
 
EWP Shell – Build Tab 
Assignments Tool – Creation 
 

1. From the Build tab access 
the Assignments Tool 

 
 

2. Click Create Assignment 
 
 
 
 

3. Type in a Title for the 
assignment 
 
 
 

4. Type in a Description if 
desired 
 
 

5. Type in the Instructions 
for the assignment 
 
 

6. You may attach any files 
related to the assignment 
by clicking Add 
Attachments 
 
 
 

7. Navigate to and Select the 
check box next to any files 
you would like to attach. 
(For attaching multiple files, 
you must do so one at a 
time.) Then click OK.  
 
NOTE: It is recommended 
that you upload any files 
you wish to attach to the 
file manager before 
creating the assignment. 
Refer to steps 1-6 of 
Posting a File 
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EWP Shell – Build Tab 
Assignments Tool – Creation 
 

8. Select Text under 
submission format. 
 

 
9. Select All Students 

Individually under 
recipients. 
 
 

10. It is recommended that 
you also check the box 
next to Create a 
corresponding event in the 
Calendar. This way your 
students can see the due 
date in their personal 
Blackboard Calendars. 
 
 
 

11. For setting the Due Date, 
Click the Calendar Icon 
to the left of the text box to 
display the calendar pop-
up. Then Select the Date 
you want. 
 
 
 

12. For setting the time at 
which the assignment is 
due, Click the Clock Icon 
to the left of the text box to 
display a drop-down with 
time choices. Select a 
Time. 
 
 

13. Repeat Steps 11 and 12 
for the Cutoff Date after 
which no late assignments 
will be accepted. 
 
 

© 2007 – Course Development - MPH 2



 
EWP Shell – Build Tab 
Assignments Tool – Creation 
 

14. Select the Check Box 
next to Allow the 
Assignment to be 
Graded. 

 
15. Select the Check Box 

next to Release grade to 
Student 
 

16. Click Save 
 

17. You’ve successfully 
created the Assignment! 
 

NOTE: The settings used here are the most common. Under More 
Options there are a few useful settings like allowing students to 
resubmit their assignment up until the due date which are disabled by 
default. For more information on these and other settings consult the 
Blackboard help files accessed by clicking the Help link in the upper 
right corner of the browser window. 

 
 

© 2007 – Course Development - MPH 3


