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Managing assignment submissions

Comprehensive guide for instructors
For Blackboard Vista 4.x

OMNHLINE

Assignment submissions are largely managed in Teach tab, through the instructor’s
Assignments tool. However, designers can also control some aspects of assignment
submissions in Build tab, through the Assignments tool; e.g. assignment
settings/properties. Instructors can also control such aspects, and this guide deals with
management functions in Teach tab.
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Controlling the parameters for the submission

In the settings/properties for the assignment, you control how the submissions will be
handled. You can set/change the due and cut-off dates, the grade attached to the
assignment, and the publishing rights. You can also assign the assignment if it has not
yet been done. To set/change the settings:

1. In Teach tab, click on Assignments under the Course Tools menu to left of
screen, to open the Assignments screen, listing all assignments in the section.

Build Teach Student View

Your location: Assignments

) Course Tools
&y Course Content ¥

I8 Announcements

Assignment 1 %
Due Date: October 11, 2005 12:00 AM

[@ calendar Assignment 2 % {Conditional)
}@ Discussions a Due Date: May 3, 2010 2:00 AM

&) Assignments
(3] Assessments

Assignment 3 %
Due Date: May 21, 2010 2:00 AM

MY

& Mmail Assignment 4 % (Hidden)
&) Chat Due Date: May 14, 2010 2:00 AM

B} Learning Modules
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2. Click on the ActionLinks
Properties from the drop-down list that appears.

Your location: Assignments

7
Z
Z
Z

Assignment 1

St

1con for the assignment concerned, and choose Edit

Due Date: Cctol

Assignment 2
Cue Date: May ]

Assignment 3
Cue Date: May ]

Assignment 4

& View Submissions

# Go to Assignment

| &# Edit Properties

Y2 Hide Item
B[ Wiew Links to this Item
| Set Release Criteria

Due Date: May 1&, Z0TT TOTAM

3. The Edit Assignment Properties screen appears. Scroll down to the Student

Submission Format section.

& Text

{Students provide text, attach files, do both.)

O Web site

{Students submit a ZIP file containing a web site composed of files with relative links.)

Assignment recipients

( Decide later (Sawve assignment as a draft and send it later)

Student submission format

@ all Students individually

O create additional sets of instructions for groups of Students

O Groups of Students

Dates Dates
e * Due Date (Submissions are accepted after this date but are marked 'late")

19/10/2007
@ 12:00 PM
[J Create a corresponding event in the Calendar tool

Assign the * Cutoff Date {Submissions are not accepted after this date and are marked 'missed")

assignment \ 26/10/2007
@ 12:00 PM
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Grading

Associate
Goals

More
options

4.

—

bGr.=_||:lin|_:|
Allow the assignment to be graded {4 column is automatically created for this assignment
Book)
Grade Book column title: |4cz0
[] Release grade to Students in My Grades
& MNumeric grade: Qut of  |4p
) Alphanumeric grade
() Grade by Grading Form:
>Gl:lals
Associate goals with this assignment.
Select Goals
(%) More Options (Expand this area to see more options. )
| Save | | Cancel |
* Required field

Under Assignment recipients:
If the assignment has yet to be assigned to students, you have two main options:

All Students individually — students submit assignments for individual
grades. There are two options:

1.  All students receive the same instructions — i.e. the assignment is
assigned to all students. This is the hidden default option when the All
Students individually radio button is selected.

2. Different groups of students receive additional different sets of
instructions (but students still work individually and receive individual
grades). All groups receive the same instructions initially entered in the
Instructions textbox, as well as additional instructions specific to each
group.

a) To choose this option, check the box next to Create additional
sets of instructions for groups of Students.
Note: If you want to provide additional instructions to learning
groups, ensure the learning groups have been created — this
needs to be done using the Group Manager tool (see the
guide Working with the group manager tool). Assuming the
groups have been formed:

b) Click Select Groups. A window will open to show all the
learning groups in your course.

