
Using the Assignment Tool 
 
 
 

Adding Assignment Tool 
1. Go to Control Panel>Add Page or Tool 
 

 
 
2. Select Assignments under the Evaluation and Activity Tools column 
 

 
 
3. Enter a title for the assignment 

 

 
 



4. Select where to add the link 
a. Course Menu puts it in text on a navigation bar 
b. Organizer page such as the homepage 

i. Select whether you want to use an icon 
ii. Select the default icon or browse to select a custom icon 

5. Click Add 
 
 
 

Creating or Editing an Assignment 
1. Creating only: Select the Assignment link from the Course Menu or Homepage 
 
2. Creating only: Click on the Add button in the Action menu on the right side of 

screen 
 

 
 

3. Creating only: Type in assignment title and click Add 
 

 
 

4. Select assignment by clicking in radio button in front of title 
 

 
 
 
 
 



5. Click Edit in Action menu 
 

 
 

6. Click Edit assignments settings in Action Menu on next screen 
 

 
 

7. Enter the title of the assignment (required) 
 

 
 

8. Type or copy and paste the instructions for the assignment. Formatting must be 
done with HTML. (required) 

 
9. Enter the maximum grade (required) 

 
 
 
 
 
 
 
 
 
 
 



10. Set the availability of the assignment 
 

 
 

a. Starting immediately, or on a specific date and time 
b. Specific due date or unlimited time to turn in 
c. Allow late submissions 
 

11. Decide whether to allow multiple submissions until the due date, or a one-time only 
submission 

 

 
 

12. Decide whether or not to release the score to the students, and when it will be 
released.  

 

 
 

13. You can also release the score to the My Grades tool if you have added this to the 
course. 

 
14. Click Update 

 
 



Adding Files to an Assignment 
If there are specific files that students need in order to complete their assignment, you can 
add them to the assignment tool for students to download, rather than handing them out in 
class.  
 

1. Select assignment by clicking in radio button in front of title 
 

 
 

2. Click Edit in Action menu 
 

 
 

3. Select Browse from the Action menu 
 

 
 

4. If file is in Manage files go to step 7. If not, click on the Browse button in the Upload 
file area 

 



 
 

5. Navigate to where the file is stored on your computer. Select the file and click Open 
 

 
 

6. Click on the Upload button 
 

 
 
 
 
 
 
 



7. Click the radio button in front of the file you wish to add 
 

 
 

8. Click Add Selected button 
 
9. Click Import button in Action menu 

 

 
 

10. The file is now available for download. 
 

 
 



Accessing Student Submissions 
1. Select the Assignment link from the Course Menu or Homepage  
 
2. Click on the Submissions button for the desired assignment 

 

 
 

3. Click on the Not Graded link in the status column for the student 
 

 
 

4. Click on the title of the file 
 

 
 

5. In the new window click on Download 
 

 
 
 
 
 
 

 



6. Select to Save the file to your computer. Opening the file from here is NOT 
RECOMMENDED! 

 

 
 

7. Navigate to a folder on your computer to save the file. Click Save. 
 
 
 

Returning Graded Assignments 
1. Select the Assignment link from the Course Menu or Homepage  
 
2. Click on the Submissions button for the desired assignment 

 

 
 

3. Click on the Not Graded link in the status column for the student 
 

 
 
 
 
 
 
 
 
 
 
 



4. Click on the Upload file button to return the student’s file 
 

 
 

5. Click on the Browse button. 
 

 
 

6. Navigate to the folder where you saved the file. Select the file and click Open 
 

7. Click the Upload button. This file is available to the student immediately. 
 

 
 

8. Type comments in the Comment field if desired 
 

 
 

9. Enter grade (required) 

10. Click Grade button 

11. The status column will now show Graded. You can still access the student’s work by 
clicking on the Graded link. 



Viewing Student Grades 
How you access the student grade book is different depending on whether your role is that 
of Teaching Assistant or Designer. Please follow the directions for your role. 
 
Teaching Assistant 
 

1. Click on Manage Students in the TA Links box just below the course menu. 
 

 
 

2. You can now see the Manage Students screen. All grades that have been 
recorded will be displayed here. 

 

 
 
 

NOTE: For Teaching Assistants in Site 90 courses, the Final Grade is automatically 
calculated based on the grades entered for the individual assignments. You will need 
to access this screen to obtain the final grade for entering into the Registrar’s 
system. 

 
 
 
Designer 
 

1. Click on Control Panel 
 

 



 
2. Click on Manage Course 

 

 
 

3. Click on Manage Students 
 

 
 

4. You can now see the Manage Students screen. All grades that have been 
recorded will be displayed here. 
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