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Creating Assignments in LEA 

If you would like your students to be able to submit their assignments to you electronically you 
can do so through LEA. To do this, use the Assignments and Dropbox option. 

To allow your students to submit assignments to you, you must first set up the assignment in 
your class. Once you have created an assignment, students will see the assignment listed under 
their assignments for your course. If they click on a particular assignment, they will be able to 
view the assignment instructions and they will be able to submit documents for that assignment. 

This guide will show you how to create assignments in LEA. It will then show you how to 
retrieve assignments submitted electronically through LEA. You will also learn how to return 
corrected electronic documents to students and to check if they retrieved those documents. 

You can use this guide to do the following: 
 Add or edit an assignment
 Retrieve student assignments that were submitted electronically
 Return corrected assignments to students
 Check if students have retrieved their corrected assignments

 Adding an Assignment 

 First, locate the course for which you
would like to add an assignment.

 Under that class, click on the add
button next to the Assignments
(instructions)

Assignment name 
 Next to the line Distribute a new assignment,

enter the name for your assignment (note this
is the name that students will see in their
LEA, so try to make the name clear for them)
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Assignment instructions 
 The next step is to post the assignment

instructions. You can either enter the
instructions directly in the text box, or you
can upload a document that already has the
instructions (for example, if you have typed
them up in a word document, you can upload
the document with the assignment). To
upload the document click on the Browse
button, choose your document from your
files, and then click open.

Assignment category and diffusion 
 Next, you can designate the assignment to a

specific category. This helps if you have lots
of different assignments for students. Their
assignments will be grouped together into
categories. You can add a new category by
selecting Other and adding the name to the
box.

 You can decide if this assignment is just for
the students of one course, of one section of
one course, or all of your courses.

 You can also decide when the assignment,
and the assignment instructions, will become
available to the students. If you choose As of
now it will appear immediately. If you
choose Not for the moment, it will only
appear when you change this option. If you
choose As of the following date, you can
enter a date when the assignment will
become available.
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Assignment submission 
 To allow your students to submit a document

through LEA make sure the option Student
assignments are submitted via LEA is
selected.

 If you want students to submit their
documents via email or through Turnitin,
select the option Alternative electronic
delivery mode. In the text box explain how
they should submit their documents,
including email address or the URL if using a
website.

 If you would like to receive a paper copy,
select the No electronic submission option.
You can then give students instructions on
how you would like the papers to be
submitted.

Assignment submission date 
 You must assign a submission deadline for

your assignment. If you do set a deadline,
make sure you decide if students can still
submit assignments even after the deadline.
If you choose to refuse late assignments,
students will not be able to send you their
assignments after this date.

 You should allow students to make several
submissions. This will prevent problems if
students have more than one file to submit, or
if they submit the wrong file.

Once you have filled in all of the sections for your assignment, make sure to click on the save 
button at the bottom. 

Retrieving Submitted Assignments 

 To access the assignment dropbox, select List
of Assignments under Assignments and
Dropbox from the menu on the left hand side.
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 To retrieve the assignments submitted by
your students, click on the number under the
section Assignments submitted.

Download one assignment 
 To download an assignment for a particular

student, click on blue circle  next to
their name.

 This will open the file on your computer,
remember to save the file somewhere on your
computer before you start making
corrections.

 Note: if a student has left you a comment
with their paper, an icon of a little yellow
notepad will show up next to their name
under the Student’s comment column.

Download all assignments 
 If you would like to download all the
assignments submitted by students, click on
the blue circle   in the area above the
student list.

 When you choose to download all the files at
once you will be shown a new page with a
couple of options for your download.

 In the first section you can choose if you
want to download all the files that have been
submitted, or only the latest file submitted by
each student.

 In the second section you can choose how the
files will be downloaded on to your
computer. You can have it download all of
the files into one zip folder (this option will
standardize the name of each file as required
for resubmitting the corrected copy). Or you
can have a folder created for each student,
with all of their submissions for this
assignment in that folder.
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 Note: If you are downloading all of the files
for the assignment (option one in the first
section) you should have the download group
the files for you (option two in the second
section). This will place all the assignments
from each student under their own folder.

 Note: When you choose to download all of
the files, make sure to save them on your
computer in a location that you will be able
to remember.

Returning Corrected Assignments 

 To send back corrected copies of student
work click on the green circle     above the
student list.

 You will be brought to a page that will give
you instructions on how you will need to
name your files to be able to upload them. If
you are returning your corrections in the
original submitted assignments, the name of
each file will already include the student
name and number (see download instructions
above). Otherwise,
o For a single student, you will need to

name the file starting with the student’s
ID number. For example:
0123456_assignment1.doc

o For a group assignment, you will need to
name the file starting with each of the
students’ numbers separated by a hyphen
(-). For example:
0123456-0234567_assginment1.doc

 If you wish to upload multiple files at once,
you will need to follow the above naming
system and then put them in a zipped folder
o To create a zip folder put all of your files

into one folder named "Assignments".
Then do the following:
 Windows: right-click on the folder

and select send to and then select
compressed folder

 Mac: ctrl-click on the folder and
select create archive of or compress
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 To upload your files click on the Browse
button.

 Select the file you want to upload and click
ok. If you are uploading a zipped folder
select it and click ok.

Checking if Students Retrieved Assignments 

 You can check to see if students have viewed
their returned assignments by clicking on the
number under the Assignments retrieved
column.

 You will see a page that lists each student,
the date it was first consulted, and the
number of times the student consulted the
corrected paper.

 If you click on the white paper icon under the
History of consultations column, you will be
able to get a list of each date the document
was consulted.




