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Blackboard Assignments  
 
.ƭŀŎƪōƻŀǊŘΩǎ ŀǎǎƛƎƴƳŜƴǘǎ ŦŜŀǘǳǊŜ ŀƭƭƻǿǎ ǘƘŜ ƛƴǎǘǊǳŎǘƻǊ ǘƻ ŀǎǎƛƎƴ ŎƻǳǊǎŜǿƻǊƪ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅΦ Blackboard automatically 
creates a column in the grade center for any assignments the instructor creates. Assignments are the only method for 
students to submit work electronically in Blackboard 9. The instructor retrieves all submitted assignments through the 
course grade center. 

Creating an Assignment  
1. Open a content area in the course 
2. Click Evaluate 
3. Select Create Assignment 
Assignment information  
4. Enter a name for the assignment. There can be no special characters (#, ?, * or any other) in an assignment name. 
5. Enter instructions for the assignment. Let students know your expectation for how they submit their work. You can 

have students complete their work right in the assignment window, or you can have them submit a file as an 
attachment. 

  

 
Assignment Files 
To attach a file to the assignment: 
6. Click the browse for local file button, and locate and select the file on your computer. 
7. Click Open 
8. Once you see the file listed in the Blackboard window, click the Attach File button 
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Grading 
9. Assign the total number of points possible for the assignment 
Availability 
The assignment is available in the student view by default, but that can be modified if you are not prepared to release it 
10. Check whether you wish the assignment to be available 
11. Select the number of attempts you would like to allow for assignment submission 
12. If you wish to limit the time the assignment is available, check the boxes and select dates and times using the date 

picker and time picker icons to the right of the date and time boxes. 
13. Check the box if you would like to track whether students view the assignment (you can see any tracked views using 

the Performance Dashboard or Tracking Reports available in the Evaluation area of the control panel). 
 

 
 
14. If you wish to set a due date for the assignment, check the box and use the date and time picker icons to select date 

and time 
15. By default, the assignment is available to all students in the course. If you wish to limit the availability of the 

assignment to groups (you must first create groups within the course), select that option. 
16. Once the assignment is set, click submit 
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Completing and Submitting Assig nments (the student view)  
1. When a student logs into Blackboard and enters your course, they should enter the content area where you 

have placed the assignment (you will have to notify them where it is). 
2. When they click the link for the assignment, it will open the assignment window 
3. The student can enter their assignment information in the submission box provided 
4. An alternative is that they can attach a file, depending on what you have specified in your instructions 
5. When they click submit, the assignment submission becomes available to the instructor, with a date/time 

stamp. 
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Retrieving and Grading Student Assignments  
When an instructor creates an assignment, a column for that assignment is automatically created in the grade center. 
The grade center is where the instructor goes to retrieve the submitted student assignments, and to enter grades. 
 

1. From the course control panel, click the link for Evaluation and select Grade Center 
2. Use the horizontal scroll to get to the column for the assignment 
3. Click the down arrows at the right edge of the column 

 

 
 

4. From the menu, select Ψ!ǎǎƛƎƴƳŜƴǘ CƛƭŜ 5ƻǿƴƭƻŀŘΩ 
5. Select the students whose assignments you would like to download (the top checkbox selects all) 
6. Click Submit 

 

 
 

7. Click the link for ΨΩ5ownload Assignments NowΩ 
8. When prompted, click Save to save the assignments on your computer 
9. Select a location and enter a name for the zip folder you will download 
10. Click Save 
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