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CHAPTER 8: ASSIGNMENTS AND ASSIGNMENT
DROPBOX

IMPORTANT: Topics for this chapter apply to various roles. See specific topics for your role.

ABOUT ASSIGNMENTS

For Designers

You can use the Assignments tool to create assignments. You can create two types of assignments:

Text with Attachments

A Text with attachments assignment requires Students to submit their assignment by entering text in the
Assignments tool or by attaching their own files.

Web Site

A Web site assignment requires Students to submit a ZIP file containing linked HTML files that create a
Web site. Students specify an entry point for their Web site and use relative links to link all pages.

You can set assignments to be distributed to individual Students or groups of Students, or you can allow
the Section Instructor to do this. You can also specify the due date and total grade for an assignment.

All assignments appear on the Assignments screen. If you set release criteria which controls when and to
whom the assignment is available, the assignment is marked (Conditional). You or the Section Instructor
can modify the release criteria.

You can also use the Assignments tool to:

• edit assignments

• delete assignments

• sort assignments

After you have created an assignment, you can view and test it as a Student. To do this, you click the
Student View tab which automatically logs you in to a test Student account. The user name for the test
Student account is Demo Student XXXXX, where XXXXX is a randomly generated number. You can use
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this account for testing purposes.

Section Instructors have access to the Assignment Dropbox tool which they use to view, manage, and
evaluate submitted assignments.

CREATING ASSIGNMENTS

For Designers

You can create two types of assignments:

• Text with attachments: A Text with attachments assignment requires Students to submit their
assignment by entering text in the Assignments tool or by attaching files.

• Web site: A Web site assignment requires Students to submit a ZIP file containing linked HTML files
that create a Web site. Students specify an entry point for their Web site and use relative links to link
all pages.

When you create an assignment, you have the following options for selecting assignment recipients:

• Send the assignment later.

• Send the assignment to individual Students who work independently and submit their own
assignment. Students receive their own grade.

• Send the assignment to individual Students but place them into groups and provide different
instructions for each group. Students work independently and submit their own assignment. Students
receive their own grade.

EXAMPLE: In a World Religion course, you have an assignment with instructions to write a paper
about a particular religion. You give additional instructions on writing about Taoism to
one group and you give additional instructions on writing about Buddhism to another
group. Students write their own paper according to the instructions for their group.

• Send an assignment to groups of Students who work collaboratively and submit one assignment per
group. Students in the same group receive the same grade.

If you have access to the Teach tab, you can use the Group Manager tool to create groups and place
Student into the groups. If you do not have access to the Group Manager tool, you can still select the
option to send an assignment to groups, but the assignment is sent after Students are placed into groups.

IMPORTANT: When you send an assignment, you must also show the assignment so it becomes visible to
Students. For more information, see Showing or Hiding Items.

1. From the Assignments screen, click Create Assignment. The Create Assignment screen appears.

2. In the Title text box, enter an assignment title.
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3. In the Description, enter an assignment description. The description is displayed to Section
Instructors and Students.

4. Next to Item Visibility, note that the Hide Item option is selected by default. Assignments are
automatically hidden from Students until you send and show the assignment. For more information,
see Showing or Hiding Items.

5. If you want to use the HTML Creator to create instructions for the assignment, next to HTML
Creator, select On. The HTML Creator appears.

NOTE: Depending on administrator settings, the HTML Creator may not be available or it
may appear by default.

6. In the Instructions text box or HTML Creator editing area, enter assignment instructions.

TIP: If you are sending this assignment to groups of Students to work on collaboratively,
we recommend that you include instructions advising Students to select one member
of the group who will be in charge of submitting their assignment when it is complete.

7. If you want to attach files:

a. Click Add Attachments. The Content Browser pop-up window appears.

b. Do one of the following:

• If the files are on your computer:

i. Click the My Computer icon. Your computer's file browser or the Upload Files from Your
Computer screen appears.

ii. Locate and select the files. The files are attached.

• If the files are in WebCT, locate and select the files. The files are attached.

8. In the Student submission format section, select one of the following:

• Text with attachments

• Web site

9. In the Assignment recipients section, select one of the following:

• If you want to send the assignment to Students later, select Decide later.

• If you want to send the assignment to individual Students, select All Students individually.

• If you want to send the assignment to individual Students who are placed into groups and you
need to provide different instructions for each group, select All Students individually and do the
following:

a. Select Create additional sets of instructions for groups of Students.

b. Click Select Groups. The Select Learning Groups pop-up window appears:

c. Select the groups that you want to send the assignment to and click Continue. The Additional
Instructions pop-up window appears.
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d. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

e. Click Save.

• If you want to send the assignment to groups of Students who will work collaboratively, select
Groups of Students and do the following:

a. Click Select Groups. The Select Learning Groups pop-up window appears:

b. Select the groups that you want to send the assignment to.

c. If you have additional instructions for each group, do the following:

d. Select Provide groups with additional instructions and click Save. The Additional
Instructions pop-up window appears.

e. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

f. Click Save.

10. In the Dates section, specify a due date, cutoff date, or both:

• If there is not a due date or cutoff date, select the blank option.

• If there is a due date, select the date and time.

NOTE: You can grade assignments only after the due date.

• If you want to add the due date to the Calendar tool so all Students can see it, select Create a
corresponding event in the Calendar tool.

• If there is a cutoff date, select the date and time.

