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Welcome and thank you for ordering worktexts on the 

TextbookHub portal. We're glad that you're here! 

This manual explores the basic functions of electronic worktexts on the TextbookHub (TBH) portal. If you 

want to learn about the TextbookHub reader, visit our Help Centre for assistance.  

Before we start, a few housekeeping items: 

 We are continuously improving our product, so there may be some small changes to the portal 

display by the time you are ready to start. This means that some of the images in this document 

will be outdated. Please know that we attempt to release updated versions of this manual as 

changes are made, but it is possible you might look at the portal after a visual change has been 

implemented, but before our documentation team has completed making changes to 

documentation.  

 

 TextbookHub recommends that you have a browser window open to your TBH account so that 

you can see what your specific version of the TBH portal looks like. You might find it easier to 

follow along with the manual with the portal open in front of you.  Incidentally, for best results, 

TextbookHub recommends using either the Chrome or Safari web browsers.   

 

 In order to make visual examples in the manual as large and legible as possible, some images 

have been cropped. You’ll know that an image has been cropped because the image will include 

“tear lines” to indicate that some part of the picture is missing.  That looks like this:  

 

 

 

What has been removed was simply white space that made the image too wide to display in this 

manual.  

Now that we’re finished with housekeeping, let’s dive right in! 

https://help.textbookhub.com/hc/en-us
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Overview of the Assignment Dashboard 
 

When you open the TextbookHub portal for the first time, you will see something similar to this:  

 

To look at the Assignments Dashboard, click or tap on the Assignments tab in the upper left-side 

navigation bar.  

 



5 
 

The Assignment Dashboard loads. It will look similar to this: 

 

 

The first time you look at the Assignments Dashboard you will not see any assignments listed. That’s 

because you haven’t made any yet!  

Note that for the rest of the tutorial the images in this document will reflect an account that has 

multiple assignments in various stages of completion. That is the best way to introduce you to the 

dashboard.  
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The Dashboard has three sections: In Progress, Submitted Assignments, and Graded.  

 The In Progress section contains all the assignments you have created using worktexts 

 Submitted Assignments contains all the worktext assignments your students have completed 

and submitted 

 Graded contains all the worktext assignments you have finished grading 
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The Assignment Dashboard has a few features designed to help you manage all these assignments.  

 

 

1. The search assignments bar allows you to quickly find the assignment you need 

2. The sort by button allows you to choose whether the assignments are arranged in ascending or 

descending order 

3. The filter button allows you to narrow down what you are seeing  

4. The view archive button allows you to see any assignments that have been archived 
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The Filter Button 
 

When you press the filter button, the filters panel slides open. It looks similar to this:  

 

 

 

You can select one or more filters to use to narrow your search for a student assignment.  

 

1. The student names filter allows you to search for assignments turned in by a specific student. Just type or copy/paste the name in the 

student names filter field. 

2. Select the worktext the assignment was based on using the Worktexts pull-down menu 

3. Select a due date range (yesterday, last 7 days, etc.)  

4. Use the toggle button to view or hide practice assignments 

5. The Reset Filters button sets all filter options back to their default settings 

6. The left-pointing arrow, if clicked, will pull out a tray with some helpful features. The tray contains both a calendar widget (1 in image 

below) and a button that allows you to download all student grades (2 in image below).  
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How to Create an Assignment 
 

From the Assignments tab, click on Create New.  
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The Create Assignment page loads. It looks similar to this:  
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Let’s walk through the steps you should take to build an assignment for your students:  

STEPS: 

1. Type or copy/paste a name for the assignment in the Assignment Name field. You can give your 

assignment a very generic name if you want to. However, as the school year progresses and more and 

more assignments appear in your dashboard, a specific title will make searching for assignments 

easier.  TextbookHub recommends clear, informative titles that are rich with searchable key words.  

2. Decide whether you would like to send this assignment to certain individual students only, or if you 

would prefer to give the assignment to the whole course section/class.  

