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Overview 

This guide will show you how to view student results, download and print student attempts and use 
the reporting features.  

Should you require any assistance with any of the processes mentioned in this guide or if you 
would like to schedule a training webinar, contact our support team on 1300 554 100 or 
customerservice@didasko.com  
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Student resulting and ‘Activity completion’ 

At the bottom of each unit’s Homepage you can find the Result’s table. 

You can grade from here, email a student, check a student’s grades for the unit and visually see a 
student’s submission status – green pass, red fail/reattempt required, black not attempted/marked 

 

 

You can click onto a student’s individual attempt using the magnifying glass next to the 
assessment, or you can click onto the assessment name in the top bar to view an overall list of 
submissions for all students in the selected group 

 

Course completion report 

 

You can also view this information in a ‘table checklist view’ via the course completion report for 
this unit. 

Note: You must set your course completion settings to be able to see this report. See the 
help guide ‘How to set course completion settings’ 

 

1. Select the cog in the top right-hand corner of the unit and then select ‘more’. 
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2. When the next page loads select ‘Reports’ and then select ‘Course completion’ 

 

 

3. The report shows the checkboxes against the ‘Activities’ which are the assessments that 
you have deemed must be completed by the student in order to be ‘competent’ in the unit.  

 

If there is a green tick in the last column ‘Course complete’ then the student is ‘Competent’ in the 
unit.  

 



 

                                                      © Didasko Learning Resources Help Guide 2020, for 3.8 Moodle. All rights reserved. 5 

4. You can filter students by groups, or first letter or surname, using the filters at the top of the 
page 

 

 

5. You can click on the student’s name to see more details such as the date the work was 
graded as ‘Satisfactory’ 

 

 

 

 

6. These reports can be exported to excel for your records, using the link at the bottom of the 
page.  
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Students grades/user report 

To access the students ‘user report’, which contains their grades in detail, from the resulting table 
select the blue ‘grid icon next to the student name.  
 

 

 
 
 
From this page you are able select further options.  You can choose ‘This unit’ or ‘All units’. It will 
show the breakdown of the student’s grade for each assessment in the unit. You can also also 
navigate to other students, using the drop-down menu on the right- hand side. 
 
 

 
 

 
 
If the student is Competent in the unit, at the bottom of the page a ‘gold star’ will be shown.  
 

 
 
 

Note – Only ‘All students’ can only be selected if ‘This unit’ is selected.  
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Exporting the student results 

1. From the student’s ‘user report’ page, select the drop-down menu in the top left-hand corner 
2. Then scroll down to export, then select ‘Excel spreadsheet’ 

 

 
3. On the next page choose ‘All participants’ or select the group from the drop-down menu 
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4. Then check the boxes next to the assessments that you would like to include in this report.  

 

5. At the bottom of the page, select ‘Download’.  

 

 

 

6. The report will then download in an excel format and you can save the report to your 
computer.  

Example Report: 

 

 

Once the report is in excel you can edit and filter the data as excel allows.  
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Other reports 

Overview report 

1. From the result table at the bottom of the unit select the blue ‘grid icon next to the student 
name.  

 

 
 
 

2. From the student’s ‘user report’ page, select the drop-down menu in the top left-hand corner  

 

3. The next page that loads after will show a summary of the students’ progress with regards 
to competency in all the units that they are enrolled into. (See below as an example) The 
Gold stars represent that a student is competent in that unit.  

 

You can also select other students using the drop-down menus in the top left-hand corner. 
selecting the student from the drop-down list.  
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Printing or downloading student attempts 

To download all student attempts in one file, see step 3. To keep the files separate see step 1 for 
online quizzes and step 2 for assignments with uploads. 

1. Quizzes 

1a. Select the unit, select the assessment, select ‘Attempts’ 

 

 

1b. A new page will load, and then you will be able to apply filters to specific students and check the 
box next to their name.  

 

1c. Choose from the drop-down menu the format that you would like to download in, and then select 
‘Download’ 

 

 

 



 

                                                      © Didasko Learning Resources Help Guide 2020, for 3.8 Moodle. All rights reserved. 11 

2. Assessments with uploads 

 

2a. Select the unit, select the assessment, select ‘View all submissions’ 

 

2b. On the next page from the drop-down menu below ‘Grading action’ select ‘Download all 
submissions’ 

 

 

You will then be prompted to save the files on your computer. 

3. All student attempts 

From the result table at the bottom of the unit select the blue ‘grid icon next to the student name.  
 

 
 

Scroll to the bottom of the page, you will see on the left-hand side ‘All Quizzes & Assignments’ on 
the right-hand side select ‘Print’. This will open a PDF version of the student attempts; you can 
then print or save. 
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 ‘My Students’ 

‘My Students’ can be found on the left-hand side of you home page. 

