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Points Possible and View Rubric

Assignment Files

Click assignment link

Assignment Information

Submission, Attach File, and Comments

Student View

Save as Draft and Submit

In the course area, click the assignment link to access the Upload Assignment page.

'RZQORDG�RQH�RU�PRUH�¿OHV�DWWDFKHG�E\�WKH�LQVWUXFWRU�

In the Submission text box, students can type responses and use the Text Editor 
IXQFWLRQV�WR�IRUPDW�WKH�WH[W�DQG�LQFOXGH�¿OHV��LPDJHV��H[WHUQDO�OLQNV��PXOWLPHGLD��
DQG�0DVKXSV��7KH\�PD\�DOVR�DWWDFK�RQH�RU�PRUH�¿OHV�E\�FOLFNLQJ�Browse My 
Computer or Browse Course�DQG�ORFDWLQJ�WKH�¿OH�RU�¿OHV�WR�DWWDFK��2SWLRQDOO\��
they may include comments pertaining to the submission.

6WXGHQWV�PD\�VDYH�WKHLU�UHVSRQVHV�DQG�¿OHV��DQG�UHWXUQ�WR�HGLW�WKHLU�DVVLJQPHQWV�
at a later time. Students must click Submit to ensure completed assignments are 
VXEPLWWHG��$�VXFFHVV�PHVVDJH�DSSHDUV�FRQ¿UPLQJ�WKH�DVVLJQPHQW�VXEPLVVLRQ�

View how much the assignment is worth and a scoring rubric, if made available by 
the instructor.

Review the instructions and the date the assignment needs to be submitted by.
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Task What You Need to Know Steps to Accomplish
Creating 
Assignments

You can create assignments in Content Areas, 
Learning Modules, Lesson Plans, and folders. 
In an assignment, you can include a description, 
SRLQW�YDOXH��DQG�¿OH�DWWDFKPHQWV��<RX�FDQ�GHOLYHU�
assignments to each student individually or as 
collaborative work for groups of students. 

As assignments are created, you will work in Edit 
Mode. When Edit Mode is ON, you can view and 
use all of the instructor functions.

1. In Edit Mode, access the course area where you 
want to create the assignment.

2. 2Q�WKH�$FWLRQ�%DU��SRLQW�WR�Assessments to access 
the drop-down list.

3. Select Assignment.
4. 2Q�WKH�Create Assignment page, type a Name. 

Students click this name in the course area to 
access the assignment.

5. 2SWLRQDOO\��W\SH�Instructions for the assignment. 
Format the text and include images, links, 
multimedia, Mashups, and attachments using the 
functions in the Text Editor, if needed. Clear concise 
instructions are necessary for student success. 
,QFOXGH�¿OH�QDPLQJ�FRQYHQWLRQV��GXH�GDWHV��DQG�
where to go for additional help.

6. 2SWLRQDOO\��DWWDFK�D�¿OH�XVLQJ Browse My 
Computer, Browse Course, or Browse Content 
Collection and type a Link Name. The Link Name 
appears in the course area. If you do not provide 
RQH��WKH�¿OH�QDPH�LV�XVHG�DV�WKH�OLQN�

7. Type Points Possible.
8. 2SWLRQDOO\��DVVRFLDWH�D�UXEULF�
9. Select the options for delivering the assignment and 

make it available.
10. Click Submit.

Accessing 
Assignments for 
Grading

When you create an assignment, a grade 
column is created automatically in the Grade 
Center. This makes reviewing and grading 
assignment submissions in the Grade Center 
easy to accomplish. Assignments that have been 
submitted, but not graded, are indicated with an 
exclamation mark—the needs grading icon—in 
the Grade Center, so you will always know which 
assignments need grading.

Depending on your grading style, you can access 
and grade one assignment attempt, view all the 
submissions for one assignment, or view all the 
assignments with submissions that need grading.

To access a single assignment attempt:

1. 2Q�WKH�Control Panel, expand the Grade Center 
section and click Full Grade Center. 
NOTE: You can also access assignments on the 
Needs Grading page or in the default Assignments 
Smart View. You can access both options in the 
Grade Center section of the Control Panel.

2. In the Grade Center, locate the cell for the student’s 
assignment containing an exclamation mark.

3. Move the mouse pointer over the cell to see the 
Action Link and click it to access the contextual 
menu.

4. Select Attempt. The Grade Assignment page 
appears.

To access all submissions for an assignment:

1. In the assignment’s column header, click the Action 
Link to access the contextual menu.

2. Select Grade Attempts. The Grade Assignment 
page appears.
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Task What You Need to Know Steps to Accomplish
Reviewing and 
Grading Assignments

When reviewing assignment submissions, you 
can provide a grade and feedback on the Grade 
Assignment page.