3. Using the pull-down menu, review the worktexts you can choose from to build your assignment.  

 

 
 

 

4. Determine the type of assignment you want to give to students: a graded assignment or a practice 

assignment. Graded assignments contribute to a student’s overall mark for the course. Practice 

assignments are not graded and do not figure into the calculations of the student’s final grade. 

Click or tap on the radio button associated with your selection. 
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FYI, you can easily see which assignments are practice assignments from the Assignment Dashboard. 

Practice assignments are all marked with an orange label, like this: 

 

 
5. Determine whether or not you will accept late assignments.  Click or tap on the radio button 

associated with your selection. 
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6. Scroll down the page so you can enter the assignment’s start time and date. If you click or tap in 

the Start Date field, the calendar widget pops up. Select a start date from the calendar, or simply 

type or copy/paste the date in YYYY-MM-DD format.  Note that entering a start date is optional. If 

you do not add one, the default start date is the day you created the assignment.  

 

If you wish, you can determine a start time for this assignment; just adjust the clock at the bottom 

of the calendar widget. If you do not set the time manually, the TBH portal will use the time of 

assignment creation as the default start time.  

 

7. Continue down the page to enter the assignment due time and date. If you click or tap in the Due 

Date field, the calendar widget pops up. Select a due date from the calendar, or simply 

type/copy/past the date in YYYY-MM-DD format. Note that you can determine a start time for this 

assignment; just adjust the clock at the bottom of the calendar widget.  If you do not set the time 

manually, the TBH portal will use the current local time as the default.  
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8. Now you can define the details of the assignment. You will need to select  

 The worktext 

 The chapter(s) 

 The page(s) 

 

Tap or click on the Select Workbook pull-down menu, and you will see a list of the options. Click or tap on the worktext 

you want to select.  

 

Tap or click on the Chapter pull-down menu, and you will see a list of chapters. Click or tap on the chapter(s) you want 

to select.  
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Next select the specific questions you want to include in the assignment.  

 

 

PLEASE NOTE: Questions are selected by the page. Some pages might have only 1 or 2 questions. Others 

contain groups of questions. If there are 10 multiple-choice questions on page 16, all 10 questions on page 16 

will be included in the assignment.  At time of writing, there is no way to select just a few questions from a 

page.  

 

9. Next, determine whether all students will see the questions you have selected in the same order, or if 

they will see the same questions, but shuffled into some other order.  
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10. Near the bottom of the screen, questions from the pages you selected will populate in the Question 

Bank box. Note that every question group has been flagged as an “auto” question or a “manual” one. 

“Auto” questions can be graded automatically by the TBH portal. “Manual” questions require human 

intervention. Learn more about how assignments are graded in the Grade Assignments section.  

 

 

11. After you click or tap the + button next to a question, the question moves from the Question Bank 

field to the Selected Questions field.  In the Selected Questions field, you can remove specific 

questions, delete all questions from this assignment, and change the order in which the questions are 

displayed.  
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12.  When you are ready, click or tap the Publish Assignment button to create the assignment and send it 

to the students.  

 

 

13. The TBH portal will take a moment to create the assignment. Note that this may take a minute or two 

when the TBH servers are very busy.  Please be patient. When the assignment has been created and 

distributed to the students, the TBH portal will load the Assignments tab. The new assignment you 

created will be first in the list under the In Progress heading.  

 

 

 

Congratulations! You have just created your first assignment in the TextbookHub portal!  
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What Will My Students See?  
 

Having created an assignment, you may want to review it from a student’s perspective. To examine the 

assignment in the way students will see it, click or tap the assignment’s name.  

  

The worktext will load in your browser. A tool called the Question Player will be overlaid on the worktext. It 

will look similar to this:  

  

When your students click or tap or their assignment, the worktext and Question Player open this way.  To see 

other questions in the assignment, click the Next button. To exit the Question Player, click or tap the X in the 

upper right corner of the Question Player.  The Question Player closes. The worktext remains open.   
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To exit the worktext, click on the Home button.  

