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Introduction

Colleagues,

On behalf of the UHD Core Assessment Committee, | want to thank you for submitting your students’ work to the Core
Assessment project. If at any point you need help with the submission process, please contact UHD Blackboard Support
by calling (713)221-2786 or by sending an email to bb@uhd.edu.

Some key facts about Core Assessment:

e This is not an evaluation of any individual faculty. Students build skills like communication, critical thinking and
teamwork over multiple courses and the purpose of this assessment is to determine overall, how students are
doing at this early point in their academic careers. For that reason, student and faculty identifiers will be
removed from the student work before evaluators begin the assessment process. The results will be reported in
the aggregate and there will be no reference to individual students or faculty in that document.

e The final assessment will use 100 student artifacts for each outcome, but we are collecting more to ensure
proper demographics.

e These artifacts will be submitted to a group of your UHD faculty colleagues from all colleges for evaluation in
January 2016. The evaluators will review each selected student artifact using either the AAC&U Written
Communication Rubric or the AAC&U Teamwork Rubric.

e Findings will be submitted to the University Curriculum Committee/UHD General Education Committee and a
report shared with the faculty at large in early March. At that point, faculty in the Core will be asked to review
the findings and collaborate with UCC and General Education to determine how best to proceed. Faculty will
also have an opportunity to make recommendations regarding the assessment and the student artifact
collection processes.

If you would like additional information on the Core Assessment Process, please review the materials here or contact me
directly.

Thank you again for your support and contributions to UHD’s General Education Core.

Dr. Vida Robertson,
Chair, Core Assessment Committee
robertsonv@uhd.edu/ 713/222-5369
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Direct any questions about the BB system to UHD Blackboard Support by calling (713)221-2786 or by sending an email to
bb@uhd.edu. If you have questions about core assessment or the assignments themselves, please contact any member
of the UHD Core Assessment Committee.



STEP 1: CREATE THE SIGNATURE ASSIGNMENT IN BLACKBOARD

NOTE: It is important that the assignment be properly set up in Blackboard for the process to be as simple as possible. If
you are familiar with setting up an assignment in Blackboard and your students know how to submit an assignment,
please skip to Step 3: Batch Downloading the Signature Assignment.

If you are interested in using a Turnitin Assignment Skip, to Page 11: Creating Your Signature Assignment in Turnitin

To create the signature assignment in Blackboard:

1. Loginto Blackboard.

2. Enter the course in which you wish to create an assignment.
3. Make sure to turn edit mode ON at the top right-hand corner of the page.

Home Page

B [ Edtmodeis: @RDD

Home Page
¥ ASemester MATH1301 ~
‘[i)iﬁl:g.::rl::m Smith - Add Course Module Customize Page Tl
Home Page
\ Announcements My Announcements To Do /

You may want to Create a new Content Area in the Content Menu for Assignments.

CREATE A CONTENT AREA FOR THE SIGNATURE

/

ASSIGNMENT

1. Select the (+) in the left-hand course menu and click

Content Area.

2. Enter a name for the content area, such as Signature

Assignment.

~ 0

- — Home Page

dd Course Module

My Announcem

Add Content Area

4+ Name:  |Signature Assignment

« Available to Users

"

\ L OISE VO Ty | | /

""Cance Submit

Home Page
Content Area
Module Page
Add Course Module
Blank Page
Tool Link
Web Link My Announcements
Course Link No Course or Organization Anj
Subheader
Divider
My Messages
\ My Grades My Tasks /
3. Click the Available to Users checkbox to allow users to

view the item and then click Submit.

4. A new button will be added at the bottom of the main left-hand menu. Click the new button to enter the empty

content area. You are now ready to create the Signature Assignment.

My Grades

Signature Assignment

. "My Tasks:

My Tasks




CREATE THE SIGNATURE ASSIGNMENT

1. Inthis new content area, click the Assessment button, and select Assignment.

r MATH1301 A
ructor Smith -
Ise Build Content + Assessments v Tools v Partr
e
Test
ments
Survey
prmation Assignment
ntent Selfand Peer Assessment
K McGraw-Hill Assignment It's
Turnitin Assignment
ges Use

ﬂ:reate Assignment

are aformof

2. Within the Create Assignment

page, type the name,

instructions, attach any files

ASSIGNMENT INFORMATION

necessary.

