
Common Assessment Guide 

Course Outcomes Data Acquisition Application (CODAA) 

Stage 1:  Export from D2L (only if you administered the exam in D2L, otherwise skip this stage.) 

1. Login to D2L and the appropriate course 

2. Go to Quizzes 

3. Scroll down to the Quiz (assessment item) you want to export 

4. Click the Action Arrow to the right of the item Name (a drop down menu appears) 

5. Select “Grade”. 

6. Select the ‘User’ tab (this is the default setting, so most likely doesn’t need to be changed) 

7. Click “Export to CSV File” 

Optional: The File is automatically downloaded to your Download Folder on the computer. You may want to 

go to that folder and change the name of the file to a preferred naming system. 

Stage 2:  Common Assessment Login 

Link: http://ww2.nscc.edu/baatData/Login.aspx  

1. User Name:  A# 

2. Password:  Unique to Common Assessment. This password does not change when you change your 

MyNSCC password. 

Figure 1 Login Page 

 

Stage 3: Course selection 

1. Select Term 
2. Select Instructor (This should already be on your name) 
3. Click the Button for CRN of the course for which you want to enter information. 

NOTE: DO NOT click “Processing” until you have finished entering all of the data. 

http://ww2.nscc.edu/baatData/Login.aspx
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Figure 2 Course Selection page. 

 

Stage 4: Data Entry Sheet. 

Verify that you have the correct course. Two methods to enter Data; Import from D2L or Manual. 

Import Data from D2L 

1. Scroll to bottom of page and click “Import Student Assessment Data” 

2. Click “Browse” 

a. Select the file that you downloaded above 

3. Click “Upload File” 

4. Uncheck any questions you do not want to import into Common Assessment. (If you have additional 

questions on the quiz that are not part of common assessment, you can remove them here.) 

5. Click “Save Data” and “OK” in the dialog box 

6. Click “Save” 

7. Optional: You can verify the Data in the table by clicking on the CRN again and looking at it. 

8. Click “Processing”. 

a. This step submits the final data for report use. If you click this by mistake, and you still need to 

make changes, email the administrator you see on the login page. 

Manual Data Entry 

For each student and for each question, there is a button with three options:  N/A, Met, and Not Met.  

 Default setting is N/A. Also used if the question is not answered. 

 Correct Answer: Click the button and it will turn to Met. 

 Incorrect Answer (or Skipped Question): Click the button 2 times and it will turn to Not Met. (Do not do a 

rapid double click here.) 

 N/A – is only to be used when the student did not take the test. If the student does not answer a 

question, but answered others, you should record it as Not Met. 

 SAVE FREQUENTLY. The button to save is below the table. Save does take you back to the list of courses. 
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Stage 5: Completed Data Entry - Saving 

When you save the, you will come back to the Course Selection screen. If you have not completed the data entry, 

then click on the appropriate CRN. You can then add or edit the information. 

Completed: 

 Click Processing. 

 Read message and click OK. 

This button will then change to say “Completed”. This allows the data to be used in reports. 

If you accidently click this button or would like to make changes, you must contact an administrator to 

change the class back to “Processing”. 

 

Frequently Asked Questions: 

1. Why are some students listed in Common Assessment and are not in my D2L course? 

Answer: Common Assessment and D2L are not linked. If a student withdraws from a class, D2L is 

updated, but Common Assessment is not. DO NOT enter any data (leave N/A) for students that are no 

longer in your course. Common Assessment will ignore this data.  

2. What if a student took the test and did not answer a question? 

Answer: If a student takes a test and does not answer a question, that question is then wrong. It 

should be recorded as Not Met.  (N/A is a trigger for Common Assessment to ignore the data) 

3. I clicked “processing” and my data needs to be changed, what do I do? 

Answer: You must contact an administrator (Jeffery.parsell@nscc.edu) to reset “completed” back to 

“processing”. Please include your name, A Number, course information, and term in the email. 

mailto:Jeffery.parsell@nscc.edu