   

All aspects of the Question Player are discussed later in this manual.  
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How to Edit an Assignment 

Steps: 

1. To edit an assignment, click on 3-dot menu in the lower right corner of the assignment’s 

thumbnail image. 

 

2. The assignment pop-up appears. Click the Edit  button.  
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3. The Edit Assignments page will load. Notice that the form is already populated with all the 

assignment details. In times of heavy server load, the TBH platform might show you a blank 

form at first, and then details will appear just a minute or so later. If you see a blank form 

momentarily, do not panic. Nothing has gone wrong. Please just give the platform a moment 

to catch up with you! 
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Make the desired changes to the assignment details. You may want to refer back to the Create 

Assignment section of this manual for a refresher on how to add the assignment details.  

When everything is satisfactory, click or tap the Finish Editing button.  The Finish Editing button is at 

the bottom-right of the Edit Assignment form.  

 

 

Your students will now see the updated assignment from you in their Assignment Dashboards.  

 

PLEASE NOTE: After at least one student has submitted an assignment, you may no longer edit the 

assignment.  
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How to Duplicate Assignments 

You may have reason to duplicate a specific assignment you have created. For example, perhaps you 

teach more than one section of the same course, and you want every section of students to 

complete the same assignment.  

To duplicate an assignment, follow these steps:  

1. From the Assignments tab, click or tap the 3-dot menu in the lower right corner of the 

assignment’s thumbnail.  

 

 
 

2. The assignment information pop-up appears. Click or tap on the Duplicate button. 
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3. Enter a new name for the duplicate assignment. 

4. Assign the work to a course section or to specific students. 

5. Add the submission details. The remaining parts of the form will have auto-populated with 

the specific worktext, chapter, and pages. You may change these details if you wish, but you 

need not if you want the duplicate assignment to be an exact copy of the original. 
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6. Scroll to the bottom of the form. Click or tap on the Duplicate button in the lower left corner 
of the screen. 

 

 
The TBH portal will display the duplicated assignment: 

 
 
Note that it may take the portal a moment or two to display the duplicated assignment. A 

momentary delay is typically caused by the load on the TBH server, and is nothing to be concerned 

about. Please give the portal or moment to catch up with you!  
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Late Assignments  

You can determine whether or not you will accept late work.  You can do this during assignment creation. 

However, if you change your mind afterwards, so can revise this selection. To do this, edit your assignment. 

Locate the Late Submissions section of the form. Select the Accept after Due Date radio button. You might 

wish to review the procedures for creating and editing assignments.  

 

NOTE: You can change the due-date setting after the assignment has been created by editing the assignment. 

Be advised that once one student has returned an assignment for grading, assignments can no longer be 

edited.   

How to Extend an Assignment Deadline (without Editing the Assignment) 
 

1. Navigate to the Assignments tab in the TBH portal. Click the assignment you want to extend.  
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2. The Grading Breakdown page loads. Click the Extend button.  

 
 

3. The calendar widget drops down. Here you can change the day and/or time the assignment is due. When 

you have made the desired adjustments, click or tap the confirm button. PLEASE NOTE: The calendar widget 

uses a 24 hour clock.   
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How to Archive an Assignment  
 

Steps 

1. Navigate to the Assignments tab in the TBH portal. Locate the thumbnail image of the 

assignment you want to archive. Click or tap on the 3-dot menu in the lower right corner of 

the thumbnail.  

 

 

2. A pop-up box is displayed. Click the Archive button. 
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How to Archive Multiple Assignments at One Time (Bulk Archiving)  
 

You can archive multiple assignments at once. Each section of the Assignment Dashboard (In Progress, 

Submitted Assignments, and Graded) has a section-specific Archive All hyperlink.    

