
Posting an Assignment



1) Go into 
your course 
page and 
click on a 
(+) where 
you want 
the 
assignment, 
Select 
“Create”



1) Select 
Assignment



1) Change the name of the 
assignment to something 
meaningful.

2) Click on the Instructions box and then 
choose the paper clip to add an 
attachment if your instructions are 
already in a file. Follow the prompts to 
upload your file.

3) Click on the settings 
wheel to change the due 
date and assign the points 
for the assignment. You 
can also add a Rubric 
within the settings if you
want.



Grading an Assignment



1) Click on the Gradebook 
Tab



1) Click on the 
Overview Tab

2) Find the assignment you 
want to grade and click on 
“Grade now”.

Note: The grading interface will vary slightly depending on the assignment type and rubric options you’ve selected, for 
details visit:  
https://help.blackboard.com/Learn/Instructor/Ultra/Assignments/Grade_Assignments/Assignment_Inline_Grading#ultra_fe
edback


