
Overview

The Assignment tool in myLesley allows instructors to create and manage assignments 
via the Grade Center. Assignments are added to content areas where students can access, 
complete and submit the assignment back to the instructor. The instructor can then view 
the student submission in the Grade Center, grade the assignment, add comments and 
send feedback to each student.

Adding the Assignment

1. Click on Assignments in the course navigation menu.

2. Click on Edit View.

Edit View menu screen.

3. In the “Select” drop down menu, click on Assignment, and click Go.

Add a New Assignment
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The “Add Assignment” page appears on screen.

1. Enter in a Name for the Assignment.

2. List the total points possible out of 100.
    You must use a numeric value.

Optional: Specify a due date.

3. Type in instructions to the students for the assignment.

4. To attach a file for the assignment, 
such as additional instructions or related 
reading materials, click Browse.

A “File Upload” pop-up window will 
appear on screen.

5. Locate and select the file to attach 
on your computer, and click Open.

Add a New Assignment (continued)
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6. Under “Options,” choose Yes to make the 
assignment available, and optionally track 
the number of views or when to display the 
assignment.

7. Click Submit to create the assignment.

The Assignment Confirmation page will appear on screen.

8. Click OK to continue.

The new assignment will be available for students to complete, and a new grade column 
will be automatically added to the Grade Center.

For more information on grading assignments, please view the Download and Grade 
Assignment tutorial available at http://www.lesley.edu/elis/resources/mylesleytutorials.html

Add a New Assignment (continued)
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