
ASSIGNMENTS 
•  Create an assignment using the 

Assignments tool 
 
•  View and download student 

submissions 
 
•  Grade student submissions	
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1.  Select Assignments from the left navigation menu. 

2.  Select Add to create a new assignment. 
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3.  Add a title 
4.  Provide open, due, and close dates 
5.  Determine how students may submit their work for the assignment   
6.  Choose a grading scale (NOTE: to integrate with the Gradebook, the 

"Points" option must be chosen.) 
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8.  Integrate TurnItIn (optional) 
9.  Add the assignment to the Gradebook (optional) 
10. Set the notification settings 

11. Add attachments to the assignment (optional) 

7.  Scrolling down, you can add instructions for the assignment 
(optional) 
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12. Once you’ve set up the assignment, you have the following options: 

•  Save a draft version, which will remain invisible to students. 
•  Preview the assignment. 

•  Post the assignment and make it available to students 
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ACCESS	
  SUBMISSIONS	
  

1.  Enter the Assignments tool, locate the assignment, and 
select Grade beneath the assignment title. 
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2.  You will be brought to an overview page of student 
submissions. 

•  Students who have not posted submissions are listed as having No 
Submission. 

•  Students who have posted submissions are listed as Ungraded. 
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3.  To download all available submissions for an assignment, select 
Download All. 

4.  To download a particular student's submission, select Grade beneath 
the student's name, then click on the submission title on the following 
page. 
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GRADE	
  SUBMISSIONS	
  

1.  After downloading and reviewing student submissions, 
click the Grade option beneath the desired assignment. 

NOTE: The assignment must have a Grade Scale if you want to assign 
grades to student submissions. 
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2.  Select the Grade option beneath the name of the student for whom 
you would like to assign a grade 
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3.  Input the grade at the bottom of the following page 
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4.  Choose to Save and Release the grade to the student 
 

NOTE: if you select the option to Save and Don't Release, the 
grade will not be visible to student or instructor. 
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5.  To continue grading submissions, you may select Return 
to List to go back to the assignment’s overview page. 
Or, you may click the Previous or Next button. 
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6.  Once you have added grades to student submissions, you can see a 
grade overview by selecting Grade Report on top menu bar within 
the Assignments tool. 
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