
 

 

Building Rubrics 
Why Do I Need This Workflow? 

Rubrics support consistent grading and provide learners with clear expectations. They can be created for 

various assessments and may also be shared across courses by administrators or departments. This workflow 

guides you through creating an analytic rubric. 

 

Workflow Steps: 
Step one:  
Click Edit Course in the navbar, then select Rubrics. 

 
 

Step two: 
Select New Rubric, and give your rubric a Name. Note: the default status is set to Published.  

 



 

 

Step three: 
Select Analytic as the Type from the drop-down menu, and then select Points as the Scoring option.  

Note: The rubric will have four levels and three criteria.  

 
 

Step four: 
Name your Levels and determine their Points (e.g., Excellent (4), Good (3), etc.) by selecting the level heading. 

 
 

Step five: 
Name your Criterion (e.g., Communication, Creativity, etc.) by selecting the criterion box and adding your 

criterion name. 

 



 

 

Step six: 
To add criterion descriptions, select a cell and enter or paste the description. You can also optionally add 

Initial Feedback in each level’s feedback cell. This feedback is automatically shown to learners, so it should be 

broadly applicable to anyone scored at that level. 

 
 

Step seven: 
Adjust the Overall Score as needed (or leave the default scoring options in if they work for your needs.) 

 
 

Note: 
Open up the Options dropdown to adjust Rubric and Score Visibility. You will also find an area to write a 

Description, as well as Advanced Availability options. 

 



 

 

Step eight: 
Select Close. 

 
 

Check for Success: 
Can you see your rubric listed on the Rubrics page? Great job, you’re done! 
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