
Add	
  an	
  Assignment	
  
	
  

1. Open	
  up	
  the	
  appropriate	
  
gradebook	
  

	
  
2. Click	
  Assignments	
  >	
  Add	
  

Assignment	
  

	
  
3. Select	
  the	
  Category	
  
4. Enter	
  a	
  Description	
  
5. Enter	
  a	
  Detailed	
  Description	
  
6. Enter	
  the	
  Assign	
  Date	
  
7. Enter	
  the	
  Due	
  Date(s)	
  
8. Enter	
  the	
  Max	
  Score	
  
9. Select	
  other	
  options	
  as	
  needed	
  

including	
  adding	
  attachments	
  

	
  
10. Click	
  either	
  “Save	
  and	
  Back”,	
  

“Save	
  and	
  Add	
  Another”,	
  or	
  
“Save	
  and	
  Score”	
  

	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  


