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 AASSSSIIGGNNMMEENNTTSS  &&  AASSSSIIGGNNMMEENNTTSS  SSEETTTTIINNGGSS  

You use the Assignments feature to make assignments that your students see in the My Assignments feature; there,
they can upload files and submit them as work.  But how these assignments permit uploads, and how much assignments
are worth, are all controlled by the Assignment Settings - so, it's good to create your settings first! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Access Assignment Settings and then click
Submission Settings and set your preferences for
number of submissions allowed, submission timing,
and E-mail notification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10:00PM is the default time used on th
closing submissions, unless you set a 

 Change Order (from the Assignments page) lets
you sort the top-to-bottom order of your Coursework items
(not illustrated in this document). 

Access Assignment Settings and then click Assignment
Categories to define your categories.  Here is where you allow
items to have Extra Credit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Use the Special Rule boxes to set up keep best/drop 

worst grades. 
• Enter the category’s percentage of the overall grade 

calculation in the Weight field. 

Step 1
of 

workflow
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Step 3 
of 

workflow 

Click Assignments and
Entry to create a single

BUT
Click  Assignment W
of items.  After you prep
can edit details of eac
created. 

Downloads and links can
only be attached to singly-
created assignments. 

Create grade schemes in
the Assignment Settings
feature, as well (See other
side.) 
Here, students 
can submit work 
up to 3 times until 
1 day after the 
due date before 
submission time 
is closed.
e date specified for 
specific date & time. 
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 then click  New
 assignment. 
 
izard to create a set
are the wizard, you
h item the wizard
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AASSSSIIGGNNMMEENNTTSS  &&  GGRRAADDEEBBOOOOKK  WWOORRKK  FFLLOOWW  

 
Categories are where 
you set weights ("all 
quizzes = 10% of 
entire grade") - See 
other side. 

 
Allows you to grade 
assignments 
differently (e.g., some 
by points, others by 
percentage). 
 

 
Saved grades aren’t 
visible to students in 
the My Grades tool 
until published! 
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Step 1: Use 
ASSIGNMENT 
SETTINGS to create  

Submission Settings 
your Categories &  

Step 4:  
Enter & Save 

Grades via the 
GRADEBOOK 

tool 

Step 3: Use the 
ASSIGNMENTS 
tool to create 

       your actual 
assignments 

Step 2: Use 
ASSIGNMENT 
   SETTINGS to  

create  
Grade Schemes 
When creating 
assignments, you can 
select the desired 
category and grading 
scheme, since Steps 1 
& 2 created them.  
See other side.
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CREATE A  GRADEBOOK SCHEME 
. Access Assignment Settings and click

Grade Schemes.  
 The Assignment Settings - Grade Schemes

page is shown. 

. Then click on  New Scheme. 
 

. 

. 

The Edit Scheme page is shown. 

Fill in the scheme name and details in the
first two fields. 

Select the desired type of grade scheme
(points, percentage, or pass-fail) from the
Type drop-down box. 

 

 

 

If you select Grade by Points, the “Pct” column
changes to “Value.”   
If you select Pass-Fail, you will see a box for
“Passing Score” instead of this image. 

 
. 

g letter grade. 

Place checks next to letter grades you
plan on employing, and enter the
percentage or point cut-off value for the
correspondin
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Step 2
of workflo
GRADING IN ITEM MODE & PUBLISHING GRADES 
ere are numerous methods of grading, but the Item Mode allows
u to publish grades.  To access the Grade An Item page: 

From the Assignments tool, click on the Grade button in the right-hand
column. 
OR 

umn. 
From the Gradebook tool, click on the name of an item you want to
grade in the Items List col

 
Enter numeric values in the Score column.  If a grade scheme
has been employed for this coursework item then, click to
have value recomputed to its letter grade. 

Change the status if desired for your needs; it won't affect grades. 

Be sure to click Save Grades to save any grades you enter and
then click the icon to allow students to see their
grades. 

ltiple graded items can be published in one shot from the Assignments page by
cking items and selecting Publish Grades from the Action on Selected Items list

x.

 4 & 5
rkflow 

When the Grade An Item
page is displayed, you are
grading in Item Mode.  
C

Step 5: Use  
either 

SSIGNMENTS  
GRADEBOOK to
ublish grades 
Record grades for
assignments as they
are graded.   
 
THEN BE SURE TO 

SAVE THE 
GRADES! 
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