Get started with
Assignments

Let’s get started
Follow these step-by-step guidelines to begin creating, sharing, and grading
coursework. You’ll ﬁnd instructions on how to:

Set up custom rubrics to
ensure consistent and
transparent grading.

Run reports to help verify the
originality of student work.

Provide rich feedback using
the comment bank.

COMING SOON

Create new assignments
1

From the drop-down menu, select the course for
which you’re creating this assignment. If this is a
new course, click Create new.

2

Enter the course name and section in the dialog box,
then click the Create button.

3

Once the course is created, you can enter a title for
the assignment, along with instructions for students.

4

Enter a point value, if desired, and set a due date by
clicking the calendar icon. You can also select a
speciﬁc time for the deadline.

Check out the video on
creating, publishing, and
sharing an assignment.

Attach a file
1

To attach a ﬁle to an assignment, click
the Attach button.

2

From the Drive window, select the ﬁles
you want to attach and then click Add.

3

Students will each get their own copy of
any ﬁles you attach.

Create a rubric
1

Click Create new under the Rubric subhead.

2

Type in a title and point value for the ﬁrst criterion.

3

To add more, click Add a criterion at the bottom of
the form.

4

When you’ve ﬁnished adding criteria to your rubric,
click the Save button.

5

The completed rubric will display alongside student
work.

Turn on originality reports
1

To turn on originality reports, check the box next to
Run originality reports at the bottom of the screen.
More in Help Center article.

Note: Beta users have unlimited access to originality
reports. Once Assignments is generally available,
G Suite for Education users may access up to three
originality reports for each assignment.
To receive unlimited access to originality reports,
institutions will need to upgrade individual
instructors to G Suite Enterprise for Education
licenses.

Check out the video on
originality reports.

Publish an assignment
1

When you’re ﬁnished adding details and ready to
share the assignment with students, click the
Publish button in the upper right-hand corner of your
screen. In the dialogue box that appears, click Copy
link in the lower right-hand corner.

2

If you want to save the assignment and come back
to it later, click Save as draft. Or, if you want to
schedule the assignment to be published later, click
Publish later.

Share an assignment
1

You can share the link in a number of ways:
●
●

2

Paste it into the corresponding assignment
within your learning management system
Use a standard method of communication
such as your class website or email

Students can click the link to join the class and view
the assignment.

Grade student
work

Navigate grading
You can manage permissions so that you’re the owner of an
assignment during grading. This prevents students from
editing their assignment or seeing comments until the
assignment has been returned.
1

First, click the name of the assignment you’re
working with to display your class roster, which lists
the submission date and status for each student.

2

Next, click the name of the student whose work you
wish to grade.

3

To move to another student, click the down arrow to
open your roster. Use the category buttons to sort by
ﬁrst name, last name, or submission status.

Check out the video on
grading assignments.

Provide and save feedback with
the comment bank
Assignments comes with a comment bank for you to store
your most commonly used feedback.
1

You can bring up these comments by typing in a
keyword and then clicking on a comment to add it to
the comment box.

2

You can add to these comments by clicking Add to
bank in the right column. In the dialog box, type in
your new comment, then click Add.

Provide and save feedback
with the comment bank
3

Add regular comments by selecting copy and then
clicking the Add comment button that appears on
the right edge of the document. Enter your feedback
into the comment box.

4

Turn on suggesting mode in the upper-right corner to
track your direct edits to student copy. Other intuitive
editing features are also included.
Additionally, all of your work is maintained with
autosave, so you won’t lose any of your input.

Review the originality report
Originality reports allow instructors to scan student work for
matching phrases across hundreds of billions of web pages and
tens of millions of books, without leaving your grading interface.
1

If you turned on originality reports for this assignment,
you’ll see in the right column which ﬁles submitted by
the student include passages that match copy found
online.

2

Click ﬂagged passages under the ﬁle name to open the
report. The ﬂagged passages in the document are
highlighted in gray.

Review the originality report

3

4

Click on a passage to display it above the web match in
the right column. Click the link under the web match to
go directly to the online source for further exploration.
Guide students toward catching common mistakes
before submitting their work.

Grade with your rubric
If you set up a rubric for this assignment, click the rubric
icon to display the criteria in the right column.
1

You can assign a point value to each criterion by
clicking on the scale below the criterion name. The
total points will automatically display in the Total
grade box at the top.

2

Enter general comments in the Overall feedback
section.

Returning coursework to students
1

When you’re ﬁnished grading, you can send the
assignment back to the student by clicking the
Return button in the upper right-hand corner of your
screen. When the drop-down menu appears, select
one of two options:
●
●

3

4

Return this submission
Return multiple submissions

When the list of students appears, select individual
students, or select all students by checking the box
at the top of the list.
Click Return to send the submissions back to the
selected students.

Transfering grades
Coming soon, you’ll be able to download your
grades as a batch to Sheets or a .csv ﬁle. You can
then upload the document to your learning
management system.

Assignments can also be integrated directly into
your LMS so that grades will sync automatically.
Contact your LMS administrator to request that
they integrate Assignments

Get started

Add Assignments to your G Suite for Education
toolkit today. It’s free of charge – all you have
to do is sign up.

Join the beta at
assignments.google.com

Thank you

