for Peace

(]

Alfred Nobel, nitroplyeerine, dynamite, benefit on mankind, Emi

Incorrect:
Alfred Nobel, Sweden, dynamite, experimenting, Nobel Prize for Peace

(D) Aired Nobe, Sweden, 1854, nitroglycering, dynarmite

(E) Alired Nobe, 1833, dymarmite, explosives, Nobel Frize for Peace
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t: Unlocking
tudents

ional assessment practices.
ce the leaming experience,
g post delves into the
aching and leaming at the

-

E  oOverall Feedback

T o [T |5 @ @~

B Audio/Video Recording

Enter your feedback

(@ Al Writing tools

b

Cancel Save

Go to clickUP Assighments, nr 4.2

Go to Turnitin assignment, nr 4.3

l: Assessment 1

nalytics

All Students ~  Submit an behalf of student

Title Submission ID Uploaded Viewed
2605048288 March 5, 2025 d
2605943354 March 5, 2025

2605045355 March 4, 2025 ©

Grade  Similarity © Al Writing
67 [ T 2%

66 @ 15% 0%

64 @ 03

4.1.clickUP Tests

Take note that students may have had multiple attempts; please confirm with the lecturer which attempt

needs to be moderated.

Click on Save and Exit.

R o

Repeat the process for each candidate.

Scroll through the test to view questions and answers given.
Do not make changes to questions or change marks on the student’s test itself, unless so instructed.
Provide marks and feedback as described at point 5 Provide marks and feedback below.

Special instructions from internal examiner:

Click or tap here to enter text.
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4.2. clickUP Assignments

1. To view the examination instructions, click on the Instructions tab at the top above the student

submission.
2. To view the student's attempt, click on the Name of the exam in the tab at the top.

SUBMITTED 19/04/2023, 10:59

RECEIPT: AQ AGBAZC SOSFIABEIDA4

PZ (Philemon) Adaptable

Instructions ~ Assignment 1
Students
ED v 2
Grading Status
All Gradine Statuses -1 =]

When the attempt opens, you will see a list of students on the left, the submission of the student you
selected in the middle of the screen, and the grading panel on the right. The student assignment
itself will display with marks and feedback from the internal examiner on the actual text/written
work of the student.

SUBMITTED 1

A (Alastair) Courteous

< ry_Experimental Evidence on the Productivity Effects of Generative Artificial Intell. > [
Students o
-Grading Status _
All Grading Statuses -l 3 [ Overall Feedback
=
' BTT (Bernando) Connector 79.25% a s
Article Summary: Experimental Evidence on Excellent submission. Your work demonstrates a strong
Tt H underst g of the thesis stateme: h clear
@ o conscem 575% the Produclivity Efiects of Generative i Sk Wi A AR RS
Avrtificial Intelligence discussed, While you rstanding overal
continuing to ch re complex
A (Alastair) Courteous 88.75% A recent study from MIT has revealed the significant pr an nents. structures and varied ar ould further elevate
brought about by the generative Al chatbot, ChatGPT, igfmidlevel g tasks. The G K o the pcliess vesekl
study aimed ChatGPT could %o Y - NeRUF G
equality, and By a-“_wnhmj task;
with half TTESWArETers found that the Al #  Grading Rubric A aA
GV (Goitse) Friendly 66.25% system reduced the time taken for tasks by approximately 4% and improved output quality by .
around 22%.

3. If the internal examiner used a rubric to assess the examination, use the arrow (a) or the icon (b) to
open it. (If there is no content beneath Grading Rubric, the lecturer did not use a rubric to mark the

assignment.)
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e

writing, Keep up the excellent work!

Grading Rubric

@0 show descriptions

@O Show descriptions

Focus or Thesis Statement
25% of total grade

Excellent
™

The linear view allows you
to view the exam and
rubric on one screen.
Click on Show
descriptions, use the
arrows next to each
criterion to control the
amount of text to display.
The description in black
constitutes the mark
assigned by the internal
examiner.

