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Introduction

Blackboard 5 Blackboard 5 offers instructors a robust set of tools, functions and features for
Learning teaching.

System Basic

Edition (Level The Blackboard 5 Learning System Basic Edition (Level One) Instructor Manual

One) begins by contextually reviewing the teaching and learning environment for
Instructor instructors. The bulk of the manual is dedicated to the course Web site tools and
Manual functions available to instructors through the Instructor Control Panel.

Please note that the Blackboard 5 user manuals are updated periodically. The
HTML versions available within Blackboard 5 and at www.blackboard.com/support
are always current. Also, the Blackboard Support Site includes the most current
versions of the user manuals in PDF format for those who would like to print a
hard copy.

In this chapter This chapter introduces Blackboard 5 with sections covering:

. Blackboard 5 Overview
» Blackboard 5 Tabs Area
» Course Web Site

. Instructor Control Panel

© 2001 Blackboard Inc. Page 9
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Blackboard 5 Overview

Introduction

Blackboard 5
learning
environment

Header
frame

Tabs

Content
frame

Blackboard 5 is a comprehensive and flexible e-Learning software platform that
delivers a course management system, and, with a Level Two or Level Three
license, a customizable institution-wide portal and online communities. In
addition, a Level Three license includes advanced integration tools and APIs to
seamlessly integrate Blackboard 5 with existing institution systems.

Blackboard 5 has evolved from Blackboard’s award winning Course Info™
software.

The Blackboard 5 learning environment includes a header frame with images and
buttons customized by the institution and tabs that navigate to different areas
within Blackboard 5. Clicking on a tab will open that area in the content frame.
Web pages containing specific content, features, functions, and tools are accessed
from the Tab areas.

y  Your Institution
UNIVERSITY

[P Courses  Community  Senvices Sy oatil m

%Welcome, Denise!

Announcements
[ Ccalendar
- My Announcements () My Organizations

© Tasks

My Grades
Wb E-mail e
B4 Send Email
& User Directory
Address Book

ersonal Information

Organizations you are managing:
A College Democrats
EH ¥oung Republicans

My Calendar 0&
& My Tasks (&)

You have no calendar events today

Mo announcerments have been posted today.

Personal Tasks

more. = Study for exam OVERDUE  07/14/200
OFF-CAMPUS PARTNERS = Do Laundry OVERDUE  03M26200
sarch My Courses (2] | Irish-American History Tasks

= Turn in book report OVERDUE 0705200

Courses you are teaching:
EA Math for Teachers

EH Jrish-American Histary
B Irish-Armerican History

Testing Center
rrore

School Services @

Registrar
University Security
Bursar

SEARCH THE WEB

Your Institution Press

Library Card Catalog

Continued on next page
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Blackboard 5 Overview, continued

Header frame The header frame contains a customizable institution image, e-commerce space (if
enabled), and navigation buttons that allow the user to access the institution
home page, access Blackboard 5 help, and logoff of Blackboard 5.

Your Institution

UNIVERSITY

The table below details the buttons that appear in the header frame and their
functions.

Button Description
Click Home to return an institution home page. This URL is set by
the system administrator.

Click Help to access the Blackboard help site. This URL is set by the
system administrator.

Click Logout to end a session.

Ko

Tabs The tabs are navigation tools that access the content areas of Blackboard 5. Click
on a tab to access a Tab area.

Content frame The content frame always contains one of the following pages:

¢ Tab area: The area that appears in the content frame when a tab is
clicked. Tab areas hold broad information and allow the user to access
Web pages containing specific content and features.

¢ Web page: A Web page appears in the content frame when accessed
through one of the navigational tools described below. Web pages contain
specific content or features and originate from Tab areas.

Continued on next page
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Blackboard 5 Overview, continued

Navigating
within
Blackboard 5

Blackboard 5 contains several ways to move from one area or page to the next.
Only the material in the content frame changes when moving to a new area or
page. The tabs and header frame are always available for quick access to those

navigation features.

The table below describes each navigation tool available in Blackboard 5.

Navigation Tool

Description

Tab Click on a tab to navigate to an area.
Tabs are always available no matter

what page or area appears in the
content frame.

Button Click on a button to navigate to a
page within Blackboard 5. Some
buttons also lead to areas outside of
Blackboard 5. In addition, some
buttons execute functions.

Link Click on a hypertext link to access

‘l- Browse Course Catalog

another Web page within Blackboard
5. The page will appear in the content
frame. Links can also open Web sites
outside of Blackboard 5.

Image

Nour Institution
UNIVERSITY

Click on an image to navigate to
another page. The customized
images that appear in Blackboard 5
can be linked by the administrator to
another URL.

Path

ADMIMISTRATION PAMEL » CREATE COURSE

Click on one of the hypertext links
that appear in the navigation path to
access that page. The navigation
path appears at the top of pages to
allow users to quickly return to a
previous page that led to the current

page.

Page 12
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Blackboard 5 Tab Areas

Overview

My Institution
Tab

The Blackboard 5 Tab areas contain content specific to the institution and user.
The administrator customizes the appearance and features of each area to present
a robust, individualized learning environment to each user.

The My Institution Tab area contains tools and information specific to each user’s
preferences. Tools and information are contained in modules, which users can add
and remove from their My Institution Tab area. While users can choose which
modules appear, the administrator may restrict access to or require specific
modules.

s Your Instirution o

LIVERSITY [ e e

o nattutn AR ot Rebes | A
oo | By weicome, Kelly!

8 trecieceriants (Contarty {Eclern )
O Calendar —
B Task= b L |m
= Ity Gradas Mo srrouncements have been posted fodsy Eirsonal
H iy ] FiniE. Mo Pereonal 1asks cue lodsy

Weh E-toal Mo Course or Crganization tazks due loday,
b S E-rrisil e
MR L=er Diractony
I fckkess Book Mo calendar evers have been posied
El Personal béormation '

— Ragisirars Ofice

Hurzar (ica

) .
Untewrzity Computing

@

Yau ame not curenly enrclled in any courses in the
Blackboard systam

Yau are not curendly a member of any onganizations
inthe Blackboard systam

Continued on next page
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Blackboard 5 Tab Areas, continued

Courses Tab

The Courses Tab area lists courses specific to each user as well as the Course

Catalog for the institution. User courses are listed by role: courses that a user
teaches as an instructor and courses that a user takes as a student. Users simply
click on a course from the Courses Tab area to access the course Web site.

o SRR
¥ course List Ll course Catalog
[ @ Courses you are igaching: « English
wdvaricad waarck I, a Hifory
¥ Bruvese Courss Cataleg
Courses i which yeu are particpating:
@ | I peerican Hisiong il 1553

Coursa I0:
Instructons]

HETIO
Sheda Mackay

Academic Web
Resources Tab

The Academic Web Resources Tab area provides direct access to Blackboard’s
Resource Center where users explore a number of knowledge areas. Users can

customize the Resource Center to provide quick access to their preferred subject
matters. Please see the Blackboard 5 Resource Center Manual for more

information.

Y¥elcome to the Resource Center, your source for
high-quality educational content and information.

SIERPKIE

&t and kugic
i
Compuier & Engineernng

Computar and [nformnation Technology

Education
Hohbes

Languages

|_itersture and Linguistics

tlathematice
bedicine & Health
FPhysical Education
Science

i
Socational

Page 14
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Course Web Sites

Overview

Course Web
site

Navigation
path

NavigatiOl’l | Course Material .
Frame T Textbooks VIEWTODAY | VIEW LAST7DAYS | ViEw LasT 30 DAYS | viEwALL

Content
frame

Linking to a
course Web
site

' COURSES > HISTH01

Each course offered by an institution is hosted on a Web site. Course Web sites
contain all the content and tools required to teach a course. The instructor
assigned to a course Web site oversees the course through the Instructor Control
Panel. While the instructor has control over the course Web site, the administrator
sets overrides that restrict or require content areas and tools.

A course Web site consists of a navigation path, a navigation frame, and a content
frame. The navigation path allows users to return to any page accessed between
the main course page and the current page. The navigation frame links users to
the available content areas and tools. The content frame displays Web pages
accessed through the buttons or navigation path.

Announcements Announcements

Course Information

/B merican Histor

to 1865

Staff Information

= = S Study Groups have been formed? Posted by Shaila Mackey
[ StudentTools Please use the group page to study and collaborate on group assignments
Resources 4@ Welcome to United States History to 1865 Pﬁﬂed:\df Blaﬁlm‘aldﬁ
¢ This an intensive 15 week survey of the first half of our nation's history. ministrator
ourse Map
Control Panel Please click on Course Infarmation to the left to read the course autline

POWERED BT.

Copyright @ 19872001 Blackboard Inc. All Rights Resenved

To create a link to a course Web site, simply copy the URL from the address bar in
the Web browser. Links to course Web sites can be posted inside the Blackboard
platform or externally. In either case, the user will be prompted for authorization
before accessing the course Web site.

Continued on next page
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Course Web Sites, continued

Course Areas

The table below includes information on the components of a course Web site. The
names of the areas are customizable by the instructor or the system

administrator.

Area

Description

Announcements

Announcements post timely information critical to
course success. Announcements occupy the Main
Frame upon entry to a course Web site and can also
appear on the My Institution and Courses area
depending on system configuration.

Click Announcements from the course Web site tool
bar to view course announcements.

Course Information

Course Information displays descriptive materials about
the course. Materials usually posted here include:
syllabus and course objectives.

Staff Information

Staff Information provides background and contact
information on course instructors and teaching
assistants.

Course Documents

Course Documents contains learning materials and
lesson aids, such as lecture notes.

Assignments

Assignments lists the due date and description for class
work. The instructor posts assignments and can modify
the task and due date.

Communication

Course users communicate through the Communication
Center. The Communication Center allow users to:

*« Read and post messages to discussion boards
e Enter Virtual Classroom

¢ View student roster

* View group pages.

Continued on next page

Page 16
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Course Web Sites, continued

Course Areas (continued)

Area

Description

External Links

External Links connects course users to outside
learning materials. Instructors may select outside
materials and post a hyperlink and brief description for
each external source.

Tools

Tools that can be used in the course Web site. The
tools include: Digital Dropbox, Edit Home Page,
Personal Information, Course Calendar, Check Grade,
Manual, Tasks, and Electric Blackboard.

Note: Students may access the Dropbox from the
Tools area on the course Web site, but instructors must
access the Dropbox from the Course Tools on the
Instructor Control Panel.

Resources

Accesses the Blackboard 5 Resource Center. The
Resource Center is a customizable Web site of
educational resources. For more information about the
Resource Center please refer to the Blackboard 5
Resource Center Student Manual.

Course Map

Allows easier course Web site navigation. The Course
Map connects to an expandable and collapsible
bookmark.

Control Panel

Accesses the Instructor Control Panel. The Instructor
Control Panel is used to set up a course Web site.

Logout

Instantly logs the user out.

© 2001 Blackboard Inc.
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Instructor Control Panel

Overview All course administration is done through the Instructor Control Panel. This area is
only available to users with one of the following defined roles:
e instructor
* teaching assistant
e grader
e system administrator

Instructor Click Control Panel on the course Web site button bar to access the Instructor
Control Panel Control Panel.
page

COURSES » HISTA01 » CONTROL PANEL

ILE Control Panel

HIST101: AP US History Review
Sheila Mackey, Instructor

QlCecn manacement
Announcements Course Material Add Users Remove Users
Course Information  Textbooks List / Modify Users Manage Groups
Staff Information Web Sites
Course Calendar Discussion Board Assessment Manager Online Gradebook
Tasks Pool Manager Course Statistics
Send E-mail Digital Drop Box

N T T T T —
Course Settings Resources Online Support
Course Utilities Course Marketing Online Manual
Course Imayes Contact Sys Admin

Control Panel The Control Panel is comprised of six function areas:
Areas
. Content Areas: This area provides the tools necessary to add text, files,
and information into your course.
 Course Tools: This area contains the communication tools for instructors
to send email, create tasks, and work with groups.
* Course Options: This area contains Security and customization options
for advanced management of course components.
« User Management: This area provides tools for the instructor to manage
users and enrollments.
 Assessment: This area provides tools for building assessments, recording
grades, and tracking user activity.
» Assistance: This area offers support contacts and online documentation.

Page 18 © 2001 Blackboard Inc.
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Chapter 2—User Tools
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Introduction

Overview The Tools box provides quick access to system tools from the My Institution area.
The user tools allow users to access several tools that appear in course web sites
on a system-wide scale as well as some unique tools such as the User Directory.

Example: Send email from user tools provides a quick shortcut to the send
email function for users’ courses.

Tools box The Tools box appears on the left side of the My Institution area.

ToOOLS

Announcements
Calendar
Tasks

My Grades
Send E-mail

B R EEO w

Lser Directory
Address Book

E B

Personal Information

In this chapter This chapter contains information on the following topics:

. Announcements
. Calendar

e Tasks

. My Grades

. Send Email

e User Directory

e Address Book

* Personal Information

© 2001 Blackboard Inc. Page 21
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Announcements

Announcements

Overview

Announcements
page

Users view important messages from the institution staff and faculty on the
Announcements page. Users can sort announcements by category (courses or
institution) and post date.

Click Announcements from the Tools box on the My Institution area. The
Announcements page will appear as shown below. Click the drop-down arrow and
select a category of announcements to view. Click on the tabs to view
announcements for a specific time period. The default is View Last 7 Days.

MY INSTITUTION = ANNOUNCEMENTS

Announcements

Show Al d|

VIEW TODAY VIEW LAST 7 DAYS | wIEW LAST 30 DAYS | VIEW ALL

April 12 - 19, 2001

HIST101: Study Groups have been formed? Posted by Sheila Mackey
Please use the group page to study and collaborate on group assignments.

HIST101: Welcome to United States History to 1865 Posted:: B_|a_§botard5
This an intensive 15 week survey of the first half of our nation's history. ministratar

Please click on Course Information to the left to read the course outline.

Wed, Apr 18, 2001 - HIST101: A rew quiz has been posted. Posted by Sheila Mackey
To begin taking the guiz titled Massachusetts Bay Colony click here.
This is a five-question quiz to verify your knowledge of the lesson.

oK )

Page 22

© 2001 Blackboard Inc.



Blackboard 5, Release 5.6 Learning System Basic Edition (Level One) Instructor Manual

Calendar

Calendar

Overview Users manage their course, institution, and personal events through the Calendar.
Upcoming and past events can be viewed daily, weekly, or monthly and organized
into categories.

Calendar page Click Calendar from the Tools box on the My Institution area. The Calendar page
will appear as shown below. The default view shows the day’s events, however,
users may also select a week, month, or year view.

W INSTITUTION = CALENDAR

[] My calendar: View by Day

Add Event | BY Quick Jump | All Events j
WIEW DAY i VIEW WEEK | VIEW MONTH | VIEW YEAR

« Wednesday, April 18,2001 [

AM 600
6:30
7:00
7:30
§:00
§:30
9:00
9:30
10:00
10:30
11:00
11:30
LPM12:00

Continued on next page
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Calendar, continued

Available To use the functions available on the Calendar page, follow the table below.

functions

To.

click . ..

create an event and
add it to the calendar

Add Event to access the Add Event page.

view events for a
specific date and time

Quick Jump to access the Quick Jump page. From
here, select a date and time and the calendar will
immediately display events for that time.

view events by group

the drop-down arrow and select a category. Categories
include:

All events

My Events

Institution events

Courses

Specific courses

view events by day,
week, month, or year

a tab to view events for the current day, current week,
current month, or current year.

view previous or
future events

the arrows to the left of the current day, week, or
month to view events for the previous day week, or
month. Click on the arrows to the right to view future
events.

view event details

on a calendar event to view details.

remove an event

Remove to remove an event from the calendar page.
This action is irreversible.

Click on an event to view event details. The Calendar: View Event page will
appear as shown below.

View Events

W INSTITUTION = CALENDAR

[T] calendar: View Event

Lecture on the Election of 1824

Date: Monday, October 15, 2001

Start Time: 08:00 PM
End Time: 09:00 PM
Category: Course (HIST101)

Frank Shortley will be giving a lecture on the controversy surrounding the Election of 1824 in the Gilliam Auditorium.

oK )
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Add Calendar Event

Overview

Add Calendar
Event page

Entry fields

Events may be added through the Add Calendar Event page.

Click Add Event from the Calendar page. The Add Calendar Event page will
appear as shown below.

W INSTITUTION > CALENDAR

[T] Add Calendar Event

@ Event Information

Event Title: I

Event Description: =]

(4,000 characters maximum)

" Plain Text & HTML

© EventTime

Event Date: [Apr =] 19 2] |z001 =]
Event Start Time: IDS '”40 '”AM 'l
Event End Time: IDS '”40 '”AM 'l

© Submit

Click "Submit™ to finish, click "Cancel™ to abort this process. Cancel ) Submit )

The table below details the entry fields on the Add Event page and Modify Event
page.

Field | Description
Event Information
Event Title: Enter the title of the event. This title will appear on the

Calendar page at the date and time indicated on the
Event Time fields.

Description: Enter a description of the event. Click on a text type for
the description from the following options:

¢ Plain Text: Displays text as written

e HTML: Displays text as coded using HTML tags

Event Time

Event Date: Click the drop-down arrow and select date values or
click the icon to select a date from the calendar
interface.

Start Time: Click the drop-down arrow and select time values.

End Time: Click the drop-down arrow and select time values.
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Quick Jump
Overview The Quick Jump page allows users to quickly view a portion of the calendar. Quick
Jump is useful when looking for events planned for months in advance of the
current date. It is also useful for looking up the events of a past day, week, or
month.
Quick Jump Click Quick Jump from the Calendar page. The Quick Jump page will appear as
page shown below.
M INSTITUTION = CALENDAR
Calendar GQuick Jump
© Calendar Quick Jump
View Calendar events for a specific date by selecting the date and view below.
[ Please select the date you wish to access.
[ pr =] |19 2] 2001 =]
[ Please choose the type of view you wish to access the specified date.
" Maonth
 Waek
& Day
© Submit
Click "Submit” ta finish, click "Cancel™ to abort this process. Caneel ) Submit )
Entry fields The table below details the entry fields on the Quick Jump page.
Field | Description
Calendar Quick Jump
Please select the Click the first down arrow to select a month. Click the
date you wish to next down arrow to select a day and click the last down
access arrow to select a year. Or click the icon to select a date
from the calendar interface. The My Calendar page will
appear with the entered date.
Please choose the Click on an option to indicate the type of calendar
type of view you view:
wish to access the ¢ Month will display the month that the date falls
specified date in.
«  Week will display the week that the date falls
in.
« Day will display that date only.
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Tasks
Tasks
Overview The Tasks page organizes projects (referred to as tasks), defines task priority,
and tracks task status.
A user can create tasks and post them to the Tasks page. Each user can post
personal tasks to their page, instructors can post tasks to users participating in
their course, and system administrators can post tasks to all users’ Tasks pages.
Tasks page Task information is arranged in columns that display the priority, task name,

status, and due date.

Click Tasks from the Tools box on the My Institution area to access the Tasks
page. The Tasks page will appear as shown below.

MY INSTITUTION = TASKS

Tasks

[ Add Task All Tasks =l
& - High Priority - Low Pricrity

FRIORITY SUBJECT STATUS OUE DATE
B =~ AP US History Review: First Quiz! NOT STARTED Sep B, 2001
B a AP US History Review: Mid-Term Exam NOT sTarTED Ot 25, 2001
OK )

Continued on next page
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Tasks, continued

Available To use the functions available on the Tasks page, follow the table below.
functions
To... click . ..
narrow the list of the drop-down arrow and select a task category.

tasks to one subject
create and post a task | Add Task to access the Add Task page.

modify a task Modify to access the Modify Task page for a particular
task.
remove a task Remove. A box will appear asking to verify that a task

should be removed. This action is irreversible.
change or update the | on the current status. Task status can be one of the
status of a project following three options:

* Not Started

* In Progress

e Completed

view the details of a on a task link to view details.

particular task

View Task Click on a task from the Task page to view task details. The task details display
details the task name, due date, priority, status, and a description of the task.

MY INSTITUTION = TASKS

Tasks

F American History until 1865: First Quiz!
Due Date: Sep 8 2007
Priarity: High
Status: In Progress

There will be a guiz on the reading assignment due at the beginning of the Thursday session the first week of class. Please
read the first two chapters of your text to prepare.

The quiz will appear in the Week 1 folder under Course Material after Tuesday's session.

oK )
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Add or Modify a Task

Overview The Add Task page opens with empty fields and the Modify Task page opens with
the fields populated with information on a specific task. The Modify Task page
contains the same fields as the Add Task page. To Modify a task, click Modify.

Note: The Modify Task page may open with fields that cannot be modified. To
modify all fields open the task from the area where it was originally added.

For example, if an instructor adds a task from the Instructor Control Panel, the
task cannot be modified from the My Institution page. To modify the task, the
instructor would open the task from the Instructor Control Panel.

Add Task page Click Add Task from the Tasks page or Modify corresponding to a specific task.
The Add Task page will appear as shown below.

W INSTITUTION » TASKS » ADD TASK

Add Task

@ Task Information

Task Title: I

Description: =]

& Smart Text © Plain Text € HTML
Due Date: IApr j ij Izgm j

@ Task Options

Priority: INormaI 'l
Status: I Mot Started l

Continued on next page
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Add or Modify a Task, continued

Entry fields The table below details the entry fields on the Add Task page.

Field | Description
Task Information
Task Title: Enter the title of the task.
Description: Enter a description of the task. Select a text type for the
description from the following options:
¢ Smart Text: Automatically recognizes a link if it is
the first thing entered in the text box or if it
preceded by a single space. The benefit of smart
text is that it recognizes the Enter key as a
paragraph tag. Smart text accepts HTML tags as
well.
e HTML: Displays text as coded using HTML tags.
* Plain text: Text will appear as entered.
Due Date: Select the date the task is due from the drop-down list.
Click the drop-down arrow and select date values or click
the icon to select a date from the calendar interface.

Task Options

Priority: Select a priority. The options are:
* Low (task appears with a blue arrow pointed down)
« Normal

* High (task appears with a red arrow pointed up)
The selected priority appears on the Tasks page.
Status: Select a status. The options are:

* Not started

. In progress

e Completed
The selected status appears on the Tasks page.
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My Grades
My Grades
Overview Users can check grades and performance statistics from the Check Grades page.
The Check Grades page lists each user’s courses. Users click on a course to access

a report.

