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Creating and Grading Assignments in Blackboard

Blackboard allows you to create different types of “Assessments,” or graded work, in your course site. One
type of Blackboard assessment is an “Assignment,” which allows students to type in a short answer or
essay response and/or attach a document with their submission. If student work is submitted as an
attachment, you can mark-up certain types of files using the “Inline Grading” feature (inline grading works
with .doc, .xml and .pdf files — see Part Il of this guide), or download the attachments from the grade
center either one-by-one, or as a ‘batch’ per assignment. As with other graded activities in Blackboard, a
column will automatically be generated in your Grade Center for the assignment and can be set up to factor
into the course’s weighted column. This helps you to maintain an accurate record of student work and
makes grading a much more streamlined process.

There have been a few changes to the assignment process in the December 2014 CUNY Blackboard
update. In particular, some of the option fields have been rearranged and condensed, and “SafeAssign” is
no longer a separate assessments category; it is now built into assignments (see Steps 6-7).

This guide will show you how to create a new assignment (Steps 1-4), specify the options for student
submission, grading options, and availability (Steps 5-10), and go over the steps of how to grade
assignments with and without using the “Inline Grading” feature (Steps 13-21).

Stepl

First, ensure that “Edit Mode” is on. The
switch is in the upper right corner of the
screen.

Make sure "Edit
Mode" is on.

e repositionable bar to pin them to the top of the list and prevent new announcements from superseding them. The order shown

Step 2

Jane Austen Demo Course #if

Navigate to the content area where you B

want to place the assignment.

Announcements

Navigate to
appropriate
Instructor Info content area.

Course Materials /
Announcemen

Weekly Materials

Course Information
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Step 3

Once within the desired content area,
hover over the “Assessments” button at
the top of the page and select
“Assignment” from the drop down
menu.

Assignments

~ .Jane Austen Demo Course ¢
va

Build Content. ~ Assessments v Tools ~ Partner Content
Announcements

Instructor Info ean Tes

Weekly Materials

Enabled

Course Information Assignment

E: Nort Mobile Compatible Test
L
g Ense and Sensibility
wd Hover over

nabled: Statistics Tracking

~ | "Assessments"
of tab and select

o] "Assignment”.
Tests ' F aper #1: Character Analysis

Fide and Prejudice

nabled: Statistics Tracking

Step 4
Enter a title for the assignment, and any

instructions you'd like to appear below
the assignment’s title. Remember that
inline grading only works with
assignments submitted as a .doc, .xml
or .pdf file attachment, so if you'd like to
use inline grading, include directions on
submitting a file attachment here. You
can also include longer instructions (or
the rubric used for grading) as a file
attachment. To attach a file saved on
your computer, click the “Browse My
Computer” button. To attach files
previously uploaded to Blackboard click

the “Browse Content Collection” button.
(See Content Collection Quick Guide for more
details:
http://spsfaculty.commons.gc.cuny.edu/quick-

quides/).
Enter a due date for the assignment by

clicking the calendar icon and selecting
a date, then clicking the clock icon and
selecting a time (default time is
11:59pm on the due date).

Note that entering a due date will
automatically create an entry for the
assignment on both your and your
students’ Blackboard calendar for your
course. Students can access the
assignment — and you can grade it -
directly from the calendar entry.

(See Calendar Quick Guide for more details:
http://spsfaculty.commons.gc.cuny.edu/quick-

quides/).

Create Assignment

Assignments are a form of assessment that adds a column to th

Give the assignment a

descriptive name and
include instructions.

ASSIGNMENT INFORMATION

el

Mew Assignment b
Instructions

T T T F Paragraph ¥ Arial
D OaQw EEEE = T T
Q@ EHf cwnes - T « 0@ 4 B

3= Name and Color

v 3(py v

HTHL C55

Directions for the assignment...

Attach files from
your computer
or the content

collection.