11. In the Grading section, if you want the assignment to be graded, select this option.

• If you want to use numeric grades, select this option and enter a maximum numeric grade.

• If you want to use letter grades, select this option.

IMPORTANT: If you do not specify a grading scheme, the assignment becomes Not gradable by
default. After you save the assignment, you cannot change the grading scheme.

12. For more options, click the Expand icon next to More Options. The More Options section expands:

• Under Grade Release, if you want this assignment to appear in the Grade Book tool, select this
option.

• Under Taking Back Submissions, if you want to allow Students to take back submitted
assignments and revise them before the due date, select this option.
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TIP: We recommend that you allow Students to take back submissions. If someone in a
group inadvertently submits the assignment before it is complete, the group can
re-submit the assignment.

• Under Publishing Submissions, select whether you want to allow only the Section Instructor or
both Section Instructor and Students to publish submissions. Publishing submissions allows all
course members to view submitted assignments.

• Under Section Instructor Notification, select whether or not you want the Section Instructor to
receive e-mails when Students submit assignments.

13. Click Save. The assignment is created.

14. Ensure the assignment is shown to Students or they will not be able to access it. For more
information, see Showing or Hiding Items.

EDITING ASSIGNMENTS

For Designers

You can edit an assignment completely if no Students have started it. However, if one or more Students
have started the assignment, you can edit everything except the following:

• assignment type

EXAMPLE: If the assignment type was originally Text with attachments, you cannot change it to
Web site.

• assignment recipients

EXAMPLE: If the assignment was originally sent to individual Students working independently,
you cannot send it to groups of Students working collaboratively.

If you edit an assignment after it is sent to Students, we recommend that you inform Students about the
changes.

1. From the Assignments screen, locate the assignment that you want to edit and click its ActionLinks
icon. A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Title text box, edit the assignment title.

4. In the Description, edit the assignment description. The description is displayed to Students.

5. Next to Item Visibility, select either Show Item or Hide Item. Assignments are automatically hidden
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from Students until you send and show the assignment. For more information, see Showing or Hiding
Items.

6. If you want to use the HTML Creator to edit instructions for the assignment, next to HTML Creator,
select On. The HTML Creator appears.

NOTE: Depending on administrator settings, the HTML Creator may not be available or it
may appear by default.

7. In the Instructions text box or HTML Creator editing area, edit assignment instructions.

8. If you want to attach files:

a. Click Add Attachments. The Content Browser pop-up window appears.

b. Do one of the following:

• If the files are on your computer:

i. Click the My Computer icon. Your computer's file browser or the Upload Files from Your
Computer screen appears.

ii. Locate and select the files. The files are attached.

• If the files are in WebCT, locate and select the files. The files are attached.

9. In the Student submission format section, select one of the following if available:

• Text with attachments

• Web site

10. In the Assignment recipients section, select one of the following if available:

• If you want to send the assignment to Students later, select Decide later.

• If you want to send the assignment to individual Students, select All Students individually.

• If you want to send the assignment to individual Students who are placed into groups and you
need to provide different instructions for each group, select All Students individually and do the
following:

a. Select Create additional sets of instructions for groups of Students.

b. Click Select Groups. The Select Learning Groups pop-up window appears:

c. Select the groups that you want to send the assignment to and click Continue. The Additional
Instructions pop-up window appears.

d. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

e. Click Save.

• If you want to send the assignment to groups of Students who will work collaboratively, select
Groups of Students and do the following:
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a. Click Select Groups. The Select Learning Groups pop-up window appears:

b. Select the groups that you want to send the assignment to.

c. If you have additional instructions for each group, do the following:

d. Select Provide groups with additional instructions and click Save. The Additional
Instructions pop-up window appears.

e. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

f. Click Save.

11. In the Dates section, edit the due date, cutoff date, or both:

• If there is not a due date or cutoff date, select the blank option.

• If there is a due date, select the date and time.

NOTE: You can grade assignments only after the due date.

• If you want to add the due date to the Calendar tool so all Students can see it, select Create a
corresponding event in the Calendar tool.

• If there is a cutoff date, select the date and time.

12. In the Grading section, if you want the assignment to be graded, select this option.

• If you want to use numeric grades, select this option and enter a maximum numeric grade.

• If you want to use letter grades, select this option.

IMPORTANT: If you do not specify a grading scheme, the assignment becomes Not gradable by
default. After you save the assignment, you cannot change the grading scheme.

13. For more options, click the Expand icon next to More Options. The More Options section expands:

• Under Grade Release, if you want this assignment to appear in the Grade Book tool, select this
option.

• Under Taking Back Submissions, if you want to allow Students to take back submitted
assignments and revise them before the due date, select this option.

TIP: We recommend that you allow Students to take back submissions. If someone in a
group inadvertently submits the assignment before it is complete, the group can
re-submit the assignment.

• Under Publishing Submissions, select whether you want to allow only the Section Instructor or
both Section Instructor and Students to publish submissions. Publishing submissions allows all
course members to view submitted assignments.

• Under Section Instructor Notification, select whether or not you want the Section Instructor to
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receive e-mails when Students submit assignments.

14. Click Save. The assignment is edited.

Editing Group Instructions

When an assignment is created and sent to groups, additional instructions can be provided for each group.
You can edit those instructions as necessary.