Course Grades Click My Grades from the Tools box on the My Institution area. The Check Grades
page page will appear as shown below. Click on a course to view grades or performance
statistics for that course.

MY IMETITUTION = MY GRADES

My Grades

Courses you are enrolled in:
P American History until 1865 (HIST101)
oK )

View Grades Click on a course from the Check Grades page to view statistics for that course.
The statistics report displays an overview of user performance and below that, a
Scores table that details performance on tracked assignments. The Scores table
displays the date, name, score, points possible, and class average of each tracked
assignment.
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Send Email

Overview

Send Email
page

Send Email
tool

Send Email

Users access email functions for specific courses through the Send Email page.
Users are able to send messages to other course participants.

Click Send Email from the Tools box on the My Institution area. The Send Email
page will appear as shown below. Click on a course to access the Send Email tool
for that course.

MY INSTITUTION > SEND E-MAIL

A send E-mail

Courses in which you are participating:

P American History until 1865 (HIST101)

Organizations in which you are participating:

P Rugby Club (RUGEY)

OK )

Click a course and the Send Email tool for that course will appear as shown below.

COUREES = HIST101

[ Announcements

{ Aonouncements

» All Groups

P All Teaching Assistants

[ websites o )
Course Map

Continued on next page
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Send Email, continued

Available The following functions are available from the Send email page.
functions
« All Users: Sends email to all users in the course.
« All Groups: Sends email to all of the groups in a specified.
« All Teaching Assistants: Sends email to all of the teaching assistants in
a specified course.
« All Instructors: Sends email to all of the instructors for a specified
course.
 Select Users: Sends email to a single user or select users in a specified
course.
 Select Groups: Send email to a single group or select groups in a course.

Send Email — Click Select Users and the Send email page will appear as shown below.

Select Users
Note: To minimize the distraction of long lists of To: addresses, and to make the
re-use of the address lists more difficult for potential spammers, all destination
addresses are placed into the mail message’s Bcc: (Blind Carbon Copy) field upon
receipt.

COURSES » HIST101

| Announcements

Select Users

| Course Information

_ © Recipients
| Staff Information
[ course material To:

[ Berrifield, James I Dom, Brian

[T Franklin, Grey T Gude, Terry

I communicstion [" Johnson, Adam [~ Kearnsan, Julie

. ™ Mackey, Sheila [~ Marcelli, Courtney
[T Mary, Wallace [ Ortiz, Wendy

| Textbooks

ity dliis [ Srith, Amanda T Srith, Andrew
[EREC TR @ Enter Message Details
Resources
Course Map From: rmwallace@yourinstitution. edu
Subject: I
Message: =

Continued on next page
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Send Email, continued

Entry fields The table below details the entry fields on the Send Email page.
Field | Description

Select Students

To: Select the users to receive the message.

From: The user’s email address will automatically be displayed
in this field.

Subject: Enter the subject of the email.

Message: Enter the email message.

Select Message Options

Copy of message to | Click the check box to send a copy of the message to

self: the sender.

Add Attachments

Add: | Click here to add attachments.
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User Directory

User Directory

Overview Users can list and contact via email system users through the User Directory. A
search function at the top of the page creates a list of users. From the list, a user
can click on a listed user’s email address to send a message.

Users will only appear in the User Directory if they indicate that they wish to be
included from the Set Privacy Options page.

User Directory Click User Directory from the Tools box on the My Institution area. The User
page Directory page will appear as shown below.

MY INSTITUTION * USER DIRECTORY

@ User Directory

SEARCH | A-Z 09

Select number or letter corresponding to the last name.
0123456780

1 user(s) located
Dizplaying records 1-1

=  James, Kelly - kjam ourinstitution. edy

oK )

Search the The User Directory contains a search function at the top of the page. Users can
User Directory search using different variables selected from the search tabs. The following
search tabs are available on the User Directory page:

* Search: Click Last Name or User Name and enter a value. The search
function will create a list of users with that last name or user name.

* A-Z, 0-9: Click the letter or number that represents the first character of a
last name. The search function will create a list of all users with a last
name that begins with that character.
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Address Book

Address Book

Overview Users store contact information in the Address Book. The Address Book is empty
until the user enters contacts. Users must enter in a profile for anyone they wish
to add to their address book, even if the contact is a system user.

Address Book Click Address Book from the Tools box on the My Institution area. The Address

page Book page will appear as shown below.
B HETTUTICN » AbOFESSE GO0OK
[ Address Book
By Mo Costacd I
[ (et
Taurh By 7 Lt faws ' Euad
W
Search the The Address Book contains a search function at the top of the page. User can

Address Book search using different variables selected from the search tabs. The following
search tabs are available on the Address Book page:

* Search: Click Last Name or User Name and enter a value. The search
function will create a list of contacts with that last name or user name.

* A-Z, 0-9: Click the letter or number that represents the first character of a
last name. The search function will create a list of all contacts with a last
name that begins with that character.

Available To use the functions available on the Address Book page, follow the table below.
functions

To. .. click . ..
create a contact and Add Contact. The Add Profile page will appear.
add it to the Address

Book
modify a contact Modify for a contact.
remove a contact Remove for a contact. This action is irreversible.
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Add or Modify Contact

Overview Users create contact profiles for their Address Book from the Add Contact page.
Users can create profiles for any contact, including contacts outside of the
institution.

The Modify Contact page contains the same fields as the Add contact page. To
Modify a contact, click Modify for a contact and edit the profile on the Modify
Contact page.

Important: The user must create a profile for each contact, even those contacts
that are also system users.

Add Contact Click Add Contact from the Address Book page. The Add Contact page will
page appear as shown below.

W INSTITUTION » ADDRESS BOOK = ADD CONTACT

[l Add Contact

@ Personal Information

* First Name: ISheiIa
* Last Name: IMackey
Email: Fey@yourinstitution.edu

@ Other Information

Company: l—
Job Title: l—
Address: l—
Address: (cont) l—
City: —

Continued on next page
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Add or Modify Contact, continued

Add Contact
fields

The table below details the entry fields on the Add Contact page.

Field |

Description

Personal Information

First Name:

Enter the contact’s first name. This field is required.

Middle Name:

Enter the contact’s middle name.

Last Name:

Enter the contact’s last name. This field is required.

Title Enter the contact’s title.

Email: Enter the contact’s email address.

Other Information

Company: Enter the contact’s company.

Department: Enter the contact’s department.

Job Title: Enter the contact’s job title.

Address: Enter the contact’s address.

Address: (cont.) Enter any additional address information.
City: Enter the contact’s city.

State/Province: | Enter the contact’s state or province.
ZIP/Postal Enter the contact’s ZIP code or postal code.
Code:

Country: Enter the contact’s country.

Web Site: Enter the URL of the contact’s personal Web site. When

adding a URL, do so as http://www.blackboard.com, not
www.blackboard.com or blackboard.com

Home Phone:

Enter the home phone number of the contact. The phone
number will display exactly as entered.

Work Phone: Enter the work phone number of the contact. The phone
number will display exactly as entered.
Work Fax: Enter the fax of the contact. The fax number will display

exactly as entered.

Mobile Phone:

Enter the mobile phone of the contact. The phone number
will display exactly as entered.
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Personal Information

Personal Information

Overview Users manage personal data and privacy settings from the Personal Information
page. Users can edit their account profile, change their password, identify a CD-
ROM drive to Blackboard 5, and define privacy settings.

Personal Click Personal Information from the Tools box on the My Institution area. The
Information Personal Information page will appear as shown below.

Y INSTITUTION » PERSOMNAL INFORMATION

[E=lpersonal Information

P Edit Personal Information
Change personal information associated with your account.

4 Change Password
Choose a new password for access to your account.

»  Set CD-ROM Drive
Set the CO-ROM drive used to access content on your local computer.

P Set Privacy Options
Select which fields of your personal information are publicly available

OK )

Available The following functions are available from the Personal Information page:
functions
+ Edit Personal Information
Make changes to the account profile.
+ Change Password
Change the password associated with the user name.
+ Set CD-ROM Drive
Identify a CD-ROM drive to Blackboard. This must be done during each
session that the user uploads material to Blackboard 5.
+ Set Privacy Options
Choose the information from the account profile that other users can view.
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Edit Personal Information

Overview Users control the information that appears in their account profile from the Edit
Personal Information page. Users can change the values in fields, populate empty
fields, or remove information from fields.

Edit Your Click Edit Personal Information from the Personal Information page. The Edit
Information Personal Information page will appear as shown below.
page

@ Personal Information

* First Name:
Middle Name:

* Last Name:

* E-mail:

Student ID:

@ Other Information

Gender:
Education Level:

Birthdate:

Company:

My INSTITUTION » PERSONAL INFORMATION = EDIT PERSONAL INFORMATION

m Edit Personal Information

IKeIIy
IJames
ijames@yourinstitution

| =
[ = = = B
R

Continued on next page
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Edit Personal Information, continued

Edit Your The table below details the entry fields on the Edit Personal Information page.

Information
fields

Field |

Description

Personal Information

First Name:

Edit first name. This field is required.

Middle Name:

Edit middle name.

Last Name:

Edit last name. This field is required.

Email: Edit email address. This field is required.

Student ID: Edit student ID as defined by the institution.

Other Information

Gender: Edit gender.

Education Level: | Edit education level.

Birthday: Select birthday by clicking on the drop-down arrow and
selecting date values or click the icon to select a date from
the calendar interface.

Company: Edit company.

Department: Edit department.

Job Title: Edit job title.

Address: Edit address.

Address: (cont.) Edit any additional address information.

City: Edit city.

State/Province:

Edit state or province.

Zip/Postal Code:

Edit ZIP code or postal code.

Country:

Edit country.

Web Site:

Edit the URL of the user’s personal Web site. When adding a
URL, do so as http://www.blackboard.com, not
www.blackboard.com or blackboard.com

Home Phone:

Edit the home phone number of the user. The phone
number will display exactly as entered.

Work Phone: Edit the work phone number of the user. The phone number
will display exactly as entered.
Work Fax: Edit the fax of the user. The fax number will display exactly

as entered.

Mobile Phone:

Edit the mobile phone of the user. The phone number will
display exactly as entered.
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Change Password

Overview

Change Your
Password

page

Change Your
Password
fields

Users manage their account passwords from the Change Password page. Each
user must enter a user name and password to enter the system.

Hint: It is recommended that users change their passwords periodically to ensure
security.

Click Change Password from the Personal Information page. The Change
Password page will appear as shown below.

MY INSTITUTION > PERSONAL INFORMATION > CHANGE PASSWORD

Ed change Password

© Change Password

Complete this form to change your password
* PASSWORD:

" VERIFY PASSWORD:

@ Submit

* . Required Field for Farm Entry

Click "Submit” to finish. Click "Cancel” to abort this process.

Cancel ) Submit )

The table below details the entry fields on the Create Task or Modify Task page.

Field | Description
Reset Password
Password: Enter a new password for the user’s account. The

password must be at least one character and contain no
spaces or special characters. This field is required.

Verify Password: Enter the user’s password again to ensure accuracy.

This field is required.
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Set CD-ROM Drive

Overview

Set CD-ROM
Drive page

Set CD-ROM
Drive fields

Users identify the CD-ROM drive location on the current workstation to Blackboard
5 from the Set CD-ROM Drive page. The CD-ROM drive must be identified to
Blackboard 5 before files can be uploaded from a CD-ROM to Blackboard 5.

Click Set CD-ROM Drive from the Personal Information. The Set CD-ROM Drive
page will appear as shown below.

MY INSTITUTION > PERSONAL INFORMATION > SET CD-ROM DRIVE

[Ed set cD-ROM Drive

@ Select COROM Drive

CD-ROM (for PC): D -
CD-ROM (for MAC):
6 Submit

Click "Submit” to finish. Click "Cancel™ to abart this process

Cancel ) Submit )

The table below details the entry fields on the Set CD-ROM Drive page.

Field | Description
CD-ROM Drive Information
CD-ROM for PC: Click the drop-down arrow and select the drive letter
that maps to the CD-ROM drive from the list.
CD-ROM for MAC: Enter the CD-ROM drive location.
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Set Privacy Options

Overview Users manage their profile in the User Directory from the Set Privacy Options
page. Users must choose to make information available through the User
Directory and what information will be displayed. The default setting excludes the
user profile from the User Directory.

Set Privacy Click Set Privacy Options from the Personal Information page. The Set Privacy
Options page Options page will appear as shown below.

MY INSTITUTION » PERSONAL INFORMATION » SET PRIVACY OFTIONS

m Set Privacy Options

@ User Directory Status

¥ Make information available to public

@ Contact Information

You may choose to include any of the following fram your user profile
¥ Email address
¥ Address (Street, City, State, Zip)
¥ Wark Information (Company, Department, Job Title, Work Phane, York Fax)

¥ Additional Contact Information (Home Phone, Mobile Phone, Wehb Site)

© Submit

Click "Submit” to finish. Click "Cancel” to abort this process

Cancel ) Submit )

Select Privacy The table below details the entry fields on the Select Privacy Options page.
Options fields

Field | Description
User Directory Status
Make information Select this check box to make information available to

available to public other users through the User Directory.
Contact Information

Email address Select this check box to make the email address
available to other users through the User Directory.

Address Select this check box to make address information
available to other users through the User Directory.

Work Information Select this check box to make work information

available to other users through the User Directory.
Additional Contact Select this check box to make additional contact
Information information available to other users through the User
Directory.
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Introduction

Introduction The Content Areas section of the Instructor Control Panel manages the information,
materials, assignments, and assessments used in the course. The Content Areas
allows instructors to:

. Post course documents, staff information, assignments, announcements,
assessments and more.

. Incorporate text, spreadsheet, slideshow, and graphics files; audio and
video clips; and interactive simulations.

e Create sequential Learning Units.

There are six areas available to instructors for posting content. The
Announcements and Staff Information areas hold specific information. The other
four areas can contain a variety of learning materials.

Note: Instructors can set the name of content areas from the Area Availability

page.
Content Content Areas functions are found in the top left portion of the Instructor Control
Areas Panel.
COURSES » HIST101 * CONTROL PANEL
m Control Panel
HIST101: AP US History Review
Sheila Mackey, Instructor
Announcements Course Material Add Users Remove Users
Course Information  Texthooks List / Modify Users Manaye Groups
Staff Information Web Sites
Course Calendar Discussion Board Assessment Manager Online Gradehook
Tasks irtual Classroom Pool Manager Course Statistics
Send E-mail Digital Drop Box
e
Course Settings Resources Online Support
Course Utilities Course Marketing Online Manual
Course Images Contact Sys Admin

In this chapter This chapter includes information on the following functions available from the
Content Areas section of the Instructor Control Panel:

. Announcements

. Staff Information

. Course Content Areas
. Learning Units
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Announcements Page

Overview Announcements post timely information critical to course success. The instructor
can add, modify, and remove announcements from the Announcements page.
This is an ideal place to post time-sensitive material such as:

* When assignments are due

* Changes in the syllabus

*  Corrections/Clarifications of materials
« Exam schedules

Announcements Click Announcements from the Content Areas section of the Instructor Control
page Panel to access the Announcements page.

Select a time period from the tabs to view specific announcements. View Last 7
Days is the default view on any Announcements Page.

COURSES » HIST101 = CONTROL FAHEL * ANHOUNCEMENTS

m}\nnouncements

&}}} Add Announcement

VIEW TODAY i VIEW LAST 7 DAYS VIEW LAST 30 DAYS | WIEWALL

April 10 - 17, 2001

Permanent -- Study Groups have been formed!
Please use the group page to study and collabarate on group assignments.

Fosted by Sheila backey

Permanent -- Welcome to United States History to 1865
This an intensive 15 week survey of the first half of our nation's histary.

Fosted by Blackboards Administrator
Please click on Course Information to the left to read the course outline.

Available The functions available on this window are described in the table below.
functions
To... click . ..
add an announcement Add Announcement. The Add Announcement
page will appear.
modify an announcement Modify. The Modify Announcement page will
appear.
remove an announcement Remove. A confirmation box will appear.
Removing an announcement is irreversible.
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Add or Modify Announcement

Overview The Add Announcement page is used to add announcements to the course Web
site. The announcements will appear in the order posted with the most recent
announcements posted first. Instructors have the option to have the
announcement posted to the My Institution area as well as the Course area.

Add or Modify Click Add Announcement or Modify to access the page shown below.
Announcement

page COURSES » HISTS00 * CONTROL PANEL » ANNOUNCEMENTS » ADD ANNOUNCEMENT

mAdd Announcement

@ Announcement Information
Subject: |Deadiine for trip 1o Ireland
Message: The deadline for the trip to Ireland is Hay 1ith. =

& Smart Text © Plain Text © HTML

@ Options
Always show this announcement on the course's main page (:f(es © No

© Submit

Continued on next page
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Add or Modify Announcement, continued

Entry fields

The table below details the entry fields on the Add Announcement page.

Field

Description

Announcement Information

Subject: Enter a subject for the announcement.

Message: Enter the announcement by either typing directly into the
field or copy and paste text from another word processing
document. Select a text type for the description from the
following options:

* Smart Text: Automatically recognizes a link if it is
the first thing entered in the text box or if it
preceded by a single space. The benefit of smart
text is that it recognizes the Enter key as a
paragraph tag. Smart text accepts HTML tags as
well.

e Plain Text: Displays text as written.

e HTML: Displays text as coded using HTML tags.

Options

Always show this
announcement on
the course’s main

Select Yes and the announcement will appear on the My
Institution area.
Select No and the announcement will only appear on the

page. Course area.

Restrict dates to Check Display After and Display Until then select the
show this range of dates that the announcement will appear. Select
announcement dates using the drop-down lists or click on the icon for a

calendar interface.

To display an announcement from a date forward, check
Display After and select a date but do not check
Display Until. To display an announcement from the
current date until a future date, check Display Until and
select a date but do not check Display After.
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Staff Information

Staff Information Page

Overview The Staff Information page allows instructors to post information about
themselves, teaching assistants, and guest speakers. The page gives users a
resource to look up names, email addresses, office hours, and photographs of
course instructors.

Staff page Click Staff Information from the Content Areas section of the Instructor Control
Panel. The Staff Information page will appear as shown below.

COURSES » HISTE00 = CONTROL PANEL * STAFF INFORMATION
[E3 start information
[E5h add Profile | (8 Add Folder
Current Location: Staff Information
[E= [Tl Professor Jack Smith T
E-mail: smmithiEry ourinstitution
Work phone:  202-111-2222
Office Location: History Building
Office hours: 7:00 - 8:00 am
@ 2 x| Teachers' Assistants Remove)
oK )
Available The functions available on this page are described in the table below.
functions
To... click . ..
add a staff profile Add Profile. The Add Profile page will appear. On the Add

Profile page information such as name, title, phone
number, office hours, office location, photo, and personal
link may be added.

add a new folder Add Folder. The Add Folder page will appear. On the Add
Folder page new folders may be created to group similar
information together.

modify a profile Modify. The Modify Profile page will appear. On the Modify
Profile page information such as name, title, phone
number, office hours, office location, optional photo and
optional personal link may be updated.

modify a folder Modify. The Modify Folder page will appear.
remove an item or Remove. A warning pop-up window will appear. Click Ok.
folder
Warning: Removing a staff profile or folder is irreversible.
order content items the drop-down arrow and select a number. The items will
appear on the Staff Information page in the order
selected.
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Add or Modify Profile

Overview

Add Profile or
Modify Profile

Entry fields

Profiles may be added or modified by accessing the Add Profile or Modify Profile
page. The fields on the Add Profile page and Modify Profile page are the same. The
Add Profile page and Modify Profile page function in a similar manner. The
difference being, the Add Profile page opens with empty fields while the Modify
Profile page opens with populated fields.

Click Add Profile from the Staff Information page. The Add Profile page will
appear as shown below. To modify a profile, click Modify. The Modify Profile page
will appear.

COURSES > HISTEO0 > CONTROL PANEL > STAFF INFORMATION » ADD PROFILE
(L Add Profile
© Profile Information
Title: |Asswstant
First name: IB'”
Last name: ITWW
E-mail: Ibtay\ur@yuurinsmuhun com
Work phone: [mezz33s
Office location: =]
=
Office hours: 10-11 am =
[

The table below details the entry fields on the Add Profile or Modify Profile page.

Field | Description

Profile Information

Title: Enter the staff member’s title.

First Name: Enter the staff member’s first name.

Last Name: Enter the staff member’s last name.

Email: Enter the staff member’s email address.

Work Phone: Enter the staff member’s work phone.

Office Location: Enter the staff member’s office location.

Office Hours: Enter the staff member’s office hours.

Notes: Enter any additional information about the staff
member.

Options

Profile image: Upload the staff member’s image by clicking on the
browse button.

Personal link: Enter the URL for the staff member’s home page. When
adding a URL, do so as http://www.blackboard.com, not
www.blackboard.com or blackboard.com.

Do you want to Select Yes or No to make the staff member’s profile

make item visible: visible to students. Please note that if No is selected,
none of the information entered on this page will appear
to students.
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Add or Modify Folder

Overview

Add Folder
page

Folders may be added or modified by accessing the Add Folder page or Modify
Folder page. The fields on the Add Folder page and Modify Folder page are the
same. The Add Folder page and Modify Folder page function in a similar manner.
The difference being, the Add Folder page opens with empty fields while the

Modify Folder page opens with populated fields.

Click Add Folder from the Staff Information page. The Add Folder page will
appear as shown. To modify a folder, click Modify. The Modify Folder page will

appear as shown below.

COURSES » HISTE00 » CONTROL PANEL » STAFF INFORMATION » ADD FOLDER

[l Add Folder

@ Folder Information

Name:

or specify your own name: |

Choose Color of Name:

Text:

& Plain Text € HTML

@ Options

Continued on next page
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Add or Modify Folder, continued

Entry fields

The table below details the entry fields on the Add Folder or Modify Folder page.

Field

Description

Folder Information

Name:

Select a folder name from the drop-down list.

Or, specify your own
name:

Enter a name for the folder if one of the provided folder
names is not suitable.

