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Faculty Tutorial: 
Create and Use Rubrics 
 
Purpose: To show instructors how to create, use, import, and export a “Rubric” in MyHills. 
 

Create a Rubric 

 
Click “Course Tools,” which is located in the “Course Management” menu.  
In the sub-menu that opens, select “Rubrics.” 
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Click “Create Rubric.” 
 

 
Give your Rubric a Name (required) and Description (optional). 
 

 
Now we are ready to Edit the Rubric Details. 
 

In the Rubric Detail section, Add Row, Add Column, and Rubric Type (No Points, Points, Point 
Range, Percent, Percent Range). 
 
Notes:  

 No Points – feedback only 

 Points – single point value for each Level of Achievement 

 Point Range – range of values for each Level of Achievement 

 Percent – single percentage for each Level of Achievement 

 Percent Range – ranges of percentages for each Level of Achievement 
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You can edit the Row or Column information by clicking the gray drop down arrow next to the 
Row or Column name and selecting “Edit.” 
 

 
Click “Levels of Achievement” to edit descriptions or to write your own. You can also reorder 
the “Levels of Achievement” if necessary (low to high or high to low). 
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Add scores and descriptions for the scores in each box of the Rubric. 

 

Notes:  

 Each cell can contain a maximum of 1000 characters. 

 Once a rubric has been used for grading, it cannot be edited. If you need to modify a 
rubric, you’ll need to copy it and edit that version. 

 When working with ranges, they must be entered low to high. 

 If you have two assignments that use the exact same rubric, just choose this rubric for 
all of those assignments. Do not recreate or copy the same one. 

 

 
When you are finished editing your Rubric, click “Submit.” 
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Now that your Rubric has been created, let’s Add the Rubric to an Assignment. 
 
Note: You can create a new Assignment and add the Rubric at that time, or add a rubric to an 
existing Assignment by editing an Assignment that has already been created in your course. 
 
Let’s create a new Assignment and add the Rubric. From within a course content area, hover 
your cursor over “Assessments.  
 
In the sub-menu that opens, click “Assignment.” 
 

 
The “Create Assignment” page will open. 
 
Type the title of the assignment in the box located to the right of “Name and Color.” 
 
You may type instructions for the assignment in the “Instructions” text box.  
 

 
 
 



©Indian Hills Community College | www.indianhills.edu | Page 6 of 14 

 

Enter the number of points possible for the assignment under “Grading.”  
 

 
Click “Add Rubric” and choose “Select Rubric,” “Create New Rubric,” or “Create from Existing.”  
 

 
Since we have already created a Rubric, we will choose “Select Rubric.” 
 

 
After you have selected your Rubric, click “Submit.” 
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Your Rubric will appear under “Associated Rubrics.” You may choose whether or not you want 
to show the Rubric to students. 
 

 
Under “Availability,” keep the box checked next to “Make the Assignment Available.” 
 

 
After setting up your assignment, click “Submit.” 
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Next, let’s Grade an Assignment using the attached Rubric. 
 
From within your course, click “Grade Center,” which is located in the “Course Management” 
menu. A sub-menu for the “Grade Center” will open. 
 
Click “Full Grade Center” to display the default view of the “Grade Center.”  
  

 
The default view of the “Grade Center” shows all columns and rows.  
 
Click the drop down arrow next to the assignment that needs to be graded and select “Grade 
Attempts.” 
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To “Grade by Rubric,” choose the Rubric attached to the Assignment. 
Using the Rubric, choose values for each category. When you are finished, click “Save.” 
 

 
 
When you are finished, click “Submit.” 
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Once you have Rubrics created in your course, you may wish to Copy or Edit them, or 
to Import or Export them to another course. 
 
To Copy or Edit a Rubric, click “Course Tools,” from the “Course Management” menu.  
In the sub-menu that opens, select “Rubrics.” 
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Click the drop down arrow next to the Rubric you want to copy and click “Copy.” 
A copy of your Rubric will be created and can be Edited with new Columns, Rows, and Values. 
 

 
To Export a Rubric, select the Rubric(s) to Export by checking each box next to the Rubric(s). 
Then, click “Export.” 
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The default Export location, Export to Local Computer, should be selected. Then, click “Submit.” 
 

 
 

Download your Exported Rubric(s) by clicking “Download.” 
 

 
Your Exported Rubric(s) are now saved on your computer. 
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To Import a Rubric, select Import Rubric. 
 

 
Click Browse Local Files. 
 

 
Select the Exported Rubric file you wish to import. Click Open. 
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Click “Submit.” 

 
Click “Ok.” 
 

 
Your Rubrics have been Successfully Imported and you can add them to an assignment! 
 
Congratulations! You now know how to create, use, import, and export a Rubric in MyHills! 

 
 

Office of Online Learning  
 

Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials. 
 

For further assistance on this topic or other technical issues, please contact the IT Help Desk 
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk 


