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Introduction

Colleagues,

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 send an email to bb@uhd.edu.

Some key facts about Core Assessment:

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.

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

Student artifacts will be submitted to a group of UHD faculty for evaluation in January and May. Faculty
evaluators are recruited from all UHD colleges and will review each selected student artifact using an AAC&U
VALUE rubrict.

Findings will be submitted to the University Curriculum Committee/UHD General Education Committee and a
report shared with the faculty at large in early September 2021. At that point, faculty will be asked to review the
findings and collaborate with UCC and General Education Committee 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 contact me or a member of the General

Education Committee.

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

Eszter Trufan, PhD

Chair

General Education Committee

1 An overview of the development of the AAC&U VALUE rubrics may be found here: https://www.aacu.org/value/rubrics
UHD’s version of the rubrics may be found here: https://www.uhd.edu/about/ie/Pages/core-assessment.aspx
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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 General Education Committee.
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STEP1: CREATE THE SIGNATURE ASSIGNMENT IN BLACKBOARD

NOTE: The assignment must 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 please see the separate guide titled
“Spring_2021_Signature_Assignment_Submission_Instructions_Turnitin.pdf” or contact UHD Blackboard Support

(bb@uhd.edu/(713)221-2786).

Via Blackboard

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 || EdtmMoceis: (@CTD |

Home Page
w ASemester MATH1301 ]
gf;?;:g';:;zm 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 Signature Assignments.

CREATE A CONTENT AREA FORTHE SIGNATURE

Home Page \

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.
. B
+ - ¢ N
- YHome Page

Add Content Area

4 Mame:  |Signature Assignment

« Available to Users

W_

K (AT T TR A TNTE T —

" Cance Submit

\dd Course Module

My Announcem

%

3.

m Home Page
Content Area
Module Page
Add Course Module
Blank Page
Tool Link
Web Link My Announcements
Course Link No Course or Organization An|
Subheader
Divider
My Messages
\ My Grades My Tasks /

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.
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My Grades

My Tasks

Signature Assignment

. "My Tasks:

CREATE THE SIGNATURE ASSIGNMENT

1.

ents
prmation
ntent
5

nes

-

In this new content area, click the Assessment button, and select Assignment.

]
Build Content v

Assessments v Tools v

Test

Survey

Assignment

Selfand Peer Assessment
McGraw-Hill Assignment

Turnitin Assignment

Partr]

Create Assignment

Within the Create Assignment

More Help
page, type the name,
instructions, attach any files
necessary.

3 Name and Color

The following naming structure

Instructions

may help students find the
. . D 0Oa
assignment more easily if your
discipline will be submitting
multiple Signature Assignments:
CT_Analysis_SA
CT_Creativity_SA
Emp&Quant_SA

ASSIGNMENT FILES

\ Attach File

¥ Indicates a required field.

ASSIGNMENT INFORMATION

Signature Assignment for Math 1301423 Jl]  Black

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T T Paragraph ¥ Arial

Q& E Bl S omnues - T « @ @3 H

Name of
Assignment

HTHL £S5

Assignments are a form of assessment that adds a column to the Grade Center. Use the Grade Center to assign grades and give feedback to each student.

\

KA
ww R

Qi

v|[30zen v S| | T |20
EEEE|EETT e — — o [F-
<+
Add Attachements
/ If Needed

Browse My Computer Browse Content Collection

Assignment
Instructions

Words0

J

Personal_Responsibility SA
Social_Responsibility_SA
Teamwork_SA
VisualComm_SA
WrittenComm_SA

Select the due date.
In Grading, you must type in the points possible.
Add any rubrics that you use for assigning grades.



ﬂUE DATES

Due Date

GRADING
4= Puints Possible

Associated Rubrics

Submission Details

Grading Options

\ Display of Grades

Submissions are accepted after this date, but are marked Late.