Choose color of
name:

Click Pick to select a color for the folder name display.
Blackboard 5 allows the instructor to select from 216
different colors to customize the color of the folder.

Text:

Enter a description of the folder. Select a text type for
the description from the following options:

e Smart Text: Automatically recognizes a link if
it is the first thing entered in the text box or if
it preceded by a single space. The benefit of
smart text is that it recognizes the Enter key as
a paragraph tag. Smart text accepts HTML tags
as well. Smart Text will also prompt to load
images if an image source text is used when
adding smart text as part of a content item.

e Plain text: Displays text as written.

< HTML: Displays text as coded using HTML tags.

Options

Do you want to make
folder visible:

Click Yes or No to indicate whether or not the folder is
to be available to students. Instructors and staff
members can still access the information in the folder

by going through the Instructor Control Panel.
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Course Content

Course Content Areas

Overview Course content areas are configured to meet the needs of the course. While the
instructor has almost complete control over the content areas through the
Instructor Control Panel, it should be noted that the system administrator is able
to set defaults and overrides that define the names and availability of content
areas in each course.

Define content To name and set the availability of content areas, use the Area Availability
areas feature listed under Course Settings.

Common The following are examples of some of the more common uses for content areas:
content areas
. Course Information: Course Information displays descriptive materials
about the course such as the course syllabus and course objectives.

. Course Documents: Course Documents can be used to organize
learning materials and lesson aids.

. Assignments: Assignments lists the due date and description for class
work. The instructor posts assignments and can modify the task and
due date from the Assignments page.

. Books: Instructors post recommended reading lists, useful articles,
and other similar material in the Books area.

. External Links: The External Links content area provides a page to
reference Web sites useful for a course. This can be used to guide
students on virtual field trips to Web sites containing relevant
information, research, reports, and data.

Continued on next page
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Course Content Areas, continued

Content area Click a link from the Content Areas section of the Instructor Control Panel. A page

pages similar to the one below will appear. Please note that folders can be nested inside
of other folders within a content area. When clicking on a folder, a new page will
appear with the contents of that folder and the same options to add, modify, or
remove content, folders, Learning Units, or links.

COURSES » HIST101 » CONTROL PANEL > COURSE INFORMATION

[Ed course Information

(F Add tem ‘ 8 Add Folder [§ Add Learning Unit

Current Location: Course Information

[T=] averview (o) (Fmore
Welcome to History 101, Sunvey of United States History to 7865, We will begin with a unit on the Colonial period and finish with the
American Civil War at the end of the semester. In between, we will discuss the major events and ideas that helped shaped the first half of
our nation's history. Federalism, Jacksonian democracy, the nullification crisis, and the Missouri Compromise are just a few of the areas
wie will cover.

[2=] class Schedule
Class meets Tuesdays and Thursdays from 10:00 a.m. to 12:00 p.m

Qur Teaching Assistant, James Berrifield, will be hosting an online study session every Wednesday night from 8:30 p.m. to 10:00 p.m. Mr,
Berrifield will answer questions and review key points for the weekly quizzes. To take advantage of the study sessions, enter the Vitual
Classroom through the Student Tools button.

IEI Grading Policies o . oors
Eittgdems final grades will be determined by their performance on tests and quizzes and paticipation, both in-class and in the course Web
Assessments It is possible to add an assessment to any content area from the Set Availability
in content page. If the time-release dates of an assessment are changed from within the
areas content area, be sure to also change the time-release date of the associated
announcement.

Continued on next page
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Course Content Areas, continued

Available The functions available on this window are described in the table below.
functions
To... click . ..
add content Add Item. The Add Content page will appear. On the

Add Content page text can be entered and files attached.
add or modify a folder | Add Folder. The Add Folder page will appear. On the
Add Folder page new folders may be created to group
similar information together.

add a Learning Unit Add Learning Unit. The Add Learning Unit page will
appear.

Add a Link Add Item. In the External Links content area, clicking
Add Item will open the Add Link page. Add a URL link and
description of a Web site from this page. Please note that
URLs may also be entered when adding content by
selecting Smart Text or HTML when entering text.

modify an item, Modify. The Modify page will appear. On the Modify Item

folder, or Learning page the item name and text may be changed, files and

Unit links may be modified or removed, and the options may
be changed.

remove an item, Remove. A warning pop-up window will appear.

folder, or Learning Removing an item or folder is irreversible.

Unit

order content the drop-down arrow and select a number. Content will

appear to students in the order selected.
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Add or Modify Content

Overview Items may be added or modified by accessing the Add Item page or Modify Item
page. The fields on the Add Item page and Modify Item page are the same. The
Add Item page and Modify Item page function in a similar manner. The difference
being, the Add Item page opens with empty fields while the Modify Item page
opens with populated fields.

Add Content Click Add Item or Modify on a content area page to access the page shown
or Modify below.
Content page

COURSES » HIST104 » CONTROL PANEL = COURSE MATERIAL » MODIFY CONTENT

[EE) Modify content

@ Content Information

Name: | Other — Add Text Below |

ar specify your own name: IReading Assignment

Choose Color of Name:

Text:

Please read chapters one and two of your text. ;I

Continued on next page
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Add or Modify Content, continued

Entry fields Options to create a link, display a media file, or unpackage a file are offered on
this page. If the Display a media file within the page or Unpackage this file option
is selected, it must be an application recognizable by Blackboard 5. If it is not,
Blackboard 5 will automatically create a link to the file. If a Name of Link to File is
entered, Backboard 5 will use that name for the link, otherwise the saved file

name will be used.

Note: Blackboard 5 will delete any special characters and spaces when using the
saved file name. For example, a file saved as Chapter 1 will appear as Chapterl.

The table below details the entry fields on the Add Item page.

Field

Description

Item Information

Name:

Select a name that best describes the content that is
being added.

Or, specify your own

Enter a customized name for the information being

name: added.

Choose Color of Click Pick to select an alternate test color for the name of
Name: the item. The default color is black.

Text: Enter text into the field by either typing directly into the

box or copy and paste text from another source. Select a
text type for the description from the following options:

* Smart Text: Automatically recognizes a link if it is
the first thing entered in the text box or if it
preceded by a single space. The benefit of smart
text is that it recognizes the Enter key as a
paragraph tag. Smart text accepts HTML tags as
well. Smart Text will also prompt to load images if
an image source text is used when adding smart
text as part of a content item.

¢ Plain Text: Displays text as written.

e HTML: Displays text as coded using HTML tags.

Item Attachments

File to Attach:

Enter the file path or click Browse to locate a file. The file
will appear with the item as either a link or the actual file
contents. This option is specified in the Special Action
field.

Continued on next page
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Add or Modify Content, continued

Item Information (continued)

Field

Description

Item Attachments

Name of Link to File:

Enter the name of the link that students click to access
the attached file.

Special Action:

Select the special action for the link from the following
options:

* Create a link to this file: Selecting this option
attaches the file to the Blackboard document. A
link is automatically inserted below the document
title to access the file.

+ Display media file within the page: Selecting
this option embeds certain kinds of media within
the page itself instead of creating a link.

* Unpackage this file: Selecting this option
indicates to the system that the file must be
unpackaged before displaying.

If the file format is not one of the supported digital media
formats, the Display media file within the page feature will
default instead to the Create a link to this file feature.

Supported digital media formats are:

e Graphics: GIF and JPEG

* Video: MPEG, Quicktime, AVI
e Audio: WAV and AIFF

. Multimedia: Shockwave Flash

Current Attached
Files:

The attached files are listed here.

Continued on next page
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Add or Modify Content, continued

Item Information (continued)

Field

Description

Options

Do you want to add
offline content?

Select Yes or No to indicate that offline content is
allowed or not allowed.

Do you want to track
the number of
views?

Select Yes to indicate that the system is to track the
number of times a user accesses this item. Use the
Course Statistics page to view a comprehensive report
about the number of times the item has been accessed.
Select No to indicate that the number of time this page is
accessed is not to be tracked.

Do you want to add
Meta-Data?

Select Yes or No to indicate if meta-data is to be used.
Meta-data is data about the added item, such as
ownership, resource format, and copyright information.

Choose date
restrictions

Check Display After and Display Until then select the
range of dates that the content will appear. Select dates
using the drop-down lists or click on the icon for a
calendar interface.

To display content from a date forward, check Display
After and select a date but do not check Display Until.
To display content from the current date until a future
date, check Display Until and select a date but do not
check Display After.

Do you want to
make item visible?

Select Yes to indicate that the item is to be available for
viewing when a user accesses the Course Information

page.
Select No to indicate that the item is not to be available.
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Add or Modify Folder

Overview Folders may be added or modified by accessing the Add Folder page or Modify
Folder page. The fields on the Add Folder page and Modify Folder page are the
same. The Add Folder page and Modify Folder page function in a similar manner.
The difference being, the Add Folder page opens with empty fields while the
Modify Folder page opens with populated fields.

Add Folder Click Add Folder from a content area page. The Add Folder page will appear as
page shown. To modify a folder, click Modify. The Modify Folder page will appear as
shown below.

COURSES » HIST101 » CONTROL PANEL = COURSE INFORMATION = ADD FOLDER

EEl Add folder

@ Folder Information

Name: | Syllabus |

or specify your own name: I

Choose Color of Hame:

Text:

Continued on next page
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Add or Modify Folder, continued

Entry fields

The table below details the entry fields on the Add Folder or Modify Folder page.

Field

Description

Folder Information

Name:

Select a folder name from the drop-down list.

Or, specify your own
name:

Enter a name for the folder if one of the provided folder
names is not suitable.

Choose color of

Click Pick to select color for the folder name display.

name: Blackboard 5 allows the instructor to select from 216
different colors to customize the color of the folder.
Text: Enter a description of the folder. Select a text type for
the description from the following options:
¢ Smart Text: Automatically recognizes a link if
it is the first thing entered in the text box or if
it preceded by a single space. The benefit of
smart text is that it recognizes the Enter key as
a paragraph tag. Smart text accepts HTML tags
as well. Smart Text will also prompt to load
images if an image source text is used when
adding smart text as part of a content item.
e Plain text: Displays text as written.
e HTML: Displays text as coded using HTML tags.
Options

Do you want to make
folder visible:

Click Yes or No to indicate whether or not the folder is
to be available to students. Instructors and staff
members can still access the information in the folder
by going through the Instructor Control Panel.

Select Date(s)
Availability

Check Display After and Display Until then select
the range of dates that the folder will appear. Select
dates using the drop-down lists or click on the icon for
a calendar interface.

To display an announcement from a date forward,
check Display After and select a date but do not
check Display Until. To display an announcement
from the current date until a future date, check
Display Until and select a date but do not check
Display After.
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Add or Modify Link

Overview

Add Link page

Entry fields

Links may be added or modified by accessing the Add Link page or Modify Link
page. The fields on the Add Link page and Modify Link page are the same. The
Add Link page and Modify Link page function in a similar manner. The difference
being, the Add Link page opens with empty fields while the Modify Link page
opens with populated fields.

Click Add Link from the Web Sites page. The Add Link page will appear as
shown. To modify a link, click Modify. The Modify Link page will appear.

COURSES » HIST101 » CONTROL PANEL > WEB SITES » ADD LINK

[l Add fink

@ Link Information

Name: I

URL: Ih“p 1

Description: =]

© Plain Text & HTML

@ Options
Do you want to make the link visible: @ ¥es Mo
Launch ltem in external window  ¥es & Mo

The table below details the entry fields on the Add Link or Modify Link page.

Fields | Description
Item Information
Name: Select a folder name from the drop-down list.
URL: Enter the Web address to the link. When adding a URL,

do so as http://www.blackboard.com, not
www.blackboard.com or blackboard.com
Description: Enter a description of the folder. Select a text type for
the description from the following options:

* Plain text: Displays text as written.

« HTML: Displays text as coded using HTML tags.

Options
Launch item in Select Yes to have the Web site open as a new separate
external window: window.
Select No to have the Web site open on the same
window.
Do you want to Click Yes to have the link appear on the Web Sites
make item visible: page.
Click No and the link will not appear on the Web Sites
page.
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Learning Units

Overview Blackboard Learning Units enable the instructor to set a structured path for
progressing through the content within a course. Instructors will find that the
development of self-paced learning is intuitive with Blackboard Learning Units.
Students can now access content, including assessments, in a sequential order.
The instructor may either allow students to access content nonlinearly within a
Learning Unit or enforce a sequential path.

Learning Unit Learning Units can be set to open in a separate window as shown below or within
the main frame of the course.

J Blackboard 5 - Microzoft Intermnet Explorer ol =]

|»

Course Material

Current Location: Massachusetts Bay Colony

Close )

The Charter of Massachusetts Bay (1629) =

And further, That the said Governour and (ompanye, and their Successors, maie Rave forever one
comon Seale, to be used in all Causes and Occasions of the said (ompany. and the same Seale may alter,
chaunge, breake. and newe maRe, from tyme to tyme, at their pleasures. And our Will and ®leasure is, and
Hee doe hereby for Us, our Heires and Successors, ordeyne and graunte, That from henceforsh for ever,
there shalbe one Governor, one ®eputy Governor, and eighteene Assistants of the seme (ompany, o be from
tyme to tyme constituted, efected and chosen out of the Freemen of the soide Company, for the twyme
being, in such Manner and Forme os Rereafter in theis Presents is expressed, which said Officers shall
applic themselves to takg Care for the best disposeing and ordering of the generall buysines and A ffaires of.
for, and concerning the said fandes and ®remisses herely mentioned, to be grounted, and the ®lantation
thereof, end the Government of the ®eople there. And for the better Expcution of our Royall Pleasure and
Graunte in this Gehalf, Wee doe, by theis presents, for Us, our Meires and Successors, nominate, ordeyne,
make, and constitute; our welbeloved the saide Mathewe Cradocke, to be the first and present Governor of

.-T'ni meﬂnﬂu anA the cnide Thnamae 2nffe 0 he Monuiu Ponsvnoe af the enide Samnanu and the cnidy
= 5] B= ) 3

Hl@|mw A

Continued on next page
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Learning Units, continued

Navigating
within a
Learning Unit

Click the arrows to the left and right of the page number to move a page forward
or a page backward. Click Close to exit the Learning Unit and Contents to bring
up the page shown below. If the student has non-sequential access to all pages
within the Learning unit, they may click to a particular page.

/3 Blackboard 5 - Microzoft Intemnet E xplorer

Course Material

Current Location: Massachusetts Bay Colony

Close )

=
1. The Mayflower Compact
2. King Charles | and the Puritans
é 3. Massachusetts Bay Colony Charter
4. Massachusetts Bay Company
Return )

Continued on next page
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Learning Units, continued

Adding and Learning Unit content is managed in much the same way as the information that
modifying appears in content areas. Items and files may be added, arranged, and modified
content within to create a sequential learning path.

a Learning

Unit In addition, assessments can be added to a Learning Unit through the Manage

Assessments feature. Please remember to resolve any conflicts between the
availability of the assessment and the Learning Unit. For example, if an
assessment is available for a period of time after the Learning Unit, students may
still access the assessment.

The page below is an example of a Learning Unit as viewed through the Instructor
Control Panel. Note that Learning Units cannot contain folders.

COURSES > HIST101 > CONTROL PANEL > COURSE MATERIAL

m Course Material

(Fr Add ltem | B add File

Current Location: Massachusetts Bay Colony
[ Top |: [ Week 1-- The Colonial Period ] : Massachusetts Bay Colony, CONTENTS

[1=] The Mayflower Compact
In 1620, 3 years before the founding of the Massachusetts Bay Company, the Pilgrims left England on the Mayffower.

Landing at Cape Cod, the Pilgrims were outside the jurisdiction of any organized government. (They were aiming to land south of the
Hudzon River). Led by William Bradfard, the Pilgtims signed the Mayflower Compact before leaving the ship

The Mayfiower Compact established the foundation for orderly rule based on consent.

2 x| King Charles | and the Puritans

King Charles | persecution of the Puritans led to Civil War in England. Interestingly, 10 years prior, King Charles | did the Puritans an
incredible favor--he granted them a charter for a joint-stock company, The Massachusetts Bay Company.
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Add a Learning Unit

Overview Learning Units may be added to any content area with the exception of
Announcements, Staff Information, and External Links. Students access Learning
Units by clicking on a link within the content area. Once added, a Learning Unit
can be modified like any other item within a content area.

Add or Modify Click Add Learning Unit or Modify from a content area page to access the page
a Learning shown below.
Unit

COURSES » HIST101 » CONTROL PANEL = COURSE INFORMATION = ADD LEARNING UNIT

m}-\dd learning unit

@ Learning Unit Information

Name: |Learning Unit j

ar specify your own name:

Choose Color of Name:

|
.

Text:

Continued on next page
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Add a Learning Unit, continued

Entry fields

The table below details the entry fields on the Add Learning Unit page.

Field

Description

Learning Unit Information

Name:

Select a name from the drop-down list.

name:

Or, specify your own

Enter a name for the folder if one of the provided
names is not suitable.

Choose color of
name:

Click Pick to select color for the Learning Unit name
display. Blackboard 5 allows the instructor to select
from 216 different colors to customize the color of the
name.

Text:

Enter a description of the Learning Unit. Select a text
type for the description from the following options:

e Smart Text: Automatically recognizes a link if it
is the first thing entered in the text box or if it
preceded by a single space. The benefit of
smart text is that it recognizes the Enter key as
a paragraph tag. Smart text accepts HTML tags
as well. Smart Text will also prompt to load
images if an image source text is used when
adding smart text as part of a content item.

e Plain text: Displays text as written.

< HTML: Displays text as coded using HTML tags.

Options

Do you want to
enforce sequential
viewing of the
Learning Unit?

Click Yes and students will view the Learning Unit in
the order listed. Students will not be able to advance to
a page without having viewed the previous page.

Click No and students will be able to view the pages in
the Learning Unit in any order simply by navigating
through the contents.

Do you want the
Learning Unit to
open in a new
window?

Select Yes to have the Learning Unit open as a new,
separate window.

Select No to have the Learning Unit open on the same
window.

Choose Date
Restrictions

Check Display After and Display Until then select
the range of dates that the Learning Unit will appear.
Select dates using the drop-down lists or click on the
icon for a calendar interface.

To display the Learning Unit from a date forward, check
Display After and select a date but do not check
Display Until. To display the Learning Unit from the
current date until a future date, check Display Until
and select a date but do not check Display After.

the Learning Unit
visible:

Do you want to make

Click Yes or No to indicate whether or not the Learning
Unit is to be available to students. Instructors and staff
members can still access the information in the folder
by going through the Instructor Control Panel.
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Add an Item to a Learning Unit

Overview Items added to a Learning Unit appear much the same as content appears within
a course content area. Text can be entered or supplemented with attached files.
Attached files will, by default, open via a link displayed with the item. Image,
audio, and video files can be set to display within the item and packaged files can
be unpacked and displayed when the link is clicked.

Add Item page Click Add Item from within the Learning Unit.

COURSES » HISTA01 > CONTROL PANEL » COURSE MATERIAL = ADD ITER

[l Add item

@ Item Information

Name: Learning Unit Al

or specify your own name: I

Choose Color of Name:

Text:

=l
|
& Sart Text © Plain Text © HTML
Entry fields The table below details the entry fields on the Add or Modify Item page
Field | Description
Item Information
Name: Select a name that best describes the content that is
being added.
Or, specify your own Enter a customized name for the information being
name: added.
Choose Color of Click Pick to select an alternate test color for the name of
Name: the item. The default color is black.
Text: Enter text into the field by either typing directly into the

box or copy and paste text from another source. Select a
text type for the description from the following options:

* Smart Text: Automatically recognizes a link if it
is the first thing entered in the text box or if it
preceded by a single space. The benefit of smart
text is that it recognizes the Enter key as a
paragraph tag. Smart text accepts HTML tags as
well. Smart Text will also prompt to load images if
an image source text is used when adding smart
text as part of a content item.

e Plain Text: Displays text as written.

e HTML: Displays text as coded using HTML tags.

Continued on next page
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Add an Item to a Learning Unit, continued

Item Information (continued)

Field

Description

Item Attachments

File to Attach:

Enter the file path or click Browse to locate a file. The file
will appear with the item as either a link or the actual file
contents. This option is specified in the Special Action
field.

Name of Link to File:

Enter the name of the link that students click to access
the attached file.

Special Action:

Select the special action for the link from the following
options:

* Create a link to this file: Selecting this option
attaches the file to the Blackboard document. A
link is automatically inserted below the document
title to access the file.

« Display media file within the page: Selecting
this option embeds certain kinds of media within
the page itself instead of creating a link.

*« Unpackage this file: Selecting this option
indicates to the system that the file must be
unpackaged before displaying.

If the file format is not one of the supported digital media
formats, the Display media file within the page feature will
default instead to the Create a link to this file feature.

Supported digital media formats are:

e Graphics: GIF and JPEG

¢ Video: MPEG, Quicktime, AVI
e Audio: WAV and AIFF

. Multimedia: Shockwave Flash

Current Attached
Files:

The attached files are listed here.

Options

Do you want to add
offline content?

Select Yes or No to indicate that offline content is
allowed or not allowed.

Do you want to track
the number of
views?

Select Yes to indicate that the system is to track the
number of times a user accesses this item. Use the
Course Statistics page to view a comprehensive report
about the number of times the item is accessed.

Select No to indicate that the number of times this page
is accessed is not to be tracked.

Do you want to add
Meta-Data?

Select Yes or No to indicate if meta-data is to be used.
Meta-data is data about the added item, such as
ownership, resource format, and copyright information.
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Add a File to a Learning Unit

Overview Files added to a Learning Unit open as a page within the Learning Unit. Adding
files allows students to view content as a slideshow, without having to click a link
to open content.

Add or Modify Click Add File or Modify to access the page shown below.
a file page

COURSES » HIST101 » CONTROL PANEL = COURSE MATERIAL = ADD FILE

) Add file

@ File Information

Use this option to display only the attached file as part of the Learning Unit. This option provides a "slide show”
perspective.

Name: I

File to Attach: | Browse... I
Name of Link to File: |

€ Submit

Click "Submit” to finish. Click "Cancel™ to abort this process.

Entry fields The table below details the entry fields on the Add File page. The Modify File page
includes a remove feature to replace a file.
Field | Description

File Information

Name: Select a name that best describes the file that is being
added. This name will appear in the Learning Units
contents.

