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I. Add the 
Assignments tool to 
an Organizer Page 
 
II. Add an 
Assignment 
 
Click on the 
Assignments tool 
 
 
 
 
 
 
 
 
 
In Designer Options, 
choose  
 
 
 
 
 
 
 
Type an Assignment 
title 
 
 
Choose  
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Click on the 

Assignment title  
 
 
 
 
 
 
 
 
 
 
 
Import Assignment 
file 
 
 
 
 
 
 
 
 
Choose  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
Enlarged view: 
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Choose  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the appropriate 
assignment file and 
select  
 
Assignment files can 
be MS Word 
documents, .html, .txt, 
.pdf files, etc. 
Students must have 
MS Word in order to 
open MS Word 
documents. 
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Select where to upload 
the file to  
 

Choose  
 
 
 
 
 
 
 
Click the radio button 
next to the uploaded 
assignment file  
 
Choose  
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose  
 
 
 
 
 

 
 

 
 
 

 
 
 
 
 
 

 
 
 
 



 

6/13/2007  
 
Authored by Lea A. Mabry, MEd Copyright ©2004  
All RIGHTS RESERVED  The content of this document, or any part thereof, may not be reproduced or transmitted in any form or by any means, electronic or 
mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, without prior written permission of the copyright holder.  
Contact Office of Educational Development, University of Arkansas for Medical Sciences, Lea A. Mabry, M.Ed., 501.296.1087 or lamabry@uams.edu for permissions. 
 

6 

 
 
III. Assignment 
Settings 
 
In Designer Options, 
choose 

 
 
 
 
 
Select the appropriate 
settings for the 
assignment.  
 
The fields marked 
with a red asterisk (*) 
must be filled out. 
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IV. View student 
assignment 
submissions 
 
In Designer Options, 

Choose  
 
 
 
 
 
 
 
 
 
 
 
 
To view All the 
students, drop the 
down-arrow and select 

 
 
 
A list of all students 
will appear showing 
who has submitted the 
assignment, and 
whether the submitted 
assignments have been 
graded. 
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V. Download a 
Students’ Assignment 
 
In Designer Options, 

choose  
 
 
 
 
 
 
 
 
In the Status column, 
click on Not Graded for 
the student whose 
assignment you want to 
download 
 
 
 
 
Click on the 
assignment link 
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Choose  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Choose   
 
Select where to save 
the file. 
 
NOTE: You must have 
the software that was 
used to create the 
assignment to view the 
assignment. 
 
 
 
After the Download is 
completed, choose 
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VI. Assign a Grade 
 
In Designer Options, 

choose  
 
 
 
 
 
 
 
In the Status column, 
click on Not Graded for 
the student whose 
assignment you want to 
download 
 
 
 
 
In the *Grade text 
box, enter a grade.  
 
To provide feedback 
about the assignment, 
enter any comments in 
the Comments: text 
box. 
 
Choose  
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VII. Return a graded 
assignment 
 
In Designer Options, 
click on Graded 
 
 
 
Choose   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose  
 
 
 
 
Select the assignment 
file. 
 
Choose  
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Choose  
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