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Assessor: How to assess exams in WISEflow  

 

Flow overview  

In WISEflow, you can be assigned the role of assessor. The assessor role provides you with 

features for assessing exams. These features can be found under the Assessor tab as seen 

below:  

 

 

The assessor tab becomes available when you have been assigned the assessor role by a licence 

administrator in the organisation. When you enter the assessor page, you are met by the flow 

overview. This overview lists all of the flows that you are assigned to as well as the current state of 

these flows.  

 

 

1. Access the archive where you can find all your old flows that are no longer active. 

2. The flows that you are assigned to and their start and end dates. 

3. The current states of the flows. 

4. Opens the demo section where you can try out features on a demo flow. 
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When the assessment period starts for a flow that you have been assigned to, the state of the flow 

will be ‘The assessment period has started’, which is also indicated by a green bar. All submitted 

submissions on the flow are now ready to be assessed, and you can click on the flow to begin. 

When you do so, you will be met by the Flow overview page which is introduced below.  

 

Flow page 

Below is an example of how a typical page looks to assessors.  

 

 

Here you have different options:  

1. See the assessment period. 

2. See flow information including participation period, marking scale, number of ECTS points, 

manager, assignment and general material for the flow (if added).  

3. Open the assessor tool for the flow.  

4. Open the mark overview of the flow to register marks. 

5. See the additional material the manager has made available for assessors. 

6. See the list of participants on the flow and their details.  

7. Download all papers as a ZIP file to view offline. 

8. View list of co-assessors. 
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9. This column shows the similarity report score for a participant’s submission. Click on the 

number to open a detailed report. 

10. If a participant has an individual assessment deadline, it will be shown here. 

11. Open the assessment tool and marking tool for the individual participant. The green 

speech-bubble icon indicates if you have previously opened the submission. 

 

How to download papers 

Papers can be downloaded separately, first, click on next to the specific participant whose 

assignment you wish to download. You are now met with a few options as shown in the example 

below.  

 

 

1. Preview the cover sheet. 

2. Download a ZIP file containing the paper and any appendix material handed in by the 

participant. 

3. Preview the paper or any appendix material. 

4. Download the paper or any appendix material separately. 

 

To download all submitted assignments as a ZIP file, click the Download papers as a ZIP file. This 

provides you with different options on how to download the ZIP file. You can download the 

submitted material in separate folders for each participant or download all files on the flow as one 

folder. You can also decide whether the cover sheets should be the first page of the papers or be 

placed in a separate folder. Now click Request Zip.  
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WISEflow will now start generating a ZIP file for you to download. The time needed to generate the 

file depends on the workload on the server and the size of the file you have requested. You can 

close the window and return later by clicking Download papers as a ZIP file again. 

 

 

When the ZIP file has been generated, the window will change and allow you to download the ZIP 

file. The ZIP file will be available for download for 24 hours. If the deadline expires, the file must be 

generated again. 
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WISEflow Assessor tool  

The participants' papers can be accessed and assessed directly in WISEflow. The easiest way to 

do this is by opening the assessor tool as seen in the flow overview above. This will open the 

participants' papers in the assessor tool. 

 

 

Here is a quick overview of the functions in the assessor tool:  

1. Close the assessor tool. 

2. Show an overview of the hand-in.  

3. Toolbox: Insert highlights, annotations or draw on the submission.  

4. Flow name: Add a general comment about the entire set of submissions, switch between 

participants and use the point-based assessment tool.  

5. Current participant: Preview the cover sheet, set assessments, summarise annotations, 

write comments for the participant, co-assessors or yourself.  

6. The total number of points given to the participant. 

7. See the similarity score and click to open the detailed report.  

8. Open the appendix material added by the participant.  

9. Open an overview of your annotations. 

10. Search in the submission. 

11. A menu containing the assignment, cover sheet etc. 

 

If the students' paper includes any links in plain text, they will be converted to a clickable link. 

However, the original format and design will stay the same, so you will not see a change in text 

colour or have the link underlined. 
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How to highlight text  

There are different tools available in the assessor tool. The following example shows the highlight 

tool. 

 

 

1. Click on the top tool in the toolbox in the lower-left corner. The coloured ring around the tool 

indicates that it is active. 

NOTE: You can activate and deactivate the last used tool by pressing or holding down Shift 

on your keyboard. If the last used tool is the highlight tool, you can mark text and press shift 

to highlight the text. 

2. Highlight the desired text. 

3. The menu on the right opens automatically. You can write your comment here. You can 

also change the colour and form of the text and/or delete the highlight. 

4. You must actively choose if the annotation is to be shared with either the participant or co-

assessors. 

 

How to insert an annotation  

The procedure is almost the same as for highlighting. 

1. Select the middle tool in the toolbox in the lower-left corner. The tool is active when there is 

a coloured ring around it. 

NOTE: Like highlighting, you can activate the last used tool by pressing or holding down 

Shift. 

2. Click in the document where you want to insert the annotation. 

3. The menu on the right opens automatically. 
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4. You can change the colour and the shape of the annotation. 

5. Like other annotations, you must actively choose who you want to share the annotation 

with. 

 

 

 

How to make a drawing 

 

 

1. Select the bottom tool in the toolbar in the lower-left corner. The tool is active when there is 

a coloured ring around it. 

NOTE: Like the other tools, you can activate your last-used tool by pressing or holding 

down Shift. 

2. Draw in the document. You can draw all the lines you want. When you have finished your 

drawing, end by pressing enter. 
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3. The menu on the right opens automatically. 

4. Like other annotations, you must actively choose who you want to share the annotation 

with. 