1. From the Assignments screen, locate the assignment and click its ActionLinks icon. A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Assignment recipients section, click Edit group instructions. The Additional Instructions
pop-up window appears.

4. For each group as necessary, edit the instructions. If you want to attach a file, click Browse. The
Content Browser pop-up window appears. For more information, click Help in the pop-up window.

5. Click Save. The Edit Assignment screen appears.

6. Click Save. The instructions are saved.

Removing Groups from an Assignment

If an assignment was originally sent to groups of Student but you no longer want them to work on the
assignment, you can remove the groups.

1. From the Assignments screen, locate the assignment and click its ActionLinks icon. A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Assignment recipients section, for each group that you want to remove, click its Remove icon.
A confirmation message appears.

4. Click OK. The Edit Assignment screen appears.

5. Click Save. The groups are removed.

PREVIEWING AND TESTING ASSIGNMENTS
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For Designers

As you are creating or editing an assignment, you can preview it to see how it will appear to Students.
You can also test the assignment by completing and submitting it as a Student would. To do this, you
click the Student View tab which automatically logs you in to a test Student account. The user name for
the test Student account is Demo Student XXXXX, where XXXXX is a randomly generated number. You
can use this account for testing purposes. To return to the Section Designer interface anytime, click the
Build tab. To return to the Section Instructor interface anytime, click the Teach tab.

1. Click the Student View tab. You are logged in to the test Student account.

2. Under Course Tools, click Assignments. The Assignments screen appears.

3. Click the Inbox tab.

4. Locate the assignment that you want to test and click its title. The assignment appears.

SENDING ASSIGNMENTS

For Designers

It is possible to create an assignment but not send it to Students immediately. When the assignment is
ready, you can send it to Students then. If you keep the assignment in the Assignments tool, Students can
view, complete, and submit it from the Inbox tab in Assignments. If you place a link to the assignment
from the Course Content tool, Students can view, complete, and submit it from there.

You have the following options for sending assignments:

• Send an assignment to individual Students who work independently and submit their own assignment.
Students receive their own grade.

• Send an assignment to individual Students but place them into groups and provide different
instructions for each group. Students work independently and submit their own assignment. Students
receive their own grade.

EXAMPLE: In a World Religion course, you have an assignment with instructions to write a paper
about a particular religion. You give additional instructions on writing about Taoism to
one group and you give additional instructions on writing about Buddhism to another
group. Students write their own paper according to the instructions for their group.

• Send an assignment to groups of Students who work collaboratively and submit one assignment per
group. Students in the same group receive the same grade.
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If you have access to the Teach tab, you can use the the Group Manager tool to create groups and place
Student into the groups. If you do not have access to the Group Manager tool, you can still select the
option to send an assignment to groups, but the assignment is sent after Students are placed into groups.

IMPORTANT: When you send an assignment, you must also show the assignment so it becomes available
to Students. For more information, see Showing or Hiding Items.

1. From the Assignments screen, locate the assignment you want to send and click its ActionLinks icon.
A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Assignment recipients section, select one of the following:

• If you want to send the assignment to individual Students, select All Students individually and do
the following:

a. Click Save at the bottom of the screen. The Assignments screen appears.

b. Ensure the assignment is shown to Students or they will not be able to access it. For more
information, see Showing or Hiding Items

• If you want to send the assignment to individual Students who are placed into groups and you
need to provide different instructions for each group, select All Students individually and do the
following:

a. Select Create additional sets of instructions for groups of Students.

b. Click Select Groups. The Select Learning Groups pop-up window appears:

c. Select the groups that you want to send the assignment to and click Continue. The Additional
Instructions pop-up window appears.

d. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

e. Click Save. The Edit Assignment screen appears.

f. Click Save. The Assignments screen appears.

g. Ensure the assignment is shown to Students or they will not be able to access it. For more
information, see Showing or Hiding Items

• If you want to send the assignment to groups of Students who will work collaboratively, select
Groups of Students and do the following:

a. Click Select Groups. The Select Learning Groups pop-up window appears:

b. Select the groups that you want to send the assignment to.

c. Select Provide groups with additional instructions and click Save. The Additional
Instructions pop-up window appears

d. In the Additional Instructions text box for each group, enter the instructions. If you want to
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attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

e. Click Save. The Edit Assignment screen appears.

f. Click Save. The Assignments screen appears.

g. Ensure the assignment is shown to Students or they will not be able to access it. For more
information, see Showing or Hiding Items.

MANAGING ASSIGNMENTS

For Designers

Previewing Assignments

Some tools have a preview feature that allows you to see an item as it will appear to Students.

1. Locate the item that you want to preview and click its ActionLinks icon. A menu appears.

2. Click Preview. The item is displayed in preview mode.

Showing or Hiding Assignments

You can make an item, such as a chat room, learning module, web link, media library collection, or file
visible to Students by showing the item in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

NOTE: By default, when a quiz, self test, survey, or assignment is created, it is hidden from
Students.

• Before you can show a quiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

• Before you can show an assignment and make it visible to Students, you must
distribute the assignment to Students.
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• To show an item:

1. Locate the item and click its ActionLinks icon. A menu appears.

2. Click Show Item. The item is shown.

• To hide an item:

1. Locate the item and click its ActionLinks icon. A menu appears.

2. Click Hide Item. The item is hidden.

Sorting Assignments

If a column title is underlined, you can sort items by that column. You can sort in either ascending order
(A to Z, or 1 to 9) or descending order (Z to A, or 9 to 1). An up-arrow next to the column title indicates
that items are currently sorted in ascending order. A down-arrow next to the column title indicates that
items are currently sorted in descending order.

