
Grading an Assessment or Assignment 
 
Since you recorded the correct answers when you created the quiz, most of the questions will be graded 
for you automatically. For the questions where a student is required to type in the answer, you will need 
to read it and assign a grade. 
 
1. From the Teach tab click on the Assessment Manager tool in the Instructor Tools menu.  
 
2. The Graded tab will show you all the assessments that have been graded. You may view these and 

edit them as you see fit. Click on the assessment title and then click on a student’s grade to view the 
assessment and edit the grade. Click Save. Multiple Choice, True/False, Calculation and Fill In 
questions will already be graded but they may still be edited by the instructor. 

 

Questions? Contact the Library (617) 735-9927  Emmanuel College Library, Boston  
Ask for Blackboard Vista 8.0.1 support. 



3. The Not Graded tab will show you a list of the answers that you need to read and assign a grade. 
Click on the date/time of the attempt to the right of the student’s name. Then read the answers, enter 
the grade, make comments if you wish, and click Save and View Member List at the bottom of the 
screen. 

 
4. This student’s assessment is now under the Graded tab. It has also been automatically entered in 

the Grade Book. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Questions? Contact the Library (617) 735-9927  Emmanuel College Library, Boston  
Ask for Blackboard Vista 8.0.1 support. 



5. You may wish to grade by question instead of by student. Go back to step 3, click on the arrow to the 
right of the Title/Name of the assessment. Then click on Grade All Attempts of a Single Question. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Questions? Contact the Library (617) 735-9927  Emmanuel College Library, Boston  
Ask for Blackboard Vista 8.0.1 support. 



 
6. From the drop-down menu next to the question’s title, click on Grade All Attempts of this Question.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Questions? Contact the Library (617) 735-9927  Emmanuel College Library, Boston  

Ask for Blackboard Vista 8.0.1 support. 



7. You may hide the students’ names by clicking on Hide Names above the list of names. 
 
8. Click on Attempt 1 to view the student’s answer. Grade the question and click the Save and View 

Member List button. 
 
9. When all answers to that question are graded, click Done. The grades for each student will be 

displayed, click OK. 
 

 
 
 
 
The process is the same for grading assignments. Click on the Assignment Dropbox to begin this 
process at Step 2. The Assignment Dropbox tool is directly underneath the Assessment Manager tool. If 
you wish to make corrections within the assignment for your students to view, simply download the 
student’s file, change the name slightly and insert your corrections and comments. Then attach the new 
file. 
 

Questions? Contact the Library (617) 735-9927  Emmanuel College Library, Boston  
Ask for Blackboard Vista 8.0.1 support. 