Aftach File Browse My Computer Browse Content Collection
DUE DATES

Submissions are accepted after f.‘:M.‘nm'h‘d m

Due Date =]

Enter dafes as mm, @i ed inlny increment.
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Step 5

In the “Grading” field, enter the points
possible for the assignment. If you will
use a rubric for grading, hover over the
“Add Rubric” button and choose “Select
Rubric” to associate an existing rubric
with this assignment. Alternatively, you
may select “Create New Rubric” to
create a new rubric, or “Create From
Existing” to modify an existing rubric
and associate it with this assignment.
(See Rubrics Quick Guide for details on creating and

using rubrics:
http://spsfaculty.commons.gc.cuny.edu/quick-

quides/).

GRADING

Paints Possible

Enter point value for
the assignment.

Associated Rubrics

Select Rubric
Create Mew Rubric

Submission Detail Create From Existing

Add Rubric

G tions

Hover over "Add Rubric" and select one
of the options.

Step 6

The “Grading” field also contains
subfields with additional options you
can customize by clicking on each title
to expand its menu. Note that if you do
not change any of these options, the
default settings will be saved (default
options are indicated below). The
subfields are:

1) Submission Details (see Step 7): Enable
Individual, Group or Portfolio submissions,
number of attempts, and check for
plagiarism using SafeAssign.

Default is individual, single attempts
without using SafeAssign.

2) Grading Options (see Step 8): Enable
Anonymous and/or Delegated grading.
Neither of these options is selected by
default.

3) Display of Grades (see Step 9): Change
primary/secondary grade displays, include
in Grade Center calculations, show grade
to students, and show grading statistics to
students.

Default is a primary grade displayed as a
score, included in calculations, and
displayed to students.

GRADING

Points Possible 100

Associated Rubrics Add Rubric

Submission Details

Grading Options

Display of Grades

AVAILABILITY
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Step 7
Submission Details

Click “Submission Details” to access

the following options.

A. Assignment Type: Designate
assignment as an individual, group, or
portfolio submission. If you choose
“Group Submission,” you must have
already created groups beforehand so
you can select the group(s) you would
like to complete this assignment (see

Submission Details

Ifany students df

Assignment Type

In more than one group receiving the same assignment they will submit more than one

# Individual Submission
Group Submission
Portfolio Submission
Selecting this option will require students to submit a portfolio as a response to this ass

detail). Note: In the Grade Center

Number of Attempts

Single Attempt T I

column for a group submission
assignment, any students who are not
in the designated group(s) will be
greyed out.

Plagiarism Tools

Check submissions for plagiarism using SafeAssign
Safedssign only supports English-language submissions. See Blackboard Help for mor:

Allow students to view SafeAssign criginality report for their attempts

Exclude submissions from the Institutional and Global References Databases

B. Number of Attempts: Choose how

many times students are allowed to
submit the assignment. If you choose

Group Submission detail

8l Submissicn

multiple attempts, you must then
designate the maximum number of
attempts. If you choose either multiple
or unlimited attempts, you must indicate
which of the attempts you'd like to be
graded or if you'd like the attempts to iy
be averaged (see detail). oo ¢

Items to Select

C. Plagiarism Tools: Tick the box next
to “Check submissions for plagiarism
using SafeAssign” to have Blackboard

Invert Selection

Mumber of Attempts

Select All Invert Selection | Select All

Select group(s) and
click right arrow to add

» Group Submissicn
Portfolio Submission
Selecting this opi]

to this assignment.

Single Attempt A

check students’ submissions against a
reference database and produce an
“originality” report. If you enable

SafeAssign, you will then have the

Number of Attempts detail

Multiple attempts ¥

option to tick boxes to allow students to
view the originality report, and/or to
exclude students’ submissions from the
“Institutional and Global References
Databases.” Allowing students to view
the originality report may be helpful for
teaching how to cite correctly,
especially if your assignment involves
drafts (see end of this guide for more
details about checking drafts for
plagiarism). If you don't tick either of
these boxes, only you will be able to

Maximum Attempts

Score attempts using

Plagiarism Tools

Last Graded Attempt v
Last Graded Attempt

Highest Grade agiaris
Lowest Grade flish-Iq
First Graded Attempt ifefssi

Average of Graded Attempts | the In

view the originality report and your
students’ papers will be added to the
references databases.
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Step 8
Grading Options
Gra‘dln O tlons You can choose to hide student names from submission attempts during grading, making them anonymous. You o
C“Ck “G I‘adlng Optlons" to access the all the grades given to a submission and set the official grade for the affempt. By default, instructors have reconci]

following options:

¥ Enable Anonymous Grading
Student names are hidden during the grading process.

