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ASSIGNMENTS – ADD, SUBMIT, RETRIEVE, GRADE

Adding an Assignment
1. Go to any area in your course and click Edit view
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2. On the Add menu bar, choose Assignment from the drop-down menu on the top right, then click the Go button.
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3. In the Assignment Information section, type a Name and assign the number of Points Possible in the text boxes provided.
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 4. Click on the selection box and use the drop down menus to select a Due Date, and list any instructions in the text box provided.
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5. In the Assignment Files section, use the Browse button to attach any files needed for the assignment.
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6. In the Options section, set the availability and tracking options and assign the Availability Dates.
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7. Click the Submit button to finish adding the assignment.
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Submitting an Assignment (as a Student)
1. To access an assignment, click on the appropriate link in the Course Menu on the left.
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2. Click on the View/Complete Assignment link.

[image: image9.png]


 
3. On the Upload Assignment page, in the Your Files section, type your comments in the text box provided. To attach your completed assignment files, click on the Browse button.
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4. In the Choose file dialog box, select your file and click the Open button.
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5. Choose the Submit button when you are ready to hand up the assignment. Then click the OK button on the resulting confirmation screen.
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 NOTE: 
· The Save button does not submit your assignment to your instructot, it simply saves the file for your own viewing. 
· After Submitting, you will not be able to remove or edit the assignment until and unless your instructor has manually cleared your initial attempt from the grade book.
Retrieving Assignments from MyUni
1. In the Control Panel area, on the right under Assessment, select the Grade Center link.
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 2. On the Grade Center page, click the Action Link (double down arrow) next to the Assignment name, and select Assignment File Download .
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3. On the Download Assignments page, select the files to download by clicking on the selection boxes to the left of the student names or by using the Select All or Select Ungraded options. Then click the Submit button. 
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 4. On the Download Assignments page, use the download assignments now link to save the files to your personal computer. 
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Entering Grades for an Assignment
1. In the Control Panel area, on the right under Assessment, select the Grade Center link.
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2. On the Grade Center page, click the Action Link (double down arrows) in the grade cell and select Grade Details.


[image: image18.png]


 


 3. On the Grade Details page, select the View Attempt button located under the Attempts section.
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 4. On the Grade Assignment page, in the Feedback to Student section, assign a Grade, enter your feedback in the Comments text box, and use the Browse button to attach documents to be returned to the student.

[image: image20.png]G 5 aatsn

‘Assign a grads, antor your fosdback.
o Commonts toxt box, and o tho

Browss button tostach documents.
e To Atk o oo
e

[
e




 

5. Click the Submit button to finish entering the assignment grade, and on the receipt page, click the OK button to return to the Grade Details page. 
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6. Use the right and left arrow controls in the upper right corner of the Grade Details page to view and grade another student's submission.
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Clearing an Assignment Attempt for a Student
1. In the Control Panel area, on the right under Assessment, select the Grade Center link.
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 2. On the Grade Center page, click the Action Link (double down arrows) in the grade cell and select Grade Details..
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3. On the Grade Details page, under Attempts select the Clear Attempt button.
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