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1. Getting Started With Your Populi 

Courses 

1.1 Introduction To Populi Courses 

Populi lets you conduct your courses any number of ways: 

 Since Populi is web-based, it's naturally suited to conducting online courses. You can 

handle everything from disseminating course info (schedule, reading list, deadlines, 

etc.) to administrating lessons, tests, and discussions completely online. Integrations 

with Zoom and BigBlueButton even let you use those services to conduct live video 

meetings from within Populi. 

 If you're teaching an on-campus course, any number of setups are possible. Some 

professors simply use Populi to enter final course grades. Others offload repetitive 

grading items (quizzes and the like) to the online testing features. Yet others focus 

class time on lectures and discussion and leave all the testing and assignment 

submission to Populi. 

 Mixed courses—those with on-campus and online students—use Populi to make sure 

both groups of students have access to all the same materials and so enable them to 

keep pace with each other. 

Whatever your setup, Populi courses keep a complete record of everything entered—who was on 

the roster, who scored well on your tests, what grades your students earned—and plugs the relevant 

data into your students' permanent academic records. 

The lifecycle of a course 

Here are the steps your school follows in running a course: 

1. The registrar sets up the course 



 

When the registrar sets up the course, she's adding an "instance" of a catalog course to an 

academic term and filling in certain administrative details. You can see these details on the Course > 

Info view; some are inherited from the catalog course while others are specific to that course 

instance. These include things like meeting times, hours/credits, how the course counts towards 

GPA and degree requirements, and so on. 

2. You're added as faculty or teaching assistant 

 

After the registrar lists you as faculty or teaching assistant, you are given free reign over the 

course—save for the aforementioned administrative details. You can get to your courses a few ways: 



 Via the Courses panel or Alerts found on your Home page. 

 Use the course list shown on your Profile > Faculty view or the My Courses view. 

 Click the links provided in the email notifications Populi sends you to alert you to 

various course events. 

3. You begin adding content 

 

Once you're listed as faculty (and providing you've been granted user access), you can jump right in 

and start adding content, assignments, files, and other details to your course(s). Sometimes you'll 

see content already present in the course. These items may have been cloned from a previous term 

or otherwise added by another user; you're free to modify any of these items. 

You're free to do as you please, but we suggest adding content in the following order: 

1. First, review the course's Settings and add materials in the Syllabus view. 

2. Next, start adding Assignments(and Assignment Groups). 

3. Then move on to Lessons and Tests(tests are created as Assignments, but are 

designed in the Tests view). 

You can add or modify course content at any time during your run of the course (up to the point at 

which you finalize the course). 

4. Students enroll 

https://support.populiweb.com/hc/en-us/articles/223792007
https://support.populiweb.com/hc/en-us/articles/223792047
https://support.populiweb.com/hc/en-us/articles/223798447
https://support.populiweb.com/hc/en-us/articles/360039708514
https://support.populiweb.com/hc/en-us/articles/223797467
https://support.populiweb.com/hc/en-us/articles/223797487
https://support.populiweb.com/hc/en-us/articles/223799847


 

When students start enrolling in the course, you'll see that activity reflected on the Roster. Roster 

activity may continue throughout the term as students enroll late, withdraw, change to auditor, and 

so on. While there are settings that can change how these things work, for the most part, enrollment 

activity is managed by the Registrar. 

5. The course begins 

 

Once the course commences, the students can submit assignments, interact with lessons and 

discussions, take online tests, and pipe in on chat and the bulletin board. Meanwhile, you'll grade 

tests and assignments, mark attendance, communicate with your students, and modify course 

content as needed. You can also monitor student progress and other course statistics on student 

course summaries and the Performance Dashboard. 

https://support.populiweb.com/hc/en-us/articles/223797587
https://support.populiweb.com/hc/en-us/articles/223797407
https://support.populiweb.com/hc/en-us/articles/223797407
https://support.populiweb.com/hc/en-us/articles/223797527
https://support.populiweb.com/hc/en-us/articles/223797727
https://support.populiweb.com/hc/en-us/articles/223797727
https://support.populiweb.com/hc/en-us/articles/360047491033


6. The course ends 

 

At the end of the Term, you'll review student grades and attendance and then finalize the course. 

Finalizing submits the grades and comments to the registrar, and commits the course's relevant 

academic records to each student's grade reports, transcripts, GPA's, degree audits, and so on. 

After a course is finalized, it is closed to modification to both you and your students. The Registrar 

can temporarily unfinalize the course if necessary; you can also go back to the course roster and fill 

in grades for incomplete students. 

Course navigation 

Here's an overview of the different parts of a Populi course: 

 Dashboard shows the course schedule, links to discussions, and includes a bulletin 

board that's open to you and all your students. 

https://support.populiweb.com/hc/en-us/articles/223797447
https://support.populiweb.com/hc/en-us/articles/223797387#finalize


 Syllabus presents the information students need to understand how the course will be 

conducted and graded. It includes things like the description, reading list, and so on, 

as well as a place for you to compose a syllabus or upload/embed a syllabus file. 

 In Assignments, you create and manage assignments and assignment groups. This is 

also where you take the first step in creating online tests. 

 Lessons lets you create online lessons, which in turn can be connected to particular 

assignments, tests, and discussions. 

 Discussions lists all of your discussions, which can be course-wide or connected to 

particular lessons, as well as graded or not-graded. 

 Conferences let you share live video, discussion, presentations, files, and more with 

your students in real-time. Populi integrates with two services (both of which require 

your school have an account set up with them): Zoom and BigBlueButton. 

 In Tests, you design, review, and grade your online tests. Tests are initially created in 

Assignments. 

 The course Calendar shows every course event, including due dates, test and lesson 

availability, holidays, etc. 

 The Roster gives you the basic details about your course's enrollment situation. 

Student names also link to their student course summary pages, which give you 

details about student performance and attendance. 

 The Gradebook links to individual assignments, gives you grading tools, takes you to 

the final grade/attendance page, and lets you manage finalization. 

 Wanna guess what you can do in Attendance? 

 Reporting features the Performance Dashboard, which displays student performance 

statistics from various perspectives, and the Change Log, which records every course 

event, small or great. 

 Settings contains information inherited from the course catalog (credits/hours, how 

grades affect GPA, among many others). It lets you manage rubrics and LTI tools as 

https://support.populiweb.com/hc/en-us/articles/360039708514
https://support.populiweb.com/hc/en-us/articles/223797467
https://support.populiweb.com/hc/en-us/articles/223797487
https://support.populiweb.com/hc/en-us/articles/223797507
https://support.populiweb.com/hc/en-us/articles/360002285254
https://support.populiweb.com/hc/en-us/articles/223799847
https://support.populiweb.com/hc/en-us/articles/223797547#calendar
https://support.populiweb.com/hc/en-us/articles/223797587
https://support.populiweb.com/hc/en-us/articles/223797727
https://support.populiweb.com/hc/en-us/articles/223797407
https://support.populiweb.com/hc/en-us/articles/223797527
https://support.populiweb.com/hc/en-us/articles/223797547#reporting
https://support.populiweb.com/hc/en-us/articles/223797387


well as clone/sync course materials, import a Common Cartridge file, and manage 

finalization. 

1.2 Step One: Review The Items On The Course Settings View 

 

The Course > Settings view has three sections: 

 Settings: Displays general catalog information and settings for your course. Most of 

these items are inherited from the course catalog and so can only be changed by the 

registrar; the items you can change are covered below. 

 Rubrics: Standard guides for evaluating and grading student assignments and other 

coursework. Read about how to set them up in this article and using them to grade 

student work in this article. 

 LTI Tools: One way to let your Populi course interact and share information with other 

learning management systems. This article goes into the details. 

To get started, find your course and click Settings in the left sidebar. You can get to your courses a 

few different ways: 

https://support.populiweb.com/hc/en-us/articles/360007294174
https://support.populiweb.com/hc/en-us/articles/360007294234
https://support.populiweb.com/hc/en-us/articles/223798167


 

 Type the course name or abbreviation in Search and click the result shown 

under Courses. 

 On your Populi Home page, look at the My Courses panel. Current Courses shows 

you courses currently in session; use the drop-down to find courses from different 

academic terms. 

 On My Profile > Faculty, you'll find a more detailed version of My Courses. Again, use 

the drop-down to select Current Courses or courses from a specific term. 

Once in Settings, you can make the following changes by clicking the field name: 

 Write or edit the course description. 

 Change the Progress and Student Access settings. 

 Clone or sync course content (see below). 

Cloning and syncing 

Use these options to add content to your course that exists in other courses you've taught. 

 Cloning copies content from past courses into your course. You can then edit any of 

the items you import using the clone feature. 

 Syncing shares content among different sections of the same course in the same term. 

https://support.populiweb.com/hc/en-us/articles/223798227
https://support.populiweb.com/hc/en-us/articles/360041880993


If your course is already synced with another course section, then you cannot use the clone feature. 

You can, however, clone first and then sync course sections. 

1.3 Step Two: Set Up Assignments 

 

Assignments are graded coursework. After creating assignments, your students can then interact 

with them in various ways (taking tests, uploading files, leaving comments, etc.), and you, in turn, 

can grade them—either directly or by using a rubric. Assignment grades are then cobbled together 

into the student's final course grade one of two ways: 

 If the course grade is based on the weight you give to different kinds of assignments, 

you'll use assignment groups to set up the weighting. For example: Tests/Quizzes = 

30%, Essays = 40%, Final Exam = 25%, Attendance = 5%. 

 If you prefer to simply average assignment grades into the final grade, you'll eschew 

assignment groups and set up assignments. 

To get started, go to your course and click the Assignments view. If you're using assignment groups, 

set those up first. Afterwards, start setting up assignments. As you add assignments, they'll 

automatically populate your gradebook. You can add and edit assignments and assignment groups 

up until the course is finalized. 

1.4 Step Three: Create Lessons And Discussions 

Lessons and discussions are optional, so feel free to skip this step! 

https://support.populiweb.com/hc/en-us/articles/223797427
https://support.populiweb.com/hc/en-us/articles/223798387


 

Lessons are collections of course materials—assignments, discussions, links, files, and "lecture" 

notes—that cover a particular section of your course curriculum. They include an HTML-capable 

content editor that lets you include text, images, and streaming audio/video. You can make your 

lessons available for the entirety of your course, or you can limit their availability to particular date 

ranges. 

 

Discussions let you conduct online conversations with your students on course-related subjects. 

 Discussions can be tied to the course or to specific lessons. 

 You can create graded discussions by linking them to an assignment. Graded 

discussions have numerous options that let Populi auto-grade students based on their 

participation. 



 Discussions can be started by faculty, teaching assistants, the registrar, and—if 

enabled on the Course > Info view—enrolled and auditing students. 

 As mentioned above, discussions can be linked to lessons; in fact, you can even 

create new discussions within the lesson itself. 

To get started, go to your course and click the Lessons view or the Discussions view. You can add 

and edit lessons and discussions up until the course is finalized. 

1.5 Step Four: Set Up Your Online Tests 

 

Online tests let you design, administrate, and grade tests and quizzes. 

1. First, you'll set up your test, specifying administrative details including availability, time 

limit, and proctoring. 

2. Next you'll design your test with headings, text blocks, and, of course, questions. 

3. After your students take the test, you'll handle grading, some of which can be done 

automatically, some must be done by you. 

4. Finally, test grades are automatically entered in the gradebook. 

To get started, go to your course and click the Tests view. You can add, edit, and grade tests up 

until the course is finalized. 

 

https://support.populiweb.com/hc/en-us/articles/223797387


1.6 Final Steps: Enter Final Grades And Finalize Your Course 

 

After your course is done (or particular students have completed it), it's time to finalize! Finalizing a 

student or a course submits the students' final grades as part of their permanent academic records. 

 You can get to the Manage Finalization screen from the Info view, the Gradebook, or 

the Final Grade screen. 

 After you finalize an incomplete student, you can come back at any time to enter 

grades for him. 

 You cannot unfinalize a course—if it must be done, you'll need to ask the registrar to 

do so for you. 

1.7 How To Find Your Courses In Populi 

Here are the various ways you can find and navigate to your courses in Populi. 

Home > Dashboard 

https://support.populiweb.com/entries/43759436/#incomplete
https://support.populiweb.com/entries/43759436/#incomplete


 

When you log in to Populi, you can find a couple different ways to get to your courses on the Home > 

Dashboard view. 

 A list of your current courses is shown in the right column. Click to course name to go 

to the Course > Dashboard view. 

 In the main column, Alerts brings new activity in your courses to your attention. Click 

the Alert to go to that course. 

My Courses 

 

The My Courses view shows you all the courses currently in session (Dashboard) and every course 

you've ever taught (All Courses). If you also have a student record at your school, you have similar 

views for those courses as well. 

My Profile > Faculty 



 

Via the Faculty view on My Profile, you can find your courses, office hours, and some basic course 

stats; you can also export a spreadsheet of your course stats or your course schedules. 

Email Notifications 

Various events in a course will trigger Populi to email you a notification. Click the link in the email to 

go to that item in your course (you may have to log in to Populi). 

 

You can opt-in to various course notifications in your personal Settings > Notifications view: 



 

1.8 Course Reporting 

 

The Course > Reporting view provides a variety of reports about your students' activity in your 

course. Here's a look at each of the reporting tools; you can also get perspectives on individual 

students using the Student Course Summary. 

Performance Dashboard 

The performance dashboard gives you a look at student performance on assignments. You can use 

the drop-downs to look at specific students and/or assignments 

Time Tracking 

https://support.populiweb.com/hc/en-us/articles/223797727


This report shows you how much time students spend on different portions of your course (and when 

they spent that time). 

 The report organizes student activity around Discussions, Lessons, Media Playback, 

Tests, and Other Course Pages(which includes things like Syllabus, individual 

assignments, etc.). 

 Use the filter to find specific students, dates, and types of course activity. 

Evaluation 

 

If your school is using course evaluations, you'll see the results of your course's evaluation as soon 

as the results are made available to you. To preserve student anonymity, you will not be able to see 

evaluation results until at least 60% of your students have submitted the evaluation. You can get 

more information about the evaluation and its availability on the Course > Settings view. 

Change Log 

The Change Log presents—in exhaustive detail—all the changes made to the course in the 

timeframe defined at the top of the screen. It includes everything from changes in specific course 

settings to student enrollment status to individual assignment grades, and so on. 

https://support.populiweb.com/hc/en-us/articles/223789627
https://support.populiweb.com/hc/en-us/articles/223797387


1.9 How To Clone Course Content From Another Course 

 

Cloning copies content from past courses into your course. This saves you the slog of having to re-

enter the same course content you added this time last year. If you want to just change a few things, 

you're free to edit any of the items you import using the clone feature. 

 Faculty users can only clone content from courses with the same abbreviation. That is, 

ENG101 can clone from other instances of ENG101, but not from MATH101. 

 Academic Admin users can clone content from any course into your course. 

 You cannot clone content if the course section is synced. 

https://support.populiweb.com/hc/en-us/articles/360041880993


 



To clone another course's content into your course... 

1. Click Clone from another course. 

2. Check the items you wish to clone. 

3. Select the specific course instance from which you wish to clone them. 

o You can select different elements from different courses (e.g. clone the 

assignments from one and the links from another). 

o If you clone the same content from different courses, Populi overwrites 

the first with the second. For example, if you clone the tests from 

ENG101 Fall 2012 and then clone the tests from ENG101 Fall 2014, the 

2014 tests will over-write those from 2012. 

o Faculty-added discussions will only clone if you also clone the lessons 

from the same course at the same time. 

o Only graded discussions will be cloned. 

4. Check to confirm your choices and Save. 

1.10 Running Your Course 

Here's a quick look at what you'll do with your Populi courses. The point of a Populi course is to 

award the student a final grade, which is the only item from the course that makes it onto the student 

transcript. In some sense, everything in a Populi course is optional save for that. So, feel free to 

make as much or as little use of any of the features mentioned here! 

Interaction with students 

Once the course commences, your students will start submitting assignments, interacting with 

lessons and discussions, taking online tests, and piping in on chat and the bulletin board. 

As their coursework rolls in, you'll... 

 Grade assignments and tests. 

 Oversee your discussions and chats. 

https://support.populiweb.com/hc/en-us/articles/223797607
https://support.populiweb.com/hc/en-us/articles/223797687
https://support.populiweb.com/hc/en-us/articles/223797507
https://support.populiweb.com/hc/en-us/articles/223797567


 Take attendance and update course events. 

 Monitor individual student performance and overall course grading stats. 

Roster 

 

The course roster lists all the students associated with the course section together with some basic 

enrollment information (credits/hours, attendance, etc.). 

 Students shows those who are registered in the course (including enrolled, auditing, 

withdrawn, and incomplete students). You can change a student's status 

from Enrolled to Incomplete(and back again). Read more about enrollment status. 

 If the course has multiple course names, Students will be further grouped by course 

name. 

 Waiting List shows those waiting to be enrolled in the course if the maximum 

enrollment number has already been met. 

Roster activity may continue throughout the term as students enroll late, withdraw, change to auditor, 

and so on; whatever the case, whenever you look at the roster, you're seeing the current status of 

everyone taking your course. 

Updating coursework 

https://support.populiweb.com/hc/en-us/articles/223797527
https://support.populiweb.com/hc/en-us/articles/223797547
https://support.populiweb.com/hc/en-us/articles/223797727
https://support.populiweb.com/hc/en-us/articles/223797547#reporting
https://support.populiweb.com/hc/en-us/articles/223797587
https://support.populiweb.com/hc/en-us/articles/223790927


You can update your course at any time before it is finalized. As you add new assignments, for 

example, the gradebook will automatically figure out how to weigh it in final grade calculations. 

Wanna spring a pop quiz on your students? Add a test in whenever you wish. Feeling merciful about 

that term paper deadline? Set the due date back a week. As long as the course is in session, you 

have unlimited latitude to reshape the course content. Of course, if you're happy with how it's 

working, then just leave things as they are... 

1.11 The Course Syllabus View 

 

The Syllabus view presents the information students need in order to understand how the course will 

be conducted and graded. 

 Everything you see on the Syllabus is visible to the course's students. 

 The Info panel includes basic information about the course that the registrar entered 

when the course was added to the term. 

 The Faculty panel gives students ways to contact you; it also shows your office 

hours(if you've entered them). 

 The Description comes from what's entered in the course's settings. 

 Assignment groups are derived from any you've set up in Assignments. 

 Syllabus displays the file or content you've entered (see below). 

Adding a syllabus file or content 

https://support.populiweb.com/hc/en-us/articles/360040398533
https://support.populiweb.com/hc/en-us/articles/360040398533
https://support.populiweb.com/hc/en-us/articles/223797387
https://support.populiweb.com/hc/en-us/articles/223797467


 

 

 

 

You can add your own syllabus file (say, a PDF or DOC) or compose one in the editor. 

1. Click add content or upload a file. 

2. If you're adding content, use the WYSIWYG editor to create your syllabus document. 

 If you Save it, it will be in Draft mode (and will not be visible to students). 

 When it's ready for prime-time, click Save and Publish. 

  You can upload a file or import one from your Populi files or your course files. 

https://support.populiweb.com/hc/en-us/articles/223791907
https://support.populiweb.com/hc/en-us/articles/360039724494


 After uploading a syllabus file, click edit to replace, download, or delete it. 