Add A Due
Date

9;34/

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

100

Add A Rubic
Add Rubric ¥ 4'/

Name

> Expand For
/ More Options

Points Possible

/

Type Date L ast Edited

Show Rubric

o Students

/

6. Scroll down to enter the Assignment Availability Dates.

7. Select to Track the Number of Views if you would like.

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

/

AVAILABILITY

¢ Make the Assignment Available

Limit Availability || Display After

|| Display Until

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

®

Enter dates as mm/dd,/yyyy. Time may be entered in any increment,

] Track Number of Views -*—-——'—'

®
Enter dates as mmy/dd/yyyy. Time may be entered in any increment.
Track Student
Views

-

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

Dates Available

Submit }.

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.

Please see the Appendix for an example of instructions you can provide to students for submitting an assignment in

Blackboard.
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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 to 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 )
b Evaluation »
¥ Grade Center >
Meeds Grading
[ Full Grade Center|
Assignments
Tests
\ 4

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 + Manage + Reports + Filter Wor
~ | Move To Top Email Sort Columns By: | | ayout Position Order:| & Ascen
Grade Information Bar Last Saved:September 15, 2016
FY
W LastName First Name Availability Weighted Total + Total
(] Available -- -- '-.;J' - -
" Quick Column Information
U Avallable - - @ View and Add Alignments
O | Available -- -- --
4 J Grade Attempts
U Avallable o Grade with User Names
i O Available - - (@) Hidden
Assignment File Download
N O Available
- Assignment File Cleanup
O Available - - s View Grade History
(] Available -- -- @
Edit Column Information
U Avallable - - Column Statistics
] Available - - @) Set as External Grade
O Available -- -- .::‘ Hide from Students (on/off)
: ()] Available -- -- {;} Clear Attempts for All Users
Selected Rows: 0 4 B »
- Sort Ascending
“% | Move To Top Email Icon
Sort Descending
\‘\ Hide from Instructor View W/

g




-
3. Onthe next screen, scroll tothe | 12:46:35 AM COT Needs Grading h

bottom and select Show All. This

step is important because 1:58:35 PM CDT Meeds Grading

normally, Blackboard only

displays 25 records at a time. If | 1:41:28 AM COT Needs Grading

Show All is not selected, only the

7 1:40:30 AM COT MNeeds Grading

assignments from the first 25

students will be downloaded.
Displaying 1 to 20 of 20 items Show All || Edit Paging...

A

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

KELECT USERS \

Select All Papers

( Page 10f2[> [

+  Name Date Grade
T Wednesday, September 7, 2016 4:35:04 PM COT Needs Grading
s Sunday, September 11, 2016 9:40:25 AM CDT Needs Grading
Mot Available
7 ' i Friday, September 2, 2016 5:55:21 PM CDT Needs Grading
7 Sunday, September 11, 2016 4:33:39 PM CDT Needs Grading
Mot Available
7 t Sunday, September 11, 2016 4:36:00 PM CDT Needs Grading
7 ' Sunday, September 11, 2016 3:45:31 PM CDT Needs Grading
v Sunday, September 11, 2016 10:44:33 PM CDT Needs Grading




5.

Click the Download assignments now link.

/

Download Assignment: Signature Assignment

The assignments have been packaged| Download assignments now. taHE- KEB)
Friday, September 16, 2016 1:23:03 PM COT

g

In the pop-up window at the bottom, select Save File and click OK.

Save the file to your desktop.

m Download ASNQHI’I‘IEM: Slgnaturc Asslgnment
P MATHIZN M

’uu;ml &'iu-l P ————— e e e
pares Tha assigniments have besn packaged [Download assignments now |11 KB
- Friday, Geptember 11, 2005 11-4331 AM COT

karsets

i eation

anlant

(s,

agus

=1

=

AANAGE AEHT
Pamal

Collection

ol

i

Enter

rading
b
W D s meamil 1 Ben o 0 i gradebesk Abemesterd 2251 Fignature 0fssignment 2005 00-11-11 49 F1gig (107 KE) frorm bbb asha?

