
How to Create an Assignment 

1. Navigate to the content area in which you would like the assignment to display. This might in the 

area labeled “Assignments,” or you might simply wish to load the assignment directly in the Course 

Materials area. 

2. Either way hover your cursor over the “Assessments” button and choose “Assignment” from the 

drop-down menu. 

 

  



 

3. On the “Create Assignment” page, fill out the “Assignment Information” area including title and 

instructions. If your assignment is already in PDF format, you can also choose to browse for the file 

to add as an attachment. Be sure to include the “Points Possible” in the “Grading” area. You can also 

add a rubric in this area as well. Be sure to specify a due date in the “Due Dates” area so that the 

due date will appear on the course Dashboard.  

 



4. There are links you can click to open labeled “Submission Details,” “Grading Options,” or “Display of 

Grades.”   The last two areas you usually won’t want to change anything in.  However in the 

“Submission Details” section, you may want to configure things like number of allowable attempts. 

If you will be distributing the assignment to specific and previously created groups of students, be 

sure to select the “Group Submission” radio button. Otherwise, you can leave the “Individual 

Submission” radio button selected. You can select the option to use SafeAssign plagiarism tool if you 

wish.  

 

5. In the “Availability” section, you can choose to only allow the assignment to be available during 

certain days/times.  Don’t forget to leave the checkmark in front of “Make the Assignment 

Available.”  Be sure to click “Submit” to deploy the assignment. 

 


