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Creating and Grading an Assignment 
 

To create an assignment you must first decide where the assignment is going to be placed.  You might 
want consider allowing a tab for assignments in the main menu although assignments can be added to 
any content area. In this tutorial we are going to be adding it to a specific Assignments content area. 

 
1. Begin in the course where you would like to add an assignment. Click the Assignments content area 
button on the left hand side of the page.  
 

 
 
2. Mouse over the Create Assessment link near the top of the page and click on Assignment.  
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3. Enter the name of the assignment and provide any instructions in the text box.   

 
 
 4. Attach any files needed to complete the assignment, enter the points possible for the assignment and 
select the appropriate availability options. 
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 4.  Select your options regarding due dates and availability and then click Submit. 

 
 

Your newly created assignment will then appear at the bottom of the Assignments page (or the content 
area where you created the assignment).  
 

 
 

Reviewing and Grading Assignments 

 
1. In the Course Management Control Panel, select the Grade Center; then select Full Grade 

Center. 
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To retrieve and grade an individual student’s assignment, find the box that corresponds to the row 
containing the student’s name and the column containing the specific assignment. 
 

 
 
Click on the double down arrows that appear when you mouse over the right hand side of the box 
where the green exclamation point (which indicates that an assignment has been submitted but not yet 
graded) appears. 

 
Then select Grade Details from the drop down menu in that box. 
 

  



The Assignment Tool 
 
 

Seton Hall University 
Teaching, Learning, and Technology Center      2008 

December 
14 

5 

Next, click View Attempt on the right hand side of the new page in order to view the student’s 
submission.  
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On the next page, you have many options which are detailed below. 

 
 
Finally, click Submit to complete the grading process. 

 
 
 

Click on the 
link next to 
User’s Files to 
download or 
view the 
student’s 
submission. 

Enter the student’s 
grade and any 
comments you have 
for the student in the 
Feedback to User 
section. 

You can also attach 
files to be sent to the 
student in this section.  
This is useful for 
making comments 
directly on a student’s 
submission and 
returning it to them. If you wish to 

include private 
notes that are not 
viewable by the 
student, include 
them in the 
Instructor Notes 
section. 


