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The New “Assignments” Tab 
There is a new tab on DDN Campus called “Assignments”.  IF you click on the word “Assignments” you get this screen: 
 

 
Notice that this is where you can do several things that were scattered around before.  You can 

• Edit Teacher Preferences (p. 2) 
• Edit Grade Calculation Options (set the curve; choose between total points and weighted; etc..) page 3 
• Creating  Categories (this used to be called Groups) (p. 4) 
• Create Assignment (p. 5-6) 
• Copy Assignments (p. 7-8) 
• View Tree – (p. 9) like the folders in the old Lesson Planner 

 
 

The other things included in this hand out are: 
Entering Grades (p. 10-12) 
Working with seating charts: (p. 13-14 ) 
 

 

http://www.pdfcomplete.com/cms/hppl/tabid/108/Default.aspx?r=q8b3uige22


Page 2 
 

Te
ac

he
r 

Pr
ef

er
en

ce
s 

 

• Hide dropped Students -  (so that the students that 
inactive in your class don’t show up when you are 
trying to type in grades) 

• Show student Numbers –  (so that student ID numbers 
show up on the student lists – helpful if you use QUIA 
because the quia password is the last 4 digits of their ID 
number) 

• Show student Pictures – (I do this for the first few 
weeks, to help me with names and faces; in drama 
classes sometimes it takes me almost all semester to be 
able to give grades to performances, etc… Checking 
this box shows pictures when you score in the 
assignments tab and when you take attendance) 

• Invert Seating Chart Auto-Placement (Start from the 
bottom) 

• Use Seating Chart for Attendance 
• Use Canned Comments 
• Remove percentage and calculations when using 

Standards (Grade Book) 

 

If you click on the Mass Assign to Multiple sections (in 
other words if you use the same preferences for most of 
your classes you can click on this and check which sections 
you would like to assign the preferences to.  
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Grade Calculation (used to be called setting the curve) 
 
 

 

Click on   “Assignments”    in the 
menu on the left side of your screen. 
 
Click on the “Edit Grade Calculation 
Options” 
 

1. Click the down arrow next to  
 
Grading Scale:  
 

2. Choose “Riggs (5 Letters)”  
 
for the Grading Scale 

 
Check the box by either of the other 
two choices if you “weight 
categories”  or  “Use Score’s % 
value” 
 

3. Click the   “Fill All”  
 
button under Calculate in 
Progress Grade. 

 
4. Click    “Save” 

 
 

You have to repeat this process for 
each class; each semester. 
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Creating Categories (used to be called “groups”) 
1.  Click on “Edit Categories” 

 

2. Click on       “Create Category” 
 

 

 

3. Fill in a name and weight value (leave at 
0 if you want) 
 

4. Choose the sections that you wish to 
create the category in. 
 

5. Click on the “Grading Tasks” button. 
 

 
6. Click in the box by “Quarter Grade” to 

select it. 
 

 (The only other you might select is 
Semester Test – if you do only one 
category called Grades or Drama or 
something like that.) 

 
7. Click “Save Category” at the top 

 
Repeat steps 1-7 to create as many 
categories as you would like. 
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Creating Assignments 

 

1.  Click on the    Assignments  
 
link on the left side of your 
screen.  
 

2. Click on    Create Assignment  
 

along the top of the 
Assignments  tab 

 

3.  Fill in the “Name” & 
“Abbreviation.” 

 
4. Choose which sections you 

would like to have the 
assignment in. [The date 
defaults to today’s date (or the 
1st day of the quarter); but you 
can click on the calendar to 
change it] 

 

5. Select the “Grading Task” –  
 
(probably the “Quarter Grade”) 
 

 
 
As soon as you click on the box by 
quarter grade, it will open the 
categories that you created. 
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6. Select the      Category 
 
and assign the total points  
 
(change the multiplier if you 
want to increase / decrease the 
point value) 
 
 

7. Click one of the Save options 
 
 

 

Save & score  
will give you a screen like on the 
left  
 
You can fill in scores, 
fill in comments for individual 
students, fill in the turned in, 
missing, late, etc… (you can also 
use the letters from before T, M, L, 
Ch) 
 
(I had my preferences set to show 
pictures, so each line is a little wider 
on the top picture.  I turned them off 
for the bottom picture)   
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If you want to add more  detail 
about a given assignment,  you need 
to click on the “”Show Description, 
Objectives and Reference Fields” 
button.  