Supplies 

Course supplies are items that students might need for the course (paint and brushes for studio art, 

or a graphing calculator for a physics course...). 

 

1. Click add supplies. 

2. Enter the supply name. 

3. Click Add to list it. 

4. Is the supply required? Check the box. 

5. Click  to delete the supply from the list. 

6. Click Save to finish. 

Links 



Links open a new browser window to the websites you specify in this panel. 

1. Click add a link. 

2. Type or copy-paste the URL text, e.g. www.populi.co. 

3. Type the display title, e.g. Populi Website. 

4. Click Save to finish. 

Hover over the link to edit or delete it. 

Reading List 

The reading list contains all the course's required or recommended books. 

1. Click add a book. 

2. Enter the book's 10- or 13-digit ISBN or its title and click Search. Populi will look it up 

(on Amazon.com, unless that's disabled) and retrieve the title, author, cover, and other 

information. 

3. You can also enter the book manually. This option requires you fill in a number of 

fields yourself. 

4. Check if the book is required; otherwise it will list as optional. 

5. Click Save to list the book. 

Click a book's title to Delete it or change its status to optional or required. 

Files 



 

The files you store here might be anything of general use to the course. 

 Files added here will also appear in your course files. 

 You can also add files in several other places in your course, including lessons, 

individual assignments, tests, discussions, and so on. 

 Check out this tutorial about how to use audio and video files. 

You can also import files from other courses—pretty useful if your course "shares" large files with 

other courses. 

1. Click import files in the add a file dialog. 

https://support.populiweb.com/hc/en-us/articles/360039724494
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2. Select the course and term. 

3. When you find the course and term you're after, check off all the files you wish to 

import. 

4. Finally, click Import Selected Files. 

Once a file has been uploaded: 

 

 Click the file name to open the file viewer. 

 Depending on the file type, you'll have a few different options. Longer text documents 

and PDFS, for example, let you jump to a particular page or heading. 

 Click  on any kind of file to open the actions menu. You can... 

o Download the file to your computer. 

o Rename the file. 

o Grab the embed code so you can embed it elsewhere in your course—a 

lesson, for example. 

o Manage the visibility of the file. 

o Delete the file. 



1.12 The Course Settings View 

 

Course > Settings displays general catalog information and settings for your course. Here are the 

tasks you'll start or perform here: 

 Working with various faculty-enabled course settings. 

 Cloning and/or syncing course content. 

 Importing Common Cartridge files and LTI Links. 

 At the end of the term, finalizing your course. 

 Setting up rubrics. 

Finalize course 
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Finalizing the course submits student grades to the registrar. Generally speaking, it's the last step 

you take when running your course—when you finalize, you include your students' course grades in 

their permanent academic records. 

 You can finalize individual students or the entire course all at once. 

 You can also finalize the course in the Gradebook or on the Final Grade page. 

Read all about finalizing your course. 

Faculty-controlled settings 

Most course info is entered by the registrar or comes from the course catalog. You can modify these 

items here: Description, Sync, Student Access, Progress, and Discussions. 

Start/End dates and Student Access 

https://support.populiweb.com/hc/en-us/articles/223797407
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Start/End dates confine student activity in the course to the time between those dates. Students 

cannot interact with course materials before the start date nor after the end date. If you wish to allow 

student access outside the start/end dates, ask an admin to change the Student Access date within 

the Start/End dates field. 

Description 

You can modify the description for individual sections of the course. This does not affect the master 

description in the course catalog. You can also modify the course name for particular students in 

the course roster. The description will appear on the Syllabus view. 

Sync 

Learn how to sync multiple sections of the same course in this article. 

Published 

The Published setting determines whether or not your students can see course content. This can 

help prevent over-eager students from, for instance, buying the wrong books ahead of time after 

looking at a "work-in-progress" reading list. When a course is Published, they have full access to it. 

When it is not, they'll only be able to see the course name, description, pass/fail status, credits/hours, 

faculty, and meeting times. 

1. Click Published. 

2. Selected Yes or No. 

3. Click Save to finish. 

https://support.populiweb.com/hc/en-us/articles/223797587
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Progress 

Progress determines whether your students can view their in-progress grades. 

1. Click Progress. 

2. Check or uncheck Visible to Students. 

3. Click Save to finish. 

When course progress is not visible to students, they will not be able to see their overall course 

grade until you finalize that student or course. 

Discussions 

This setting lets you determine whether students can create new discussions. If enabled, students 

can add new discussions in both the course and individual lessons. You'll retain complete control 

over their discussions. You can delete them, close them, or even upgrade them to a graded 

discussion. 

1. Click Discussions. 

2. Can students add discussions? Select Yes or No. 

3. Click Save to finish. 

1.13 Course Files 

 



The Files view gathers together all the files you've uploaded to Syllabus, individual assignments (not 

student submissions), and lessons. 

 The main view is accessible as follows: 

o Course faculty, teaching assistants, registrars, and academic admins 

can view and add files. 

o Students can view files (if you want them to be able to add files, give 

them access to a folder—see below). 

 Check next to a file to see options to download, copy, move, or delete it. 

 Click the file to view it within the Populi file viewer. It lets you watch videos, listen to 

audio, and view images and documents. 

 In the file viewer, click  to download, rename, send, or trash the file. 

Folders 

 

Folders let you organize files (and clean up the screen's real estate if you have lots of files in your 

course). 

 Create a new folder by clicking Add folder and giving it a name. 

 Click a folder to view its files, add more to it, or manage who can access it (and how). 

Uploading and importing files 



 

You can upload or import files right from the main Files view or within any folder. You can also 

import files from your Populi Files or other courses. 

To upload files: 

1. Click Add files. 

2. Drag-and-drop the file or files you're after into the upload area. You can also search 

for files on your computer. 

3. Upload as many files at a time as you wish. 

4. When you're done, click... um, Done. 

To import files: 

1. Click Add files. 

2. In the dialog, click import files. 

3. Choose the area from which you'd like to import files. My Files refers to your 

Populi Files; you can also choose any course for which you are faculty. 

4. Check the files you wish to import. 

5. When you're done, click... um, Done. 

https://support.populiweb.com/hc/en-us/articles/223791907
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1.14 Adding Office Hours To Your Faculty Profile 

 

Here's how to add office hours so your students know when and where to get ahold of you. Your 

office hours appear on the Syllabus view of any course you're teaching. 

1. Go to My Profile > Faculty. 

2. In the right column, click Add office hours. 

3. Check the days you'll be available and enter start/end times. 

4. Enter the date as of which you'll be available for these hours. 

5. Type the location—this could be anything from an office in the admin building to the 

off-campus coffee shop where you do your best work. 

6. If these hours are specific to a campus, choose the campus. Otherwise, leave that 

field blank. 

7. When you're done, click Save. 

After you save these office hours: 

 You can add another set of office hours by repeating the above steps. 

 Edit office hours by clicking . 

2. Assignments 

https://support.populiweb.com/hc/en-us/articles/360039708514


2.1 Duplicating Assignments 

In this article, you'll learn how to duplicate assignments. Duplicating assignments lets you create one 

or more copies of an existing assignment, saving you time when creating multiple versions of a 

common assignment—for example, a grade-only assignment that marks whether a student 

completed the weekly readings for the course. 

Duplicating assignments 

 

You can duplicate any assignment you have already created. 

1. In the Course > Assignments view, click Add assignments and select Duplicate an 

assignment. 

2. Choose which assignment you'd like to duplicate. 

3. Enter the number of duplicates you'd like to make. 

4. Enter an optional name for the new assignment(s). 

o If you don't enter a name, the new assignment will bear the name of the 

original with (1) appended. 

o If you create multiples of an assignment, it will append a sequential 

number to the end of each assignment ((2), (3), (4), etc. 

o You can enter {number:start=1} anywhere in the new assignment 

name to insert a sequential number. Enter the number you'd like the 

counter to begin at—to start at 2, for example, 

enter {number:start=2}. If duplicating, say, Week 1 Reading, you'd 

enter Week {number:start=2} Reading. 

5. When you're done, click Save. 

https://support.populiweb.com/hc/en-us/articles/114094187754


After duplicating assignments: 

 All aspects of the assignment will be copied to the new assignment(s)—due dates 

(see below), rubrics, descriptions, various settings like published Yes/No, availability 

dates, and so on. Assignment content will not be copied. 

 Any of these assignments can, in turn, be duplicated themselves. 

 Duplicated tests will be in Draft mode; questions will not have been copied over. 

 You can edit assignment details on the assignment's page. If you've made a bunch of 

duplicates, use the Edit groups and assignments feature on the main Assignments 

view—which'll be especially handy for updating due dates... 

 

 

2.2 Introduction To Assignments And Assignment Groups 

Assignments are graded coursework. After creating assignments, your students can then interact 

with them in various ways (taking tests, uploading files, leaving comments, etc.), and you, in turn, 

can grade them. As you grade assignments, Populi automatically calculates your students' final 

course grades based on how you've weighted the assignments. 

Assignments and assignment groups 

Assignment groups are broad categories of assignments. For example: 

 Readings 



 Papers 

 Lab Work 

Assignments are particular items of graded course work. For example: 

 Read chapters 1-8 of The Elements of Style 

 1,000-word essay on Wendell Berry 

 Dissect drosophilia melanogaster 

The distinction between assignment groups and assignments gives you two options for how you 

grade your course. 

 If you base your course grade on the weight you give to types of assignments—i.e., 

Readings = 25%, Papers = 50%, Lab Work = 25%—then use assignment groups. 

 If you base your course grade on an average of all assignments without respect to 

their type, then skip assignment groups and just use assignments. 

Read about grade weighting to learn more about how Populi calculates the course grade from the 

grades you give students on their assignments. 

Assignment types 

https://support.populiweb.com/hc/en-us/articles/223797427


 

Each assignment type lets you and the student comment back and forth (and even attach files to the 

comments). 

 Grade-only: Just give the student a grade. It's good for things like readings and other 

simple assignments that don't require a lot of interaction. 

 File:Requires the student to submit a file to you for evaluation; good for essays, 

papers, etc. that benefit from feedback, revisions, and other interaction. 

 Test: Creates a corresponding online test. 

 Attendance: Calculates an assignment grade based on the student's attendance of 

course meeting times. 

 Discussion: Creates a corresponding discussion. 

 Essay: These provide students with a WYSIWYG editor that they can use to compose 

and format an essay-length composition right in Populi. 

 Peer Review: Peer-review files and essays let other students in the course section 

view, comment on, and even grade the student's work. Read more about peer-review 

assignments. 

2.3 Creating New Assignments 

This article covers how to add assignment groups and assignments to your course. 

https://support.populiweb.com/hc/en-us/articles/223797647
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 As you add assignments, they will populate your gradebook. 

 Read about grade weighting to determine whether or how you wish to use assignment 

groups to structure your assignments. 

 If you're working with cross-listed courses, have a look at this article to see what you 

need to keep in mind when adding assignments. 

 This article describes how to duplicate assignments. 

Adding an assignment group 

 

1. Click add assignment group. 

2. Give the group a name (“Quizzes”, “Tests,” “Labwork,” etc.). 

3. Enter the weight—this is a percentage of the final grade that assignments in this group 

will contribute to the final grade. So if quizzes are worth 25% of the final course grade, 

enter 25 here. 

o When you start, the Other assignment group carries 100% of your grade 

weight. As you create your own assignment groups, that will be 

allocated to your groups. You can distribute the full 100% throughout 

your own assignment groups or leave a remainder in Other to cover 

miscellaneous assignments or grading factors. 

o If you use all 100%, Other will disappear. 

https://support.populiweb.com/hc/en-us/articles/223797407
https://support.populiweb.com/hc/en-us/articles/223797427
https://support.populiweb.com/hc/en-us/articles/115000361194
https://support.populiweb.com/hc/en-us/articles/1260802891869


o The weight assigned to extra credit assignment groups (see below) is 

not counted towards the 100%. 

4. Check if every assignment in this group should be extra credit. 

5. If you wish to drop the lowest-graded assignments from a student's final grade 

calculation, enter the number of assignments to drop. So, if there are ten quizzes and 

you elect to drop two, the grade will be calculated from a student's eight highest-

grades quizzes. 

6. Click Save to finish. 

Assignments 



 

1. Give the assignment a name and description. 

2. Enter a number of points—whatever number you like (no decimals, though!). 

Percentage grades will be calculated from how many points the student earns on an 



assignment; that percentage, in turn, is fed into the final grade calculation (for 

published assignments). 

3. Check if this is an extra credit assignment. 

4. Select an assignment group. 

5. Select the assignment type. 

o For tests, you'll be asked to fill in the additional test fields, which are 

described here). 

o Essay- and file-type assignments will present you with options 

for plagiarism-checking(if your school has enabled it). 

o For discussions, choose whether to create a New discussion or select 

from any existing discussions. A new discussion will have the same 

name as the assignment; an existing discussion will change the name of 

the assignment. 

o For peer-review files and essays, you'll be given a number of additional 

options, which are described here. 

o You can select a global or course rubric for the following assignment 

types: grade-only, file, discussion, and essay. 

6. Check if the assignment is to be Published. 

o Published assignments are used to calculate the final course grade and 

are visible to students (depending on the Availability setting). 

o If not published, an assignment will be excluded from the final course 

grade and will not be visible to students. 

o Unpublished assignments display in the main Assignments view with 

a Draft indicator. 

7. Select a rubric if the assignment type permits it. 

8. Enter a due date/time. 

9. Select the Availability; this determines when students are able to submit work to the 

assignment. 
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o Available from lets you pick a date range. 

o Available after/until asks you for a date to begin or end the availability 

period. 

o You can add availability exceptions for individual students on the 

assignment page. 

10. Check Visible... to let students see the assignment before it's available. Uncheck if you 

wish to surprise them with it (great for pop quizzes!). 

11. Click Save to finish. 

After adding an assignment: 

 It will show up in the assignments list arranged either alphabetically or by due date. 

 It will show up in the gradebook in the same order as in the assignments list. 

 As students submit work, you can start grading and interacting with them. 

Edit groups and assignments 

 

You can edit individual assignments on their pages, or you can make changes to all of your 

assignments and groups at the same time—this helps you keep an eye on how a change 

made here affects an assignment there. 

1. Click Edit groups and assignments, which opens up all the fields for editing. 
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2. You can change any field except for assignment type(you can change the type on an 

assignment on its page provided students haven't submitted any work to it yet). 

3. Click  to delete an assignment. This also deletes any grades, files, tests, discussions, 

or student submissions for this assignment! 

4. If you delete an assignment group, the group's assignments will be transferred 

to Other. 

5. Click Save to finish. 

2.4 Grading And Interacting With Student Assignments 

In this article, you'll learn how to grade and interact with the different types of student assignments. 

You'll start on the assignment's grading page, where you can enter grades, link to the assignment 

detail for individual students, leave feedback and notes, upload/download files, edit assignment info, 

and view assignment stats. 

How to get to an assignment 

You can get to the assignment grading page a few different ways: 

 When there is new activity on an assignment, you'll see a clickable alert on the course 

Dashboard view. 

 The main Assignments view, of course, links to all of the course's 

assignments.  next to an assignment indicates new activity. 

 You can also link to assignments from the associated test, graded discussion, or 

lesson. 

The assignment grading page 



 

 Click a student's name to view his assignment detail—which shows you his 

assignment submissions and lets you comment back and forth with one another. 

  indicates that there are unread comments or files on that student's feed. 

  indicates that you've already viewed any comments or files on that student's feed. 

 Click download assignment files to download a .zip folder of all the files (from all 

students) that have been uploaded to this assignment. 

 If you've used a rubric to grade a submission, click  to view the score. 

Enter grades 

https://support.populiweb.com/hc/en-us/articles/360007294234


 

1. Click Enter Grades. The fields under Grade/Percent and Letter Grade will open up for 

editing. 

2. Enter the number of points the student earned under Grade/Percent. If a student 

earned 42 points on a 50-point test, enter 42—NOT 84! Populi will automatically 

generate the percent/letter grades for you. 

3. Alternatively, you can select a Letter Grade from the drop-down. Populi will 

automatically generate a Grade/Percent. 

 If you're using a rubric, have a look at this article. 

  When you're done grading, click Save Grades. 

 Populi automatically saves your grades every few minutes while you work. 

Excusing a student from the assignment 

To excuse a student from the assignment, you can use any of these three options: 

https://support.populiweb.com/hc/en-us/articles/360007294234/#grade


 Leave the assignment grade blank for that student. 

 Type "E" in the Grade/Percent field 

 Select Excused from the Letter Grade drop-down 

Download files 

If your students have uploaded files to the assignment, you can download those files individually or 

all at once. 

 Individual files: Click the student's name to go to the assignment detail (see below), 

find the file, and click its name to download it. 

 All files: On the main assignment page, click Download Assignment Files. This 

creates a .zip folder bearing the name of the assignment; within you'll find folders for 

each student and all files they've uploaded to the assignment. 

Assignment detail 

 

The assignment detail view includes a feed where you can interact with the student about the 

assignment and enter grades for his work. Different types of assignments will show you different 



options in the assignment detail (the assignment pictured above is a file-type assignment). Read 

more about your options for... 

 Graded discussions 

 Peer review assignments 

 Grading tests 

Here's a general look at your options on student assignment detail pages: 

 On file-type assignments, if the student has uploaded a submission in the feedback 

section, click  and select Set as student submission. 

 Click  to delete any comment or file. 

 In the right column of the detail screen, you can also enter grades (see below). 

 Use the arrows or the drop-down to navigate to another student's assignment detail. 

 Click the assignment name to return to the main assignment page. 

Here's how to enter grades... 

1. Click Enter grades. 

2. Enter a number grade or select a letter grade. 

3. Write a comment, upload a file, and check if you wish to keep the note internal(that is, 

hidden from the student). 

4. Click Save to finish grading, or Save and go to the next student to continue working. 

Here's how to give feedback to your students: 

1. Type or copy-paste your comments in the text area. 

2. Attach a file to your comment if you wish. 

3. Check to make this an internal note(visible to you but not the student) or leave un-

checked to make it Public(visible to the student). Internal notes are available to you 

when entering course comments on the final grade page. 
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4. When you're done, click Submit. 

Edit Info 

The Info panel contains the assignment's settings. Click edit to change any of these details. Read 

this article to learn how to give students exceptions for due dates and availability. 

If you're changing the assignment's type: 

 Test assignments can only be changed if students have not yet taken the test. 

 File and essay assignments can only be changed if there are no student submissions. 

 Grade-only assignments can be changed at any time. 

2.5 Using Rubrics In Your Courses 

In this article, you'll learn how to add rubrics to courses, how to link them with various types of 

coursework, and how to use them to grade that work. 

Adding a rubric to the course 

 

You can create a new rubric just for your course or duplicate one of your school's global rubrics. 

1. Go to the course Settings view and click the Rubrics tab. 

2. Click Add a rubric. 

3. Choose whether to add a new rubric or duplicate an existing one. 
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 If you're adding a new rubric, follow the instructions in this article. 

  You can duplicate global rubrics or a rubric you've already added to this course. Check the radio 

buttons next to the rubric you'd like to duplicate. 

  If need be, change the rubric's name. 

  When you're done, click Save. 

Now that you've added this rubric, you can start adding it to assignments and coursework; you can 

also modify it and its criteria, if necessary. 

