
Key Assignment Dos and Don’ts 
Don’t – Modify assignment folder titles 
Do NOT alter the title of the key assignment in any way. For example, do not add the due date or the 

module number to the title. Any change to the assignment title breaks the link to the assessment 

management system, which means data is no longer connected. 

 



Do – Add/Modify assignment instructions 

 

 

Do – Add due dates, if necessary 

 



Don’t – Edit/Delete key assignment rubrics 

 



Do – Score all rubric criteria 

 

 

 

 

 



Do- Score all criteria on both grading and assessment rubrics, if 

applicable 
If you happen to have two rubrics attached to the key assignment, you must score all criteria on both 

rubrics. One rubric will generate the score that gets entered in the gradebook, while the other rubric 

provides additional assessment data that the program needs. Not all key assignments use two rubrics. 

To see if any of the courses you teach have a key assignment with two rubrics, you can refer to the 

“courses with key assignments” spreadsheet on the CTLE website. 

 

 

 

 

 

 

 

 

 

 



Don’t – Skip rubric criteria 
The assessment management system can only pull data from your course when all rubric criteria are 

scored. Unscored criteria are seen as incomplete assignments and are disregarded. 

 



Do – Override the final grade, if necessary 

 

Don’t – Enter a final grade without scoring all rubric criteria first 
If you score rubrics after you enter an overall grade, the grade will change based on the selections made 

on the rubric. 

 


