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[STAFF] Blackboard Assignments:  

Setting up a Submission Link for Individual Submissions 

 

1. In a suitable content area, with Edit Mode ON, click the Assessments tab and 

select Assignment. 

 

 

 

 

 

 

 

 

 

 

2. Give the assignment a meaningful title and some clear instructions for 

students. 

 

 

 

 

 

 

 

 

 

 

If required, you can also attach a file(s) to the assignment: 
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3. Set a suitable date and time for the assignment. 

4. Specify the number of points possible (usually 100). 

5. Click Add Rubric and either Select Rubric or Create Rubric as appropriate. 

(Attaching a rubric is optional.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click Submit. 

7. Set the visibility of the rubric to students (as required). 
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8. Click Submission Details to see all the options and select Individual 

Submission. 

 

 

 

 

 

 

 

 

 

9. Select the number of attempts allowed for this assignment. 

 

 

 

 

 

N.B. The Marking Options (below) will change according to your selection for the 

Number of Attempts. For Unlimited and Multiple Attempts, select your preferred 

option from the Score attempts using dropdown list. For Multiple attempts, you will 

also need to specify the maximum number of attempts. 

 

 

 

 

 

 

 

 

 

 

10. Ignore the Plagiarism Tools option. 
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11. Click Marking Options to see all the options and select to enable anonymous 

marking, unless there are specific circumstances which mean this is not 

necessary. [Read more on anonymous marking in this guide.] 

12. Select a date on which anonymity can be lifted. 

 

 

 

 

 

 

 

 

 

 

 

13. Beneath Anonymous Marking, you will see an option for Delegated Marking. 

[Please read this guide for further information on delegated marking.] 

14. Click Display of Marks and select the options as appropriate to the assignment. 
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15. Under Availability, click to make the assignment available and visible to 

students or, if you would like to limit availability, set a suitable date and time. 

16. You may also want to select Track Number of Views so that student 

engagement with the assignment can be monitored via reports. 

 

 

 

 

 

 

 

17. Finally, click Submit. 

18. The Assignment link will be displayed. 

 

 

 

 

 

 

 

 

 

Continued on next page … 
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Finally: Hide the Grade Centre Column for the Assignment 

To make sure that all students see their grade in My Marks at the same time, it is good 

practice to hide the assignment column in the Grade Centre until you want to release 

the marks. To do this:  

1. Go to the assignment column in the Grade Centre and click the grey action link next 

to the assignment title to see the options. 

 

 

 

 

 

 

 

2. Click the Hide from students (on/off) option. 

 

3. The assignment column will now have a circle with 

a red line through it to show it has been hidden 

from students. 

 

 

 

 

 

4. When you are ready to release grades to students, repeat steps 1 to 3 above to 

unhide the column and make sure the circle with red line is not there. 

 


