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   19. Assigning & Monitoring Online Assessments 

Overview 

This guide reviews how you can assign assessments, reschedule assessments, unassign 
assessments, and monitor your student’s progress online. 

Assign Assessments 

1. Click the Assess tab. 

 

 
 
 
 

2. Click the tab My Test Library. 

 
 
 
 
 

3. Hover over the cogwheel  of the test you want to assign. Click on Assign to Class. 
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4. On the Assign to Class page, choose the desired settings. Click on Assign to Class. 
a. Scheduling: Select Turn off/On manually to open the assessment during class. Select   

Available times to set the start and end dates and times. 

b. Status: Status Open means the assessment is open for students to take. Status Closed  

means the assessment is no longer available for students to take and grading has      

already started. 

c. Select students: Click on All students to open the window and select the students to    

assign the assessment. 

d. Password: Enables the teacher to have students provide a password prior to accessing   

any assessment. 
 

 
 
 
 

5. The assessment will appear at the top of the list of your Assigned Tests tab. 
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Reschedule an Assessment 

 

1. Under the Assigned Test tab hover over the cogwheel  of the test you wish to 
reschedule and click on Schedule. 

 

 

 

 

2. Make changes on the assign to class page and click Update Schedule to save your 

changes. 
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Unassign an Assessment 

 

1. Under the Assigned Test tab hover over the cogwheel  of the test you wish to unassign 
and click Unassign. 
 

 

 

2. Click OK to verify. Assigning an assessment will delete all students scores so be sure     
you want to follow this option. 
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View Student Results 

 

1. Under the Assigned Test tab hover over the cogwheel  of the test you wish view    

student results for and click View Results.  

            
 

 

2. You can view student scores and student information on the Progress page. 

 

a. Progress & Scores: indicates when students started and ended the assessment.      
If the student has completed the assessment, a score appears. 
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b. Item Analysis: lists each students’ score for each question, color-coded based        
on performance brackets. 

                   
  

c. Standards Analysis: lists each students’ score for each standard, color-coded    
based on performance brackets. 

    


