
→ Visit www.tcd.ie/CAPSL/resources/onlineassessment/bb-assignments.php for a Quick Guide on how 

you can release results to students.

1. Accessing Assignment Submissions

This Quick Guide gives the eLearning team’s recommended settings for grading individual or group assignment submissions in Blackboard. 

It is the second in a series of three guides covering the process of grading & providing feedback using Blackboard assignments.

→ For further support and advice visit www.tcd.ie/CAPSL/resources/ or email the eLearning team at bblearn@tcd.ie

Quick Guide: Grading Bb 
Assignment Submissions 

You can access students’ assignment submissions via the left-hand module menu under Module Management→

Grade Centre → Full Grade Centre. Needs Marking will also show you a queue of unmarked submissions while 

Assignments filters the Full Grade Centre to show only the essay assignment columns. 

The grade centre essentially acts like an Excel sheet where you can enter and manage students’ grades. Any 

assessed component (such as quizzes, forums, blogs etc.) will automatically have a corresponding column 

created in the grade centre.

Locate the column for the assignment. You can click on the down arrow at the top of a column to edit its 

settings (1). A circle with a red line through it (2) indicates the column is hidden from students. This means they 

won’t be able to see grades & feedback until you are ready to release them (covered in the next guide).

To view & grade a student’s submission, locate their cell within the assignment’s column and click the down 

arrow next to the Needs Grading icon (3). Click on the most recent attempt if there are multiple (4).

2. Viewing Assignments in the Full Grade Centre
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3. Grading & Providing Feedback

4. The Next Step – Releasing Results & Managing Submissions
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1. Navigate among student submissions & multiple attempts for the same student. Ensure you are grading the most recent attempt.

2. From this menu bar you can add comments, drawings and annotations the student’s submission

3. Enter the grade here for the student. If it is a group assignment you can enter the group’s grade and this will apply to all members in the 

group. You can also adjust an individual group member’s grade if needed.

4. You can expand or collapse the Feedback to Learner section by clicking on the expand/collapse arrow below the grade. The Feedback 

to Learner panel will also expand automatically when you enter a grade. 

5. Under Feedback to Learner you can enter text feedback and attach files for the student.

6. Here you can enter Grading Notes that are not visible to the student.

7. Once you are ready click Submit to save the feedback and grade. You can amend both at any time by repeating the steps in section 2 

above (click on the down arrow next to the grade in the grade centre and click on the attempt with the grade).

8. You can download an annotated PDF of an individual document via the down arrow (this cannot be done in bulk for all submissions)

9. You can click on the icons here to expand the submission so you can view it more easily on smaller screens

10. If there were multiple files as part of a submission, you can access them here and download the original files if needed

9

http://www.tcd.ie/CAPSL/resources/onlineassessment/bb-assignments.php
http://www.tcd.ie/CAPSL/resources/