L
b T

i | ;5:,.”;:' - Save and oper

(o]

/




STEP 4: UPLOAD SIGNATURE ASSIGNMENTS TO BB1

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 Assessment courses in Blackboard. Note that beginning Spring 2021, you will upload
your artifacts into BB1.

1. Loginto BB1 at https://bbi.uhd.edu/

2. Under "My Organizations” select the organization that is related to the core objective related to your signature

assignment. For example, if your assignment is related to the Written Communication Core Object, select the
written communication file. Organization names to choose from will be:
Sp_2021_Critical_Thinking_Analysis_Assignments
Sp_2021_Critical_Thinking_Creativity_Assignments
Sp_2021_Emp_Quant_Reasoning_Assignments
Sp_2021_Personal_Responsibility_Assignments
Sp_2021_Social_Responsibility_ Assessments
Sp_2021_Teamwork_Assignments
Sp_2021_Visual_Communication_Assignments

Sp_2021_Written_Communication_Assignments

L A

* My Organizations

Address Book Sp_zoz1_Critical_Thinking_Analysis_Assignments
Personal Infarmation Sp_zoz1_Critical_Thinking_Creativity_Assignments
Goals Sp_zozi_Emp_Quant_Reasoning_Assignments

) Sp_zoz1_Personal_Responsibility_Assignments
Fortfolios

Sp_zoz1_Social_Responsibility_ Assessments

Goal Performance
Sp_zoz1_Teamwork_Assignments

3. Select Content Collection from the left menu under Organizational Management.

/fHeIp ™
My Tasks

DRGANIZATION
MANAGEMENT My Tasks:

r Control Panel

Content Collection

Organization Tools

Evaluation B What's New
Grade Center

Users and Groups

Customization

Packages and Lhtilities

Help

Needs Attention
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4. Select the content link underneath Content Collection. The content link will be an abbreviation of the year and

outcome you will be
submitting assignments to.
For example, SP_21_EQRA
is the abbreviation for
empirical/ quantitative

reasoning.

5. Select the Create Folder.

~ Control

* Content Collection : TEAMWORK Smith Math1301 42351 =

= EA 42351 zip Sepd 20154
. r N nua
&_ ore_Teamwork_Assessments /

* Core Teamwork * ) )
Assessments The Content Collection provides central file storage for all content. When creating content for you

Home Page . . s S
g aceess the content in your present course, in all courses you teach, in all of your organizations, or
Information &
Annauntamants Upload ~ Create Folder
Content £
# Folder Name Cancel | Submit
Discussicns

My Messages
Heldp

Signature As

Download Package  Copy Mowe | Delete
niment ¢ File Type Narma Edited
- TEAMWORK_Campbell_MATH1301_43222 Oct 16, 20151
ANIZANCN o
= TEAMWORK_Hoge NS_1300_S0028.zip Oct 1, 2015 3
[y

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

6. Inthe Folder Name box, type the name of your file using the following format:

Signature Assignments

Core Objective Associated with Your Folder Name Format

(Ex: CT_Analysis_Smith_HIST1306_42351)

Critical Thinking - Analysis

CT_Analysis_Instructor’sLastname_Courseprefix_Number_CRN

Critical Thinking Creativity

CT_Creativity_Instructor’sLastname_Courseprefix_Number_CRN

Empirical & Quantitative Reasoning

EMP_Reasoning_Instructor’sLastname_Courseprefix_Number_CRN

Oral Communication

Oral_Comm_lInstructor’sLastname_Courseprefix_Number_CRN

Personal Responsibility

Personal_Resp_Instructor’sLastname_Courseprefix_Number_CRN

Social Responsibility

Social_Resp_Instructor’sLastname_Courseprefix_Number_CRN

Teamwork

Teamwork_Instructor’sLastname_Courseprefix_Number_CRN

Visual Communication

Visual_Comm_Instructor’sLastname_Courseprefix_Number_CRN

Written Communication

Written_Comm_Instructor’sLastname_Courseprefix_Number_CRN

7. Open the folder you created and select Upload and then Upload Zip Package.

ol Panel

ot Collection

CAMwWOrk_Assessn

t

Organization Content: TEAMWORK_Campbel

The Content Collection provides central file storage for all content. When creating

Collection. When you change an item in the Content Collection, to the item

acoess the content in your present course, in all courses you teach, in all of your o

Upload 2p Package
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8. Select Choose File and browse your computer for the assignment instructions.