To archive all the assignments in a section, simply click on the Archive All hyperlink located at the far right-

side of the screen. This will move all the assignments in that section to the archive.  Bulk archiving can be done 

section-by-section only.  

 

 

How to View the Archive 
 

If you would like to inspect the archive, navigate to the Assignment Dashboard.  Click or tap the View Archive 

button near the top of the screen.  
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The Archive page loads:  
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PLEASE NOTE: Assignments can be restored from the Archive page back to the active Assignment page.   

To do this, navigate to the Archive page, as described above.  Then click the hyperlink Restore that corresponds to the assignment you want to 

retore.  When you are done restoring assignments, click or tap the View Archive button to return to the Assignments dashboard.  
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How to Delete an Assignment   

 

PLEASE NOTE: When an assignment is deleted from the TBH portal, it is gone forever. TBH has 

no way to re-create the assignment you deleted. Many instructors prefer to simply archive old 

assignments rather than deleting them. The choice is up to you.  

 

Steps: 

1. From the Assignments page, click or tap on the View Archive button.  

 

2. The Archive page loads. You will see a searchable list of all assignments that have been archived.  

You can delete an assignment permanently from the Archive page by clicking or tapping on 

Delete. (See next page for image) 
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What is the Question Player?  
 

The Question Player is a tool built right into the electronic worktexts. It provides students a place to 

answer questions, save their answers, and—when the assignment is complete—to submit their 

assignments back to you.  

To explore the question player, do this:  

1. From the Assignments tab on the TBH portal, locate the assignment you want to explore via the 

Question Player.  Click the assignment name in the assignment thumbnail. 

 

 
 

2. The assignment opens over top of the worktext, like this:  

 

 

All student work takes place inside the Question Player.  
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How to Use the Question Player 
 

As a teacher, you yourself will not use the Question Player, but it is helpful for you to understand how 

to use it just in case students ask you for help. For that reason, the images in this manual depict the 

student’s view of the Question Player. The key difference between the student and teacher versions of 

the Question Player is that the student version includes a Save button.  

Moving Around in the Question Player 
Once students have completed the work on the first question set displayed in the Question Player, they 

should click on Next to move on to the next question set. 

 

 

They can also click Next without completing the work. This is helpful if the students want to preview all 

the questions in the assignment before they start work. Furthermore, students who find themselves 

stuck on the first question can move on to other parts of the assignment.  

If a student needs to check something in the worktext, they can toggle from the Question Player back to 

the worktext by clicking on any part of the worktext that is not covered up by the Question Player 

window.  
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Doing this closes the Question Player so that students are looking at the worktext itself, like this:  
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When students have finished checking something in the worktext, they can return to the assignment in 

the Question Player by clicking the Work on Assignment button located near the top of the screen, in 

the middle.   

 

 

To move backwards in the assignment, click on the Back button.  

 

You can also jump to a specific question by clicking on it in the item list.  
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The Question Player Toolbar 
 

The first item on the Question Player toolbar is the Save button.  The Save button is marked with a 

floppy disk icon.  

 

The student’s work progress on an assignment (both standard assignments and practice assignments) 

can be saved by clicking the Save button.   

 

PLEASE NOTE: Student progress is auto-saved approximately once per minute in case they forget to click 

the Save button. 

 

The next button in the Question Player toolbar is the Full Screen button.  
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Students should click or tap it to expand the Question Player to cover the entire screen.  

 

Note: Using the full screen option will help students focus without distractions from other windows that 

may be open on their devices. Using the full screen option also improves the layout of some questions 

that are too big to fit the smaller size window. If the question looks cramped or oddly spaced, students 

should try clicking the Full Screen button to see if that improves the display.  

 

To return to the smaller window, students should click or tap the Full Screen button again.  

The third button is the Review button.  
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When they press the Review button, the Question Player allows the student to review all their work on 

this assignment so far. For example, they can see questions that have been skipped. They can use their 

mouse to hover over each square and a pop up message will tell you if you completed the item or not. If 

you click on an item, the Question Player page for that item loads so you can review or make changes to 

it.  

