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HOW TO COLLECT AND GRADE AN ASSIGNMENT

Please see How to Create an Assignment for directions on how to setup an assignment.

1. Once you have setup your assignment, the grade column will be
automatically populated in the Grade Center.

2. Inthe Control Panel, go to Grade Center > Full Grade Center. Next
to all assignments and tests that will need to be graded, you will see
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3. Click on the chevron icon to the right of the assighmentto @
grade the attempt.

View Grade Details

Exempt Grade

Attempt 7/21117 @
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https://www.csudh.edu/Assets/csudh-sites/it/academic-tech/docs/bb-tutorials-faculty-2017/how-to-create-an-assignment.pdf
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GRADE ASSIGNMENT PAGE - GRADING OPTIONS

The grade assignment page displays Bb Annotate. Bb Annotate allows instructors to grade and annotate
student work uploaded to a Blackboard assignment. The toolbar above the document window contains

controls for adjusting the document view (left) and a series annotation tools (right). The sidebar on the

right displays a place to enter score, view different submissions (if available), and student comments.

BB ANNOTATE CAN DISPLAY DOCX, PPTX, XLSX, PDF, JPEG, PNG, AND RTF FILES.

Assignment Instructions ~ Assignment Details ~

f2 @ Q @ - ﬁ - @ - "_‘D Eii _/‘ - % m Q D:ﬂ LGA::;:L-ED-WEMDT

Document View Settings Annctation Tools “ ATTEMPT

1/10/19 5:58 PM

Document Preview
Submission

[1 submission Text
Lorem Ipsum

“Neque porro quisquam est qui dolorem ipsum quia dolor sit amet, consectetur, adipisci veiit...” *  Elmer (Bb Admin Test) Fudd
“There is N0 one who loves pain itself, who seeks after it and wants 1o have it, simply because it is pain...” Student L s ssamm
comments Here is my assignment.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean facilisis feugiat nunc, a dictum augue
malesuada bibendum. Duis id sapien eu orci feugiat luctus. Pellentasque eu porta ante. Aliquam erat :
volutpat. Ut lorem quam, accumsan ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris Click to download file
posuere, sollicitudin tellus in, sollicitudin enim. Maecenas vel luctus elit.

D Student Essay 21stCenturyTyranny.docx *

The image below contains descriptions of the settings and tools available on Bb Annotate’s toolbar.

Assignment Instructions ~ §BIEIT] Comment Download § C. Library

Bl - pe < 1 »or2 @ Q @ [~ g-®B-DoiEl S -adh Qi

Zoom Out Search
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ENTER A SCORE

To enter a score, go to the sidebar under attempt and click the textbox enter a score.

Assignment Details ~

GRADE
LAST GRADED ATTEMPT

ATTEMPT
1/10/19 5:58 PM 5

Submission

ENTER FEEDBACK AND ATTACH A FILE

To add general feedback and attach files, go to the sidebar and click the blue bar containing the arrow

icon =~ .
Assignment Details ~

GRADE p
LAST GRADED ATTEMPT .

Expand Feedback Pane

ATTEMPT
1/10/19 5:58 PM 15

Submission

D Submission Text

|

D Student Essay 21stCenturyTyranny.docx

Comments
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Enter student feedback in the Feedback to Learner text box. Use the paperclip icon @ to attach files.

5| Add Motes
Use the Add Notes button

ATTEMPT
1/10/19 5:58 PM

Feedback to Learner

Enter Feedback

to add a private note on this assignment. Notes added to
the Add Notes textbox are not visible to students.

15

File Attachment Resize
Textbox

F Add Notes

Cancel  Save Draft

~

SUBMIT SCORE AND FEEDBACK

To save and submit the score and feedback, click Submit.

® % A
S Add Notes

Cancel

Save Draft

Submission
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SWITCH FILE VIEWS

Some assignments may contain multiple files under Submission. If an assignment has multiple files
attached, click the name to display the file. The example below contains two files. Submission text refers
to text typed into the Blackboard assignment. The second file, ending in .docx, represents the attached
file. Clicking the file will display the document.

T

Display written
submission

Submission

|:] Submission Text

|:] Student Essay 21stCenturyTyranny.docx *

Comments Display file

. submission
2 Elmer (Bb Admin Test)

i 1/10/19 5:58 PM

Here is my assignment. Student comments

BB ANNOTATE CAN DISPLAY DOCX, PPTX, XLSX, PDF, JPEG, PNG, AND RTF FILES.
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ANNOTATE A DOCUMENT

Use the tools found in Bb Annotate to provide customized feedback to student work. Comments and
drawings added to the document are saved on the page. Annotation sessions expire after one hour.
However, a warning message will appear before the session expires.

