
 

Submit an Assignment 
 
 

Overview 

This tutorial will explain how to Submit an Assignment​. An Assignment is an area of 
Blackboard where you will upload files to be graded by your instructor.  

​

Quick Steps 

Content Area > Assignment > Browse > Comments > Submit > Check for Success 

Step 1 

To Submit an Assignment, you must first access the Assignment page. Navigate to the Content 
Area [1] of the course where the Assignment is listed and click on the Assignment [2]. 

 

Step 2 

On the Upload Assignment page, you will find the assignment information: 
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In the Assignment Information section, the Due Date and time will appear in a box. Another box 
will display the Points Possible for this assignment. Below these boxes, the assignment 
instructions will appear again. Finally, if your instructor is using Blackboard’s SafeAssign 
feature, you will be prompted on terms concerning a check for copyright violations. 

Step 3 

 

In the Assignment Submission section, you will see the following options: 

➢ Text Submission​ - The Text Submission option can be accessed using the Write 
Submission ​button. Use this only if the instructor requests you to do so; otherwise, attach a 
file. 

➢ Attach Files​ - The Attach Files option can be accessed using the Browse My Computer 
button. Use this to search your computer for the file you want to attach to this assignment. 
Make sure the file is in a format your instructor requests. If the instructor does not request a 
specific file format, a list of acceptable formats appears after the Attach Files section. 

➢ Plagiarism Tools ​- The Plagiarism Tools option requires you to agree to the terms 
mentioned in Step 2. You will only see this option if your instructor has decided to use the 
SafeAssign feature in Blackboard. Check the checkbox to agree. 

​

​

​ ​
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Step 4 

 

Use the Add Comments section to write any personal statements for the instructor regarding this 
assignment. Only your instructor will be able to see the comments you write.  

Step 5 

If you need to stop uploading for any reason, use the Save Draft​ button to create a temporary 
submission that can be returned to later. If you are finished uploading your Assignment, click the 
Submit​ button. 

​

 

Step 6 

If the submission is successful, a success message reading, “Success! Your submission 
appears on this page. The submission confirmation number is 
xxxxxxxx-xxxx-xxxx-xxxx-xxxxxxxxxxxx. Copy and save this number as proof of your 
submission” will display. You will also see the Review Submission History page. 
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