A. Anonymous Grading: Enabling this
option will hide student names from the

Disable Anonymous Grading

On specific date v

instructor during the grading process to Enter dates s mm/dd/yyy

ensure unbiased grading. If enabled,

you may then choose to disable 4 Eratle Delegates Gracing B.
Delegate grading responsibilities fo one or more additional grader.

anonymity either on a specific date, or
after all submissions are graded.

Show| Al Assigned to Grade ¥

Students will be informed that their ;ﬁmm e
submissions will be graded S
anonymously on the assignment page.
B. Delegated Grading: You will
probably not use this option at SPS, as Anonymous Grading detail J
it only applies to classes with multiple ¢ Enable Anonymous Grading
Student 7 e hidden during the grading process.

instructors or teaching assistants. It
allows you to delegate responsibility for
grading to one or more instructors or
graders in the course.

Disable Anonymaous Grading

On specific date ¥

After all submiszions are graded

M Display of Grades
Display of Grades
ChOOSG to dISp|ay your grades as a Grades must be entered using the format selected for Primary display. Grades display in this fory
score, |etter, teXt, percentage, or as bath the Grade Center and My Grades. The secondary display option is shown in the Grade Centd
incomplete/ complete. If you display
your grade as a letter, be sure to select || PPy oradeas § Fimay = . Socondary -
“Letter SPS” to ensure the appropriate T e e

grade scale is used. You can also
display grades in the Grade Center in
two different formats at the same time

nclude in Grade Center grading calculations

Scores on anonymously graded assignments,

by SElECting both a “Primary” and a are no longer anonymous. Choose to display grades in the Primary and
“Secondary” dlsplay mode. This allows Secondary views as a score, letter, text,
youto view students’ grades a,or || EY8e wonemon | S5 SISO
example, both a score/ percentage and must choose "Letter SPS."

a letter. Note that the primary display Shaw Statistics (average and median) fo

will be visible in both the Grade Center
and on your students’ "My Grades . The primary display here is
page, while the secondary mode will number, and the secondary
only be visible to you in the Grade is letter. 7

86

Center (see detail). Under “Display of “
Grades,” you can also choose to .
include the grade in the calculation of o
the weighted final grade, and/or to —

100.00 (A+) 88.00 39

display the assignment’s grade

Office of Faculty Development & Instructional Technology: ofdit@sps.cuny.edu 2/10/2015



mailto:ofdit@sps.cuny.edu

Assignments in Blackboard (v.2)

60f13

statistics (average and median grade
for the whole class) to students along
with their grade in “My Grades.”

Step 10

If you do not want students to view the

assignment yet, untick “Make the
Assignment Available.” You will then
have to edit the assignment later to
make it available. Alternatively, you
may choose to limit the availability of
the assignment by entering “Display
After” and “Display Until” dates in the
appropriate fields.

Tick the “Track Number of Views” to
enable statistics tracking that will
generate report about student

rack MNumber of Views

AVAILABILIT

1ake the Assignment Available
assignment eannot be made available until it is assigned to an individual or group of students.

Limit Availability

Display After
Enter dates as mm/dd/yyyy. Tinte 1

=]

pbe entered in any increment.

Display Until

Choose to limit the availability of the
assignment by time and date.

performance.

Remember to click “Submit” when
you're finished.

Step 11

Your assignment will appear at the
bottom of the page in the content area.
To rearrange the order of your content,
hover over the assignment, click and
hold the arrows icon that appears, drag
the assignment to its new location and
drop it into place.

Enabled: Statistics _Mm
Click and drag the
arrows icon to
rearrange the order of
assignments.

n

Take this quiz beforg

Assignment 4: S¢

Enabled: Statistj

t are the personal traits of the character?

hat is the character's outlook on life? on other characters? on
" What moral qualities does the character possess?