Adding rubrics to assignments 
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You can add rubrics to any assignment (except test- and attendance-type assignments). Peer review 

assignments let you add rubrics only after you enable certain grading options. These will all be 

covered, below. 

To add a rubric to an assignment: 



 When creating the assignment in the course Assignments view, you can select a 

global or course rubric for the following assignment types: grade-only, file, discussion, 

and essay. 

 You can add a rubric to an existing assignment (of one of the above types) on the 

assignment's page. Click edit next to Info and select a rubric in the dialog box. 

You can add a rubric to discussion assignments; you can also use a rubric to grade individual 

discussion comments/replies: 

 

 The discussion must be a graded discussion. 

 In the discussion settings, click Grade Comments or Grade Replies. You can select 

a rubric below the points field. 

You can use rubrics in peer review assignments: 



 

 When you edit the peer review assignment's info, you can select peer grading and 

other options. 

 To allow students to use the rubric to grade one another's submissions, check Peer 

Grading and select a rubric for Submissions. If you do not enable peer grading, only 

you can use the rubric to grade student submissions. 

 Select a rubric for Reviews so you can use it to grade student reviews. 

Grading an assignment with a rubric 

After you've added a rubric to an assignment, you can grade student work using the rubric in any 

place where you can enter regular grades: 

 On the main assignment page. 

 On the individual student assignment view. 

 On the student course summary Assignments view. 

 If you're using a rubric for a discussion, you'll see it in the Enter Grades interface for 

discussion comments/replies. 

 If you're using a rubric for a peer-review assignment, you can use it to grade the 

student's submission (and if you've enabled peer grading, your students can use it, 

too). 

https://support.populiweb.com/hc/en-us/articles/223797727


 

To use the rubric: 

1. In any place where you can enter assignment grades, click Enter grades. 

2. In regular assignments, click  to open the rubric scoring dialog. 

 In peer review assignments and graded discussions, click Enter grades. 

  The rubric dialog divides the grade/score you've assigned for the coursework among the different 

criterion levels. To score the student's work, you can either: 

 Click the criterion level with the appropriate score/evaluation. This autofills the scoring 

field. 

 Enter a number in the scoring field. This highlights the corresponding criterion level. 

  Enter a comment under each criterion score (optional). 

  When you're done, click Save Rubric Scores.  



 

After you've used the rubric: 

 The student's assignment grade will reflect the rubric score as appropriate (discussion 

and peer review scores will be factored into the grade calculation). 

 You can view/edit the student's rubric by clicking . 

 You will no longer be able to edit the rubric or the criteria that you used to score the 

student's work. You will only be able to duplicate the rubric and edit the new version. 

What will the student see? 

 



Once the rubric score/assignment grade is saved, the student can see her evaluation on the 

assignment, discussion, or submission page. 

2.6 How To Give Your Students Exceptions On Assignments 

In this article, you'll learn how give students exceptions for assignments. Exceptions let you adjust 

the assignment's availability and due date to accommodate specific students. For example, you 

could extend the availability of a particular assignment so that a student who's catching up after an 

illness can submit work at a later date than the rest of the class. Exceptions are particularly helpful 

for incomplete students who've been given extensions to finish the course after the course end date. 

 

Here's how to add an exception. 

1. Go to the assignment's page. While you can find links to assignments in a number of 

places in your course, the best spot would be the main Assignments view. 

2. Under Info in the right column, click Add an exception under either the Due 

Date or Availability settings. 

3. In the dialog, select a student from the drop-down. 
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4. Enter the new due date or availability dates/times. Each student can have a unique 

exception time. 

5. Check to email the students about these exceptions (and any changes you might 

make later). 

6. Repeat the above steps as often as you need. 

7. Click  to remove a student's exception. 

8. Click Save. 

Once you save, Populi will email the student about the assignment exception; he'll also see an alert 

on the Course Dashboard about it when the time comes. 

After you've added exceptions, you can edit or delete them: 

1. Under the appropriate field where you've added an exception, click Manage 

exceptions. 

2. Change the exception or delete it by clicking . 

3. When you're done, click Save. 

2.7 Peer Review Assignments 

Peer review assignments allow other students in the course to read and review a given student's file 

or essay submission. You can grade both reviews and submissions, and a student's assignment 

grade can be based not just on the quality of their submission, but also that of their interaction with 

other students' work. Peer review activity can also be used as criteria to suggest an overall 

assignment grade. 

Before we jump in, a few terms are worth explaining ahead of time: 

 Submissions are the essay or file that a student submits for evaluation. 

 Reviews are the commentary (and grade) a student leaves on his peers' submissions. 

 Points on peer review assignments have a few different roles: 



o The assignment as a whole is worth a certain number of points, just like 

any other assignment. 

o Submissions and reviews can be awarded grade points (in assignment 

settings); these are wholly independent of the overall assignment points. 

o In the assignment's grading criteria, the submission and review grades 

can be awarded a portion of the assignment points. The student's 

performance on the individual criteria is then used to suggest an overall 

assignment grade. 

The peer review process 

Here's the storyline (some details depend on your assignment settings and grading criteria...): 

1. You set up the peer review assignment, selecting assignment options and grading 

criteria to structure how students interact with one anothers' work. 

2. A student uploads a file or composes an essay. As soon as he submits it, you and the 

other students can begin reviewing it. 

3. The other students submit reviews of the student's work. You read the submissions 

and reviews, grading them as appropriate. 

4. Populi keeps track of each student's activity (Did he submit the essay? Did he review 

others' work? Was it on time? etc.). 

5. When it comes time to enter grades, you'll see a summary of the grading criteria and 

how each student performed. The criteria are used to suggest an assignment grade. 

Setting up the assignment 
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Creating the assignment 

 

When creating the assignment, make sure to choose either Peer review file or Peer review essay as 

the assignment type. You'll set up the assignment settings and grading criteria on the assignment's 

page. 

https://support.populiweb.com/hc/en-us/articles/114094187754


Assignment settings 

 

The settings for peer review assignments determine how students will be evaluated for their work 

and their interaction with their peers' submissions. Beyond the the basic assignment settings (name, 

type, points, etc.), you'll find: 

 Peer grade: Check to allow students who review others' work to leave a grade as part 

of their review. The peer grade will be used to suggest the grade for a student's 

submission. If you check this option, make sure to enter something in Grade 

Submissions! 



 Grade submissions: Enter the total number of points a student can earn on 

his submission—remember, this number is independent of the total assignment points. 

If you've checked to allow Peer grades, students will mark each other's submissions 

according to the points entered here. Peer grades will not push to the gradebook—you 

must still grade the assignment! 

 Grade reviews: Enter the total number of points a student can earn on his reviews. 

Only the course faculty and teaching assistant can grade reviews. 

 Anonymous reviews: Check to hide who wrote submissions and reviews from 

students. 

 Review visibility: Choose whether/how you wish to make peer reviews visible to 

other students. You'll also have the option to allow students to comment on other 

students' reviews. 

 Submissions due: Pick a date/time by which you require student submissions. This is 

independent of the assignment due date. 

 Reviews due/closed: Pick a date/time by which peer reviews of student submissions 

are due or closed. After reviews are closed, students can no longer review other 

students' work. 

All of these settings are optional! 

https://support.populiweb.com/hc/en-us/articles/115000010154-Peer-review-assignments#grade


Grading criteria 

 

Grading criteria establish how a student's submission and review activity will be used to suggest an 

assignment grade. 

1. Click add grading criteria. 

2. Select an option from the drop-downs (see below). 

3. Enter the number of points the option is worth. The points here are assignment points. 

Check the counter at the bottom to see how many of the assignment points are 

connected to the options you've chosen. 

4. Check to mark an option as extra credit or partial credit. Some options are 

automatically marked as partial credit. 

5. Click add to add more options. 

6. Click save to finish. 

Your grading criteria options depend on which settings you've chosen. 



 Submission grade: How do you wish the points awarded to the submission by you to 

count to the overall assignment grade? This option is automatically partial credit. 

 Number of reviews is at least: How many other submissions must a student review? 

If you enter 3, then each student must review the submissions of three other students 

in order to get those assignment points. 

 Average peer grade/is at least: If you enable peer-grading, how do you wish the 

grades given by peers to the student's submisson to figure into the overall assignment 

grade? 

 Average review grade/is at least: If you grade student reviews, how do you wish for 

those grades to count in the assignment grade? 

After getting your assignment, settings, and criteria set up, it's ready for students to begin interacting 

with it. 

Evaluating and grading the assignment 

The assignment page 

 

You'll start on the assignment page, which you can get to via the assignments view or a course alert. 



 Click a student's name to go to his assignment detail page. 

  indicates that there are unread comments or files on that student's feed. 

  indicates that you've already viewed any comments or files on that student's feed. 

 A check mark indicates that the student has submitted an essay or file for the 

assignment. 

 Click enter grades to grade all the students' assignments. 

 Click download assignment files to download a .zip folder of all the files that have 

been uploaded to this assignment. 

Assignment detail page 

 

On the assignment detail page, you can review the student's activity, including his submissions and 

reviews. 

 Click any of the submission sluglines to see the peer review page, which includes the 

submission and any reviews. 

 On the Feedback view, you can read the student's submission and directly interact 

with him about his work. 

https://support.populiweb.com/hc/en-us/articles/223797607/


Peer review page 

 

Here you'll see the submission and reviews, as well as enter grades for each (if so enabled). 

 Use the document viewer to leave annotations for the student's benefit. 

 Depending on your assignment settings, click enter grade next to a submission or 

review to grade it. 

 You can sort peer reviews (just like you can with discussion activity). 



 Jump to another student using the drop-down selector at the top of the screen or 

navigate back and forth using the arrows. 

Grading the assignment 

 

When you're ready to grade a student, click Enter Grades on the assignment detail page or the peer 

review page. 

 The student's scores for each of the grading criteria have been calculated by Populi. 

 These scores are used to tally a suggested grade for the assignment. You're free to 

keep the suggestion or edit the grade. 



 Leave the student feedback, if desired. 

 When you're done, you can simply Save or Save and go to the next student. 

2.8 Extra Credit Assignments 

Adding extra credit assignments 

There are two ways to set up extra credit assignments: at the assignment group level and at the 

individual assignment level. 

When adding an assignment or group, check the box to indicate whether they’re extra credit. 

 

You can also edit an existing assignment or group to make it extra credit. In Assignments, click “Edit 

groups and assignments” and check the boxes next to the appropriate assignment or group. If you 

make an assignment group extra credit, then all assignments in that group will automatically be 

marked as such. 



 

In Gradebook, extra credit assignment points display green. 

 

How does extra credit work? 

Grading extra credit assignments 

Just grade them as you would any other assignment. The magic happens when the assignment is 

included in the final grade calculation... 

Assignment groups 

When you make an assignment group extra credit, every assignment in that group becomes extra 

credit. Whatever grade weight you give that group will be available in addition to the course’s 100 

percentage points. 

https://support.populiweb.com/hc/en-us/entries/73412297


For example, say your extra credit assignment group is worth 5%. If a student gets a perfect score in 

all of those assignments, she’ll earn an additional five points on her final grade. So, if she gets 100% 

on her regular assignments, her final grade will be 105%. If she scores 90% on all other 

assignments, then her final grade will be 95%. 

Individual assignments 

When you make an individual assignment extra credit: 

 If earned, those points will increase increase his grade 

 If missed, those points will not decrease his grade 

For example, say your "Quizzes" assignment group carries 10% of the course. You have ten 10-

point quizzes and one extra credit quiz—also worth 10 points. That gives you 110 potential points 

out of 100. What happens when a student takes all 11 quizzes? 

If he gets 90 out of 100 on his regular quizzes, and scores 8/10 on the extra credit quiz, he’ll get 98% 

in that assignment group. If he gets 100 out of 100 on the regular quizzes and 5/10 on the extra 

credit quiz, he'll get 105% on the assignment group. 

Consequently, that group will end up contributing 10.5% to the final grade—instead of just 10%. If he 

otherwise aces the course, he’ll get a grade of 100.5%. 

2.9 Grade Weighting 

Populi accommodates two different grading models: points-based and percentage-based. You can 

also include extra credit assignments and assignment groups in your grading model. 

Points-based grading 

Points-based grading adds up the total number of points in all of the assignments and measures the 

student's earned points against the total assigned points. The student's grade is then calculated 

using a simple ratio formula: 

https://support.populiweb.com/entries/75516618
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Here, X is the student's final grade, which is then translated to a letter grade. This approach weights 

each kind of assignment equally—for example, “quiz” points would count as much as “term paper” 

points. 

 To use points-based weighting, leave the “Other” assignment group at 100% of the 

weight and simply add individual assignments as needed. 

Percentage-based grading 

Percentage-based grading calculates the final grade by the weights you give to your 

various assignment groups. Each individual assignment group is first “graded” using the same ratio 

formula as in the points-based model: 

 

Here, X is the student's "grade" in that assignment group. Each "grade" is then multiplied by the 

assignment group's portion of the final grade. The results are added together and then divided by 

100, producing the student's course grade. 

 To use percentage-weighting, set up Assignment Groups, dividing the “Other” 

assignment group's weight among your own custom assignment groups. 

Here's an example 

In this course, the instructor has divvied up the assignment groups as follows: 

 Quizzes: 20% Tests: 30% Readings: 10% Presentations: 15% Term Papers: 25% 

To arrive at the final grade, each assignment group is first given a “grade,” which is produced using 

the same ratio as in the points-based model: 



 

So, X is the student's earned points in that assignment group. Student Ben House's performance ( X) 

in each assignment group is as follows: 

 Quizzes: 90% Tests: 80% Readings: 75% Presentations: 80% Term Papers: 90% 

Each value is next multiplied by the assignment group's percent-value of the final grade: 

 Quizzes (90 X 20 = 1800) Tests (80 X 30 = 2400) Readings (75 X 10 = 

750) Presentations (80 X 15 = 1200) Term Papers (90 X 25 = 2250) 

Finally, these values are added together and the resulting sum is divided by 100: (8400/100 = 84%). 

Thus, Ben House's final grade is 84%, which generally translates to a letter grade of B(depending, of 

course, on your school's grade scale). 

Assignment points 

Assignments are graded using points. When you enter an assignment grade, Populi divides it by the 

assignment's point total to create a percentage. The percentage is then translated to a letter grade 

based on your school's grading scale. 

Say you have a quiz with 22 short-answer questions, each worth 1 point. When adding the quiz, you 

would enter “22” as the assignment's Points. 

 When grading the quiz, a student gets 19 questions correct. Populi does the 

math (19/22 = 86.4%), which usually translates to a B or B+ letter grade. 

 Another student gets 17 correct answers, and partial credit(half a point) for another 

question. You are allowed to enter fractional points, so this student's grade would 

be (17.5/22 = 79.5%) which is typically equivalent to a C+ letter grade. 



 Extra credit points are also allowed. Suppose that the quiz had 4 extra credit 

questions each worth 1 point. Thanks to the extra credit, one student got 26 

points (26/22 = 118.2%) or an A+ letter grade. The maximum extra credit allowed in 

the system is double the assignment's point value. 

Assignment points determine the weight of each assignment within its own group, and each 

assignment group has a 0-100 weight for the student's overall course grade. 

3. Lessons 

3.1 How To Put Gated Lessons In Order 

"Gated lessons" refers to putting your lessons in a particular order for your students to work through. 

That is, before starting Lesson 2, students must complete Lesson 1 (and so on). 

When creating a series of gated lessons, here are the things you'll need to keep in mind: 

Lesson availability settings 

 

The lesson's availability settings determine when your students will be able to access it. You can set 

availability when creating or editing a lesson. To include your lesson in a series: 

 Choose either Availability option. 

 Check After the previous lesson is completed. 

https://support.populiweb.com/hc/en-us/articles/223797487
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In the above image: 

 The lesson will not be available to any of your students until November 2, 2019. 

 On that date, it will be available only to those students who have completed all the 

required items (see below) in the previous lesson. 

Required elements in lessons 

 

In order to complete a lesson, students must fulfill its requirements. 

 You can require the following lesson elements: 

o Assignments: Students must submit work for the assignment (it does 

not need to be graded—unless it's a grade-only assignment, in which 

case you must grade the assignment before the student can proceed to 

the next lesson). 

o Discussions: Students must participate in the discussion. If you've 

required a certain number of comments, replies, etc., then the student 

must fulfill those participation requirements before proceeding to the 

next lesson. 

o Files: Students must view/play or download the file. 

o Links: Students must click the link. 

o Tin Can: Students must complete the Tin Can package (these won't be 

marked complete until the Tin Can communicates to Populi that the 

student has completed it). 

 When adding one of those elements, check the option to require it. 



Lesson order 

 

The lesson order you see on the Course > Lessons view is the order in which students will take them. 

In the above image, The Southern Renaissance will be available to students on October 12, 2019, 

but only after they've completed The American Short Story. 

 

To put lessons in a different order: 

1. Click Reorder lessons. 

2. Click  and drag/drop the lessons into the desired order. 

3. When you're done, click Done Reordering. 

Was this article helpful? 
 

3.2 How To Use Auto-Embeds And Iframes In Lessons 

Here's how to include files in your lesson. 



 

1. Go to the lesson design view. 

2. Click the File link. 

3. Search for files on your computer to upload, or drag and drop them into the file upload 

area. You can upload as many files as you wish. Once your files are uploaded, the 

upload bar will turn green. 

 You can also import files from another course. Select the course and term, then check 

the file you'd like to import. 

  Check if you wish to hide this file from students. Use this option when you don't want students to 

see this file in this part of the lesson, but wish to embed it elsewhere in a content block (more on that, 

below). 

  Check to display the file in an in-lesson file previewer or media player. This is handy for things like 

documents, images, and audio/video. If the file is not thus displayed, then students will have to 

download it in order to view it or interact with it. 

  Check if you wish to require students to view or download the file before proceeding to the next 

lesson. 

  Click Save when you're done. 

https://support.populiweb.com/hc/en-us/articles/360020192653


After uploading or importing the files, you'll see them in the lesson. You'll also find a list of all of the 

lesson's files in the right column of the lesson page. 

 

To embed the file in a content block: 

1. Click the file name in the right column to open the file viewer. 

2. Click  to open the actions menu. 

3. Click Get embed code. 

4. Copy the embed code. 

5. Click the X in the upper left of the screen to exit the file viewer. 

6. In the lesson design tab, add or edit a Content block. 

7. Paste the entire embed code right into the editor. 

8. After finishing the content block, click Save. 

You can see how the file embed will look to your students by clicking View. 



 

(You can also grab the EMBED code from files uploaded on the Course > Info view.) 

 

3.3 How To Embed Audio, Video, And Other Kinds Of Files In A Lesson 

Here's how to include files in your lesson. 

 

1. Go to the lesson design view. 

2. Click the File link. 

3. Search for files on your computer to upload, or drag and drop them into the file upload 

area. You can upload as many files as you wish. Once your files are uploaded, the 

upload bar will turn green. 

 You can also import files from another course. Select the course and term, then check 

the file you'd like to import. 

https://support.populiweb.com/hc/en-us/articles/223797387
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  Check if you wish to hide this file from students. Use this option when you don't want students to 

see this file in this part of the lesson, but wish to embed it elsewhere in a content block (more on that, 

below). 

