
Setting Deadlines in Blackboard 

1. Turn on Edit Mode. The option to turn on Edit Mode is located in the upper right hand of 

the page. Simply click the ‘ON’/’OFF’ button at the ‘Edit Mode is:’ prompt to turn editing 

on or off.   

2. From the course menu on the left navigation panel, access your course content. By 

default, this menu option is typically named Course Documents. 

3. Navigate to the learning module/folder where the quiz/exam or assignment is located. 

For written assignments click into the assignment. 

4. Click the drop down arrow to the right of the quiz, exam, or assignment name.  

 

5. From the drop down menu, select Edit the Test Options (for quizzes/exams) or Edit 

(for written assignments).  

6. Scroll down to the section labeled Test Availability (for quizzes/exams) or Availability 

(for written assignments) and complete the availability dates section, as necessary. 

(Availability dates determine when the quiz/exam/assignment will become available or 

visible to students.) Enter the appropriate dates/times at the Display After and Display 

Until fields. Be sure to click the check box to the left of each field to activate the 

changes.  

  

7. Scroll down to the section labeled Due Date and complete the Due dates section, as 

necessary. Please note that submissions will be accepted after the due date, but will be 

marked Late in the Gradebook. Enter the appropriate date/time at the Due Date field. Be 

sure to click the check box to the left of the field to activate the changes.  

 For quizzes/exams, there is an additional option to prohibit students from starting 

the quiz/exam after the due date. To prevent late submissions, select the check 

box for Do not allow students to start the Test if the due date has passed. 

Students receive a message after the due date, notifying them that the quiz/exam 

can no longer be completed. 

 

 



Quiz/Exam: 

 

Written Assignment: 

 
 

8. Click the Submit button to save your changes to the availability and/or due dates. 