 

The fourth button is the Accessibility button. 
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If they click this button they will see the choices for color schemes, font sizes, and zoom settings. Many 

students with reading exceptionalities prefer color schemes other than black and white; they find that it 

makes it easier to focus and absorb the content of what they are reading.  

 

 

Next to the color scheme tab there is a tab that allows them to control font size. 
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There is also a tab that explains the zoom feature. 

 

They should make their changes and then click the blue OK button in the lower right. To keep everything 

as-is, they should exit the accessibility controls by clicking the X in the upper right to return to the 

Question Player.  
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The last button in the Question Player toolbar is the Flag Item button.  

 

Students should click or tap it when they want to flag a specific question when viewing it. They should 

click or tap it again to unflag the question. Flagging is useful when a student wants to skip a question for 

some reason and work on the other ones first.  

 

In this example, items 1, 10, and 14 have been flagged. Students might flag an item because they want 

to return to it later, or because they want to ask you questions about it.  
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Even if students skip a question and do not flag it, they will still be able to see all un-attempted 

questions in Review page of the Question Player. 

 

Finish & Submit Assignments 
 

When they have completed all the items in the assignment, they are ready to review their work.  Click or 

tap the blue Review button on the right-hand side of the screen.  

 

 

 

The final review screen loads. When they are done reviewing their answers, they should click or tap the 

blue Finish button in the lower middle of the screen.  
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The Submit Activity screen loads. Click the blue Yes button in the lower right-hand corner.  

 

 

If students navigate to the Student Assignment Dashboard, they will be able to see the assignment they 

just submitted is now listed under Submitted Assignments.  

Students can still review the assignment they submitted. To do that, click on the assignment thumbnail 

picture in the Submitted Assignments category. PLEASE NOTE: Once an assignment has been submitted, 

a student cannot edit their work.  

 

 

PLEASE NOTE: Once a student has submitted an assignment, their answers cannot be changed.  
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Grade Assignments 
 

Assignments that are ready to be graded are displayed under the Submitted Assignments section 

of the Assignments tab.  

Click or tap the assignment name hyperlink in the assignment thumbnail.  

 

 

PLEASE NOTE:  The assignment thumbnail image does not move from the In Progress section to the 

Submitted Assignments section until at least one student has submitted the assignment.  
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The Grading Breakdown page loads. This page summarizes how the students performed on this 

assignment. 

 

 

Let’s take a look at some of the features of the Grading Breakdown page: 

1. The name of the worktext the assignment was based on 

2. The Extend button. This allows you to extend the assignment deadline if you wish. You can 

extend an assignment deadline even if the deadline has already passed.  

3. Hyperlinked student name. Click on the student’s name to see their submission. Notice that 

in this case the student has completed the assignment, and the TBH portal has completed 

any auto-grading. <query the use of language in the Score column as it is contradictory to 

the coloured dot chart- issue raised, not informed of any solution or action taken> 

4. Hyperlinked student name. In the Score column, we see “not opened”, which means the 

student has not yet opened the assignment.  

5. Key to color-coding. This key explains the colored dots at #6 

6. Numbered list of questions. Remember that each question (1,2,3,etc.) might actually be a 

set of questions, rather than a sole question by itself. Each question set has been color-

coded according to the key at #5. A numeric score for that question set has been assigned 

by the TBH portal’s auto-grading feature.  

Auto-Grading 
The TBH portal has a built-in auto-grading feature for worktexts. As soon as a student submits 

their assignment, the TBH portal automatically grades some or all of it. Colored dots on the 

Grading Breakdown page indicate whether assignment items were:  

 answered correctly (green) 

 only partially correct (yellow) 
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 unattempted by the student (light grey) 

 answered incorrectly (red)  

 manually-graded items 

At this stage, the results per answer as well as the total mark have been decided by the system. 

However, you have the option to review the auto-graded items and manually override the 

score if you want to.  