  Check to display the file in an in-lesson file previewer or media player. This is handy for things like 

documents, images, and audio/video. If the file is not thus displayed, then students will have to 

download it in order to view it or interact with it. 

  Check if you wish to require students to view or download the file before proceeding to the next 

lesson. 

  Click Save when you're done. 

After uploading or importing the files, you'll see them in the lesson. (You'll also find a list of all of the 

lesson's files in the right column of the lesson page.) 

 

To embed the file in a content block: 

1. Click the file name in the right column to open the file viewer. 

2. Click  to open the actions menu. 

3. Click Get embed code. 

4. Click  to copy the embed code. 

5. Click the X in the upper left of the screen to exit the file viewer. 

6. In the lesson design tab, add or edit a Content block. 

7. Click < > in the editing menu to open the code editor. 

https://s3.amazonaws.com/kb-media.populi.co/lesson_content_editing_menu.png


8. Paste the entire embed code right into the code editor. (Feel free to adjust the height 

and width of the iframeif you wish.) 

9. Click Save in the code editor. 

10. After finishing the content block, click Save. 

You can see how the file embed will look to your students by clicking View. 

 

(You can also grab the EMBED code from files uploaded on the Course > Syllabus view.) 

3.4 How To Edit Lessons 

After (or while) designing your lesson, you'll likely want to make a few changes. This article 

describes how to make changes to lesson elements, settings, and pages. (To learn how to set up 

and re-order gated lessons, have a look at this article.) 

Changing materials 

 

After adding materials to your lesson, here's what you can do to change them: 

https://s3.amazonaws.com/kb-media.populi.co/lesson_content_source_code.png
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 Click  to edit the material. 

 Click  to delete it. 

 Click  to move the element to another page in the lesson. 

 Click  to insert new material below this element. 

 Click  to drag-and-drop the element to another part of the lesson. 

Settings and pages 

 



The right column of the page shows you the settings for this lesson, the pages in it, and any 

additional materials (discussions, assignments, files, and links) that you've added anywhere in this 

lesson. 

 Change any of the settings by clicking the setting name. 

 Add a page to the lesson to divide and structure the flow of the lesson. 

o Click  to change the page name. 

o Click Reorder Pages and drag/drop the pages into the order you'd like. 

 

3.5 How To Design A Lesson With Content, Assignments, Discussions, Files, And 
Links 

In this article, you'll learn how to add headings, content, assignments, discussions, files, and links to 

your lesson. 

 Lessons can be as simple as a single section of content or a varied, multi-page mix of 

audio, video, assignments, discussions, and more. 

 Various lesson elements let you embed audio, video, and other files. 

 You can also use auto-embeds and iframes to show content from services like 

YouTube. 

 If your school has enabled them, you can also add LTI Links and Tin Can files to your 

lessons. 

 This article describes how to make changes to your lesson after you've designed it. 

What will my students see? 

https://support.populiweb.com/hc/en-us/articles/223797487
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To see how the lesson will appear to your students, click the View tab at any time. 

Designing your lesson 

 

To start designing your lesson: 

1. Go to the Course > Lessons view. 

2. Click the name of the lesson you wish to edit or design. 

3. Once in the lesson, click the Design view. 



4. Click the Add link for the material you wish to put in the lesson. See below for details 

on how to add... 

 Headings & content 

 Assignments 

 Discussions 

 Files 

 Links 

 

Before we get to that, here's a look at how to add pages to your lesson. 

Pages 

 

Pages let you break up the lesson into smaller chunks. If you want to paginate your lesson, start by 

setting up your pages. If not, you can just start adding materials to the lesson. 

Every lesson begins with one, single page called 1. Here's how to add more pages: 

1. Click add next to Pages. 

2. Give the page a name. 

3. Click Save. 

4. Repeat these steps as often as you need to. 

After you do this, the new page will list below the previous one. 
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 The name of the page you're currently looking will appear in bold. 

 To view or design a particular page, click its name. 

 To change the page order, click Reorder pages. Drag the pages into your preferred 

order by pressing and dragging . Click Done reordering to finish. 

 Click  to edit the page's name. 

 In the edit dialog, you'll also have the option to Delete the page. 

Headings 

 

Headings are simply a line of text introducing a section of the lesson. 

Content 

 

Content is the meat of the lesson—the text and media by which you wish to convey the lesson. 

Content blocks include a text editor that lets you do the following: 

 In the text editor window, enter your notes by typing or copy-pasting from another 

document or website. Keep in mind that copy-pasting will probably alter the original 

formatting, so look over your pasted content before proceeding. 



 Within the text editor, you can change the text size, add headings and some light 

formatting, create numbered or bulleted lists, and link to other sites. If you're not sure 

which button does what, just hover your mouse over it and you'll see a label describing 

the action. 

 Embed media hosted by Populi by copying the embed code from one of your media 

files (see "Files", below). You can also click the Upload image symbol to include a 

picture. 

Assignments 

 

You can add any existing assignment to your lesson. 

 Assignments link students to the assignment's page, where they can submit their work 

and interact with you in the assignment feed. 

 You can make assignments optional for the lesson OR require students to complete 

them before proceeding to the next lesson. 

To add an assignment to the lesson: 

1. Select the assignment from the drop-down. 

2. Check if you wish to require that students complete the assignment in order to access 

the next lesson. 

 "Completing" the assignment depends on the assignment type. The student must 

have submitted a test, participated in a discussion, uploaded a file, or submitted an 

essay. 

 If you add a grade-only assignment, the student will not be considered complete until 

you enter a grade for him! 

https://support.populiweb.com/hc/en-us/articles/360020200433
https://support.populiweb.com/hc/en-us/articles/223797467


  Click Save to finish. 

You can also use a link to send students to an assignment hosted in another LMS by using an LTI 

tool. See the section on Links, below. 

Discussions 

There are multiple ways you can include discussions in your lesson: 

 Create a new lesson attached to the discussion. 

 Include an existing discussion—whether by adding a discussion or adding the 

assignment for a graded discussion. 

 Use a section of the lesson to require students to start a discussion (and then require 

students to participate in at least one such student-led discussion). 

 

Here's how to include discussions in your lesson: 

1. Click Add a discussion. 

2. Select an existing, non-graded discussion or the New discussion option from the drop-

down. If you're adding a new discussion, you'll then have to enter the discussion 

details. 

3. Check to allow students to start discussions in this lesson section. If you check Yes, 

you'll also have the option to require each student to start a discussion in this section. 

4. Check to require students to participate in the discussion to complete the lesson. 

https://support.populiweb.com/hc/en-us/articles/360020192653-How-to-design-a-Lesson-with-content-assignments-discussions-files-and-links#links
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5. Click Save to finish. 

Close discussions date 

 

In the lesson's settings, you can set a date to close all discussions (after which no one can 

contribute to them). 

 If you include an existing discussion (graded or not) that already has a 

different Comments Closed date, this setting will not affect that date. 

 You can still manually-close comments for any discussion on that discussion's page 

by editing the Comments Closed setting to Yes. 

Files 

 

This article describes how to embed files in lessons. 

https://support.populiweb.com/hc/en-us/articles/360020200433


1. Search for the file or drag-and-drop it into the upload area. You can also import a file 

from another course. 

2. Check if you wish to hide this file from your students. Do this if you wish to embed a 

media file elsewhere in the lesson (or course). 

3. Check to require students to view or download the file to complete the lesson. 

4. Click Save to finish. 

Links 

 

You can use links to send students to another site or to an assignment page in another LMS 

using LTI tools. 

1. Enter the URL. 

2. Enter a display name for the URL—if you don't enter anything here, the lesson will just 

display the raw URL. 

3. Check to require students to visit the link to complete the lesson. 

 

https://support.populiweb.com/hc/en-us/articles/360019992574


3.6 How To Add Lessons To Your Course 

 

Lessons are collections of course materials—content, assignments, discussions, links, and files—

that cover a particular section of your course curriculum. 

 You create them and access them on the course Lessons view. There you'll find a list 

of all the course's lessons (together with any recent discussion activity related to the 

lessons). 

 You can make lessons available on a specific date or the course start date. 

 Course materials like assignments and files can be required—to finish the lesson, the 

student must submit something, participate in the discussion, etc. 

 Lessons can be "gated": a student must finish a lesson in order to access the next one. 

 As students complete lessons, you can check their progress on the Lessons > Student 

Progress report. 

How to create a new lesson 

Here's how to add a new lesson to your course. (You can also add lessons by cloning them from 

another course.) 

https://support.populiweb.com/hc/en-us/articles/223797387
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1. Click Add a Lesson. 

2. Give the lesson a name. 

3. Select how you wish to make the lesson available to your students: 

 Select whether to make it available on the course start date or on a specific date in the 

term. 

 Check to require students to complete the previous lesson before accessing this one. 

(Read more about gated lessons in this article. 

   Click Save. 

 

4. Conducting Courses 

4.1 Using The Student View In Your Course 

In this article, you'll learn how to use the Student View in your courses. 

What is the Student view? 

Student view lets the course's faculty (and teaching assistants, if any) to see exactly how the 

course—content, materials, navigation, etc.—appears to students. This lets you see the course from 

the student perspective without having to use a test student or a separate login. The view comes in 

https://support.populiweb.com/hc/en-us/articles/360020802593


handy when you want to see how exactly a lesson appears or perhaps to troubleshoot why students 

can't view a test—among many other things! 

Using the Student View 

 

 

 

1. On any page of your course, click   and select View course as student. 

2. When you do this, the navigation options on the sidebar will change, the page 

appearance will adjust, and you will be added to the course Roster as a test student. 

3. Additionally, a toolbar will appear at the bottom of the page with a few options: 

o Enrolled/Auditor: Toggle between viewing the course as an enrolled or 

auditing student. 

o Clear progress: This clears out any lesson progress, assignment 

submissions, tests, grades, and attendance from the course. 

o Exit & Remove Test Student: This sends you back to the regular view of 

the course and deletes the test student from the roster (this also deletes 

any progress the student has made). 

o Exit: This sends you back to the course but leaves the test student on the 

Roster. This way, you can retain the test student's progress while going 

back to the course to add new content, materials, etc. 

4. While in the student view, you can interact with the course just like a student would: 

take tests, submit assignments, view lessons, etc. You'll also be subject to any 



restrictions placed on course materials. For example, if a test is not yet available, you 

can't take it; if an assignment is not yet published, you can't view it. And so on. 

4.2 Attendance 

There are three ways to take attendance for Populi courses (if you're looking to record online 

course participation, have a look at this article): 

 Your course Attendance view, which is covered in this article. 

 Using Populi's mobile apps (iOS or Android). 

 Letting students check in using the attendance kiosk. 

You can use course attendance to affect a student's grade: 

 You can factor attendance into the student's final course grade. 

 If your school has a failure-for-non-attendance policy, the student's attendance grade 

(described in the above-linked article) will be used to calculate whether the student 

receives a failing grade for non-attendance (their assignment grades notwithstanding). 

Course > Attendance 

 

https://support.populiweb.com/hc/en-us/articles/360001124793
https://support.populiweb.com/hc/en-us/articles/115004153993
https://support.populiweb.com/hc/en-us/articles/1260801324469
https://support.populiweb.com/hc/en-us/articles/223798307


The Attendance calendar shows all of your course meeting times and any additional events you've 

added to your course calendar. 

 Purple Attendance blocks indicate that you haven't taken attendance for that meeting 

time. 

 Blue Attendance blocks indicate that you have taken attendance for that meeting time. 

 Each blue block shows attendance stats: 

o P: Students marked present 

o T: Tardy 

o A: Absent 

o E: Excused 

 You can select individual students from the drop-down to show only their stats in the 

calendar. 

Taking Attendance 

 

To take attendance: 

1. Click an attendance block. 



2. Next to each student, select the appropriate attendance status. You can also leave an 

attendance note. 

3. When you're done, click Save. 

After taking attendance, you can return to the same attendance event at any time to edit the records 

or even delete the records you entered. 

4.3 Taking Attendance With Populi's Mobile Apps 

Populi's mobile apps for iOS and Android let you take attendance for course meeting times by using 

your phone's Bluetooth beacon function. 

  

Of course, you can also take attendance using the Course > Attendance view. 

1. Get the app! 

 

 Get the iOS app at the Apple App Store. The Populi app works on devices running 

iOS 9.0 or later. 

https://itunes.apple.com/us/app/populi/id307818267?mt=8
https://play.google.com/store/apps/details?id=populi.populi.co.populi&hl=en
https://support.populiweb.com/hc/en-us/articles/223797527
https://itunes.apple.com/us/app/populi/id307818267?mt=8
https://itunes.apple.com/us/app/populi/id307818267?mt=8
https://play.google.com/store/apps/details?id=populi.populi.co.populi&hl=en&pcampaignid=MKT-Other-global-all-co-prtnr-py-PartBadge-Mar2515-1


 Get the Android app on Google Play. The app works on devices running Android 6.0 

or later. 

2. Allow location access 

Populi uses your phone's Bluetooth radio to detect your students' own Bluetooth-enabled devices 

running a Populi mobile app. In order to do this, you need to grant the app access to your phone's 

location. 

https://play.google.com/store/apps/details?id=populi.populi.co.populi&hl=en


 



 



 When you first log in to the app, you'll be asked to allow Populi to access your location 

while you're using the app. Tap Allow to permit this. 

 iOS will also ask you if you would like to make data available to nearby devices even 

when not using the app. Again, tap Allow. 

 You can allow/disable this access at any time using your phone's settings: 

o In iOS, go to Settings > Privacy > Location and find the Populi app in 

the list. 

o In Android, go to Settings > Bluetooth and make sure Bluetooth is set 

to On. 

Go to your course's attendance view in the app 

There are two ways to do this: 

 On the day of the course meeting time, you'll see a Take Attendance button on the 

app Dashboard view. Tap that to go to the course's attendance view. 

 You can also tap  to summon the app sidebar. Go to My Courses > Select the 

course > Attendance. Once there, tap the meeting time. 

3. Start the beacon 



 



 

There are three ways to take attendance: Entire class, One at a time, and Beacon. Here's how to set 

up the beacon, which takes attendance automatically. 

1. Tap Beacon. 

o The first time you do this on iOS, you'll be asked to allow the Populi app 

to share information with other devices even when you're not using the 

app. Tap OK to allow this. You'll only need to do this the first time you 

use the beacon! 



o The first time you do this on Android, you'll be asked to allow the app to 

use Bluetooth. Tap Allow to enable this. 

2. Before students begin arriving to the class, tap Start Beacon. 

3. Select how long you'd like to use the beacon to mark students Present. You can mark 

them present until you stop the beacon or until a specific time. 

4. Then set a Tardy time. 

5. Toggle to mark students Absent after that time. 

6. As students with the Populi app arrive at your class, the beacon will automatically 

record their arrival time and mark them Present, Absent, or Tardy. Have your students 

read the instructions in this article to make sure they know how to set up the app to 

record their attendance. 

You can also manually take attendance in the app 

https://support.populiweb.com/hc/en-us/articles/115004266454


 



 



If you're not using the Bluetooth beacon, you can take attendance using the Entire class or One at a 

time modes. 

 Entire class: Just tap the appropriate symbol for each student. Their attendance is 

saved automatically. 

 One at a time: This option takes you through the students in alphabetical order. Tap 

the appropriate status; it will automatically save and take you to the next student in the 

list. 

4.4 Calendar 

 

The course calendar shows you all the events that affect the course or students, including: 

 Meeting times (including canceled meetings) 

 Assignment due dates 

 Test availability windows 

 School closures 

 Any additional events added by the course faculty 

Besides adding events (see below), you have these options for the calendar: 

 Print: Creates a PDF of the calendar 

 Settings: Choose how to display test availability and how to show events on the 

course dashboard 



Adding events 

 

Course faculty and teaching assistants, academic admins, and registrars can add individual events 

or meetings. 

1. Click Add event—or double-click the date on which you'd like to add an event. 

2. Enter the event's details (Summary, From/to Times); click More for more options, 

including Repeat, Alarm, and resource scheduling. 

3. Click Save when you're done. 

After adding the event, it will be added to the course attendance calendar, as well as the calendars 

for any rooms, buildings, or resources mentioned in the event. 

Editing events 



 

You can edit any meeting on the course calendar, including regular meeting times created when 

adding the course or on the Course > Info view. 

1. Click the event you wish to change. 

2. Edit the details and click Save. (If you edit a regular meeting time, you can also save 

the changes for all future events, too.) 

3. You can also Delete the event or Cancel any regularly-occuring meeting time. 

 Deleted events are simply removed from the calendar. 

 Canceled events remain on the calendar, but display as Canceled. They are also 

removed from the Attendance view. 

 



4.5 Chat 

Chats are scheduled real-time discussions. More informal than regular Discussions (which provide a 

more structured setting, better-suited to long-form compositions), chats are meant more for 

conversations, quick thoughts, real-time replies, and so on. 

The lifecycle of a chat: 

1. The course's faculty or teaching assistant schedules the chat 

2. Once the chat's start time has arrived, everyone in the course—teachers, students, 

auditors—can participate in the conversation 

3. The chat ends when A) either a new chat begins or B) the instructor ends the chat 

session 

4. After the chat has ended, it becomes a transcript which anyone in the course can 

review 

The course instructor can... 

Schedule a chat: Enter the Start time (needs to be now or sometime in the future) and give the 

chat a Name. Keep in mind that once this chat starts, any chat running at that time will be ended. 

End a chat: When in the chat sessions, just click end this chat session. The Chat will be closed off 

to new comments and will be listed under Transcripts on the main Chat tab. 

Delete comments: Just hover over any comment and click . Confirm your action and the comment 

will be hidden from students (you and the registrar can still see it). 

Delete an upcoming chat: Click the chat session's name under Scheduled Chat Sessions, and 

then click Delete.  

Delete a transcript: Click the transcript's name and then Delete this transcript. A transcript can't 

be deleted until the chat session has ended. 



What can you do in a chat? 

Obviously, you can write stuff and post it. Just type or copy-paste text and post it to the chat (either 

click Send Message or hit the Enter key on your keyboard). You can also... 

 Upload a file: Just choose a file from your computer and click upload. If someone 

else posts a file, just click the filename to download it to your computer. 

 Use emoji: Emoji are silly little cartoon-like characters. Use them to lighten up the 

chat. 

 Embed stuff: Embed a URL from YouTube, Vimeo, Scribd, Instagram, or any image 

URL to post it directly into the chat.  

 

5. Tests 

5.1 Getting Started With Tests 

Tests in your Populi courses let you design, administrate, and grade tests and quizzes. Here's the 

quick overview: 

1. First, you'll set up your test. This is where you'll specify the administrative details—

availability, time limit, and proctoring, to name a few. These items are covered below. 

2. Next step will be to design your test: adding headings, instructional text blocks, and, of 

course, questions. 

o You can accomplish these two steps by cloning or syncing tests from 

other courses. 

3. Your students will take the test, after which time it's time to handle grading. Some 

grading can be done automatically, and some has to be done by you. 

4. Finally, test grades are automatically entered in your course gradebook. 

Anti-cheating features 

http://populi.co/emoji/
https://support.populiweb.com/hc/en-us/articles/223797647
https://support.populiweb.com/hc/en-us/articles/223797387
https://support.populiweb.com/hc/en-us/articles/223797687
https://support.populiweb.com/hc/en-us/articles/223797407


Tests include some features to help mitigate cheating. You can use any combination of these 

restrictions to hedge a student's access to any test: 

 Proctoring requires that a third party enter a code in order for the student to access 

the test. 

