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1 | P a g e  O f f i c e   o f   T e c h n o l o g y   S u p p o r t 

1- Log in to your UMT-LMS account. And click into your UMT-LMS course. If you have Teacher rights 

for the course, you will be seeing a green button titled Turn Editing On and also the same link 

button in Course administration. Click on either buttons. 

 

 

 

2- After Clicking on “Turn Editing On”, button goes Red and you will see some extra options of “Edit” 

and “Add an activity or resource”. Click on “Add and activity or resource”. 
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3- Click on your Assignment button under ACTIVITIES block. Click on Add button. 

 

 
 

4-  In the Adding a new Assignment page, type in Assignment name.  

5- You can add file by either clicking on add a file button or by dragging file into the file box.  
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6- Clicking on the  icon will open following window. Choose file from your library by clicking 

“Upload a file” button. File name will appear upon selection, click on “Upload the file” option. 

Your file will appear in the file section. 

 

 

7- In the Availability section, click on Enable buttons to set “Allow Submissions from” and “Due 

Date” options. You can also set Cut-off date by first Enable(ing) it and later setting the date.  
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8- In Submission type section, you have both options either go for both “Online text” and “File 

submissions” or any one of them. 

Above figure shows only for “File submissions” enabled. You can also enable “Online text”. 

Moreover, you can Enable “Word Limit” too for Assignment submission, which is more helpful 

in linguistic courses. 

 

9- In “Submission settings”, the option “Require students click submit” button if enabled, students 

will have to click a Submit button to declare their submission as final. The option “Require 

students to accept submission statement” button if enabled, students accept the submission 

statement for all submissions to this assignment.  

  

 

 



UMT LMS 
Step by Step Guide to Add an Assignment and to Grade it afterwards 

 

5 | P a g e  O f f i c e   o f   T e c h n o l o g y   S u p p o r t 

10- For group assignments, “Group Submission Settings” gives to an option to collect assignment in 

groups. 

 

11- Click on “Save and return to course”.  

 

 

12- Your added “Assignment” will appear on the course page as following. 
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13- You can also grade assignments upon students’ submission on UMT-LMS. After clicking on the 

Assignment link on UMT-LMS course page. Click on “View/grade all submissions” to view/grade 

submissions. 

 
 

14- Assignment submission page will be opened and you can view whoever has submitted 

assignments and who else didn’t. 
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15- To grade specific assignment, click on “Edit” and then on “Grade”. 

 

16- On grading page, mark student’s numbers. Click on “Save Changes” to finalize grade of that 

specific student. Student will be notified if you have enabled “Notify students” option. 

 


