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Login into platform: 

 

• Login using your credentials or through SSO (Single Sign-On) 
• From the dashboard, use the left-hand menu to navigate as shown in 

the screenshot below. 

 

 

 

  



Viewing the Courses: 

• From the left side of the page, under the "Learning" menu, select 
"Instruct". Then, choose the Course Community to select the course or 
class to which you want to assign the test. 

 

  



Assigning Assessments to Students 

• From the left side of the page, under the "Learning" menu, select 
"Instruct". Then, choose the Course Community to select the course or 
class to which you want to assign the test. 

 

• Navigate to the "Learning" section after selecting the course. 



 

 
• Click on the three dots next to the course section and select "Add 

Activity." and select the assessment type as "assessment". 

 



 

 

• Search for the test and it will direct you to the resources section where 
you or your organization has created the test. Give a click on the plus 



symbol to add to the test. Provide the title, start date, due date, and a 
description or comment in the corresponding fields.  

 

• The title and description/comments you enter will be visible to students 
in the virtual classroom. You can edit this information at any time, so if 
you need to adjust the start or due date, you can do so easily and click 
on save. 

 

• Note: The "Due Date" you select will determine the filter under which 
your test appears in the "Activities" section once created. Using the 
same "Start Date" and "Due Date" will cause your test to appear only 
under the "Today" filter. 



 

• Go to the learning tab under the course. You will now be able to find the 
quiz which you have added. 

 

• Toggle the switch next to the quiz to publish the test. Once published, 
students will be able to see the quiz in their Assessments. 



 

 
• Click the three dots next to the test and select "Progress." and activate 

the test status. 
 



 

• Once the test is activated, students can launch the quiz. 

 

 



Monitoring Student Progress: 

• To view student status who has not completed, in progress and 
completed status of assessments. 

 

• Navigate to the learning section in the course and select the 3 dots next 
to the assessment and click on “progress”. 

 

 



 

 

Grading student assessments: 

• Speed Grader: Activity that needs to be graded can also be selected 
from Speed Grader within the course or from the Instruct section on the 
home screen (where speed graders for overall courses are located). 
 



 
 
  

• Once you select 'Speed Grader', a list of activities that need to be 
graded will be displayed. 
 

 
  

• Select the parameters from each drop down to filter the activities. 



 

• Select the action against the activity to grade. 
 

 
• You will be redirected to the page to score the assessment. 

 

 
  



Manual Scoring 

• Select the score based on the rubrics (you can scroll down the page; 
you can find below the feedback field). The Rubric provides success 
criteria for each level of scoring and sample responses as well. 

 

• Enter the score in the 'Score' field and provide feedback if required. 

  

 
  



• Click on 'Submit Scoring'. 
 

 
  

• You will receive a waiting request before updating the score. 
 

 
  



• The score will be then updated for the question. 
 

 
  

Get AI score & Feedback 

• Here we have an option to generate AI scores and feedback based on 
the questions and responses provided. 

• Click on 'Get AI score & Feedback' 
 



 
  

• Based on the question and response provided by the student, the AI 
response with total score and feedback will be generated. Here we have 
two options: 

1 - Agree 

2 - Disagree 
 



 
  

• Agree: When you hit 'Agree', the total score and feedback will be 
reflected in the 'Score' and 'Feedback' fields. 

Please note: You can make changes manually to the reflected AI 
response score and feedback. 
 



 
  

• Disagree: This will return to the main page for manual scoring. 

 

• Once done, click on 'Submit Scoring' to grade the activity. 
 



 
  

• You will receive a waiting request before updating the score. 

  
• The score will be then updated for the question. 

 



 
 

 

 

Viewing Results: 

• On the left-hand side of the page, under the "Learning Tree" menu. 

 

• Click on Instruct. Next, select Course Community and choose the 
course.  



 

 

• Select the "learning" section. Then you will find all the assessments. 

 



 

• Click on "More Actions (3 Dots) against the quiz," then "Progress," and 
select "Performance Report." 



 

 

 

• Select the Assessment details to view the student score along with the 
performance band. 



 

 

• Select the Performance Report to view detailed information by standard 
and item. You can also print the results if needed. 



 

Dashboards and Reports: 

• On the left-hand side of the page, under the Dashboards section, click 
on Assessments.  

 

• Then select Classroom Assessment to access Student Analysis, Item 
Analysis, and Standard Analysis. 

 

 



 

 

 



 

 

 

 

Support and Help: 

• To speak with a Customer Support Representative, please call: 
866.377.4265 

• Customer Support can be reached via email at: 
support@focalpointk12.net 

 

mailto:support@focalpointk12.net


 

 

 

 

 

 


