
                                                                                                              

How to Create a Prompt, Share it, and Assign it  

Teachers and administrators can create their own prompts under the MY Prompts section of the MY Access! 

dashboard. 

 

 

Step1: Click on MY Prompts and you will see a button in the upper left corner that says “Create a New 

Prompt.” Click it. 

 

Step 2: Read and accept the User Agreement if you would like to proceed. 

 

 

Step 3: Give a name to the writing prompt that the students will see as the title of the assignment. Select the 

type of prompt: Essay or Short Constructed Response. Next, select the  grade level of students who will be 

writing to the prompt and select the genre of writing. Finally, type or copy and paste the text of your prompt 



where it says “Prompt,” along with any sources. You do not need to select a “Theme” or “Subject.” Click “Save” 

at the bottom right.  

*It is very important that you review the four genre rubrics and the Short Constructed Response rubric, as the 

genre and type of rubric you select determines which rubric will be used to score the essay. The four genre 

rubrics are located under the Resources tab at the top of the page. Click on the specific genre to see the genre 

rubric or click on “Getting Started” to see the Short Constructed Response rubric.  

 

*Step 4 (Optional): If you would like other teachers in your school to be able to see the prompt you created 

when they search under “Shared Prompts” in the Assignment Wizard, then check the “Sharing” box. Be sure 

the lock under “Availability” is closed. If it is unlocked, then the prompt is unavailable to assign. Just click the 

lock to close it. 

 

Now you have created and shared a prompt. The next step is to assign it! 

 

 

 

Step 5: To assign a prompt, go to Groups and Assignments and follow the first few steps of assigning a prompt, 

as shown below. 

  



 

 

Step 6: Click on the image of papers next to the class to whom you want to assign the prompt. 

 

 

 

Now, click “Add Prompt” in the upper right hand corner. 

 

 

Step 7: You are now in the “Assignment Wizard” and will go through the 6 steps of assigning a prompt. 

The first step is to select a prompt. To select a prompt you made, uncheck all of the boxes except “MY 

Prompts.” Ensure that no specific genres, grade levels, or keywords are already selected, and then click 

“Search.” Your prompt(s) will appear in the search results.  

Go through the regular steps of assigning a prompt as instructed in the resource document “How to Assign a 

Prompt.” 



 

*If you would like to search prompts that other teachers in your school have created and shared, just click on 

“Shared MY Prompts.” 
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