File to Attach: Enter the path to the file.

Name of Link to Enter a name for the link. This text will appear within the

File: Learning Unit folder to the instructor but will not appear
to students.
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Introduction

Overview

The Course Tools contains communication and collaboration tools that enhance

interaction between students and instructors with asynchronous discussion boards
and synchronous chat tools. The tools allow users to:

interact and learn from each other with threaded discussion boards,
manage online discussions such as sort messages by author, date and/or

title, collect all messages in a printer-friendly format, and archive
discussions at any time,

share documents as discussion board attachments or through the Digital

Dropbox,

hold virtual office hours or field trips through the updated Virtual

Classroom™ environment with real time chat, whiteboard, and slide

creation.

Course Tools

Course Tools are found in the center left portion of the Instructor Control Panel.

COURSES » HISTI01 > CONTROL PANEL

[Ed control Panel

((CONTENT AREAS

Course Information  Texthooks
Staff Information Web Sites

I A Course Material

Course Calendar Discussion Board
Tasks Virtual Classroom
Send E-mail Digital Drop Box
Course Settings Resources
Course Utilities Course Marketing
Course Images

HIST101: AP US History Review
Sheila Mackey, Instructor

(MUSER MANAGEMENT

Add Users Remove Users
List / Modify Users Manage Groups

Assessment Manager Online Gradebook
Pool Manager Course Statistics

WlassisTance
I Online Support

Online Manual
Contact Sys Admin

In this Section This section includes information on the following functions available from Course
Tools:

Course Calendar
Course Tasks
Send Email
Discussion Board
Virtual Classroom

Digital Dropbox
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Course Calendar

Course Calendar Page

Overview

Calendar page

Instructors can use the calendar to indicate important course related events. The
dates and events that appear on the Course Calendar are for all students

registered in a specific course.

Suggested items to include in the calendar:

Section Meetings
Assignments Due
Exams

Guest Speakers

Click Course Calendar from the Course Tools box on the Instructor Control
Panel. The Calendar page will appear as shown below. The default view shows the
day’s events, however, users may also select a weekly, monthly, or yearly view by

clicking on the appropriate tab.

COURSES » HIST101 » CONTROL PANEL > CALENDAR

Add Event

[} calendar: View by Year

‘ Quick Jump ‘

VIEW DAY

| VIEWWEEK | VIEWMONTH | VIEWYEAR

January
SUN MON TUE WED THU FRI SAT
1 2 3 458
8§ 810 111213

April
SUN MON TUE WED THU FRI SAT
1 2 3 4 56 1

8 2101 121314
15 16 17 18 18 20 21

<l 2001

February
SUN MON TUE WED THU FRI SAT

4 5 6B I 8810
112z 13 14 15 16 17

23 26 27 28

May
SUN MON TUE WED THU FRI SAT
1z 3 435
B I & 9 101112
13 14 15 16 17 18 19

SUN MON TUE WED THU FRI SAT
123

4 5 B I 8310
1 12 13 14 1516 17

June
SUN MON TUE WED THU FRI SAT
12
2 4 5 B I 838
10 11 12 13 14 15 16

Continued on next page
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Course Calendar Page, continued

Available
functions

To use the functions available on the Calendar page, follow the table below.

click . ..

create an event and
add it to the calendar

Add Event to access the Add Event page.

view events for a
specific date and time

Quick Jump to access the Quick Jump page. From
here, select a date and time and the calendar will
immediately display events for that time.

view events by day,
week, or month

the tab to view events for the current day, current
week, current month, or current year.

view previous or
future events

the right arrow to view future events or left arrow to
view previous events.

view event details

the calendar event to view details.

modify an event

Modify corresponding to an event to make changes.

Remove an event

Remove corresponding to an event to remove it from
the calendar. This action is irreversible.

View Event

Click an event to view event details. The Calendar: View Event page will appear as
shown below.

COURSES » HISTS00 » CONTROL PANEL > CALENDAR

Date:

Start Time:

End Time:
Category:

[] calendar: View Event

Thursday, July 6, 2000

08:10 Al
08:10 Al
Course (HISTEOD)

Arrive Shannon Airport8:10 am

OK )
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Add or Modify Event

Overview

Add Event
page

Events may be added or modified by accessing the Add Event page or Modify
Event page. The fields on the Add Event page and Modify Event page are the
same. The Add Event page and Modify Event page function in a similar manner.
The difference being, the Add Event page opens with empty fields where as the
Modify Event page opens with populated fields.

Click Modify from the Calendar page. The Modify Calendar Event page will appear
as shown. To modify an event, click Add Event. The Add Event page will appear.

COURSES » HIST101 = CONTROL PANEL = CALENDAR

[T] Modify Calendar Event

@ Event Information

Event Title: ILedure on the Electian
Event Description: Frank Shortley will be giving a lecture ;I

(4,000 characters maximum) on the controversy surrounding the

Election of 1524 in the Gilliam
Auditorium. LI

" Plain Text & HTML

@ EventTime

Event Date: joct =] |15 =] 2001 ~|
Event Start Time: IDB '”DD '”PM 'l
Event End Time: IDS 'l IDD 'l IPM 'l

€ Submit

Click "Submit” to finish, click "Cancel™ to abort this process. Cancel ) Submit )

Continued on next page
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Add or Modify Event, continued

Entry fields The table below details the entry fields on the Add Event page and Modify Event
page.
Field | Description
Event Information
Event Title: Enter the title of the event. This title will appear on the

Calendar page at the date and time indicated on the
Event Time fields.

Description:

Enter a description of the event. The maximum number
of characters is 255. Click on a text type for the
description from the following options:

* Plain Text: Displays text as written.

« HTML: Displays text as coded using HTML tags.

Event Time

Event Date:

Select the date of the event from the drop-down list or
click the icon to select a date from the calendar
interface.

Event Start Time:

Select the time the event will begin from the drop-down
list.

Event End Time:

Select the time the event will end from the drop-down
list.
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Quick Jump Page

Overview

Quick Jump
page

Quick Jump
fields

The Quick Jump page allows users to quickly access a month, week, or day in the
calendar. Quick Jump is useful when looking for events planned for months in
advance of the current date. It is also useful for looking up the events of a past
day, week, or month.

Click Quick Jump from the Calendar page. The Quick Jump page will appear as
shown below.

COURSES = HIST101 » COWTROL FANEL > CALENDAR

Calendar Quick Jump
@ Calendar Quick Jump

View Calendar events for a specific date by selecting the date and view below

[ Please select the date you wish to access.

[apr 2| 19 x] 2001 =]

[ Please choose the type of view you wish to access the specified date.

" Wanth
 yyeek
& Day
© Submit
Click "Submit” to finish, click "Cancel™ to abort this process. Cancel ) Submit )

The table below details the entry fields on the Quick Jump page.

Field | Description
Calendar Quick Jump
Please select the Use the drop-down arrow to select a calendar date or
date you wish to click the icon to select a date from the calendar
access. interface. The My Calendar page will appear with the
selected date.
Please choose the Click on an option to indicate the type of calendar
type of view you view:
wish to access the e Month will display the month that the date
specified date. falls.
*  Week will display the week that the date falls.
« Day will display that date only.
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Tasks
Tasks Page
Overview The Tasks page organizes projects (referred to as tasks), defines task priority,
and tracks task status. A user can create tasks and post them to the Tasks page.
Each user can post personal tasks to their page, instructors and managers can
post tasks to users participating in their course and system administrators can
post tasks to all users’ Tasks pages.
Tasks page Task information is arranged in columns that display the priority, task name,
status, and due date. Click Tasks from the Course Tools box on the Instructor
Control Panel. The Tasks page will appear as shown below.
Ed Tasks
(Rn Add Task
a - High Priority - Lows Priority
i = Turn in book report Jul 5, 2000
oK )
Available To use the functions available on the Tasks page, follow the table below.
functions
To. .. click . . .
view a task and the details of the task link.

the task

create and post a task

Add Task to access the Create Task page.

modifying a task

Modify to access the Modify Task page for a
particular task.

removing a task

Remove to remove a task. A box will appear
asking to verify that a task should be removed.
This action is irreversible.

resort the tasks by priority Priority.
resort the tasks alphabetically | Subject.
by subject

resort the tasks by the date Due Date.

Continued on next page
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Tasks Page, continued

View Task Click a task from the Course Task page to view task details. The task details
detail display the task name, due date, priority, status, and a description of the task.
Additionally the task status of users may be viewed.

COURSES » HIST101 » CONTROL PANEL » TASKS

m Tasks

[y First Quiz!
Due Date: Sep 6, 20090
Priority: High
Status: Mot Started

There will be a quiz on the reading assignment due at the beginning of the Thursday session the first week of class. Please
read the first two chapters of your text to prepare.

The quiz will appear in the YWeek 1 folder under Course Material after Tuesday's session.

L Task Status

User Status

Diarn, Brian Mot Stared
Franklin, Greg Not Stared
Gude, Terry Mot Stared
Johnsaon, Adam Not Stared
Kearnson, Julie Mot Stared
Marcelli, Courtney Mot Stared
Mary, Wallace Mot Stared
Ortiz, Wendy Not Stared
Smith, Amanda Mot Stared
Smith, Andrew Mot Stared
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Add or Modify Task

Overview Tasks may be added or modified by accessing the Add Task page or Modify Tasks
page. The fields on the Add Task page and Modify Task page are the same. The
Add Task page and Modify Task page function in a similar manner. The difference
being, the Add Task page opens with empty fields where as the Modify Task page
opens with populated fields.

Add Task page Click Add Task from the Tasks page. The Add Task page will appear as shown. To
modify a task, click Modify. The Modify Task page will appear.

COURSES = HIST101 = CONTROL PANEL » TASKS = ADD TASK

EJ Add Task

@ Task Information

Task Title: |

Description: -]

& Smart Text © Plain Text € HTML
Due Date: |Apr =] |18 =] |2001 7|

€ Task Options

Priority: INormaI vl

Continued on next page
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Add or Modify Task, continued

Add Task The table below details the entry fields on the Create Task or Modify Task page.
fields
Field | Description
Task Information
Task Title: Enter the title of the task.
Description: Enter a description of the task. Select a text type for the

description from the following options:

* Smart Text: Automatically recognizes a link if it is
the first thing entered in the text box or if it
preceded by a single space. The benefit of smart text
is that it recognizes the Enter key as a paragraph
tag. Smart text accepts HTML tags as well.

* Plain Text: Displays text as written.

« HTML: Displays text as coded using HTML tags

Due Date: Select the date the task is due from the drop-down list or
click the icon to select a date from the calendar interface.

Task Options

Priority: Select a priority. The options are:
* Low (task appears with a blue arrow pointed down)
* Normal

* High (task appears with a red arrow pointed up)

The selected priority appears on the Tasks page.
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Send Email

Send Email Page

Overview Instructors can send email to individuals who participate in a particular course
from the Send Email page. Instructors cannot send email to others via the
Internet with Send Email function. This section reviews the Send Email page.

Send Email Click Send Email from the Instructor Control Panel to access the Send email
page functions. The Send email page will appear as shown below.

COURSES » HISTEO0 » COMTROL PANEL > SEND E-MAIL

Ed send E-mail

P Al Users
Sends an e-mail message to all of the users in this course

P Al Groups
Sends an e-mail message to all of the groups in this course

P Al Teaching Assistants
Sends an e-mail message to all of the teaching assistants in this course.

P Al Instructors
Sends an e-mail message to all of the instructors in this course.

P Single / Select Users
Select users to wham you wish to send an e-mail message

» Single / Select Groups
Select which groups in the course to whom you want to send an e-mail.

OK )

Available The following functions are available from the Send Email page.
Functions
 All Users: Sends email to all users in a specified course.
 All Groups: Sends email to all of the groups in a specified course.
 All Teaching Assistants: Sends email to all of the teaching assistants in
a specified course.
« All Instructors: Sends email to all of the instructors for a specified
course.
« Select Users: Sends email to a single user or select users in a specified
course.
» Select Groups: Send email to a single group or select groups in a course.

Continued on next page
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Send Email Page, continued

Send Email — The table below details the entry fields on the Send Email page. The Send Email
All Users page will appear as shown below.

COURSES = HIST101 » CONTROL PAMEL » SEND E-MAIL = ALL USERS

m All Users

@ Enter Message Details

To: Berrifield, James; Dorn, Brian; Franklin, Greg; Gude, Terry;
Johnson, Adam; Kearnson, Julie; Mackey, Sheila; Marcelli,
Courtney; Mary, Wallace; Ortiz, Wendy, Smith, Amanda; Smith,

Andrew,
From: smackeyi@yourinstitution. edu
Subject: I
Message: =]

[ /]
@ Set Message Options
Entry fields The table below details the entry fields on the Send email page.
Field | Description
Select Students
To: All users enrolled in the course will appear.
From: The user’s email address will automatically be displayed
in this field.
Subject: Enter the subject of the email.
Message: Enter the email message.
Select Message Options
Copy of message to | Click the check box to send a copy of the message to
self: the sender.
Add Attachments
Add: | Click here to add attachments.
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Discussion Board — Adding Forums

Discussion Board Forum Page

Overview The Discussion Board is another communication tool that can be used to enhance
a course Web site. This feature is similar to the chat, but is designed for
asynchronous use; users are not present at the same time to converse on-line.
For example, email is asynchronous. An additional advantage of the discussion
board is that student conversations are logged and organized. Conversations are
grouped into threads that contain a main posting and all related replies. The
Discussion Board Forum page is the first page accessed when Discussion Board is
clicked from the Instructor Control Panel.

Discussion Click Discussion Board from the Course Tools section of the Instructor Control
Board page Panel to access the Discussion Boards page.

COURSES = HIST101 » CONTROL FPAKEL * DISCUSSION BOARD

¥ biscussion Board

Ij}: Add Forum

[1=] General Discussion
Please use this board to discuss class materials and share information with others in the course. Dr. [ 4 Messages |
Mackey or Mr. Berrifield will check the board daily to answer any posted gquestions. [ Al New ]

Please use the board for discussions related to the course. Posting irrelevant or inappropriate messages
rnay result in a loss of discussion board privileges which in turn will impact your participation grade.

OK )
Available The functions available on this window are described in the table below.
functions
To... click . ..
add a new discussion Add Forum.
forum
access a forum listed a forum topic link. The Discussion Forum Board will
on the Discussion appear. Additional functions are available on this page
Board page and are discussed in the following section.
modify a forum Modify. The Modify Forum page will appear.
remove a forum Remove. A confirmation box will appear. Removing a
forum is irreversible.
order content items the drop-down arrow and select a number. The forums
will appear on the Discussion Board in the order selected.
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Add or Modify Forum

Overview Forums may be added or modified by accessing the Add Forum page or Modify
Forum page. The fields on the Add Forum page and Modify Forum page are the
same. The Add Forum page and Modify Forum page function in a similar manner.
The difference being, the Add Forum page opens with empty fields while the
Modify Forum page opens with populated fields.

Add Forum Click Add Forum. The Add Forum page will appear as shown below.
page

COURSES » HISTEOD » COMTROL PANEL * DISCUSSION BOARD * ADD FORUM

Add Forum

Title: [Trinto Ireland

Description:

Use this forum to discuss your thoughts on the =
trip to Ireland. Plesse include threads sbout

what you liked most and lesst. Also include any
suggestions for the next trip.

@ Srmart Text © Plain Text © HTWL

Forum Settings:
! Allow anonymous posts
™ Allow authar to edit message after posting
™ Allow author to remove own posted messages
¥ Allow file attachments

F Allow new threads

Forum User Settings:
2= Forum Administrator privileges
&= Permanent Forurm Administrator
» = User is blocked fram posting

Continued on next page

Page 88 © 2001 Blackboard Inc.



Blackboard 5, Release 5.6

Learning System Basic Edition (Level One) Instructor Manual

Add or Modify Forum, continued

Entry field The table below details the entry fields on this page.
Field Description
Forum Information

Title:

Enter the forum'’s title.

Description:

Enter a description of the forum. Select a text type for
the description from the following options:

¢ Smart Text: Automatically recognizes a link if
it is the first thing entered in the text box or if
it preceded by a single space. The benefit of
smart text is that it recognizes the Enter key as
a paragraph tag. Smart text accepts HTML tags
as well.

e Plain Text: Displays text as written.

e HTML: Displays text as coded using HTML
tags. Please note that embedded images and
Javascripts may not be used when posting a
message to a discussion board.

Forum Settings:

Forum Options provides options to allow or disallow users to post anonymously,
to allow or disallow editing of the message once it has been posted, to allow or
disallow file attachments and to allow or disallow new messages. Check the
appropriate check boxes to:

e Allow anonymous posts

» Allow author to edit message after posting
e Allow author to remove own messages

* Allow file attachments

» Allow new messages.

Forum User Settings:

Highlight a user and click the appropriate button to assign forum user settings.

Normal

Revokes the forum administrator privileges to a
selected user.

Admin

Assigns forum administrator privileges to a selected
user.

* Permanent Forum Administrator — the person
creating the forum, no one can take away
these privileges.

 Forum Administrator privileges - assigned by
the Permanent Forum Administrator.

Block

Blocks a user from posting to the discussion board
forum. The forum administrator or the permanent
forum administrator can only block a user.

Unblock

Unblocks a user that was formerly blocked from
posting to the discussion board forum.
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Discussion Board — Add Threads and Reply to Messages

Discussion Board Threads Page

Overview

Forum
Discussion
Board page

From the first Discussion Board page students and instructors click discussion
links to access the discussion forum. Once a forum has been accessed a new
Discussion Board page appears.

Click the forum link. The Forum Discussion Board will appear as shown below.

COURSES » HIST101 > CONTROL PAMEL = DISCUSSION BOARD » GENERAL DISCUSSION

! General Discussion

Add New Thread

VIEW UNREAD MESSAGES ¥ EXPAND ALL [F]  COLLAPSE ALL [

SEARCH [7]

HIDE OPTIONS
Mo | h | B & Q
SELECT ALL | UMSELECT INWERT READ UMREAD COLLECT LOCE UMLOCE REMOWE
-
[T = Townsend Acts Smith, Amanda Fri Apr 6 2001 7:24 am New
O = Re: Townsend Acts Mary, Wallace Fri Apr 6 2001 7:30 am New
(| Re: Townsend Acts Ortiz, Wendy Fri Apr 6 2001 7:33 am New
O Relationship between the St... Berrifield, James Fri Apr 6 2001 7:56 am New
[ Click Here for Archives |
Sort By: IDefauIt 'l
OK )

Continued on next page
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Discussion Board Threads Page, continued

Available
functions

The table below details the functions available on the Discussion Board page.

To .

click . ..

start a new discussion,
which is called a
thread

Add New Thread. The Add Thread page will appear. On
the Add Thread page a new subject title and new
discussion description may be added.

view all messages

the View all Messages up arrow. All messages will be
shown.

view unread messages

the View Unread Messages down arrow. All unread
messages will be shown.

see all the threads and
responses

the EXPAND ALL (+) option. All threads and responses
will appear.

see only the threads

the COLLAPSE ALL (-) option. The topic threads will
appear.

read a message

a link to a message. A new Discussion Board page will
appear. Depending on the settings selected by the
person who created the discussion form, a user may
modify, remove, or reply to a message.

view tool bar

Options tab. The options tool bar will appear. The
options include select all, unselect all, invert action,
mark as read, mark as unread, collect selected
messages in one place for reading, lock marked threads,
unlock marked threads, and remove the selected
messages.

resort the list of
messages

the drop-down arrow and select one of the following
options to sort by:

« Default to have the messages sort by the
earliest date.

« Author to have the messages sort by the author
of the message.

« Date to have the messages sort by the earliest
date. Note this is the default.

e Subject to have the messages sort by the
subject.

Continued on next page
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Discussion Board Threads Page, continued

About the
Options tab

The table below describes the options available on the Options tab.

To.

Then . ..

select all threads and messages in the
forum

click Select All.

unselect the selections

click Unselect All.

unselect the threads and messages
that have been selected and select the
threads and messages that have not
been selected

click Invert.

mark messages as read

select the threads and messages and
click Read.

mark messages as unread

select the threads and messages and
click Unread.

view multiple threads or messages

select the threads and messages and
click Collect.

lock a thread or message

select the thread and messages and
click Lock.

unlock a thread or message

select the thread and messages and
click Unlock.

remove a thread or message

select the thread and message and
click Remove.
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Add New Thread

Overview The Add Thread page is used to add a new discussion. The new thread will appear

in the discussion area.

Add New Click Add New Thread on the Forum Discussion Board. The Create New Message
Thread page page will appear.

COURSES » HIST101 » CONTROL PAMEL » DISCUSSION BOARD = CREATE NEW MESSAGE

Create New Message

Create New Message

Current Forum: General Discussion
Date: Thu Apr 19 2001 B:47 am
Author: Mackey, Sheila

Subject:

Message:

Options: & Smart Text © Plain Text © HTML

Attachment: Browse... |

Continued on next page
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Add New Thread, continued

Entry fields The table below details the entry fields on the Create New Thread page.

Field | Description
Message Information
Subject: Enter the subject of the thread.
Message: Enter a message.
Select a text type for the message from the following
options:

¢ Smart Text: Automatically recognizes a link if it
is the first thing entered in the text box or if it
preceded by a single space. The benefit of smart
text is that it recognizes the Enter key as a
paragraph tag. Smart text accepts HTML tags as
well.

« Plain Text: Displays text as written.

e HTML: Displays text as coded using HTML tags.
Please note that embedded images and
Javascripts may not be used when posting a
message to a discussion board.

Options

Post message as Check the box to post an anonymous message. This

Anonymous option may or may not be available depending on the
options selected when the discussion forum was set up.

Attachment: Enter the file path or click Browse to locate a file.
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View Messages

Overview This section describes the Discussion Board once a message has been selected for
viewing.

Discussion Click a message link from the Discussion Board page. The Discussion Board page

Board page will appear as shown below.

COURSES » HIST101 » CONTROL PAHEL » DISCUSSION BOARD = MESSAGE WIEWN

Message View

4 Previous Message  Next Message b

Current Forum: General Discussion Read 1 time
Date: Fri Apr 6 2001 7:33 am

Author: Ortiz, Wendy <wortiz@yourinstitution. edus=

Subject: Re: Townsend Acts

g
3
3

| think you'e got it, but don't forget about all the other acts passed by Parliment under Grenville. The Sugar Act, the Quartering Act,
and the Currency Act were also important.

