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HOW TO CREATE AN ASSIGNMENT 
The Assignment Tool in WebCT allows you to create and distribute course assignments 
to your students, download submissions, evaluate, and assign a grade to the completed 
work. 

After completing this module you will be able to: 

• Create an Assignment 

• Add a File to an Assignment 

• Grade an Assignment 

• Reset a Submission 

• Download Submissions 

Creating an Assignment 
The Assignment tool in WebCT allows you to create assignments that your students can 
download and upload to you for evaluation. By using the assignment tool, no actual hard 
copy (paper) will need to change hands. If you have not added the Assignment tool to 
your course, navigate to the Add Page or Tool link on the left navigation bar and click 
Evaluation & Activity Tools > Assignments.  

To add an Assignment to your course, complete the following steps: 

1. Navigate to your course. 

2. Select the Assignment link in the left navigation bar or the homepage of your course. 
The Assignment screen appears: 

 
3. Click the Add button. The Assignment Add screen appears: 
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4. Type an assignment title in the box provided. 

5. Click the Add button. The assignment appears: 

 

6. Click on the assignment title to add files or to set the assignment settings. 

 
7. To set the assignment settings, click on the Edit assignment settings button. 
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Set the following options: 

 Title  

 Instructions (Note: You can use HTML to create a link to an assignment you 
have created and uploaded to a server. If you choose to do this, you must enter 
the entire URL for the page.)  

 Maximum grade  

 Availability - Select the dates and times that the assignment will be available.  

 Notification - Choose whether or not WebCT will email students when an 
assignment is submitted.  

 Submissions - Select whether or not to allow multiple submissions.  

 Results – Select how the Student score will be released.  

 Release Column - Select whether or not you want to release the assignment 
column to students. This will allow your students to see their assignment grades 
in My Grades tools.  

8. Click the Update button. 
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Adding a file to the Assignment 
If you would like your students to read a file or view uploaded content before they 
complete an assignment, you can add it to the assignment. 

To add a file to the assignment, complete the following steps: 

1. Select the Browse button on the right-hand side of the assignment page (in designer 
mode). The Manage Files screen appears: 

 
2. Select the file in the Manage Files area by clicking the radio button next to the file 

title. 

3. Click the Add selected button. The file is displayed in the Import assignment file 
box. 

4. Click the Import button under Actions to add the file to the assignment. The file is 
added to the assignment: 
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5. If you click the View tab at the top of the WebCT course you will be able to see the 
student view of the assignment. 

Important: When you create an Assignment (or Quiz), a column will be created in 
the Manage Student area that corresponds to the assignment. 

 
Once you have created an assignment, you can add yourself to the course with your 
student eID and complete the assignment. To help your students complete the 
assignment or learn more about the assignment tool navigate to the How to Submit an 
Assignment PDF file on the Student Resources web site. 
http://www.colostate.edu/webct/PDFs/students/how_to_submit_an_assignment.pdf 

Grading the Assignment 
Once the students have submitted their assignment or the availability period of the 
assignment has ended, you can grade the assignment by selecting the “Submission” 
option.  

To grade an assignment, complete the following steps: 

1. Click into the assignment tool. 
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2. Click on the Submissions button in designer view. The Submissions screen appears:  

 

3. When students submit a file the assignment will appear as a “Not Graded” link. To 
view the submitted file, click the Not Graded link. The Grade Assignment screen 
will appear: 

 
You will see the following information: 

 Name - The name of the student that submitted the assignment. 

 Maximum grade - The possible grade assigned to the assignment. 

 Due date - The date the assignment was due. 

 Status - Date when the assignment was submitted 

 Student files - List of files the student has uploaded into assignment tool. 
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 Graded files - Number of the files that you have graded for the student.  

 Comments - Comments given to a particular assignment. 

 Grade – The grade give to the assignment. 

4. To view the file uploaded by the student, click the file link in the Student files area. 
The file appears:   

 

5. If you would like to download the uploaded file, click the Download button. The File 
Download screen appears: 

 
6. Save the file to your computer.  

7. You can edit the file on your computer. If you would like to send it back to the 
student you can select the Upload file button and attach it to the submissions option. 
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8. Type your comments, assign a grade and click the Grade button.  

9. Your student can view your comments and a copy of their paper by clicking on the 
Assignment tool and selecting the Graded link under the Status: option in the 
student view. 

 

The grade you assign to your student will be recorded in the Manage Student option 
(Gradebook). 

Assignments and the WebCT Manage Student option 
(Gradebook) 
Once the assignment availability period has ended, you can change the assignment grade 
in the Submissions option or click the Edit option at the top of the column created in the 
Manage Student area and enter new scores. 

 

Resetting Submissions 
You have the option of resetting/clearing the submissions of all students or particular 
students in the Submissions view.  

To reset the grades, complete the following steps: 

1. To reset grades, select the student by placing a check mark in the box next to the 
student’s name. 

http://www.ctss.colostate.edu


 

Page 9 of 10 
© Office of Computer Training & Support Services, Colorado State University 

http://www.ctss.colostate.edu 

 

2. Click the Reset button. The student record will be deleted. 

Downloading Submissions 
1. To download the student’s submission, select the student by placing a check mark in 

the box next to the student’s name.  

2. Click the Download button. The File Download screen appears: 

 
The file/s will be downloaded in a .zip file format. You can download multiple files at 
one time.  
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