
Assignments 
Learn assignments are your vehicle for delivering, accepting, and grading student coursework. They can 

be distributed to individual students or student groups. 

Creating, Editing, and Deleting Assignments 

To create an assignment, navigate to the desired course area, hover over “Assessments” in the action 

bar, and click “Assignment” in the menu that drops down. You must specify several details about the 

assignment. 

 
Create a new assignment 

 Assignment Information: Provide a title for the assignment and instructions as to how to 

complete it. 

 Assignment Files: Upload any files that the students might need to refer to while doing the 

assignment. 

 Grading: Designate how many points are possible for the assignment and include a rubric to 

clarify grading methodology if desired. 

 Availability: Specify the number of times each student can attempt the assignment and the date 

range during which attempts may be submitted. If don’t want to accept any late assignments, 

make the “Display Until” date and time the same as the due date/time. 

 Due Dates: Set the date and time when the assignment is due. Any assignments submitted after 

this time will be accepted, but will be marked late. 

 Recipients: Choose whether to distribute the assignment to all students individually or to groups 

of students. If the latter, specify one or more pre-existing student groups. 

To edit or delete an existing assignment, navigate to the course area where the assignment is, 

hover/click on the action link right of the assignment, and click on Edit or Delete within the context 

menu. To edit, make any desired changes on the “Edit Assignment” page that follows. To delete, make a 

choice on the “Delete Assignment” page that follows: either delete everything associated with the 

assignment, including instructions, submissions, and grades given, OR preserve scores already recorded 

in the grade center for this assignment, but delete everything else. 



Downloading Assignments 

Some instructors prefer to review assignments offline instead of looking at them inside the Grade 

Center. For this purpose, you can download all submissions of a given assignment at once in the form of 

a zip archive containing a separate file for each student’s submission. To download assignments, first 

click on “Full Grade Center” under “Grade Center” in the Control Panel. Within the Grade Center, 

identify the column associated with the assignment you want to download, and click on the action link 

to the right of the assignment title. Choose “Assignment File Download,” and specify a couple of details 

about the download on the “Download Assignment” page that follows. 

 
Assignment File Download 

 Select Users: You can download one, several, or all students’ submissions. 

 Select Files: Download either all attempts or only the final attempt per assignment. 

 
Download Assignment form 



Upon clicking “Submit,” Learn will prepare a zip archive of submission files. Click “Download 

assignments now” to save the package locally. (For each student, the package will contain one file for 

the assignment submission itself, and one file for each attachment the student may have provided along 

with it, both labeled with the student’s name.) Finally, click “OK” to return to the Grade Center. 

Assignment File Cleanup 

If desired, you can delete attachments submitted with assignments without deleting any assignment 

submissions themselves. For this purpose, return to the Grade Center, click on the action link to the 

right of the assignment title, and choose “Assignment File Cleanup.” On the “Delete Assignment Files” 

page that follows, select users whose attachments are not needed, and click “OK.” 

Grading Assignments 

There are two ways to reach submitted assignments that are ready to grade: the “Needs Grading” page 

and the “Full Grade Center,” both aspects of the Grade Center. These methods also apply to the grading 

of tests and quizzes. 

Needs Grading 

You will find “Needs Grading” under the “Grade Center” section of the Control Panel. Click to enter the 

“Needs Grading” page. There you can filter waiting assignments by category, title (i.e. “item”), student 

(i.e. “user”), and date submitted. It’s also possible to sort the results by field as you browse by clicking 

on any field name. Click on any title under “User Attempt” to view that assignment attempt or click 

“Grade All” in the action bar to view the submissions in succession, grading (or skipping) them as you go. 

A given assignment will disappear from the “Needs Grading” page as soon as you grade it. 

 
Needs Grading page 

Full Grade Center 

You can select “Full Grade Center” (or its “Assignments” sub-item) instead of “Needs Grading,” to view 

all submitted assignments by student. Within the Grade Center, scroll rightward to find the columns that 

contain green exclamation marks, which signify an assignment that needs grading. Click into the cell to 

enter a grade right away, or click the action link on the right end of the cell, followed by the “Attempt” 



link in the context menu to access the submitted assignment in the context of the “Grade Assignment” 

page. To grade all submitted assignments in succession, click on the action link at the top of that 

assignment’s column, rather than in a specific cell, choosing “Grade Attempts” from the context menu. 

 
Grade assignment attempts or select Grade Anonymously to hide student names 

To grade each assignment without looking at students’ names, choose “Grade Anonymously.” In the 

Grade Center, this option appears in the context menu at the top of each assignment column, and on 

the “Needs Grading” page, it appears in the context menu associated with the assignment title (under 

“Item Name.”) If you are already on the “Grade Assignment” page, find a button labeled “Hide User 

Names” on the action bar near the top of the page. 

Using the “Grade Assignment” Page 

Clicking on “Grade Attempts” shown above will open the “Grade Assignments” page. On the “Grade 

Assignment” page, you can review the submission text, attached files, and student comments associated 

with an assignment, enter a grade, accessing a grading rubric if need be, and provide feedback to the 

student. Feedback can also include attachments. The “Grading Notes” field is for the instructor to make 

notes that are not visible to students. 



 
View files attached by students, give a grade, leave feedback, or enter grading notes (not visible to students) 