Reply
<4 Previous Message  Next Message b
Current Thread Detail:
Townsend Acts Smith, Amanda Fri Apr6 2001 7:24 am New
Re: Townsend Acts Mary, Wallace Fri Apr 6 2001 7:30 am New
Re: Townsend Acts Ortiz, YWendy Fri Apr 6 2001 7:33 am
Relationship between the Starmp Act .. Berrifield, James Fri Apr B 2001 7:56 am
OK )
Available The table below details the available functions on the Discussion Board page once
functions a message has been accessed.
To. .. click . ..
access a previous the Previous Message double-arrow.
message
access the next the Next Message double-arrow.
message
modify a message Modify. This option may or may not be available
depending on the options selected when the discussion
forum was added.

Continued on next page
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View Messages, continued

Available functions (continued)

To.

click . ..

remove a message

Remove. This option may or may not be available
depending on the options selected when the discussion
forum was added.

reply to a message

Reply. A new Discussion Board — Your Response page
will appear. Post a reply in the same way that new
messages are posted.

access another
message in the thread

message link. The selected message will appear.

return to the previous
Discussion Board

page

OK.
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Virtual Classroom

Virtual Classroom Page

Overview The Virtual Classroom allows the instructor and students to participate in real time
lessons and discussions and also view archives of previous classroom sessions.
The virtual classroom, or the chat room, can be used to hold real-time, online
classroom discussions, TA sessions, and office hour type question/answer forums.
You can even have guest speakers and subject matter experts talk with the class
in the Virtual Classroom. When developing an activity that requires a Virtual
Classroom, consider the following:

* The Virtual Classroom is a Java application and may initially take a few
moments to load into a browser window. Before developing assignments
that require the Virtual Classroom, be sure that all students have Java
enabled browsers.

* Due to the synchronous nature of the Virtual Classroom, multiple users
must participate at the same time. Be sure to notify students about a
scheduled Virtual Classroom session to ensure attendance.

* Sometimes a Virtual Classroom session can be overwhelming if there are
too many users. Consider grouping students into several small groups to
keep the conversation manageable.

Virtual Click Virtual Classroom from the Instructor Control Panel.
Classroom
page COURSES » HISTEOD » COMTROL PAHEL > VIRTUAL CLASSROOM

m\lirtual Classroom

P Enter Virtual Classroom
Enter the Virtual Clagsroom. A Java-Enabled browser is required.

» Browse Classroom Archives
Browse the archives for a previous Virtual Classroom session.

OK )

Available The following functions are available from the Virtual Classroom page:
functions
 Enter Virtual Classroom
Allows users to enter a real-time discussion with instructors, students, and
colleagues.
. Browse Classroom Archives
Allows users to browse the virtual classroom archives for previous
discussions.
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Use the Virtual Classroom

Overview Selecting the Entering Virtual Classroom link calls the Virtual Classroom, which
allows real-time interaction between the student and instructor. This section
discusses the whiteboard tool bar, the discussion tabs, and the menu items.

To access the Virtual Classroom feature, Macintosh users with Netscape Navigator
browsers must also download and install MRJ 2.2.5 and the Mozilla MRJ Plugin for
Netscape. MRJ and the Mozilla Plugin can be downloaded at:

MRJ 2.2.5:
http://www.apple.com/java

Mozilla MRJ Plugin for Netscape (released version)
http://www.mozilla.org/oji/MRJPlugin.html

Virtual Click the Enter the Virtual Classroom link and the Virtual Classroom page will
Classroom appear as shown below.
i Tutornet Classroom 3.5.0 | New Lesson _ (O] x|
Menu items ) Tutornet  Lesson Mawigation  Wwhiteboard
Location: I |
L =
Whiteboard
tool bar 7 | L .
F|K| Today's topic is how to save the Irish bogs
BN ]
Se
|
[T ]
Discussion
tabs —>

Tutornet Virtual Classroom
froen Taomet oo, B, -- hitpeAfoatommet oo

Wwharmning: Applet Window

Continued on next page
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Use the Virtual Classroom, continued

Whiteboard
tools

The table below details the tools available for use on the whiteboard. The tool bar
has been highlighted in the page above.

To.

click . ..

select an item

the Arrow tool. Then click on an item for selection. The
following may be performed on selected items:

* Enlarge: Click on one of the small black boxes
that surround the item and drag it to the
desired size.

*« Move: Click on the item and move it to the
desired location

. Delete: Click on the Whiteboard menu item;
click on the selected object; then click delete.

. Bring front: Click on the Whiteboard menu item;
click on selected object; then bring to front.

e Bring back: Click on the Whiteboard menu item;
click on selected object; then click bring to
back.

draw free hand

the Pencil drawing tool.

enter text using the
keyboard

Insert Text.

draw a straight line

the Slanted Line tool.

highlight something
with an arrow

the Pointer.

draw a multi-sided
object either filled or
unfilled

the Polygon drawing tool. To change the direction of
the object single-click. To stop drawing, double-click.

draw a rectangle or
square

the Rectangle drawing tool. To change the direction of
the object single-click. To stop drawing, double-click.

draw a circle either
filled or unfilled

the Oval drawing tool. To change the direction of the
object single-click. To stop drawing, double-click.

draw unfilled objects

unfilled oval. For example, to draw an unfilled rectangle,
click on both the rectangle tool button and the unfilled
oval.

draw filled objects

the filled oval.

select a color

the color palette. The color will appear in the color
display window.

make the color lighter

or darker

in the color palette below. The color will appear in the
color display window.

Continued on next page
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Use the Virtual Classroom, continued

Virtual chat

The table below describes the virtual chat tab functions.

To .

click . ..

read the discussion

Microphone tab. The discussion log appears.

add to the discussion

the small lower box.
¢ Enter a comment.
* Press enter to have the comment added to the
discussion.

ask a question and
answer a question

QA tab.
e Click in the box in the right hand corner.
* Enter the question or answer.
* Click Send.
* Click the In-box tab.
e Click in the box in the right hand corner.
* Type the answer.
* Click send.

While using the discussion tab questions may be asked
and can be stored in the QA tab, without disrupting the
discussion.

view a student’s name
or other information
about the student

grant a student access
to the floor

get the floor back

Rotary File tab.

Floor. The button becomes disabled.

No Floor.

move to another slide

Navigate Slides tab.

Three options are available for moving to another slide.

e Option 1: Use the arrow to point to the slide
that you wish to move to. Click the green round
button.

e Option 2: Use the yellow arrows to move to the
desired slide.

¢ Option 3: Click on the Navigation menu item.
Select to move to first slide, next slide, previous
slide, or last slide.

Continued on next page
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Use the Virtual Classroom, continued

Virtual chat (continued)

Menu items

To.

click . ..

grant permissions

Control Panel tab.
Student functionality is controlled on the control panel.
Instructors may elect to limit:

* who may ask questions

* who may enter the chat

* who may draw on the white board

* who may navigate.

Click on one of the following for each option:
e All — To indicate all students may have access to
that function.
¢ Floor — To indicate only the student with the
floor may perform the function.
* None — To indicate that only the instructor may
perform the function.

The table below describes the functions of the Virtual Classroom menu bar items.

To.

click . ..

clear the discussion
board

clear the question
board

quit the virtual
classroom

File menu, then click Clear Discussion Log.

File menu, then click Clear Question Log.

File menu, then click Quit.

add a slide

add a slide without
being ask about the
title of the slide and

other information

Lesson menu, then click Add Slide. You will be asked
to provide information such as title of the slide that is
being added.

Lesson menu, then click Quick Add From Display. A
new blank slide will appear and will have the same
descriptive information as the slide that was used to
create the quick slide.

Continued on next page
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Use the Virtual Classroom, continued

Menu items (continued)

To.

click . ..

move to a specific
slide
move to the first slide

move to the previous
slide

move to the next slide

last slide.

Navigation menu, then click Set Current Slide. Click
the slide title that you wish to move to.

Navigation menu, then click First Slide.

Navigation menu, then click Previous.

Navigation menu, then click Next.

Navigation menu, then click Last slide.

clear the whiteboard

bring a selected object
front

move a selected
object back

delete a selected
object

Whiteboard menu, then click Clear Draw Layer.

Whiteboard menu, then click Selected Object, then
select Bring to Front.

Whiteboard menu, click Selected Object, then select
Move to Back.

Whiteboard menu, click Selected Object, then select
Delete.

select font as bold or
italics, font type and
font size

Whiteboard menu, then click font.

select a line width to
be used with the
freehand drawing
pencil tool and the
object lines

Whiteboard menu, click Line Width, then make a
selection.

add grid lines to the
whiteboard

Whiteboard menu, then click Show Grid.
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Browse Classroom Archives Page

Overview

Browse
Classroom
Archives page

Available
functions

Archive
example

The Browse Classroom Archives feature gives instructors and students the option
to review the discussions and questions raised during a virtual classroom setting.
The virtual classrooms are archived by date. The option to remove an archive is
available.

Click the Browse Classroom Archives link on the Virtual Classroom page. The
Browse Classroom Archives page will appear as shown below.

COURSES » HISTAOD » COMTROL FANEL » VIRTUAL CLASSROOM » BROWSE CLASSROOM ARCHIVES

m Browse Classroom Archives

Aug 11,2000
g 75, 2000
Aug 28, 2000
Sep f, 2000 LIEm
OK )
The table below details the available functions on this page.
To... click . ..
access an archived the date that represents the date of the virtual
classroom classroom. The Virtual Classroom page will appear with

the course name and date. The time that the classroom
started and ended is provided as well as the discussions
and questions that were raised.

delete a virtual Remove.
classroom archive

Below is an example of a Virtual Classroom archive.

COURSES » HISTE00 » CONTROL PANEL » VIRTUAL CLASSROOM

m\lirtual Classroom

Archive for HIST600 on Aug 11, 2000

Denise Cox asked a question = When will the tests be graded and posted? The tests should be graded and posted by 1:00 pm Friday.
Denise Cox replied to Denise Cox = The tests should be graded and posted by 1:00 pm Friday
Could you go over how to answer gquestion 16 from the homework assignment?
| will be happy to. Please refer to the white board for the answer,

oK )
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Digital Dropbox

Digital Dropbox Page

Overview The Digital Dropbox is a tool that instructor and students can use to exchange
files. The dropbox works by uploading a file from a disk or a computer to a
depository. Files can be sent back and forth from the instructor’s Drop Box to the
Drop Box of other users.

Individual student access to the dropbox is available from the Digital Dropbox
area located in Student Tools area on the course Web site. Students also have
group access to a private dropbox from a group homepage. Instructors must
access their Drop Box from the Instructor Control Panel.

Note: The Digital Dropbox is used to exchange materials between individual
students and the instructor. Information that needs to be posted for all students
should be placed in the Course Documents area.

Digital Click Digital Dropbox from the Course Tools section of the Instructor Control
Dropbox page Panel.

COURSES » HIST101 > CONTROL PAMEL = DIGITAL DROF BOX

m Digital Drop Box

[ Add File | ¥ send File

= Comments on Essay Eomnie
= Submitted by: Sheila Mackey (smackey)

Submitted on: 2001-04-30 6:52:32 AM

Comments: Here are the comments on your essay. Please let me know if you would like to

discuss my comments in more detail.

H "Taxation without Representation: A Study of English Policies Leading Remove
= to the American Revolution™

Submitted by: Wallace Mary (mwallace)

Received on: 2001-04-30 6:50:37 Ah

Comments: First paper of the semester.

Continued on next page
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Digital Dropbox Page, continued

Available The functions available on this window are described in the table below.
functions
To... click . ..
add a file Add File. The Add File page will appear.
send a file Send File. The Send File to Students page will appear.
remove a file Remove next to the file that is to be removed.

A warning pop-up window will appear.

Removing a file permanently deletes the file from the
instructor Drop Box.
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Add File

Overview Files may be added to the Digital Dropbox page by accessing the Add File page.
This section discusses the Add File page.

Add File page Click Add File on the Digital Dropbox page. The Add File page will appear as
shown below. To modify a file, click Modify. The Modify File page will appear.

COURSES = HIST101 = CONMTROL PANEL = DIGITAL DROF BOX
m Digital Drop Box
@ File Information
Title: I
File: | Browse... |
Comments: ;'
[
© Submit
Click "Submit” to finish. Click "Cancel™ to abort this process.
Cancel ) Submit )
Entry fields The table below details the entry fields on this page.
Field | Description
File Information
Title: Enter the title of the file.
File: Enter the file path or click Browse to locate the desired
file.
Comments: Enter comments about the file.
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Send File to Students

Overview Instructors may send files to students using the Send File page. Instructors may
select one or many students to receive the file. The file will appear in each
student’s digital dropbox.

Send File page Click Send File on the Digital Dropbox page. The Send a File to Students page will
appear as shown below.

@ Select Users

To:

@ File Information

COURSES » HIST101 = CONTROL PANEL = DIGITAL DROF BOX

m Digital Drop Box

Darn, Brian {bdorm) -~
Franklin, Greg (gfranklin

Gude, Terry (tgude)

Johnson, Adam (ajohnson)
Kearnson, Julie {jkeamson)
tarcelli, Courtney (cmarcelli)
Mary, Wallace (mwallace) x|

Select file: |_ j
OR upload
new file:
Title:
Entry fields The table below details the entry fields on this page.
Field | Description
Select Users
To: | Select a user who is to receive the file.
File Information
Select file: Select a file from the drop-down list or upload a new
file.
Title: Enter the title of the file that is to be sent to students.
File: Enter the file path or click Browse to locate the desired
file.
Comments: Enter comments about the file.
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Chapter 5—Course Options
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Introduction

Overview The instructor can manage the appearance and structure of the course from
Course Options. Options include the ability to customize navigational buttons.

For example, under the Course Settings area, instructors may designate subject
headers from a menu of options, as well as determine whether the box is enabled

or disabled.
Course The Course Options functions appear in the lower right portion of the Instructor
Options Control Panel.

COURSES » HISTA01 » CONTROL PANEL

ILE Control Panel

HIST101: AP US History Review
Sheila Mackey, Instructor

QlconTENT AREAs GlusER MaNaceEMENT L
Announcements Course Material Add Users Remove Users
Course Information  Textbooks List / Modify Users Manage Groups
Staff Information Web Sites
Course Calendar Discussion Board Assessment Manager Online Gradebook
Tasks Virtual Classroom Pool Manager Course Statistics

¥ EERTEE T
Course Settings Resources Online Support
Course Utilities Course Marketing Online Manual
Course Imayes Contact Sys Admin

In this chapter This chapter contains information on the following:

. Course Settings

*» Course Utilities

. Course Images

. Resources

» Course Marketing
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Course Settings

Course Settings Page

Overview Instructors can use the Properties link to change the name, description, and
subject type of a course, the Course Availability link to make the course available
to students, the Course Duration link to set the duration of the course, Enroliment
Options to set how students are to enroll in the course, and select a course
catalog for the course to appear.

Important: To maintain a consistent appearance and functionality for all course
Web sites, administrators may remove options by setting overrides.

Course Setting Click Course Settings from the Course Options section of the Instructor Control
page Panel to access the Course Options page.

COURSES » HIST101 » CONTROL PANEL > COURSE SETTINGS

Ed course Settings

P Course Properties
Set the title, description and categary for your course

P Area Awailability

Set the areas that are used in your course.

P Course Availability
Set user availability for this course

P Guest Access
Set guest access for this course

P Course Duration
Set duration of the course.

P Enrollment Options
Control the enroliment options in the course.

} Cateqorize Course
Wanage categories in the course catalog where this course is listed

P Set Course Entry Point
Select the entry point for this course

0K )

Continued on next page
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Course Settings Page, continued

Available The following functions are available from the Course Options page:
functions

 Course Properties
Manage the course name, description, and subject type.

 Area Availability
Enable or disable the buttons that are to appear on the course Web site
page.

* Course Availability
Manage when the course is to be available to students.

* Guest Access
Manage guest access to the course.

 Course Duration
Set the duration of the course.

 Enrollment Options
Manage how students are to enroll in the course.

 Cateqgorize Course
Indicate which categories the course is to be listed under in the Course
Catalog.

 Set Course Entry Point
Indicate which content area users view first when entering the course Web
site.
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Course Properties Page

Overview Instructors change the name, description, and subject type of a course from the
Course Properties page. This is a detail page attached to the Course Options page

that allows instructors to

Important: To maintain

configure individual course Web sites.

a consistent appearance and functionality for all course

Web sites, administrators may remove the options by selecting overrides.

Course Click the Course Properties link on the Course Settings page and the Course
Properties Properties page will appear as shown below.
page

m Course Properties

@ Course Title / Description

COURSES = HIST401 = CONTROL PAKEL » COURSE SETTINGS = COURSE FROPERTIES

Course Name: |American History until 1865

Description: This
firs

an intensive 15 week survey of the :J
t half of our nation's history.

[
@ Course Classification
Subject Area: |Social Sciences / Social Study j
Discipline: | History =l
€ Submit
Entry fields The table below details the entry fields on the Add or Modify File page.
Field | Description

Course Title/Descripti

on

Course Name:

Enter the name of the course.

Description:

Enter a description of the course.

Course Categorization

Subject Area:

Select the subject area that best describes the course.

Discipline:

The subject area can be further defined by discipline.
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Area Availability Page

Overview This option allows the instructor to turn on and off buttons that appear on the
course Web site. Setting a feature to enabled or disabled, adds or removes that
feature from the course Web site. The Security option limits access to students
only. Guests are not allowed to access secured areas and tools.

Important: To maintain a consistent appearance and functionality for all course
Web sites, administrators may remove options by setting overrides.

Area Click the Area Availability link on the Course Settings page and the Area
Availability Availability page will appear as shown below.
page

COURSES » HIST401 » CONTROL PAMEL » COURSE SETTINGS » AREA AVAILABILITY

[ Area Availability

@ Set Area Availability

You can designate the various areas for your course below. Simply select the area title from the lists below, and check whether
it is "Enabled” or "Disabled”. You can also secure the area by checking the box related to each area under the "Secure”
heading. By setting an area to "Secure”, only users who are enrolled in your course will have access to the area.

Areas Enable Disable Secure
1) Announcements néa néa néa
2)  |Course Information d| I r O
3 |Staff Information =l @ I r
4) |Course haterial d| I r r
5 |Textbooks d| & - r
B) Communication [l [ nia
7)) |web Sites =l @ I -
g [SudentTools = @ e o

@ Enable | Disable Communication Areas

Continued on next page
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Area Availability Page, continued

Setting button To select a button for availability follow the steps below.
availability

Step Action
1 Does the course Area have more than one option for the name?
If yes, use the drop-down arrow to select the course Areas name that
is being used.
If no, go to the next step.
2 Should the course Area be available?
If yes, select Enabled.
If no, select Disabled.
3 Should the course Areas be viewable by those students who have
enrolled in the course Web site?
If yes, then click the Secure check box.
If no, do not click the Secure check box.

Example An administrator selects Staff Information as the name for the Staff Area, naming
the Staff Areas in all new course Web sites as Staff Information. Instructors may
change the name of the Staff Area from the Instructor Control Panel.

If the instructor decides not to include the Staff Area in the course Web site, the
instructor would simply click the Disabled option next to Staff Area.

Enable/Disable The table below details the available functions in the Enable/Disable
Communication Communication Areas section of the Tools Availability page.
Areas

Field | Description
Enable/Disable Communication Areas
Send Email Click either the Enabled or Disabled option to control
the email functionality in the Communications area.
Further define who is enabled or disabled by clicking the
check box next to the appropriate group.
Discussion Board Click either the Enabled or Disabled option to control
access to the Discussion Board in the Communications
area.
Virtual Classroom Click either the Enabled or Disabled option to control
access to the Virtual Classroom in the Communications
area.
Roster Click the Enabled or Disabled option to control the
Student Roster functionality in the Communications
area.
Group Pages Click the Enabled or Disabled option to control the
Group Pages functionality in the Communications area.

Continued on next page
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Area Availability Page, continued

Enable/Disable Communication Areas (continued)

Field

Description

Enable/Disable Tools

Digital Drop-box:

Click the Enabled or Disabled option to control the
Digital Drop-box functionality in the Tools area.

Edit Your Homepage

Click the Enabled or Disabled option to control the Edit
Your Homepage functionality in the Tools area.

Enable/Disable Tools

Personal
Information

Click the Enabled or Disabled option to control the
Personal Information functionality in the Tools area.

Course Calendar

Click the Enabled or Disabled option to control the
Course Calendar functionality in the Tools area.

Check Grade

Click the Enabled or Disabled option to control the
Check Grade functionality in the Tools area.

Tasks

Click the Enabled or Disabled option to control the
Tasks functionality in the Tools area.

Electric Blackboard

Click the Enabled Disabled option to control the
Electric Blackboard functionality.

Manual

Click the Enabled or Disabled option to control the
Manual functionality in the Tools area.
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Course Availability Page

Overview The Course Availability page is used to control access to the course. If the course
is set to available, all users participating in the course will have access. If the
course is set to unavailable, access is determined by course role:

Students: Courses set to Unavailable will not appear at all in the
student’s My Courses module on the My Institution tab, or in the student’s
Course List on the Courses tab. Students may not access a course Web
site that is set to unavailable.

Instructors: Courses set to Unavailable will appear in the Courses you
are teaching section of the My Courses module and in the Course List on
the Courses tab. The course will be indicated as Unavailable, but will still
be accessible by the instructor.

Course Builders and Teaching Assistants: Courses set to Unavailable
will appear in the Courses in which you are participating section of the My
Courses module and in the Course List on the Courses tab. The course will
be indicated as Unavailable. The course is still accessible by course
builders and teaching assistants.

Graders: Courses set to Unavailable will appear in the Courses in which
you are participating section of the My Courses module and in the Course
List on the Courses tab. The course will be indicated as Unavailable and is
not accessible by graders.

Course Click the Course Availability link on the Course Settings page. The Course
Availability Availability page will appear as shown below.
Page

COURSES » HISTE00 » CONTROL PANEL » COURSE SETTINGS » COURSE AVAILABILITY

[l course Availability

@ Set Course Availability

Do you want this course available to users?

