
Creating an Assignment 
 
View assignments on both the Assignments and Scoresheet pages. Set up assignments 
at the beginning of a school term or at any time during the term. 
 
 

1. In the top right corner, 
click on the Create button.  

 

2. Select Assignment 

 

3. Open the Select 
Classes menu and select 
a class.  

 



4. You can select multiple 
classes if needed. Click 
outside of the Select 
Classes menu to close it.  

 

5. Enter the Assignment 
Name 

 

6. Select a Category for 
the assignment 

 



7. Select a Score Type 
such as Points or 
Percentage 
 
 
 

 

8. You can add extra 
Score Points, if the 
assignment was eligible 
for bonus points above 
100.  
 
 
The default Score Entry 
Points is set at 100 

 

9. To include the 
assignment in the 
students’ final grades, 
verify that Count in Final 
Grade is checked.  

 



10. Enter the assignment 
Due Date.  
 
The default due date will 
be that particular date.  

 

11. You may enter a 
Description for the 
assignment.  

 

12. Click on the Students 
tab 

 

13. Verify that the 
assignment applies to all 
students.  

 



14. To apply the 
assignment to a selection 
of students, click 
Add/Remove Students. 
Then click the check box 
next to each students’ 
name that you wish to 
remove from the 
assignment.  
 
 

 

15. Click Save or Save 
and Close to finalize the 
assignment.  

 