 

You can type in any of these three fields. 

Copying Categories (Groups) / or copying assignments  
If you are trying to copy categories into a class that is not just a different section of the same course (for instance drama 
1 to Drama 2 as opposed to creating categories for multiple sections of the same class), then you need to create 
categories and at least one assignment in each category that you would like to copy.   
You may also want to copy assignments if you forgot to check all the boxes next to the sections as you were creating 
categories 

 

 

 
1. Go to the section you would like 

to copy FROM 
 
2. Click on the       assignments  

link. 
 

3. Click on     Copy Assignments 
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link 

 

4. Find the section that you want to 
copy FROM    and  the one you  
 wish   to       copy TO 
 

5. Click    “Next” 
 

 
 

 

6. Click    “Copy Assignments” 
 
(Notice that it tells you that it is 
going to create the new group) 
 

 

If the assignment has a 
comparable category, then it 
will copy to the appropriate 
folder like on the left. 
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View Tree (this looks kind of like the “outer” folders from the old Lesson Planner) 

 

 

1. Click on         “Assignments”     
 

2. Click on     “View Tree”  
(This is a look at the quarter grade break 
down of a weighted class; that has categories 
that are weighted; the bottom section is the 
composite grading for the SEMESTER grade) 
 

http://www.pdfcomplete.com/cms/hppl/tabid/108/Default.aspx?r=q8b3uige22


Page 10 
 

 

Entering Grades into the Grade book 
Once you have created an assignment in the assignments tab, there are several ways to fill in grades.   

 

The new way is to work 
on the assignments tab. 

1. Click on the  
 
Assignments link  
 
 
in the left hand 
column 

2. Click on the  
 
hyperlink (blue)  
 
assignment name 

 

3. Click on the  
 
Save & Score Option 
 

 

4. & fill in the scores 

You can still enter grades by merely typing the grade into the gradebook view:  
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1. Click on Gradebook link in the left 
hand column 

2. You can just type the grades in the 
column  

3. Click Save when you are done. 
Right mouse click on the assignment 
that you would like to edit grades for 

 

You can also still clear all scores, fill 
in empty scores with a particular 
score, or  overwrite all scores with a 
particular score 
 
You just need to right mouse click 
somewhere in the assignment 
abbreviation, and you can use the 
above features 
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You can also enter grades by going to the          Daily Planner        and clicking on          the  assignment link        

 
 

 

Click on the  
 
 
Save & Score        Option.  
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Seating Chart Setup  
“Admin “.  Click on “Seating Chart Setup”–  

 

 

The Seating Chart Setup tool provides several 
ways for teachers to assign students to seats and 
to build the seat design.  
Once the seating chart is created and saved, 
teachers can take attendance using the seating 
chart. 
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Manually filling in the chart: 
 

 

1. Select the correct section for which to 
set up the seating chart.  

2. Select the correct dimension of the 
seating chart by entering the number of 
rows and columns. This selection needs 
to fit all students rostered into the 
class.  

3. .Click the Save Dimension button to 
save the new row and column setting  

4. this seating chart is going to be printed, 
select the Font Size to use on the report 
from the dropdown list. 

5. Mark the checkbox to Print Student Pictures on the report. If it is left unmarked, only student 
names will appear 

Using the Auto-Fill Alpha Option 

 

1. Select the correct section for which to set up the 
seating chart.  
2. Select the correct dimension of the seating chart 
by entering the number of rows and columns. This 
selection needs to fit all students rostered into the 
class. 
4. If this seating chart is going to be printed, select 
the Font Size to use on the report from the 
dropdown list. 
5. Select the Auto Fill-Alpha icon at the top of the 
period tab. The system will automatically fill in the 
students’ names in alphabetical order from right to 
left.  
6. Click the Save icon when done 
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