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The assignments feature streamlines the submission and grading of student files. Instructors 
can create coursework and then manage the grades and feedback for each student 
separately. After an assignment is setup, students can access the assignment, complete it in a 
separate file, and send it back to the Instructor. The Instructor responds to each student 
separately, sending comments about their individual assignment and attaching files, if 
necessary.  
 
1. To add an assignment to a content area you should select the content area from the control 

panel. 

 
 

Note: If the content area you would like to add the assignment to does not 
exist, you can create it by following the instructions for customizing 
the course menu.  

 

2. Select Assignment from the drop-down menu located on the upper right of the screen, 
then click GO.  
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3. You should see the Add Assignment form after you click GO. Enter a name for the 
assignment in the Name field. You can choose a color for the assignment name by clicking 
on the pick button and selecting a color from the color palette. Enter the total possible 
points for the assignment in the Points Possible field. You can show the due date by 
clicking on the check box and selecting the due date either from the drop-down menu or by 
clicking on the calendar icon and selecting the date from the popup calendar. Enter the 
instructions for the assignment in the instructions field. 

  

  
 

Note: When creating the assignment, use the instructions box to provide your 
students with specific instructions regarding the format and file naming 
convention you will accept for their submitted assignments.  
 
For example: “To make files easy to identify, please use the format 
FirstnameLastname_Assignment#.doc (i.e. JaneDoe_Assignment1.doc). 
Assignments should be submitted in Word 97-2003 format. For students 
who are using Word 2007, please be sure to save your file in the earlier 
version by choosing File, SaveAs, Word 97-2003 format, and then click 
OK.” 
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4. To attach a file to this assignment, click the Browse button in the Assignment Files section 
and navigate to find the file on your computer. In the “Name of Link to File” box, enter the 
name that users will see (in the content area) for the attached file. They will select this link 
to open the file.  

 

  
 

 
 

Note: You should use common file types, such as Microsoft Office documents, 
PDFs, RTFs, GIFs and JPEGs, for your files. The file size should be kept 
to a minimum to ensure that the document is accessible by students on 
slower internet connections. If you are unable to reduce the file size, you 
should provide your students with information describing what the file is, 
how large the file is, and why it is important that they view the file. 
Providing your students with this information will let them know that they 
have to wait longer for the file to download. 

 

There are several characters that you should avoid when naming files. 
To reduce the number of errors when uploading and downloading files, 
follow these naming conventions: 

 

• Use only letters, numbers, underscores, and hyphens in file names 
• Do not use spaces, commas, pound signs (#), question marks, 

equal signs, ampersands (&), asterisks (*), or any other special 
characters in file names 

• Use hyphens or underscores in place of spaces in file names 
• Do not use periods in a file name, except before the file extension  

(e.g. “Research_topics.doc”) 
• Keep file names under 60 characters in length 

 

Filenames should be less than 60 characters in order to avoid having the 
filename unexpectedly truncated when moving between different 
computer platforms (e.g. moving between Windows and Apple 
Macintosh computers).  

 

Filenames should include the file type extension so that they can be 
recognized and opened by the appropriate application on another 
computer. Common extensions are:  

 

.doc or .docx for Microsoft Word documents 

.xls or . xlsx for Microsoft Excel files 

.ppt or .pptx for Microsoft PowerPoint files 

.pdf for files in portable document format (PDF) 

.jpg for JPEG images such as photographs 

.txt for plain text files 

The file you 
attached should 
appear here. 
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5. Under Options choose the appropriate options for content availability, tracking views and 
any date/time restrictions, then click submit. 

 

  
 
6. Click Submit when done. A column for this assignment will be automatically created in the 

Grade Center. 
 

  
 
 
7. A column for this assignment will be automatically created in the Grade Center. You can 

view/grade assignment submissions by following the instructions for viewing/grading 
assignments. 

 


