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How to Create an Assignment in Course Content  

When you create an assignment in Blackboard you can manage the grades and give 

feedback to students individually. A Grade Center column is created automatically so 

that when you grade the assignment the grade automatically is placed into the 

gradebook. The assignments are available for grading from the Needs Grading or the Full grade 

Center. 

How to create an Assignment in the Learning Activities folder: 

These instructions are written for an individual submission with one attempt. It will also presume 

you will be using a grading rubric from within Blackboard and the SafeAssign feature. If you are 

not using a Blackboard Rubric skip step 12. If you are not using SafeAssign skip step 13. 

1. Log into Blackboard. 

2. Navigate to the course for the assignment. 

3. Click on the Course Content.  

4. Navigate to the module the assignment is pertaining to click on the name to open the 

folder. 

5. Click on Learning Activities folder to open it. 

6. Click on Assessment then click on Assignment. 

7. Click in the field to the right of Name and Color then type the name for the assignment, 

for example, Module 1 Assignment. 

8. Click in the Instructions text box and type the precise instructions for your students. 

Make sure you include which type of file you are expecting from them. For example a 

.pdf or .doc or .docx 

9. Click on Browse Content Collection or Browse My Computer to upload an instruction 

file if you have one. Note: If the file has previously been uploaded in Blackboard, it will 

be in the Content Collection. 

10. Click on the Calendar next to the Due Date field to select the date the assignment is due. 

Then click on the clock button to select the time, if it need changing. 

11. Click in the Possible Points field to type in the points for this assignment.  

12. Click on the Add Rubric button then Select Rubric button. Click on the Check box left of 

the rubric you wish to select, then click Submit. Note: Middle States Commission 

recommends that rubrics are made available to students before they have to submit an 

assignment. 

13. Click on Submission details. Verify that the Assignment type is set to Individual 

Submission and Number of attempts is set to Single Attempt. 
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14. Check the first two check boxes 

for Plagiarism Tools.   

15. Click on Display of Grades. If you 

would like the grade displayed to 

the students to be a percentage, 

then click on Score below Primary 

and select percentage 

16. Choose the availability dates in the Limit Availability section. If you have a module with 

dates, you do not need to set them in both locations unless they are different. 

17. Check the box for Track number of Views. 

18. Click the Submit button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Warning 

Google Chrome was used to create these instructions. If you are using a different browser, the 

instructions may differ. Please do not use Internet Explorer for Blackboard. 


