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Teacher Access Center 

Creating Assessments 
 

From the Home screen, under Graded Courses, in the Actions column, click the Define link, or open a class and click Define 

Assessments in the panel at the left side of the screen.  

 

 
 

The Assessments tab should be the active tab.  

 
 

Note: Categories must be defined before creating assessments.  The Assessment tab will not be available if no categories have been 

defined.  
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Creating Assessments 
 

 

* = indicates a required field 

 

Date Assigned: optional 

Date Due: can enter date manually or click calendar icon to choose date from calendar.  The due date must fall within the current 

marking period.  

Category: choose a category 

Extra Credit: Choose Not Extra Credit. For information on using the Extra Credit feature, see the separate “Extra Credit” 

instructions.  

Description: enter brief description of assessment 

More:  enter an extended description of the assessment - optional 

Points: enter total number of points (probably 100) 

Weight: enter number of times this assessment will count in the overall average – see Note on following page 

Publish: check both the Publish Items and Publish Scores boxes.  This will allow the information for this assessment to be visible to 

parents in Home Access Center.  

Click Save.  

 

Note: There will always be an extra blank row at the bottom of your assessment list.  This is in preparation for the next assessment 

you will add.  
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NOTE:  The term “weight” on the Assessments page and the term “weight” on the Categories page do not mean the 

same thing!! 

 

  

 

 

 

Attaching Files 
After clicking  Save, you will offered the option of attaching a file to the assessment.   (EX: a study guide, a rubric, a project outline. 

Etc.)  This attached file will be viewable to parents in Home Access Center.   

 

Click the Files icon.  

 
Click the Browse button and locate the file on your computer.  
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Then click the Upload link. 

 

 
If you see the file name in the list, you have successfully 

uploaded the file.   

 
 

 

You can upload more files, or click the Assessments button to return to the Assessments page. 

 

 

Copying Assessments 
If you teach multiple sections of the same course, you can copy the assessments from one class to other classes.  

After setting up an assessment for one class, choose the Copy button at the bottom of the screen. 

 
 

 

 

 

• Copy Direction:  To Courses 

• Copy Type:  Categories & 

Assessments 

• Include Marking Periods: check current marking 

                                             period only 
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Place a check in the Include column for all courses that will be using these assessments.  DO NOT check the course from which the 

assessments are being copied.  This will create duplicate assessments in the original class.  

 
 

 

In the Description column, check all of the assessments you wish to copy.   

 
Then click the Copy button. 
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NOTE:  If you have previously copied assessments, check the new assessments only. If you check those that have already been 

copied, you will have duplicate assessments.  

  
 

 

Editing/Deleting Assessments 
Assessments can be edited at any time. Click the edit link, make the necessary changes, then click Save. If applicable, students’ scores 

will reflect the changes.   

 

To delete an assessment, click the Delete link. The Delete link will not be present if scores have been entered for that assessment.  

Visit the scores page and delete all scores for that assessment.  Then return to the Assessments page and click the Delete link.  

 

 
 

 

 

 

 