The Grade Assignment page is accessed from 
the Needs Grading page or the Grade Center.

NOTE: If you allowed multiple attempts for an 
assignment, a student’s grade is not released until 
all of the attempts are graded.

1. 2Q�WKH�Grade Assignment page, view the 
VXEPLVVLRQ�WH[W��DWWDFKHG�¿OHV��DQG�FRPPHQWV�PDGH�
by the student.

2. Type a Grade for the assignment, or it a gradable 
rubric has been associated, click View Rubric and 
score the assignment.

3. 2SWLRQDOO\��W\SH�FRPPHQWV�LQ�WKH�Feedback to 
User�WH[W�ER[�DQG�DWWDFK�D�¿OH�IRU�WKH�VWXGHQW�WR�
review. Use the Text Editor functions to format the 
WH[W�DQG�LQFOXGH�¿OHV��LPDJHV��OLQNV��PXOWLPHGLD��DQG�
Mashups.

4. 2SWLRQDOO\��W\SH�FRPPHQWV�LQ�WKH�Grading Notes 
WH[W�ER[�DQG�DWWDFK�¿OHV�WKDW�RQO\�\RX�FDQ�DFFHVV�

5. Click Save and Exit to return to the Full Grade 
Center, the Needs Grading page, or the Grade 
Details page, depending on where grading began.
�25�
Click Save and Next to grade the next assignment, 
when available. If no grade is assigned for the 
attempt, clicking Save and Next will not change the 
status of the attempt.
�25�
Click Save as Draft to save your comments and 
feedback for the user and return to grading at a later 
time. The assignment remains ungraded and an 
exclamation mark appears in My Grades and in the 
Grade Center.
�25�
Use the arrow buttons to navigate through or grade 
the attempts in the queue one at a time.

Grading Assignments 
Anonymously

You can choose to grade assignments 
anonymously to ensure impartial evaluation of 
student work. For example, an opinion-based 
assignment that is graded anonymously may offer 
students a higher level of comfort when expressing 
themselves.

In anonymous grading, all identifying information is 
hidden and attempts appear in random order. Each 
student is assigned a number, such as Student 8.

You may grade anonymously from the Needs 
Grading page, from the Grade Center, or from the 
Grade Assignment page.

To grade anonymously from the Grade Center:

1. Click an assignment’s Action Link in the column 
header to access the contextual menu.

2. Select Grade Anonymously. The Grade 
Assignment page appears.

To grade anonymously from the Grade Assignment 
page:

1. 2Q�WKH�$FWLRQ�%DU��FOLFN�Hide User Names.
2. Click OK in the pop-up window to verify the action. 

If grading was in progress, any unsaved changes to 
the open attempt are lost. The Grade Assignment 
page refreshes and all identifying information is 
hidden.

To grade anonymously from the Needs Grading page: 
1. Click an assignment attempt’s Action Link to access 

the contextual menu.
2. Select Grade Anonymously. The Grade 

Assignment page appears.
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Task What You Need to Know Steps to Accomplish
Allowing Additional 
Attempts

If a student has submitted the maximum number 
of attempts for an assignment but you want to 
provide another opportunity for submission, you 
can allow another attempt.

NOTE: The Allow Additional Attempt function 
only appears if a student has already submitted 
the maximum number of attempts allowed for that 
assignment. You can continue to offer opportunities 
to resubmit attempts each time a student reaches 
that maximum number. Previous attempts do not 
have to be graded to allow the student to submit 
again.

1. Locate the cell for a student’s assignment containing 
an exclamation mark.

2. Move the mouse pointer over the cell to see the 
Action Link.

3. Click the Action Link to access the contextual menu.
4. Select View Grade Details. The Grade Details 

page appears.
5. Click Allow Additional Attempt��DQG�WKHQ�FRQ¿UP�

Editing Assignments You can edit an assignment to change the name 
DQG�LQVWUXFWLRQV��DGG�RU�GHOHWH�¿OH�DWWDFKPHQWV��
and adjust availability or availability dates.

1. Navigate to the course area containing the 
assignment.

2. Click the Action Link to the right of an assignment’s 
name to access the contextual menu and select 
Edit.

3. 2Q�WKH�Edit Assignment page, make your changes.
4. Click Submit.

