
  
  
 

  

How to Assign a Writing Prompt 
 

Go to Groups and Assignments (a tab at the top of the screen).  You will see your groups (classes) listed. Click on the 
Assignments icon next to the group to whom you want to assign a writing prompt.  

 

 
 
 
 

Click Add Prompt. 

 
 
 

Select Essay or Short Constructed Response where it says “Select One.” *There are many essay prompts in the database 
but for Short Constructed response (approx.. 6 – 10 sentences), teachers generally created their own to assign. Next, select 
the grade band and genre of prompt you would like and click Search. You may also add subjects, themes, or keywords to 
your search. *Typing multisource into Keywords will bring up only source-dependent prompts. 

 
 

 

 

 



  
  

Once you locate the prompt you would like to assign, click Select Prompt. You will now be on Step 2 of the “Assignment 
Wizard.” If you would like to add additional information to the title of the assignment (such as “Practice Essay 2”), you can 
add it here. Then. click Step 3: Setup Availability.  

 

 
 
 

 
 

The Assignment Wizard will guide you through the steps of customizing your assignment. In Step 3: Setup Availability, 
choose the number of submissions, any other groups (classes) to whom you would like to assign the prompt, and a start 
and end date. You can assign it to multiple groups by holding the “Control” key while you click on additional groups. There 
is rarely a need to change any other default settings in this step. All prompts are considered “Assessment Prompts,” so do 
not change the setting to “Practice Prompt.”  
 
 

 

 

 
 

For CiteSmart, the plagiarism detector, click the box to enable CiteSmart. You must select two submissions for it to scan. 
*Interpreting the CiteSmart results is addressed in another document. You can locate the document under the Resources 
tab at the top, and then under “Getting Started.” 

 

In Step 4: Setup Scoring, select the rubric type: 4-point or 6-point, based on what your district is using.  

 

In Step 5: Setup Feedback, all default settings are appropriate for middle and high school. No changes need to be made 
unless you have specific requirements. 

 

 

 

 

 



  
  

In Step 6: Add Tools, select any tools you want students to be able to access. You may consider turning off the Cut and 
Paste option to prevent students from being able to copy text from a website or other document. Under Special 
Instructions, add items such as your grading criteria, special instructions, web links, images, or other information. Click 
Save and Assign. 
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