NOTE: Items remain in the specified sort order until you go to another screen.

From the table heading row:

a. Click the title of the column by which you want to sort items. If the items were not previously sorted
by that column, they are now sorted in ascending order. If the items were previously sorted by that
column, they are now sorted in descending order.

b. If you want to reverse the sort order, click the column title again. The sort order is reversed.

Moving Assignments

In general, items initially appear in the order that they were created. Numeric indicators in the Order
column show the order that items were created. You can move items up or down and change their order.
All users will see the items in the specified order.

1. Ensure that the list of items is sorted in ascending order (A to Z, or 1 to 9 in the Order column. An
up-arrow indicates that items are currently sorted in ascending order. A down-arrow indicates that
items are currently sorted in descending order. If not, click the column title Order until the list is
sorted in ascending order.

2. Select the item that you want to move up or down.

3. Do one of the following:

• To move the item up:

a. Locate an item above the one that you already selected and click the Click to view move
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options icon. A menu appears.

b. Click Move Selected Above. The selected item is moved up.

• To move an item down:

a. Locate an item below the one that you already selected and click the Click to view move
options icon. A menu appears.

b. Click Move Selected Below. The selected item is moved down.

Viewing Links to Assignments

If there are links to an item, such as an assignment, quiz, chat room, or learning module, in other locations
of a course, you can view a list of these locations.

1. Locate the item and click its ActionLinks icon. A menu appears.

2. Click View Links to this Item. A pop-up window appears, displaying a list of locations containing
links to the item.

Setting or Modifying Release Criteria for
Assignments

You can selectively release items by setting release criteria for them. Setting release criteria for items
allows you to control when and to whom the items are visible.

1. Next to the item for which you want to set or modify release criteria, click the ActionLinks icon. A
menu appears.

2. Click Set Release Criteria. The Set Release Criteria for screen appears.

3. Set or modify the release criteria for the item.

Linking Assignments to the Course Content and
Learning Modules Tools

If you have content items, such as assignments, assessments, chat rooms, or web links, you can create
links to these items in the following locations:

• Course Content Home and other content folders in the Course Content tool
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• learning modules in the Learning Modules tool

Users can access these items by clicking the links from these locations.

1. Locate the item that you want to create a link for and select its check box.

2. From the Create Link on drop-down list, select the location for the link and click the Go icon. A link
to the item is created in the specified location.

Navigating Multiple Pages

If there are enough items to appear on multiple pages, paging controls appear at the bottom of the screen
and you can use them to navigate from one page to another. You have options to go to a specific page, go
to the next page, or return to the previous page. If there are no items on the page or if there are not enough
items to appear on multiple pages, you cannot use paging controls.

You can also the Paging Preferences icon to set the number of items to be displayed on each page. By
default, ten items are displayed per page. You can set a maximum of 999 items per page.

• If there are enough items to appear on multiple pages, you can use the following options to navigate
those pages:

• To select a specific page: From the Page drop-down list, select the page and click the Go icon.

NOTE: You may see the page number followed by the number of records in parentheses.
For example, 1 (1-10) means page 1 contains records 1 to 10.

• To view all pages: From the Page drop-down list, select All and click the Go icon.

• To go to the next page, click the Next Page icon.

• To return to the previous page, click the Previous Page icon.

• To set the number of items per page:

1. Click the Paging Preferences icon. The Edit Paging pop-up window appears.

2. In the Number of records per page text box, enter the number of items and click OK.

Deleting Assignments

You can delete items using the Delete button or the ActionLinks icon. If a Delete button is available on
the screen, you can use it to delete one item, several items, or all items at the same time. If a Delete
button is not available, you can use the ActionLinks icon to delete one item at a time.

NOTE: In the Chat tool, you can delete the default Common Room only if another room has been
created.

Chapter 8: Assignments and Assignment Dropbox

219



• Using the Delete button to delete one item or several items:

1. Select the items and click Delete. A confirmation message appears.

2. Click OK. The selected items are deleted.

• Using the Delete button to delete all items on the current page:

1. Select the check box next to Title. All items on the current page are selected.

2. Click Delete. A confirmation message appears.

3. Click OK. All items on the current page are deleted.

4. If there are items on additional pages and you want to delete them, repeat steps 1 through 3.

• Using the ActionLinks icon to delete one item at a time:

1. Locate the item and click its ActionLinks icon. A menu appears.

2. Click Delete. A confirmation message appears.

3. Click OK. The item is deleted.

ABOUT ASSIGNMENTS AND ASSIGNMENT
DROPBOX

For Section Instructors

In the Assignments tool, you can see an inventory of assignments that were created for the course. There
are two types of assignments:

Text with Attachments

A Text with attachments assignment requires Students to submit their assignment by entering text in the
Assignments tool or by attaching their own files.

Web Site

A Web site assignment requires Students to submit a ZIP file containing linked HTML files that create a
Web site. Students specify an entry point for their Web site and use relative links to link all pages.

After Students complete and submit their assignments, you use the Assignment Dropbox tool to view,
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manage, and evaluate submissions. On the Teach tab, a link to the Assignment Dropbox tool appears
under Instructor Tools. You can grade submissions or mark them as complete if the assignments do not
require grades. You can also provide feedback to Students and return submissions if you want Students to
work further on the assignments. You have the option to publish submissions so all members of the
course can view them.