- Name and Color

Instructions

Please see the Appendix for an T T TF porsgrapn v il
DDOQ = =

Q& T Bl fi oMshps - T & © @

example of instructions you can

<

provide to students for
submitting an assignment in
Blackboard.

Path: p

ASSIGNMENT FILES

K Attach File

Signature Assignment for Math 1301 423 .

N

Browse My Computer

Name of
Assignment

Black

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

that adds a column to the Grade Center. Use the Grade Center to assign grades and give feedback to each student.

N

Browse Content Collection

v 3(12py v ||z 3§ XA
T (T
& ﬂ HTML CSS
_ Assignment
- Instructions
Words:0 .
Add Attachements
If Needed

J

3. Select the due date.

In Grading, you must type in the points possible. Expand Submission details to determine if it is an Individual or

Group Submission.

5. Add any rubrics if necessary to this assignment.

ﬂus DATES

Submissions are accepted after this date, but are marked Late. Add A Due
/ Date
Due Date o ‘ ‘ \8
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
Points Possible
GRADING

4= Puoints Possible

/

Associated Rubrics

Add A Rubic

Add Rubric ¥ 4/

Name Type

Date Last Edited

Show Rubric to Students

Submission Details

Expand For

Grading Options

More Options

=z

\ Display of Grades

\

g



6. Scroll down to enter the Assignment Availability Dates.
7. Select to Track the Number of Views if you would like.

8. Verify your Assignments settings, and then click Submit to save the Assignment.

AVAILABILITY

# Make the Assignment Available

This assignment cannot be made available until it is assigned to an individual or group of students. .
Dates Available

Limit Availability Display After (=)
Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Display Until &
Enter dates as mmy/dd/yyyy. Time may be entered in any increment.

Track Student
Track Number of Views e Views

Submit '..
Click Submit to finish. Click Cancel to quit without saving changes.

_ coce I

STEP 2: COLLECT STUDENT SUBMISSIONS IN BLACKBOARD

Once the signature assignment has been set up, students will be able to submit their signature assignment during the
dates of availability you assigned in the previous step. You will see the submissions appear in the Grade Center.

STEP 3: BATCH DOWNLOAD SIGNATURE ASSIGNMENTS

NOTE: Do this step BEFORE YOU GRADE THE SIGNATURE ASSIGNMENT

Once the due date for the signature assignment has passed but BEFORE you grade the assignment, you will need to
batch download the signature assignments.

Note: When you use the Assignment File Download function, students’ usernames are included automatically in the file
names for easy identification. However, files downloaded one by one from the Grade Assignment page will not include
usernames. Therefore it is important to download the signature assignments using the Assignment File Download
function described below.

1. Loginto Blackboard and go the Grade Center in your course. The Grade Center is located toward the lower part
of the left navigation column. Select Full Grade Center.

/P Course Tools )
P Evaluation .

w Grade Center .

Meeds Grading
| Full Grade Center|

Assignments
Tests




Note: The yellow circle with the exclamation point means that the student has completed the assignment. Dashes
indicate the student has not submitted the assignment.

2. Access the assignment column's drop down menu and select Assignment File Download.

Create Column Create Calculated Column v Manage v Reports v Filter Wor)
Move To Top | | Email Sort Columns By: Layout Position ~ |Order:| aAscen
Grade Information Bar Last Saved:September 15, 2016
Fs
W Last Name First Name Availability Weighted Total v Total Signature Assi| -
m] Available - - ¢
. 9 Quick Column Information L
U Avallable - - : /| view and Add Alignments
O d Available -- - -
- /. Grade Attempts L
U ‘ Avallable - - @ Grade with User Names
i O Available - - @ e
Assignment File Download I
O Available -- - -
' E Assignment File Cleanup |
< Avallable N B < View Grade History |
m] Available - - @
. ‘:) Edit Column Information E
O Available - - Lz Column Statistics |
=] Available - - @] Set as External Grade
J Available -- -- (_:) Hide from Students (on/off)
"
: (] Available -- -- (@] Clear Attempts for All Users
Selected Rows: 0 4 I »
Sort Ascending
“% | Move To Top Email Icon
Sort Descending
\‘\ Hide from Instructor View W/

