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Creating Assignments with Blackboard CE8 
 
 
OVERVIEW 
 

1. Make sure the Assignments tool is enabled. 
2. Create and customize an assignment. 
3. Set release criteria if desired. 
4. Make the assignment visible to students. 
5. Test functionality using Student View. 

 
 
DETAILED STEPS 
 

1. Make sure the Assignments tool is enabled. 
 
a. From the Build tab, click Manage Course under Designer Tools. 
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b. Click Tools: 

 
 

 
 

c. Place a check mark next to the Assignments item. If you wish for the students to be 
able to view their grades for the assignment, make sure My Grades is also checked 
under Student Tools. Scroll to the bottom of the page and click Save: 
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2. Create and customize an Assignment. 

 
a. Click the Assignments menu item, which should now appear under Course Tools: 

 
 

 
 

 
b. Click Create Assignment: 
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Numerous options for customizing the assignment are available. For detailed context-sensitive 
help with specific options, click the Help link in the upper right-hand corner of your browser 
window. 
  

 
 
 

  

Description is optional. 

Items are hidden by 
default when first created. 
You will need to unhide the 
assignment when you wish 
for your students to be able 
to view it.  

Simple assignment 
instructions may be typed 
directly into the Instructions 
box. 

Click Enable HTML 
Creator for advanced 
formatting options, or to 
add items like images and 
Web links to the 
assignment. 

For more complicated or 
detailed assignments, you 
may prefer to upload the 
instructions as a PDF or 
Microsoft Word document. 

By default, the assignment 
will not be released to any 
students. Be sure to select 
either the entire class or 
specific groups of students 
as recipients. 

Due Dates and Cutoff 
Dates can be adjusted as 
needed, both when first 
creating the assignment 
and later on. You may want 
to avoid deadlines of 12:00 
midnight and 12:00 noon in 
order to avoid confusion. 

Using abbreviated column 
titles will help keep your 
Grade Book manageable, 
as long titles increase the 
width of Grade Book 
columns. 

Student submission 
format should usually be set 
to Text. You may choose to 
specify a specific file 
attachment format (PDF, 
JPG image, MP3 Audio file, 
Word document, etc.) for 
your studentsô submissions 
in the assignment 
instructions. Microsoft Word 
offers a powerful set of 
commenting and change 
tracking features that many 
instructors use extensively 
for assignments. 

If necessary, click More 
Options to expand the 

Advanced Option Menu. 

Remember to click the 
Save button when you are 
finished. Otherwise, all 
changes will be lost. 

http://office.microsoft.com/en-us/word/CH100243831033.aspx
http://office.microsoft.com/en-us/word/CH100243831033.aspx
http://office.microsoft.com/en-us/word/CH100243831033.aspx
http://office.microsoft.com/en-us/word/CH100243831033.aspx
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3. Set Release Criteria (optional) 
 
By setting Release Criteria, you can make the assignment automatically become 
available to students on a certain date, release an assignment to a specific student due 
to extenuating circumstances, or to the Demo Student for testing purposes, etc. Because 
Release Criteria are an advanced and somewhat complex feature, this document will 
only detail setting simple date criteria. 

 

a. Click the Action Link ( ) next to the assignment title, and then select Set Release 
Criteria from the drop-down menu: 
 

 
 

b. Click Add Date Criteria: 
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