All assignments appear on the Assignments screen. If the Section Designer has set release criteria which
controls when and to whom the assignment is available, the assignment is marked (Conditional). You can
modify the release criteria.

Editing Assignments

For Section Instructors

You can edit an assignment completely if no Students have started it. However, if one or more Students
have started the assignment, you can edit everything except the following:

• assignment type

EXAMPLE: If the assignment type was originally Text with attachments, you cannot change it to
Web site.

• assignment recipients

EXAMPLE: If the assignment was originally sent to individual Students working independently,
you cannot send it to groups of Students working collaboratively.

If you edit an assignment after it is sent to Students, we recommend that you inform Students about the
changes.

1. From the Assignments screen, locate the assignment that you want to edit and click its ActionLinks
icon. A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Title text box, edit the assignment title.

4. In the Description, edit the assignment description. The description is displayed to Students.

5. Next to Item Visibility, select either Show Item or Hide Item. Assignments are automatically hidden
from Students until you send and show the assignment. For more information, see Showing or Hiding
Items.

6. If you want to use the HTML Creator to edit instructions for the assignment, next to HTML Creator,
select On. The HTML Creator appears.

NOTE: Depending on administrator settings, the HTML Creator may not be available or it
may appear by default.
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7. In the Instructions text box or HTML Creator editing area, edit assignment instructions.

8. If you want to attach files:

a. Click Add Attachments. The Content Browser pop-up window appears.

b. Do one of the following:

• If the files are on your computer:

i. Click the My Computer icon. Your computer's file browser or the Upload Files from Your
Computer screen appears.

ii. Locate and select the files. The files are attached.

• If the files are in WebCT, locate and select the files. The files are attached.

9. In the Student submission format section, select one of the following if available:

• Text with attachments

• Web site

10. In the Assignment recipients section, select one of the following if available:

• If you want to send the assignment to Students later, select Decide later.

• If you want to send the assignment to individual Students, select All Students individually.

• If you want to send the assignment to individual Students who are placed into groups and you
need to provide different instructions for each group, select All Students individually and do the
following:

a. Select Create additional sets of instructions for groups of Students.

b. Click Select Groups. The Select Learning Groups pop-up window appears:

c. Select the groups that you want to send the assignment to and click Continue. The Additional
Instructions pop-up window appears.

d. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

e. Click Save.

• If you want to send the assignment to groups of Students who will work collaboratively, select
Groups of Students and do the following:

a. Click Select Groups. The Select Learning Groups pop-up window appears:

b. Select the groups that you want to send the assignment to.

c. If you have additional instructions for each group, do the following:

d. Select Provide groups with additional instructions and click Save. The Additional
Instructions pop-up window appears.
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e. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

f. Click Save.

11. In the Dates section, edit the due date, cutoff date, or both:

• If there is not a due date or cutoff date, select the blank option.

• If there is a due date, select the date and time.

NOTE: You can grade assignments only after the due date.

• If you want to add the due date to the Calendar tool so all Students can see it, select Create a
corresponding event in the Calendar tool.

• If there is a cutoff date, select the date and time.

12. In the Grading section, if you want the assignment to be graded, select this option.

• If you want to use numeric grades, select this option and enter a maximum numeric grade.

• If you want to use letter grades, select this option.

IMPORTANT: If you do not specify a grading scheme, the assignment becomes Not gradable by
default. After you save the assignment, you cannot change the grading scheme.

13. For more options, click the Expand icon next to More Options. The More Options section expands:

• Under Grade Release, if you want this assignment to appear in the Grade Book tool, select this
option.

• Under Taking Back Submissions, if you want to allow Students to take back submitted
assignments and revise them before the due date, select this option.

TIP: We recommend that you allow Students to take back submissions. If someone in a
group inadvertently submits the assignment before it is complete, the group can
re-submit the assignment.

• Under Publishing Submissions, select whether you want to allow only the Section Instructor or
both Section Instructor and Students to publish submissions. Publishing submissions allows all
course members to view submitted assignments.

• Under Section Instructor Notification, select whether or not you want the Section Instructor to
receive e-mails when Students submit assignments.

14. Click Save. The assignment is edited.

Editing Group Instructions
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When an assignment is created and sent to groups, additional instructions can be provided for each group.
You can edit those instructions as necessary.

1. From the Assignments screen, locate the assignment and click its ActionLinks icon. A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Assignment recipients section, click Edit group instructions. The Additional Instructions
pop-up window appears.

4. For each group as necessary, edit the instructions. If you want to attach a file, click Browse. The
Content Browser pop-up window appears. For more information, click Help in the pop-up window.

5. Click Save. The Edit Assignment screen appears.

6. Click Save. The instructions are saved.

Removing Groups from an Assignment

If an assignment was originally sent to groups of Student but you no longer want them to work on the
assignment, you can remove the groups.

1. From the Assignments screen, locate the assignment and click its ActionLinks icon. A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Assignment recipients section, for each group that you want to remove, click its Remove icon.
A confirmation message appears.

