Submitting Assignments and Viewing Results

The Assignment feature in Blackboard allows your instructor to setup an assignment so that
you can submit the assignment electronically through Blackboard. The instructions below

explain how to submit an assignment as well as view your grade and instructor feedback for
the assignment through Blackboard.

Submit Assignment:

1. Find the assignment inside your Blackboard course. Click on View/Complete Assignment
to view further details or submit the assignment.

[‘Ez] Assignment 11

Choose a topic from one of the four included in the
attached file and write a five page essay for it
The essay is due on April 15th

== View/Complete Assignment: Assignment 11

2. You should see the Upload Assignment screen. In the assignment information section you
will see the assignment instructions and any assignment files that the instructor has
attached. Click on the link next to the assignment file to open the assignment file.

@ Upload Assignment: Assignment 11

@ Assignment Information

Name Assignment 11
Instructions Choose a topic from one of the four included in the |nStrUCti0nS and
attached file and write a five page essay for it K X
The essay is due on April 15th & aSS|gnment files
Assignment Files % Assignment 11 Topics (Assignment 11 Topics) are here'
€) Assignment Materials
Comments
3},
Artach local file
Currently Attached Files: Add Another File
€ Submit
Click Save to stop working and continue working later. Click Submit to finish. Click Cancel to quit without saving
changes
Cancel ) Save ) Submit )
Rev 12.09 Page 1 of 4 Center for the Advancement of Teaching

Xavier University of Louisiana



3. The Assignment Materials section is where you would enter any comments you have for
the instructor and attach your assignment files. Enter your comments to the instructor in the

comments box.

Note: If you are just reviewing the assignment instructions and assignment
files and you do not want to submit the assignment at this time you
should click the Cancel button. You will be able to return to the

assignment at a later time.

@ Assignment Materials

Comments My Essay for Assigmnment 11 i=s attached.

Enter your
comments to the Y
instructor here.

15};

4. If you would like to attach a file to this assignment you should, click the Browse button in
the Assignment Materials section and navigate to find the file on your computer. You
should see the path to your file in the “Attach local file” box. You can add additional files by
clicking on the Add Another File button. If you have attached more than one file, the files

will be listed under “Currently Attached Files”.

@ Assignment Materials

Comments My Essay for Assignment 11 is attached.
e
Attach local file C-\Jane_Doe_Assignment_11 doc

Currently Attached Files: | 4dd &nother File \
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Note: There are several characters that you should avoid when naming files. To
reduce the number of errors when uploading and downloading files, follow
these naming conventions:

» Use only letters, numbers, underscores, and hyphens in file names

» Do not use spaces, commas, pound signs (#), question marks, equal
signs, ampersands (&), asterisks (*), or any other special characters
in file names

» Use hyphens or underscores in place of spaces in file names

» Do not use periods in a file name, except before the file extension
(e.g. “Research_paper.doc”)

 Keep file names under 60 characters in length

Filenames should be less than 60 characters in order to avoid having the
filename unexpectedly truncated when moving between different computer
platforms (e.g. moving between Windows and Apple Macintosh
computers).

Filenames should include the file type extension so that they can be
recognized and opened by the appropriate application on another
computer. Common extensions are:

.doc or .docx for Microsoft Word documents
Xls or . xIsx for MS Excel files

.ppt or .pptx for MS Powerpoint files

pdf for files in portable document format (PDF)
Jpg for JPEG images such as photographs

.txt for plain text files

5. You have the option of saving the file (without submitting it to the instructor) so that you can
continue to work on it and submit it at a later time. If you want to continue to work on the
assignment and submit it later you should click the SAVE button. If your assignment is
complete and you are ready to submit it to the instructor you should click on SUBMIT. You
can only submit an assignment once. Make sure the assignment is complete and all files
are attached before clicking submit.

€ Submit
Click Save to stop working and continue working later. Click Submit to finish. Click Cancel to quit without saving
changes

Cancel ) Save ) Submit )
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View Assignment Grade and Instructor Feedback:

1. Once your instructor has graded your assignment you will be able to view your grade by
going to My Grades. My Grades is located under the Course Tools link.

Tools

Communication

My Grades
# Course Tools View |
Ed Course Map 1B grades

2. Click on the actual grade for the assignment to view feedback from your instructor.

@ View Grades

Your grades for this Course

Last Submitted.

ltern Mame Details Due Date Modified, or Grade Points Possible age Median Comments
Graded
Attached is your
essay, which
. — Dec 11, 2009 o . includes my
Assignment 11 Details 11-55 AM 100 fondback as

comments inside
the document

3. The Review Assignments screen shows the title of the assignment and any instructions or
attachments relating to it, the comments and files that you submitted, and the grade you
received, along with any feedback or attachments from the your instructor.

@ Review Assignments: Assignment 11

@ Assignment Information
Hame Assignment 11

Instructions Choose a topic from one of the four included in the
attached file and write a five page essay for it
The essay is due on April 15th

Assignment Files % Assignment 11 Topics (Assignment 11 Topics)

€ Assignment Materials

Comments My essay for assignment 11 is attached
User’s Files % Jane_Doe_Assignment_11.docx

€) Feedback From Instructor

Grade 85 out of 100.0

Comments Attached is your essay, which includes my feedback as comments inside the document

Files From Instructor % Jane Doe Assignment 11_with_feedback.docx

OK )

Note: You can also view your grade and feedback from your instructor for the

assignment by locating the assignment and clicking on the View/Complete
link.
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