 IP Filtering requires students to take the test at a particular location (for example, your 

classroom). 

 Test passwords require the student enter the correct password in order to access and 

take the test. 

Creating a new test 

 

To create a new test, you must create the corresponding assignment. 

https://support.populiweb.com/hc/en-us/articles/360019714833
https://support.populiweb.com/hc/en-us/articles/360044054114
https://support.populiweb.com/hc/en-us/articles/360044054054


 



1. Go to your course and click the Assignments view. 

2. Click add an assignment. 

3. Enter the name, description, and other assignment details. 

4. For the assignment type, choose Test. New fields will open up when you do this. 

5. Points Calculation lets you determine how the total number of points will be distributed 

among the test's questions: 

o Fixed points: You manually distribute the test assignment's points while 

you design or edit the test. 

o Weight questions equally: As you add questions, the tests points will 

automatically be evenly distributed among all the questions. 

o Question points total: The test (and assignment) points will add up 

whatever points you assign to individual test questions. 

6. Due date is the date by which students must take the test. If you wish, you can change 

the availability (see below) to permit students to take a test past the due date. 

7. Availability is the timeframe during which students may take the test. Enter dates and 

times in the appropriate fields. Read about the four different availability options here. 

8. Time limit is the total amount of time the student has to take the test within the 

availability window. A few notes on the time limit: 

o Availability trumps the time limit! If a student begins a test with no time 

limit ten minutes before the availability ends, that student has only ten 

minutes to take the test. 

o When students take the test, they can see how much time they have 

remaining. If they time out, unanswered questions will be 

marked incorrect. 

o If students are logged out in the middle of taking the test, they can 

resume where they left off with any unused time remaining (unless the 

availability window closes). 

o If need be, you can add an availability exception on a by-student basis. 

https://support.populiweb.com/hc/en-us/articles/223791967
https://support.populiweb.com/hc/en-us/articles/223791967
https://support.populiweb.com/hc/en-us/articles/223798267


9. Retakes give your students multiple chances to take the test. 

o The three options—highest score, most recent score, and average 

score—refer to which test score will be used as the grade. 

o The number of retakes is not the same as the number of times students 

can take the test. If you want to let your students take the test a total 

of 3 times, enter 2 in the retakes field. 

10. Restrictions give you options for enforcing honest test-taking. Check the restrictions 

you wish to enforce: 

o Proctoring requires that every student take the test with a proctor. 

o Password requires that a password be entered before the student can 

take the test. 

o Filter IP addresses prevents students from taking the test unless their 

computer is located at the IP address you specify. 

11. Finally, click Save. 

Now that you've created the test, it appears in the assignment list and in the list under the Tests view. 

(The assignment will be in Draft mode until you publish it on the assignment's page in 

the Info section). 

Next steps 

 

https://support.populiweb.com/hc/en-us/articles/360019714833
https://support.populiweb.com/hc/en-us/articles/360044054054
https://support.populiweb.com/hc/en-us/articles/360044054114


In the Tests view, you'll find a list of all of the tests contained in this course. Click the test name to go 

to its page, where you can adjust its settings and start designing it. 

If a test has not been set up yet, you'll see a notice next to the test's name. If a test has one of these 

notices, students will not be able to take it! 

 No questions indicates that you have not yet added or imported any questions to that 

test. 

 Unassigned points indicates that, while the test has questions, not all of the test's 

points have been distributed among those questions. This only shows for tests 

using fixed-points calculations. 

o You can fix this by editing the assignment/test's points, editing individual 

questions, or adding more questions to the test. 

 Overassigned points indicates that the points given to the questions exceed the 

number of points in the test assignment. This only shows for tests using fixed-

points calculations. 

o You can fix this by setting questions to Extra Credit, editing the 

assignment/test's points, or by deleting questions from the test. 

Read more about your options for tests, including: 

 Changing the test's default feedback settings. 

 Requiring proctoring for the test. 

 Adding exceptions for the test's availability, time limit, retake, and proctoring settings 

to accommodate special needs for specific students. 

 

https://support.populiweb.com/hc/en-us/articles/223797647
https://support.populiweb.com/hc/en-us/articles/360019940854
https://support.populiweb.com/hc/en-us/articles/360019714833
https://support.populiweb.com/hc/en-us/articles/360019708193


5.2 How To Create A Test With Open-Ended Availability 

 



When setting up a test, you have four options for setting when it's available for students to take... 

 Available from: Lets you enter regular start and end dates 

 Available after: Lets you enter a start date; the test is then available until the end 

date of the course 

 Available until: Lets you enter an end date; the test is then available starting at either 

A) the course's start date or B) the time you set up the availability, until the date you 

entered 

 Always available: The test is available the entire time the course is in session 

(according to its start and end dates) 

You can also set a due date for the test that's different from the end of the availability period you set 

up. For example: 

 You set up a due date of April 5, 5:00 PM for the test and make the test available until 

April 8, 5:00PM. 

 Students who start the test after the due date/time will be shown as being Past due 

time in the test's History view. 

5.3 Designing Your Test 

In this article, you'll learn how to add the three kinds of test elements: headings, text, and questions. 

 

https://support.populiweb.com/hc/en-us/articles/223797667


1. After setting up your test, click its name in the Tests view of your course. 

2. Each test has three views: Design, Preview, and History. You will rightly surmise that 

test design occurs in the Design view. 

3. To get started, click to add one of the three elements. 

o You can also import test sections from another section or term of this 

course, or from any other course for which you are listed as faculty. 

4. After adding the first element, click  to see the links to add more elements. 

5. If you need to move elements around, click . 

 

  

 

Headings & Text 

Headings separate your test into different sections. For example: Essay Questions, Extra 

Credit, Hamlet, King Lear, etc. Text blocks help you provide explanation or context for your 

questions. For example, you might use one to sketch out a scenario to which the next few questions 

refer. 

https://support.populiweb.com/hc/en-us/articles/223797667
https://support.populiweb.com/hc/en-us/articles/360020889453


 

Adding these elements is excruciatingly difficult: 

1. Click Add Heading or Add Text. 

2. Enter the text. 

3. Click Save 

Questions & Answers 

Questions are a combination of the question and its answers/options. When you create a question, it 

is then available... 

 For use in the same course in future terms 

 In other sections of that same course 

 If enabled (by an Academic Admin), to be shared with other courses 

You have a lot of options when adding questions to a test. In any case, you start by clicking Add 

Question. 

Choose how you would like to add the question. You have four options: 

 Create a new question (if you're new to tests, have a look at this article to learn about 

all the options available for test questions) 

 Create a new question based on an existing question 

 Import an existing question 

 Add a group of questions from a category 

After you've finished designing your test, your students can start taking it as soon as it's available. 

As soon as the first student has submitted her test, you can start grading. 

https://support.populiweb.com/hc/en-us/articles/360020689194
https://support.populiweb.com/hc/en-us/articles/360020890153/existing
https://support.populiweb.com/hc/en-us/articles/360020890153/#import
https://support.populiweb.com/hc/en-us/articles/360020890153/#category
https://support.populiweb.com/hc/en-us/articles/223797687


 

5.4 How To Create A New Test Question 

In this article, you'll learn how to create a new test question. Questions are a combination of the 

question and its answers/options. When you create a question, it is added to the test Questions view. 

This lets you use the question... 

 When adding existing questions to another test in your course. 

 In other sections or future instances of that same course. 

 If enabled (by an Academic Admin), to be shared with other courses. 

Here's how to add a new question: 

1. In the Design view of the test, click Add question. 

2. Fill in the question details and settings (described below). 

3. Click Save. 

https://support.populiweb.com/hc/en-us/articles/360020890213
https://support.populiweb.com/hc/en-us/articles/360020890153
https://support.populiweb.com/hc/en-us/articles/223797647


 

1. Select the question type 

You have seven question types: 

 Multiple Choice: Your students choose one answer from several. Simply type the 

answers in the fields. Use the radio button to designate the correct (100%) answer, 

and use the drop-downs to mark partial credit (e.g. 50%) for incorrect answers. 

 Short Answer: Your students enter free-form text answers. Leave the answer field 

blank if you wish to manually grade all answers to this question. You may also type 



certain common answers (correct or incorrect) and assign full, partial, or no credit so 

Populi can automatically grade them for you. 

o Check Use case-sensitive grading to require students to correctly 

capitalize (or not) their answers. 

o Automatic grading on short answers only works with exact matches. 

You'll have to manually grade non-matching answers in To Be Graded. 

 Put in Order: Your students put a jumbled list in the correct order; full and partial 

credit are both automatically graded. Type the options in the correct order; Populi 

automatically jumbles the options. 

 Multiple Answer: Your students check off all correct answers; these are automatically 

graded. Type the options and then check all that are correct. 

 Essay: Your students submit essay-length answers in a large text area. Essay 

questions can only be manually graded. You can also select a rubric and whether to 

automatically check for plagiarism (if enabled). 

 True/False: Your students check whether a statement is true or false. These are 

automatically-graded. 

 Matching: Your students match terms to one another. Simply enter matching terms 

next to each other in their respective columns. You can also enter additional "dummy" 

terms in the right column. Both columns will be randomized. 

2. Type your question 

You can use text formatting in Questions and Answers. 

You can also include a media file in the question: 

1. Copy the EMBED code from any media file. 

2. Paste it into the text of the question or text block. 

3. In Design mode, the file may appear improperly sized; for an accurate view of what 

your students will see, check the Preview tab. 

https://support.populiweb.com/hc/en-us/articles/223792067
https://support.populiweb.com/hc/en-us/articles/360020689714


3. Add a file (optional) 

Click to choose a file or drag and drop one onto the file upload area. 

4. Enter answers 

See above for details about what options you'll have for each question type. For automatically-

graded questions, make sure you designate which options get full credit and which get partial credit 

(75%, 50%, 25%...). 

5. Choose whether to randomize 

Check to randomize the answer display for multiple choice and multiple answer questions. This 

presents the answer options in a different order to each student. 

6. Enable partial credit scoring (optional) 

Check to enable partial credit scoring for multiple answer, put in order, and matching questions 

(partial credit is particularly useful for matching questions with a lot of terms). 

7. Categories (optional but highly recommended) 

Categories are like tags for questions. Use them to distinguish questions from one another (i.e. 

"Easy" vs. "Hard"; "Iliad" vs. "Odyssey"; "Algebraic Geometry" vs. "Algebraic Combinatorics"; and so 

on). Among other things, categorizing question gives you the option to later include a group of 

questions from a category on another test. 

 Type a new category name and press Enter/Return on your keyboard to save it. 

 If the category already exists, select by clicking (or use your keyboard's up/down 

arrows and Enter/Return). 

 You can add as many categories as you wish. 

 Delete a category from the list by clicking . 

https://support.populiweb.com/hc/en-us/articles/223798287
https://support.populiweb.com/hc/en-us/articles/360020890153/#category
https://support.populiweb.com/hc/en-us/articles/360020890153/#category


8. Points & extra credit 

Enter the number of points and check if the question is extra credit. Unless the question is extra 

credit, you can't enter more points than are left from the test's total points. 

 

5.5 Three Ways To Include Existing Questions In A New Test 

While designing a test, you can re-use questions already created for other tests. There are four ways 

to do so (the first three are covered below): 

 You can create a new question based on an existing question. 

 You can import an existing question. 

 You can add a group of existing questions from a category. 

 You can also import sections from another test. 

After including an existing question in your test, you can then edit it. 

Create a new question based on an existing question 

 

1. Type a word or phrase and select from the suggested results. 

2. Click Continue to modify the selected question. 

3. Change any of the question's details to suit your needs. The only item you cannot 

change is question type. 

4. Click Save. 

Import an existing question 

https://support.populiweb.com/hc/en-us/articles/223797647
https://support.populiweb.com/hc/en-us/articles/360020889453
https://support.populiweb.com/hc/en-us/articles/360030713574


 

1. Type a word or phrase and select from the suggested results. 

2. Enter the number of points. 

3. Click Save. 

Add a group of questions from a category 

 

1. Begin typing a category name and select from the suggested results. 

2. Enter the total number of points and questions. The points will be evenly divided 

among the questions you import. 

5.6 How To Edit Question Points 

After designing a test, you may find a need to adjust the question points. Here are all the ways you 

can do that. 

Individual questions 



 

To edit the points for an individual question: 

1. Click  to edit the question. 

2. Change the points. 

3. Click Save. 

If the test uses Fixed points calculation, you may end up with over- or under-assigned points. If so, 

fix it by editing the points on another question, changing the points calculation, or adjusting the test's 

points. 

All questions at once 

 

 

 

You can edit all the questions' points at once. 

1. Click Edit all question points. 

2. Adjust the points for the questions you'd like to change. You can also check to mark 

questions Extra Credit. 

https://support.populiweb.com/hc/en-us/articles/360031517534-How-to-edit-question-points#over
https://support.populiweb.com/hc/en-us/articles/360031517534-How-to-edit-question-points#over


3. When you're done, click Save. 

Editing the test's points 

 

When you edit the test's points, you get several options for changing the test's points to fit the 

number of question points. 

1. In the right column under the Information heading, click Points. 

2. Depending on how the test is already set up, you'll have some or all of the following 

options: 

o Adjust assignment points: Changes the assignment's points to match 

the total number of points you've given to your questions. 

o Adjust question points: Automatically redistributes any over- or under-

assigned points proportionally over all the test's questions. 

o Change the Points calculation: This lets you change the calculation to 

one of the other two settings. 

o Change the Points: This lets you enter a new number of points for the 

assignment. 

3. After you've made your choice, click Save. 

 



5.7 Online Tests: How To Grade Them 
Populi automatically grades several question types: 

 Multiple choice 

 Multiple answer 

 Put in order 

 True/false 

 Matching 

 Short answer questions for which you have entered automatic-grading options. 

If you compose a test entirely of such questions, Populi will grade the whole test for you as soon as 

the student submits it. If you have any essay questions and/or short answers for which 

you've not entered any answers, those questions will be ungraded. You'll need to grade ungraded 

questions manually. 

To see how to regrade questions in the Test > Analysis view, jump down here. 

How to get to ungraded questions: 

Click the alert for ungraded questions on your Populi Home page, My Courses, or the course 

dashboard. This takes you to the To Be Graded view in Tests: 

 

You can also navigate straight to the Tests > To Be Graded view from within your course. If there 

are any ungraded questions, you'll see a number indicating such in the navigation view: 

https://support.populiweb.com/hc/en-us/articles/223797687-Online-tests-how-to-grade-them#regrade


 

On any test, click History. Select one of the student tests by clicking the start time. Ungraded 

questions will be marked with : 

 



On the test's assignment page, you can find all of a student's test attempts (and ungraded questions) 

on the student assignment detail view: 

 

How to grade questions 

 

Under each question, you'll see the answers submitted by individual students. After evaluating their 

answers... 

https://support.populiweb.com/hc/en-us/articles/223797607/#assignmentdetail


1. To score the answer, type a number of points in the field or click a percentage in the 

radio buttons to auto-fill the number field. 

2. To give extra credit, simply type in more points than the question is worth. You can 

enter up to twice the point-value of the question. 

3. Grades are auto-saved while you work. 

4. To leave comments, click Add comment. After entering the comment, click Save 

comment. Comments are not auto-saved! 

o As you work through student answers on the To be graded view, 

click Refresh in the right column to hide your graded questions and 

display any new questions that came through while you were working. 

5. When you're done working, just navigate elsewhere. As soon as you've graded all of a 

student's answers for a particular test, the test assignment is automatically graded and 

entered in your gradebook. 

Test history 

The History view for each test lets you review how each student performed on the test and gives you 

some other important statistics, including duration, IP address, and proctor information. 



 

 Click the student's name to go to his student course summary page. 

 As mentioned above, you can click a start time to look at an individual student's 

answers. If the student started the test after the test's due date (but still within the 

availability window), you'll see a badge to that effect. 

 If you see -- in the grade columns, that test has ungraded questions and so cannot be 

graded. 

 The IP address tells you "where" the student was when he submitted the test. By 

looking at IP addresses, you might find out that a student retook a test four times from 

four different computers, or that a group of students all took a test, one after the other, 

from the same computer. 

 Click the proctor's name to see his contact information.  appears when the proctor did 

not enter the check-out code; this could indicate that something about the student's 

test is not above-board. 

https://support.populiweb.com/hc/en-us/articles/223797727


 To delete a student's test, click . This automatically recalculates the student's final 

grade. If you do this on a test for which no retakes are permitted, you'll need to add 

an availability exception for that student if you want him to take the test again. 

Test analysis 

 

After your students have started submitting their tests, the Analysis view aggregates their answers 

so you can see how they performed as a group. Each question type displays all the answers given 

by students and the answers' distribution (except for essay questions, which show only distribution of 

grades). You can also see how many times students took the test and the average duration. 

Here are some of the things you might find out: 

 The students more or less aced the questions from Chapter 3, but bombed the 

questions from Chapter 4. Looks like you'll need to review Chapter 4 with them. 

 The True/False questions are just too easy. You might consider some more 

challenging multiple choice or multiple answer questions. 

 Almost everyone got the 8th question wrong... because you misspelled a key term you 

wanted them to define. 

 The variation in the short answers reveals that your questions need to be more 

specific. 

https://support.populiweb.com/hc/en-us/articles/223797667/#exceptions


 Among many other things... 

If you determine that an automatically-graded question has proved too hard or too easy, you can 

regrade it. Here's how: 

 

1. Click  next to the answer you'd like to regrade. 

2. Select the percentage for the New Score. 

3. Click Save to finish. 

After you regrade a question, Populi will recalculate test scores for all affected students. 

5.8 How To Use IP Filters To Restrict Student Access To Tests 

In this article, you'll learn how to use the IP Filter option on tests to restrict test access to students 

who are on computers at a specific location. 

Basics 



An Internet Protocol (IP) address is a number assigned to an Internet-connected device. It serves to 

identify the device and give the device an "address". Because devices are generally connected to 

networks in a particular location (e.g. your college campus, your home office, the local coffee shop, 

etc.) IP addresses can be used to identify where a device is located. 

IP Filtering for tests works as follows: 

1. You specify that only devices from certain IP addresses may access the test. 

2. When students go to take the test from the correct IP address, they can access the 

test. 

3. If they go to take the test from the wrong IP address, they are locked out of the 

test. Here's what they'll see when that happens. 

The typical use for IP Filtering is to ensure that only students in a particular location (perhaps 

surveyed by a proctor) can access a test. You should not use this tool in online-only courses where 

your students are located all over the place—it'd be a tremendous hassle keeping track of all the IP 

addresses you'd need. 

Setup 

 

https://s3.amazonaws.com/kb-media.populi.co/restricted_ip_filter_test.png


When adding a new test assignment, you can add an IP filter restriction. 

1. Follow the instructions for setting up a test assignment. 

2. Under Restrictions, check next to Filter IP addresses. 

3. Enter the IP address(es) from which you wish to permit access to this test. Consult 

with your school's IT department if you need help determining what to enter in these 

fields. 

4. When you're done, click Save. 

5.9 How To Use Passwords To Let Students Access And Take Tests 

In this article, you'll learn how to use the password option on tests to restrict test access to students. 