Nowuss

roses s Thgsis Satement
~ B P
o B
lucture
Spelling

@ -

mes the topic of 50 - 75%

25-50%

clickUP Ultra guide for External Examiners, University of Pretoria

sy

A (Alastair) Courteous

Overall Feedback v
require you to toggle between
== el Score
& Rrubric (D showfuldescripons | the student submission and the |57
rubric.
‘ Criteria Excellent m O
Facus or Thesis Statement  The thesis statement “ The th tement  gg_gse 25-s0%  Thethessstatement | o jee
25% of total grade names the topic of names the topic of does not name the
. . the essay and eutlines the main the essay. points to be discussed | topic AND does not preview what
B criters teedback points to be discussed. but does not name the topic. willbe discussed
Sequencing Arguments and Arguments and _gw | Afewofthesupport e o | Manyofthe suppot g oew
25% of tatal grade suppert are provided support are provided details or arguments details or arguments
In a logical order thatmakes Reasy i a fairly logical order that makes ¢ | are not in an expected or logica are ot In an expecied or logica
and interesting t follow the bly easy to follow the order, distracting the reader and | arder, distracting the reader and
authorVs train of thought. authary's train of thought making the essay seem a littie making the essay seem very

[ Critera feedback
Sentence Structure
25% of tatal grade
[ criteria feedback.
Grammar & Spelling
25% of tatal grade

@ crienia feedback

The icon will open the tabular
view of the rubric in a new
window. The choice of the
examiner will be highlighted in
grey. Click on the button in front
of “Show full descriptions” to see
the full rubric. This layout will

All sentences are
well-canstructed
with varled structure.

Author makes ne
&frors in grammar or
spefling that distract the reader
from the content.

<onfusing,

Most sentences are
well constructed, but

Mast senences are
well-constructed and
there is some varied sentence
structure in the essay.

50-75%

Author makes 1-2
ermars in grammar or
spelling that distract the reaer
from the content

Author makes 3-4
EFFars In grammar of

50-75%

from the content

there ks na arlation Is structure.

spelling that distract the reader

confusing.

Most sentences are
not well-canstructed
o varied.

25-50% 0-25%

Authr makes more g
than 4 emors in

‘Zrammar or spefling that distract
the reader from the content

-

25-50% 5%

Provide marks and feedback as described at point 5 below.
Navigate to the next student you wish to moderate by clicking on their name in the list on the left.
Repeat the process for the next student.
Close the module/browser when the moderation process is complete.

Special instructions from internal examiner:

Click or tap here to enter text.
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4.3. Turnitin assignment

1. Click on the Assignment submission link to the right of the student’s name.

2. The submission will open in a new Tab named Feedback Studio. Click on the new tab to view the
submission.

3. The screen functionalities are explained below.

#)feedback studio

K (Kenny) Artistic  Booklet Tamplate Teaching with Technalogy FINAL 22 Oct 2025 doex -- /100 < 10f1~

n s . Access comments
Open a view to move y
from the internal
between pages :
examiner

Access rubric used by

Professional Development Booklet TREFSstsmissum
E-education Foundational Microcred

Teaching with Technology (TwT and

Description

This microcredential supports lecturers in designing and delivering impactful blended
learning experiences using a Learning Management System (LMS), suc

Learn Ultra, to create a cohesive and engaging learning environment. Pa A Delection score
demonstrate their practical skills by designing a well-structured online col
that complement in-person sessions, ensuring active engagement and catering 1o diverse

student needs. This microcredential will be of most value to lecturers who are new to
blended teaching or those looking to enhance their existing digital teaching skills. Moreover,
the microcredential allows lecturers to share their recognised skills on global digital media

nlatfAarme

Page:10f5 Word Count: 965 Text-Only Report | _High Resolution (T ) @ ———8—— @

;Egm}cﬁ‘kﬂéa A

SIS

H:|

4. Provide marks and feedback as described at point 5 below.

5. Provide marks and feedback

5.1. Use Excel created for external examiners to provide marks and
feedback

a. Ifthe internal examiner requested that you add marks and/or comments to the Excel spreadsheet
they provided, type in the marks into column G (Name & total mark of exam in header row) and the
comments in column J (Feedback to Learner).

b. Complete a separate Excel sheet for EACH component (i.e. if marks were allocated in a separate

Gradebook column).

Department for Education Innovation

J_Comments |

i vrc ]

A B ¢ |up | e [oF ] K
1 Last NanFirst Nar User Stud Last . Ava External examiner [Total Pts: 100 Score] MarkinjNotes Feedback to Learner Feedback Format
2 Adaptab P (Philenustudents ### Yes 65 Extra marks for Q 13
IMPORTANT NOTE:

e DO NOT make any changes to the headings of this Excel sheet.

e Save the document with the same name you received it.
° Do NOT use Save As.
° DO NOT delete columns from the Excel sheet.

e DO NOT change the document type when saving it.

