How to edit learner's status/progress (exemption, mastery, completion, score) or unlock mastery test for a single learner or edit status for all learners



	Issue
	How to edit learner's status/progress (exemption, mastery, completion, score) or unlock mastery test for a single learner or edit status for all learners

	Resolution
	In Manage Assignment, use Edit Status, Single Learner or All Learners

	Product
	PLATO Learning Environment (PLE)

	Article ID
	11684

	Date Created
	12/03/2009

	Issue Details
	How do you edit the status on an assignment for a single learner? How do you edit assignment status or for all learners?


Details

Resolution
Teachers and administrators:  You can edit certain status fields (exemption, lock, mastery, completion, score) of a learner on an activity in an assignment, for example:

· Tutorials, applications, and mastery tests

· Unit Pretests, Unit Posttests and End of Semester tests*

· Modules (e.g. Odd and Even Numbers) 

· Entire Units (e.g. Unit 2 of Algebra 1, Semester A)

You may need to do this if a learner's progress on an activity has failed to update automatically for some reason.  You can also edit the exemption or lock status of multiple learners on an activity.

 

Note:  Not all status fields can be edited for all activities; for example, you cannot edit the score on activities that do not report scores.  You cannot change or enter a score on Pretests, Posttests, or End of Semester Tests.

 

* You can reset the completion status of Unit Posttests and End of Semester tests so that learners can retake them after completing them.  See this article for more information. 

 

 

To edit the status of an activity for a single learner:
1. Select the Assignments mini-app.

2. Locate the assignment, selecting the particular school or class if necessary.

3. Click Manage next to the assignment (teacher) or check the location or class, then check the box next to the assignment and select Manage Assignment from the select an action dropdown list (admin).

4. Locate the learner, check the box next to the learner, then click Edit Status, Single Learner.
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5. Click the plus sign to expand the assignment until you have found the activity, then click Edit in the Edit Status Column on the row of the activity whose status you wish to edit.
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6. You will see a window with three sections:  Steps 1, 2, and 3.  In Step 1, select the type of learner status to change: Lock Status, Exemption status, Completion status, Mastery status, or Score.  The specific options that are available will vary depending on the activity.  

Note:  Some items in an assignment can be completed but not mastered, while others can be both completed and mastered.

Here are some examples:
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7. In Step 2, select the desired status.  Some status settings are dependent on others.  For example, if you set the completion status to Completed or the mastery status to Mastered, and the activity reports a score, you will be prompted to enter a score; enter a whole number score, which will be reported as a percentage.  

Also, changing one status may automatically change another; changing a mastery test to Mastered also sets it to Completed:
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8. In Step 3, review the status changes, then click Update Status to save the change.  You will see this confirmation message:  "You have successfully updated the learner's status".    If you want to exit without saving the change, click Cancel.
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9. When you see the confirmation message, click the red X to close the edit status window.   Let the page refresh, and your status change is complete.
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To edit the status of an activity for multiple learners in an assignment (lock/unlock exempt/unexempt only): 

1. Select the Assignments mini-app.

2. Locate the the assignment, selecting the particular school or class if necessary.

3. Click Manage next to the assignment name (teacher) or check the box next to the assignment name and select Manage Assignment from the select an action dropdown list (administrator).

4. At the Manage Assignment page, click Edit Status, All Learners.
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5. You will see a window with three sections:  Steps 1, 2, and 3.  In Step 1, select a unit, module, or activity whose status you wish to edit by clicking the radio button (circle) next to it.   Click the plus sign (+) to expand an activity if necessary to view its components.

6. In Step 2, select the desired status.  Only lock and exemption status may be set for multiple learners at a time.  Choose one of the four status values:  Lock, Unlock, Exempt, Not Exempt.

7. All learners in the assignment are selected by default.  In Step 3, if you want to exclude any learners from the status change, uncheck the box next to those learners, then Update Status to save the changes.
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8. At the confirmation message, click the red X to close the edit status window.   Let the page refresh, and your status change is complete.
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Unlock a mastery test in PLE (for a single learner):
1. Follow steps 1 through 5 above to locate the mastery test.
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2. To unlock the test, select Lock status, then select Unlock, then click Update Status to save the changes.  
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3. Click the red X to close the window.