 Before starting the test, students must enter the correct password. Without the 

password, they simply can't start the test. Here's what they'll see. 

 If a student must be proctored, the password will be sent to the proctor when the test 

is available. The proctor can then provide it to the student or enter it himself. 

 Among other situations, test passwords can help you administrate tests taken in a 

particular location. For example, you could announce the password at the beginning of 

the class—any student not present will need to make other arrangements to take the 

test. 

Setup 

https://support.populiweb.com/hc/en-us/articles/223797667
https://s3.amazonaws.com/kb-media.populi.co/add_test_assignment_require_password.png


 

When adding a new test assignment, you can add a password restriction. 

1. Follow the instructions for setting up a test assignment. 

2. Under Restrictions, check next to Require password. 

3. Enter the password. 

4. When you're done, click Save. 

To view or change the test password: 

1. Go to the test's Design view. 

2. In the Information column on the right, click Password. 

3. In the dialog, you can copy the password to send to your students or change it. 

5.10 How To Edit Questions That Are Used On More Than One Test 

After you including existing questions on your test—whether by adding individual 

questions or importing test sections, you can then edit them (if necessary). 

Step 1. Edit the question 

Click  to edit the question. 

https://support.populiweb.com/hc/en-us/articles/223797667
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Step 2. Choose what to edit 

Since the question is used on other tests, you'll be given two options: 

 Replace it with a copy: This creates a duplicate of the question that's used elsewhere 

which you can then edit without affecting any of the other tests in which it is found. 

 Edit the original question: The changes you make here will change the question 

everywhere it's used except for test attempts that have already been submitted by 

students. 

 



Step 3. Make your edits 

After deciding which version—the duplicate or the original—to edit, go ahead and make whatever 

changes you see fit. You can change any aspect of the question except its type. 

 

5.11 How To Use And Embed Files In Tests 

In this article, you'll learn how to embed media files—images, audio, video, and documents—in test 

questions and text blocks. 

Get the EMBED code for the file. 

1. Find the file you'd like to embed in the test. You can grab the EMBED code from files 

you've uploaded to: 

o The Course > Syllabus view. 

o The Course > Files view. 

o You can also look for files you've included in Lessons. 

2. Click the file name to open the file viewer. 

3. Click  and select Get embed code. 

4. Recommended (but optional): Enter alt text for the image—this helps assistive 

technology describe the image for visually-impaired users. Be as detailed as you wish! 

5. When you're ready, click  to copy the code. 

6. Click the X to close the file viewer. 

Go to the test you're designing or editing 

1. Go to the test's Design view. 

2. Add a question or add/edit a Text block. 

https://support.populiweb.com/hc/en-us/articles/360039708514
https://support.populiweb.com/hc/en-us/articles/223791907
https://support.populiweb.com/hc/en-us/articles/360020200433
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3. Click < > in the editing menu to open the code editor. 

4. Paste the embed code in the field. 

5. Click Save in the code editor. 

6. After finishing the question/text, click Save. 

You can see how the file embed will look to your students by clicking Preview: 

5.12 The Test Question Bank 

 

After you create a test question, you can find it in the course question bank, which is located in the 

main Tests view under Questions. The view shows you all of the questions associated with the 

course. 

 The questions in this view include: 

o Those you've created for tests in this course 

o Questions attached to this course from past terms 

o Imported questions and those created from existing questions 

o Questions shared with other courses in the catalog 

 Click a category to see only the questions in that category. (Remember that questions 

can have multiple categories.) 

 Click Add a Question to create a new test question. These questions will be available 

for use on your tests whenever you use an add-question option that relies on 

an existing question. 

https://s3.amazonaws.com/kb-media.populi.co/test_question_editing_menu.png
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 Click Import Questions to add questions created for courses in which you are listed 

as faculty or which an admin has permitted to share questions with this course. 

 To edit a question, click . 

o When you edit the question, it will change everywhere it is used, 

including in past tests (it will not change what appears on past student 

test attempts). 

o If you do not want the above to happen, you could try adding a new 

question and using the Create a new question based on an existing 

question option. 

 

After you create a test question, you can find it in the course question bank, which is located in the 

main Tests view under Questions. The view shows you all of the questions associated with the 

course. 

 The questions in this view include: 

o Those you've created for tests in this course 

o Questions attached to this course from past terms 

o Imported questions and those created from existing questions 

o Questions shared with other courses in the catalog 

 Click a category to see only the questions in that category. (Remember that questions 

can have multiple categories.) 

https://support.populiweb.com/hc/en-us/articles/360020689194


 Click Add a Question to create a new test question. These questions will be available 

for use on your tests whenever you use an add-question option that relies on 

an existing question. 

 See below to learn about your options for importing questions. 

 To edit a question, click . 

o When you edit the question, it will change everywhere it is used, 

including in past tests (it will not change what appears on past student 

test attempts). 

o If you do not want the above to happen, you could try adding a new 

question and using the Create a new question based on an existing 

question option. 

Importing questions 

 

The Import Questions button lets you add questions to the course's bank in bulk, either from other 

courses or via a QTI import. (QTI files can be exported from most systems that export Common 

Cartridge files). 

 Click Import Questions and select the option you'd like to use. 

 To Import from another course: 

https://support.populiweb.com/hc/en-us/articles/360020689194
https://support.populiweb.com/hc/en-us/articles/360020890153
https://support.populiweb.com/hc/en-us/articles/360020890213-The-test-question-bank#import


1. Choose the course from the drop-down. These are courses that you have taught or 

which an admin has permitted to share questions with this course. 

2. Check the questions you'd like to import. 

3. Choose whether to import the categories for these questions or create new ones. 

4. Click Save when you're done. 

  To Import a QTI question bank: 

1. Upload a QTI file. These usually have the .zipextension, but Populi also accepts files 

with .imsccand .qti. 

2. After Populi sifts through the file, it presents what it has found. (Invalid entries are 

listed at the bottom of the page and will not be imported). Check next to the records 

you'd like to import and click Import records. 

3. When you're done, click Go back to what you were doing to return to the Questions 

view. 

5.13 How To Import A Test From Another Course 

In this article, you'll learn how to import a test—or sections of a test—from a past course into the 

course that you're currently conducting. 

You can import tests from another section or term of this course, or from any other course in which 

you were listed as faculty. You can then edit that test— adding or editing elements or creating new 

questions—or leave it as-is. 

https://support.populiweb.com/hc/en-us/articles/223797647
https://support.populiweb.com/hc/en-us/articles/360020689194
https://support.populiweb.com/hc/en-us/articles/360020689194


 

1. Click Import Test Sections. 

2. Choose the term/course/section with the test you'd like to import. 

3. Choose the test. 

4. Check next to the elements you wish to import. 

5. Click Save. 

The imported test sections will populate your test below the last element on your test. If you need to 

edit any of the imported questions, have a look at this article. 

5.14 Using The Feedback Options In Tests 

In this article, you'll learn how to change the default feedback options on a test. 

Your test's Feedback settings let you control what your students get to see after they have taken the 

test. When you first create a test, Populi sets these default feedback options: 

https://support.populiweb.com/hc/en-us/articles/360030713574


 After taking test: Grade, response scores & feedback. 

 After test date: Grade, response scores & feedback, correct answers. 

You can change the feedback settings under the Information panel on a test's Design view: 

 In the main Course > Tests view, click the test's name. You'll land on the test's Design 

view. 

 Or, on the assignment page associated with the test, click the test's name, which 

takes you to the Design view. 

 

To change the feedback settings: 

1. In the right column under Information, you'll find the Feedback settings. Click the 

word Feedback. 

2. Next to each time period, select a feedback option from the drop-down. (See below for 

explanations of the time periods and options.) 

3. Click Save. 



There are two periods: 

 After taking test: After the student has pressed the Submit button on a test, she'll get 

the feedback you specify. 

 After test date: After the availability window for the test has passed, students will be 

able to get the feedback you specify by viewing their own test's History view. 

There are three feedback options: 

 Grades: The student can see her grade (as soon as it's available). 

 Response scores & feedback: The student can see what she got right (and wrong), 

together with the points or partial credit for each question, as well as any comments 

you wrote while grading the test. 

 Correct answers: The student can see the correct answers you entered for question 

types that can be automatically graded. 

5.15 How To Require Proctoring For Online Tests 

Test proctoring lets you require your students to take tests with an observer present as a guard 

against cheating. Here's how it works: 



 

1. You set up your test to require proctoring. 



o You can choose to allow proctoring codes to be sent by text/email or by 

text only. 

o You can also add an exception to an unproctored test to require 

proctoring for a specific student. 

o Academic Admins can also be required by the registrar to be proctored 

for all tests. 

2. When the student takes the test, Populi asks the proctor for contact information—

including a mobile phone number or email address. 

3. Depending on the proctor's selection, Populi sends her a check-in code via text or 

email. After the proctor enters the code, the student can take the test. 

o If the test is password-protected, Populi will also send the proctor the 

password. 

4. After the student submits the test, Populi sends the proctor a check-out code via SMS 

or email. The proctor must enter the code and check to verify that she did not observe 

any cheating. 

5. If the proctor doesn't check out, the test is flagged for your review in the test history. 

6. Proctored tests show you the contact info for the proctor and links it, if possible, to 

people already entered in Populi. This helps you contact the proctor to verify her 

identity. 

There are two ways to require proctoring for all students who take a particular 

test: 

https://support.populiweb.com/hc/en-us/articles/360019708193
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When setting up the assignment 

 

When you're adding the new test assignment, check the box in the Add Assignment dialog next 

to Require proctoring. 

In an existing test's Information panel 

 

1. Go to the test's Design view: 

o In the main Course > Tests view, click the test's name. You'll land on 

the test's Design view. 

o Or, on the assignment page associated with the test, click the test's 

name, which takes you to the Design view. 

2. In the Information panel in the right column, click the Proctored setting name. 

3. Check Yes. 

4. Click Save. 

Proctoring for individual students 

To require proctoring for an individual student on an otherwise unproctored test, add a proctoring 

exception for that student. 

https://support.populiweb.com/hc/en-us/articles/360019708193
https://support.populiweb.com/hc/en-us/articles/360019708193


5.16 How To Give Your Students Exceptions For Availability, Time Limit, # Retakes, 
And Proctoring 

In this article, you'll learn how to use exceptions on tests. Exceptions let you adjust the test's 

availability, time limit, retake, and proctoring settings to accommodate special needs for specific 

students. For example, if you make a test available for one day only, you can add an availability 

exception for a student who missed the window due to illness (while the remaining students will only 

be able to take the test in the regular availability window). 

 

You can add exceptions under the Information panel on a test's Design view: 

 In the main Course > Tests view, click the test's name. You'll land on the test's Design 

view. 

 Or, on the assignment page associated with the test, click the test's name, which 

takes you to the Design view. 



 

1. In the right column under Information, you can add exceptions for availability, time limit, 

the number of retakes, and whether to require proctoring. Find the appropriate field 

and click Add an exception. 

2. In the dialog, select a student from the drop-down. As soon as you make a selection, 

his name will appear in the dialog. 

3. Enter the exception information—a new time limit, new due date, number of retakes, 

whether to require proctoring. 

4. Check whether to email the student about the exception. 

5. The dialog lets you add exceptions for multiple students: just repeat the above steps 

as often as you need. 

6. Click to remove a student's exception. 

7. When you're done, click Save. 

After you've added exceptions, you can edit or delete them: 



1. Under the appropriate field where you've added an exception, click Manage 

exceptions. 

2. Change the exception or delete it by clicking . 

3. When you're done, click Save. 

 

6. Discussions 

6.1 How To Set Up Auto-Grading For Graded Discussions 

In this article, you'll learn how to set up your graded discussion so that it will automatically grade 

your students' participation. (You can also manually-grade these assignments.) 

To set up auto-grading, you'll need to pay attention to these items: 

 The graded discussion's Due Date on the assignment page 

 The discussion's grading requirements 

 The Comments Closed setting on the discussion page 

 The Auto Grade setting on the discussion page 

Due date 

 

https://support.populiweb.com/hc/en-us/articles/223797767
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First make sure that the discussion assignment has a due date. There are three ways to do that: 

 You can add the due date when you first create the assignment. 

 You can add (or edit) the due date on the assignment's page. 

 You can add or change the due date when you edit all groups and assignments on the 

course Assignments view. 

Grading requirements 

 

Auto grading will refer to your grading requirements when it calculates the grade. You'll need to set 

up at least one grading requirement in order for auto grading to work! 

Comments Closed and Auto Grade 

https://support.populiweb.com/hc/en-us/articles/223797767
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After the due date and grading requirements are nailed down, you can put in the final two details for 

auto-grading: 

 Comments Closed: You'll need to set a date/time at which the discussion will 

automatically close for new comments/replies. 

1. Click Comments Closed. 

2. Select Date from the drop-down. 



3. Enter the date/time. The date must be on or after the assignment's due date! 

4. Click Save. 

  Auto Grade: Enter the date/time at which you wish the assignment to be automatically graded. 

The time must fall on or after the Comments Closed date/time. 

Now that you've set up auto-grading: 

 On the date/time you've entered in the Auto Grade settings, Populi will tally each 

student's discussion contributions, compare them to your grading requirements, and 

assign each student a grade for the assignment. This grade will automatically push to 

the course gradebook and be figured into the student's final grade. 

 You can disable auto-grading by editing the setting and deleting the date you entered. 

 

6.2 How To Grade Comments, Replies, And Discussions 

In this article, you'll learn how to grade comments and replies on graded discussions, as well as your 

options for grading the discussion itself. Don't forget that you can also set up your graded discussion 

to use auto grading. 

Grading comments and replies 

 

Graded discussions give you the option of grading individual comments and replies from students. 

These comment grades can then be used as a grading requirement for the whole discussion. 

https://support.populiweb.com/hc/en-us/articles/360021148894
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1. First, make sure you've entered something in the Grade Comments and/or Grade 

Replies settings. If you don't enter anything in these settings, you can't grade 

comments or replies! 

2. If you're using rubrics, you can also assign a rubric to graded discussion comments. 

3. Find the comment or reply you wish to grade. Click Enter grade. 

4. Enter the grade (or use the rubric). 

5. Finally, click Save. 

If you need to change the grade later, click the grade to edit it. 

Grading the discussion 

 

To grade a discussion, you'll go to the assignment page. There you'll find a number of grading and 

review options. 

1. Go to the assignment's page. You can find that via the course Assignments view, the 

gradebook, or by going to the discussion's page and clicking Assignment page. 

2. Click a student's name to go to his assignment detail page. 

3. On that page, you'll have the following options: 

 The Feedback view lets you and the student interact regarding the assignment. 

 Review the student's contributions on the Discussion view. 

https://support.populiweb.com/hc/en-us/articles/360007294234
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 Stats tallies up the student's contributions—number of comments, peer ratings given, 

etc. 

  Click Enter Grades to give the student a grade. If you've set up grading requirements 

for the discussion, you'll see how the student scored on each one. 

  You can edit the grade generated by the requirements or use the assignment rubric. 

  When you're done grading this student, click Save or Save and go to the student. 

 

6.3 How To Handle Reported Comments 

Students can report other students' inappropriate comments, replies, and even entire discussions. 

Here's how that works: 

1. A student reports the item 

The student uses the Report action by the comment, reply, or discussion topic. After giving a reason 

for why they feel the item should be removed, they submit it. (More than one student can report an 

item.) 

 

2. You are notified of the report 

You receive an email with the report linking you to the item. You can also look at the main 

Discussions list to see if there are any unresolved reports. 

 

https://support.populiweb.com/hc/en-us/articles/360007294234


You review the reported item 

 

You go to the discussion, locate the item, and click its # Report(s) indicator. You'll see who reported 

the item and their reason for doing so. 

You review the item, and either delete it or mark it OK. 

6.4 Managing Grading Requirements and Settings For Your Graded Discussion 

When you first create a graded discussion: 

 It isn't published; it's in Draft mode. 

 It doesn't have a topic. 

 It doesn't have any grading requirements. 

In this article, you'll learn how to use the settings and grading requirements in your graded 

discussion. 

Publishing a discussion 



 

If the discussion is not published, it is a draft and students can neither view it nor comment on it. If 

it is published then students can make comments and view it (students can view published 

discussions even after comments are closed). There are two ways to publish a graded discussion: 

 You can edit the discussion topic(and title) right up until someone (including you) 

posts a comment. After editing the topic, you can either Save it or Save and 

publish the discussion. 

 Under Settings, set Published to Yes. 

Before publishing a discussion, make sure you've entered a topic and filled in all the settings and 

grading requirements you wish for this assignment! 

Settings 

You can change any of the discussion's settings by clicking the setting name, making your changes, 

and saving. Your selections for the following settings will affect your options for grading requirements. 

 Comments Closed: If set to No, then the discussion is open to new comments and 

replies. If set to Yes, then the discussion can only be viewed by you and your students. 

o You can also enter a date on which the discussion will automatically 

close. You must enter a date if you wish to use the Auto Grade setting. 

This date must be after the assignment due date. 



 Peer rating: If set to Yes, then students can rate other students' comments/replies 

with one to five stars. You can then see the average peer rating next to each item. 

You can use peer rating as a grading requirement (see below). 

 Max Comments/Replies: Limit the number of comments/replies a student can 

contribute to the discussion. Keep these settings in mind if you decide to require a 

minimum number of comments/replies in the grading requirements. 

 Grade Comments/Replies: You can enter grades next to individual student 

comments/replies. Enter the maximum number of points that an individual 

comment/reply can earn. If rubrics are available, choose one from the drop-down. 

Keep these settings in mind if you decide to require a minimum comment/reply grade 

in the grading requirements. 

 Auto Grade: Read more about auto-grading in this article. 

Grading requirements 

 

Grading requirements help you determine what grade to give an individual student for their 

performance on the discussion. If you use the Auto Grade setting, it will refer to these grading 

requirements when it calculates the grade. 

https://support.populiweb.com/hc/en-us/articles/360007294234
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1. Click Add requirements in the assignment info panel in the right column of the 

discussion page. 

2. Next, select the requirements you wish for this discussion and enter the appropriate 

values. Depending on your selections in the discussion's settings (see above), your 

requirement options will vary. Here are all the options: 

 Number of comments/replies/posts is at least: Students must enter a certain 

minimum number of comments/replies. If you select posts, then this will look at the 

total of comments and replies. 

 Total comment/reply/words is at least: Student comments and replies (and total 

words) must have a certain minimum word count. 

 Average comment/reply peer rating: Translates the average rating the student 

receives on comments/replies from other students into a score. 

o For example, if you enter 5 points, and the student's average peer rating 

is 4, she'll get 4 out of 5 points. 

 Average comment/reply peer rating is at least: Ratings the student receives on 

comments/replies from other students must be at least this number. 

 Number of replies to my comments: The student must reply to your(the course 

faculty's) comments at least this number of times. 

 Number of posts rated is at least: The student must rate at least this number of 

comments/replies from other students. 

  Check to make a requirement Extra credit or to enable partial credit for it. 

  Click  to remove a requirement. 

  Click Save when you're finished. 

Now that you've set up your discussion, you're ready to publish it and let your students have at it. 

After that, you'll review their contributions and give them grades... 

https://support.populiweb.com/hc/en-us/articles/223797507
https://support.populiweb.com/hc/en-us/articles/360021084274


6.5 Publishing And Managing Settings For Your Course Discussion 

On the discussion's page, you can adjust its settings and edit the title or topic (before any comments 

are posted). You should review these items before publishing it and letting the discussion commence. 

