
	

Creating and Managing Assignments in Blackboard   9.1 

Creating the Assignment 
 
1. Select the content area where you want the students to submit the assignment 
(e.g. “Assignments” or “Course Documents”). Place your mouse over the blue 
Assessments button and select Assignment. 

 
 
 
 
 
 
 
 
 
 
 
 

2. Fill in the name of the assignment and use the instructions area to provide more 
details about the assignment. 

* Note: Creating the assignment will automatically create a column in Grade 
Center 
 

 
 
 
 
 
3. If necessary, you can also attach a file associated with the assignment. 

 

 
 
 
 
 
 
 
 
 
 
 



	

4. You can also set a specific due date. Note the ability to receive items late, but they 
will be marked as “Late”. Make sure to place a check in the box next to the date if 
you choose this option. This is a new feature in Bb   9.1. 
 
 
 
 
 
 
 
 
 

 
 

5. In the grading area, enter the total points possible for the assignment. 
 
 
 
 
 
 
6.  In the grading area under submission details, you now have the option to allow a 

single attempt, unlimited attempts, or multiple attempts (allows you to choose 
specific number). This is a new feature in Bb   9.1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



	

7. If the assignment is a group assignment, you now have the ability to select the 
groups in the grading area, under submission details. This is a new feature in Bb 9.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Click the blue submit button when you are finished creating the assignment. 
 

 
 
 
 
 



	

 
 
Retrieving Submitted Assignments from Grade Center 

 
You can access the assignment files your students submitted through Grade Center. 
You have the option to download the files individually or all at once. 

 
1. Go to the Control Panel at the bottom left of your screen and click on Grade Center. 
Then select Full Grade Center. 

2. Any assignments that have been submitted will show up as a yellow exclamation point 
icon under the assignment column. 

 

 



	

3. To download the assignments individually, place your cursor in the table cell with the 
yellow exclamation point.  
When your cursor is in the cell, a grey drop down arrow will appear. 

 

 
Click on the grey drop down arrow and it will bring up a menu. Select the 
attempt you want to grade (in the example below, you would select “Attempt 11/12/13”). 

 

 
 

4. A new screen will load where you can view the studentʼs assignment submission. You can also 
assign points, insert comments to the student, type instructor notes (visible only to you and other 
instructors of the course) and reattach files from your computer, or files you’ve uploaded to 
the course already. 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

5. Click the blue submit button when you are finished entering in feedback. 

Click on this bar to 
expand the 
feedback options. 



	

6. To do a mass download of all your studentsʼ files, click on the grey drop down arrow 
at the top of the appropriate assignment column and from the menu 
select Assignment File Download. 

 

7. Place a check mark in the boxes of the assignments you wish to download, and then 
click the blue submit button. 

 
 

8. A new screen will load. Click on the hyperlink “Download assignments now.” 
 

9. You will then be prompted to save the assignments to your computer. Your studentsʼ 
files will be compressed into a single .zip folder. Once the file has finished downloading, 
navigate to the folder where you saved the file (e.g. “My Documents” or “Downloads”). 

 
10. If you are using a PC, double click on the zipped folder. A WinZip window will open. 
From there, select Extract and then go to the folder created for your studentsʼ work. 
If you are using a Mac, double click on the zipped folder. This will create another folder 
that you can open to access the files. 

 
*Note: For each paper there will be two files. The .txt file will show any comments the 
student submitted along with the paper. The .doc (or other) file will be the document 
itself. The student username and assignment name will be listed in the file name. Also, 
if you allow multiple attempts, only the most recently submitted file will download. 