3. Onthe next screen, select the student submissions to download (last attempt) and then select Submit.

KELECT USERS \

Select All Papers I

Z Page 10f2[ > [

#  Name - Date Grade
(v - e e Wednesday. September 7, 2016 4:35:04 PM CDT Needs Grading
W - " Sunday, September 11, 2016 9:40:25 AM CDT Needs Grading
v Mot Available
() T TEEN Friday, September 2, 2016 5:55:21 PM CDT Needs Grading
(W) - — Sunday. September 11, 2016 4:33:39 PM CDT Needs Grading
Mot Available
(o) - Sunday. September 11, 2016 4:36:00 PM CDT Needs Grading
(¢  Heemsi e Sunday, September 11, 2016 3:45:31 PM CDT Needs Grading

(@) e s Sunday, September 11, 2016 10:44:33 PM CDT Needs Grading




4. Click the Download assignments now link.

P
Download Assignment: Signature Assignment

The assignments have been packaged|Download assignments now [41!’3 KB)
Friday, September 16, 2016 1:23.03 PM CDT

5. Inthe pop-up window at the bottom, select Save File and click OK.
Save the file to your desktop using the following naming structure:
For a teamwork assignment:
TEAMWORK _Instructor'sLastname_Courseprefix_Number_CRN
(Ex: TEAMWORK_Smith_CHEMz1301_42351)

For a written communication assignment: WRITING_Instructor’sLastname_Courseprefix_Number_CRN
(Ex: WRITING_Jones_History1301_43226).

m Download Assignment: Signature Assignment \

her METHIZ %

structon Smith

r e Tha assignments have besn packaged [Downioad assgneents now |11 Kb
Friday, September 11, 2015 11491 ‘J‘ coT

g
areks
ormtion

[ oalam

S

MANAGEMENT
Pamel
Collection
L
-

enter

rading
s

Lt
jor| Doy mant 1 snn or save gradebesk ASemesterd2251 Signature Mssignment_ 015 00-11-11.49. 31 sip (107 KE] fror blsubed s

: Srve a5
Cigen :hl.-é_' - Seve and open




STEP 4: UPLOAD SIGNATURE ASSIGNMENTS TO BB2

Once you have created the single file on your desktop, you will now upload the assignments and your instructions for

the assignment into the Core Teamwork Assessments course or the Core Writing Assessments course in BB2.

1. Loginto BB2 at https://bb2.uhd.edu/ (Note that BB2 is not accessed from the BB button on the home
page—you must enter it directly.)

2. Under "My Organizations” select either “Core Teamwork Assessments” if your signature assignment is a
teamwork assignment OR select “Core Writing Assessment” if your signature assignment is a written

communication assignment.

(If you do not see the “Core Teamwork Assessment” or “Core Writing Assessment” link, please double check that you
are in BB2. If you are in BB2, the problem may be that you were not correctly added to the Core organizations. For
assistance, please contact please contact UHD Blackboard Support by calling (713)221-2786 or by sending an email to

bb@uhd.edu.)

(y Grades Courses where you are: Student

TR ST IR ST 1T, ¥ GATT AT TN W ¥ T n‘h\

available at hitps://bb uhd edu
§ , Blackboard Staff Orientation
Laer Directory See Blackboard@UHD page for furthei

Address Book information. Thank you
Personal Information My Organizations

NBC Learn Playlist _
Organizations where you are: Leader My Announcements

Goals
BAAS-Safety Management -

ty 4 No Institution Announcements have been p
Browse NBC Leamn : -
Community Engagement Committee No Course or Organization Announcements ha

Academic Materials - days.
! o Core Teamwork Assessments

S Core Writing Assessments

\ General Fducation Committes /

Select Content Collection from the left menu under Organizational Management.

