Using Post‘Em Tool in Sakai

Post‘Em is an alternative to the Gradebook. You can provide an assortment of feedback to students through a spreadsheet that is uploaded to Sakai. Like the Gradebook, each  student can only see his/her own Post‘Em information.

Getting Started

In order for Sakai to be able to match up your spreadsheet with the correct student, you need to title the first column Student ID and list their student IDs there. 
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The simplest way to grab this information is from the Gradebook. 

1. If you do not have the Gradebook tool on your site, Click Site Info on the left-hand menu then Edit Tools from the toolbar
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2. Put a check next to Gradebook
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3. Click Continue at the bottom


4. Click on the Gradebook button on the left-side menu (it will be at the bottom)
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5. Click All Grades on the top toolbar
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6. Click Export Gradebook button on the right
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7. Choose Open to see the spreadsheet 
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Modifying and Saving the Spreadsheet

As long as you have the Student ID column, the rest is up to you. You can use letter grades, numbers, comments, yes/no, and formulas. 
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When you save the spreadsheet, make sure it is in CSV (comma-separated values) format. You will probably want to rename the downloaded spreadsheet, too. From Excel, Choose File > Save As. Make sure the file type is .csv
[image: image9.png]Save As

e | sk @ 2@ X i & Tov-
@ Hame Size | Type ~
. (EAdobe lessons. File Folder
Dy Recent || Qarctive File Folder
(Dcslendar File Folder
(EDflash slements. File Folder
Deskiop. (st Designer Fil Folder
DorT File Folder
DParty File Folder
Dresearch File Folder
My Documents || () sakaldass Fie Folder
(2 show and tel File Folder
gg Sstots Fie Folder
(Dvideo File Folder
M ComPLer || (5 b with word File Folder
‘3 . m ] 2]
Flenane: | cooporades?.cov ¥ =
My Nefwork
Places Save astypel | C5v (Comma delimited) (*.csv) I [ cancel

[Templte (k) =
Text (Ta delmted) (*.t) c
Uricois Text ()

IMicrosoft Excel 5.0/95 Workbook (k)

Iicrosoft Exce 7. Excel 2009 &5.6/95 Workbook (")
(o (Comma delimibed) ( cov







Excel often has a warning that you are saving it in a format that is not the standard Excel format. This is OK. Just click Yes to remove the pop-up screen.
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Uploading the Spreadsheet to Sakai

If you have not added the Post‘Em tool yet, click on Site Info, then click Edit Tools. Put a check next to Post‘Em, then click Continue at the bottom.
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1. Click the Post’Em Button on the left-hand menu.


2. Click the red Add button at the top of the page
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3. Give the spreadsheet a title. You can upload and update one big spreadsheet, or create multiple spreadsheets, so make sure the title represents the information. 


4. Click Browse to find your .csv file
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5. Find your file, then click Open
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6. Check the “Release feedback to participants?” box if you want to release the information you are uploading.


7. Click Post


8. You will see a sample of the information for verification. If it looks good, click Save. If you need to modify and upload again, click Back.
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Post’Em Options

After you have uploaded your spreadsheet(s) you can use the following options:
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View – Lets you view all the entries on your spreadsheet

View Participant – Look at one student’s record at a time

Update – Change the title, upload the .csv file again, or release feedback
Delete – Delete the spreadsheet

Download – Download the spreadsheet. This is handy if you need to make updates from a different computer.
