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Add Assignment
From your Dashboard find 

the option for “Add 
Assignment.”  

You can also also add an 
assignment by selection 

“Manage Gradebook” and 
selecting the 

“Assignments” tab.  



Create Assignment - Pt 1

You must fill out this form 
to create your 
assignment. 

Name assignment so that 
you, students, & parents 
will be able to identify.

Remember that assignments will 
be visible in the portal, so it may be 
helpful to viewers to add a 
description of the assignment, but 
not required. 

The new Gradebook 
allows you to keep track 
of the type of 
assignments given. 
Read the description 
below and identify as 
best as possible.Select corresponding 

category (created in last 
tutorial). 

Indicate if extra 
credit (will auto 
change max score 
to 0).



Create Assignment - Pt 2
Be sure to add 
assignment dates. 
Note: Best practice 
is to create 
assignments before 
or as you assign 
the actual/ physical 
assignment. 

Number Correct 
Possible will allow 
you to score an 
assignment by the 
number of correct 
answers.

Points Possible is 
the total number of 
points that the 
assignment is 
worth.

Use cautiously once 
marked assignment will 
be auto marked missing 
if score is not inputed.

These options allow you 
to control what 
assignments will be 
seen in portals. 

Don’t forget to SAVE.



Back to Dashboard 

You will automatically be 
taken back to your 
Dashboard. If in “Manage” 
gradebook select 
Dashboard at top.

Find corresponding 
gradebook and select 
“Assignment” from row. 

 A window will appear with 
assignment details.

Get to next 
assignment here.Click here to edit 

assignment details Enter scores here!



Manage Assignments To manage all 
assignments you may 
also select “Manage 
Gradebook” from 
Dashboard view. 

Once in the 
“Manage” section of 
your gradebook, 
select the 
Assignments tab at 
top.

Edit assignment 
details here.

Add more 
Assignments

Enter scores here!
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