
 

National University 

Center for Innovation in Learning – 083016.AL 

 Managing & Grading  

a Journal Assignment 

Definition: A journal is a self-reflective assignment for students.  Only the student and the instructor 

are able to read entries and add comments, but the instructor has the option to make the journal 

public so other course participants can read entries.   

Job Aid Objective: This job aid will provide faculty with the step-by-step instructions on how to: 1) 

manage student journal entries and 2) grade them (p. 4).  To grade a journal assignment, you should 

have already made grading arrangements when you first created the assignment.  For grade column set-

up instructions, read the “Creating a Journal Assignment” job aid, p. 3.  

How to Manage Student Entries 

Step 1: From your course home page, go to the A) Course Management section in the left-hand 

navigation and click on B) Grade Center to expand the menu.  Click on C) Needs Grading.  

 

 

 

Step 2: In the Needs Grading page, you can filter your results by the type of assignment.  A) Select 

Journal from the drop-down menu and then select b) Go.    
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Step 3: You will now see the submission results for all submitted journal entries.  Results will be 

filtered by item name, user attempt (student name), date submitted, and the due date.  

 

  

 

 

 

Step 4:  To access a specific student entry, click on the student’s name and you will be taken to that 

student’s My journal page.  

Step 5: In the My journal page, you can do the following: 

A) Comment on a specific entry (see p. 3 for instructions) 

B) View the index of entries, especially if there are daily entries 

C) Enter a grade (see p. 4 for instructions)  

D) Flip to another student’s My journal entry page  
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Step 6: To comment on a specific entry, click on A) Comment.  After you enter your comments (B), 

click on C) Add. The second image below shows you that your comments have been minimized. The 

student will have to click on that blue comment link to read your comments.  
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How to Grade Student Entries 

Step 1: When you are ready to grade, go to the right-hand section of the page. You can expand the 

options by clicking on the small down-facing arrow.  Please note that in this example, you are 

grading the journal entries as an entire assignment, not individual entries. If you are grading each 

entry individually, and previously created separate assignment grade columns, repeat steps 3-5 

above.  

 

 

Step 2: This particular assignment is not associated with a rubric, so you can just enter the A) 

appropriate score, B) feedback, and C) press Submit when you are done.  For instructions on how to 

grade an assignment associated with a rubric, please refer to the “Grading with a Rubric Job Aid.”  

You’ll get a green confirmation message confirming that the grade has been saved and submitted. 

  

For student instructions on submitting a journal entry, please see the “For Students: Submitting a 

Journal Entry” job aid.  




