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ASSESSING an ASSIGNMENT 
 
Getting Started 
 

1. Click on Courses in the main navigation menu. 
 

 
 
 

2. Click on Dashboard in the secondary menu. 
 

 
 
 

3. Select the term you want to assess in the upper right corner of the Dashboard 
page. 
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4.   Select the correct course/section using the tabs at the top of the Dashboard 
 

 
 

5. Locate the assignment in the list (filtered by term and class/section).  The 
dashboard will show statistics for each assignment, including how many 
assessments have been completed (green), how many assessments are pending 
(yellow), and how many have not been submitted by students (gray). 
 
   

 
 

ASSIGNMENT DASHBOARD 
 
 

6. Click on the number of students in the ASSESSMENT(s) PENDING section of the 
assignment and a popover with a list of students will appear.  
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7. Click on a student’s name to open that student’s assignment and begin your 
assessment 

 
 

Using the Split Screen to Assess an Assignment. 
 
After you click on the student’s name to open the assignment, you will be presented 
with a split screen view.  The left side of the split screen will show the student’s 
assignment, and the right side of the split screen will show the assessment tool(s).  You 
can click the arrow buttons to expand or contract either side while you work. 
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SPLIT SCREEN VIEW 
 

1. Review portions of the student’s assignment on the left side of the split screen. 
Then, use the assessment tool(s) on the right side to complete your assessment: 

a. Click on the link to open assessment. 
b. Fill out all required fields. 
c. Click COMPLETE at the bottom when you are finished, or SAVE to save 

your progress without marking the assessment complete. 
d. Continue steps a-c until all assessments are complete. 

 
2. From the main assessment screen, you can: 
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a. Click on the PREV and NEXT buttons to navigate between students with 
pending assessments. 

b. Click on the green SUBMIT button to complete your assessments and send 
assessment results to the student.  You will return to the Dashboard. 

c. Click on the Close button to close the assessment without completing it.  You 
will return to the Dashboard, but can return later to continue. 

 
 

 