4. Click OK. The Edit Assignment screen appears.

5. Click Save. The groups are removed.

Previewing and Testing Assignments

For Section Instructors

As you are creating or editing an assignment, you can preview it to see how it will appear to Students.
You can also test the assignment by completing and submitting it as a Student would. To do this, you
click the Student View tab which automatically logs you in to a test Student account. The user name for
the test Student account is Demo Student XXXXX, where XXXXX is a randomly generated number. You
can use this account for testing purposes. To return to the Section Designer interface anytime, click the
Build tab. To return to the Section Instructor interface anytime, click the Teach tab.

1. Click the Student View tab. You are logged in to the test Student account.
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2. Under Course Tools, click Assignments. The Assignments screen appears.

3. Click the Inbox tab.

4. Locate the assignment that you want to test and click its title. The assignment appears.

Sending Assignments

For Section Instructors

It is possible to create an assignment but not send it to Students immediately. When the assignment is
ready, you can send it to Students then. If you keep the assignment in the Assignments tool, Students can
view, complete, and submit it from the Inbox tab in Assignments. If you place a link to the assignment
from the Course Content tool, Students can view, complete, and submit it from there.

You have the following options for sending assignments:

• Send an assignment to individual Students who work independently and submit their own assignment.
Students receive their own grade.

• Send an assignment to individual Students but place them into groups and provide different
instructions for each group. Students work independently and submit their own assignment. Students
receive their own grade.

EXAMPLE: In a World Religion course, you have an assignment with instructions to write a paper
about a particular religion. You give additional instructions on writing about Taoism to
one group and you give additional instructions on writing about Buddhism to another
group. Students write their own paper according to the instructions for their group.

• Send an assignment to groups of Students who work collaboratively and submit one assignment per
group. Students in the same group receive the same grade.

If you have access to the Teach tab, you can use the the Group Manager tool to create groups and place
Student into the groups. If you do not have access to the Group Manager tool, you can still select the
option to send an assignment to groups, but the assignment is sent after Students are placed into groups.

IMPORTANT: When you send an assignment, you must also show the assignment so it becomes available
to Students. For more information, see Showing or Hiding Items.

1. From the Assignments screen, locate the assignment you want to send and click its ActionLinks icon.
A menu appears.

2. Click Edit Properties. The Edit Assignment screen appears.

3. In the Assignment recipients section, select one of the following:

• If you want to send the assignment to individual Students, select All Students individually and do
the following:
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a. Click Save at the bottom of the screen. The Assignments screen appears.

b. Ensure the assignment is shown to Students or they will not be able to access it. For more
information, see Showing or Hiding Items

• If you want to send the assignment to individual Students who are placed into groups and you
need to provide different instructions for each group, select All Students individually and do the
following:

a. Select Create additional sets of instructions for groups of Students.

b. Click Select Groups. The Select Learning Groups pop-up window appears:

c. Select the groups that you want to send the assignment to and click Continue. The Additional
Instructions pop-up window appears.

d. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

e. Click Save. The Edit Assignment screen appears.

f. Click Save. The Assignments screen appears.

g. Ensure the assignment is shown to Students or they will not be able to access it. For more
information, see Showing or Hiding Items

• If you want to send the assignment to groups of Students who will work collaboratively, select
Groups of Students and do the following:

a. Click Select Groups. The Select Learning Groups pop-up window appears:

b. Select the groups that you want to send the assignment to.

c. Select Provide groups with additional instructions and click Save. The Additional
Instructions pop-up window appears

d. In the Additional Instructions text box for each group, enter the instructions. If you want to
attach a file, click Browse. The Content Browser pop-up window appears. For more
information, click Help in the pop-up window.

e. Click Save. The Edit Assignment screen appears.

f. Click Save. The Assignments screen appears.

g. Ensure the assignment is shown to Students or they will not be able to access it. For more
information, see Showing or Hiding Items.

Managing Assignments
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For Section Instructors

Showing or Hiding Assignments

You can make an item, such as a chat room, learning module, web link, media library collection, or file
visible to Students by showing the item in your course. Alternatively, if you do not want an item to be
visible yet, you can hide it temporarily.

NOTE: By default, when a quiz, self test, survey, or assignment is created, it is hidden from
Students.

• Before you can show a quiz, self test, or survey and make it visible to Students, you
must add at least one question to it.

• Before you can show an assignment and make it visible to Students, you must
distribute the assignment to Students.

• To show an item:

1. Locate the item and click its ActionLinks icon. A menu appears.

2. Click Show Item. The item is shown.

• To hide an item:

1. Locate the item and click its ActionLinks icon. A menu appears.

2. Click Hide Item. The item is hidden.

Viewing Links to Assignments

If there are links to an item, such as an assignment, quiz, chat room, or learning module, in other locations
of a course, you can view a list of these locations.

1. Locate the item and click its ActionLinks icon. A menu appears.

2. Click View Links to this Item. A pop-up window appears, displaying a list of locations containing
links to the item.

Setting or Modifying Release Criteria for Assignments

You can selectively release items by setting release criteria for them. Setting release criteria for items
allows you to control when and to whom the items are visible.
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1. Next to the item for which you want to set or modify release criteria, click the ActionLinks icon. A
menu appears.

2. Click Set Release Criteria. The Set Release Criteria for screen appears.

3. Set or modify the release criteria for the item.

Managing Submissions

For Section Instructors

After Students submit their assignments, you can view and manage them in the Assignment Dropbox tool.
A link to Assignment Dropbox appears under Instructor Tools on the course menu. If there are new
submissions, a New icon appears next to Assignment Dropbox.