If the assignment has questions that cannot be automatically graded (essays, open questions, 

drawings, etc.), the total grade is incomplete. You will need to mark these question sets 

manually. Such question sets are identified by dark grey circular icon. If you hover, over the 

icon, a tool tip “Manual Grading Required” appears.  See the Grade an Assignment section for 

more information on this.  

 

PLEASE NOTE: Auto-grading cannot be turned off. If you do not want to use the auto-grading 

feature, please select questions sets tagged as “manual” when you are creating the assignment  

PLEASE NOTE: Teachers can replace any auto-graded score by intervening manually 

 

Submitted Assignments 
Let’s take a closer look at an assignment that has been submitted for grading. To do that, click 

or tap on a hyperlinked student name on the Grading Breakdown page.  
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The selected student’s completed assignment will load. It looks similar to this:  
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Here are some points of interest in the student’s assignment: 
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1. The Bonus score field and the Save button. If you want to award extra credit to a student, 

do so by entering the the percentage value. EXAMPLE: Debbie scored 92% based on her 

assignment answers. She also completed her assignment well ahead of the due date. You 

want to award her an additional 5% for this. To do this, you enter 5% in the Bonus score 

field and click the Save button. Debbie’s total mark will be 97%.  

2. The worktext location of the question(s) associated with Item 1. Note also that the item is 

tagged, indicating it is a manually-graded item.  

3. Color-coded item score and Score field. In the example above, the circle is dark grey, 

indicating that the item must be manually graded. Right now the dark grey circle is empty. 

This is because the item has not been manually graded yet. To enter a score for this item, 

click or tap in the Score field, and type in the marks you want to award for this question.  

4. The correct answer for Item 1. The correct answer always appears after the question and 

the student’s response.  

5. The worktext location of the question(s) associated with Item 2. Note that Item 2 

has been tagged as an auto-graded question.  

6. Color-coded circular iconitem score and the Score field. In the example above, the 

circle is red, indicating the student’s answer for this item was incorrect. “0/1” 

appears in the red icon, displaying the number of marks awarded by the TBH portal 

for this item. If you want to change that mark, simply click or tap in the Score field 

and enter the desired numeric score.  

7. The correct answer for Item 2. The correct answer always appears after the question and 

the student’s response.  
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How to Grade an Assignment  
 

Steps:  

 

1. From the Assignments tab in the TBH portal, select the assignment you want to grade by clicking 

or tapping on the assignment’s name in its thumbnail image. 

 

 

2. The Grading Breakdown page loads. Click or tap on the name of the student whose assignment 

you want to grade.  

 

3. That student’s completed assignment will load.  You must review and manually grade any items 

that have been tagged with the word “manual”. You can look to the left side of the screen and 

see the tag located next to the item name (Item 1, Item 2). You can also look at the right hand 
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side of the page. Every item will have a color-coded circular icon. Manually-graded items are all 

marked with a dark grey circular icon.  

 

4. When you have reviewed a manually-graded question, decide on the student’s numeric score 

for this item. Enter the score in the Score field.  

 

 
 

5. Continue until you have scored all manually-graded items.  

6. (Optional) If you want to, review the auto-graded items and make adjustments to the score as 

needed. Note that the process for changing an auto-grade is simply to click in the Score field 

associated with that item and enter the desired numeric value, just as you did in Step 4.  

7. (Optional) If you want to enter any bonus marks or extra credit, enter the numeric value into the 

Bonus score field, then click or tap the Save button. 

 

 
8. (Optional) In some cases, you may want to return the assignment to the student without a grade 

so that the student can re-attempt the assignment. To do this,  click the Reattempt button at 
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the bottom-left of the screen.  If you are sending the assignment back to the student for a re-

attempt, skip to Step 10.  

 

 

 
 

 

9. When you have completed grading this student’s assignment, click or tap on the Complete 

Grading button in the lower-right of the screen. 