5. Is the character static or dynamic (or developing)?

6. How would Austen have us judge the character?

New Assignment

Enabled: Statistics Tracking

Step 12

Blackboard automatically creates
columns in the Grade Center for any
new assignments. The new
assignment’s column appears all the
way to the right of the Grade Center.
Columns can be re-arranged editing the
“Column Organization” in the “Manage”
menu of the Grade Center.
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(See Grade Center Quick Guide for more details:
http://spsfaculty.commons.gc.cuny.edu/quick- hter : Full Grade Center

quides/).

A column for the new assignment
+| appears in the Grade Center.

rmode te using the keyboard. To enfer a

iter page. To enter a grade; click

Create Calculated Column  «

" Test Assigrene  Teston Poa's F @ Pow's Puricine: | TestCreated fre  Assipnmest & © | | New Assignmes

Part Il: Grading Submitted Assignments With or Without Using Inline Grading

Part Il will cover grading assignments with or without using the Inline Grading function. Inline grading allows
you to view, comment on, and grade student submissions (similar to the “Review” function in Microsoft
Word) without having to download the files or leave the Blackboard “Grade Assignment” page. These mark
ups will also be viewable in the Grading history. As mentioned above, Inline Grading will only work if
students upload their submissions as files with .doc, .xml, and .pdf file extensions. Work submitted through
the text editor is viewable, but you will not be able to interact with it beyond entering feedback and/ or using
a rubric. If students submitted their assignment as text, skip to Step 19. You can also download
assignments submitted as an attachment either individually or as a batch so that you can grade them offline
(see Steps 13, 15 and 19).

Step 13

Grade Center : Full Grade Center

When screen reader mode is on, the Grade Center data app

Open the Grade Center and find

the aSSIQnment ?n need Of ::ﬁmﬁ:ﬁﬁﬁiﬂzﬁﬁ e:;e You can also download assignments by clicking
gradlng by |Ocat|ng the yenOW directly in a cell on the Grade Center pj the downward facing arrow next to the

. s . . he Enter key to submit. Use thearroufl assignment's name and selecting "Assignment
exclamation point icon in the grid. ‘ File Download.”
C“Ck the doWnWard fac|ng arrow Create Column Create Calculatec

Filter iscover Content Work Offline +

that appears when you hover
over the icon, and select the
attempt you'd like to grade from
the drop-down menu.

%  MoveToTop | Email Sort Columns BY:| | ayout @bsition Order’| 4 Ascending

Grade Information Bar Last Saved.Ja y 23, 2015 1:09 PM

~ ~

ForAntonia \oiceThreadAs  Voice Thread At

ry
M Last Name First Name v Assignment 1

[ Harris Robby
You can also download o - - , .
assignments to grade offline by g;w e - B ————
clicking the downward facing BN Hover over downward /' EEETE =
arrow next the assignment’s o ) acing :;?:;onjdsﬁfi ) e egens
name at the top of the column grade from the drop \ —— o
and selecting “Assignment File down ment.
Download.”
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Step 14

On the Grade Assignment page
you will find the following:

A. Inline Viewer Toolbar: Here
you'll find buttons allowing you to
interact with and mark up the

document (see Steps 15-18 for

Highii

ght  ad Ted s Sirieout

more details).

B. Inline Viewer: An interactive
copy of the student’s submission
(see Step 18).

Click "comment”
to expand
annotation menu.

5
E

LEMISSION
REVOLUTIONARY LOVE LETTERS0ca
MMENTS
Antonia Levy

C. Inline Grading Sidebar: Grade
the submission, view the

Heea b5 my paper, professor. A lsizer freen the late Karl Marx
10 his. belovesh wels Jsnny | hape youl anjoy reading i

tilled with gratitude for your
jection and prosecution,
f s scarce

assignment details, view and/or
use any rubrics associated with
this assignment and add
feedback (see Step 19). You can
also download the submission by
clicking on the icon to the right of
the file name.