9. Select Submit and the assignment instructions should now be listed as the first document.

/‘: Upload Single File N

Upload a single file to this folder.

FILE INFORMATION

File Choose File | No file chosen
If selected, the system automatically overwrites the existing file with the same name

OPTIONS

\ Select Options Lock File /

10. Select Upload a second time and Upload Zip Package. Note: Selecting Upload Zip Package will cause Bb to

unzip the zip file and post each student artifact separately.

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

12. You should now see individual files of students’ work in Blackboard. The assignment instructions will be the last

file in the folder. Close the folder and log out.

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. Oncein 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.
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\
n Signature Assignment

* ASemester MATH1301 A
4235%:Instructor Smith -

Demo Lourse . Signature Assignment
Home Page |

Announcements
Course Information
Course Content
Discussions

My Messages

My Grades
\Signatur@ Assignmant /

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 to select the file to attach as their submission.

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

a .

Cancel Save Draft

ASSIGNMENT INFORMATION

Points Possible
100

ASSIGNMENT SUBMISSION To Submit As An

Attachment
Text Submission Write Submission

Attach File Browse My Computer | Browse Content Collection

ADD COMMENTS

Comments

w3 -

\ Character count: Dy

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.

WHERE TO GET HELP

1. For help in determining if your department has developed a standard signature assignment for your course,
please contact Lea Campbell, Ex. Director of Assessment & Accreditation (campbellc@uhd.edu).
2. For assistance in developing a signature assignment, please contact Eszter Trufan, General Education Committee
Chair (trufane@uhd.edu).
3. Please contact UHD Blackboard Support by calling (713)221-2786 or by sending an email to bb@uhd.edu:
a. To be added if you do not see the organization you are scheduled to submit assignments to.
b. If you need assistance with Turnltln, or uploading or downloading your assignments.
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ASSIGNED OUTCOMES FOR ARTIFACT SUBMISSION

The University Curriculum Committee has assigned two outcomes for artifact submission to each course in the Core.
Faculty may use the same assignment for two different outcomes but the assignment must meet the criteria for both
outcomes. Faculty are asked to submit the zip file of assignments to both outcomes in BB1 when using the same
assignment for multiple outcomes.

To determine if your course is in the core, go here.

Band Within the Core

Included Core Courses

Assigned Outcomes

Written Communication

ENG 1301 and 1302
UHD 1301/2301 with written
comm emphasis

Written Communication
Personal Responsibility

Oral Communication

All COMM courses in the Core
UHD 1301/2301 with oral comm
emphasis

Oral Communication
Teamwork

Mathematics

All MATH and STAT courses in the
Core
UHD 1302/2302

Empirical and Quantitative Reasoning
Visual Communication

Life & Physical Sciences

All BIOL, CHEM, GEOL, MBIO, NS,
PHYS courses or related labs in the
Core

UHD 1303/2303

Empirical and Quantitative Reasoning
Teamwork

Language, Philosophy &
Culture

All ENG 23xx, HUM, LAT, PHIL,
SPAN courses in the core
UHD 1304/2304

Written Communication
Personal Responsibility

Creative Arts

All ART, DANC, DRA, MUS courses
in the Core
UHD 1305/2305

Critical Thinking — Creativity
Visual Communication

American History

All HIST courses in the Core
UHD 1306/2306

Critical Thinking — Analysis
Written Communication

Government/Political
Science

All POLS courses in the Core
UHD 1307/2307

Personal Responsibility
Social Responsibility

Social & Behavioral
Sciences

All ANTH, CJ, CRS, ECO, PSY, SOC,
SOCW courses in the core
UHD 1308/2308

Critical Thinking — Analysis
Social Responsibility
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