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Gradescope online assignment – time-

limited 
The Online Assignment functionality within Gradescope can be used to create a time-limited exam 

that supports various question types including handwritten responses. This guide explains the 

steps involved.  

Please note: Gradescope assignments must be set up by going through Minerva, by a staff 

member with Instructor access, following the instructions below. Do not attempt to set up a 

Gradescope account or assignment by going directly to Gradescope's website.  

 

Process 
This guide walks you through the following steps:  

• Creating a Gradescope link in Minerva  

• Syncing the roster  

• Creating the assignment  

• How do students start the exam?  

•  Grading papers  

•  Returning grades.  

 

Creating a Gradescope link in Minerva 

To start creating assignments, you will need to create a link to Gradescope from Minerva. This will 

open the tool in a new tab. You will only need to create one link in your module.  

 

Step 1 

Go to the module in Minerva, then to Submit My Work in the module menu. This is where we 

would recommend that the Gradescope link is placed for consistency – so students know where to 

find it.   

From the menu, select Tools, then More Tools, then Gradescope.  

  



 

  

  

Step 3 

Keep the link name as Gradescope, then select Submit. Do not change any other settings. This 

will now have created an item in the module which both instructors and students will use to access 

Gradescope.   

  

Step 4 

To start building your exam, select the link you created. This will take you to a new browser tab 

where you will need to select the Launch button.   

  

  

Step 5 

When launching your Gradescope item for the first time, Gradescope will ask you to confirm the 

course that should be linked.  

Select A new Gradescope Course and select Link Course. This will add the course to your 

Gradescope Dashboard.  

   



 

  

Please note: You only need one Gradescope item per module, regardless of how many 

assessments you want to set up.   

  

  

 

Syncing the roster 

When you first access a course via Minerva, you MUST sync the Blackboard roster (all staff and 

student enrolments) to Gradescope. This makes sure the users from Minerva are added to 

Gradescope.  

 

Step 1 

The roster can be accessed via the left-hand menu. To sync the roster, select Sync Blackboard 

Roster from the bottom toolbar.  

  

  

  



 

Step 2 

A dialogue box will appear to confirm what is about to take place. It also tells you what course the 

data will be synced from.   

The dialogue box contains a check box to ‘Let new users know that they were added to the 

course’. This MUST be unchecked. Checking this box will inform all synced users that they need 

to create an account at gradescope.com – this is not the case, they should access Gradescope via 

Minerva.  

   

Also, do not select the option from the bottom toolbar to Send Enrollment Notification. Again, 

this asks users to sign up via gradescope.com and must not be used.  

 

Creating the assignment 

Step 1 

You can now start building the assignment. Select Assignments in the left-hand menu, then 

Create Assignment.   

  

You will see five options for the type of assignment. Select Online Assignment, then Next.   

 

 

 



 

Step 2 

Give the assignment a clear title under Assignment Name, then set a Release Date and Due 

Date that allow for a 48-hour submission period. You must also select Enforce Time Limit and 

enter the time limit in minutes. Once a student launches the assignment, the countdown timer will 

begin.   

  

 

Step 3 

When you have filled in the information above, select Create Assignment.   

 

Adding questions to your assignment 

You can now start building your questions and answers from the following question types:  

 Short answer (graded automatically, sensitive to correct spelling)  

 Free response (typed free text response, must be graded individually)  

 Multiple choice (graded automatically)  

 Select all (supports ‘select all that apply’ from a list, graded automatically)  

 File upload (supports image or pdf upload of a diagram or handwritten response, must 

be graded individually)  



 

You can read more about each question type and how to create them on the Gradescope website.  

Question 1 will appear on screen by default with options to add further questions below.   

Select Insert Field to select a question type. This will populate the Problem box with a template 

to add your question and the answer. You can also adjust the amount of points awarded for each 

question, which will be 1 by default.   

  

Once you have built your assignment, select Save.  

Please note: It isn’t possible to reuse questions in different assessments. You will need to 

manually recreate a question to use it again elsewhere.  

 

Giving extensions to students 

If a student needs more time to complete your assessment, it is possible to give them an 

extension. To do this, select the clock icon from the left-hand menu.  

  

  

  

This will launch a new screen. Select Add an Extension.  
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Select the student name that requires additional time and make sure the Maximum Time 

Permitted box is ticked.  

Then specify the amount of extra time needed and select Add Extension. This will add a time 

extension ONLY for the specified student.   

  

  

 

How do students start the exam? 

For students to access the assessment, they will need to select the Gradescope link that you 

added to the Minerva module. If multiple assignments have been created for the module, 

please note that students will see all of these listed.  

  

  

Students must select the assignment name to launch the assessment. Students will then see how 

long they have to complete the exam. They are also given a recommended time to start – this 

ensures they have the full time available to them.  

  



 

  

The timer will start as soon as the student selects Start Assignment. Responses will be 

autosaved as they complete the test. When they are satisfied with their answers, the students 

have the chance to review them before selecting Submit Assignment. Resubmissions are 

accepted until the time expires.   

For handwritten responses or diagrams, students will be able to upload an image file or PDF scan 

of their answer.   

  

 

  



 

Grading papers 

Once the exam is finished and you are ready to grade submissions, launch Gradescope from your 

Minerva module and select the exam title. In the left-hand menu, go to grade submissions.  

Depending on the question type, some answers will have been graded automatically, but you can 

add rubric items to make adjustments if needed. To read more about marking using the rubrics, 

read through the guide on the Gradescope website.   

Text-based or image-based responses are not graded automatically, so you will need to mark 

them manually.   

  

 

Returning grades 

This advice will be updated soon.   
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