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Blackboard Tips:  
Submit an Assignment, Upload File in 
Ultra Course View 
The Blackboard Learning Management System (LMS) (https://www.blackboard.uscupstate.edu) 
allows you to submit your homework and assignments directly into Blackboard without emailing 
your instructor and worrying about your attachment being labeled as spam. You receive a 
submission confirmation and can see your homework submitted under My Grades in Blackboard. 

 
Purpose and Applications 
Submit an Assignment in Blackboard Ultra to: 

• Confirm that your submission was received by your professor. 
• View SafeAssign Reports to confirm that you are using sources properly. 
• View Rubrics used for grading before you submit. 
• Return to your assignment after it is graded to see comments and feedback on your work 

 
How to access your assignments 
You can access assignments in the activity stream or in the calendar if your instructor added due 
dates.  
 

 
Figure 1 Assignment with due date in activity stream 

If the due date has passed for an assignment, you are alerted in the Important section of the activity 
stream.  
 
You can also find your assignments on the Course Content page. Your instructor may also organize 
assignments in folders and learning modules. You may also be asked to work on an assignment with a 
group.  
 
After you select an assignment, the Details & Information panel appears. View the due date, number of 
attempts allowed, the time limit if imposed, and possibly goals and a rubric for grading. Check if the 
due date has passed and if any submissions are or will be late.  

mailto:academicinnovation@uscupstate.edu
https://www.blackboard.uscupstate.edu/


For help implementing any Blackboard best practices in your classes, contact 
academicinnovation@uscupstate.edu. 

 

 
Figure 2 Details and Information panel of assignment in Ultra 

Some professors may require a 6-digit access code. After you type the code, you can open the 
assignment. You can also use this code if you saved your assignment and are coming back to 
complete it. You do not need the code to view your grades or your professor’s feedback.  
 
NOTE: Some professors change the code between attempts. You may need to ask for an additional 
code.  
 

 
Figure 3 Assignment Access Code 
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How to Submit an Assignment  

• In your Blackboard Course, your instructor may attach files that you need to read or use to 
complete an assignment. These may appear inline (within the course itself) or as an 
attachment that you may need to download. Your professor provides all of the information and 
files that you need to complete an assignment. 

• Open the assignment that you want to submit.  
• Select the View Assessment box.   
• Scroll to the end of the directions to find the Add Content button. 

 
Figure 4 Add Content to Ultra Assignment 

• The submission box will open. 
 

 
Figure 5 Submission box 

 
• To upload a document, select the paperclip icon.  

 
Figure 6 Upload document using the paperclip icon 

• If your assignment requires that you upload a different type of file, click on the plus sign inside 
the circle.  
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Figure 7 Insert different types of files 

• A dialog box will open for you to browse your computer or the cloud (such as your Upstate 
OneDrive) for your saved file. Use the chain link icon to turn in a link to an assignment you 
have created through an online app, such as an infographic, web site, Tableau public 
dashboard, etc. 

• Select the appropriate document and click Open.  
• Edit the text that will display in the submission box if you wish. Then select the Save button.  
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Figure 8 Edit file attributes to rename document 

 
• Select the Save and Close button if you want to save your work to continue to work on it later. 

Select the Submit button to turn your work in to be graded.  
 

 
Figure 9 Save and Close and Submit option 

• After clicking Submit, a panel appears with the date and time you made the submission. Select 
the View submission link at the bottom of the panel to review your submission.  
 

Viewing SafeAssign Reports on Your Assignments 
SafeAssign is a plagiarism prevention tool that allows your instructor to check the originality of a 
homework submission. It automatically conducts the check by comparing your assignment against a 
database of other assignment submissions.  
 

 
Figure 10 SafeAssign is included in this assignment 

When you open an assignment, you are informed if your submission will be checked automatically in 
SafeAssign. SafeAssign examines attachments and text responses for matches to published materials 
as soon as you click the Submit button.  
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You can view the Originality Report before your professor grades your assignment attempt. Open the 
Details and Information panel and select View Originality Report. If your professor allows multiple 
attempts, SafeAssign will evaluate each attempt. You can find the Originality Report for each attempt 
on the Submission panel.  
 

 
Figure 11 SafeAssign Originality Report 

If your professor allows it, the Originality Report will appear side-by-side with your attempt. At the top 
of the Originality Report, you will see the overall text that SafeAssign detected as matching other 
documents. Select an entry under Originality Report to view the full report.  
 
Viewing an assignment’s rubric 
Many professors use rubrics as a scoring guide to evaluate the quality of your assignment. If your 
professor added a rubric for grading an assignment, you can view it before you open the assignment 
and after you start the attempt. Select This item is graded with a rubric to view the rubric.  
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Figure 12 Assignment graded with rubric 

 
You can view the rubric alongside the assignment instructions. You can also expand each rubric 
criterion to view the achievement levels and organize your efforts to meet the requirements of the 
graded work.  
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Figure 13 Rubric details 

 
Checking your grades and feedback on an assignment  
When your professor assigns a grade, you will be notified in the Activity Stream.  

 
Figure 14 Grade shown in Activity Stream 

 
Your grade will also appear on the Course Grades page.  
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Figure 15 Grades shown on Course Grades page 

Additional Resources 
• Link to Cloud Storage in the Blackboard App (iOS) 
• Link to Cloud Storage in the Blackboard App (Android) 
• Access to Cloud Storage for the First Time from within a Course 
• Checking Grades and Feedback inside a Blackboard Course 
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