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Grade an Assignment

1 Locate and enter the course where you need to grade assignments. Find the
assignment—it may be in a tile called Submit Your Work or Prepare for Your
Seminar. Click on the assignment title.
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2 Click View all submissions.

3 If you don't see any submissions, make sure you filter for Submitted files.
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4 Find the learner whose assignment you want to grade and click the Grade button.
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5 Click the Grade out of X field and enter the score. Most assignments are
pass/fail. Reference the specific course's Facilitation Guide if you are unsure about
how to grade the assignment. Be sure you ONLY grade learners in the cohort
you are facilitating.

Tip! Please provide comments, encouragement, and questions to help learners
dive deeper. Write your comments in the Feedback comments box.
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6 Click Save changes or Save and show next (if you have multiple assignments to
grade). You can also unselect the Notify student check box if you do not want
students to get a notification that their assignment has been graded.

7 To return to the course, click on the course title at the top of the page.
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8 To confirm that grades saved, click Grades.

9 Confirm that you successfully graded the assignment.


