
 

How to Build a Rubric in the  
Assignment Tool on Moodle at PIA 

 
 

 
Before you start- please ensure your rubric totals 100% and each of the 
criteria are in 5% denominations- this is important as this is the format of the 
template we’ll be using in this build. 
 
Please be aware that this rubric cannot be edited once it has been attached 
without deleting and starting again- This is not recommended if students have 
already submitted.  
 
 

1. Go to your unit and Turn Editing on 
 

2. Add an Assignment Tool for assessment submission. 
 

 
3. Give the Assignment a name and add any special instructions in the 

description box, remembering to click the “Display description on course 
page” if you want them to be visible.

 



 

4. Set the due date as required 

 
5. If this is a Group Assessment, change that setting to reflect that. If not, 

move ahead to the next step. 
 

• For Group assessments, the lecturer only needs to mark the one paper 
per group and the grades and feedback will automatically be visible to 
all members of the group. No need to copy and paste or transfer 
grades. 

 
• If there are multiple classes, please ensure you have also selected the 

appropriate Grouping Setting. Refer to the guide on how to do this 
separately on the Staff Lounge page. 

 
 

 
6. Be aware, the Turnitin Plugin is switched on by default to check similarity and 

AI so no need to change that settings. 
 



 

7. Scroll down to the Grade option. For Grading Method, change the drop down 
from “Simple Direct Grading” to “Rubric”. 

 
 

8. Then scroll to the bottom of the page and select “Save and Display” 
 

9. Now, we will add our rubric. You will now see the below page.  
 

• You could also navigate to that by clicking on your assignment tool 
icon, selecting the cog icon on the right hand side and scroll down and 
click on “Advanced Grading”. 
 

• Click on “Create new grading form from a template” 
 

 
 

10. Scroll down to “Grading Rubric Template- do NOT Delete Shared template” 
and select “use this template”. 



 

• IMPORTANT- Do not select the delete the option.  
 

 

 
11. The below message will pop up, select “Continue”. 

 



 

12. Now click on this option.  
 

13. Change the Rubric name using the unit code and assessment number.

 
 

14. Now, you will replicate the rubric in your assessment outline.  
 

• All the rows must add up to 100%. 
 

• Delete a row by selecting the cross icon  

 
• Duplicate a row by selecting the copy icon 

 
• To add the name of the criteria, simply click on the number and you will 

be able to edit the title 

 
15. Once you are happy with your rubric and it matches the one on the 

assessment outline, scroll down to the bottom and select “Save”. 



 

• Please be aware- if you need to come back and edit it, you may select 
“Save as draft”. However, once you have selected “Save”, you will no 
longer be able to edit it.  

 
 

16. Now, when you view your students’ submission in the assignment tool and 
select “Grade”, the rubric will appear on the right hand side of the screen. 

 
 

   
In order to expand the view of the rubric, click on the below icon.

 
 



 

17. For each criterion, select where the submission sits on the scale as shown 
below. The rubric will automatically calculate the assessment grade for you.  

 
 
You can also add specific comments against each criterion as shown below: 

 
 

18. You may also leave some overall feedback comments in the box below. 

 
• If this is a group assessment, you may select apply the grade to all 

members of the group. 
 

• You may wish to notify the student their grades and feedback are 
available or uncheck that box if you’re not ready for the grades and 
feedback to be released. 
 

• Then select “Save Changes” or “Save and Show next” to start grading 
the next submission. 

 
 

19. Once the grade has been saved, it will automatically be in the gradebook. 

 


