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Add an assignment using the Blackboard Assignment Tool to collect student work through a link in your 

course. 

 

1. Open the course where the assignment will be added, then click control panel 

2. Select the content area, from the content areas module, that will house the assignment 
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3. Move to the right to the +Select Menu, (a) click the drop-down menu, (b) click Assignment, (c) click 

Go 
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4. Complete the add assignment screen 

 
a. Add assignment name/title 

b. Add points possible (using this tool to create an assignment automatically creates a grade center 

column) 

c. Select due date, if known – must click in box preceding date tools for the date to be assigned.   

d. Input any instructions – using the text editor to add text, attach files, add images, links, 

video/audio/flash files, or formatting tools to add emphasis or provide resources the student needs 

in order to complete the assignment, for example, watch a video, read an article, complete a 

handout. 

e. Can use Assignment files to also attach files from the local computer or Content Collection—

whenever you are incorporating a file much larger than a syllabus text file, it should be housed in 

the Content Collection of the instructor and linked/attached to the course for student use. 
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f. To finish, scroll down to the remainder of the screen to select availability options and submit. 

 

 
 

g. Yes, make assignment available 

h. Track number of views (optional) a report can be generated from using this tool indicating hits by 

entire class or individual student 

i. Use Date and Time restrictions to open and close the assignment (make the link available and 

unavailable to students)—must check boxes preceding Display After and Display Until to activate.  

j. Click Submit, Click OK 
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5. Completed assignment instructor control panel view 

 
 

6. Completed assignment student view 
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NOTE:  When opening a content area from the course menu versus the control 

panel the view for both instructor and student are the same except for the control 

panel button, which only the faculty member sees in the course menu. 


