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Once you have your Imagine Academy curriculum downloaded to Microsoft Teams you are ready to create assignments.  Learn how you can efficiently create meaningful assignments, grade and provide feedback to students and how the feedback cycle can be streamlined and enriched with Rubrics and various assignment views. 

Create an Assignment	

1. [image: ]Navigate to the General channel in the desired Teams’ classroom, then select Assignments.
2. [image: ]Select Create> Assignment.

3. Enter a Title for the assignment—this is required. Continue to fill in the assignment details including additional instructions, resources, points (optional), and due date.
	
4. The assignment can be for the entire class or for individual students.  For more assignment timeline options, select Edit.



Add Resources (optional)
Attach resources to the assignment by selecting Add resources. 

During this step, add a document from your personal OneDrive, computer or create a blank Word, Excel, or PowerPoint document to hand out to your students. Leave the default as Students edit their own copy to distribute an identical document to each student to edit and turn in.  Choose Students can’t edit if you’d like to attach a document for reference only, such as a PDF or link.
Add a Rubric (optional) 
[image: ]Use the rubrics tool in Assignments to create customizable, reusable rubrics for students to reference and for you to evaluate their work. 

From within the assignment, select Add rubric, then +New rubric.  This will open the rubric creator.

[image: Create New Rubric]
Add a Title (required), Description (optional), and turn on Points (optional) if you’d like to assign point values to your grading criteria.




[image: Add new columns or rows with the "+" symbol]Customize Your Rubric Grading Criteria
[image: ][image: Click the "copy" icon that looks like two pages overlapping to copy a column or row]The Excellent, Good, Fair, and Poor defaults can be edited to match your own grading strategy. Customize points (optional) here, too, if you decided to add them.  Use the plus signs to add new columns and rows to your criteria.Rubrics can be reused, deleted, downloaded and shared.

· Select the copy icon to duplicate a row or column.
· Select the garbage can icon to delete a row or column.
· When you are finished customizing your rubric, select Attach.

Assign the work

When you are ready to have students view the assignment, select Assign.  Your students will be notified in Teams of the new assignment on the day you specified.

If you would like to save the assignment as a draft for only you to see, select Save.

[image: ]



Track Student Progress in the Grades Tab

Each of your class teams has a Grades tab where you can view assignments at a glance as well as track how individual students in your class are progressing.  Use the Grades tab to get an overview of your class, to open and return student work.

[image: ]To open the Grades tab, navigate to the General channel of your desired class team and select Grades.

[image: ]You'll see that your assignments appear in rows and your students in a column. Assignments are ordered by due date, with the nearest date at the top. Continue scrolling to continue viewing assignments.





Viewing an Assignment
[image: ]Select an assignment's square to open and view it.
Status of Student Work

[image: ][image: ]When your students view and turn in their work, you'll see a status in the cell associated with their name and the assignment.

Viewed  —  The student has opened and viewed the assignment
Turned in  —  The student has turned in the assignment and work is ready to grade
Returned or points  —  When you’ve graded student work, the points assigned will show.  You’ll see Returned if the assignment doesn’t have points. Points are optional.
Blank  —  No action has been taken on the assignment yet.




Review, Provide Feedback, and Return from the Grades Tab

Navigate to the General channel of your desired class team and select Grades.  Assignments with work left to grade are automatically sorted to the top of your list.

[image: ]Select the … in the assignment block to Open student work to start grading.Student Name


Enter Feedback for the assignment as necessary and Points (optional) if using.

Click Return to release the feedback and grade to the students.

Return also allows the teacher to return the assignment to the student for correction. 

[image: ]Quick Grading Tip: Utilize the arrows beside the student name to quickly navigate to other students for this assignment.



Review, Provide Feedback, and Return from the Assignments Tab

[image: ]Navigate to the General channel of your desired class team and select Assignments.  Once Assignments have opened, select the drop-down arrow beside Assigned to open assignments that are yet to be graded. Assignments with work left to grade are automatically sorted to the top of your list.




Select one of the assignments to review, enter points (optional) and provide feedback.

When the assignment opens, you can select the feedback box to enter 
[image: ][image: Add feedback or scores.][image: List of students to review.]Feedback or you can enter points (optional).When review and feedback are complete, you can select the checkbox to the left of the student name and then select Return. The students you selected will receive a notification within Teams that their assignment has been returned.

Select the top checkbox and Return to return work to all students or select the checkboxes next to individual student names.




Repost an assignment in Microsoft Teams

Microsoft Teams allows you to re-use assignments you’ve created in any team.

[image: ]Navigate to the General channel of your desired class team and select Assignments.  Select Create > From existing.


[image: Choose a class to reuse from.] 
Choose the class where you originally created the assignment and select Next.

[image: ]Then choose the assignment you’d like to re-use and select Next again.  The assignment will recreate all the information you included before.  Edit any details you need to change and select Assign.

Learn how to make your Microsoft Imagine Academy curriculum easily accessible for students using a Microsoft Class Team. See the following Quick Start Guides:

Step 1 Activating Your Imagine Academy Subscription and Downloading Curriculum
Step 2 O365 Quick Start Guide
Step 3 Microsoft Teams Quick Start Guide
Step 4 Adding MSIA Content to Class Team Quick Guide
Step 5 Creating and Posting Assignments in Teams Quick Guide
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