 

When logged into your ‘trainer’ account this will list the students and will show which units they are 
enrolled into. 
 

 

You can view the students report from here by click on the grey icon next to the student’s 
name under the column ‘Report’.  

You can also send the students their login information by selecting the envelope icon  under 
the column ‘email login’ 
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Grading 

‘Grade me’ 

 ‘Grade me’ appears on the home page, on the right-hand side, below the Calendar.  

Once you select ‘Load Grade me’. This will list all the current student submissions that are awaiting 
grading by a trainer.  

 

 

 
  
 
 
 
 

It is broken down into 
 Unit 

Assessment 
Student 

 
 
It also has a date and time stamp for when it was submitted by 
the student below the student name. 
 
 
To view all submissions for this unit, select the title of the unit or 
select the assessment. You will then be able to view all 
‘attempts’ See below instructions.  
 
Clicking on the red tick will navigate you to the students attempt 
in the existing tab 

Clicking on the student's name will open the attempt in a in tab 

 

Once a students work has been graded the attempt will disappear 
from the list, if you are grading the attempts in new tabs then this 
main page will need to be refreshed to update the list of items to be graded. 
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Outstanding grading 

To access student attempts to grade them, you can select the assessment from the unit 
homepage, and then select ‘Attempts’ 

Quizzes 

1a. Select the unit, select the assessment, select ‘Attempts’ 

 

 

1b. A new page will load showing all students attempts.  

You will be able to apply filters to find specific students. Groups can be selected from the 
drop-down menu and then further filtering on the status of the attempt can be 
added/removed. You will need to then select ‘Show report’. 

 

 

 

 

 

 

Note: If the Multiple-choice quizzes are set up to be self-grading by the system so there is no 
need to grade.  
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1c. The table will show the student attempts and you will be able to review by selecting 
‘Review attempt’ or grade them by selecting ‘Not yet graded’ or ‘Requires grading’ 

 

Tip: For outstanding grading, we recommend that you deselect ‘Finished’ in the attempts 
check boxes, and then filter the column ‘Grade’  by selecting the word ‘Grade’ at the top of 
the column so that all the ‘Not yet graded’ are listed together. 

 

 

Assessments with uploads 

 

1a. Select the unit, select the assessment, select ‘Attempts’ 

 

 

1b. A new page will load showing a summary page. 

You will be able to apply filters by groups, this can be selected from the drop-down menu. 
You will need to then select either ‘View all submissions’ or ‘Grade’. 
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1c. A new page will load showing all students attempts.  

 

The status column will indicate if the student has submitted, not submitted, has an attempt in 
draft or has been submitted and Graded.  

 

 

1d. To Grade the attempt, select the green ‘Grade’ button. Then on the next page you can 
view or download the student submission, grade using the drop-down menu and then select 
‘Save changes’ or ‘Save and show next’ to move to the next student submission. 

 

You may also wish to add Feedback in the feedback comments for the student to view.  
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Grade History 

How to find when an assessment was graded, and which trainer graded their work 

 

To see specific details of the graded work, such as which trainer graded the assessment or when it 
was graded. 

1. Select ‘Grades’ on the left-hand side of the unit homepage. 

 

2. From the drop-down menu choose ‘Grade history’. 

 

 

 

2a. To select a specific student, find them in 
the ‘select user’ option.  

 

To select a specific assessment chose this 
from the drop-down menu ‘grade item’ 

 

To select a specific trainer, choose from the 
drop-down list ‘Grader’ 

 

You may also add a date range if required 

 

Select ‘Submit’ 
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3. The attempts will be listed and will also show which trainer graded this work.  
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How to find when student became ‘satisfactory’ in assessments, and ‘competent’ in a unit 

 

1. From the unit page, select the ‘cog’ icon in the top right-hand corner, and then select ‘More’  

 

 

2. From the ‘Course Administration’ page, select ‘Course completion’ within the ‘Reports’ 
section 
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3. You can filter on ‘Groups’, or ‘First name’ and ‘Surname’ initial. Or leave the ‘Separate 
groups’ as ‘All participants’ to show all the students.  

 

The report will show you tick boxes for the Assessments boxes and in the end column ‘Course 
complete’ wil be ticked for students who are competent in the unit.  
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4. At the bottom of the report, select ‘Download in Excel…’ 

 

 

5. When the Excel spreadsheet downloads, the column following the assessment will show 
the date that they became ‘Satisfactory’ in the assessment.  

 

6. The last column ‘Course complete’ will show the date that the student became ‘Competent’ 
in the unit 

 

 

 

 

 

 

 


