Submitting an Assignment or Assessment

You may want to write the assignment or essay before you login to Blackboard Vista to submit it.

1. From the Home Page of the course, click on the assignment or the Assignments tool.
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2. You can cut and paste your already written assignment into the submission box. You can attach the
file containing the already written assignment using the Add Attachment button. Or, you can turn on
the HTML Creator and type the assignment in the submission box.
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3. If the assignment is not due right away, you may save it as a draft, make revisions if needed, and
submit it later. If the assignment is due and you are ready to turn it in, click Submit.
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The process is the same for completing assessments (quizzes, tests, etc.). Click on the Assessments

tool, answer the questions or attach the essays, and click Submit.

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

Emmanuel College Library, Boston



4. If your instructor will be making changes and comments within your submitted assignments as part of
the grading process, you must go back to the Assignment Dropbox to view them. Click on the
assignment and open the new files that have been uploaded by your instructor to see the changes.
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