Select link to appropriate assessment for your assignment: Teamwork or Writing.

Select the Create Folder.

In the Name box, type the name of your file using the following format:

TEAMWORK_Instructor’sLastname_Courseprefix_Number_CRN (Ex: TEAMWORK_Smith_CHEM1301_42351)
OR

WRITING_Instructor'sLastname_Courseprefix_Number_CRN (Ex: WRITING_Jones_History1301_43226).

Viyainicauvii LUIIEIn. wui U_ 1cainwwui r\_Haar:aalllr:ll
v Core Teamwork "

Assessmonts The Content Collection provides central file storage for all content. When creating content for you
Collection. When you change an item in the Content Collection, all links to the item reflect those chu

o v »ow

Home Page

access the content in your present course, in all courses you teach, in all of your organizations, or
Information
Announcements Upload v Croate Folder

Content

& Folder Name cancal  Submn

My Messages

Help Download Package Copy Move Delets
Signature Asgignment | File Type Nam¢ Edited
P TEAMWORK Campbel V‘.U\Tf" 01 ‘.l"-.' 24 Oct 16, 20151
ORGANIZA DN —
MANAGEMENT
o TEAMWORK Hoge NS 1300 90028 zip Oct 1. 2015 3
v Control
v Content Collection g TEAMWORK_Smith_Math1301_42351.zip Sep 9, 2015 4

U

\Il',c-"-:-_*»:-:nu.orb_»'«ss»:—ssmen!s /



https://bb2.uhd.edu/
mailto:bb@uhd.edu

7. Open the folder you created and select Upload and then Upload Files.
Note: You do not want to select Upload Zip because Bb will unzip the file in the process.

\

; ’ " Organization Content: TEAMWORK_Campbel

ssments The Content Collection provides central file storage for all content. When creating
Collection. When you change an item in the Content Collection, all links to the iten

p-Pege access the content in your present course, in all courses you teach, in all of your oy
nation 2
uncements Upload v Create Folder
pnt &
Upload Files
ssions Upload Zip Package
essages

pture Assignment £

Folder Emp
ANIZATION
RGEMENT

rol Panel

nt Collection ’
i‘g@w ork_Assessments /

8. Select Choose File on the next screen. Browse your desktop for the file of student work and select Submit.

[ Upload Single File \
» Upload a single file to this folder.

W Fidinntoe a vonirerad il =

FILE INFORMATION

Browse to select a file to upload
- File Choose File | No file chosen
If selected, the system automatically overwrites the existing file with the same name
OPTIONS

\ Select Options Lock File /

9. Select Choose File a second time, browse your computer for the assignment instructions.

Please use the following naming convention for this file:
TEAMWORK_Instructor’sLastname_Courseprefix_Number_CRN_Assignment_Instructions
(Ex: TEAMWORK_Smith_CHEM1301_42351_Assignment Instructions)

OR
WRITING_Instructor’sLastname_Courseprefix_Number_CRN_Assignment_Instructions
(Ex: WRITING_Jones_History1301_43226_Assignment_Instructions).

10 |




10. Select Submit.
11. You should now see both the zip file of student work and the assignment instructions in the Blackboard.

OPTIONAL INSTRUCTIONS
STEP 1-a: CREATE THE SIGNATURE ASSIGNMENT IN TURNITIN

Turnitin is an online plagiarism checker that runs papers through a series of databases to check for already existing
content within a student’s paper. To create your Signature Assignment using the Turnitin Too follow the instructions
below:

1. Enter the content area in which you would like to place a Turnitin assignment.
2. Click the Assessment button, select Turnitin Assignment.

+ - C T \

Assignments

v ASemester MATH1301 E3
42351 Instructor Smith -
Demo Course

Build Content v Assessments v Tools v Partner Content v

sign ] Test
Survey

Assighment

Home Page
Announcements
Course Information

Course Content Selfand Peer Assessment

Discussions McGraw-Hill Assignment

Tumitin Assignment

\My Messages

/

3. The first time you create a Turnitin assignment, you will need to confirm that you are at least 13 years of age.
Click the “l agree — continue” button.

