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How to Submit Assignments and Check Grades in Blackboard
NOTE: Assignments refers to work you need to submit digitally using a link provided in Blackboard.

STEP 1: Access the assignment submission area
Depending on how your course is set up, the assignment submission area is located in one of two menu items
as shown by the red circles below:

Fully online Face-to-face or blended
course: course using Blackboard:
Course Info Course Info
Getting Started Getting Started

Instructor Info
Instructor Info

Announcements
Announcements
Policies o
Policies
Course Materials .
Course Materials
Syllabus
Syllabus
Term Calendar

Term Calendar

Weekly Materials
) ) Course Material
Discussions
Discussions

Resources Resources
Resource Room Resource Room
My Tools My Tools

My Dashboard My Dashboard

1. Click on the menu title that corresponds to what you see in your course.

Navigate to the appropriate folder for the week in which your assignment is due.

3. Click on the title of the assignment you want to submit as shown by the red circle below. This link takes
you the “Upload Assignment” area where you can read the “Assignment Information” and submit your
completed assignment file as explained in STEP 2 below.

N

@ Case Studies

Every two weeks you will complete a case study from the chapters in our text. You may choose from on
two cases assigned. Review the case study and answer the questions in the text. Your responses shot
demonstrate an understanding of the course concepts presented in the chapter and will be scored acc
the rubric provided in the Course Materials area of our cyberclassroom if via on-line or handed out fo '
face-to-face.

Case Study 1
[
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STEP 2: Submit Assignment Materials

NOTE: Most often you will need to create your assignment in a separate application (e.g., Microsoft Word
or Excel) and attach it. Occasionally you may be asked to simply type in your answer in the Submission box.
However, this is the exception. If no specific guidance is given, your assignment should be attached as a
file. Follow these steps to attach a file:

1. Click “Browse My Computer” (as shown below) under the Submission box in Section 2: Assignment

Materials.

2. Find the file on your computer, network, flash drive, etc. that you want to submit.
Click “Open”. (This will not open your file.) The name of your file appears in the File Name area. If you
want to give the name of link to the file in the gradebook a different name than the actual file name,
you can put that name in the “Link Title” box. This is optional.

4. Click "Submit". (Do not click "Save as Draft".)

Assignment Submission

Attach File

Browse My Computer

Type Submission

Add Comments

Comments

v
o

Submit

Character count: 0

When finished, make sure to click Submif.
Optionally, click Save as Draft to save changes and continue working later, or click Cancel to quif without saving changes.

Cancel H Save as Draft J
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STEP 3: Check your score and feedback.
1. Go to My Tools (on the main course menu) and then View Grades. Graded assignments appear at the
list, followed by submitted assignments that haven’t been graded yet.
2. Click on the title of any assignment to view the grading details.

My Grades

CURRENT GRADE
Total

Grade 140.00/170

Description Grading Criteria

Case Study 1 Apr 15, 2013 1:12 PM

crade 30.00/25

Comments Description

Mar 21, 2013 10:55 AM

Grade 20.00/25

Description
Video Clip 1 Nov 26, 2012 3:57 PM

Grade 19.00/20

Comments Description

3. The grading details are displayed.

Review Submission History: Case Study 1
al® Inline Viewer = Grading Pane

Q| @ *erocodoc
5 GRADE
Last Graded Attempt
Pond1
ATTEMPT
Lily Pend {00 PM
11 June 2013 Lily, this was very well thought out. I've noted some items below

Case Study 1
SUBMISSION
The Modern Language Association (MLA) provides guidelines for documentation style.
i D Case-Study1_Lilly Pond. docx
This template is based on commonly used guidelines from the MLA Handbook for Writers of b

I+

Research Papers (6th edition) and the MLA Style Manual and Guide to Scholarly Publishing

(2nd edition). For more information about MLA style and publications, go to the MLA website at: COMMENTS
www.mia.org Grader Feedback
For example, quotations with fewer than four lines of prose or three lines of verse are 41513 192PN
quoted directly in the sentence. Enclose them in quotation marks, followed by the author's last Lilly. I enjoyed reading this paper. I've provided some

