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Faculty Quick Guide
Assessing an Assignment in CampusTools HigherEd

To assess an Assignment within Tk20, you must first log into the system at:  https://southernct.tk20.com 
Enter the following information and then click ‘Login.’
Username:  SCSU Username
Password:  SCSU Identification Number (upon initial login, you’ll be prompted to change your password)
Assess the Assignment

Students will receive a pending task in their Home tab to notify them of your assignment.  When students begin submitting their assignments, you will be able to assess them in Tk20.   Follow these simple steps:

1. Under the Pending Tasks section of the Home tab, click on ‘You have Pending Assessments.’
2. You will see a list of your assignments as well as the names of the students who have submitted the assignments.
3. To assess a particular student, click on the student’s name.

4. You will see a split screen; the assessment tool is displayed on the right side and the student’s work on the left.

5. To see the student’s artifact, click on the name of the assignment on the left side of the screen; three tabs will appear.

6. The Basic tab will show the artifact template and any work the student was asked to complete on the template itself. (Not all artifact templates require completion of the template itself; some merely require an attachment.)
7. The Documents tab will allow you to download the student’s attachment (if any attachments were required). Click on the link(s); if it’s a Word document, it will open in Word, Excel will open in Excel, etc.
8. The Feedback tab allows you to see any feedback requests the student has made. 
9. Refer to the split screen and click on the link for any pending assessment tools. If the assessment tool is a rubric, select the radio button that corresponds to the number of points you wish to give.   Do this for every criterion listed.  

10. To calculate the rubric’s total score, click on Calculate Score at the bottom of the rubric.  The system will automatically calculate the scores based on what radio buttons you’ve chosen.  

11. You will also need to enter a Grade for the student based on the total score. For example, if the student scored 25 points out of 50 possible points on the rubric (50%), the Grade entered would be 50.  
Click Save. 
12. You will be returned to the main screen. You will need to fill in the Overall Grade (this can be a letter grade or a numeral) and the Score. 
13. You may Save and return to the assessment at a later time or Submit. If you choose Submit, the completed assessment will be returned to the student and the pending task flag will disappear from your account.
Online tutorials are available for students and faculty at: https://southernct.tk20.com/campustoolshighered/login2.do 
Faculty may contact Bob Cuddihee (cuddiheer1@southernct.edu) for help with assignments.