@ Add Turnitin Assignment \

User Agreement

Our user agreement has been updated. Please read our user agreement below and
agree or disagree to its terms and conditions:

Tumitin com and its services (the "Site" or the "Services") are
maintained by Turnitin. LLC ("Tumitin"). and offered to you. the user
("You" or "User"). conditioned upon Your acceptance of the terms.
conditions. and notices contained herein without modification (the "User
Agreement”).

You should review this User Agreement carefully before accepting
it. If You breach the User Agreement, Your authorization to use the
Site will automatically terminate.

1. Acceptance of Terms

You accent this User Asreement by usine the Services or clickine 7

L1 Agree -- Continue ] | Disagree - Logout

. |

4. Type in the assignment’s title and point value.

B PP



5. Choose a start, due and post date for this assignment. In this example, the Turnitin assignment will be called
“Signature Assignment”.
7. Inthe Optional Settings menu, there are several controls available, including:
e Exclude searching for bibliographic content from student papers
e Exclude searching for quoted content in student papers
e Exclude small matches
o Allow students to see the results
e Select which paper databases you include in the search
8. After you have made your selections, scroll down and click submit.

/ Modify Turnitin Assignment \

Assignment Title
and Point Value

o

signment title @ Start date @
Signature Assignment ‘ 23-Sep-2016 m
Point value @
100 ‘ Due date @ -
Optional 07-Oct-2016 m
at :
® Allow only file types that Turnitin can
check for originality Post date @
Allow any file type © 08-Oct-2016 il
at |12vY| : |00Y| |[AM Y
Expand For NOTE: In Blackboard, the post date relates to the

availability of GradeMark papers only

More Settings

and has no bearing on when grades are posted to the

\ Blackboard Grade Center.

+| Optional settings

Submit

\_ /

9. You will receive a confirmation. Click OK. The new plagiarism checker you have created will be an object on the
content area.

STEP 2-a: COLLECT STUDENT SUBMISSIONS FROM TURNITIN

Once the signature assignment has been set up, students will be able to submit their signature assignment via Turnitin
by clicking “View/Complete”. You will see the submissions appear in both Turnitin and the Grade Center.

12



STEP 3-a: BATCH DOWNLOAD SUBMISSIONS FROM TURNITIN

From inside your Blakcboard Course:

1. Expand the Course Tools section of the Control Panel and choose the Turnitin Assignments option.

/ Course Content ]

Discussions Signature Assignment

My Messages >> View/Complete
My Grades

Signature Assignment

COURSE MANAGEMENT

Control Panel

Content Collection N

Course Tools *

w[w ] 4«

Evaluation »

\\ Grade Center » /

2. You will see a list of all the Turnitin assignments. Click on the name of your assignment.

3. You will be taken to the Turnitin assignment inbox, containing a list of all the students who have submitted work
for this assignment.

4. To download the work for all the students, select the box at the top of the list, above the first student's name.

5. Once you have selected the students you will see a yellow bar appear above the list of students. This contains
some additional options.

6. Click the Download button in the yellow bar and choose to download.
Click the Download button in the yellow bar and choose to download the Original File that the student submitted.

Assignment Inbox Edit assignment Libraries Class Stats Preferences

About this page

This is your assignment inbox. To view a paper, click the paper's title. To view an Originality Report, click the paper's Originality Report icon in the similarity
column. A ghosted icon indicates that the Originality Report has not yet been generated.

Signature Assignment
INBOX | NOW VIEWING: NEW PAPERS ¥

Submit export GradeMark Report | Roster Sync | Edit assignment settings | Email non-submitters

Notification: You have selected all files across all pages. Select only papers on this page | Delete | Download + ‘ Move To... |
4l AUTHOR TITLE SIMILARITY G D I d FILE Onginal File
ownlioa Original File as PDF
v Harvey Shon Paper 1 0% 1l 570731  GradeMark Paper 15
Papers
[« heating Ivan Paper 1 38% 7 v (] 570731334 15-Sep-2015
Select All

K Students /

a3




8. You will get a pop-up asking if you would like to download the selected files. Click Ok.
9. Turnitin will tell you that your files are being compressed and to check the Messages Tab to find your file.

o e ———
turnitin
Edit assignment Libraries Class Stats Preferences

About this page

This is your assignment inbox. To view a paper, click the paper's title. To view an Originality Report, click the paper's Originality Report icon in the similarity
column. A ghosted icon indicates that the Originality Report has not yet been generated.

