
How To: 

Assess a student's template using an assignment 
rubric



1. From the 
Dashboard, click on 
the assignment you 

wish to assess



2. Click on the 
student’s name



3. The student’s 
template is here and 

all of the components 
are listed out below

4. Click on “Expand 
Rubric” to begin 

grading the 
assignment



5. There are 3 rubrics 
for this particular 

assignment, click on 
the arrows next to 
each to view the 

outcomes for each 
rubric



6. Select a score for 
each outcome by just 
clicking on the correct 

box for each

7. You can add 
comments to each 

outcome (optional) by 
clicking on the blue 

bubble and typing in 
text below 

8. Click on “Save & 
Close” once you are 
finished assigning 

points



9. Type in the 
student’s final grade 

here and comments if 
needed

10. Click “Submit 
Assessment” when 

you are finished



11. The student will 
now appear over in 

the green 
“Completed” section

12. If you made an 
error and want to 

make changes to the 
assessment, click on 
the student’s name



13. Click on “Undo 
Assessment” to edit 

the existing 
assessment



14. The student’s 
name will now appear 

under “Awaiting 
Assessment”, click on 

their name to edit 



15. Make changes by 
clicking on “Expand 
Rubrics”, correct the 

student’s grade or add 
a comment

16. Click “submit 
assessment” when 

you are finished 
editing



17. If the student 
needs to correct the 

assignment before you 
can finish grading it, 

click on “Request 
Resubmission”



18. The assignment 
moves back to 

“Awaiting Submission” 
and the student is 
allowed to make 

changes on their end 
and resubmit