For the best experience, please use a current version of Chrome, Edge, Firefox, or Safari.
BB ANNOTATE CAN DISPLAY AND ANNOTATE DOCX, PPTX, XLSX, PDF, JPEG, PNG, AND RTF FILES.

ANNOTATION SESSIONS EXPIRE AFTER ONE HOUR.
ADD A COMMENT

To add a comment, go to the Bb Annotate toolbar and click the speech bubble icon
Next, click an area of the document to pin a comment

IF THE COMMENT IS NOT IN THE CORRECT LOCATION, CLICK AWAY FROM THE COMMENT
TEXTBOX TO CANCEL AND CLICK THE SPEECH BUBBLE ICON TO CREATE A NEW COMMENT.

Assignment Instructions ~

9y
Lorem Ipsum

"Neque porro quisquam est qui dolorem ipsum quia dolor sit amei, consectetur, adipisci velit...”
"There is no one who loves pain itself, who seeks after it and wants to have it, simply because it is pain..."

Last Updated: 3/4/2021
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3. When the small window appears to the right, enter the comments in the textbox
4. Click Save on the lower right of the window to save the comment

Assignment Instructions ~

s

em Ipsum ©

dolorem ipsum quia dolor sit amed, consectetur, adipisci velit...”

elf, who seeks after it and wants 1o have it, simply because it is pain..." o

5. To finish adding comments, go to the Bb Annotate toolbar and click the speech bubble icon

Lorem ipsum dolor sit amet.

Last Updated: 3/4/2021
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REPLY TO A COMMENT

s

em Ipsum

dolorem ipsum quia dolor sit amet, consectetur, adipisci velit...”
ielf, who seeks after it and wants to have it, simply because it is pain..."

stetur adipiscing elit. Aenean facilisis feugiat nunc, a dictum augue
=n eu orci feugiat luctus. Pellentesque eu porta ante. Aliquam erat
an ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
tudin enim. Maecenas vel luctus elit.

When the textbox appears, enter the comment
Click Reply on the lower right

©

em Ipsum

dolorem ipsum quia dolor sit amet, consectetur, adipisci veilt..."
ielf, who seeks after it and wants to have it, simply because it is pain..."

stetur adipiscing elit. Aenean facilisis feugiat nunc, a dictum augue
2n eu orci feugiat luctus. Pellentesque eu porta ante. Aliquam erat
an ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
tudin enim. Maecenas vel luctus elit.

iretra nisi vitae, aliquam ipsum. Ut volutpat lobortis efficitur. Etiam
sit amet accumsan felis suscipit. Nam lectus leo, placerat quis
jula. Donec congue vestibulum nisl quis consectetur. Nam egestas
tur urna non faucibus sollicitudin. Duis fermentum tellus sit amet

irimmilla mAamian Aasst rmaviendoe Ao raeta el Chamm anneastotoir maed

1. Toreply to a comment, click on an existing comment

Hugo Vega (Bb Admin)

o Jan 13, 4:50 PM
Lorem ipsum doln@ amet.

Hugo Vega (Bb Admin)
Jan 13, 4:50 PM

Lorem ipsum daolor sit amet.

Last Updated: 3/4/2021
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REMOVE A COMMENT

1. Toremove a comment, click on an existing comment

s

em Ipsum

dolorem ipsum quia dolor sit amet, consectetur, adipisci velit...”
ielf, who seeks after it and wants to have it, simply because it is pain..."

stetur adipiscing elit. Aenean facilisis feugiat nunc, a dictum augue
=n eu orci feugiat luctus. Pellentesque eu porta ante. Aliquam erat
an ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
tudin enim. Maecenas vel luctus elit.

Click the trash can icon

©

em [psum

dolorem ipsum quia dolor sit amet, consectetur, adipisci velit...”
ielf, who seeks after it and wants to have it, simply because it is pain..."

stetur adipiscing elit. Aenean facilisis feugiat nunc, a dictum augue
an eu orci feugiat luctus. Pellentesque eu porta ante. Aliquam erat
an ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
tudin enim. Maecenas vel luctus elit.

iretra nisi vitae, aliquam ipsum. Ut volutpat lobortis efficitur. Etiam
sit amet accumsan felis suscipit. Nam lectus leo, placerat quis
jula. Donec congue vestibulum nisl quis consectetur. Nam egestas
tur urna non faucibus sollicitudin. Duis fermentum tellus sit amet

irimmilla mAamisn Asst moavienaoe Ao raeta sl Chnmnm caneacsbodor aed

Click OK to delete the comment

Are you sure you want to delete this comment?