 

Publishing a discussion 

 

If the Published setting is set to No, the discussion is still a draft and students can neither view it nor 

comment on it. If set to Yes, then students can make comments and view it (students can view 

published discussions even after comments are closed). There are two ways to publish a discussion: 

 You can edit the discussion topic(and title) right up until someone (including you) 

posts a comment. After editing the topic, you can either Save it or Save and 

publish the discussion. 

 Under Settings, set Published to Yes. 

https://support.populiweb.com/hc/en-us/articles/223797507


Other settings 

 You can edit the discussion topic(and title) right up until someone (including you) 

posts a comment. 

 You can change any of the discussion's settings by clicking the setting name, making 

your changes, and saving. 

 To delete a discussion, click Actions and select Delete Discussion. This lets you 

delete the discussion and all its comments and data. (Graded discussions can only be 

deleted by deleting the associated assignment.) 

 Peer rating: If set to Yes, then students can rate other students' comments/replies 

with one to five stars (see the picture below). Each comment will then display 

the average peer rating. You can use peer rating as a grading requirement in graded 

discussions. 

 

6.6 Adding A New Discussion To Your Course 

There are three ways to create new discussions in your course: 

https://support.populiweb.com/hc/en-us/articles/360020900894
https://support.populiweb.com/hc/en-us/articles/360020900894


 In the Course > Discussions view, start by clicking Add a course discussion(see 

below for instructions). 

 In the Course > Assignments view, you can add a discussion-type assignment. 

 In a lesson, you can add a new discussion that's connected to a lesson; you can also 

add existing discussions (both graded and non-graded). 

How to add a new non-graded discussion 

This lets you create a non-graded discussion that is attached to the course. If need be, you can later 

connect it to an assignment or a lesson. 

https://support.populiweb.com/hc/en-us/articles/223797767
https://support.populiweb.com/hc/en-us/articles/360020192653/#discussions


 

1. Click Add a Course Discussion. 

2. Enter the discussion title. The title should be a brief description of what you want the 

discussion to focus on. 



3. Enter the discussion topic. The topic can be as detailed and lengthy as you wish. You 

can use text formatting in the topic. 

4. Attach an optional file. 

5. Choose the discussion's author—your choices are limited to anyone who is listed as 

course faculty. 

6. Check whether this discussion is published or not. Students cannot participate in a 

discussion until it is published. 

7. Enter a date for when this discussion will first be available. 

8. Choose how to close the discussion to comments: 

 Yes means this discussion is now closed to new comments/replies. 

 No means this discussion is now open to new comments/replies. 

 Date lets you set the end date/time, at which time the discussion will automatically be 

closed to new comments/replies. 

  Check whether to allow Peer Rating. 

  Check whether to require a student to submit a post before being able to see other students' 

comments. 

  Enter the maximum number of comments and/or replies that an individual student can make in a 

discussion. 

  When you're done, click Save. 

Now that you've created this discussion, it will show up either under current or future discussions. It 

is not graded, but if need be, you can later link it to a discussion-type assignment. 

6.7 Setting Up Discussions 

Discussions let you conduct online conversations with your students on course-related subjects in 

various places in your course. You can find all your course's discussions—in all their different 

statuses—in the Discussions view: 

 Available, future, closed, and deleted discussions 

https://support.populiweb.com/hc/en-us/articles/223791967
https://support.populiweb.com/hc/en-us/articles/360020900874/#peerrating
https://support.populiweb.com/hc/en-us/articles/223797767
https://support.populiweb.com/hc/en-us/articles/223797747-Setting-up-Discussions#newdiscussions
https://support.populiweb.com/hc/en-us/articles/223797747-Setting-up-Discussions#newdiscussions


 Graded and non-graded discussions 

 Draft and published discussions 

 Discussions attached to lessons 

 

In the image above: 

 You can filter the Discussions view to Showall discussions, course discussions, or 

discussions attached to individual lessons. 

 Click the link at the bottom to show deleted discussions(if you've deleted any). 

 Drafting, Editing, and Revising (Week Twelve) is currently open. It has a total of 39 

comments and/or replies. The discussion symbol is blue, which indicates that it has 

comments you've not read yet. It is a graded discussion due on February 7. One 

comment has been reported. 

 Creative Non-Fiction and New Journalism is in draft mode. If published, it will be 

available on April 25. It is attached to the Creative Non-Fiction lesson. It is a graded 

discussion. 

 Welcome to the Creative Writing Workshop has been closed for comments. At the 

time it closed, there were 102 comments. One comment has been reported. 

Who can start a discussion? 

https://support.populiweb.com/hc/en-us/articles/223797767
https://support.populiweb.com/hc/en-us/articles/360020192653/#discussions
https://support.populiweb.com/hc/en-us/articles/360020900914


Different kinds of users can create discussions: 

o Course faculty and teaching assistants: Faculty and TA's listed for the 

course have full access to all discussions, settings, permissions, and 

grading requirements (for graded discussions). 

o Academic Admins and Registrars: Likewise, so do Academic Admin and 

Registrar users. 

o Students and auditors: If you have allowed students to start discussions 

(in the Discussions setting on Course > Info view), then both enrolled and 

auditing students can start discussions (setting only the title and topic). 

How to start a discussion 

There are three ways to create new discussions in your course: 

 In the Course > Discussions view, start by clicking Add a course discussion. 

 In the Course > Assignments view, you can add a discussion-type assignment. 

 In a lesson, you can add a new discussion that's connected to a lesson; you can also 

add existing discussions (both graded and non-graded). 

6.8 Graded Discussions 

Graded discussions are attached to an assignment. As an assignment, they can be graded and 

factored into your students' final grade for your course. As a discussion, they operate much like a 

regular discussion, but with additional options for grading. 

How to create a graded discussion 

https://support.populiweb.com/hc/en-us/articles/223797387/#info
https://support.populiweb.com/hc/en-us/articles/360021092813
https://support.populiweb.com/hc/en-us/articles/223797767
https://support.populiweb.com/hc/en-us/articles/360020192653/#discussions
https://support.populiweb.com/hc/en-us/articles/223797607
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https://support.populiweb.com/hc/en-us/articles/223797507


 

This lets you create a graded discussion that is attached to the course. If need be, you can 

later connect it to a lesson. 

1. Go to the Course > Assignments view. 

https://support.populiweb.com/hc/en-us/articles/360020900854


2. Click Add an assignment. 

3. Enter the assignment details. 

4. When you get to the Type field, choose Discussion. 

5. A new drop-down will appear, letting you choose either to create a New discussion or 

to select from any existing (non-graded) discussions. 

 If you create a new discussion, the discussion will have the same name as you give 

the assignment. 

 If you choose an existing discussion, the assignment's name will change to match the 

discussion's name. 

  You can choose a rubric for the discussion assignment; you can also choose a rubric if you enable 

grading for comments and replies. 

  When you're done, click Save. 

After creating a graded discussion: 

 You'll need to adjust its settings and add grading requirements for it on its page. 

 An entry will appear for it in the course Gradebook. 

Now that you've set up your discussion, you're ready to publish it and let your students have at it. 

After that, you'll review their contributions and give them grades... 

Grading the discussion 

https://support.populiweb.com/hc/en-us/articles/114094187754
https://support.populiweb.com/hc/en-us/articles/360007294234
https://support.populiweb.com/hc/en-us/articles/360020900894
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The assignment detail in discussion and peer review assignments includes a few more review 

options: 

 The Feedback view works just as it does on any other assignment. 

 Review the student's contributions on the Discussion view. 

 Stats tallies up the student's contributions—number of comments, peer ratings given, 

etc. 

 When you click Enter Grades, you'll see how the student scored on each of the 

grading requirements you set up for the discussion (if any). 

 You can edit the grade generated by the requirements or use the assignment rubric. 

https://support.populiweb.com/hc/en-us/articles/223797607/#assignmentdetail


6.9 Conducting Discussions 

 

Discussions are pretty straightforward. You and your students leave posts—both comments and 

replies—and can even attach files to them. 

 You and your students can comment, reply to comments, and reply to other replies. 

 Anyone who starts a discussion can delete it. Users can also delete their own 

comments and replies. 

 Course instructors and the registrar can delete any discussion, comment, or reply. 

 The blue circle indicates an unread comment. A gray circle indicates a read comment. 

Click the circle to toggle it to the other status. 



 Use the filter to sort the discussion by Oldest/Newest, Unread posts, those with 

Recent activity, or those with the most activity (a comment with a lot of replies, for 

example). 

A couple other things you might encounter in discussions: 

Peer rating 

Peer rating lets your students rate one another's comments and replies. In graded discussions, you 

can make peer rating one of your grading requirements. In the image below, the top part shows you 

what the student sees: one to five stars with which to rate the comment. The bottom part shows you 

what you'll see: an average of all the ratings on this comment. 

 

Reported comments 

Students can report other students' inappropriate comments, replies, and even entire 

discussions. This article describes how that works. 

https://support.populiweb.com/hc/en-us/articles/360020900894
https://support.populiweb.com/hc/en-us/articles/360020900914


 

Grading comments and replies 

Graded discussions give you the option of grading individual comments and replies from students. 

These comment grades can then be used as a grading requirement for the whole discussion. This 

article describes how to grade comments, replies, and discussions. 

 

 
 

7. Common Tasks  

7.1 Working With Incomplete Students 

Incomplete students are those who have not finished the work for your course, but rather than failing 

or withdrawing, are given some sort of extension to complete the work after the course's end date. 

Here's how to handle incomplete students—from when they're first marked as incomplete to when 

they finish the course. The storyline: 

https://support.populiweb.com/hc/en-us/articles/360021084274
https://support.populiweb.com/hc/en-us/articles/360021084274


1. You (or the registrar) mark the student incomplete by changing her status on the 

course roster. 

2. The course is finalized; the student's incomplete status is reflected on her transcript, 

degree audit, grade report, and anywhere else course grades are shown in Populi. 

3. As the student completes her coursework, you enter grades for it on her Student 

Course Summary page. 

4. When she has completed all of the coursework, you switch her 

from incomplete to enrolled by changing her roster status. 

5. Her enrolled status, together with her assignment and final grades, are finalized; her 

transcript, etc. are automatically updated. 

Marking a student incomplete 

 

To mark a student incomplete: 

1. Go to the course roster. 

2. Click  next to the student. 

3. In the dialog, select Yes next to Incomplete. 

4. Click Save. 

5. Go to the Course > Info view. 

6. Click Finalize Course. 



7. Follow the instructions for finalizing an individual student found in this article(you can 

also finalize the course and all students...). 

 

The student is now listed as incomplete for the course on her transcript, degree audit, and all other 

reports. Her GPA and earned credits/hours will not include this course in their calculations. 

Grading an incomplete student's coursework 

 

While not required, it would be helpful to give the student availability exceptions for her incomplete 

assignments. Doing so lets her submit work after the course end date. 

As she begins to submit her coursework, you can grade it on the assignment page or use the 

grading interface on the student course summary page: 

https://support.populiweb.com/hc/en-us/articles/223797707
https://support.populiweb.com/hc/en-us/articles/223797607/#info
https://support.populiweb.com/hc/en-us/articles/223797607/#info
https://support.populiweb.com/hc/en-us/articles/223797607
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1. Go to the course roster. 

2. Go to the student's course summary page—there are two ways to do that: 

 Click the student's name 

 Click Mark Complete under the red Incomplete notice and then Enter Grades in the 

dialog. 

  On the course summary, click Edit Grades under the assignments graph (if you got here via Mark 

Complete, the grading fields will already be opened). 

  Grade her assignment(s). 

  Click Save Grades when you're done. 

  Repeat these steps as often as you need to. 

  If the student has submitted all her work (or her time is up), check Mark Complete to switch her 

to Enrolled and finalize her grades and attendance. 

Don't forget: 

 Any assignments you leave ungraded will be counted as excused—they will not be 

counted in her final grade calculation! 

https://support.populiweb.com/hc/en-us/articles/223797727


 If you do not wish to excuse an assignment that has not been submitted, you need to 

enter "0" for the grade (use the fill all empty grades with zeroes function to accomplish 

this in one fell swoop). 

Marking the student complete 

 

When the student has completed the work—or the extension time you've granted her is up—you'll 

want to mark her as complete: 

1. Make sure you've graded or excused her assignments as appropriate. 

2. Go to the course roster or the student's course summary page. 

3. Click Mark Complete under the red incomplete notice. 

4. After verifying her final grade and attendance, click Mark Complete. 

https://support.populiweb.com/hc/en-us/articles/223797727


After you mark her Complete, her roster status will switch to Enrolled. She will remain finalized in the 

course, and her grade will appear on her transcript, degree audit (and other reports), and her GPA 

and earned credits/hours will be updated. 

 

7.2 Finalizing Students And Courses 

This article covers how to finalize your course or individual students. 

 Both you and the registrar can finalize the course. In case you need to make changes 

after that happens, the registrar will need to first unfinalize the course. 

 You finalize a course when it is finished—typically at the end of the term, though there 

are plenty of situations where you might need to finalize at a different time. When you 

finalize a course, this action also finalizes all the students in that course. 

 You finalize individual students when it is time to make the course and a student's 

grade(s) part of his permanent academic record. Again, this usually happens at the 

end of the term. Some cases in which you'd finalize an individual student include a 

withdrawal after the course add/drop date or an Incomplete. 

 You can finalize the course or a student at any point in the course's lifecycle. 

When you finalize your course or individual students: 

 You submit your students' grades as part of their permanent academic records. 

 You lock the course to any further changes—both to course content and to student 

coursework. 

 If you finalize a student (and not the course), you lock that student's coursework to any 

further changes. 

How to get to the finalize page 



 

1. Go to any of the pages from which you can finalize the course. These pages are: 

o The Course > Settings view 

o Gradebook 

o The Final Grade page 

2. Click Finalize course. (If any students have been finalized already, the link will 

say Manage finalization.) 

3. You'll be taken to the Manage Finalization page. 

The finalization page 

 

https://support.populiweb.com/hc/en-us/articles/223797387
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1. You can finalize the entire course, or individual students: 

o Finalizing individual students: The student's grades are submitted to 

his permanent academic record, updating his transcript, grade report, 

and statistics like earned credits and GPA. It also closes him out of the 

course, so he can no longer submit assignments, take tests, and so on. 

 When you finalize an Incomplete student, you can 

add exceptions for availability dates for the coursework, 

which permits him access to those assignments after he 

is finalized. 

o Finalizing the course: The course is closed down to all activity and 

updates. You can no longer add assignments, change settings, and so 

forth. 

o Finalizing all students, but not the course: You can continue to 

update the course content, settings, and details. 

2. Check the boxes next to individual students you wish to finalize, OR... 

o ...Check at the bottom to finalize both the course and any unfinalized 

students 

o Check all students lets you finalize all students without finalizing the 

course. 

o If you need to unfinalize a student, un-check his name. 

3. When finished, click Submit. 

Now that you've finalized the course or students... 

 

https://support.populiweb.com/hc/en-us/articles/360020058873


 Finalized student grades are now part of their grade reports, transcripts, and other 

academic records. 

  appears in various places in the course pages (next to certain settings on Course > 

Settings, for example) or next to the student's name. 

 If you’ve only finalized students, you can come back to this screen at any time to 

finalize other students or the entire course. 

 If you've finalized an incomplete student, read this article to learn how to enter grades 

for her or mark her complete. 

 If you finalize the course, you'll need to have the registrar unfinalize it should you need 

to make further changes. 

 

7.3 Student Course Summary 

The student course summary shows you detailed information about a student's grades and 

attendance in the course. It is available to Academic Admins, Registrars, the course faculty and 

teaching assistants, and the advisors assigned to individual students. You can find it one of two 

ways: 

 Go to the course Roster and click a student's name. 

 For those with access to the student's advising view, click the course name in the 

transcript interface. 

You can also get insight into student performance in the Course > Reporting view. 

 

https://support.populiweb.com/hc/en-us/articles/115000020653
https://support.populiweb.com/hc/en-us/articles/223797587
https://support.populiweb.com/hc/en-us/articles/223791847#advisingview
https://support.populiweb.com/hc/en-us/articles/360047491033


Navigation and actions 

 The course summary has two views, one focusing on assignments, the other on 

attendance. 

 Use the drop-down and back/forward buttons to toggle from one student to the next. 

 Click the student's name to go to his profile. 

 The Actions menu lets you email the student or flag him. 

 You can perform a number of actions for incomplete students; follow the link for details. 

Assignments 

 

The assignments view... 

 Lets you compare the student's assignment grades to the class' performance as a 

whole 

 Lets you view and edit the student's individual assignment grades 

The grade graph charts the student's percent grades (the blue line) and compares them to the 

standard deviation calculated from grades from all of the course's students (the gray area). Hover 

https://support.populiweb.com/hc/en-us/articles/223790047
https://support.populiweb.com/hc/en-us/articles/223797727-Student-course-summary#flags
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over the blue line to see the student's grade, or over the gray area to see the standard deviation 

values. 

Below the grade graph you'll see a list of the course assignments, what percentage of the final grade 

each assignment is worth, the actual points the student earned on the assignment, and the percent 

grade. 

 Click the assignment name to go to its page, where you'll find, among other things, the 

student's assignment detail. 

 Likewise, you can go to the final grade/attendance page. 

 Click Edit Grades to change any assignment grade or the final grade. If you're 

using rubrics, you can use the rubric to grade the assignment  or review the student's 

rubric scores . 

Attendance 

 

The attendance view... 

 Lets you compare the student's attendance stats to those of the class as a whole 

 Lets you view and edit the student's attendance for individual meeting times for which 

attendance was already taken 

Like the grade graph, the attendance graph charts the student's attendance percentage (the blue 

line) and compares them to the standard deviation calculated from the attendance stats of all of the 

course's students (the gray area). Hover over the blue line to see the student's attendance figures as 

of that date, or over the gray area to see the standard deviation values. 

Below the graph you'll see a list of the meeting times for which attendance has been taken and a 

running attendance percentage. 

https://support.populiweb.com/hc/en-us/articles/223797607
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 Click the meeting time to go to its attendance page. 

 Likewise, you can go to the final grade/attendance page. 

 Click Edit Attendance to change any attendance status for any meeting time. 

Lessons 

 

The Lessons view shows you how much time the student spent on lessons on particular dates. 

Hover over a bar to see how much time he spent on a given lesson on that date. 

Below the graph you'll see a list of the lessons together with a completion percentage and a tally of 

time spent on the lesson. 

 Click the lesson name to go to its page. 

 The percentage takes you to the lesson progress view. 

Discussions 

https://support.populiweb.com/hc/en-us/articles/223797527
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The Discussions view shows you how many words the student contributed to course discussions on 

particular dates. 

Below the graph you'll see a list of the discussions together with stats for comments and replies. 

 Click the discussion name to go to its page. 

 Click the lesson name to go to its page. 

Info 

The Info panel gives you the basic roster information for this student— enrollment status, whether 

the student is getting a Pass/Fail grade, how many credits she'll earn if she passes, and any general 

notes on the student. 

 Academic Admins and Registrars can edit any of these fields by clicking the field 

name (save for credits/hours—see below). 