 

How to write and share a comment about an assignment  

In the assessor tool, you can share comments with the participants and/or any co-assessors. 

Click on Comment in the top bar and select the assignment overview. This is also where you can 

see an overview of all the general comments you have made.  

 

 

A menu opens on the right, which is similar to the overview of annotations. You can change the 

form of the text, and you can paste from other documents. At the bottom of the note, you can 

choose who the comment should be shared with. The comment is saved automatically.  
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How to write and share a general comment about all assignments  

Click on the flow title on the menu. An overview of all general comments for the entire set opens, 

and you now have to click Add new comment.  

 

 

Like general comments for individual papers, the menu opens on the right. At the bottom of the 

note, you have to choose if you want to share the comment with either participants or co-

assessors. The comment is saved automatically. 
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Where to find the summary  

The summary is an overview of all your annotations and comments. If co-assessors have shared 

their comments and annotations, these will also be shown in the summary. You can also print the 

submission with all the annotations and comments.  

 

You open the summary by clicking the participant name and then Summary as shown below: 

 

 

The summary contains the following functions:  
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1. Close the summary and return to the assessor tool.  

2. Switch between screen view and print version 

3. Alter the size of the thumbnail. 

4. Filter out comments or annotations you do not want to see in the summary. 

 

How do I assess assignments? 

You can assess and mark assignments in the assessor tool. 

 

 

Simply click on the participant’s name in the top right corner, and a drop-down menu will allow you 

to comment on the paper and register an assessment for the participant. If you click the button Go 

to submission of assessments, you will be taken to the marking tool. 

 

When you have assessed the assignments in the assessor tool, you can proceed to the marking 

tool to mark the assignments. This tool can be opened by either clicking the large ‘Open the mark 

overview’-button as explained earlier, or by clicking the blue checkmark next to an individual 

participant. This will open the following screen: 
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This shows a list of the participants on the flow and allows you to assess their assignments. 

1. Click the assessment column in the participant’s row, to bring up the assessment menu. 

Here you can select a mark for the participant and click ‘Register, or hit Enter, to assign this 

mark to the participant.  

2. When the assessment menu is open, you can also assign administrative assessments to 

the participant, to indicate if he or she is present or not. 

3. By pressing ‘Submit assessment’, the assessment of the individual participant is registered. 

4. This option will allow you to generate and download an Excel spreadsheet that can be used 

for offline assessment. The updated spreadsheet can be imported to WISEflow afterwards. 

5. By pressing ‘Submit all’, your assessments for all participants are registered. 

6. This button will show you the co-assessors for this flow. 

 

What happens when I register an assessment?  

When registering an assessment as final for a participant, you can expect one of the following 

three scenarios: 

 

1. You have registered the final assessment. However, the assessment has not been accepted 

yet, as the co-assessor has not registered his or her final assessment. This is symbolised by a 

padlock next to the assessment that you have registered. You must await any co-assessors 

registering their final assessment, for the assessment to be accepted. 
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2. You have registered the final assessment. However, the co-assessor has registered a final 

assessment that differs from the assessment that you have registered. This is symbolised by a 

warning sign next to the assessment that you have registered. You must register a final 

assessment anew, as the assessment will not be accepted unless you and any co-assessors 

register identical assessments. 

 

 

3. You have registered the final assessment, as has any co-assessors, and your registered 

assessment is identical. The assessment has now been accepted. This is symbolised by a green 

checkmark. 
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FLOWmulti Assessment  

FLOWmulti assessment allows the assessor to assess individual pages of an exam that they have 

been to for each participant or all sections depending on what assessment form the manager has 

chosen. 

 

 

Assessing a section for a participant  

1. Assess how the auto validation (if the question allows it) has scored the section. In the example, 

the auto validation is at 0 out of 2 points.  

Notice: Page 8, on the above illustration, has a score of 2/2 because the system has auto validated 

the question which can be used to guide you as the assessor. 

 

2. Add an annotation. Press the "+"-button, add a score and a comment. 

 

1. Add a new annotation.  

2. Assign points for the section.  

3. Write a comment to the section (optional).  
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4. Close the annotation when you are finished.  

Notice: The overall score changes as you edit the annotation and you cannot, in this example, go 
beyond the limits of min (-1) and max (2). 

 

3. Overview of annotations. The overall score is affected by the accumulated sum of all 
annotations. 

 

 

4. On certain sections, the participant may have the option of adding appendix material. The 

appendixes will be shown in the section below the answer. 

 

 

5. If the manager has set the flow up as a points-based assessment, you need to approve the 

sections before it is registered. When the section has been scored, press   to approve the 

section score. This means that you cannot add annotations except if you remove the approval 
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again. If you are assigned to participants you can set annotations and points, but they are not 

necessary to mark the participant. 

 

 

Submitting the scores or marks 

From here, the assessor can choose to score the next assigned question for the same participant 

or press  to go to the same section for the next eligible participant. 

 

The procedure for handling points-based assessments is similar to that of normal marks, except 

that the points are personal and will not be submitted along with the mark. 

 

1. The assessor can see an overview of all participants and submissions from the top panel (where 

the flow name is displayed). 
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2. The assessor can see an overview of a participant and take a shortcut to the submission of 

assessments page from the right top panel (where the participant’s details are displayed). 

 

 
3. From here you can submit all of the points or marks given. 

 

 

Conflict between assessor and co-assessor 

By default, the assessor is warned about any marking conflicts by email. Conflicts are indicated to 

assessors on the registration page and within the assessment tool.  
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The assessor can access the contact information of the co-assessor to coordinate a new 

assessment.  

 

 

 

 

 

 