c¢) To select a group, check the box next to the group name. You
may select one or more groups. When you have selected all of
the groups that you wish to assign to, click Continue.
The Additional Instructions screen appears.
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d) Enter the specific instruction for each group in the text boxes.
(If you want to provide a group with a file containing specific
Instructions, click Add Attachments). The File Browser screen
will appear — navigate to the file you want to attach, select the
check box next to the file (if within the course), and then
click oK. Otherwise, navigate to the location of the file on your
computer, select it and click Open. You will be returned to
the Additional Instructions screen, with the selected file
listed below Attachments.

e) Click save. This will return you to the Create Assignment
screen.

o Groups of Students — Students work collaboratively on the one group
assignment to be submitted on behalf of all group members. All group
members receive the same grade.

a. To select a group assignment you will need to have already set up
your learning groups. [See the companion guide Working with the
group manager tool].

b.  To select this option, select the radio button

c. Click the Select Groups button next to this option. A window will
load showing all of the learning groups in your section

Select Learning Groups

Select the groups and click Save.

group 1
group 2

| Continue | | Cancel |

To select a group, click the checkbox next to the group name. You may select one or more
groups, click on Continue.

The Additional Instructions text box appears — enter the instructions and/or attach
files — see d) above.

Click save.

The name(s) of the selected group(s) are added below the Groups of Students option,
along with an instruction editing tool.

5.  Under Dates - Set/change the due and/or cut-off dates in the boxes provided.

6. Under Grading - Enter/edit a grade mark maximum (if grade is numeric).
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7. Click on the Expand “¥ icon next to More Options:

. Check whether students will be able to take back their submitted
assignments before grading.

o Select the publishing rights option.

. Click save.

Accessing the assignment dropbox

The Assignment Dropbox allows you to manage your submissions and grade assignments
as well as return the results to students. Each assignment has its own dropbox.

b

1. To get to the Assignment Dropbox click the ActionLinks = icon for the
assignment concerned, and select View Submissions from the drop-down list that
appears.

Your location: Assignments

e

@ Assignment 1 =

Due Date: Octo NN <]

|@ View Submissions |

@ Assignment 2

Due Date: May ] @ Go to Assignment
¢# Edit Properties

@ Assignment 3 0 pade Item

Due Date: May ] . . .
v B[ Wiew Links to this Item

@ Assignment 4 | & Set Release Criteria
Due Date: May 14, 010 DT0 AM

2. Alternatively, click on Assignment Dropbox, under Instructor Tools.

3. The Assignment Dropbox for the assignment will appear.

L i > 15+ Assignenent Depbox
Suteneifed Mot Submetted | Graded Publshed | Al View by Al addigremantd | ¥

Thi Al Lt Conbiefr Sl Subsariisdi.

] Hule < Assigned 10 Status Due Date Grade
Assignmsent 1 T Shudent 18520003, Demolwebol demo B0000003T T Mot Stated Ootober 11, 2005 17:00 &M Late N0l Filbargid

[ Assigmentl & k. Jemelic) & Submitted  October 11, 2005 12:00 AM not relassed

] ccsegwesnt 1 & apees, Adepn{pearees 4 4] & Suberitied  October 11, 3065 13-00 Ak el Peddariesd

[ Assionment 1 Mudangs. AlnlsTRedangs 5] & Talmatted  Dotober L1 2005 17:00 AM not relpased

[ Assignnsent 1 = Lowe, Fmnelfoms S 0] & Gt October 11, 2005 12:00 A 14720

[ Assignmsent 1 © Ehan. Bashrabihan S0 & i Dotober L1, 2005 1200 &M 1&20
Assignmsent 1 5 Sk aty Bdorulrsakaty £ 0 % Mot SEarted October 11, 2008 12:00 AM Late et roliied
Assignment 1 T Bl Besnadnalbilo S 0) T Mot Stated OCtober 11, 2005 17200 &AM Late N0T il drbid

[ Assinment ] & ERsa, Caseylcelss) & Submitted October 11, 2005 12:00 AM Late not refassed
Assignmeent 1 T Erowe, Andees(aabrown] & Mot Srarted October 11, 2005 12:00 AM Late L

W ECreate Prokatls View

& m Engla e i Db R ey

Pags: 1 (1-10)
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o The Assignment Dropbox consists of the following tabs:

Submitted Contains submissions that are ready for grading/viewing and have not been returned
to the assigned Students. Graded assignments are not shown. Missed submissions

(i.e. those that have missed the cut-off date) automatically appear here when the cut-
off date passes.