Your files are being compressed. When compression is complete a zip file will be available for download in your Turnitin
Messages tab.

\_Signature Assignment J

10. Click the Messages Tab at the top right of your screen.

@ View Assighments

Messages (1 New) | English ¥ | Roadmap | (?) H¢

Assignment Inbox Edit assignment Libraries Class Stats Preferences

About this page

This is your assignment inbox. To view a paper, click the paper’s title. To view an Originality Report. click the paper's Originality Report icon in the similarity
column. A ghosted icon indicates that the Originality Report has not yet been generated.

Signature Assignment
\ INBOX | NOW VIEWING: NEW PAPERS ¥ /

11. You should see a Bulk Download message saying that your file is ready for downloading. Click on the title of the
message to open the message.

AN W e LT yuvv

This is your announcements page. Any important information such as downtime messages and product updates will appear here. |
unwanted messages at any time by clicking the delete button next to a given message.

PAGE:
Turnitin Messages and AnnQuncements
Status Type Message Date Delete
New! D:‘:Ld ASemester MATH1301 42351:Instructor Smith - Demo C. . 16-Sep-2016 i |
o — V

oy




12. Select the bulk download link.

turniting/)

Message Sent: 16-Sep-2016 from Turnitin
Bulk download compression details:
Requested on: 16-Sep-2016 4:59 PM CDT

Assignment: Signature Assignment

http://api.tumnitin.com/bulk_download.asp?p=1&u=319465

These files will be available for download until 23-Sep-2016 05:00PM.

Class: ASemester MATH1301 42351:Instructor Smith - Demo Course _44855 1

Your files are ready for download. Please click on the linkis) below to begin the zip file download:

«—

¥ [

Your bulk Original download zip file for ASemester MATH1301
42351 :Instructor Smith - Demo Course 44855 1 1s now available.

=/

13. When your file has been downloaded, click the arrow next to Save and choose Save as. Browse to where you
want to save the downloaded papers. By default, Turnitin will create a file called turnitinuk_zip_download.zip,

but you will need to rename this file.

P X
To rename the file: G@‘ B » Computer b Local Disk(C) b Users » Downloads » « [ 43 || search Downioads )
1. Locate the file l Organize v [ OpenwithWinZip v  Sharewith v  Print  E-mail  Bum v 0 @ i
. . . . & - * Name Date modified Type =
2. Right click the title of the .zip Frvortes [ — : — |
B Desktop = | tumitin_origi WinZip File 11KB
file and select Rename I Downloads D grocebook 2 Open with WinZip Vindip File w7 K
) . Recent Places 5 REVISED Sign Print Bdobe Acrobat D... 1672 KB
¥ Syncplicity ® image00L.pni Ml Identity Finder NG File 2K
& gc_Foundatic Open with ficrosoft Excel 97... 6 KB
3. Inthe box type the new name @ Libraris Simag3ieg e ith PG image LK
[5) Documents - & imagedlpg PEG image 53 KB o
. : Scan for threats...
Of the f|le. Use the fO”OWIng turnitin_original_bulk_download zip Dat on for threats
. = WinZip File @ WinZip
naming structure: b D @4 Scan with Malwarebytes Anti-Mahware
N\ — ¥ Syncplicity = <3
Announcements Restore previous versions
Course Information tU r —
Course Content &
Discussions Copy
My Messages Your|  cresteshortan le for ASemester MATH13
My Grades 42351 urse 44855 1 is now avai
= ‘JL Rename “ o T
Signature Assignment Message

Bulk download compression details

Properties

)

For a teamwork assignment:

TEAMWORK _Instructor'sLastname_Courseprefix_Number_CRN

(Ex: TEAMWORK_Smith_CHEM1301_42351)
OR

For a written communication assignment: WRITING_Instructor’'sLastname_Courseprefix_Number_CRN

(Ex: WRITING_Jones_History1301_43226).