Step 15

Viewing 2 of Zgradable iia

These icons appear on the
toolbar on top of the submitted
document (see A in Step 14). It
includes buttons for zooming, to
download the submitted file with
annotations, and to navigate
through the pages of the

)

Y=

\E-

Expand annotation toolbar
(see Step 17)

emp

Move up or down
one page
AssiManl Instruc&s ~

1of 1

!

Comment

“ A

assignment. Clicking the button

Zoom out or in

Download document
with annotations

“Comment” opens an additional
annotation toolbar (see next
steps).

Student: Antonia Levy

Office of Faculty Development & Instructional Technology: ofdit@sps.cuny.edu

2/10/2015



mailto:ofdit@sps.cuny.edu

Assignments in Blackboard (v.2)

90f13

Step 16

The annotation toolbar also
includes buttons that allow you to
mark up the document. You can

Viewing 2 of 2 gradable items
E—

draw, highlight, insert, or strike
out text in a variety of colors. If
you strike out text, a cursor will
appear that allows you to enter in

N Select the type of tool you'd like to use and then click on
the document to begin marking it up.

Assignment Instructions »

|

and then move around @ [Jcomment [ 10f 1
replacement text. If you draw,
hlgh“ght or insert text you can 9 Comment * Draw Highlight aA Text s« Strikeout

choose one of four colors for your
mark up.

Step 17

The annotation toolbar includes

Viewing 1 of 2 gradable items

three options for different types of
comments. Click on “Comment”
to expand the comment tool.
From the dropdown menu, select
“Point comment” to add a
comment to a specific point in the

Click here to expand the

annotations toolbar.
Assignment Instr

10f2
a#¢ Strikeout

Highlight aA Text

.9 Point Comment

document. Select “Area
Comment” to draw a rectangle
around an area and leave a
comment on it; or “Text
Comment,” which allows you to
highlight a segment of text and

& Area Comment

:h Text Comment

Select the type of comment
you'd like to leave and then
click on the document to

start commenting.

add comments to it.
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Step 18

To start annotating, click on the
tool you'd like to use, then click
on the place in the document
that you'd like to annotate.
When you use an annotation
tool, a mark will be made in the
document and an entry will be
added to the comment log to
the right of the document.
Depending on the setting, you
may or may not be able to see
the annotation and comment
log. If you would like to view the
annotation and comment log,
click the two leftward-facing
arrows in the upper right hand
corner of the annotation
screen. If you would like to hide
the annotation and comment
log, click the “X” in the upper
right hand corner next to
“Comments & Markups” (see
detall).

S (| &

[ comment

Ls comment ¥ & Draw

Al Highlight  aA Text | «ee Strikeout I

Click here to view comment log.

Comments
appear here.

=

Dam writing this Letter 2 yors i She spisit of the lov
ezt half a cextury. T am writing this letter,

Click on the tool you'd
like to use, then click
on the document to
annotate.

Krystyna Michael: Formatting is off
here

Krystyna Michael: Avoid using
personal pronouns

Krystyna Michael: Where is the rest
of this sentence?

Comments & Markups

* | Pagg

A Click the "X" to
hide the

4 comment log.

m

A lamwriting

o 340

0

Step 19
When you are done annotating,

turn to the grading panel on the
right hand side of the screen.

A. You can enter the grade for
the assignment here.

B. If you are using a rubric,
click here to expand the rubric
and enter scores. When using
a rubric, you don't have to enter
a grade into the above field
(see Step 20).

C. If the assignment was
submitted as an attachment,
you can download the file by
clicking here.

Note: if students submitted
multiple attempts, you can view
other attempts by clicking on
the downward facing arrow

Assignment Details

GRADE
LAST GRADED ATTEMPT

ATTEMPT 2
12315 12:01 PM

SUBMISSION

D Designing the Visual Essay Cambre.doc

COMMENTS

90.5/100
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next to “Attempt”
Step 20 -
If you've associated a rubric RS
with this assignment, click the
downward-facing arrow (D
above) to open the grading
rubric. Here, you can enter a HDERSTANDING MATERIAL -
score for each of the rubric’s e
criteria and leave written e
feedbaCk. -:- C -.,.'Satlsfactory 53.[5?";2_: points
) Failing 28 (22%) points

