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Uploading an Assignment in Blackboard Ultra 

Step 1: Select “View Instructions” on the assignment’s page:  

 

 

 

 

 

 

 

Step 2: Select the “Attachment” icon (paperclip) to locate your file:  
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Step 3A: A new screen will pop up, and you will determine where you have the 

file saved:  

 

 

 

 

 

 

 

Step 3B: After choosing an option, you will find a list of your documents to 

choose from. Click your desired file, then select “Open.” 

Step 4: Blackboard will give you the option to rename your file. Click “Save” 

once you are done:  

 

 

 

 

 

 

  

Possible Examples: 
 

One Drive 

 

or 

 

Saved to Your 

Computer 

Note: If you don’t see either of these 

options, try searching for the file’s name.  
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Step 5: Click “Submit” in the bottom right-hand corner of the page: 

 

 


