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Setting up an Assignment Activity 

Step 1: On the main course page, select the button “Turn editing on” 

Workflow 

1. Decide how the assignment will be submitted. 

a) File submission 

b) Enter text into a WYSIWYG editor 

c) Poodll (video or audio) submission 

2. Decide on how to provide feedback to the students. 

3. Assemble the documents and resources that you will be providing to the student for 

the assignment. 

4. Create the assignment activity on the course page. 

5. Adjust the assignment settings to suit the assignment. 
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Step 2: In the section where you want the activity to appear, 

select the link “+ Add an activity or resource”. 

Step 3: In the Add an activity or resource pop-

up window, select the radio button beside 

“Assignment” 

Step 4: Select the button “Add” 
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Assignment Activity Settings 

Step 1: Name the Assignment 

Optional: Drag and drop a 

PDF of the assignment in-

structions, resource files that 

are required to complete the 

assignment, or even a tem-

plate of the assignment. Stu-

dents can download these 

files. 

Step 2: By default, all the availability settings are not enabled. Set as desired. 

Submission are accepted starting on this date and time 

Submission are marked as “Late” after this date and time 

Submission are not accepted after this date and time 

A reminder email is sent to the teacher at this date and time 
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Step 3: Select the submission types you want to accept for this assignment. At least 1 type of 

submission must be selected. For this example, students have the option of: 

1. A file submission (File Submission) 

2. Enter text into the WYSIWYG editor (Online text) 

3. Recording a video—15 minutes max length (Online Poodll) 

Step 4: Select how you will provide feedback to the students. (Selections depend on the 

submission types) 
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Step 5: Select the desired Submis-

sion settings (or leave as the de-

faults shown) 

Step 6: Leave the Group submission settings as the default (unless your course is using 

groups) 

Step 7: Set this to when you want/need students to be notified that their submission has 

been graded. By default, this is set to “Yes”. If you want to mark all the student submis-

sions before anyone can see their grade, set “Default setting for ‘Notify students’ to No 
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Step 8: Assignment activities are automatically populated into the course gradebook unless, in 

the Grade section, the Type is set to “None”. Types include Point (the default) and Scale. 

Even when the Assignment 

activity is populated into the 

gradebook, the Maximum 

grade is set within the Assign-

ment activity settings 

The default Grading method 

is “Simple direct grading”. 

Options include: 

Marking guide and Rubric 

(Set-up for these two items is 

shown later.  

Step 9: Leave the remaining settings as the default, and select the button “Save and return to 

course” 
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Marking an Assignment Activity 

Step 1: On the course page, select the link to the Assignment activity. 

On the Grading summary page, you will be able to see the number of students in the 

class, the number of assignments that are “Drafts”, the number of assignments that have 

been “Submitted” for grading, and the number of assignments the “Needs grading”. 

Step 2: On the Grading summary page, select the button “View all submissions” 
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The class list will present itself. If an assignment has been saved, but not submitted for 

grading, it will appear yellow. 

An assignment that has been submitted for grading will appear green 

Step 3: On the row of the student that you intend to grade, select the button “Grade” 
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To change from view-

ing the PDF to viewing 

the Text entry or video 

submission, select one 

of these buttons. 

The student’s name, who sub-

mitted the assignment, will 

appear here 

View the next stu-

dent in the class 

by clicking here 

Either of these but-

tons will save your 

work/the grade. 

If this box is remains 

checked, the student 

will be sent an email 

when you select either 

save button. 

This is the annotating pain. You 

can mark-up the assignment. The 

student will be able to view your 

annotation. 
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Submissions. 

File submissions can be downloaded, marked-up, and then submitted back to the student 

using the file submission box on the grading screen. 

Or, file submissions can be marked-up directly in the Moodle grading page. 

Hover over the tools to see their names. Anything add-

ed to the annotation screen will be saved and visible to 

a student. 

Change the grading pane view 

by selecting one of these but-

tons. 
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Change the grading pane view 

by selecting one of these but-

tons. 

Read text typed 

into the Moodle 

text editor here 

Enter the student 

grade in this box. 

Any submitted 

files will appear 

here. 

Comments must 

be saved by click-

ing here 
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Feedback comments can also 

be typed in here. 

Step 4: Mark the student submission, and then select the button “Save changes” 

Step 5: On the confirmation pop-up, select the button “Ok” 
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Step 6: To exit the assignment grading page, select the course link here 

On the Teacher’s Grading summary page for the assignment, the “Needs grading” has 

now changed. 
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Students will be able to see all the assignment grade, your comments, feedback, and annota-

tions when they click on the assignment link (on the main course page). 
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End of Process 

Allowing another attempt after submission 

If it is necessary to allow the student another attempt, this setting after selecting clicking on 

the Assignment activity, and selecting the button “View all submissions” 

On the row of the student, select the link “Edit” 

From the pop-up, if the assignment has not 

been graded, select “Revert the submission 

to draft”. 

 

If the assignment has been graded, select 

“Allow another attempt” 

 

Either of these actions will allow the student 

to edit/submit the assignment. 