A. Tick the box to reveal
descriptions for each of the roe o -

. . . * Excellent 20 (20%) points
rubric’s criterion. T T
B. TICk the bOX to Open a () C - Satisfactory 15 (15%) points
feedback box under each © Failing 8 (&%) points
individual rubric criteria. CRAMMAR AND SPELLING )
C. Click to open the rubric in a e
new WindOW. ) Good 8.5 (8.5%) points

- C - Satisfactory 7.5 (7.5%) points
D. Tick the circle that indicates ) Failing 4 (4%) points
the appropriate score for each
Criteria. Raw Total: 0.00 {of 100.0)
Change the number of points out of 100.0
E. The rubric will calculate a
“Raw Total” grade based on Feedback: Students will not see this feedback unless you
. T setthe rubric grading score to be visible to the students.

your entries above. If you'd like
to override that score, enter an
overall assignment grade
manually here.
F. Enter overall assignment
feedback for the Student here. Text Editor | Cancel = Save Rubric
G. When done, click “Save =
Rubric.” Important: you still
need to save the grade on the
next page in order for it to be
entered into the Grade Center
(see next Step).
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Step 21

The grade entered into the
rubric in Step 20 will
automatically appear in the
“Grade” field. You can
overwrite this value by clicking
on the pencil icon to the left of
the grade. Enter any general
feedback you wish to give to
the student in the “Feedback”
text editor. (Any feedback you
enter into a rubric [see Step 20]
will only appear to students
when they open the rubric;
feedback you enter into the
general feedback text box here
will appear on the student’s “My
Grades” page.)

Click the “Add Notes” link to
add personal notes to this
assignment that only you can
see. When you're done grading
and giving feedback, click
“Submit” to save the grade in
the Grade Center. Blackboard
will automatically display the
next students’ assignment
submission for you to grade.

Assignment Details ~

GRADE

Last Graded Attemnpt

1211114 2:05 FMAttempt

GEADE EY RUERIC
OBSERVATTON ESSAY - POINTS

FEEDBACEK - SHOWN TO LEARNER
Nice work overall. |

A @ Character count: 19 y

5 Add Notes

Used for Grading

Step 22

The final grade for this
assignment has been entered
into the Grade Center. The
student is now able to view the
grade, the annotated
submission, and any feedback
you may have given on the “My
Grades” page.

> | Move To Top Email

Grade Information Bar

® Last Hame First Name Voicethread As Essay One
[ Harris Robby
[ Ko Susan
[ Lew
[ Muniz Jose

Antonia

Selected Rows: 0

Final assignment grade has been

entered into the Grade Center.
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Using Plagiarism Tools for
Student Paper Drafts

You can use the plagiarism
feature to teach students about
plagiarism and proper citation if
you have SafeAssign check
drafts of an assignment and
then share the SafeAssign
report with the student (but
without adding the draft to the
institutional database).

To do so, set up a separate
assignment for the draft
following Steps 1-5 above.
Under “Submission Details”
check all three options under
“Plagiarism Tools” so that
SafeAssign checks the
document, allows students to
view the report, and excludes
the draft submission from its
databases. (You will probably
want to exclude the draft
submission from the databases
so that the final draft doesn’t
come back as plagiarized.)
You may not want to include
this assignment in Grade
Center calculations.

Submission Details

If any students are enrolled in more than one group receiving the same assignment they will submit more than on(

grade for the assignment.

Assignment Type

Number of Attempts

Plagiarism Tools

@ Individual Submission
= Group Submission
= Portfolio Submission

Selecting this option will require students to submit a portfolio as a response to this as{

Single Attempt -

To use SafeAssign with a
m\ draft of an assignment,

SafeAssign only supports Englis check all the Plagiarism
If SafeAssign is enabled, nd Tools options.

Students may stil]
setting.

ard Help for mor
ality Reports will
nding on the state

Allow students to view SafeAssign oniginality report for their attempts

xclude submissions from the Institutional and Global References Databases
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