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Guide for Lecturers:3
Assignments & Grading 



How to Give an Assignment 
on LMS



First go to your course page. Then, for Editing click the Turn editing on setting as following

Step 1

Setting Step 2

Turn Editing On



1.Click + Add an activity or resource to add activity (Assignment) 

Add an activity or resource



2.After you click + Add an activity or resource, it will get you something like bellow. 
It has a Activities an Resource parts separately to choose.

Activities Option

Resources Option

Scroll down



3.Click Assignment radio button and click Add button 

Description
(Assignment Description 
for read)

Step 1

Select Assignment

Step 2

Add Button



4.After click Add button, you will have page like bellow.



5.Enter Assignment name and other details as follow.

Step 1

Assignment name (required)

Step 2

Assignment Description (If necessary)

Attachments to students from lecturer will 
show here after step 3 finished (Question 
paper, eBook, etc. under 50MB size )

Step 3

File attachment 
button (File Picker)

If mark this, above description will show 
in course page



6.If you click File attachment button (File Picker) as shown in previous page (step 3), 
it will bring File Picker page as bellow. It show 6 ways to upload a file as below. 

Files already in server

Resent used File

File upload form computer (For example Let’s use this)

Upload file from given URL address

Upload files from your private files

Search and upload files from web



7.If you upload a file from your computer, file name show like following. Then click 
Upload this file button

Uploaded File Name show 
here

Step 1

Choose File to upload file/s

Step 2

File upload button



8.After click upload button, open Availability tab (Its in below the File picker). Choose 
appropriate options (1 - 4) for your assignment. Use ticks to enable or disable options.

1

2

3

4

1 - Assignment start date and time

2 - Assignment finishing date and time

3 - After this date students can’t submit

4 - Reminding date to teacher to check and grade students 

Use this ticks to Enable or disable 
options



If you choose submission types as Online text[1], Only you have to do is set the word 
limit[2] for student’s text if you want. Other options will disable automatically.

9.Then, open Submission types tab (Its in below the Availability tab). Choose 
submission type as File submission,

Step 2

Number of files student can upload

Step 3

Upload file size (Make 
it maximum)

Step 4

File type students should upload 
(it’s better this part leave empty 
most of time)

Step 1

Tick the File submission

1

2



10.Then, open Submission setting tab (Two step below the Availability Tab) and set 
below settings.

Step 1

If this yes, student have to click Submit button to finalize there 
upload

Step 4

How many times student 
can submit (1 or 2 is good)

Step 3

Choose Manually

Step 2

Keep this as No



11.To finish click Save and return to course or Save and display button bottom of the 
page.



12.If you click Save and display button, it will show something like following in course 
page. 

Your just uploaded Assignment

Name you give as Assignment name



13.In course page, Click the Turn editing off setting in settings as following.
Now you have given an Assignment to your students.

Step 1

Settings

Step 2

Turn editing off



How to Hide Grades from 
Students



01.First go to your course page. Then, for Editing click the Gradebook setup setting as 
following

Step 1

Setting

Step 2

Gradebook setup



02.Under, Setup > Gradebook Setup  it will show the all the activities you given in course. 
Click the edit drop down menu on relevant activity. 

Step 1

Edit drop down menu



03.Then click the Hide icon and click Save changes. If activity’s marks are hidden, whole line 
belong to the relevant activity will be gray. Now students can’t see their Grades.

Step 1

Click Hide

After click Hide, 
the whole line 
become gray color

Step 2

Save Changes



This is how students will see their page when Marks are hidden



This is how students will see their page when Marks are not hidden

Marks are 
Shown



How to Collect Assignments 
from Students and Grading



Click on the Assignment name

1.Click on the assignment name you given on course page



2.It will show page like following. Click View all submissions button. 

The file you upload for student (Question 
paper, etc.)

View all submissions



3.View all submissions button will show page like following. 

How many assignments show per page

This will help to filter submissions

Assignment submitted Students 
names in alphabetical order

This will create folder for each student’s 
submission if it ticks



4.After students submit answered files, those files will show as following in View all 
submissions  page. You can select students and give some options.

Step 2

This options can give to selected students

Step 1

Student can select here by tick

Student 
name here



5.You can download all the submitted files by choosing Download all submissions 
option in Grading action. Then automatically files will downloaded.

Student name 
here

Step 1

Grading action

Step 2

Download all submissions



6.Go back to previous page from View all submissions page. Then, click Grade button 
to grading students one by one in online. Click Grade button.

Grade button



7.This will help you to grade student. After grading click Save changes, then move to 
next student by using arrow key.

Step 5

This arrow keys navigate 
student to students

Student name

Step 1

Student answer file (Click to 
view/Download)

Step 2

Marks for Assignment

Step 3

Teacher’s Comments (If necessary)Step 4

Save changes

If You remove this 
tick, student will not 
notify when marks 
are given.



8.After done every student grading, go back to View all submissions page

View all submissions



9.Click View gradebook on Grading action.

Student name 
here

Step 1

Grading action

Step 2

View gradebook



10.It will bring Grader report page like bellow. To get result sheet, go to Export tab

Export tab



11.Choose Excel spreadsheet tab (or any other out put file you want), choose options 
and click download. 

Step 3

This show how grade show in 
result sheet(recommend to 
use only one option)

Step 2

All activities student did (You 
can choose which one should in 
result sheet)

Step 1

Excel spreadsheet tab

Step 4

Download button



How Students Submit 
Answers (In student’s view)



01.First student should enter the relevant course page and click on the Assignment. 

Step 1

Click on the Assignment



02. Then it will show page as following. First, student should download the Assignment paper.

Step 1

Click here to download 
Assignment paper

How many attempts student have to upload

Answers submit or not

Marks given or not

Assignment ending date and time

Time remaining for do the Assignment



03. After done answer the Assignment paper (By separate document), to submit the answer 
file click the Add submission button.

Step 1

Click Add submission button



04. It will show page like below. Click the File picker icon as follow to submit answer file.

Step 1

Click File picker icon



Uploaded File Name show 
here

Step 1

Choose File to upload file/s

Step 2

File upload button

05. Clicking the File picker icon will bring following page. Under Upload a file tab follow the 
steps.



05. After click Upload this file button student’s submitted file show as follow. Click the Save 
changes button

Student’s answer 
file

Step 1

Click the Save changes button



05. After click the Save changes button, student will see page like follow. If lecturer allows, 
student can edit his submission 2nd time or more by clicking the Edit submission button.

Assignment Paper

Student’s Assignment Answer file

Edit Submission button


