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Creating a Syllabus Receipt in Blackboard 
 
 
 
Faculty can create an online syllabus receipt that students can complete in Blackboard. The benefit of creating the 
receipt in Blackboard is that you and the student have a time-stamped electronic record that is always available.  

Creating a Syllabus Confirmation Assignment 

1. Click on the Syllabus link in your course menu. When viewing 
the syllabus page, roll your mouse over the ASSESSEMENTS 
drop-down menu and select ASSIGNMENT. 
 
 
 
 
 

2. On the CREATE ASSIGNMENT 
page, NAME the assignment 
and type INSTRUCTIONS for 
completion in the provided 
textbox like so. 
 
 
 
 
 
 
 
 
 

3. Next, scroll down to the 
GRADING section. Set 
POINTS POSSIBLE to 0. Click 
the DISPLAY OF GRADES link 
and Set PRIMARY to 
COMPLETE-INCOMPLETE.  

4. At the bottom of the page, 
click the SUBMIT button. 
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5. The Syllabus Confirmation assignment 
will appear on the page like so. The 
assignment will be available and allow 
students a single attempt to complete it. 

 

 

 
 

 

How Students Complete a Syllabus Confirmation Assignment 
1. The student will click on the link to the Syllabus Confirmation assignment in the course. 

2. On the Upload Assignment screen, the student will review the instructions, click the WRITE 
SUBMISSION button, and compose a response in the provided textbox.  When done, the student will 
click SUBMIT.  

3. If successful, the student will see a confirmation screen that verifies that the attempt has been 
submitted.  The My Grades tool will display a Needs Grading icon for the assignment. 

How to Review Syllabus Confirmation Assignment Submissions 
1. In the course’s CONTROL PANEL, click GRADE CENTER. Then, select NEEDS GRADING. 

2. On the Needs Grading page, click the FILTER button. In the ITEM drop-down menu, select the syllabus 
confirmation assignment. Then, click GO. 

3. A list of all student submissions to the syllabus confirmation will appear. Click the GRADE ALL button. 

4. The first student’s submission will appear. Type a 0 grade in the ATTEMPT point box and click SUBMIT. 
The next student’s attempt will load and you will repeat this step until all attempts have been marked. 

5. The column associated with the syllabus confirmation assignment will display green checkmarks for 
every attempt you have scored. 

To review an individual student’s attempt, follow these steps. 
1. In the course’s CONTROL PANEL, click the gray arrow next to the GRADE CENTER link. You will be taken 

directly to the FULL GRADE CENTER. 

2. Locate the syllabus confirmation 
column. Roll your mouse over the 
student’s grade cell and click the 
down arrow. In the context-menu 
that appears, select the attempt. 

3. The student’s submitted syllabus 
confirmation attempt will load on 
the page for you to review.  


