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Creating a New Assignment Asset 
This reference guide describes how to set up a new Assignment for learners to submit. 

 

Step 1: Go to the hamburger menu (top right 
hand corner of the screen) and select 
Manage Learning. 
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Step 2: Select Manage Learning Assets. 
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Step 3: Select Add Learning Asset button. 
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Step 4: Select New Assignment to set up a 
new assignment for learners to submit. 
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Step 5: Type the Assignment name in the 
Name dialogue box. 

The Identifier will be auto generated. 

Step 6: Give a brief description and outline of 
this Assignment in the description text field. 

Step 7: Browse and select applicable files to 
upload by clicking Select file e.g. files used by 
the learner to complete the assignment. 
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Step 8: Expand Settings and select the 
applicable settings. 

Allow mutiple files in an individual post: Tick 
if applicable. 

Submission Type:  

Only one submission from the learner will be 
allowed. When assignment is submitted it is 
automatically included in the marking queue. 

Multiple submissions are allowed.  The 
assignment will be automatically included in 
the marking queue after the first submission, 
however the learner can continue to make 
updates. 

Multiple submissions are allowed until 
submitted.  Learners must manually click a 
separate "Submit" button for inclusion of the 
assignment into the marking queue.  Once 
submitted no further updates are allowed.  

Marks will be released to a learner as soon as 
a submission is marked. 
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Step 9: Expand Session Permissions. 

Step 10: Select the applicable staff member 
marking the assignment by entering the email 
address from the User drop down. 

Step 11: Select Marker role. 

Step 12: Select the Add button.  You can add 
more than one Marker. 

Step 13: Select Save Assignment button. 
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Step 14: Expand Notifications. 

Step 15: Select the pencil/edit icon. 

 

Step 16: Select the applicable notification 
setting/s. 

Step 17: Select the Save button. 
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        Select Add it now if you would like to 
add this asset to a Catalogue otherwise 
continue creating additional assets that will 
comprise your course. 

 

 