You can grade submissions or mark them as complete if the assignments are not worth grades. You can
also provide feedback to Students and return submissions if you want Students to work further on the
assignments. You have the option to publish submissions so all members of the course can view them.

You use the Assignment Dropbox to manage the following:

• assignments that are submitted

• assignments that are not submitted

• assignments that are graded or marked complete

• assignments that are published

• all assignments, regardless of their status

Viewing Submissions

After Students submit their assignments, you can view them in the Assignment Dropbox tool. If there are
new submissions, a New icon appears next to Assignment Dropbox.

You can view submissions for one assignment or submissions for all assignments.

1. From the Assignment Dropbox screen, click the Submitted, Not Submitted, Graded, or All tab.

2. Do one of the following:

• To view submissions for one assignment, do the following:

From the View by drop-down list, select the assignment and click the Go icon. Submissions for
the assignment appear.

• To view submissions for all assignments, do the following:
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From the View by drop-down list, select All assignments and click the Go icon. All submissions
appear.

TIP: You can also view submissions from the Assignments tool by doing the following:

a. From the Assignments screen, locate the assignment and click its ActionLinks icon.
A menu appears.

b. Click View Submissions. The submissions for the assignment appear.

Evaluating Submissions

After Students submit their assignments, you can evaluate them from the Assignment Dropbox tool. You
have the following options:

• return the submission to the Student or group and ask them do further work.

• save the submission and review it later.

• grade the submission and return it to the Student or group.

• if the submission does not require a grade, mark it as complete.

1. From the Assignment Dropbox screen, click the Submitted or All tab.

2. Locate the submission and click its title. The submission appears.

TIP: You can also view the submission by doing the following:

a. Click the ActionLinks icon next to the assignment title. A menu appears.

b. Click Review Submission. The submission appears.

3. Under Most Recent Comment, review any comments made by the Student or group.

4. If you previously reviewed the submission and returned it to the Student or group for further work,
you can view any previous comments by clicking View Previous Comments. The Comments on
Assignment pop-up window appears.

5. Under Submission, evaluate the submission by doing one of the following:

• If it is a text submission, read the text. If there is an attachment, click the file name under Student
Attachments. The attachment opens in a separate browser window.

• If it is a web site submission, click View Start Page. The start page for the web site appears in a
separate browser window.

6. In the Grader/Reviewer Comments text box, enter your comments.

7. If you are evaluating a text submission, you also have the option of attaching a file:

a. Click Add Attachments. The Content Browser pop-up window appears.
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b. Do one of the following:

• If the files are on your computer:

i. Click the My Computer icon. Your computer's file browser or the Upload Files from Your
Computer screen appears.

ii. Locate and select the files. The files are attached.

• If the files are in WebCT, locate and select the files. The files are attached.

8. Under Save Options, select one of the following:

• If you want the Student or group to work on the submission further and submit it again, select
Return to Student(s) for further editing.

NOTE: You cannot return submissions if the cutoff date has passed.

• If you want to evaluate the submission later, select Save for further review and editing.

• Depending on whether the assignment requires a grade, do one of the following:

• If the assignment requires a grade, select Return graded submission to Student(s) with the
following grade and enter the grade.

• If the assignment does not require a grade, select Mark as completed and return to Student(s).

9. Click Save. The Assignment Dropbox screen appears.

Publishing Submissions

You can publish assignment submissions and allow members of the course to view each other's
submissions. If the submission was published before, you can republish it.

1. From the Assignment Dropbox screen, click the Submitted, Graded, or All tab.

2. Locate the submission you want to publish and click its ActionLinks icon. A menu appears.

3. Click Publish Controls. The Publish Controls pop-up window appears.

4. Click Publish or Republish. The submission is published and available from the Published tab.

Viewing Graded Submissions

After a submission is graded, you can view a read-only version of the submission.

1. From the Assignment Dropbox screen, click the Graded tab.

2. Locate the assignment and click its ActionLinks icon. A menu appears.
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3. Click Review Submission. The submission appears.

4. View the submission by doing one of the following:

• If it is a text submission, read the text. If there is an attachment, click its file name. The
attachment opens in a separate browser window.

• If it is a web site submission, click View Start Page. The start page for the web site appears in a
separate browser window.

5. View the most recent comment and if there are previous comments, click View Previous Comments.

6. When you are finished, click OK.

Viewing Published Submissions

When an assignment submission is published, all members in the course can view it.

1. From the Assignment Dropbox screen, click the Published tab.

2. Locate the submission you want to view and click its title. The submission appears.

3. Do one of the following:

• If it is a text submission, read the text. If there is an attachment, click the file name under Student
Attachments. The attachment opens in a separate browser window.

• If it is a web site submission, click View Start Page. The start page for the web site appears in a
separate browser window.

4. When you are finished, click OK.

Removing Published Submissions

If you published an assignment submission before, you can remove it so it can no longer be viewed by the
class.

1. From the Assignment Dropbox screen, click the Submitted, Graded, or All tab.

2. Locate the submission you want to publish and click its ActionLinks icon. A menu appears.

3. Click Publish Controls. The Publish Controls pop-up window appears.

4. Click Unpublish. The published submission is removed.

Creating a Printable View of Submissions

From the Assignments Dropbox tool, you can create a printable view of submissions for viewing, printing,
saving, or downloading. You can do this from the Submitted, Graded, Published, or All tabs.
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1. From the Assignment Dropbox screen, click the Submitted, Graded, Published, or All tab.