Not Submitted Contains assignments that have been assigned (but as yet not submitted), or
submissions returned to students for editing. If the due date (but not cut-off date) has
passed without a submission, the assignment will be flagged as ‘Late’. Late
submissions go straight into the Submitted tab, with a ‘late’ flag.)

Graded Contains submissions that have been graded.

Published Contains submissions that you or the student have published to all members of the
course.

All Contains all submissions.

Viewing individual submissions

To view submissions for an assignment go to the Assignment Dropbox and click the

appropriate tab — see previous section. (Note: only submissions viewable from the chosen
tab will be displayed.)

|.@ Review Submissianl
£ publish Controls

<

1. Click on the ActionLinks icon next to the title of the
submission you wish to view, and select Review Submission
from the drop-down list that appears.

2. You will see a window listing the student's submission and any uploaded files.

Assignment Submission: Assignment 1 Jerry Clark {jc) %

Due Date: 16 October 2007 12:00 PM Status: Submitted on S October 2007 2:38 PM (Attermnpt
Type: Work individually #1)

Grading Criteria: Alphanumeric
Instructions:

Submission:

Attachments Jerry Clark-Ass-1.doc Jerry Clark - 5 October 2007 2:538 PM

—_—

3.  You can either read the submission in the text box, or click the filename of the
uploaded attachment to open it.
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Compiling and downloading submissions

You can compile submissions from the Submitted, Graded, Published, or All tab for
viewing, printing, saving, or downloading.

1.

2.

Next to each submission you want to compile, select the check box.

Click on | B Create Printable View | (To compile all submissions listed at once: In the
table heading row, select the check box. All submissions are selected.)

Comgied Submisshons

Print Savi To Fila Canced

Smbimiwk i 1 = Submit Mlriam O3 i 50)

Imstructbons:
Wit 3 short report on 3 recent encounter with a UFQ. Include eye-witness reports and detals of any remaring evidence of the UFD,

Grading Crikesia;
Tha sbuigrment o gradable. Grade o Mumacs

Submisslon:
FACALIGOO1T
Attachmants: guggrd]. oo

TNt
Nowe

Swibmicsbon: Assiganeent 1 - Subnstter: Alan Msdangalamudanga_5)

Instructbons:
Wit & Sha raport of & MCENE Bncounter with & L0, [nchuds iy wilredd rigsrts and detals of sy resaring inadancs of e URD.

Girading Criteeia:
Thee acsssgramisnt o Qradabbe. Crade o humer:

Subsimisslon:

If you want to print the compiled submissions, click Print. Your browser's print
dialog box appears.

If you want to save the compiled submissions, click Save to File. You will see a link
with a file name on it that contains the date and time.

ve bean saved to your Content Manager, accessible from
- AR rik A h wvigw - ASEignman T 1 g -

Click the file name. Your browser's File Download dialog box appears.

Make your selections to download the compiled submissions. Click OK to return to
the Assignment Dropbox.
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Grading assignments

Grades assigned to submissions are automatically entered into the Grade Book column
for the assignment. Results are released to students from there.

1.  To grade an assignment (e.g. from the Submissions tab), click on the submission
to go to the Assignment Submission screen for that assignment.

Submission:

attachrnents Jerry Clark-Ass-1.doc Jerry Clark - 5 October 2007 2:38 PM

Grader/Reviewer Comments:

| Add Attachrments

*Sawve Options:

O Return to Student for further editing
O Save far further review and editing

O Return graded submission to Student with the fpllowing grade:

| Save || Cancel |

\
2. You can enter comments in the text box provided. You may also upload additional
files (if you have made comments in a word file for example).