Make Course Available: & oz € No

@ Submit

Click "Submit” to finish. Click "Cancel” to abort this process

Cancel ) Submit )
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Guest Access Page

Overview The Guest Access page is used to control whether or not guests, those users not
enrolled in the course, are to have access to the course.

Guest Click the Guest Access link on the Course Settings page. The Guest Availability
Availability page will appear as shown below.
page

m Guest Access

@ Allow Guest Access

Do you want guests to be able to access this course?

Allow Guests: @ Yes O No

@ Submit

Click "Submit” to finish. Click "Cancel™ to abort this process.

Cancel ) Submit )

Entry field Click either Yes or No in the check boxes next to Allow Guests to make the course
available.
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Course Duration Page

Overview

Course
Duration page

Entry Fields

Instructors set the length of the course from the Course Duration page. The
course can be continuously available, available from a set start to a set end date,
or available for a number of days.

Click Course Duration from the Course Options page. The Course Duration page
will appear as shown below.

COURSES » HIST104 » CONTROL PANEL » COURSE SETTINGS » COURSE DURATION

m Course Duration

@ Set Course Duration

% Continuous

' Select Dates
Starting Date: IApr j ij Izgm j
Ending Date: IApr j Izgj Izgm j

" Days (from the date of enrollment)l

© Submit

Click "Submit” to finish. Click "Cancel™ to abort this process.

Cancel ) Submit )

The table below details the entry fields on the Course Duration page.

Field | Description
Set Course Duration
Continuous: Select this option to make the course continuous.
Select Dates: Select this option to set the course for a specific number

of days. Use the drop down list to select the starting
and ending dates of the course or click the icon to select
dates from the calendar interface.

After the end date, the course is no longer available for
students but is otherwise unchanged. Students who
attempt to login to the course Web site are told that the
course has ended.

Days: Select this option to place a time limit on a self-paced
course. The course will be available for that number of
days from the enrollment date.
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Enrollment Options Page

Overview Instructors set the enrollment process for a course from the Enrollment Options
page. Instructors can lead enrollment by processing enrollment requests from
students through the Instructor Control Panel. Enroliment can also be limited to a
set time and to those students that receive approval and are granted an access

code.
Enrollment Click Enrollment Options on the Course Settings page and the Enroliment
Options Page Options page will appear as shown below.

COURSES » HIST101 > CONTROL PAHEL = COURSE SETTINGS » ENROLLMENT OFTIONS

m Enroliment Options

@ Select Enroliment Options

" Instructor / Admin: [ E-mail Instructors when Students request enrollment
@ Self Enrollment: [~ gtarting Date : [apr =] [1a =] [e001 =]
" I Ending Date : [#pr x| f20 =] {2001 =

" [T Require Access code to enroll: I

€ Submit
Click "Submit” to finish. Click "Cancel™ to abort this process.

Cancel ) Submit )

Entry fields The table below details the entry fields on this page.

Field | Description
Select Enrollment Options
Instructor/Admin: Select this option to make course enrollment instructor
and or administrator led. Click the check box to create
a link for students to email an enrollment request to
the instructor. The link appears in the course catalog.
Self Enrollment: Select this option to allow students to enroll in a course
as determined by the limits defined below.

Continued on next page
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Enrollment Options Page, continued

Entry fields (continued)

Select Enrollment Options

Starting Date:

Select this option to set an enrollment start date.
Choose an enrollment start date by clicking the drop-
down arrow and selecting date values or click the icon
to select a date from the calendar interface.

Note: A starting date and an ending date are not
required.

Ending Date:

Select this option to set enrollment end date. Choose
an enrollment end date by clicking the drop-down
arrows and selecting date values or click the icon to
select a date from the calendar interface.

Require an Access
Code to Enroll:

Select this option to require an access code to enroll.
Enter an Access Code that will be distributed to
approved students. If selected, students will need this
Access Code to enroll in the course.
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Categorize Course Page

Overview

Categorize
Course page

The Categorize Course page allows instructors to indicate where in the catalog the
course is to appear. The instructor may select multiple catalogs or he or she may
remove catalogs. This section discusses the Categorize Course page.

Click the Categorize Course link on the Course Settings page. The Categorize
Course page as shown below will appear.

COURSES » HIST101 » CONTROL PANEL » COURSE SETTINGS » CATEGORIZE COURSE

m Categorize Course

@ Categorize Courses

Add Category: Agricultural Sciences & Natursl Resuu...j

Currently Categorized In: Histary Remave

Arts & Sciences

© Exit

oK )

Entry fields The table below details the entry fields on this page.
Field | Description
Course Catalog
Add Category Click the drop-down arrow and select a catalog
category that the course is to appear in. Click Add.
More than one category may be selected. Repeat the
process to add another category.
Currently Displays the catalog categories that have been
Categorized In: selected.
To remove a category, click Remove next to the
category that is to be removed.
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Set Course Entry Point

Overview

The default course entry point is the Announcements page. In some courses, it

may be advantageous to change the entry point to another area.

Set Course
Entry Point

page

Access the Set Course Entry page through the Course Settings feature. To select a
new entry point, pick an area from the drop-down list and click Submit.

m Set Course Entry Point

@ Select Course Entry Point

Select Entry Point:

© Submit
Texthooks

YWeh Sites

COURSES > HIST101 » CONTROL PAMEL » COURSE SETTINGS = SET COURSE ENTRY POINT

Select the entry page for this Course. When a user enters a Course they are usually presented with the "Announcements”
page. This feature allows you to select a different page to display. Select the entry page from the list below.

IAnnouncements l

ourse Information

Staff Information
Course Material

Click "Submit” to finish. {Communication

Student Tools

this process.

Submit

Caneel )
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Course Utilities

Course Utilities Page

Overview Course Utilities allow instructors to recycle, archive, and import a course to
manage disk space by archiving courses and importing courses back into the
system when needed. Recycling a course removes grades and other areas and
allows a course to be given again to a new group of students.

Course Click Course Utilities from the Instructor Control Panel to access the Course
Utilities page Utilities page.

COURSES » HISTEOD » COMTROL PANEL > COURSE UTILITIES

Ed course utilities

»  Course Recycler
This utility allows you to recycle your course by selectively removing areas of the course

P Archive Course
This utility allows you to archive specific sections or all of this course. Please note: only a systern administrator may import a course fram such an archive

P Import Course Cartridge
If you have an Instructor Download Key, you may download and install a Course Cartridge.

oK )

Available The following functions are available from the Course Images page:
functions
« Course Recycler
Delete areas of a course Web site to prepare it for a new group of
students.
 Archive Course
Create an archive file of the course.
* Import Course Cartridge
Import a course cartridge.

Page 124 © 2001 Blackboard Inc.



Blackboard 5, Release 5.6 Learning System Basic Edition (Level One) Instructor Manual

Course Recycler Page

Overview The Course Recycler page is a useful tool for instructors to use at the end of a
course. The Course Recycler allows instructors to select information to be deleted
from a course.

For example, click the check box next to gradebook and all the names of students
and their grades will be deleted from the course Web site. The instructor will have
a clean gradebook to start the new semester.

Course Click Course Recycler on the Course Utilities page and the Course Recycler page
Recycler page  will appear as shown below.

COURSES » HISTEOO » COMTROL PANEL > COURSE UTILITIES » COURSE RECYCLER

m Course Recycler

© Select Content Areas To Recycle

This utility allows you to recycle your course by selectively removing areas of your course. Simply select the area(s) that you want to remove the information from by
checking the box next to each area. Type Remove in the box, and then click on the "Submit" button,
“Warning: this process is irreversible
» [T Course Information
[ Course Documents
¥ Assignments
[T Books
" Staff Information
[ External Links

@ Select Other Areas To Recycle

» ¥ Announcements
I Users
¥ Groups
¥ Discussion Board
¥ Assessment
¥ Gradehook
|7 Statistics

Continued on next page
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Course Recycler Page, continued

Entry fields

The table below details the entry fields on this page.

Field

Description

Select Content Areas to Recycle

Course Information

Select the Course Information check box to delete the
course information, such as course syllabus from the
course Web site.

Course Documents

Select the Course Document check box to delete
documents, such as lecture notes stored in the Course
Document area of the course Web site.

Assignments

Select the Assignments check box to delete the
assigned assignments in the Assignment area of the
course Web site.

Books

Select the Books check box to delete reading
information from the course Web site.

Staff Information

Select the Staff Information check box to delete the
information about the staff from the course Web site.

External links

Select the External Links check box to delete the
external links in the course Web site.

Select Other Areas to Recycle

Announcements Select the Announcements check box to delete the
announcements that had been entered for the course.

Users Select the Users check box to delete the students that
had been enrolled in the course.

Groups Select the Groups check box to delete the groups that

had been formed.

Discussion Board

Select the Discussion Board check box to delete the
discussion forums from the course Web site.

Assessment

Select the Assessments check box to delete the
assessments that had been given in the course Web
site.

Gradebook

Select the Gradebook check box to delete the
gradebook names, items, and assessments for the
course.

Statistics

Select the Statistics check box to delete the
information such as how many students accessed the
course from the course.

Dropbox

Select the Dropbox check box to delete any items in
the instructor’s Dropbox.
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Archive Course Page

Overview Instructors can create archive files and save in .ZIP format, from the Archive
Course page. Archiving a course does not remove it from the system.

Archive Click Archive Course on the Course Utilities page. The Archive Course page
Course page appears as shown below.

COURSES = HIST101 » CONTROL PANEL » COURSE UTILITIES » ARCHME COURSE

IEQIArchive Course

@ Content Areas
Select the content areas you want to archive for this Course

" Content

[T Course Settings

[T Users and Groups

" Assessments and Pools

" Discussion Board

@ Package Format

% Blackboard 5.5 package format (IMS 1.1 compatible)
" Previous Blackboard package format (IMS 1.0 compatihle)

Note: Packages created in the Blackboard 5.5 format cannot be read by previous versions of Blackboard

Continued on next page
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Archive Course Page, continued

Entry fields

The table below details the entry fields on this page.

Field

Description

Select Areas to Export

Content

Select the check box to archive content for the course.
Please note that all content with the exception of
content from a Course Cartridge will be archived.

Course Settings

Select the check box to archive the course settings for
the course.

Users and Groups

Select the check box to archive the course users and

groups.
Assessments and Select the check box to archive the course assessments
Pools and pools.

Discussion Board

Select the check box to archive the course discussion
board.

Package Format

Select the package format for the archived course. If
the course will be imported into versions of Blackboard
prior to Blackboard 5.5, use the second option. Please
note that packages for previous versions of Blackboard
may still be imported into Blackboard 5.5.

The package formats correspond to the different
versions of IMS standards for interoperability.
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Import Course Cartridge Page

Overview Course cartridges are comprehensive collections of publisher-created content,
available for import to instructor-designed course Web sites powered by
Blackboard. Content ranges from textbooks to slides, documents, quiz banks, lists

of relevant links, and other materials. This section discusses the Import Course
Cartridge page.

Course Click Import Course Cartridge on the Course Utilities page from the Instructor
Cartridge page Control Panel. The Import Course Cartridge page will appear as shown below.

Important: Access the Download Key from the publisher. Without a Download
Key, it is not possible to add Course Cartridge content.

COURSES » HISTEOD » COMTROL PANEL > COURSE UTILITIES * IMPORT COURSE CARTRIDGE

Ed import course Cartridge

@ Add Course Cartridge Content

Pleage enter your Course Cartridge Instructor Download Key:
If you don't have an Instructor Download Key, please visit the Course Cartridges Server to locate 3 Course Cartridge.

@ Submit

Click "Submit” to finish. Click "Cancel™ to abort this process.

Cancel ) Submit )

Entry field Enter the Course Cartridge Download Key in the field provided. Course Cartridge
content will be added to course materials.
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How to Add Course Cartridge Materials during Course Creation

Overview To download a Course Cartridge into a Blackboard 5 course Web site, instructors
and administrators follow a series of simple steps. These steps are provided
below.

How to Follow the steps below to download a Course Cartridge.

download a

Course

Cartridge

Step Action
1 Select an appropriate textbook from a publisher and determine if the

textbook has a companion Course Cartridge by browsing the Course
Cartridge Catalog, accessible through the Blackboard Resource Center.
Obtain the Instructor Download Key from the textbook publisher.
Begin the course Web site creation process.

During the course creation process, you will be prompted for the
Instructor Download Key you obtained in Step 2.

5 Click Submit to create your course.

6 You will receive notification that your course was created and that you
will receive an email when the Course Cartridge has finished loading
into your new course.

A(W(N

How students Students must follow the steps below to access the course cartridge materials.
access Course

Cartridges
Step Action
1 Provide students with a URL for the Blackboard-powered course Web
site.
2 Instruct students to purchase required textbook or other publisher

provided materials that contain the Access Key.

3 When first accessing the course Web site content, students will be
required to enter their Access Key. Once validated, students will no
longer need the Access Key.
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Course Images

Course Images Page

Overview Instructors set the appearance of a course Web site through the tools on the
Course Images page. The instructor can add a course banner and change the
button style from this page.

Course Click Course Images from the Course Properties page. The Course Images page
Images page will appear as shown below.

COURSES » HISTE00 » COMTROL PANEL > COURSE IMAGES

Ed course Images

P Button Style

Set the button style for your course

P Course Banner
Add or remove a course banner on the first page in your course.

OK )

Available The following functions are available from the Course Images page:
functions
 Button Style
Set the button style for the course Web site.
e Course Banner
Add a banner to the course Web site.
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Button Style Page

Overview

Button Style
page

Entry field

The button style is originally set when the course is created from the Create
Course page. This page allows the instructor to change the appearance of the
buttons in the course Web site. The instructor may not be able to customize
certain button features depending on the system overrides set by the
administrator.

Click Button Style from the Course Properties page. The Button Style page will
appear as shown below.

COURSES » HISTE00 » CONTROL PANEL » COURSE IMAGES » BUTTON STYLE

i Button Style

@ Select a Button Style

Button Type: Solid =

Button Shape: & Rectangular © Rounded Carners € Rounded Ends

[ SALLERY OF BUTTONS ]

@ Submit

Click *Submit” to finish. Click "Cancel™ to abort this process

Cancel ) Submit )
The table below details the entry fields on this page.
Field | Description
Select a Button Style
Button Type: Select a button type from the drop-down list. The

button type is simply the pattern that will appear in the
button background.

Button Shape: Click a button shape. The button shape may be,
rectangular, rounded ends or rounded corners.
Button Style: Select a button style from the drop-down list. The

button style is made up of colors and shapes. Click the

Gallery of Buttons link to preview button styles.
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Course Banner Page

Overview Instructors can add a banner to the top of the Announcements area on the course
Web site. The banner will appear only in this course Web site and cannot be linked
to a URL. Instructors may not be able to customize a course banner if the
administrator has overridden this option.

Course Banner Click Course Banner from the Course Images page. The Course Banner page will
page appear as shown below.

COURSES » HISTEOD » COMTROL PANEL > COURSE IMAGES » COURSE BANNER

m Course Banner

© Select Course Banner

The banner appears at the top of the announcements page:

Current banner:

New Banner: | o Browse

"' Remove this banner

@ Submit
Click "Submit” to finish. Click "Cancel™ to abort this process
Cancel ) Submit )
Entry field The table below details the entry fields on this page.
Field | Description

Select Course Banner

Current Banner: Displays the banner that currently appears at the top of
the Announcements area.

New Banner: Either enter the path to the new banner file or click
Browse to upload a new course banner.

Select Course Banner

Remove this Select this check box to remove the banner image from

banner: the course Web site.
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Resources

Resources Page

Overview Blackboard 5 offers access to the Resource Center. The Resource Center is a
customizable Web site of educational resources. For more information about the
Resource Center, please refer to the Resource Center Instructor Manual.

Resources Click Resources on the Control Panel to access the Resources page. The
page Resources page will appear as shown below.

COURSES * HISTEOO > CONTROL PANEL * RESOURCES

mResources

P Enable / Disable Resources Button
fou can enable / disable the Resources Button on your course homepage

P Customize Resources
Designate the Resources for your course. You can customize the number of links and the content that is available for your users.

OK )

Available The following functions are available from the Resources Page:
functions
- Enable/Disable Resources Button
This allows the Instructor to either enable or disable the resources button
displayed on the course Web site.
e Customize Resources
This allows the Instructor to customize the Resources for a particular
course.
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Enable/Disable Resources Button Page

Overview The instructor has the option of customizing a Resource Center page for the
course Web site. To allow access to the Resource Center, the instructor must
enable the Resource button on the course Web site. If the Resource Center is not
being utilized, then the instructor may wish to disable the Resource button.

Enable/ Click Enable/Disable Resources Button on the Control Panel to access the
Disable Resources page. The Resources page will appear as shown below.
Resources

B utton COURSES » HISTEOD » COMTROL FANEL » RESOURCES » EMABLE / DISABLE RESOURCES BUTTON

m Enable / Disable Resources Button

@ Select Button Availability

The Resources button can be enabled or disabled

Enable Resources Button ® Yes O No
O Submit
Click "Submit” to finish. Click "Cancel™ to abort this process.
Cancel ) Submit )
Entry field Select Yes or No in the Enable Resources Button field to either enable or disable

the Resources button.

© 2001 Blackboard Inc. Page 135



Blackboard 5, Release 5.6 Learning System Basic Edition (Level One) Instructor Manual

Customize Resource Page

Overview

Customize
Resource page

The Resource Center may be customized to a specific course Web site. You can
customize the number of links and the content that is available for your users. For
more information about the Resource Center please refer to the Resource Center
Instructor Manual.

Click Customize Resources on the Resources page. The Resource Center page
will be accessed as shown below.

Bl Blackboard s

Resources =

Resources Login | Register | Resources Main Page | Course View | Customize Resources | Back to Course | Instructor Center | Feedback | Help
COURSES » HISTEO00 » HELF

43, About the Resource Center

Welcome, Instructors!

Before you can begin using all of the Resource Center's customizable, educational resources, OVERVIEW AND DEMO
you will need to complete all 3 sections in the order presented (it takes just a few OF THE RESOURCE
moments). Once you have finished, you will go directly to the customizable Resource Center CENTER

page that corresponds to your discipline of study.

Completing all the sections will ensure that you have direct access to your custorizable, COMPLETE YOUR
discipline-specific pages. (NOTE: This page will not reappear once you have completed the REGISTRATION
fallowing steps.) When you start this demao, it will begin in 2 new window.

\You are now ready to use the Resource
Center. Please click the Course
View button at the top of the page.
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Course Marketing

Course Marketing Page

Overview

Course
Marketing

page

Entry field

The Course Marketing page allows the instructors to customize course marketing.

Click on the Course Marketing button in the Course Options area of the Instructor

Control Panel. The Course Marketing page will appear.

COURSES > HIST101 > CONTROL PANEL > COURSE MARKETING

m Course Marketing

© Instructor Information

* First Name: Ighe”ﬁ
Middle Name: I

* Last Name: |Mackey

= E-mail: |smackey@yuuriﬂstitutiun.edu
Submitted by: Instructor

@ Course Information

* Course Name: [AP US History Review

Course Description: This is a six week course to help students prepare for the ;I
Advanced Placement Exam in US History.

H
The table below details the entry fields on this page.
Field | Description

Instructor Information

First Name: Enter the instructor’s first name.

Middle Name: Enter the instructor’s middle name or middle initial.
Last Name: Enter the instructor’s last name.

Email: Enter the instructor’s email address.

Additional Enter additional instructors’ names and email addresses
Instructors: that are pertinent to the course.

Submitted by: Indicates who submitted the Course Marketing

information.

Continued on next page
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Course Marketing Page, continued

Entry field (continued)

Field

Description

Course Information

Course Name:

Enter the course name.

Course Description:

Enter a description of the course.

Course URL:

Enter a web site address for the course. When adding a
URL, do so as http://www.blackboard.com, not
www.blackboard.com or blackboard.com

Target Audience 1:

Select a target audience for this course from the drop-
down list. This should be the main or first choice.

Target Audience 2:

Select a target audience for this course from the drop-
down list. This should be the second choice.

Target Audience 3:

Select a target audience for this course from the drop-
down list. This should be the third choice.

Target Audience 4:

Select a target audience for this course from the drop-
down list. This should be the fourth choice.

Subject Area:

Select a subject area that best describes the course.
Further describe by selecting a more descriptive subject
area from the second drop-down box.

Course Duration:

Click a button to indicate if the course duration is to be
one of the following:

e Continuous: makes the course unending.

e Select Days: sets a specific start and end date
for the course. Enter a start and finish date.

« Days: makes the course available for an
indicated number of days. Enter a number in the
box. This function is useful to place a time limit
on a self-paced course.

Contact Information

Institution Name:

Enter the institution’s name where the course is to be
taught.

System Admin

Enter the system administrator’s email address.

Email:
Address: Enter the institution’s address.
City: Enter the institution’s city.

State/Providence:

Enter the institution’s state or providence.

Zip/Postal Code:

Enter the institution’s zip or postal code.

Country:

Enter the country where the institution is located.
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Chapter 6—User Management
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Introduction

Overview User Management allows the instructor to manage the users of the course Web
site. For example instructors may:

 Add and drop individuals or groups of students to and from courses.

* Limit enrollment to certain dates or time periods.

e Control how a student may enroll. For example, instructors may require a
password to enroll in the course.

User The User Management functions appear in the top right portion of the Instructor
Management Control Panel.

COURSES » HISTI01 > CONTROL PANEL

[Ed control Panel

HIST101: AP US History Review
Sheila Mackey, Instructor

A Course Material Add Users Remove Users
Course Information  Texthooks List / Modify Users Manage Groups
Staff Information Web Sites

N TN A—
Course Calendar i Assessment Manager Online Gradebook
Tasks Pool Manager Course Statistics
Send E-mail
Course Settings Resources Online Support
LCourse Utilities Course Marketing Online Manual
Course Images Contact Sys Admin

In this chapter This chapter contains information on the following:

« Add Users

. List/Modify Users
. Remove Users

. Manage Groups
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Add Users

Add Users Page

Overview The Add Users page allows instructors to add students to the system. If enrolling
a large number of users, consider using the Batch Create Users for Course page.

