


Using LMS:
How to upload an Assignment 



Step 1: Sign in LMS 
Step 2: Select a course

LMS Default page after 
Signing in for a user



Course Default page

Step 3: To make changes by adding activity or topic press on this icon    to show the action menu 

Topic

Activities



Step 4: once the action menu appear select Turn editing on to make changes 



Step 5: Select add topic

Step 6: Press on
+Add topics

when the turn edit on, icon will 
appear beside each activity to 
changing location



Step 6: Select the number of topics that need to be added (lets say one )



Step 7: To change the topic name press on the pen Icon

Write the topic name and 
press Enter



Step 8: Now that a topic has been added we can add activity (ex. Assignment) 



Step 9a: Fill required boxes for your assignment  



Step 9b: Fill required boxes for your assignment  

Select this to stop accepting 
the assignment at that date

Select this to force the 
students to submit in 
specific format (ex. PDF)



Step 9c: Fill required boxes for your assignment  

Select this to allow you to 
annotate a pdf online 
without downloading it
(will be shown later)

Select type of grade (Point 
or scaled) and the 
maximum grade 



Step 9d: Fill required boxes for your assignment  

You can restrict the student 
from seeing the assignment 
until a specific date

When you are done don’t 
forget to press save 



Step 10: Turn editing off from the action menu

Notice the assignment is 
now added.
To edit the previous data 
press on the pen Icon 



Using LMS:
How to grade a submitted 
Assignment and export it to excel



Step 1: From the course default page click on the assignment you want to grade 



Step 2: In this page you will see grading summary press on grade to start



Student name and email 

You can write your 
comments here 

Flip pages from here 

Put the grade here 

Step 3: Start reviewing the assignment and give a grade



Step 4: Annotate the pdfs online with your comments

Select for stamp of correct answer

Select for free hand 
(useful if you are using a 
tablet with pen)

You can also highlight

Add sticky note

All these annotations will  be 
saved and sent to the student 
once you are done. 



Step 5: To move or erase specific annotation select the cursor 

Select the 
annotation and 
either change 
its location or 
press on trash 
icon to erase it

Once you are done with the whole 
pdf enter the grade and press save 
changes

You may choose to 
notify the student 
or not 



Step 6: After grading the whole class Press on Grades on left side menu
If the left menu does not appear press 

on this icon 



Step 7: In this menu you will see all assignments grades related to this course for the enlisted students. 

To export the grades select 
Export ☺



Select the type of format (e.g. Excel 
spreadsheet )

Select the assignments you want to download

Then press download and that’s it ☺

Step 8: To Export the results

Thank you 