.:ae %

Hugo Vega (Bb Admin)

o Jan 13, 4:50 PM
Lorem ipsum doln@ amet.

Hugo Vega (Bb Admin)
Jan 13, 4:50 PM

Lorem ipsum dolor sit amet.

Last Updated: 3/4/2021
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DRAW

To draw on a document, go to the Bb Annotate toolbar and click the pen icon
When the toolbar appears, adjust the pen settings (optional)

Click and drag on the document to start drawing

Release the mouse button to stop drawing

vk wN e

Click the pen icon to finish using the drawing tool

Assignment Instructions v

O a2 [J -

S @ - S @~ B 100w - = s5pt ~ B, nNomal -
Bl
Hugo Vega (Bb Admin)

i ' 4 '
m w m m ending Moce
Jan 13, 4:50 PM

Lorem Ipsum
*Neque porro quisquam est qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit...”
"There is no one who loves pain itself, who seeks after it and wants to have it, simply because it is pain..."
e :
malesuada bibendum. Duis‘id sapien eu orci feugiat luctus. Pellentesque eu porta ar’\le‘ Aliquam erat

volutpat. Ut lorem quam, accumsan ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
posuere, sollicitudin tellus in, sollicitudin enim. Maecenas vel luctus elit.

DUPLICATE A DRAWING

1. Click on a drawing

Lorem Ipsum

‘Megue porro quisquam est qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit...”
“There is no oneé who loves pain itself, who seeks afier it and wants to have it, simply because it is pain...”

Lorem ipsum dolor sit amet, consectetur adipi facilisis feugiat nunc, a dictum augue
malesuada bibendum. Duis id sapien eu orci feug : Pellentesgue eu porta ante. Aliguam erat
volutpat. Ut lorem gquam, accumsan ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
posuere, sollicitudin tellus in, sollicitudin enim. Maecenas vel luctus elit.

Last Updated: 3/4/2021
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2. Click Duplicate

Lorem Ipsum

Duplicate

i amet, consectetur, adipisci velit...”
hawva it, simply bacause it is pain...°

‘Neque porro quisquam est qui dolorem
"There is. no.one who loves pain itsalf, who seaks aftp

Ln.rern ipsum dolor sit amet, consectetur adipiscing -B.IiL Aenean facilisis feugiat nunc, a dictum augue
malesuada bibendum. Duis id sapien eu orci feugiat luctus. Pellentesgue eu porta ante. Aliquam erat
volutpat. Ut lorem gquam, accumsan ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
posuere, sollicitudin tellus in, sollicitudin enim. Maecenas vel luctus elit.

3. The duplicate drawing appears below the original

Lorem Ipsum

“Neque porro quisquam est qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit..."

“There is no one who loves pain itself, who seeks aftg pve it, simply because it is pain..."

Duplicate

|¥um dolor sit amet, -:nnsacherur adlplscm elit. Aer.uaan facilisi
audd DIDENaUT: 0 Sap glgial luctus. Fellenfesque eu porta ante. Ilquaneral

i .'Ut forem quam ACCUMSan ar: 1p5um ec dicu!a fauumm tellus:Maecenas sed-mauris

RESIZE A DRAWING

1. Click on a drawing
2. When the selection box appears, click and drag the handles (blue dots) to resize

) :
Hugo Vega (Bb Admin)
Jan 13, 4:50 PM
I Orem Sum Lorem ipsum dolor sit amet.
*Neque porro quisquam est qui dolorem sit amet, consectetur, adipisci velit..." /
(] 'mnmiznnmsndmhmpnmiuﬂ.u&mamhxaiummﬂmmfmuh.mmﬁyh—mmmspmn,' ®
h: g . e—y

volutpat. Ut lorem quam, accumsan ac ipsum n

posuere, sollicitudin tellus in, sollicitudin enim.

prem ipsum dolor sit amet, consectetur adipiscing
alesuada bibendum. Duis id sapien eu orci feugial
vel luctus elit.

Aenean facilisis feugiat nune, a dictum augue
s. Pellentesque eu porta ante. Aliquam erat
dictum faucibus tellus. Maecenas sed mauris

Nullam ut massa pellentesque, pharetra nisi vitae, aliguam ipsum. Ut valutpat lobortis efficitur. Etiam
pellentesque leo at ante tristique, sit amet accumsan felis suscipit. Nam lectus leo, placerat quis

Last Updated: 3/4/2021
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MOVE A DRAWING

1. Click on a drawing
2. Click and drag to move the drawing

g

Hugo Vega (Bb Admin)
Jan 13, 4:50 PM

Lorem I [ ) Sum Lorem ipsum dolor sit amet.