 

 
 

 

10. Move on to the next student assignment that is ready for grading. Do this by clicking or tapping 

the Next Student hyperlink.  The Next Student hyperlink is located at the bottom-center of the 

screen. 

 

 
 

 

11. Continue to grade student assignments until they have all been marked. At this point, students 

will not be able to see their grades via their TBH account. In order for the students to see their 

grades, you must release the grades.  
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Releasing Grades 
When all the marking is complete, you are ready to release the grades to the students. This 

enables students to see in detail how they performed on the assignment. 

Some teachers prefer to release the grades after all students have submitted their work. Other 

teachers prefer to release grades to specific students before all assignments have been 

submitted or graded. Both of these preferences are supported by the TextbookHub portal.    

How to Release Grades 
 

1. Navigate to the Assignments tab. In the Graded section, locate the assignment you want to 

release.  
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2. The Grading Breakdown page loads.  If you want to release grades to all the students, click or 

tap the Select All click-box (1). If you want to release grades to select students only, click or tap 

the click-box associated with the desired students’ names (2).Then click or tap the Release 

Grades button (3). 
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Download Grades 
You can download a grades report for an assignment two ways: download the grades from a 

single assignment or download the grades for multiple assignments.  

How to Download Grades for a Single Assignment 

Steps 

1. Navigate to the Assignments tab. In the Graded section, locate the assignment you want to 

release.  

 

2. The Grading Breakdown page loads. Click or tap on the Download Grades button.  
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3. The TBH portal will display the Downloading Grades Report pop-up.  Click the X in the 

upper right corner of the pop-up to dismiss it.  

 

4. The TBH portal will load the Assignments Dashboard A .zip folder with a CSV file file 

inside it downloads to your device.  

 

 

  

https://experience.dropbox.com/resources/what-is-a-zip-file
https://www.howtogeek.com/348960/what-is-a-csv-file-and-how-do-i-open-it/
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How to Download Grades for Multiple Assignments  
 

Steps:  

1. Navigate to the Assignments Dashboard. Locate the small left-pointing arrow that 

activates the dashboard tray (1). Click or tap the arrow. Then click or tap the Download 

All Grades button (2).  

 

 
 

 

2. The TBH portal will display the Downloading Grades Report pop-up.  Click the X in the 

upper right corner of the pop-up to dismiss it.  
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3. A .zip folder with a CSV file inside it downloads to your device.  

 

 
 

 

 

https://experience.dropbox.com/resources/what-is-a-zip-file
https://www.howtogeek.com/348960/what-is-a-csv-file-and-how-do-i-open-it/
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Student View of Graded Assignment 

 
When students click or tap on a graded assignment, they see a view similar to that of the graded 

assignment page teachers see. You may need to help students understand what they are looking at the 

first few times they review a graded assignment. Review the section of this manual called Submitted 

Assignments.  

 

 

Notifications 
 

Purpose of Notifications 
A notification is a message, email, icon, or another symbol that appears when the TBH portal wants to 

alert you to a significant change. Notifications are a way to let you know that something new has 

happened so you don't miss anything important.  

 

How Do I Find my Notifications? 
You can quickly check your notifications from any page in the TBH portal. Just look to the upper-right 

corner of the screen when you are logged in to the portal. It will display a bell icon and a number:  
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The number reflects the number of unread notifications in your teacher notification center.  

If you click or tap on the bell icon, a drop-down menu appears.  It lists a few of the most recent 

notifications.  

 

You can also see all of your notifications if you go to the Notification Center.  

  



63 
 

Types of Notifications 
 

Custom Notifications 

You can send a custom notification to students whenever you’d like. Instructions for that follow below. 

Students can send you custom notifications whenever they’d like. The process for students is the same 

as the one for teachers.  

Portal Notifications 

The TBH portal will send you a few different types of notifications:  

 When a student has submitted an assignment, the TBH portal will send the notification 

“[Student Name] has submitted [Assignment Name] for grading.”  The notification will include a 

hyperlink to the individual student’s grading page, just in case you want to jump to that page 

right away.  

