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How to Create an Assignment in Blackboard 

1. From your course, click on a content folder which you want to add your assignment in. 

 

2. On the action bar, point to Assessments to access the drop-down list. Then select Assignment. 
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3.  On Create Assignment page, type a Name and your instruction. 

 

In the Instructions box, you can type in your instruction or attach a file with the instruction (step 

4). Be sure to remind students to attach any required files to the assignment before clicking 

Submit. Inform students that their assignments are not completed until they are submitted.  

4.  Optionally, in the Assignment Files section, you can attach a file with instructions to the 

assignment using Browse My Computer or Browse Content Collection. 

 

5. Optionally, select a Due Date. Due dates are used to organize and assign gradable items to 

grading periods in the Grade Center. If a student submits an assignment after the due date, the 

submission is identified as late in the Grade Center. 

You can either enter dates and time or press the icons on the right 
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6. Type Points Possible. 

Optionally, associate a rubric by pointing to Add Rubric to access the drop-down list. Rubrics are 

a way to create criteria for evaluating student performance on assignments.  

 

7. Under Grading, optional selections are minimized. Click on each link for more details 

 

8. In Submission Details, select the Assignment Type of Submission: Individual, Group. 

 

Optionally, you can select the Number of Attempts: Single, Multiple and Unlimited. You can 

allow students to submit an assignment more than once, and receive comments and a grade for 
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each submission. If you allow more than one attempt, the Grade Center uses the most recent 

attempt grade by default. But you can select the highest, lowest or average grade by clicking the 

dropdown box for “Score attempts using”. 

 

9. Optionally, select the appropriate option for Grading Options. 

 

10. Optionally, select the appropriate option for Display of Grades such as score, letter, text, 

percentage, etc. By default score is selected as the primary display of the grades. 
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11. Select the check box to “Make the Assignment Available” so that students can access the 

assignment. 

Optionally, you can set the assignment to display on a specific date and time and stop displaying 

on a specific date and time. Select the Display After and Display Until check boxes to enable the 

date and time selections. Type dates and times in the boxes or use the pop-up Date Selection 

Calendar and Time Selection Menu to select dates and times. 



6 
 

 

12. Click Submit.  

Now a link to submit the assignment is posted and will be available immediately or later at the 

time and date you set.  

At the same time, a column correspond to this assignment is created in the Grade Center.  

13. To see the column which corresponds to the assignment you just created in the Grade Center, 

follow the steps in the screenshots below.  

 



7 
 

 

 

 

 


