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Grading Assignments 
After you are inside of a course, access submitted assignments from the Full Grade Center or Needs 
Grading. 
 
Full Grade Center: 
Select the Full Grade Center under Grade Center in the Control Panel. 

 
 

Find the students name (row) and the assignment (column). Hover your mouse over the yellow 
exclamation mark (needs grading) for the down arrow to appear. Click the down arrow to open the 
drop down menu and select Attempt. 

 

OR 
Needs Grading:  

Select Needs Grading under Grade Center in the Control Panel.  
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Select the name of the user to open their attempt. 

 
 

The Grade Assignment page will open. 
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1. View submission inline: Submitted files open within the grading screen. Support documents 
include: Word (DOC, DOCX), PowerPoint (PPT, PPTX), Excel (XLS, XLSX), and PDF. Note: If the 
student submitted an unsupported document, you will be asked to download it. 

 

 
 

2. Add, remove, or reply to comments: If you would like to reply, or expand on your previous 
comment, hover your cursor over your comment, type content in the Post a reply… box, and select 
Post. 

 
  
3. Attempt Grade: Input a numeric value. Once you click inside of the Attempt Grade field, the 
Feedback to Learner drop down will open. 
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4. Provide feedback: Once you click the down arrow or click inside of the Attempt Grade field, the 
Feedback to Learner drop down will open. Input text.  

 
 

7. Edit your content: Open the content editor, attach a file, and check your spelling. 

 
 

8. Add private notes: If you would like to add notes to a particular student’s assignment, click Add 
Notes to open another textbox. This information is private and ONLY the instructor will have access. 

 
 
9. Download the student’s file: Download the original file to your computer. 
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