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  Assignments 

Assignments are activities: 
• Where students can upload files for your review and grading 
• Where you can enter grades for activities done outside of FoxTALE, such as 

verbal presentations or in-class exams.   
 
Students can upload essays, spreadsheets, images, presentations, or small audio or 
video clips.  The maximum upload size is currently set to 30 MB.      
 
 
 

  

  Creating an Assignment   

  1. Turn editing on. 
 

  

  2. In the topic or week to which you would like to add the assignment, go to 
Add an activity > Assignment and select the type of assignment. 
 

 
 

• Advanced uploading of files – Students can upload one or more 
files and can upload replacement files.  You download or open each 
file to review it.  You can also upload one or more response files.  

• Online text – Students enter text online.  You read and grade the 
text online.  Online text replaced the journal activity type. 

• Upload a single file – Students upload one file.  You download or 
open each file to review it.  (Not recommended.  Use Advanced 
uploading of files instead.) 

• Offline activity – Used for activities done outside of FoxTALE for 
which you want to enter grades.  Examples:  verbal presentations, 
in-class exams and quizzes, and math problem sets. 
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  3. Enter a name and description.  Enter the grade; there is a maximum of 100.  
You can also choose no grade or other grading scales.   
 

  

   

 
 
 

 
 
 

 

  4. • If you would like to limit the time in which the assignment is 
available for students to upload a file, you can enter an Available 
from date.  If the assignment should always be available, check the 
Disable box. 

• Enter an optional due date.  If there is no due date, check the 
Disable box.   

• Choose whether or not to prevent late submissions.  If you choose 
No, late assignments are allowed but will be marked as late. 
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  6. Depending on which assignment type you chose, you will see additional 
options such as: 

• Maximum size – limit the size of files to be uploaded; the overall 
limit is set by the FoxTALE administrator (currently 30 MB) 

• Maximum number of uploaded files – the number of files that 
students can submit to you and that you can submit to students 

• Allow notes – allow students to write a note to you 
• Comment inline (for Online text) – you are able to add online 

feedback to a copy of the student’s submission 
 
 

  

  7. Choose a group mode, choose whether the assignment is visible, and assign 
a grade category for the grade book if applicable.  Click Save changes. 
 
 

  

  8. You will see the assignment as it appears to students.  This example shows 
an Offline Activity, so there is no place for the student to upload a file.   
 

  

   

 
 

  

   Here is an example of Upload a Single File.  There is a box for students 
to browse and upload a file. 
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  Editing an Assignment 

You can make changes to assignment details at any time.  There are two ways to 
open the assignment for editing: 
 

  

  1. From the course home page, turn editing on and click the hand icon next to 
the assignment title. 

  

   
 
 
 
 
 

 

 
 
OR 

  

  2. From the course home page, click Assignments in the Activities block 
(usually on the left) to view a list of all assignments. 
 
Click on the assignment name.   
 
Click the Update this Assignment button. 
 

  

   

 
 
 
 

  

  Grading an Assignment   

  1. From the course home page, click the assignment name. 
 

  

  2. In the upper right corner, click View x submitted assignments.  
(Offline activities will always have zero submitted assignments.) 
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  3. You will see a list of students.  Any files that students have uploaded will 
appear in the Last Modified (Student) column. 
 
Time-Saving Hint!  Click the quickgrade box at the bottom and click 
Save preferences.  This option will allow you to enter all the grades at 
once.  Once you have turned on this option, it will remain for all of your 
FoxTALE courses.   
 

  

   

 
If you don’t turn on quickgrade, then you must click Grade and open a separate 
screen for each student.   
 

  

   

 
If you turn on quickgrade, then you can enter grades and comments for all students 
on one screen.  
 

  

  4. Enter the grades and optional comments.  Click Save all my feedback to 
save. 
 

  

  5. For assignments with uploaded files, click the file name to open or save the 
file for your review.  You can enter comments on the quickgrade screen, 
or click Grade in the Status column to enter comments in a larger 
comments box.  
 
For Advanced uploading of files assignments, you can upload a 
response file for the student.  Click the Grade link to open the assignment 
processing window.  Upload your response file, and save. 
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  Changing Grades 

 

Changing Grades in the Assignment 

Open the assignment, and click the View x submitted assignments link to return 
to the screen that allows you to change grades for an assignment. 
 
If you have turned on quickgrade, change the grade in the dropdown box and click 
Save all my feedback. 
 
If you have not turned on quickgrade, click the Update link in the status column 
to open a screen that will allow you to change and save the grade. 
 
 
 
Changing Grades in the Grade Book 

1. From the course home page, click Grades.  
  

2. Click Turn editing on in the upper right corner. 
 

3. Change the grade in the grade book, and click Update.  Note:  After you 
change a grade in the grade book, you will no longer be able to change it in 
the assignment unless you turn off the override.  To turn off the override: 
 

a. In the grade book, Turn editing on, and click the hand with 
pencil icon (Edit grade) next to the grade.   

b. Uncheck the Overridden box, and Save changes.  The original 
grade from the assignment will be restored.  You will be able to 
change the grade in the assignment. 
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