D2L Procedures Handbook: Attaching to Assessment

1. Once logged into D2L, go to assessment in the navigation bar and select the drop-down arrow.
From there, select Dropbox.
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2. To create a new folder for submissions, select new folder option at top of page.
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3. With the new submission folder open, you can title the submission to correspond with the

rubric/assignment. Then on the right side of the page, select the evaluation and feedback
dropdown bar.
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4. Then select add rubric. You can create a new one from this page or add an existing.
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5. If you click add existing, it brings up all rubrics previously created. From that list you can select
the appropriate one for the current submission. Once you have selected a rubric, scroll to the
bottom of the list and click add selected.
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6. For assessments that aren’t products (e.g., teaching evaluations) and don’t require the candidate to
submit anything, you will want to click the dropdown bar under submission and completion. From here
you will want to change submission type to observed in person. This will allow you to assess the candidate
without requiring them to add anything to the dropbox folder.
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7.

8.

9.

For assessments that are products, the candidate would need to submit the product in the
designated dropbox. You will have the option if you want the candidate to attach a file, create a
text submission, or on paper submission. This will be chosen under that same dropdown from
submission and completion and under submission type.

There’s the option to edit a previously create dropbox folder. Once you are on the dropbox
page, select the folder you want to make edits to. After you have selected the rubric, select the
edit folder option.
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From there, you can make any changes you need to.