University of Pretoria
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Special instructions from internal examiner:

Click or tap here to enter text.

5.2.Use clickUP rubric created for external examiners to provide marks
and feedback

Take Note

You will have to open two tabs to see the students’ assignment/essay in one tab, and
the External examiner’s rubric in the other.

e IMPORTANT NOTE:

e DO NOT click on Post Grades anywhere.

1. On the Base navigation, right-click on COURSES, and select Open link in new tab

Open link in new tab

Open link in new window

Open link in incognito window

Save link as...

Copy link address
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2. You will now have two tabs open.

v | ¥ courses x ¥ courses X +

< C M 25 clickup.up.ac.za/ultra/course

3. Open the students’ submission in the first tab:

a. Copy and paste the URL that the internal examiner sent you for the SUBMISSIONS into the
Address Bar of your Google Chrome browser. The first half of the URL will typically contain
elements similar to the following:
https://clickup.up.ac.za/ultra/courses/ 170514 _1/grades?gradebookView=... Followed by
the last half of the URL.

v | courses x [ courses x ar

< C M ® https://clickup.up.ac.za/ultra/courses/_170514_1/grades?gradebookView=

b. You will see a list of student names and the marks for each examination next to each
student’s name.
c. Follow the steps at Step 4 above to view the graded students' submissions.

4. Open the rubric with which to provide marks in the second tab:
a. Click on the other open clickUP tab.
b. Copy and paste the URL that the internal examiner sent you for MARKING into the Address
Bar of your Google Chrome browser. The first half of the URL will typically contain elements
similar to the following:
https://clickup.up.ac.za/ultra/courses/ 170514 _1/grades?gradebookView=... Followed by
the last half of the URL.

v N courses x [N courses X r

< C M ® https://clickup.up.ac.za/ultra/courses/_170514_1/grades?gradebookView=

c. You will see a list of student names and no marks where you you will add the marks and
comments onto the rubric that was provided.
Click on the icon of the external examiner column, and select View Submissions.
Click on a student’s name you have to assess (Make sure it is the same student whose
assignment is open on the other tab).

f.  On the Create Attempt panel that opens to the right, use the date and time as is.

Click on Save.

h. The marking screen will open with the rubric to the right.

0
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i.  On the right, below the word “Submission”, click on Show Descriptions to show the rubric

He]
descriptions in a list view, or click on the icon"_ to pop out the rubric into grid format.

writing. Keep up the excellent work

2 Grading Rubric The icon will open the tabular

view of the rubric in a new
window. Click on the button in
front of “Show full descriptions”
to see the full rubric. The
description will turn grey when
B crading Rubrk B Overall Feedback you assign a mark.

¥
. =
= z € e B e sresre Do

@O Show descriptions Focus or Thesis Statament

Speliing

Focus of Thesls Statement gy @

eints 10 be.

Arguments and -
support e prowided

103 logical order that makes  easy.

i ineresting to follow the.
authorts rain of thought.

e - ¥

well-constructed.

i e e

Grammar & Spefing Author makes no - &

g s ranevr e
gt et h e

SR @ cnenaesbat | (o

This is a linear view of the
rubric. Click on Show
descriptions, use the
arrows next to each
criterion to control the
amount of text to display.
The description will turn
black when you assign a
mark.

j.  Assign a grade by clicking on the description that applies to the student's work. (If a grade
range is used, you have to type in the grade you want to allocate). You can add feedback at
each criterion by clicking on the + icon next to it, or Overall feedback at the top of the rubric.

k. If you use the list view of the rubric, close the student submission and rubric by clicking on
the cross in the top left corner.

I.  If you used the grid view, click on Save, then click on Close at the bottom of the rubric. Close
the student view by clicking on the cross in the top left corner.

m. Move to the next student you have to evaluate on both tabs and repeat the steps above.

n. KEEP THE COLUMN HIDDEN FROM STUDENTS.

On Gradable Items page

x>l Moderation With Rubric
/=] 0 of 41 submitted

On Grades Page

ra pracuce 145 2023 I

Moderation With Rubric kit o

Content and Settings  Grades

41 41 0 Grading latest
STUDENTS TO GRADE TO POST attempt
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