14. The downloaded zip file will contain each of the selected student papers. You will upload this .zip file to Bb2.

g




STEP4-a: UPLOAD SIGNATURE ASSIGNMENTS TO BB2

Once you have renamed the zip file, you will now upload this file and your assignment instructions for the assignment

into the Core Teamwork Assessments course or the Core Writing Assessments course in BB2.

1. Loginto BB2 at https://bb2.uhd.edu/ (Note that BB2 is not accessed from the BB button on the home

page—you must enter it directly.)
2. Under "My Organizations” select either “Core Teamwork Assessments” if your signature assignment is a
teamwork assignment OR select “Core Writing Assessment” if your signature assignment is a written

communication assignment.

(If you do not see the “Core Teamwork Assessment” or “Core Writing Assessment” link, please double check that you
are in BB2. If you are in BB2, the problem may be that you were not correctly added to the Core organizations. For
assistance, please contact please contact UHD Blackboard Support by calling (713)221-2786 or by sending an email to

bb@uhd.edu.)

Wy Grades Courses where you are. Student

RAEwIIvY.s TR iy § Wi e e n‘h\
available at https.//bb uhd edu
Blackboard Staff Orientation

User Directory See Blackboard@UHD page for furthe

Address Book information. Thank you
Personal Information My Organizations

NEC Learn Playlist L
Organizations where you are: Leader My Announcements
Goals
e No Institution Announcements have been p
Browse NBC Leamn 2 -
N Community Engagement Committee No Course or Organization Announcements ha

Academic Materials - days.
N - Core Teamwork Assessments

Portfolios

Core Writing Assessments

\ General Fducation Committes /

Select Content Collection from the left menu under Organizational Management.

Select link to appropriate assessment for your assignment: Teamwork or Writing.

Select the Create Folder.

In the Name box, type the name of your file using the following format:

TEAMWORK_Instructor’sLastname_Courseprefix_Number_CRN (Ex: TEAMWORK_Smith_CHEM1301_42351)
OR

WRITING_Instructor’sLastname_Courseprefix_Number_CRN (Ex: WRITING_Jones_History1301_43226).

o oW

Viyganicauvil CUIIETIL. WUIT _1Talliwuvi n_ADdDES3Immnen

v Core Teamwork "
Assessmeonts The Content Collection provides central file storage for all content. When creating content for you

) i Collection. When you change an item in the Content Collection, all links to the item reflect those chu

o Y age
e access the content in your present course, in all courses you teach, in all of your organizations, or

Information

A('v” ke m

Conent

* Folder Name cance Submn

My Messages

el Download Package Copy Move Delets
#p
Signature Asgignment | F D Nam Edited
I TEAMWORK _Campbell_MATH1301_43227 Oct 16, 20151
ODROGANIZA DN o
MANAGEM !
oo TEAMWORK Hoge NS 1300 S0028 zip Oct 1, 20153
v Control .
v Content Collection . TEAMWORK_ Smith_Math1301

§

= EAMWORK 42351.2p Sep9 20154
Core_Teamwork_Assessments /
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7. Open the folder you created and select Upload and then Upload Files.
Note: You do not want to select Upload Zip because Bb will unzip the file in the process.

\

; ’ " Organization Content: TEAMWORK_Campbel

ssments The Content Collection provides central file storage for all content. When creating
Collection. When you change an item in the Content Collection, all links to the iten

p-Pege access the content in your present course, in all courses you teach, in all of your oy
nation 2
uncements Upload v Create Folder
pnt &
Upload Files
ssions Upload Zip Package
essages

pture Assignment £

Folder Emp
ANIZATION
RGEMENT

rol Panel

nt Collection ’
i‘g@w ork_Assessments /

8. Select Choose File on the next screen. Browse your desktop for the file of student work and select Submit.

[ Upload Single File \
» Upload a single file to this folder.

