
Blackboard Learn (9.0) 
Assignment and Assessment 

 
Creating and Managing Assignments 

 
Creating the Assignment  
 
1. Select the content area where you want the assignments to be submitted (Assignments for 
example) and put your cursor over the Evaluate pull-down menu and select Assignment.  
 

 
 
2. Fill in the name of the assignment and use the instructions area to provide more details about the 
assignment. *Note: The assignment name will automatically create a column in the Grade Center.  
 
3. If necessary, you can also attach a file associated with the assignment.  
 
4. In the grading area, assign points possible.  
 
5. In the availability area, you now have the option to allow a single attempt, unlimited attempts, or a 
specific number of attempts.  

 
 
6. You can also check specific due dates and note the ability to receive items late, but marked Late.  
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7. If your assignment is a group assignment, you now have the ability to select which specific group 
they are a member of.  
 

 
 
8. Click submit when finished. Note the example of what it looks like from the student view.  

 
 
Retrieving Submitted Assignments from Grade Center When your students have submitted their 
assignments, it will show up in Grade Center and you can download them from there. You can choose 
to download them individually or all at one time. 1. Go to the Control Panel and select Evaluation 
and Grade Center  
2. Any assignments that have been submitted will show up as an exclamation point in the appropriate 
assignment column.  
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3. To download the assignments individually, put your cursor in the column with the exclamation 
point and select from the drop down arrow, View Grade Details  

 
 
4. To view your student’s attached file, click on the exclamation point and select from the drop down 
arrow, Open Attempt.  

 
 
5. A new screen will load where you can click on the attached file to view their attached submission. 
You can also assign points, insert comments to the student, type instructor notes (only visible to the 
instructor) and reattach files.  
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6. Click submit when finished.  
 
7. To do a mass download of all your student’s files, put your cursor on the appropriate assignment 
column and select from the drop down list Assignment File Download.  

 
8. Place a check in the boxes of the assignments that you wish to download, you can also click on 
Select Ungraded and then click submit.  
 

 
 
9. A new screen will load. Click on the hyperlink Download assignments now. 
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10. You will then be prompted to save them to your local machine or to view them in your browser. 
Your student’s files will be zipped into a single .zip file. 11. Once the file is downloaded, navigate to 
the folder where you saved the file and double click on the zipped file. WinZip will launch and you will 
see a list of files in the zip file. Click Extract and then navigate to the folder that you created for your 
student’s work.  

Note: For each paper there will be 2 files. The .txt file will any comments that the 
student submitted along with the paper. The .doc or other file will be the document 
itself. Note that the Student login and assignment name is appended to all documents. 

 


