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What will be covered in this guide? 

You can also customize what type of assignment you are creating and what file types you will 

accept from learners submitting their assignments.
 

 



 

1.​ From the New Assignment page, expand Submission & Completion.​
​

​
 

2.​ For the Assignment Type, specify if this is an Individual Assignment or Group Assignment.​
​

​
 

3.​ From the Category drop-down menu, select an existing category to align your assignment 

to or click New category, enter a Name for your category, and click Create.​
​

​
 



 

4.​ Select a Submission Type from the drop-down menu.​
​

​
 

5.​ For File Submissions, set the number of Files Allowed Per Submission and the 

Submissions rules.​
​

​

​
 

6.​ For Text submissions, set the Submission rules.​
​

​
 



 

7.​ For On paper submissions, set Marked as completed to one of the available options: 

Manually by learners, Automatically on evaluation, or Automatically on due date.​
​

​
 

8.​ For Observed in person assignments, set Marked as completed to one of the available 

options: Manually by learners, Automatically on evaluation, or Automatically on due 
date.​
 

9.​ From the Allowable File Extensions drop-down menu, select an option to restrict file 

extensions on submissions for the assignment.​
​

​
 



 

10.​To receive email notifications when an assignment is submitted, under Notification Email, 
enter an email address or multiple email addresses separated by a comma.​
​

​
 

11.​If you do not wish to configure your assignment further, toggle the assignment to Visible 

and click Save and Close. 

 

Need Further Assistance? 

For further assistance, please contact DLII at dlii@ucmo.edu.   

mailto:dlii@ucmo.edu
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