 Hours and credits can be edited depending on what you've permitted in Academics > 

Settings > General under the Course units by student setting. 

https://support.populiweb.com/hc/en-us/articles/223797507-Conducting-discussions
https://support.populiweb.com/hc/en-us/articles/223797487
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 Course Faculty and Teaching Assistants can change a student's status 

between enrolled and incomplete. 

 If the Enrollment setting on the Course Info view is set to allow Faculty to manage 

enrollment, then course Faculty can change the enrollment statuses 

to auditor, withdrawn, etc. 

 Advisors cannot change any of this information. 

Flags 

 



Flags may have been triggered by flag thresholds or were manually-added here on the student 

course summary. This interface lets you see current and past flags. 

In the above image... 

 The selector is set to show all flags; you can also set this to see only active flags. 

 The red flag was triggered by the flag thresholds established in Advising > Settings. 

Delia's performance in ths course is worrisome. If she fixes things up, the red flag can 

transition to a yellow flag and then even a green flag. 

 The yellow flag from September 10, 2018 was added by the professor, Lita Mayhew. 

 The yellow flag from August 10, 2018 was added by the professor, Lita Mayhew. It 

was marked resolved by Delia's advisor, Gemma Frye, and is considered a part of 

Delia's academic history. 

Dig that yellow flag from September 10... 

 Delia's advisor, as well as any Academic Admin or Registrar, can click Mark 

resolved on any active red or yellow flag. 

 Likewise, they can also edit any active flag. They can change the flag color and the 

reason given for the flag. 

 If need be, they can click  to delete an active flag altogether. 

7.4 Using The Gradebook 

Gradebook collects all of your assignment grades for all of the course section's students. You can 

use it to enter and adjust grades, link to individual assignment pages, and link to the Final 

Grade page. 

https://support.populiweb.com/hc/en-us/articles/223791827#flags
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Get oriented 

 The leftmost column lists the course's active enrolled students. If you've enabled 

graded assignments for auditors, they'll be there, too. 

 Each student's current final grade (as calculated according to your assignment 

weighting) displays in the next column. 

 In between, the assignments display in due-date order going left to right. Extra credit 

assignments are shown in green. 

 Scroll left/right through the assignments using the scroll arrows. If this is a cross-listed 

course, some of the grading fields for some students may be blank. Read more about 

cross-listing here. 

 Grades for test and attendance assignments automatically appear here as soon as 

they've been graded elsewhere. 

 At the top you'll find actions for finalizing the course, editing grades, and 

exporting/importing the gradebook (see below). 

Grading assignments 

https://support.populiweb.com/hc/en-us/articles/223797427
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Here's how to grade assignments (or adjust already-entered grades): 

1. Click Edit Grades. 

2. Enter the number of points the student earned in the appropriate grading field. 

 Gradebook automatically calculates your entry into a percent grade. So, if the student 

earned 42 points on a 50-point test, enter 42, not 84. You can enter up to two decimal 

places. 

 To excuse a student from an assignment, you can type E in the grading field or leave 

it blank. 

 A grade of 0 gives the student no credit for the assignment—this will count against his 

final grade! 

 You can navigate around the fields using your keyboard's arrow keys. 

 So you don't lose your work, Populi automatically saves your grades every five 

minutes and warns you if you attempt to leave the page without saving your work. 

  When you're done, click Save Grades. 

Exporting 



Before the course is finalized, the Export function creates a spreadsheet of the gradebook including: 

 Student names 

 Individual assignments and any number grades already entered 

After the course is finalized, this creates a spreadsheet of the entire gradebook including: 

 Basic course info (Course name and abbreviation, section, term, faculty) 

 Student names 

 Individual assignments and any number grades already entered 

 Final Grade 

Import CSV 

Before the course is finalized, you can upload a .CSV (MS Access) database into your gradebook. 

This is useful, for example, when you need to import grades from another grading system (say, a 

Scantron exam). 

1. Export a gradebook CSV from the other system. Consult that system's documentation 

to ensure the CSV is formatted thusly: 

 The encoding is one of these formats: Unicode (UTF-8), Western Latin 1 (ISO-8859-1), 

or Plain Text (ASCII). 

 The assignment names and student names in the CSV match those in the 

Gradebook exactly(including spelling and order). 

 Your CSV columns must read thus: First Name, Last Name, Assignment name(s). 

  In Gradebook, click Import CSV. 

  Upload the file and review the grades. 

  Click Import to finish. 
 



7.5 Course Rosters (Faculty) 

The Roster lists all the students associated with the course section together with some basic 

enrollment information (credits/hours, attendance, etc.). 

 Students shows those who are registered in the course (including enrolled, auditing, 

withdrawn, and incomplete students). 

 If the course has multiple course names, Students will be further grouped by course 

name. 

 Waiting List shows those waiting to be enrolled in the course if the maximum 

enrollment number has already been met. 

Roster basics 

 

Here's a brief overview of the information you'll find on the Roster. 

 Click the student's name to go to their course summary, which collects assignment, 

attendance, and other data about how the student is performing in the course. 

 Status shows the students' enrollment status. 

 Retake indicates whether this course is counted as a retake on the student's transcript. 

 P/F indicates whether the student is taking this course as Pass/Fail. 

 Attendance and Grade summarize the student's performance in the course. 

https://support.populiweb.com/hc/en-us/articles/223797727
https://support.populiweb.com/hc/en-us/articles/223790927


 Notes lets you leave general course comments about a student. 

 Manage lets you change the student's status, date, and course name/description. 

Enrollment status 

Use the Status selector to instantly filter the roster to show students of a particular status 

(e.g. Withdrawn...). Faculty have the ability to change a student's status from Enrolled to Incomplete: 

1. In the Manage column, click  next to the student's name. If you see , the student is 

finalized and you cannot change her status. 

2. Select the appropriate status from the drop-down. 

3. Edit the date, if necessary. 

4. Click Save. 

Auditing, Withdrawn, and Waiting List students are typically managed by the Registrar. However, if 

the course's Enrollment setting permits faculty to manage enrollment, then the course faculty will be 

able handle all enrollment changes up until the course's add-drop date. 

To learn how to work with incomplete students, have a look at this article. 

Roster notes 

Roster notes are general comments and notes about individual students. They are visible to 

Academic Admins, Registrars, and course Faculty and Teaching Assistants. They are not visible to 

students. These notes will be available to faculty when determining the student's final grade. 

To leave a note, click , enter your note, and Save. 

Email & export students 

Use the Actions button to email your students or export them to spreadsheet or PDF. 

Everyone 

https://support.populiweb.com/hc/en-us/articles/223797587-Course-rosters-faculty-#coursenames
https://support.populiweb.com/hc/en-us/articles/115000020653


Click Actions and select what you'd like to do: 

 Email this section or—for courses with multiple sections— Email my/all sections. 

 Export this section or—for courses with multiple sections— Export my/all sections; 

this creates a spreadsheet of the students you're exporting. 

 Export roster PDF: This creates a PDF of the entire roster for this section; check if 

you want to include photos. 

Selected students 

You can select students from the Roster and Email or Export those you've selected. Here are a 

couple ways to select different groups of students: 

 Simply check the students you want to work with, one by one. 

 Use some combination of the Course Name or Status selectors to show only 

particular students. 

 Check individual students or click Check all. 

Say you want to email the Auditors in one section of an English course: 

1. Select English 202: Creative Writing and Auditors from the drop-downs. 

2. Click Check all. 

3. Click Actions and select Email selected students 

Course names 



 

Each section of a course can have multiple course names and descriptions. This is handy when, for 

example, you're offering the same Directed Study course to a number of music students, some of 

whom are learning guitar, others of whom are learning piano. Additional course names will not affect 

the default course name/description, which is inherited from the course catalog. 

In order to add or change course names, the Enrollment setting (on Course > Info) must be set to 

allow faculty to edit enrollment for the course. 

Individual students 

1. Click  next to the student's name (under the manage column). 

2. In the Course name drop-down, select an existing course name (if any) or 

select New... to create another one. 

3. If you select New..., enter the new course name below the drop-down, and an optional 

course description. 

4. Click Save and the student will list under the new course title heading. 

Multiple students 

1. Click Actions and select Add new course name. 

2. Enter the new course name, and then the course description (which is optional). 

3. Check off the students to whom you want to add this course name. 



4. Click Save and these students will list under the new course title heading. 

Changing course names 

To change or delete a course name or description: 

1. Click the gear next to the course name 

2. Select Change or Delete 

3. Make your changes and Save 

Credits/Hours 

You can manually adjust the Credits and/or Hours an individual student will earn for passing this 

course. 

1. Next to Students (near the top of the screen), click edit. 

2. The credits and hours fields for all unfinalized students will open up for editing. 

3. Make your changes in the individual fields, and then click Save. 

Attendance Hours 

A column for Attnd. Hours appears if your school has enabled Clinical Hours. Attendance Hours are 

automatically calculated according to a student's attendance and the total number of hours listed for 

the course. If you need to change the automatic calculation, just follow the above steps. 

7.6 Entering Final Grades 

At the end of the term—or whenever a particular student completes the coursework—it's time to 

review final grades before finalizing the course or student. Here are the instructions for enrolled 

students; to handle grades for incomplete students, have a look at this article. 

Start in the gradebook 

https://support.populiweb.com/hc/en-us/articles/223790967
https://support.populiweb.com/hc/en-us/articles/223797527
https://support.populiweb.com/hc/en-us/articles/223797707
https://support.populiweb.com/hc/en-us/articles/115000020653


 

Go to the course gradebook. You'll find the Final Grade column next to the student's name in the 

leftmost column. 

 Final grades are automatically calculated throughout the life of the course whenever 

you grade an assignment. 

 Click Edit grades to change any grade in your gradebook—including the final grade. 

 Click the column name to go to the Final Grade page. 

The final grade page 

 

https://support.populiweb.com/hc/en-us/articles/223797407
https://support.populiweb.com/hc/en-us/articles/223797607


The final grade page collects course statistics and notes to help you evaluate the student's 

coursework. 

 The attendance scores are calculated from when you took attendance. If you've set up 

an attendance assignment, its grades correspond to these scores. 

 Click Edit Final Grades & Attendance to open the grading fields for editing. You can 

enter number grades (0-100, with up to two decimal places) in the attendance and 

grade columns, or select a letter grade from the drop-downs. 

Course Comments 

 

https://support.populiweb.com/hc/en-us/articles/223797527
https://support.populiweb.com/hc/en-us/articles/223798307


Click  to add course comments for a student. 

 To help you determine the student's final grade and comments, the dialog shows you 

course notes and assignment grades. This includes roster notes and assignment 

notes marked private on the student's assignment detail. 

 Enter your comments in the text area. When you click Save, these comments will be 

ready to print on the student's grade report. 

After finishing up with final grades, it's time to finalize the course. 

Finalizing the course submits student grades to the registrar. You can finalize the course on Course > 

Info view or Gradebook. 

 

8.FAQs 

8.1 How Do I Drop The Lowest-Graded Assignment From My Course? 

Here's how to set up your gradebook to drop the lowest-graded assignments from the final grade 

calculation. 

https://vimeo.com/104054039 

 

8.2 How Do I Email My Students? 

Populi gives you several ways to email your students, whether in a group or individually. 

Emailing groups of students 

Emailing all of your students in all of your current courses 

This emails all of your enrolled, incomplete, and auditing students in your current courses—that is, 

courses that have already started and have not ended yet. 

1. Click My Profile 

https://support.populiweb.com/hc/en-us/articles/223797607
https://support.populiweb.com/hc/en-us/articles/223797707
https://support.populiweb.com/hc/en-us/articles/223797387
https://support.populiweb.com/hc/en-us/articles/223797387
https://support.populiweb.com/hc/en-us/articles/223797407
https://vimeo.com/104054039


2. Under your picture, click Email students 

 

Emailing students in a specific course 

You have a few options for emailing students in one of your courses. 

Dashboard 

On the course Dashboard tab, click Email this section to email all enrolled, incomplete, and 

auditing students in this section of the course. 

 

Roster 

On the course Roster, click Actions and select from your options: 



 You can email students in this section or email students in all sections 

 If you check student names in the Roster, you can email selected students 

 

 

Emailing individual students 

To email an individual student: 

1. Go to their profile; you can do this by clicking their name wherever you see it (say, on 

the Roster) or by entering their name in the search bar 

2. Under their picture, click Send Email. 

You can do this for any of your current students. However, if a student is not enrolled in or auditing 

one of your courses, you can only email him if his email address is set to Public. 



 

 

8.3 How Do I Factor Course Attendance Into The Final Grade? 

Here's how to set up an assignment that factors course attendance into your students' final grades... 

Create an attendance assignment group 

 

1. Go to Assignments and click Add an assignment group. 

2. Give it a name and an appropriate weight. 

3. Generally, you'll want to leave the extra credit and drop lowest options empty. 

Create an attendance assignment 



 

1. In Assignments, click Add an assignment. 

2. Enter the appropriate details; in the example above, we gave the assignment 30 

points to match the course's 30 meeting times in the term. 

3. Select your Attendance assignment group. 

4. For Type, select Attendance. This tells Populi to tie the assignment's grade to course 

attendance. 

Take attendance 



 

 

As the term progresses, take attendance as normal. As you do, Populi will automatically calculate 

the assignment's grade, which in turn feeds into the Final Grade. 

A few notes: 

As you take attendance, Populi calculates an attendance percentage. This percentage is then 

converted to a percent grade for the assignment; in turn, the percent grade is converted to 

assignment points. 

Your school may count a certain number of tardies as equal to one absence—for example, four 

tardies may equal one absence. This can be set up at the global level or the course level by an 

Academic Admin. 

The percentage is calculated based on the number of meeting times for which you've taken 

attendance—notthe total number of meeting times! Say you have thirty meeting times but have 

taken attendance for only ten... 

 



 A student marked absent twice gets 80% 

 Assuming that four tardies equals one absence, a student with three tardies gets 92.5% 

(assuming that four tardies = one absence...) 

If your school fails students for non-attendance, you may notice students with a sufficient number of 

absences or tardies receiving a Failure for Non-attendance grade (often shortened to FN). Check 

with a school administrator about any such policy. 

8.4 What Can Auditors See And Do In Courses? 

Normally, auditors are restricted from participating in anything that gets a grade. So, no tests or 

assignments for auditors (they can, however, see that they exist). 

Otherwise, auditors can participate in Bulletin Board, Discussions, Lessons, and Chat, as well as 

view the Roster (only the student view, of course!), Info, and Calendar. They can also submit course 

evaluations. 

If the course catalog permits auditors to submit assignments, then they can participate in 

assignments (and receive grades for them) just like enrolled students. However, their grade reports 

and transcripts will still display AUD in place of a grade. 

8.5 Why Can't My Students See Their Assignment Grades? 

Question? 

I have a student who wants to view her grades for a course that's still in process. She has completed 

a couple of assignments, and I (as well as others) were under the impression that she could view her 

grades for an individual assignment by going to the Course information page, then click on 

Assignments, then click the Assignment she wishes to view. This should take her to a page where 

they can see their grade (though not necessarily the actual test). However, this is not showing up for 

her. Any ideas? Here's the Course Number, if you wanna check it out: ENG101... 

Answer! 

https://support.populiweb.com/entries/35322


The Course Section she's in has the Progress setting set to Not visible to students. As it is now, 

none of the students in that section will be able to see their grades. You can change this by 

clicking Progress on the Course Info page and changing the setting to Visible to students. Once you 

do that, she (and all her classmates) will be able to see her Assignment Grades just fine. 

8.6 Where Do I Finalize My Course? And Can I Unfinalize It? 

When you finalize your course, you submit course grades and comments to the Registar and commit 

them to students' permanent academic records. Additionally, you lock the course down so that 

further changes can't be made to it. 

You can finalize your course... 

 By clicking the Action gear on either the Info or Gradebook tab and selecting Finalize 

Course 

 By clicking Finalize Course on the Final Grade/Attendance page (accessible through 

the Gradebook) 

After the course is finalized, you can still do two things: 

 You can export the course Gradebook 

 You can enter assignment and final grades for Incomplete students on the 

course Roster 

Unfinalizing 

Can you unfinalize your own courses? No. 

For the most part, unfinalizing a course is (and should be) very rare and/or unnecessary. But in 

cases where it is deemed necessary, contact a Registrar or Academic Admin; users with those roles 

can unfinalize courses. 

 

https://support.populiweb.com/hc/en-us/entries/20275587
https://support.populiweb.com/hc/en-us/entries/20275592
https://support.populiweb.com/hc/en-us/entries/20276508
https://support.populiweb.com/hc/en-us/entries/20276473


8.7 Can I Turn Off Those Assignment Submission Notification Emails? 

Yes, you can! 

Actually, we went and turned them off for you. Populi now lets individual faculty users enable/disable 

the email notifications for when a student submits and assignment. The default for this setting 

is No—so if you're tired of those emails, you don't need to do anything: they're already turned off! 

But if you want to turn them back on, follow these steps...  

 Click your name in the upper right of the screen (by the help link) 

 Choose Settings 

 On the Settings screen, click the Notifications tab 

 There's a setting there called Notify me about assignment submissions. 

Check Yes and Save your settings... 

 ...and voilá, assignment submission emails are turned back on 

But if you don't want those emails any more, you don't need to do anything! 

8.8 What Do My Students See? 

Your students can see the course Dashboard, Info, Assignments, Lessons, Discussions, Tests, and 

Chat tabs. 

They have enough interactive ability to upload assignments, go through lessons, engage in 

discussions and chats, take tests, download course files, and so on. 

To get more of an idea of what your students can see, check out the Student Forum in the 

Knowledge Base. 

8.9 How Does Partial Credit Work In Online Test Questions? 

Partial credit is available in some form for each answer type. You can set up your questions so that 

Populi will automatically assign partial credit for certain answers; you can also give partial credit if 

you're grading answers manually. 

https://support.populiweb.com/hc/en-us/categories/203333527
https://support.populiweb.com/entries/78143226


Remember that if you don't check Partial Credit on a given question, your students will need to enter 

the correct answer—no more, no less—to receive credit for that question. 

Here's how Populi approaches automatic partial credit for put in order, multiple answer, and 

matching questions: 

Put in Order 

 

Partial credit for put-in-order questions is really tricky. We describe Populi's process in detail on 

the Populi Blog. 

Multiple Answer 

 

Multiple answer checks which answers the student marked/didn't mark. If he marks (or doesn't mark) 

something correctly, he gets a portion of the question's point value. If he does so incorrectly, that 

portion of the question's point value is deducted from his score. 

http://populi.co/blog/2014/09/programmatic-partial-credit-put-in-order-grading/


Put another way, an incorrect option cancels out a correct option. 

In this example, a 5-point question has five options, three of which are correct. Here's how it would 

be scored: 

So the student, having marked three options correctly and two incorrectly ends up with 1/5 of the 

question's point value: the two incorrect selections cancel out two of the three correct selections. 

Matching 

 

Matching questions act much the same as multiple answer: the student simply has to match the 

correct terms together. 

Correct √ Student Points 

A √ √ +1 

B √ -1 

C √ 
 

-1 

D √ √ +1 

E 
 

+1 



So the student, having matched 3 of 5 answers, gets 3/5 of the credit. Pretty straightforward. 

 

Correct Student Credit? 

A A Yes 

B F No 

C B No 

D D Yes 

E E Yes 


