
 

Section 4. 

 

Assignments 
 

Create New Assignment: 

 

 
 

To Create an Assignment: 
Fill in the required fields (Assignment Name, Assignment Code, Category, and Max Points without Extra 
Credit) and click “Save Assignment.” 

 

Check to make sure that you are in fact creating a new assignment, and not just changing the name of a 
current one. If your screen says "Edit Assignment" and not "Create New Assignment," you will have to 
click on the NEW button from the Toolbar. 

Edit Assignment Page: 

 

 
 
To Edit an Assignment: 
Choose an assignment form the list under “Existing Assignments” and click on it.  
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You may now change any information about the assignment that you wish.  

Remember to click on the “Save Changes”  button before you leave this page! 
 
 

Required Items: 
Assignment Name: Assignment names are used to describe an individual assignment (e.g. Beowulf 
Test, Chapter 3 Homework, Quiz 1, etc). They can be up to 30 characters in length. 

 

Assignment Code: Assignment codes are abbreviations used to save space and maintain uniqueness in 
the Gradebook. The may be up to 10 characters in length and may contain any regular keyboard 
character except spaces. The assignment code is the primary way for the Gradebook to recognize this 
assignment, so if your assignment NAME was Chapter 3 Homework and the CODE was HW1, every 
time you saw a listing of assignments, you would see “HW1”. 

 

Category: The category list determines in which category the assignment will be grouped. 

 

Max Points without Extra Credit: This is the highest numeric grade that a student can receive on an 
assignment without any extra credit. Possible extra credit points are entered below. 

 
Optional Items: 

Assignment Description: Assignment description is an optional field used to keep any notes about the 
assignment that you wish to keep on hand. You can use this field to keep a more detailed description 
of each assignment for your own personal use. The assignment description may be up to 3000 
characters long. 

 

Date Due/Date Assigned: The Date Due and Date Assigned fields are primarily used to determine in 
which order your assignments are displayed on your main Gradebook page. Assignments must have 
an assigned date and a due date. These fields will default to the current date. To aid you in inputting 
these, a calendar button has been provided. You may click on this button to make a monthly calendar 
appear. Click on the date to fill in the form. 

 

Optional: Optional is used to determine how blank grades for this assignment are treated when grades 
are calculated. If optional is checked, any student with a blank grade for this assignment will not have 
it count against them. 

   

Max Extra Credit Points: If an assignment has possible extra credit, the number of extra credit points 
is entered here. 

 

Edit in Section:  You may add assignments to any other sections of the current class by clicking on 
the check boxes in the “Edit in Section:” field. The current section will already be checked. You may 
click the “All” button to check all the boxes at once. 
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A few notes about assignments: 
! Help buttons exist next to each blank field. To learn a little more about what you are filling in, click 

on the button. 

! All blank fields on the main page are counted as zeros, unless the “optional” box is checked. If this is 
checked, then this assignment will not count for or against any student UNTIL a grade has been 
entered. 

! To give an extra credit assignment, set “Max Points without Extra Credit” to zero, and enter the 
maximum score for the assignment in “Max Extra Credit Points.” 

! Edit in Section: When you check these boxes, if an assignment with the same code exists in the 
checked sections, it will be edited.  If it does not already exist, it will be created.  Note:  This does 
NOT work with deletions. 

 

Importing Assignments 
 

Import Assignments Menu: 

 

 
 

Import Assignments Screen: 
 

On the “Import New Assignment” screen (which is reached by clicking on the “Import Assignments 
Selection” under the Utilities Menu), Clicking on this selection will take you to the “Import Assignment 
Screen” (shown below). This screen will have a list of all assignments you have created in any marking period, 
section, or course that you have taught, ordered by School Year, Course Number, Section Number, and 
Marking Period. Each assignment will have a checkbox on the left margin, which you may click on to check. 
Once all of the assignments that you wish to add to your current section have been checked, click on “Save” 

(which is at the top left of the screen). 
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Notes:  
You must already have any necessary assignments created in your current section in order to import 
assignments with that assignment code.  

 

You cannot import an assignment with the same ASSIGNMENT CODE as one that currently exists in the 
current section and marking period. For example, if “Quiz1” already exists in your current section and marking 
period, then you can’t import “Quiz1” from any other course, section, or marking period. 
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