
 

Creating and Managing Point 
Based Analytic Rubrics 

 

In this tutorial we will learn how to create and manage a point based analytic rubric.  Our rubric 
will include multiple sections and we will learn how to create these multiple sections.    

 

Step 1. Setting up a New Rubric 

 

1A. First go to the rubrics tab 



 

1B. then click new rubric.   



 

 

1C. Enter the name of the rubric 
1D. Enter 
status 

1E.Enter 
description 

1F. Enter type 

1I. Enter scoring method 

1G. Enter levels 

1H. Enter criteria 

Note that the number of 
levels and criteria only 
applies to the first 
section of the rubric.   

1J. When finished click save, 



 

Step 2. Editing Criteria Group 

 
 
 

 

1K. you will see the saved successfully box 
pop up in the lower right corner.   

2A. Then go to the levels and criteria tab. 

On this screen, we will begin by editing the names 
and points of the criteria group, criterion, and levels.  

2B. To do this, click 
on the drop down 
arrow next to the 
group name, by 
default the group 
name is criteria.   

This drop down arrow will display options to edit the 
group, add group above or below, and add criterion.  
You can also delete the group but only if you have 
more than one group.  It will delete all corresponding 
criteria under the particular criteria group. 

 
2C. Click on edit criteria group. 

 



  

 
  

2D. You will be taken to a new screen where 
you can edit the group, level, and criteria 

 

2E. You can also change 
the number of points. 

2F. When you have completed 
this, click save. 

2G. You will be taken back to the main 
screen.  As you will notice the description 
of your criteria has not been created. This 
can be done by editing the criteria. 



Step 3. Editing Criterion  

   

  

3A. To edit criterion, click 
the drop down arrow next 
to your first criterion box. 3B. Click edit. 

You can edit, copy, add 
criterion above or below or 
delete the criterion. 

3C. You will be taken to 
a new screen that allows 
you to change the name 
and enter the 
description and 
feedback for each level. 

3D. To begin editing each level, click 
on the pencil icon or in the box. 

Leaving feedback will help 
your students know how to 
improve their work. 

3E. If you want to view the 
next criterion click the blue 
arrow in the top toolbar. 



 

  

  

  
 
 
 
 

  

3F. You will be asked to save 
the current page, click save 
and then you will be brought 
to the next criterion. 

3G. Once you have edited all your criterion 
you can preview your rubric by clicking on 
the corresponding button. 3H.When you 

finish, click save. 

3I. You will be taken back to the 
main screen and should see your 
descriptions corresponding to the 
criterion. 

 



Step 4. Editing a Level 
 
 
 

 

 

4A. To edit the levels click 
on the drop down arrow 
next to the level selected. 

You can edit the level, add a level, or delete the level.  
Caution: If you decide to add a level, it will add the new 
level in numerical order and you can change the order of 
the new level by changing the assigned score.   

4B. Click on edit level. 

4C. You will be taken to a screen where you can edit 
the name of the level and the points awarded.   

4D. Also from here you can change the different criterion descriptions 
and feedback of that level by clicking on the pencil icon or in the box. 



 

 
 

 

  
  

4E. You can preview your rubric by clicking 
on the corresponding button. 

4F. If you want to view the next level 
click the blue arrow in the top toolbar. 

4G. You will be asked to 
save the current page, click 
save and then you will be 
brought to the next level. 

4H. Then click save when you have finished and 
you will be taken back to the main screen. 



Step 5. Adding a Criteria Group 

 
 

    

5A. The add criteria group will bring 
you to a new page that allows you to 
create a criteria group. 

5B. If you add another criteria group it adds a new 
section to the rubric and each group is independent 
of the other groups.  This means you can assign a 
different number of levels and criteria to each group. 



 

 

 

5C.You can edit the group, 
level, and criteria names. When 
finished, click  “save.”  

5D. You can also add more 
criterion and levels by clicking the 
corresponding tabs. 

5E. If you add a criterion or level you will be 
taken to a new screen where you will choose 
which group to add the level or criterion to. 



 

 

 

Repeat Step 4C and 4D then save. 

5F. If you are adding a new criterion, the criterion will 
be added to the bottom of the particular criteria group.   

5G. To add a level click on “Add Level” 



  
 

5H. Choose the group you want the new 
Criteria to be shown under. 



 

  

5I. If you are adding a level with this 
method the new level will be placed in 
numerical order still in the chosen 
criteria group.   



Step 6. Reordering Criteria and 
Reversing Level Order 
 
You also have the option of reordering your criteria. 

   

 

   
 

 

6A. To do this, click on reorder 
 

6C. A new screen will appear that 
allows you to change the order. 

6B. Once you have done this click save. 

You will be taken back to the main screen.   

6D. Now you also have the option to 
reverse the level order.   
 

This will move the level (points) order from increasing 
to decreasing or decreasing to increasing. 



Step 7. Final Option to Modify Rubrics 
One final option available to modify your rubrics is at the bottom of the rubrics listed, this area 
includes the overall score of each level. With the different criteria groups used you can have an 
overall score.  

   
 
 
 

  
In this tutorial we have learned how to create and manage the levels and criteria of an existing 
point based analytic rubric. 
 

7A. You can assign the scores for total numbers by 
clicking on the drop down arrow for overall score. 
 

7B. From here you can edit levels 
and add levels, click edit levels. 

You will be taken to a new screen to change 
the level name, start range, description, and 
feedback.  However, you can’t change the 
name of the overall score category. 

7C. Start range is the minimum 
score needed to achieve that level 
of performance. 
 