Deleting Assignments You can delete an assignment at any time. If 
students have submitted work, deleting the 
assignment also deletes the submissions. You 
can choose whether or not to keep the associated 
grades.

1. Navigate to the course area containing the 
assignment.

2. Click the Action Link to the right of an assignment’s 
name to access the contextual menu and select 
Delete.

3. Click OK to continue.
4. 2Q�WKH�Delete Assignment page, choose to:

Preserve scores in the Grade Center for this 
Assignment, but delete the assignment and all 
its submissions.
�25�
Delete this Assignment, the Grade Center 
item for this Assignment, all grades for this 
Assignment, and all submissions for this 
Assignment.

5. Click Remove to delete the assignment or Cancel 
to keep it.

Reminder: Even if you keep the scores in the 
Grade Center, you will not be able to access the 
assignment submissions again.
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Best Practice   Options
Presenting 
Assignments

You have a number of options for presenting 
assignments. Review the following options and 
consider which approach meets your needs or 
create a new method to accomplish your goals.

Option A: Add all assignments to one Content Area.

How it works:
Create an Assignments Content Area and create all of 
your assignments there. 

Suggested use: 
This option keeps the creation process simple and helps 
students quickly access all assignments for the course in 
a list.
_____________________________________________

Option B: Add assignments to different Content Areas, 
in close proximity to related course content.

How it works:
After setting up various Content Areas for your course, 
you can add assignments to them. For example, you 
can create Content Areas for each week of your course 
where students see the week’s overview, reading 
materials, lecture, and the assignment.

Suggested use:
For a fully online course, this method is an effective way 
to integrate assignments with course content and provide 
everything students need for a unit of study on a single 
page.
_____________________________________________

Option C: All assignments are created in one location, 
such as the Assignments Content Area. Course Links 
to assignments are also added in other Content Areas, 
folders, or Learning Modules.

How it works:
The Assignments Content Area provides a single 
location for instructors to access and update 
assignments, while the links in the other areas allow 
assignments to be presented alongside course content.
Although this option does require an extra step, it 
accommodates different course-usage styles and creates 
an integrated, cohesive learning experience.

Suggested use:
This option is most appropriate for instructors teaching 
robust, fully online courses. Editing assignments is easy 
for instructors, and students still have convenient access 
to assignments.
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Glossary
Adaptive Release The Adaptive Release tool enables you to customize the release of content to control when and to whom 

course content is available. You can create a rule where students must satisfy the criteria to gain access to an 
DVVLJQPHQW��25��ZKHUH�VWXGHQWV�PXVW�DWWDLQ�D�FHUWDLQ�JUDGH�RQ�DQ�DVVLJQPHQW�WR�DFFHVV�RWKHU�FRQWHQW�

Attempt $Q�DWWHPSW�LV�D�VSHFL¿F�VXEPLVVLRQ�RI�D�WHVW�RU�DQ�DVVLJQPHQW�

Course Link A Course Link is a shortcut to an existing area, tool, or item in a course. You can add Course Links to a Content 
Area, Learning Module, Lesson Plan, folder, the Course Menu, and within some tools. For example, if you have 
created all assignments in their own Content Area, you can create Course Links to individual assignments in 
other areas of the course, such as in a unit folder, weekly Content Area, or Learning Module. A Course Link has 
a special icon in the course area.

Display After/Until <RX�FDQ�VHW�DVVLJQPHQWV�WR�GLVSOD\�RQ�D�VSHFL¿F�GDWH�DQG�WLPH�DQG�WR�VWRS�GLVSOD\LQJ�RQ�D�VSHFL¿F�GDWH�DQG�
time. Select the Display After and Display Until check boxes to enable the date and time selections. Type 
dates and times in the text boxes or use the pop-up Date Selection Calendar and Time Selection Menu to 
select dates and times. Display restrictions do not affect an assignment’s availability, only when it appears.

Draft A draft is a version of an assignment saved by a user, but not yet submitted for grading.

Score attempts using When multiple attempts are allowed for an assignment, you can edit the assignment’s Grade Center column to 
change which attempt is used as the score in the Grade Center. For example, if you have allowed students to 
submit an assignment more than once, you can select Edit Column Information in the assignment column’s 
FRQWH[WXDO�PHQX��2Q�WKH�Edit Column page, select which attempt to use for the score in the Score attempts 
using drop-down list. The default is Last Graded Attempt. If you do not edit the column, the Grade Center 
automatically uses the grade of the last attempt when more than one attempt is allowed.


