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Assignments 
 

An alternative to the Digital Dropbox  
or emailing attachments 

@ 

Most often, an instructor will add an assignment to one of the Content Areas.  
There is even a specific section in Blackboard for Assignments. 

Begin the same way that you would to add content.  You can put it directly 
into the Assignment or other area - or you can create folders to organize your 
assignments. 
 
Instead of clicking on the Add Item button, this time you’ll move over to the 
right side of the toolbar and select from the dropdown list.  Choose Assign-
ment. 
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Creating an Assign-
ment is very much 
like creating any 
other piece of con-
tent.  The first differ-
ence you will see is 
that you are asked to 
enter the Points Pos-
sible for this assign-
ment. 

Enter the assignment 
information just as 
you would enter an 
item information.  
When you are ready, 
you can attach the 
homework / assign-
ment file and make 
decisions about the 
availability of your 
assignment. 

From your student’s view, when they click on the Assignments link, they will see 
your assignment, the instructions and the link to view / complete the assignment. 



 

EIS - Assignments                                              page 3                                          Created by Jen Gregory 

When your students click 
on the View / Complete 
Assignment link they will 
have the ability to click on 
your attachment.   
 
You may need to explain 
to your students what to 
do with the assignment 
(as shown in the example) 
 
When they are ready to 
turn in their assignment, 
they will come back to the 
same screen and Browse 
to upload their file.  It is 
important for your stu-
dents to click Submit if 
they are ready to turn in 
the assignment to you. 

When you create an Assignment, 
Bb automatically puts a column in 
the gradebook.  This is where you 
will go to access your students’ 
assignment submissions.   
 
They will appear as an item that 
Needs Grading - as indicated with 
the red exclamation point. 
 
Click on the exclamation point to 
access the assignment. 



 

EIS - Assignments                                              page 4                                          Created by Jen Gregory 

Clicking on the exclamation point will give you access to the assignment.  
You will see the date submitted and any user comments that your students 
have entered.  At this point, Bb requires students to add a comment. 
 
 
Feedback to User are comments that the instructor will enter - a message to 
the student about their work. 
 
If you have allowed for multiple attempts by the student you would also see 
Instructor Notes - comments that you left for yourself. 

Click on the View button to access the student’s submission. 
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Beginning with the Student’s 
Work, you will see the com-
ments sent by the student and 
the submitted assignment. 

By clicking on the link for the student’s 
submitted assignment, you will open a 
dialog box which will ask you if you 
would like to open the document or save 
it to a disk. 
 
Saving the assignment to a  disk will al-
low you to make comments or edit the 
document. 
 
Opening the document will only allow you 
to view the assignment. 
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When you’ve finished read-
ing the student’s assign-
ment, you will return to the 
Grade Assignment screen. 
 
Here you can enter the 
grade for the student and 
write your comments about 
the student’s work.  
 
If you have made comments 
in the document, you can 
upload the assignment to 
send back to the student. 
 
 
 
You can also make notes 
for yourself and attach a 
file. 

Your students will view their grades, 
access any attachments and view 
your comments in the My Grades link 
located inside Course Tools 
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Inside of the View Grades, students only have access to see 
their own scores. 
 
The student will see the Assignment and their score.  They can 
click on their score to see the details. 

The details given to the student 
are your comments and access to 
the returned file, if the instructor 
has returned the graded work to 
the student. 


