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Creating an Assignment 

1. Log into Blackboard. 

2. Navigate to your course. 

3. Select the lesson or week in where you want your assignment to appear 

4. Hover over the <Assessments> and from the drop down menu select <Assignment> 
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5. In the next window, create a name for the assignment and use the <Instructions> area 

to provide more details about the assignment 

 

 

 

 

 

 

 

 

 

6. If desired, you can attach a file to your assignment 

 

 

 

 

7. Choose a date when the assignment will be due 
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8. Assign points to your assignment. With <Submission Details> you can allow for single or 

multiple attempts when the assignment is turned in. With <Grading Options> you can 

choose to set the students to anonymous to grade them. With <Display of Grades> you 

can select how to display the grade and to make it available in the Grade Center.   

 

 

 

 

 

 

 

 

 

 

9. You can choose to make the assignment available or set a specific date and time for the 

assignment to show up to students 

 

 

 

 

 

 

 

 

 

 

10. Select <Submit> when finished 

 



  Center for Teaching and Learning 

4 
 

Retrieving an Assignment 

When a student submits their assignment, it will show up in the Grade Center and from there it 

can be viewed or downloaded 

 

1. Navigate to the <Control Panel> and select <Grade Center>. Then, from the drop down 

menu, select <Full Grade Center>  

 

 

 

 

 

 

 

 

 

 

 

 

2. Assignments that have been submitted will show up with an exclamation point  
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3. To view the assignment, select the <Chevron> to the right of the exclamation point and 

select <View Grade Details> from the drop down menu 

 

 

 

 

 

 

 

4. To view the student’s attached file, select <View Attempt>  

 

 

 

 

 

5. This action will bring you to the <Grade Assignment> screen where you will be able to 

view  the assignment, provide feedback and give the assignment a grade 
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6. Once finished, select <Exit> or <Grade Next Item> to move to another student’s 

submission 

 

 

Downloading an Assignment 

1. To download the student’s files, select the <Chevron> next to the assignment you wish 

to download. From the drop down menu, select <Assignment File Download>  

 

 

 

 

 

 

 

 

 

 

 

2. Select the users that you would like to download the assignment from 

 

3. Select <Submit> 
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4. This action will bring you to another window where you will be able to download the 

assignments to your computer by selecting <Download Assignments Now>  

 

 

 

 

 

 

 

Multiple Submissions 

 

1. If the student needs another attempt at submission the instructor can allow that by 

selecting the <Chevron> next to the exclamation point and selecting <View Grade 

Details>  

 

 

 

 

 

 

2. In the next window, you can allow for an additional attempt by clicking the button 

labeled as <Allow Additional Attempt>  
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Note: When professors allow for multiple attempts their grade will only be tied to the first 

attempt the student made. To avoid this repeat step 1, as mentioned above, and select <Clear 

Attempt> to clear the first attempt.  

 

 


