
How to Grade Essays 

1. Click on the quiz link. On the left panel of your Moodle page, click on Manual Grading. 

        

2. For each question, there’s a “grade all” link on the far right side of your page.  
Click on each “grade all” link located at the far-right side of your page (last column). This will 
show all the student responses to that essay question.  

 

3. Go to each of your students’ responses. You can enter the grade in the box under Mark. You can 
also add a comment in each text box.  

 

4. Continue this process for each student. When you’re done with the first page, click on the Save 
and show next button. 

Note: For students who did not submit this exam or quiz, be sure to enter a “zero” grade on the 
grade book.  

Add comments here. 
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