Add Users Click Add Users from the User Management section of the Instructor Control
page Panel to access the Add Users page.

mAdd Users

P Create User

Create a new user account and enroll the user inta this course

P Enroll Existing User
Enroll an existing user into this course

» Batch Create Users for Course
Upload a file containing users to create and add to your course

oK )
Available The following functions are available from the Add Users page:
Functions
from the Add + Create User
Users page Allows instructor to create new accounts and enroll users in a course.

« Enroll Existing User
Allows instructor to enroll an existing user in the course.
« Batch Create Users for Course
Allows instructor to create and enroll a large group of students.
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Create User Page

Overview

Create User
page

Entry fields

Instructors can create a profile for a user. The action of creating a user also
enrolls the user in the course.

Click Create User o
will appear.

n the Add User page. The Create User page as shown below

[ create user

@ Personal Information

COURSES » HISTI01 » CONTROL PANEL » ADD USERS » CREATE USER

Fill in the fields below and click Submitto create a user account for Blackboard. The fields marked with * are required

* First Name:
Middle Name:

* Last Mame:
* E-mail:
Student 1D:
@ Account Information
* User name:
* Password:
> Verifu P i

The table below details the entry fields on the Modify User page.

Field

| Description

Personal Information

First Name:

Enter the new user’s first name. This field is required.

Middle Name:

Enter the new user’s middle name.

Last Name: Enter the new user’s last name. This field is required.
Email: Enter the new user’s email address. This field is required.
Student ID: Enter the new user’s student ID as defined by the

institution.

Account Informat

ion

User Name:

Enter a user name for the new user. This field is required.

Password:

Enter a password for the user’s account. The password must
be at least one character and contain no spaces or special
characters.

Verify Password:

Enter the user’s password again to ensure accuracy.

Continued on next page
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Create User Page, continued

Entry fields (continued)

Other Information

Gender: Enter the new user’s gender.

Education Level: | Enter the new user’s education level.

Birthdate: Select the new user’s birthday from the drop-down list or
click the icon to select a date from the calendar interface.

Company: Enter the new user’s company.

Department: Enter the new user’s department.

Job Title: Enter the new user’s job title.

Address: Enter the new user’s address.

Address: (cont.) Enter any additional address information.

City: Enter the new user’s city.

State/Province: | Enter the new user’s state or province.

ZIP/Postal Enter the new user’s ZIP code or postal code.

Code:

Country: Enter the new user’s country.

Web Site: Enter the URL of the user’s personal Web site. When adding

a URL, do so as http://www.blackboard.com, not
www.blackboard.com or blackboard.com

Home Phone: Enter the home phone number of the user. The phone
number will display exactly as entered.

Work Phone: Enter the work phone number of the user. The phone
number will display exactly as entered.

Work Fax: Enter the fax of the user. The fax number will display
exactly as entered.

Mobile Phone: Enter the mobile phone of the user. The phone number will

display exactly as entered.

Continued on next page
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Create User Page, continued

Entry fields (continued)

Role and Availability
Role and Select a role option. Available roles are:
Availability:

e Student: User is able to access all available course
content and will be graded on assessments.
e Instructor: User is able to control all aspects of the
course through the Instructor Control Panel.
e Teacher’s Assistant: User is able to control most
aspects of the course through the Instructor Control
Panel. A Teacher’s Assistant cannot access Course
Marketing.
e« Grader: User is able to access all areas under
Assessments.
Course Builder: User is able to add content to the course
through the Content Areas and the Course Tools on the
Instructor Control Panel.
Available (this Select Yes or No from the drop-down list. If Yes is
course only) selected, the user will have access to the course Web site. If
No is selected, the user will not be able to access the
course. This option can be modified after the user is created
to control access throughout the user’s involvement with
the course.
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Enroll Existing User Page

Overview

Enroll Existing
User page

Search
functions

Instructors may enroll an existing user into the course using the Enroll Existing

User page.

Click Enroll Users on the Add User page. The Enroll Existing Users page will

appear as shown below.

mEnroll Existing User

COURSES » HISTE00 » CONTROL PANEL » ADD USERS » ENROLL EXISTING USER

| azoa | Apvancen | usTaL

Search By: ® Lastame 7 UserName

()

The table below details the search functions.

To .

Then . ..

search for a user using
the user’s last name or
user’s ID

Select the Search tab.

Enter either a last name or a user ID.

Select either the Last Name or User ID option. All
matching entries will be displayed.

search for a group of
last names that start
with a particular letter
or a user ID that starts
with a particular
number

Select the A-Z, 0-9 tab.

Click on the first letter of the last name or on the
first number of the user’s ID. All matching entries
will be displayed.

search using a value
found in the user’s first
or last name

Select the Advanced tab

Enter a value in the Containing: field.

The search will return all users with that value in
their User Name.

Click the check boxes and select values from the
drop-down list to narrow the search.

list all users

Select the tab.
Click List All to list all the names enrolled. All
entries will be displayed.

Continued on next page
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Search results

Enroll the user

Below is an example of the Enroll Existing User page that displays the search
results.

Learning System Basic Edition (Level One) Instructor Manual

COURSES > HIST101 » CONTROL PAMEL = ADD USERS = ENROLL EXISTING USER

i Enroll Existing User

SEARCH | azoo | usTau

Select number or letter corresponding to the last name.

012324567843

1 user(s) located
Displaying records 1-1

ADD HAME USER NAME E-MAIL
[ Srith, William wsrmith W rnithiE@yourinstitution. edu Maone

Cancel ) Submit )

Select the check box next to the name of the user that is to be enrolled and click

Submit. A Receipt: Success page will appear to indicate that the user was
enrolled.

After enrolling a user, be sure to set the user role and availability. The default
values are student and available.
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Batch Create Users for Course Page

Overview Instructors may enroll large numbers of users into courses from the Batch Create
Users for Course page. Using a batch file, users are entered into courses quickly.
A batch file for enrolling users can enroll many users into many different courses.

Warning: If using a batch file created for a previous version of Blackboard 5,
verify that the fields are in the correct order for the current version.

Batch Create Click Batch Create Users for Course from the Add Users page. The Batch Enroll
Users for Users page will appear as shown below.

Course page

COURSES » HIST101 > CONTROL FANEL = ADD WSERS = BATCH CREATE USERS FOR COURSE

m Batch Create Users for Course

@ Instructions

Click the "Browse™ button to select the file to attach from your computer. Then select the delimiter that separates your
data.

Note: Due to timeout issues associated with various browsers, you should break down your batch files into allotments of
500 users or less.

The Batch Create Users utility allows you to add multiple users to the system. In order far the batch add process to wark,
the file must be in the following format, with each entry delimited (separated) by either a cormma, tab, or colon:

Login ID*, User Last Mame™, User First Mame™, Email™, Pagsword®, Role™ Student 1D, Middle Mame, Job Title,
Department, Company, Address, Address (cont.), City, State, Zip Code, Country, Business Phone, Home Fhone,
Business Fax, Mobile Phone, Web Page, Course Availability

Fields marked with an asterisk and colored RED are required.

Fields must be quoted using double quotes (). You may escape guotes with a backslash ().
Yalid Roles are (g)tudent, (eaching assistant, Instructor(p), (g)rader, and course (bjuilder.

If you supply a null password ("), it will default to the users Student ID.

The following format is necessary for creating users:
Mlogin id", "last nawe®, "first name™, "email®™, "password", "role™. ..

Entry fields The table below details the entry fields on the Batch Create Users for Course
page.
Field | Description
File Upload
File Location: Enter the location of the batch user file.
Delimiter Type of Click on either the comma, tab, or colon delimiter used
Your File: on the batch user file entered in the File Location field.

Continued on next page
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Batch Create Users for Course Page, continued

Creating batch Batch files are .txt files that hold large quantities of information to upload to the
files system. Each batch utility contains specific instructions on creating the batch file.
The following batch file standards are universal.

* Fields must be enclosed in double quotes.
Example: “John”

* Each field must be separated with a delimiter. Commas, colons or tabs may
be used, however, you may not use more than one as a delimiter in a batch
file.

Example: “John”,”Smith”

» Each record must be separated by a hard return.
Example: “John”,”Smith”
“Larry”,”Smith”

* Each batch file should not exceed 500 records due to time out restrictions
associated with most browsers.
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List/Modify Users

List/Modify Users Page

Overview Instructors may view and update user information from the List/Modify Users
page. User profiles and user roles for specific courses are updated by clicking the
Properties button that appears next to user information. In addition, the
instructor can send an email to a user by clicking on the user’s email address in
the Email column.

List/Modify Click List/Modify Users from the User Management section of the Instructor
Users page Control Panel. The List/Modify Users page will appear as shown below.
[ List f Modify Users
SEARCH i AZ 03 | ADVANCED I LISTALL
Search By: @ Lastuame © UserName
CK )

Search for The List/Modify Users page contains a search function. The instructor can search
users using different variables selected from the search tabs. The following search tabs

are available:

To. .. Then. ..
search for a user using e Select the Search tab.
the user’s last name or e Enter either a last name or a user ID.
user’s ID e Select either the Last Name or User ID option.
All matching entries will be displayed.
search for a group of e Select the A-Z, 0-9 tab.
last names or a user ID e Click on the first letter of the last name or on
that starts with a the first number of the user’s ID. All matching
particular character entries will be displayed.
search using a value e Select the Advanced tab
found in the user’s * Enter a value in the Containing: field.
name *  The search will return all users with that value
in their User Name.
* Click the check boxes and select values from
the drop-down list to narrow the search.
list all users e Select the tab.
e Click List All to list all the names enrolled. All
entries will be displayed.
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List/Modify Users Page, continued

Search results

Available
functions

Below is an example of the List/Modify Users page that displays the search

results.

E List s Modify Users

9 user(s) located
Displaying records 1-9

COURSES » HISTE00 » CONTROL PANEL > LIST / MODIFY USERS

NAME USER NAME
Clinton, William welinton
Cox, Denise deox

Doe, Jane jddoe
Hetmandez, Dennis dhetna
Huggins, Steve shuggins
McEntire, Laura Imcentire
Potter, Henry hpatter
Smith, Beth bsmith
Smith, John Jjesmith

SEARCH | Azos | amancen | LsTaL

NOTE: Depending on the number of records, this function may

take some time to process. Click the List All button to show the

list.
E-MAIL COURSE ROLE
wiclinton@yourinstitution.com Student
doox@blackbaoard com Instructor
jdoe@yourinstitution.com Student
dharna@yourinstitution.com Grader
shuggins@yaurinstitution. com TA,
Imcentire@blackboard. com Student
hpatter@yourinstitution. corm Builder
bsmithiEyourinstitution.com Student
lsmith@yourinstitution.com Student

To use the functions available on the List/Modify Users page, follow the table

below.

To .

click. . .

send an email to a
user

the email address to open the Compose Email page.

edit a user profile

Properties to open the Modify User page.
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Modify User Page

Overview

Modify User
page

Modify User
fields

Instructors can update a user’s profile information including the user role from the
Modify User page.

Click Properties for a user from the List/Modify Users page. The Modify Users

page will appear.

COURSES » HISTEOD > COMTROL FANEL = LIST / MODIFY USERS » MOBIFY USER IN COURSE

© Personal Information

* First Name:
Middle Name:

" Last Name:

" E-mail:

Student ID:
@ Account Information

" User name:
" Password:

" Verify Password:

© Other Information

m Modify User in Course

_
[hpoter@yourinstittion. o
[poo-zzzin

——
——

The table below details the entry fields on the Modify User page.

Field

| Description

Personal Information

First Name:

Enter the new user’s first name. This field is required.

Middle Name:

Enter the new user’s middle name.

Last Name: Enter the new user’s last name. This field is required.
Email: Enter the new user’s email address. This field is required.
Student ID: Enter the new user’s student ID as defined by the

institution.

Account Information

User Name:

Enter a user name for the new user. This field is required.

Password:

Enter a password for the user’s account. The password must
be at least 1 character and contain no spaces or special
characters.

Verify Password:

Enter the user’s password again to ensure accuracy.

Continued on next page
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Modify User Page, continued

Modify User fields (continued)

Field

| Description

Other Information

Gender: Enter the new user’s gender.

Education Level: | Enter the new user’s education level.

Birthdate: Select the new user’s birthday from the drop-down list or
click the icon to select a date from the calendar interface.

Company: Enter the new user’s company.

Department: Enter the new user’s department.

Job Title: Enter the new user’s job title.

Address: Enter the new user’s address.

Address: (cont.) Enter any additional address information.

City: Enter the new user’s city.

State/Province: | Enter the new user’s state or province.

ZIP/Postal Enter the new user’s ZIP code or postal code.

Code:

Country: Enter the new user’s country.

Web Site: Enter the URL of the user’s personal Web site. When adding

a URL, do so as http://www.blackboard.com, not
www.blackboard.com or blackboard.com

Home Phone:

Enter the home phone number of the user. The phone
number will display exactly as entered.

Work Phone: Enter the work phone number of the user. The phone
number will display exactly as entered.
Work Fax: Enter the fax of the user. The fax number will display

exactly as entered.

Mobile Phone:

Enter the mobile phone of the user. The phone number will
display exactly as entered.

Role and Availability

Role and
Availability:

Select a role option. Available roles are:

e Student: User is able to access all available course
content and will be graded on assessments.

e Instructor: User is able to control all aspects of the
course through the Instructor Control Panel.

¢ Teacher’s Assistant: User is able to control most
aspects of the course through the Instructor Control
Panel. A Teacher’s Assistant cannot access Course
Marketing.

¢ Grader: User is able to access all areas under
Assessments.

e« Course Builder: User is able to add content to the
course through the Content Areas and the Course
Tools on the Instructor Control Panel.

Available (this
course only)

Select Yes or No from the drop-down list. If Yes is selected,
the user will have access to the course Web site. If No is
selected, the user will not be able to access the course. This
option can be modified after the user is created to control
access throughout the user’s involvement with the course.
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Remove Users Page

Overview Instructors may remove users from a course from the Remove Users page.
Removed users cannot be restored to the course. To restore a removed user,
enroll the user in the course from the Add Users page.

Remove Users Click Remove Users in the User Management section. The Remove Users page
page will appear as shown below.

COURSES » HISTA00 » CONTROL PANEL » REMOVE USERS

ILD Remove Users

SEARCH | azos | ADVANCED | usTALL

Gaaren)
Search By @ LactHame (7 UserName
OK )
Search for The Remove Users page contains a search function. The instructor can search
users using different variables selected from the search tabs. The following search tabs
are available:
To ... Then . ..
search for a user using e Select the Search tab.
the user’s last name or . Enter either a last name or a user name.
user’s ID e Select either the Last Name or User ID option.
All matching entries will be displayed.
search for a group of e Select the A-Z, 0-9 tab.
last names or a user ID ¢ Click on the first letter of the last name or on the
that starts with a first number of the user’s ID. All matching entries
particular character will be displayed.
search using a value e Select the Advanced tab
found in the user’s e Enter a value in the Containing: field.
name * The search will return all users with that value in
their User Name.
¢ Click the check boxes and select values from the
drop-down list to narrow the search.
list all users e Select the tab.
e Click List All to list all the names enrolled. All
entries will be displayed.

Continued on next page

© 2001 Blackboard Inc. Page 153



Blackboard 5, Release 5.6 Learning System Basic Edition (Level One) Instructor Manual

Remove Users Page, continued

Search results Below is an example of the Remove Users page that displays the search results.

COURSES > HISTEON » CONTROL PANEL » REMOVE USERS
m Remove Users

SEARCH AZ06 | amancen | LsTaL

NOTE: Depending on the number of records, this function may

take some time to process. Click the List All button to show the

list.
9 user(s) located
Displaying records 1-0
REMOVE HAME USER NAME E-MAIL COURSE ROLE
i Clintan, William welinton welinton@yourinstitution. com Student
O Cox, Denise deox deox@@blackhoard. com Instructor
|l Doe, Jane jddoe doedyourinstitution. com Student
O Hemandez, Dennis dherna dherna@yourinstitution. com Grader
[ Huggins, Steve shuggins shuggins@yourinstitution. corm T.A
(] WcEntire, Laura Imcentire Imcentirei@blackboard.com Student
r Potter, Henry hpotter hpotte ourinstitution.com Builder
(] Smith, Beth bzrmith bemithi@yourinstitution.com Student

Remove users Follow the steps below to remove users.
e Select the users to be removed.
 Type Yes in the entry field at the bottom of the page.
e Click Submit. The selected users will be removed from the course.
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Manage Groups - Add a Group

Manage Groups Page

Overview Build study or project groups using the Manage Groups page. Instructors can add,
remove, and modify groups of users within a course from the Manage Groups
page. The instructor has the option of giving the group discussion board functions,
virtual classroom functions, group file exchange functions, and group email
functions. These functions are displayed on the Manage Groups page under the
group name. Also displayed are the group’s members.

Manage Click Manage Groups from the User Management section of the Instructor
Groups Control Panel. The Manage Groups page will appear as shown below.

COURSES > HIST101 » CONTROL PANEL * MAHAGE GROUFS

m Manage Groups

. Add Group

€ Study Team 1 Ll
Group File Exchange : 2 Group Discussion Board : B Group Virtual Classraom : B Graup
Email :

& Study Team 2 Modify
Group File Exchange : 2 Group Discussion Board : & Group Virtual Classroom : B Group Remove
Email :

Continued on next page
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Manage Groups Page, continued

Available The table below details the available functions on this page.
functions
To. .. click. . .
add a group Add Group. The Add Group page will appear. On the

Add Group page new groups may be created with a
group name, description, and various options.

Once a group has been created, students must be
added. Click Modify to access the page to control that
particular group. Click the Add Users to Group link to
add students to the group.

modify a group Modify. A Manage Group page will appear. On the
Manage Group page, group properties may be modified,
new students may be added, group users may be listed
or modified, and users may be removed from the group.
remove a group Remove. This action is irreversible.

Page 156 © 2001 Blackboard Inc.



Blackboard 5, Release 5.6 Learning System Basic Edition (Level One) Instructor Manual

Add Group

Overview Groups may be added by accessing the Add Group page.

Add Group Click Add Group on the Manage Group page. The Add Group page will appear as

page shown below.

COURSES » HISTE00 » CONTROL PANEL > MANAGE GROUPS » ADD GROUP

Ed add Group

@ Main Group Information

Group name: |Studenls going to lreland

Description: =

@ Group Options

¥ Enable Group Discussion Board Function
¥ Enable Group Virtual Classroom Function
¥ Enable Group File Exchange Function

¥ Enable Group E-mail Function

Make group visible now: & Yes © No

© Submit

Entry fields The table below details the entry fields on this page.

Field | Description

Main Group Information

Group name: Enter a group name.

Description: Enter a description of the group.

Continued on next page
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Add Group, continued

Entry fields (continued)

Group Options

Enable Group
Discussion Board
function:

Click Yes to indicate that this group will have access to
the Discussion Board functions.

Click No to indicate that this group is not to have access
to the Discussion Board functions.

Enable Group
Virtual Classroom
function:

Click Yes to indicate that this group will have access to
the Virtual Classroom functions.

Click No to indicate that this group is not to have access
to the Virtual Classroom functions.

Enable Group File
Exchange function:

Click Yes to indicate that this group will have access to
the group file exchange function.

Click No to indicate that this group is not to have access
to the group file exchange function.

Enable Group Email
function:

Click Yes to indicate that this group will have access to
the group email function.

Click No to indicate that this group is not to have access
to the group email function.

Make Group Visible
Now:

Click Yes or No to control the availability of the group.
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Manage Groups - Modify a Group

Modify Group Page

Overview In most areas of Blackboard 5, the Add and Modify pages function similarly.
However adding a group is different from modifying a group. This section
discusses what happens when the instructor clicks Modify from the Manage
Groups page.

Manage Group Click Modify on the Manage Group page. The Manage Group page will appear as
page shown below.

COURSES = HIST101 » CONTROL PANEL » MANAGE GROUFS » MANAGE GROUP

m Manage Group - Study Team 1

b Group Properties
Set options for this group.

P Add Users To Group
Enrall users in this group.

P List Users In Group
List all the users in this group.

P Remove Users From Group
Un-enroll users from this group.

oK )

Available The following functions are available from the Manage Group page:
functions
 Group Properties
Modify the group name, description, or options.
« Add Users to Group
Add students to the group. A search feature is available to narrow down
the list of users to add.
e List Users in Group
List or modify users in a group. A search feature is available to narrow
down the list of users to add.
» Remove Users From Group
Remove users from a group A search feature is available to narrow down
the list of users.
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Group Properties Page

Overview

Group
Properties

page

Entry fields

The Group Properties page is used to modify the name, description, and options
for the group.

Click Group Properties on the Manage Group page. The Group Properties page
will appear.

COURSES » HIST101 > CONTROL PANEL > MANAGE GROUFS » MANAGE GROWUF = GROUF PROFERTIES

m Group Properties - Study Team 1

@ MWain Group Information

Group name: IStudyTeam1

Description: =]

@ Group Options

¥ Enable Group Discussion Board Function
¥ Enable Group Yirtual Classroam Functian
¥ Enable Graup File Exchange Function

¥ Enable Graup E-rnail Function

Make group visible now: * Yes © No

The table below details the entry fields on the Group Properties page.

Field | Description
Main Group Information
Group name: Enter a group name.
Description: Enter a description of the group.

Continued on next page
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Group Properties Page, continued

Entry fields (continued)

Group Options

Enable Group
Discussion Board
function:

Click Yes to indicate that this group will have access to
the Discussion Board functions.

Click No to indicate that this group is not to have access
to the Discussion Board functions.

Enable Group
Virtual Classroom
function:

Click Yes to indicate that this group will have access to
the Virtual Classroom functions.

Click No to indicate that this group is not to have access
to the Virtual Classroom functions.

Enable Group File
Exchange function:

Click Yes to indicate that this group will have access to
the group file exchange function.

Click No to indicate that this group is not to have access
to the group file exchange function.

Enable Group Email
function:

Click Yes to indicate that this group will have access to
the group email function.

Click No to indicate that this group is not to have access
to the group email function.

Make group visible
now:

Click Yes or No to control the availability of the group.
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Add Users to Group Page

Overview

Add Users to
Group page

Search
Functions

Add the user

Once a group has been created, users are added to the group using the Add Users
to Group page. This section describes the function and fields of the Add Users to

Group page.

