TaskStream Quick-Guide: Sending Students’ Work Back for Revision

If a student submits work from their DRF for evaluation, that section of the student’s DRF becomes locked. Evaluators have the
ability to send work back to the student for revision, causing that section of the student’s DRF to become unlocked. To send a
student’s work back for revision, follow these steps:

1) Go to “My Programs” and click “Evaluate” for the program which contains work you would like to send back for revision. You
should be taken to that program’s “Respond to Work” screen:
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2) From the “Respond to Work” screen, select the search criteria to locate the work you’d like to send back for revision (or just
search for a specific student’s name). The evaluation grid should appear.
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3) From the evaluation grid, click the “Evaluate” button corresponding to the work which you would like to send back for
revision. You should be taken to the “Work Submission” screen for that particular item.
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4) From the Work Submission screen, click the red “Send Work Back for Revision” button. A window should appear which
allows you to provide comments to the student.
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5) Enter any comments you’d like to provide to the student, and then click the yellow “Send back for Revision” button from the
comments window:
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Please confirm that you wish to send "UBW 101: Essay (Essay on the history of underwater
basket weaving)" back for revision.

Enter comment to author: {e.q. what revisions are needed, time frame, etc.)
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