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Creating Assignments 

1. Click on the “Assignments” icon. 
2. Click on the “+” sign at the bottom of the screen to add an assignment. 
3. ***Make sure that the “Due Date” falls inside the current marking period.*** 
4. If you don’t want the assignment to show in the portal, click on the “Publish” tab and uncheck the 

“Publish Scores” box. 
5. Assignments can be setup for future dates.  You can select to have the assignment published when you 

want. 

 

OPTIONS FOR ENTERING GRADES 
 

USING THE KEYBOARD 
Enter a valid grade using the numeric keypad and use the enter key to move to the next 
student.   
Alternately you can use the arrow buttons on the keyboard to move. 
 

QUICKLY ENTERING THE SAME GRADE FOR ALL STUDENTS 
Right-click on the assignment name and select “Fill Scores”.  
Select the grade to replace and then click “OK” 

  


