
The first step is to open your 
Dashboard and click the class you 
need to add the benchmark or 
test.

1

Click Assignments. 
2

Click the unpublished icon to 
publish the test you need. 
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Click here to open options to edit 
the assessment.

4

Click edit.
5

Click More Options.
6
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Enter your due date & time. Adjust 
the availability. The available date 
has been set to the end of the 
year; it will need to be adjusted as 
you will not be able to save the 
dates if they are outside the 
grading period. 

7

Scroll down and click Save
8

Click Close. Now let's add the 
assignment to a module.
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Click Assignments. 
10

Click Modules.
11

Scroll to the current Module and 
click here.
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Click Assignment.
13

View the options you have 
available under the category 
assignment. District 
assessments will automatically 
be available under assignments.

14

Select your test.
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Click Add Item. The assessment 
is now available in your Modules. 
That's it. You're done!

16

© 2025 NPS 6 of 6

Scan to go to the interactive player




