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The assignments feature streamlines the submission and grading of student files. Instructors 
can create coursework and then manage the grades and feedback for each student 
separately. After an assignment is created, students can access the assignment, complete it in 
a separate file, and send it back to the Instructor. The Instructor responds to each student 
separately, grading their assignment, providing comments on their individual assignment and 
attaching files, if necessary.  
 
 

 
 
These instructions assume you have created an assignment, the students have submitted their 
assignments and the assignments are ready for you to view and/or grade. If you have not 
created the assignment, you should follow the instructions for creating assignments. Students 
should follow the instructions for submitting assignments. The procedures for downloading 
student assignment submissions to view offline begin on page 4 of this document.  
 
1. To view/grade an assignment you should get into the Control Panel and select Grade 

Center from the Assessment area. 
 

  
 
2. Once the Grade Center loads, locate the assignment column. The icons you will probably 

see in the assignment column are: 
 

 Indicates the student has not saved or submitted the assignment 

 Indicates the student has submitted the assignment and it is ready for grading 

 Indicates the assignment is in progress (saved, but not yet submitted) 

 Indicates there is some type of error 

 
 
3. Move your mouse to the cell for the student’s assignment you want to view/grade. On the 

right side of the cell you should see a down arrow. Point to this arrow and select Grade 
Details from the drop-down menu. 
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4. You should see the Grade Details screen for the student. Click on the View Attempt button 
to see the student’s assignment attempt.  

 

                         
 
5. You should see the Grade Assignment page. Section 1 contains all the assignment 

information you created. Section 2 contains the comments from the student as well as any 
files that the student attached.   

 

 
 
 
 
 
 
 
 

Note: When you click on the hyperlink for the attached file, the file will either 
open or you will be prompted to save the file. What happens when you 
click on the link depends on the type of file that was submitted, the 
browser you are using, and the software you have installed. If you want 
to save the file, you should point to the link for the file press the right 
mouse button and select ‘Save Target As.’ If you are using a Mac, hold 
down the control key and click on the link for the file to bring up the 
short cut menu and then select ‘Save Link As’.  

Student’s work 
is here. Click 
on the hyperlink 
to open or save 
the file. 
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6. You will enter the student’s grade and your comments in Section 3. Attach any files you 
want to give the student by clicking the Browse button and navigating to find the file on your 
computer. You should see the files you attached in the currently attached files section. 

 

 
 
7. Instructor Notes are entered in Section 4. You can attach files in the instructor notes 

section. The notes and attached files cannot be viewed by the students.  
 

 
 
8. Click Submit when you are done.  
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Although you can view and grade each student’s submitted assignment individually using the 
procedure above, you can as an alternative download all the submitted assignments at one 
time. This enables you to view the assignment submissions offline.  
 
1. To download all the assignments at one time, you should get into the Control Panel and 

select Grade Center from the Assessment area. 
 

  
 
2. Inside the Grade Center, locate the assignment column. When you move your mouse to 

the right side of the column heading you should see a down arrow, click on the down 
arrows and select Assignment File Download from the drop down menu.  
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3. On the download assignment page, you can choose to select all students with submitted 
assignments, select only the students with ungraded assignments, or unselect all. To select 
all the students with submitted assignments, click the Select All link. All the students who 
submitted assignments should now have a checkmark in the select all column. Click on 
Submit. 

 

 
 
 
4. You should see a screen indicating the assignments have been packaged, with a link to 

download the assignments now. The assignments are packaged into a zip file. You should 
click on the link to download the assignments. In the file download window you should click 
on the Save button and navigate to where you want to save the zip file. Once you have 
saved the download file, you should click on OK to exit the download assignment window. 
You will be returned back to the Grade Center. 
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5. Navigate to where you saved the zip file on your computer and open the zip file to view the 
students’ individual assignment files. The assignment file names automatically include the 
name of the assignment and the user name of the Student who submitted the file. For 
example, a file submitted by Jasmine Dorsey (user name ‘jdorsey’) for Assignment 1 would 
be saved with the prefix Assignment_1_jdorsey.  
 
Student’s comments for the assignment will have the same file naming convention and will 
be saved in a separate text file within the zip file. 
 
 
NOTE:  Once the downloaded filed are saved to your computer, you can remove the files 

from the Grade Center by selecting “Assignment File Cleanup” from the column 
heading’s drop-down menu. An option to remove all student files or an individual 
student’s files is available. It is best to make sure you are able to open all the 
submitted assignments before performing this action. 

 
 
After you have reviewed the student assignments offline, you will have to return to the Grade 
Center to enter the students’ grades. The grades and comments for each student have to be 
entered individually. The procedures that follow show you how to enter grades and comments 
for the assignments that you have downloaded and reviewed outside of Blackboard.  
 
6. In the Control Panel, select Grade Center from the Assessment area. 
  

  
 
7. Move your mouse to the cell for the student’s assignment you would like to grade. On the 

right side of the cell you should see a down arrow. Point to this arrow and select Grade 
Details from the drop-down menu. 
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8. You should see the Grade Details screen. Click on the Modify Attempt button. 
 

  
 

NOTE:  You will not be able to attach files using the Modify Attempt view. Instead 
use View Attempt if you want to attach files as a part of your feedback  
when grading the assignment. 

 
9. When you click on Modify Attempt, the Attempts section will expand revealing a field to 

enter the student’s grade, feedback to user and grading notes. Enter the student’s grade, 
your feedback for the student and any notes you want to make for this assignment. Click 
the Save button when you are done. 

 

  

This area 
expands when 
you click on the 
Modify Attempt 
button. 

Click on 
the Save 
button to 
save the 
student’s 
grade. 

Enter student’s 
grade, feedback for 
the student, and 
grading notes here. 
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10. You can advance to the next student by using the next and previous arrows (located at the 

top of the page) to grade another student’s assignment.
by using the drop down arrow.

 

 
 
 

 
Important
assignment will display the assignment needs grading
do not enter the 
described in the above procedures
directly in the cells rather than going through grade details will 
lead to incorrect 
statistics.
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You can advance to the next student by using the next and previous arrows (located at the 
another student’s assignment. You can select a specific student 

arrow. 

Important Note:  In the My Grades tool, the student’s view of the 
assignment will display the assignment needs grading
do not enter the student’s grade in the grade details screen as 
described in the above procedures. Additionally, entering grades 
directly in the cells rather than going through grade details will 
ead to incorrect calculations in the Grade Center 
statistics. 
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You can advance to the next student by using the next and previous arrows (located at the 
You can select a specific student 

 

In the My Grades tool, the student’s view of the 
assignment will display the assignment needs grading icon if you 

the grade details screen as 
Additionally, entering grades 

directly in the cells rather than going through grade details will 
Grade Center column 