Vi View.
name and the page or pages of the source from which you are guoting in parenthesis, for Spec‘ﬁc feedback for you to review

example: “inling quotation here] (AuthorSurname 31). 1

Quotations that are longer than four lines of prose or three lines of verse follow different

guidelines. Introduce these guotations with a colon:
Start long quotations on a new line. Indent the quote one inch from the left
margin. Double-space the lines and omit quotation marks. Reference the source
as you would for a shorter quotation. To quickly format a quotation of over four
lines or three lines of verse, use the Long quotation style provided in this

Microsoft Word template.
4 | m | +
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4. How to use the inline viewer to review feedback:

— 'a N\
Q@ B 10f eroisio:
Pondi

Ouerall 3 very good paper. There ane 3 fiow areas where
Ll o MO SpeCa IMMMTEHON Wouls REVe SLPEOE four
ey bt
15 April 2013

C3se Study 1
The Mioderm Language Assoctation [MLA) provides guidelines for documentation styke.
Thiks Sempitat s Dsed on oommany wesed guidelines from e KILA Handbook for WHkers of
Fiesearch Papers (6 adiion) and Bhe MLA Style Manual and Gulds o Schalarl Pulising
[2nd exiRion). For mare Inormation Sbout LA Style and publicafions, go 0 e MLA webshe at

Wk mika.arg.

Far EE'TFE. wtﬂ&w*m[ Fan four lines ElTpI'C‘EE ar \inee lines of werse 3[4
uched directly In e senience. Enclogs Tem N quasmsion marks, Silowsd by e achor's last

karen Ludwig: |s this correct?

m

reEme and e paEge of pages of e Sounce from wiikth jou are guating in parentesis, for
sxampla: “infiina quatasan hars” (AuhorSumame 31).

Quotations Tt are knger Tan four lines of prose or finee Iines of verse fliow diflerent
guildelines. introduce Mese quotations Wi 3 ool

tart long quaations on 3 new line. indant e quoe one Inch from e iR Karen Ludwig: Astronger example
margin. Double-sn@ce M lines and omit guotation manks. Refenence Me sounse would have better supported your
35 o would for 3 shorler guotation. To guickly farmat 3 guatation of auer four message.

liness or res lines ofverse, use e Long quatation style provided In Tl
WAlcrossoft sV ord femplzie.

Par MILA guidelines, all sources must be lisked on 3 Warks Ched page 3t e end of e

. Camier ™e Rk, Warnks Ched, 2nd hen kst 5 ] boal andar iy auihor st N . .
peEr = SOUICES IR prnetical order by = Karen Ludwig: citationmachine.nel

is a good resource.

rEme. Some examples ane provided on e ned page. To format sounces, star Wil e Works
cled siyle proviced In il temiplate bt reter o e LA pubilications listed above for complete

formafting guidelines. BlanBian Bizn. Karen Ludwig: Be more specific

&l |

Zoom in and zoom out of the document.

Download options are located here. The assighment can be downloaded as either unmarked in the
original file format, or as a PDF showing the instructor’s annotations as shown in the viewer.

Use the up and down arrows to move forward or back through the pages.

Specific feedback provided by the instructor.
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5. How to use the Grading Pane:

gnment Details

GRADE e
Last Graded A o au' 22

ATTEMPT :
4M5M3 1:00 PM 9 30135

SUBMISSION

D Case-Study1_Lily Pond.docx

13

COMMENTS

Grader Feedback

Lilly, 1 enjoyed reading this paper. I've provided some specific
feedback for you to review.

The final grade for this assignment.
The grade for the currently displayed attempt is shown. If more than one attempt was submitted for
the assignment, this grade may differ from the final grade.

Click the download button to download the originally submitted file (without the instructor’s
markup).

General feedback provided by the instructor.

Notes

e Inline Assignment Grading is powered by Crocodoc (http://www.crocodoc.com). Crocodoc is a third-
party, cloud-based conversion, display, and annotation service.

If you need assistance with submitting an assignment or checking your grade/feedback, please contact OU Help
at ouhelp@ottawa.edu or 855-268-4357.

For feedback regarding this document, contact OUAcademicTech@ottawa.edu.
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