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About Question Completion Status 

The Questions Status Indicator is a tool to provide users with a quick up-to-date look at their 
progress (complete or incomplete questions) in an assessment at all times. The Save button next 
to each question provides a visual reminder to save your progress periodically.  

Completion status of assessment questions is displayed at the top of the page when taking an 
assessment.  

The status of which questions have been answered is displayed at the top of the page, just below 
the Instructions.  

When answering a question and moving on to the next question in a question-by-question 
assessment, the status box will be updated on the next page to show that the previous question 
was answered. If you do not answer a question and move on to the next page in a question-by-
question assessment, the status box will show on the next page that the previous question was not 
answered. Navigate between questions by clicking on the question number in the status indicator.  

When taking an all-at-once assessment (an assessment where the questions all appear on the 
same page), use a Save button to the right of each question to save a specific question without 
scrolling to the bottom of the page to save. Saving either a single question or all of the questions 
that have been answered (with the Save button at the bottom of the page) changes the status 
indicator to show which questions have been completed. 

 

ASSIGNMENTS 

About Assignments 

Assignments list the name, description, and attachments for class work. Students complete the 
assignment in a separate file and send it back to the Instructor.  They may also include comments 
for the Instructor if they choose. 

Submit an Assignment 

Submitting an Assignment is very simple. On the Upload Assignment page, Students can add 
comments and specify files to attach. 

Instructors may create Assignments where Students do not need to attach files to complete them; 
Students can submit an Assignment without attaching a file.  If Submit is selected, and no files are 
listed to attach, the Assignment is submitted and will no longer be available to the Student to 
complete.  

If the same file is attached to an Assignment more than once, the file name of the duplicate will 
automatically include a numeric suffix. For example, History_assignment1.doc. 

 

 

• Warning: Be careful in cases where files must be submitted 
in order to complete the assignment!  Assignments can only be 
submitted once. 

 

Follow the steps below to submit an Assignment: 
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1. Select the Content Area from the Course menu that holds the Assignment. For example, 
the Course Documents area. 

2. Click the name of the Assignment. The Upload Assignment page appears. 

3. Complete the Comments field on the Upload Assignment page.  

4. Click Browse next to File To Attach to browse the local system and select a file to attach. 
Multiple files may be attached using the Add Another File option. Click Submit when the 
page is complete. 

 

 

In Step 4, files may also be uploaded from the Blackboard Content System. Select 
Browse next to Copy file from Content Collection to choose a file. 

 

Save an Assignment 

The Upload Assignment page has a Save option available. This option allows the user to save the 
Assignment and continue working on it later. Once the Assignment is complete the user can submit 
it. 

 
 

CHAPTER 5 – COMMUNICATION 

SEND EMAIL 

Overview   

Users can access email functions for through the Send Email page. Users can send email to the 
following people in a course or organization: 

 
GROUP DESCRIPTION 

All Users Sends email to all users in the course or organization. 

All Groups Sends email to all of the groups in a specified course or organization. 

All Teaching 
Assistants 

Sends email to all of the Teaching Assistants in a specified course. 

All Instructors Sends email to all of the Instructors for a specified course. 

All Leaders Sends email to all of the Leaders for a specified organization. 

Select Users Sends email to a single user or select users in a specified course. 

Select Groups Send email to a single group or select groups in a course or 
organization. 

Find this page 

Follow the steps below to open the Send Email page: 
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