 When an assignment’s start date has passed, the TBH portal will send the notification 

“[assignment name] is now available to students.” The notification will include a hyperlink to the 

Assignment Preview.  

 When an assignment due date has passed, the TBH portal will send the notification 

“[Assignment name] is now due.” The notification will include a hyperlink to the Grading 

Breakdown page for that assignment.  

 When students send you a message about a specific item in an assignment, the TBH portal will 

send the notification “[Student]  has sent a message to you about the item [item title] of 

the assignment [assignment name]." 

The TBH portal will send the students automatic notifications, too. Examples include: 

 "[Teacher name] has assigned "[assignment name] to you"  
 "[Assignment name] has been graded"  
 "[Assignment name] is now available to students" 
 “[Assignment name] is now due" 
 "[Assignment name] is due at [end date]" 
 "Your teacher [teacher name] has asked you to re-attempt assignment [assignment 

name]"  
 "[Teacher] has sent a message to you about the item [item title] of the assignment 

[assignment name]"  

 “Book access revoked” 

 “Group access granted” 

 “Group access revoked 
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Communicating Grades to Students 
 

In the TBH portal, you communicate grades to students by releasing the grades (see above).  

 

PLEASE NOTE: releasing grades to students generates a portal notification to the students. No need to 

write custom notifications to each student!  Students can also see from the Student Assignment 

Dashboard that the TBH portal has moved the assignment from the Submitted section of the Student 

Assignment Dashboard to the Graded section. 

 

 

Explore the Notification Centre 
 

Steps:  

1. After logging in to the TBH portal, select the Notifications tab from the left-side navigation 

panel.  
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2. The Notifications Center loads. The top half of the screen will look similar to this:  

 

From here you can:  

 dismiss notifications (individually or in bulk) 

 jump to other locations within the TBH portal via the hyperlinks included with each notification 
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3. If you scroll further down in the Notifications Center, you will see the Sent Notifications section. It 

looks similar to this:  

 

 

Note that in the Sent Notifications section you can:  

 Dismiss a notification by clicking or tapping the X adjacent to the notification 

 Click or tap the word “recipients” to see the names and email addresses of the notification’s 

recipient(s) 

 Review the details of the sent notification’s message 

 Open a new notification to send to a student or group of students (read about that below) 
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How to Send a Custom Notification to Students 
 

Steps:  

1. Navigate to the Notifications Center.  
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2. Click on the + button.  

 
 

3. The Notification pop-up appears. Enter the notification title and details, then select the 

student(s) who should receive this notification. When you are ready, click Send.  
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Learning Management Systems (LMS) Integrations 

 

TextbookHub Integrates with your LMS 
 

TextbookHub integrates with LTI-compatible Learning Management Systems (LMS’s) such as Moodle. In 

cases where you need to integrate the results of an assignment into your LMS, you will need an 

LTI link. 

What is an LTI link? 
  

An LTI link is a specific web address relating to (in this case) student assignments. If you copy/paste the 

TextbookHub LTI link into your school’s Learning Management System (LMS), the students’ grades can 

be passed from the TextbookHub portal to your school’s LMS.   

 

How to Find an Assignment’s LTI Link in TextbookHub 
 

1. Navigate to the Assignment Dashboard. Locate the assignment you want to link to your 

LMS. Click on the 3-dot menu.  
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2. A window pops up that reveals a summary of assignment information, including the LTI 
link.  Copy/paste the entire link into the correct field in your LMS.  
 

 

You may need to review documentation for your LMS to find the correct field. There are many 
learning management systems in use by schools, and they are all slightly different in terms of 
how they deal with LTI links. 

 

If you have additional questions not addressed in this manual, 

please refer to our Help Pages or contact customer support toll free 

at 1-855-779-4928.  

http://help.textbookhub.com/

