
 Quick Steps 
 

Topic: Entering Students’ Grades and Returning Students’ 
Graded Assignments 
 

1 On the Control Panel, click Grade Center under Evaluation. 

2 In Grade Center, locate the cell for the student’s assignment containing an 

exclamation mark.  

3 Move the mouse pointer over the cell to see the Action Link. 

4 Click the Action Link to access the contextual menu. 

5 Select View Grade Details. 

6 On the Grade Details page, under Attempts, click the Action Link next to the 

exclamation mark to access the contextual menu. 

7 Select Open Attempt. 

8 On the Grade Assignment page, click the file name under Submission 

materials to view or download attachments. 

9 Enter a numerical value in the Grade box. 

10 Optionally, enter feedback in the Comments area. 

11 Click Browse for Local File to locate the students’ file. 

12 Click Attach File.  [This is required.] 

13 Optionally, enter Instructor Notes and attach files that only you will be able to 

access. 

14 Click Submit to return to the Grade Details page. Next, click OK to return to 

Grade Center. 

 

To return an assignment attempt without a grade: 

To return an attempt to a student with comments only, follow the steps above, 

but at step 14, click Save as Draft. The attempt remains ungraded and student 

can access your feedback. 
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Instructor notes and files are for your eyes only.  

 

When you Save as Draft instead of Submit, the assignment remains ungraded 

and an exclamation mark is displayed in My Grades and the Grade Center. 

Students access your comments through My Grades and can resubmit by 

accessing the assignment. If you enter a score, Save as Draft will prevent the 

score from displaying in the Grade Center and My Grades. 


