Adding an Assignment Using the Blb Assignment Tool

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

(P item (B3 Folder @ External Link [EZ» Course Link [ Test

T>] sample online test
@' Assignment
This is a sample test that contains each of the question types available for instructors to incorporate in their online tests Discussion Board
Chat
To begin the test. click the title and then ok. Click the Save button to save answers to questions. Click Submit to complete the test and forward for grading g‘;‘a:‘ Classroom
Tool

Syllabus
Offline Content
[ Turnitin Assignment

[Modify ] [Manage] [Copy] [Remove

2 x| Add assignment name here
Add as i i here. including date due. special instructions--length. formatting. etc.. how to submit assignment using this tool. how to review
graded assignment

>> View/Complete Assignment: Add assignment name here
@ 3 " Example Assignment

refer student to original assignment details
>> View/Complete

oK )

Page 2 of 5



Adding an Assignment Using the Blb Assignment Tool

4. Complete the add assignment screen
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@] Add Assignment

@ Assignment Information
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8l Add any special instructions or directions here Whatever is
written in this instruction area will be visible to the student. Use the Text Editor tools
iles, tables or links.
|
“[Path: body » strong » em » u
@ Assignment Files
Attach local file ] Browse...
or Copy file from Content Collection I Browse. . e

Name of Link to File l

Currently Attached Files: _'_]

Add assignment namet/title

Add points possible (using this fool to create an assignment automatically creates a grade center
column)

Select due date, if known — must click in box preceding date fools for the date fo be assigned.
Input any instructions — using the text editor to add text, attach files, add images, links,
video/audio/flash files, or formatting tools fo 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.

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.

2 Q

To finish, scroll down to the remainder of the screen to select availability options and submit,
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8l Add any special instructions or directions here. Whatever is
written in this instruction area will be visible to the student. Use the Text Editor tools
to attach files, add images, video/audio/flash files, tables or links.

[Path: body » strong » em » u

@ Assignment Files

Attach local file [ Browse...
or Copy file from Content Collecti. Browse

Name of Link to File g

Currently Attached Files:
© Options
Make the assignment available @& ves ¢ g

Track number of views @ Yes C No h

Choose date restrictions IV Display After W Display Until
Dec ¥|[02 x][2008 =] [Dec =] [19 >1[2008 =] i
09 x| 00 x| |AM ¥ 05 x1]00 x| |PM ¥

@ Submit
Click Submit to finish. Click Cancel to quit
“ Required Field

Cancel ) Submit )

Yes, make assignment available

Track number of views (optional) a report can be generated from using this tool indicating hits by
entire class or individual sftudent

Use Date and Time restrictions 1o open and close the assignment (make the link available and
unavailable to students)—must check boxes preceding Display After and Display Until to activate.
Click Submit, Click OK
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The assignment has been updated
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5. Completed assignment instructor control panel view
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(P item (B3 Folder @2 Extemal Link [ Course Link [ Test @: Select: | Leaming Unit = (o]
1>| sample online test [Hodify] [Manage] [Remove

This is a sample test that contains each of the question types available for instructors to incorporate in their online tests

To begin the test. click the title and then ok Click the Save button to save answers to questions. Click Submit to complete the test and forward for grading

@ Ez’ Add assignment name here Modify | | Manage | | Remove
Add assignment instructions here, including date due, special instructions-length, formatting, etc.. how to submit assignment using this tool, how to review
graded assignment.

>> View/Complet Add assi name here
@ IE Example Assignment Modify | [Manage | [Copy] [Remove

refer student to original assignment details
>> View/Complete

@ 4| Add the Assignment Name Here odify| [Manage| [Remove
Enabled: Statistics Tracking

)

Add any special instr or directi here. Whatever is written in this instruction area will be visible to the student
Use the Text Editor tools to attach files. add images. video/audio/flash files. tables or links.

>> View/Complete Add the MName Here
oK )
6. Completed assignment student view

Announcements
Syllabus
Instructor

Course
Information

Lessons @,
Discussion Board
Assignments

Help Tools and
Links

@ Assignments

sample online test

This is a sample test that contains each of the question types available for instructors to incorporate in their online tests

To begin the test, click the title and then ok. Click the Save button to save answers to questions, Click Submit to complete the test and forward for
grading

@ Add assignment name here
Add assignment instructions here, including date due. special instructions-length. formatting, etc. how to submit assignment using this tool, how to

Tools review graded assignment

B Communication >> View/Complete Assi Add assi name here
% Course Tools @ Example Assignment

£ My Portfolios refer student to original assignment details

@ Course Map >> View/Complete

@ control Panel Add the Assignment Name Here

@) Refresh

@) Detail view

Add any special instructi or directi here Whatever is witten in this instruction area will be visible to the
student. Use the Text Editor tools to attach files. add images. video/audio/flash files. tables or links.

>> View/Completi Add the Name Here

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.
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