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STEP 1. Log into SAIS using the provided 

credentials. 
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STEP 2. Click the Self Service navigation. 
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STEP 3. Click on the Faculty Center 

navigation. 
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STEP 4. Click the Assignments navigation.  

On the bottom of the page, you can find the 

Class Assignment settings. You can use this 

panel to add, update, and view class 

assignments.  

To see class details, click on the class to see 

the Days and Times, Room, Instructor, and 

Dates. 

To change classes, click Change Class. 
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STEP 5: Click Copy Assignments to copy 
the assignments from another class to the 
current class.  
 
You can copy assignments only from other 
classes that are taught by the instructor of 
the current class. The copied assignments 
add to, rather than replace, any existing 
assignments in the current class. 
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STEP 6: Select the Assignment Category. 

 

 

 
 

 



Doc Ref: SAIS User Manual ïDefine Class Assignments 

 

Define Class Assignments 
File Ref: eUP - SAIS - UM Define Class Assignments ï 11 Feb 2015 (ver. 1.1) 

   11 

 

 

 

 

 

STEP 6: Enter the desired information in the 

Description and Short Description field. 
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STEP 7: Uncheck Required checkbox if this 

assignment is optional. 
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STEP 8: Select Assessed to specify that 

the assignment can be graded. Any 

assignment can be assessed, whether or 

not it is set to Required.  

If you clear this check box, no grade input 

field appears on the Class Gradebook page 

or the Grade by Assignment page 
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STEP 9: Enter the desired information into 

the Maximum Points field. 
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STEP 10: Enter the desired information into 

the Weight in Points field. 
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STEP 11: Enter the assignmentôs begin 

date, due date, and the extended due date 

(in case instructor decides to extend the  

deadline). 
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STEP 12: Enter the desired information into 

the Assignment Category field. 
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STEP 13: Enter the desired information into 

the Weight % field. Click Save. 
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