3.  To upload a file, click Add Attachments and from the Get Files window that
appears, select the check box of the file from the file list in the right hand window
(if it is already uploaded to your file manager), and then click OK.
If the file is on your computer, click on the My Computer icon to the left of the
screen, navigate to the file, select it and then click Open.

4.  You may then choose a save option:

o Return to Student for further editing — This option will reset the
assignment so that the student or group can resubmit their assignment.

o Save for further review and editing — You may save your comments and
grade (by placing a score in the box alongside option 3), but the student will
not see the grade or comments yet.

o Return graded submission to Student with the following grade — You
may enter a grade (numeric or alphanumeric) into the box provided and the
student will receive the grade, comments and any extra files you have
uploaded.
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5. Click save to return you to the Assignment Dropbox screen.

Note: The result will not be returned to the student unless you also open the
Grade Book.

6. Click on SO I | (top right of screen) and select Column Settings
from the drop-down list. The Column Settings screen appears.

7. In the row Released to Student, toggle the ‘N’ to ‘Yes’ in the column for the
assignment,

v Cdurnsn Settings
Column Settings

Creata Column =

__5¢Ieﬂlll.rrk-n¢|l': |l‘. o O |E |!'. [a]

Actions b % 5 ,.i

Lahbil: Asslgnmeent 1 Asslganeent 2 Assigiement 2 Asslgnenefit 4 Final First Hansf Last Bame Midterms Rols Sl -
tesi: what you

Ty s Hue M Mum f="3 algha Cak Agha  Ches

Aligrmsnt: L LB L L E L LR L L L RL L L LB L S RL £ BL £ E

Bl ased tg ) o 5] Yk s Yis Yo ¥es

o Student;

Girada Calumin; T Tk Y Tou e g s = Yes

Decimals: ] o g '] 2 z o

Maximsm walue: 30 ] -] 15 Juli] A ELil

Sounie: PROECT_TYPE PROIECT_TVPE | PROJECT _TYWPE PROJECT _TYPE

Belease Stathstics: hong bone Hone e e s L=

W Debat | |Raboais | Do baE Relsaia
- B - | [ - Decmaly - --: » | | - Grade; - u-: »

To change a grade before its released to students
If the save option chosen was ‘Save for further review and editing’

Open the submission from the Submitted tab. Change the grade value in the box
next to option 3 and then click the radio button for this option (i.e. ‘Return
graded submission to Student with the following grade:’). The submission is
now moved to the Graded tab, and the result shown there and entered into the
Grade Book, ready for release.

If the save option chosen was ‘Return graded submission to Student with the
following grade’

You can only alter the grade value in the Grade Book.

. Open the Grade Book or Grades tab, and the click on the grade to be
changed.

o In the Edit Value for ... screen enter the new value and click Save. The
value is changed with a modified symbol ~ beside it. [Note: The original
grade will still be recorded in the Assignment Dropbox/Graded tab.
However, only the Grade Book result is released to students.]
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Returning results to students (all at once)

To withhold student returns until all assignments have been graded, and moderated if
necessary:

1.

#288

Open the Grade Book, click on SELE LTI TS | and select Column
Settings from the drop-down list that appears.

Check that in the row titled Released to student, ‘No’ is entered for the
assignment (see previous section).

Mark each submission and select the Save option Return graded submission to
Student with the following grade. The grades will be progressively loaded into
the Grade Book.

When finished with all submissions, open the Grade Book, click on
Grade Book Options'= |

and select Column Settings from the drop-down list that

appears.

In the row titled Released to Student; toggle the ‘No’ to ‘Yes’ in the column for
the assignment.

The students will then be able to see their results in their "My Grades" area, and
view marker comments by opening their submission using the Assignments tool.

References:

Designer and Instructor Reference: Application Pack 2 for Blackboard Learning System — Vista Enterprise License
(Release 4) 2006 Blackboard Inc

Vista 4.2 Online Help (Blackboard Inc.)

Blackboard, Vista and other product names mentioned are either registered trademarks or trademarks of Blackboard
Inc.
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