Duplicate

"Neque porro quisquam est qui dolorem || it amet, consectetur, adipisci velit...”
@ "There.is.no.one who loves pain iiself, who seeks aﬁen and wants 10 have it, simply because it is pain...”
L ] 1)

oo

&
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean facilisis feugiat nune, a dictum augue
malesuada bibendum. Duis id sapien eu orci feugiat luctus. Pellentesque eu porta ante. Aliquam erat
volutpat. Ut lorem quam, accumsan ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
posuere, sollicitudin tellus in, sollicitudin enim. Maecenas vel luctus elit.

Nullam ut massa pellentesque, pharetra nisi vitae, aliquam ipsum. Ut volutpat lobortis efficitur. Etiam
pellentesque leo at ante tristique, sit amet accumsan felis suscipit. Nam lectus leo, placerat quis

DELETE A DRAWING

1. Click on a drawing (not pictured)
2. Click the trash can icon on the upper right

3. Click OK to confirm

Are you sure you want to delete this annotation?

Cancel OK

Last Updated: 3/4/2021
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DOWNLOAD ANNOTATED DOCUMENT AS A PDF

Bb Annotate has the option to download the annotated document as a PDF for offline viewing.

On the Bb Annotate toolbar, click the download button found on the right. The file will download in a
few moments.

DISPLAY COMMENTS

When the file is opened in a PDF viewer, such as Acrobat Pro, hover over the sticky note icon to display
the comment.

Home Tools Student_Essay 21st.. X w @ ‘ .
e B Q @ 2 RO ox- TP & D G4 B X

Comment LT:J .& I T :;PE T@, T f {9 &' @' 49'

~ 2 comments Q % Y wes Ee,

PAGE 1 2~ b

En

Hi Ve Bb Admin) Jan 13 =

b e ugo Vega (| min) Jan =

Hugo Vega (Bb Admin) Lorem ipsum dalor sit amet.
0 Lorem ipsum delor sit amet. u I I I ﬁ
L

° Hugo Vega (Bb Admin) Jan 13
I
"Neque porro quisquam est qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit " i Pencil Q:
"There is no one wha loves pain itself, who seeks after it and wants to have it, simply because it is pain._."

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean facilisis feugiat nunc, a dictum augue
malesuada bibendum. Duis id sapien eu orci feugiat luctus. Pellentesque eu porta ante. Aliquam erat
volutpat. Ut lorem quam, accumsan ac ipsum nec, dictum faucibus tellus. Maecenas sed mauris
posuere, sollicitudin tellus in, sollicitudin enim. Maecenas vel luctus elit.

Last Updated: 3/4/2021
Page | 13



CSU

| INFORMATION TECHNOLOGY

COLLECT ASSIGNMENTS TO GRADE

This function will allow you to gather assignments in bulk and grade them later.

1. Inthe Grade Center, select the assignment to be graded and then click

the chevron

to display the options.

a. Select Assignment File Download.

2. Inthe Download Assignment window, select the students you wish to

grade and click Submit.

1. Select Users

#/ Name

[# | Fudd, Elmer

2. Submit

Click Submit to proceed. Click Cancel to go back.

=
=1
o

Friday, July 21, 2017 10:26:05 AM PDT

Friday, July 21, 2017 9:50:24 AM PDT

Friday, July 21, 2017 9:44:11 AM PDT

Grade

Not Available
Needs Grading
Needs Grading
Needs Grading
Not Available
Not Available
Not Available

Displaying 1 to 7 of 7 items
bW

iz Fezav _ Catche Pro

Quick Column Information
Grade Affempts E
-

Grade with User Names

View Grade History

s —
Assignment File Download }2 D
ignment File Cleanup 3

Hide from Students (on/off)

E
1 Edit Column Information -
Column Statistics
Set as External Grade
E

Clear Attempts for All Users

Sort Ascending
Sort Descending

Hide from Instructor View

Show All Edit Paging

Cancel

3. Inafew moments, a notification will display with a link to download the selected assignments.

Download Assignment: Essay - Catcher in the Rye Symbols

The assignments have been packaged. Download assignments now. (55 KB)

Monday, July 24, 2017 2:25:47 PM PDT

4. Click the link to download a zip file with the selected assignments to your computer.

IN GOOGLE CHROME, FILES ARE DOWNLOADED TO THE BOTTOM LEFT OF THE SCREEN. IN

MOZILLA FIREFOX, FILES ARE DOWNLOADED TO THE UPPER RIGHT SECTION OF THE SCREEN.

Last Updated: 3/4/2021
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