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To Grade an Assignment 
Assignments can be graded individually, or they can be downloaded and graded offline. 

To Grade individual Assignments 
Assignments can be graded from the Full Grade Center or Needs Grading smart view. 
 

Grading Assignments from the Full Grade Center 
1. Click on the Grade Center link in the Control Panel under Course Management, to 

display either just what needs to be graded or the full Grade Center. 
 

 

 
 
 

2. In the cell with the green icon ( ), click on the double down arrows ( ) on the 
right side of the cell and select View Grade Details. 

3.  Click on Open Attempt. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. If an assignment was attached, click on the attachment to open it. 
5. Assign the Grade and add comments or notes. 
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6. Click Submit when finished. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Grade other students’ assignments by moving to another student using the left and 
right arrows in the upper right corner of the page. 
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Grading Assignments from the Needs Grading smart view 
1. Click on the Grade Center link in the Control Panel under Course Management, to 

display either just what needs to be graded or the full Grade Center. 
 

 

2. Click on Grade All Users 
3. Grade the Assignment Accordingly from the next window and Click the 

appropriate action from the Grading Menu Bar 
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To Download assignments waiting to be graded 
(Use this option if you will not have Web connectivity and wish to view assignments off-line) 

 
Follow steps 1 and 2 above (from the Control Panel, click Grade Center, Grade All 
Users), and then complete the following: 

 
1.   Find the column of the assignments that you want to download 
2.   Click on the double down arrows (  ) on the right side of the column, and click 

“Assignment File Download” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.   Select the box next to all the students for whom you would like to download 
assignments, and click submit. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.   Click on the link listed for the packaged assignments. This action will prompt you 
to find a local area to save the zip file of assignments. 

 
 
 
 
 
 
 

 
 

5.   Once the zip file is saved, scroll to click the “OK” button on the Download 
Assignment window in Blackboard.  Depending on the size of your browser 
window, scrolling to the “OK” button located in the lower right corner of the 
Blackboard window is necessary. 
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6.   The next window is the Grade Center where you will manually enter the grade for 

each downloaded assignment. 
7.   At this point, you will need to navigate on your computer, to the zip file of 

assignments that you just saved. 
8.   Double click on the zip file to expand it to show the assignments of the students 

you just downloaded.  Note: There will be 1 text file to correspond to each file 
downloaded. 

 
 
 
 
 
 

9.   Once each downloaded file is viewed, the grade will have to be manually entered 
in the Grade Center within Blackboard.  Do this by clicking the appropriate row 
for the student in the corresponding Grade Center column. 
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