
Grading Options for Assignments 
 
To grade assignments, you must be either an Instructor or a TA in the 
course. You will also work from the Teach tab. 
 
There are several methods to access the Assignment Dropbox. 
 

1. The first method is to select the assignment itself from the 
homepage and then select a student submission that you want to 
grade. 

 

 
 

2. The second method is to select Assignments under Course Tools. 
 



 
 

3. The final method is to select the Assigment Dropbox under 
Instructor Tools. 

 

 
 
When you get to the submissions area, you will have different viewing 
options for all the assignments: 
 

1. Submitted: Students who have submitted their assignment(s). 
 

2. Not Submitted: Students who have not started their assignment(s) 
or who have saved their work but have not submitted it yet. 

 
3. Graded: Graded assignment(s) for a particular student. 

 



4. Published: You or your students have published their work for the 
rest of the class to view it. 

 
5. All: All assignments no matter what the stage of completion. 

 
 
Grading 
 
To grade a submission, select the Title of the assignment from the individual 
student that you want to grade. You can view information from the 
submission box and all attachments. To view attachments, click the title of 
the document. You can add a comment in the Grader Comments box or 
download the document, make edits or add comments, and upload it back for 
the student. 

 
 
Once you have read submissions, made edits or added comments, and 
uploaded any additional attachments, you have three options: 
 

1. You can return the assignment to the student for editing and 
resubmission. 

 



2. You can save the information you have added, but do not assign a 
grade. 

 
3. You can assign a grade and send it back so the student can view their 

grade. The grade will be automatically recorded in the Grade Book. 
 
When you grade the submission, the assignment will be put under the Graded 
sub-tab. You can click the sub-tab at any time and change information for 
assignments that have already been graded. 
 
 
Not Submitted 
 
When students have saved their work, their assignment is filed under Not 
Submitted, which means they have uploaded documents and/or entered text 
into the submission box and selected Save as Draft instead of selecting 
Submit. You can look under Not Submitted to view who has not submitted 
the assignment. 
 
 
Graded 
 
As you grade submissions, they are filed under the Graded tab. You can 
enter this area and re-grade student submissions if necessary. You can also 
view which student assignments have been graded and re-examine how you 
graded particular assignments. 
 
 
Published 
 
When you create an assignment, you decide who has access to publish 
student work, which can be either you or your students. When an assignment 
has been published, it is placed under the Published tab and everyone in the 
course can view it. You should generally grant students access rights to 
publish their own work if it is part of the instructions for an assignment. If 
student publishing is not part of the instructions, you should only allow 
yourself to publish it. 
 



 
All 
 
The All tab allows you to look at all assignments. You also have access to the 
settings within assignments just in case you need to change something. 
 
These are all the areas under the Assignments Dropbox. The Assignments 
Dropbox allows you to keep tabs on your students’ work and progress. 


