
How To: 
Review a posted course assignment

After reviewing this document instructors will be able to:
1. Verify templates and rubrics
2. Verify due dates
3. Verify students can submit documents
4. View rubrics Reports



1. From your 
homepage, click on 
the assignment you 

want to review 



2. Verify the correct 
template was 

uploaded

3. Verify the correct 
rubric is being used



4. Scroll down to the 
bottom of the page to 
verify the “Due Date”



5. If dates need to be 
changed, scroll back to 

the top of the page 
and click “Edit”



6. Scroll down and 
select new dates



8. If students need to 
submit something, 

check off the box for 
“Show Assignments to 

Students”

7. Click on “show 
more”

*If students are not required to upload anything (ex: you just have a rubric assessment) then leave the box 
unchecked so students do not think they have to submit something

9. Make sure to save 
changes



10. You can view rubric 
reports by returning to 
Assignments page and 
click on “View” for the 

course you want to 
review




