Blackboard Assignments, Word Commenting, and More…

	Using Blackboard’s Assignment Tool
	Blackboard’s Assignment tool replaces the Digital Dropbox and allows you to have a course site that is organized and coordinated.  This section will provide an overview on the use of the Assignment tool.


	Creating an Assignment
	When you create an assignment using the steps below, the assignment will automatically be entered into the grade book.


	Step
	Action

	1
	Go into the Control Panel and click on Assignments in the Content Areas block

	2
	On the right-hand side of the Add toolbar, select Assignment from the drop-down menu and click Go.  The Add Assignment page will open.
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	3
	Enter the appropriate information on the Add Assignment page and click Submit.  Be sure to enter an assignment name and points possible at a minimum.

	4
	Your assignment has been created and can be accessed by students in the Assignments area.  An entry has also been created in the Grade Book.  Please note that you will have to manually assign a weight to this assignment if you weight your assignments.  This is done in the Grade Book section of the Control Panel.


	Viewing and Downloading Submitted Assignments
	Once students have submitted their assignments via the Assignments area, you can access their submissions in the Grade Book section of the Control Panel.  You can view and download the submissions to your computer for grading using the following steps.


	Step
	Action

	1
	Go into the Control Panel and click on Gradebook in the Assessment block
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	Viewing and Downloading Submitted Assignments (continued)


	Step
	Action

	2
	You will now be in the Gradebook View Spreadsheet screen.  The table that you see will show the assignment names across the top and the student names down the left-hand side of the screen.  Find the assignment that you want to grade and click on the assignment name.

	3
	When you click on the assignment name, you will go to the Item Options: [Assignment Name] screen.  Click on the Item Download link.

NOTE:  It is good practice to download the student papers to your computer.  This allows you to always have a copy on record and allows more flexibility in commenting/editing/grading.

	4
	After clicking the Item Download link you will go to the Download Assignment: [Assignment Name] screen.  This screen will list all students in your class, the date of paper submission, and grading status.  To download papers you may manually select each student by clicking the checkbox to the left of their name or, you can click the Check All or Check Ungraded links.  Once you have made your selection(s), click the submit button.

	5
	You will next receive the following message:
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Click on the link to download the Winzip file containing all the papers.  When the File Download window opens, choose Save and save the file to the location of your choice.

	6
	Once the WinZip file has been saved, find it and double-click it to see your student’s papers.  Follow the step-by-step instructions provided by WinZip and save them to the location of your choice.
NOTE:  It is good practice to create a folder in your MY DOCUMENTS folder for your class.  Within that folder you should create separate folders for each assignment.

	7
	You can now open each students paper and use Microsoft Word’s commenting and/or track changes tools to markup the papers.
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	Using Microsoft Word’s Commenting Tool
	Microsoft Word has a built-in tool that makes insertion of comments into a student’s paper very easy.  With the students paper open, select an area of text on which you wish to comment by using your mouse.  When the text is selected, click Insert on the Menu Bar, then click on Insert Comment.

A comment “bubble” will appear into which you type your comment.  Repeat as necessary.

When you have completed your review of the paper it is good practice to save the paper with a new file name – usually adding the word GRADED to the end of the original file name is adequate.


	Returning Graded Papers
	Once you have finished grading student’s papers you need to return them.  Use the steps below to return the student’s papers.


	Step
	Action

	1
	Go into the Control Panel and click on Gradebook in the Assessment block

	2
	You will now be in the Gradebook View Spreadsheet screen.  The table that you see will show the assignment names across the top and the student names down the left-hand side of the screen.  Find the student and assignment that you want to grade and click on the red exclamation point that corresponds to the correct student and assignment.
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	3
	Clicking on the exclamation point will take you to the Modify Grade screen.  Click on the View button on the right of the screen to go to the Grade Assignment [Assignment Name] screen.

	4
	In the Grade Assignment [Assignment Name] screen you can enter the grade, any additional comments you have, and attach the graded paper with comments.  Click Submit when finished.  The graded paper will be sent to the student and the Grade Book will be updated.

	5
	Repeat for each student.
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	Turnitin Assignments
	Please see the directions provided in separate file.


	Preventing Copying and printing of a Blackboard Assessment
	If you use Blackboard’s Test Manager tool to create online assessments, there is a neat little trick to prevent students from printing the test.  The trick will deactivate printing, print screen, and copy/paste.  To use this trick, follow the directions below:


	Step
	Action

	1
	Create your assessment as you normally would but add one more question at the end.

	2
	In the last question, paste the following “code” into the question text field and select the HTML radio button beneath it.

<SCRIPT language=Javascript src=http://acadweb.snhu.edu/flint_aaron/nocopying/nocopy.js></SCRIPT> 



	3
	Enter a point value of zero for this question.

	4
	This step is optional but you may want to edit your instructions to tell students to disregard the blank question at the end.  This will keep them from panicking that something is wrong

	5
	Click Submit to save the assessment and deploy as normal

	6
	Students will not be able to print your assessment.