2. Do one of the following:

• To create a printable view of one or multiple submissions:

a. Select each submission for which you want to create a printable view.

b. Click Create Printable View. The compiled submissions appear.

• To create a printable view of all submissions listed on the tab:

a. In the table heading row, select the check box. All submissions are selected.

b. Click Create Printable View. The compiled submissions appear.

3. If you want to print the compiled submissions:

a. Click Print. Your browser's print dialog box appears.

b. Make your selections to print the compiled submissions.

4. If you want to save the compiled submissions, click Save to File. The compiled submissions are
saved in My Files in Content Manager where you can download them. For more information, see
Accessing Content Manager.

a. If you want to download the compiled submissions:

i. From My Files, click the file name. Your browser's file download dialog box appears.

ii. Make your selections to download the compiled submissions.

b. Click OK. The compiled submissions are downloaded.

Viewing Students or Groups by Assignment

You can view a list of Students or groups who are assigned to a particular assignment but have not
submitted it yet.

1. From the Assignment Dropbox screen, click the Not Submitted tab.

2. Do one of the following:

• To view the Students or groups for an assignment, locate the assignment title and click the
Expand icon. The list of Students or groups appears.

• To view the Students or groups for all assignments, click Expand All. The list of all Students or
groups appears.

Using PeopleLinks

NOTE: Depending on administrator settings, this feature may not be available to you.
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1. From a screen where the PeopleLinks tool is available, click the View PeopleLink Options for This
User icon that appears next to the user's name or the group name. A menu appears.

2. Depending on the tool you are accessing PeopleLinks from, do one of the following:

• To create and send a mail message to a user, or to all users in a group, click Send Mail. The
Create Message screen appears.

NOTE: This option is available only if the Mail tool has been added to the course. It is not
available from the Mail tool.

• To view a summary, by tool, of the Student's activity in the course, or to view the Student's
grades, click View Performance Report. The Individual Student Performance Report screen
appears.

• From the Discussions tool, to view all messages posted by a Student in a gradable topic, click
View Student Posts. The Student Discussion Posts screen appears.

• From the Grade Book tool, to change a user's grades or course access, click Edit Member. The
Edit Member screen appears.

• From the Grade Book tool, to prevent the user from participating in the course, click Deny
Access. The screen refreshes and the user is denied access.

• From the Grade Book tool, to allow a user with denied access to participate in the course, click
Grant Access. The screen refreshes and the user is granted access.

• From the Grade Book tool, to unenroll a user from the course, click Unenroll Member. The
screen refreshes and the user is unenrolled.

NOTE: Any grade data for the user remains in the Grade Book. An icon appears next to
the user's name to indicate that they are no longer enrolled in the course. To
re-enroll a member that was previously unenrolled, see Enrolling Members.

• From the Group Manager tool, to edit a group's name, description, or membership, click Edit
Group. The Edit Group screen appears.

• From the Group Manager tool, to edit the settings for a group's Sign-Up Sheet, click Edit
Sign-Up Sheet. The Edit Sign-Up Sheet screen appears.

Viewing and Printing Individual Student Performance
Reports

NOTE: Depending on administrator settings, this feature may not be available to you.

From the PeopleLinks tool, you can view and print the Individual Student Performance report for a
Student. The report provides information on the Student’s level of activity in your course and a summary
of the Student’s grades.

1. From a screen where the PeopleLinks tool is available, click the View PeopleLinks Options for This
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User icon that appears next to the Student's name. A menu appears.

2. Click View Performance Report. The Individual Student Performance Report screen appears.

3. To view all sections in the report, do the following:

a. To move from the Tool Usage section to the Student Grades section, click View Student
Grades. The screen refreshes and the Student's grades appear.

b. To return to the Tool Usage section from the Student Grades section, click View Tool Usage.
The screen refreshes and the Student's tool activity information appears.

4. To print the report, each screen must be printed separately.

• To print the tool usage information:

a. Under Tool Usage, click Print. Your computer's print dialog box appears.

b. Make your selections to print the report on your local printer.

• To print the Student grade information:

a. Under Student Grades, click Print. Your computer's print dialog box appears.

b. Make your selections to print the report on your local printer.

Navigating Multiple Pages

If there are enough items to appear on multiple pages, paging controls appear at the bottom of the screen
and you can use them to navigate from one page to another. You have options to go to a specific page, go
to the next page, or return to the previous page. If there are no items on the page or if there are not enough
items to appear on multiple pages, you cannot use paging controls.

You can also the Paging Preferences icon to set the number of items to be displayed on each page. By
default, ten items are displayed per page. You can set a maximum of 999 items per page.

• If there are enough items to appear on multiple pages, you can use the following options to navigate
those pages:

• To select a specific page: From the Page drop-down list, select the page and click the Go icon.

NOTE: You may see the page number followed by the number of records in parentheses.
For example, 1 (1-10) means page 1 contains records 1 to 10.

• To view all pages: From the Page drop-down list, select All and click the Go icon.

• To go to the next page, click the Next Page icon.

• To return to the previous page, click the Previous Page icon.

• To set the number of items per page:

1. Click the Paging Preferences icon. The Edit Paging pop-up window appears.
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2. In the Number of records per page text box, enter the number of items and click OK.
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