W Fidinntoe a vonirerad il =

FILE INFORMATION

Browse to select a file to upload
- File Choose File | No file chosen
If selected, the system automatically overwrites the existing file with the same name
OPTIONS

\ Select Options Lock File /

9. Select Choose File a second time, browse your computer for the assignment instructions.

Please use the following naming convention for this file:
TEAMWORK_Instructor’sLastname_Courseprefix_Number_CRN_Assignment_Instructions
(Ex: TEAMWORK_Smith_CHEM1301_42351_Assignment Instructions)

OR
WRITING_Instructor’sLastname_Courseprefix_Number_CRN_Assignment_Instructions
(Ex: WRITING_Jones_History1301_43226_Assignment_Instructions).

T




10. Select Submit.

11. You should now see both the zip file of student work and the assignment instructions in the Blackboard.

APPENDIX
EXAMPLE OF STUDENT INSTRUCTIONS TO SUBMIT THE SIGNATURE ASSIGNMENT

Once the Instructor has set up the signature assignment in Blackboard, students will be able to submit their signature
assignment. Instructions for submitting the assignment are as follows:

1. Students should log into Blackboard and enter the course.

2. Once in the course, students will select the content area containing the assignment.

3. The student will then select the link to the Signature Assignment you have created. This allows students to view
and submit assignments online. You will need to tell them which assignment link they should use for submission
of the signature assignment. You will also tell them that they must submit their assignment as an attachment.

RN e -

Signature Assignment

v ASemester MATH1301 s
42351:Instructor Smith -

Demo Course Signature Assignment

Home Page
Announcements
Course Information
Course Content
Discussions

My Messages

My Grades
KSignature Assignment /

4. A new screen will load where which will include instructions, a due date, possible points, an area to type
comments, and the ability to attach a file.

5. Students will select Browse My Computer in order to select the file to attach as their submission.

6. Once the student has attached his submission, the student will click Submit.

/

ASSIGNMENT INFORMATION

Cancel Save Drait

Points Possible
100

To Submit As An

ASSIGNMENT SUBMISSION
Attachment
Text Submission Write Submission

Attach File Browse My Computer Browse Content Collection

ADD COMMENTS

Comments

3.

\ Character count Dy

18



EXAMPLE OF STUDENT INSTRUCTIONS TO SUBMIT THE ASSIGNMENT TO TURNITIN

Once the Instructor has set up the signature assignment in Blackboard, students will be able to submit their signature
assignment. Instructions for submitting the assignment are as follows:

1. Students should log into Blackboard and enter the course.
2. Once in the course, students will select the content area containing the assignment.
3. The students will then need to click View/Complete to submit their assignment.

\
Signature Assignment
NATH1301 3
ctor Smith -
e @ Signature Assignment
" >> View/Complete
.
GIOH . /

4. Students will be taken to the Turnitin Submit Paper Screen.
5. Student will enter a title for the assignment and then choose one of the three options for uploading their

submissions.
/ Assignment Inbox preferences \
Submit: Single File Upload -~ STEP @ O C
First name
Demo
Last name
Student

Submission title

What can | submit?

Choose the file you want to upload to Turnitin:

Choose from this computer
£3 Choose from Dropbox

& Choose from Google Drive

L /

6. After selecting the assignment, the students will click Upload.

4 )

What can | submit?

‘ SampleWordDocument.docx Clear file
Upload Cancel

AN
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7. Turnitin will process the paper. The student MUST click CONFIRM before the paper is actually submitted.

-

Author:
Student, Demo

Assignment title:
Signature Assignment

Submission title:
Paper

File name:
SampleWordDocument.docx

File size:
13.27K

Page count:
2

Weord count:
278

Character count:
1500

«

Page 1

»

\

J

8. After clicking Confirm, students will receive a submission recipet once the assignment is submitted successfully.

WHERE TO GET HELP:

If you or your students have any questions or comments regarding the steps outlined in this document, please contact

UHD Blackboard Support by calling (713)221-2786 or by sending an email to bb@uhd.edu.
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