Click Add Users To Group on the Manage Group page. The Add Users to Group
page will appear as shown below.

COURSES = HIST104 = CONTROL PANEL = MANAGE GROUPS = MANAGE GROUP = ADD USERS TO GROUP

1=
(=]

m}-\dd Users To Group - Study Team 1

SEARCH

NOTE: Depending on the number of records, this function may
take some time to process. Click the List All button to show the

list.

7 user(s) located
Dizplaying recards 1-7

HNAME

SEARCH

| LIST ALL

USER NAME

E-tAlL

[ Bernfield, James jbernfield ibernfield@youninstitution. edu T.A.

r Mackey, Sheila smackey smackey@yourinstitution edy Instructor
] Marcelli, Courtney cmarcell cmarcelli@vourinstitution. e du Student
- Ilary, Wallace mwallace mwallace @yourinstitution. edu Student
r Ortiz, Wendy wortis wortizi@yourinstitution. edu Student

ROLE

The table below details the search functions on the Report by Item page.

To .

Then . ..

search for a user using
the user’s last name or
user’s ID

Select the Search tab.

Enter either a last name or a user ID.

Select either the Last Name or User 1D option.
All matching entries will be displayed.

search for a group of
last names or user
names that begin with
a particular character.

Select the A-Z, 0-9 tab.

Click on the first letter of the last name or on the
first number of the user’s ID. All matching entries
will be displayed.

list all users

Select the LIST ALL tab.
Click List All to list all the names enrolled. All
entries will be displayed.

Click the user’s check box that is to be added to the group and click Submit. A
Receipt: Success page will appear to verify that the user was enrolled.
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List Users in Group Page

Overview Users in a group can be viewed and contacted using the List Users in a Group
page—click on an email address to send a message to that user.

List Users in Click List Users in Group from the Group Management page. The List Users in
Group page Group page will appear as shown below.
COURSES = HISTA01 » CONTROL PAMEL = MANAGE GROUFPS = MAMAGE GROUF = LIST USERS IN GROUP
m List Users In Group - Study Team 1
SEARCH i SEARCH | LIST ALL
NOTE: Depending on the number of records, this function may
take some time to process. Click the List All button to show the
list.
5 user(s) located
Displaying recards 1-5
NAME USER NAME E-rAIL ROLE
Dorn, Brian bdom bdem@yourinstitution. edu Student
Franklin, Greg gffanklin sffanklin@younnstitution. edu Student
Gude, Terry teude teude@younnstitution. edu Student
Johnzon, Adam ajohnson ajohnson@yournnstitution edu Student
Kearnson, Julie jkearnson kearmson@yournstitution. edu Student
oK )
Search for The List Users in Group page contains a search function. The instructor can search
users using different variables selected from the search tabs. The following search tabs
are available:
To... Then . ..
search for a user using e Select the Search tab.
the user’s last name or « Enter either a last name or a user ID.
user’s ID e Select either the Last Name or User ID option. All
matching entries will be displayed.
search for a group of e Select the A-Z, 0-9 tab.
last names or user e Click on the first character of the last name or
names that start with a the user name. All matching entries will be
particular character. displayed.
list all users e Select the LIST ALL tab.
e Click List All to list all group members
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Remove Users From Group Page

Overview

Remove Users
page

Instructors may drop users from a group using the Remove Users from Group
page. Removed users cannot be restored to the course. To restore a removed
user, add the user from the Add Users to Group page.

Click Remove Users on the Group Management page. The Remove Users page
will appear as shown below

COURSES = HIST101 > CONTROL PAMEL » MANAGE GROUPS = MANAGE GROUP > REMOWE USERS FROM GROUP

m Remove Users From Group - Study Team 1

SEARCH | SEARCH | LIST ALL

NOTE: Depending on the number of records, this function may
take some time to process. Click the List All button to show the
list.

5 user(s) located

Displaying records 1-5

REMOVE NAME USER NAME  E-MAIL ROLE
[l Do, Brian bdom bdorm@yournstitution edu Student
r Franklin, Greg gftanklin eftankdin@younnstitution. edu Student
- Gude, Terry teude teude@yourinstitution edu Student
- Johnzon, Adam ajohnzon ajehnzoen@yourinstitution. edu Student
r Eearnzon, Tulie jkearnson eatnzon@@yourinstiution edu Student

Please type the word "Yes" I—
Click "Submit” to remove selected iterns:

Continued on next page
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Remove Users From Group Page, continued

Search for The Remove Users from Group page contains a search function. The instructor can
users search using different variables selected from the search tabs. The following
search tabs are available:

To ... Then . ..
search for a user using » Select the Search tab.
the user’s last name or » Enter either a last name or a user ID.
user’s ID * Select either the Last Name or User ID option.
All matching entries will be displayed.
search for a group of » Select the A-Z, 0-9 tab.
last names or user *  Click on the first character of the last name or
names that start with a the user name. All matching entries will be
particular character displayed.
list all users * Select the tab.
e Click List All to list group members.

Remove users To remove users, click the check box of the users that are to be removed. Type
‘Yes’ in the entry field at the bottom of the page. Click Submit. The selected users
will be removed from the group.
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Introduction

Overview Instructors use the Assessment area to increase student preparedness, measure
student progress and customize lessons by creating and administering quizzes and
surveys. The Assessment area allows instructors to:

« follow a simple, step-by-step process to create quizzes and surveys

 mix and match multiple question types

* include multimedia or other attachments with assessment questions

» provide question randomization and re-use from assessment pools

» provide password-protected tests, timed tests and instant feedback to
students

e create statistical reports of student answers.

Assessment The Assessment tools appear in the center right portion of the Instructor Control
Panel.
COURSES » HISTA04 » CONTROL PANEL
ILE Control Panel
HIST101: AP US History Review
Sheila Mackey, Instructor
QlCecn manacement
Announcements Course Material Add Users Remove Users
Course Information  Textbooks List / Modify Users Manage Groups
Staff Information Web Sites
R —
Course Calendar Discussion Board Assessment Manager Online Gradebook
Tasks Virtual Classroom Pool Manager Course Statistics
Send E-mail Digital Drop Box
N T T T T —
Course Settings Resources Online Support
Course Utilities Course Marketing Online Manual
Course Images Contact Sys Admin

In this chapter This chapter covers the following subjects:

. Assessment Manager
. Pool Manager

. Online Gradebook

*+ Course Statistics
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Assessment Manager Overview

Overview The Blackboard 5 Assessment manager creates and organizes quizzes, exams,
and surveys. Results can be graded and recorded in the online gradebook.
Instructors can create an assessment to test the knowledge and skill level of the
users enrolled in the course. Assessments can also determine a consensus of
thought on a particular subject matter. This section describes the types of
assessments.

Assessments The assessment option permits the instructor to assign point values to each
question on exams or quizzes. Student answers are submitted for grading, and
the results are recorded in the gradebook.

Survey The survey option provides instructors with an assessment tool that records
answers anonymously. This is useful for polling purposes, instructor evaluations,
and random checks of knowledge. There is no method of grading surveys.

Surveys have the following features and limitations:

» Can not give user feedback

e Can not be graded

A name will not be associated with a survey. The online gradebook will reflect
that the survey has been taken and submitted by a student.
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How to Create an Assessment

Overview

How to access
the
Assessment
Manager page

How to create
an assessment

This is an overview of how to create an assessment. The sections that follow
provide details about each Web page. Assessments can be used to measure
student’s understanding of the course. The student takes the assessment on-line
and the assessment is automatically graded. Assessments may consist of multiple
choice, true/false, matching, ordering, multiple answers, and essay or short
answer. Essay and short answer are not graded online.

Follow the steps below to access the Assessment Manager page.

Step Action
1 Access the Instructor Control Panel.
2 Click Assessment Manager to access the Assessment Manager Page.
3 Click Add Quiz/Exam to access the Assessment Properties page.

Follow the steps below to create an assessment. To modify an assessment, click
Modify next to the assessment that needs to be modified.

Step Action

1 * Enter the name of the assessment.
* Enter a description.
» Click Submit.

2 * Enter instructions for how to complete the assessment.
* Click Submit.

3 » Select a question type.
*  Click Submit.

4 » Enter the question text.

» Enter answers to choose from.

Note: The option to have the correct and incorrect responses appear
is located on the Set Availability page.

» Enter a correct response that the student will see if the answer
is correct.

« Enter an incorrect response that the student will see if the
answer is incorrect.

» Click Add New Question.

Continued on next page
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How to Create an Assessment, continued

How to create an assessment (continued)

Step Action
5 » To preview the question click Preview. Then click Cancel to

return to the question.

» To cancel the question click Cancel.

* To add another question click Add New Question and repeat
steps 3-5.

* To finish adding questions click Preview. Enter a point value for
each question.

6 To save the assessment...

* but not make it available click Save. The system returns to the
Assessment Manager page and displays the assessment.

* and make it available click Save and Make Available. The
system displays the Set Availability page.

7 Go to the next section for information about the Set Availability page.

How to make From the Assessment Manager page, follow the steps below to make an
an assessment assessment available.

available
Step Action
1 Click Set Availability.
2 Select Yes for the question “Make assessment available”.
3 Do you want to generate an announcement for the assessment?

To generate an announcement, select Yes.

If not generate an announcement, select No.

4 Where do you want a link to the assessment to appear?

Click the drop-down arrow and select an area.

5 Click Submit. The system returns to the Assessment Manager page
and the assessment is displayed with a green available flag.
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Assessment Question Types

Overview

Questions to
consider
before
planning a
quiz

Types of
Assessment
Questions

Multiple —
choice
questions

True/False
question

Assessments may be created using several different types of questions. The
following sections provide detailed information about the pages used to create the
assessment questions. This section provides a description and example of each of
the question types.

Below are questions to consider before planning a quiz:

* How many questions will this assessment contain?

* Are there instructions that will be included with this assessment?
*  What type of questions will this assessment contain?

 What is the point value associated with each question?

There are several types of questions that can be included in an assessment. All of
the options can be automatically evaluated, with the exception of the Short
Answer/Essay. Short Answer/Essay questions require an instructor or teacher’s
assistant to read and evaluate individual answers. A description of each question
type and illustration of the required fields are provided below.

Allows the users a multitude of choices. These questions are usually created for
more complex assessments. The number of answer choices is limited to 20. In
multiple-choice questions, users indicate the correct answer by selecting a radio
button. The number of answer choices is limited to 20.

True/False questions allow the user to choose either true or false. True and False
answer options are by default limited to the words True and False. Additional text
is not permitted. The True/False question type provides an area for the instructor
to type the question and designate the correct answer and if appropriate images

and feedback may be included.

Continued on next page
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Assessment Question Types, continued

Fill in the Fill in the blank answers are evaluated based on an exact text match. Accordingly,

blank it is important to keep the answers simple and limited to as few words as possible.
Answers are not case sensitive, but are evaluated based on spelling and letter
patterns. Accordingly, it is important to keep the answers simple and limited to as
few words as possible.

Consider the following tips when creating fill in the blank questions and answers:

* Provide answers that allow for common spelling errors, for example:
convenient and convenient.

» Provide answers that allow for abbreviations or partial answers, for
example Ben Franklin, Benjamin Franklin, Mr. B. Franklin, Franklin.

» Create the question that indicates to students the best way to answer the
question, for example: , is pictured on the one hundred dollar bill.
Avoid using nicknames or abbreviations in your answer.

Keep answers limited to one or two words to avoid mismatched answers due to
extra spaces or order of answer terms. For example if the question is Ben’s
favorite colors are and the correct answer is Ben'’s favorite colors are red
and blue but the student types blue, red, the answer will be marked incorrect.

Multiple Multiple answer questions allow users to choose more than one answer.
answer

Matching Matching questions allow students to pair questions to answers.

Ordering Ordering questions allow students to provide an answer by selecting the correct

order the answers are to appear.

Short answer Essay questions require the instructor to provide students with a question or

essay statement. Students are given the opportunity to type and/or cut and paste an
answer into a text field. After the exam, sample answers can be added for users
or graders to use as reference in the Answers section. These types of questions
must be graded manually.
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Assessment Manager — Creating Questions and Assessments

Assessment Manager Page

Overview The Assessment Manager is used to create, add, set availability, preview, modify,
and remove assessments.

Assessment Click Assessment Manager from the Assessments section of the Instructor
Manager page  Control Panel to access the Assessment Manager.

COURSES » HISTEOD > COMTROL FANEL > T

@ Assessment Manager

Add Quiz/Exam ‘ Bl Add Survey |

Last Modified Name Type Availability
Aug 1, 2000 Bonus Quiz Cluiz/Exam
e Aug 1, 2000 Irish-American Histroy Exam Quiz/Exarm
Aug 1, 2000 Survey of the Trip to Ireland Survey
Available The functions available on this page are described in the table below.
functions
To... click. . .
create an assessment Add Quiz/Exam. The Create New Assessment page will
appear.
add a survey Add Survey. The Create New Assessment page will
appear.
set availability of the Set Availability next to the assessment or survey. The
assessment or survey Set Availability page will appear.
preview the Preview next to the assessment or survey. The Preview

assessment or survey Assessment page will appear.
modify an assessment | Modify next to the assessment or survey.

or a survey The Assessment Builder page will appear.

remove an assessment | Remove next to the assessment or survey.

or a survey A confirmation box appears. Removing assessments is
irreversible.
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Add Quiz/Exam

Overview

Assessment
Properties

page

Entry fields

Instructors add assessments and surveys through the Assessment Manager page.
This section describes how to add quizzes, exams, and surveys.

Hint: Create assessments for graded quizzes and create surveys for gathering
information from students, for example, a course evaluation.

Click Add Quiz/Exam or Add Survey on the Assessment Manager page. The
Assessment Properties page will appear as shown below.

COURSES » HISTEO0 > COMTROL PANEL » AENT = T PROPERTIES

[‘E‘] Assessment Properties

@ Name and Description

Name: |Irish American History Exam 3
Description:
This is the third of 4 exsms.| =
=
@ Submit

Click "Submit" to continue.  Click "Cancel" to return to the previous page

Cancel ) Submit )

The table below details the entry fields on the Assessment Properties page.

Field Description
Enter Name and Description
Name: Enter the name of the assessment or survey.
Description: « Enter a description of the assessment or
survey.

¢ Click Submit. The Create/Modify Assessment
page requiring instructions will appear.

Enter Instructions

Instructions: « Enter the instructions for completing the
assessment.

¢ Click Submit. The Add Question to Assessment
page requiring the question type will appear.

Select Question Type

Question type e Select from the drop-down list the type of
question that is to be used as a question in the
assessment.

e Click Submit. The Add/Modify Question page
as determined by the question type will appear.

¢ Go to the next section for information
regarding this page.
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Add/Modify Question — Multiple Choice

Overview

Add/Modify
Question page
multiple-
choice

Available
functions

After selecting the question type an Add/Modify Question page appears. The
information required on this page varies depending on the question type selected.
This section discusses the multiple-choice question and answer. For the multiple
choice question an additional option is available. Choose to use either the normal
multiple-choice page or the advanced multiple-choice page. The advanced
multiple-choice page allows for the same information to be entered as the normal
multiple-choice page. Additionally the advanced page allows more unique
information to be included. For more information regarding the advanced multiple-
choice page, please see the topic called, Advanced Functions.

Click Submit on the Add Question to Assessment page and the Add/Modify
Question Multiple-Choice Question page will appear as shown below.

COURSES * HISTE00 = CONTROL PANEL » T * ADDMODIFY QUESTION(S)

@ Add/Modify Question(s)

| Advanced

@ Multiple Choice Question

Question Text:
What vear did the "Great” potato famine take place? =]

[
@ Answers

Select the number of possible answers, fill in the fields with possible answers, and check the answers that will create a correct response
Number of Answers: |4 ©

Correct Answer Answer Values

ol [1310

3 [1845

g
3
3

ol [1865

[ [1200

7
3
3

The functions available on this page are described in the table below.

To. .. click. . .
create another Add New Question. The Add Question to Assessment
question page will appear.

complete or to preview | Preview. The Preview and Assessment page will
the assessment or appear.
survey

Continued on next page
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Add/Modify Question — Multiple Choice, continued

Entry fields The table below details the entry fields on this page.
Field | Description

Multiple — Choice Question

Question text: Enter the question, as it is to appear on the
assessment.

Answers

Number of correct Enter the number of answers to choose from. The

answers: maximum number of answers is 20.

Correct answer: Click an option to signify the correct answer.

Answer value: Enter the answers to choose from in the Answer
Value box.

Options

Correct response: Enter a response that is to appear if the student selects
the correct answer.
Note: The Set Availability page allows instructors to
select the Reveal Correct Answer option, which will
show students the correct answer.

Incorrect response: Enter a response that is to appear if the student selects
the incorrect answer.

Completing an To complete an assessment, follow the steps below.

assessment
Step Action
1 Click Preview.
2 Add a point value for each question.
3 Click either Save or Save and Make Available.
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Add/Modify Question — True/False

Overview After selecting the question type the Add/Modify Question page appears. The
information required on this page varies depending on the question type selected.
This section discusses the true/false question and answer. For the true/false
question, advance functions are available.

Note: For more information regarding the advanced functions, please see the
topic called, Advanced Functions.

Add/Modify Click Submit on the Add Question to Assessment page and the Add/Modify
Question Question page will appear as shown below.
True/False

COURSES » HISTA00 » CONTROL PANEL » T R > ADDMODIFY QUESTION(S)

Add/Modify Question(s)

i [ Advanced §

@ TruelFalse Question

Question Text:

The Republic of Ireland received its independence in 4]
18777

O Answers

Correct Answer Answer Values
o True
o] False

© Options

Continued on next page
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Add/Modify Question — True/False, continued

Entry field

Completing an

assessment

The table below details the entry fields on this page.

Field

Description

True/False Question

Question text:

Enter the question, as it is to appear on the
assessment.

Answers

Correct Answer:

Click the correct answer option.

Answer Values:

The answer values of True and False are given.

Options

Correct response:

Enter a response that is to appear if the student selects
the correct answer.

Note: The Set Availability page allows instructors to
select the Reveal Correct Answer option, which will
show students the correct answer.

Incorrect response:

Enter a response that is to appear if the student selects
the incorrect answer.

To complete an assessment, follow the steps below.

Step Action
1 Click Preview.
2 Add a point value for each question.
3 Click either Save or Save and Make Available.
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Add/Modify Question — Fill in the Blank

Overview After selecting the question type Add/Modify Question page appears. The
information required on this page varies depending on the question type selected.
This section discusses the fill in the blank question and answer. For the fill in the
blank question advanced functions are available. For more information regarding
the advanced functions, please see the topic called, Advanced Functions.

Add/Modify Click Submit on the Create/Modify Question page and the Add/Modify Assessment
Question page - Fill in the Blank Question page will appear as shown below.
for fill in the

blank COURSES » HISTEOD > COMTROL PANEL > T = ADDAMODIFY QUESTIONES)

E‘] Add/Modify Question(s)

Advanced |

© Fill In the Blank Question

Question Text:
Uhat cause the potato famines? =

=
@ Answers

Select the number of correct answers and fill in the fislds with correct responses

Number of Answers: |1 =

Answer Values

[Btight
© Options
Available The functions available on this page are described in the table below.
functions
To... click. . .
create another Add New Question. The Add Question to Assessment
question page will appear.

complete or to preview | Preview. The Preview an Assessment page will appear.
the assessment or
survey

Continued on next page
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Add/Modify Question — Fill in the Blank, continued

Entry field The table below details the entry fields on this page.
Field | Description
Fill in the Blank Question
Question text: Enter the question, as it is to appear on the
assessment.
Answers

Number of answers: Enter the number of answers. The maximum number of
answers is 20.

Answer values: Enter the correct answers.
Options
Correct response: Enter a response that is to appear if the student selects

the correct answer.

Note: The Set Availability page allows instructors to
select the Reveal Correct Answer option, which will
show students the correct answer.

Incorrect response: Enter a response that is to appear if the student selects
the incorrect answer.

Completing an To complete an assessment, follow the steps below.
assessment

Step Action
1 Click Preview.
2 Add a point value for each question.
3 Click either Save or Save and Make Available.
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Add/Modify Question — Multiple Answer

Overview After selecting the question type the Add/Modify Question page appears. The
information required on this page varies depending on the question type selected.
This section discusses the multiple answer question and answer. For the multiple
answer advanced functions are available. For more information regarding the
advanced functions, please see the topic called Advanced Functions.

Add/Modify Click Submit on the Add Question to Assessment page and the Add/Modify
Question Question page will appear as shown below.
Multiple
AnSWer F‘IIR ES » HISTE00 » CONTROL PANEL = T R = ADDMODIFY QUESTION(S)
Add/Modify Question(s)

Advanced

@ Multiple Answer Question

Question Text:

Clonmacniose vas significant for which of the =
following reasons?

=
@ Answers
Select the number of possible answers, fill in the fields with possible answers, and check the answers that will create a correct response
Number of Answers: |1~
ACnrﬂ Answer Values
nswers
I Ias amanastry Remove.
I Ias atarget of Viking raids Remave
[ [es & boarder to the interior of Ireland
Available The functions available on this page are described in the table below.
functions
To... click. . .
create another Add New Question. The Add Question to Assessment
question page will appear.

complete or to preview | Preview. The Preview an Assessment page will appear.
the assessment or
survey

Continued on next page
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Add/Modify Question — Multiple Answer, continued

Entry field The table below details the entry fields on this page.
Field | Description

Multiple Answer Question

Question text: Enter the question, as it is to appear on the
assessment.

Answers

Number of correct Select from the drop down list the number of answers

answers: to choose from. The maximum number of answers is
20.

Correct answers: Click the correct answers.

Answer value: Enter the answers to choose from in the Answer
Value box.

Options

Correct response: Enter a response that is to appear if the student selects
the correct answer.
Note: The Set Availability page allows instructors to
select the Reveal Correct Answer option, which will
show students the correct answer.

Incorrect response: Enter a response that is to appear if the student selects
the incorrect answer.

Completing an To complete an assessment, follow the steps below.
assessment

Step Action
1 Click Preview.
2 Add a point value for each guestion.
3 Click either Save or Save and Make Available.
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Add/Modify Question — Matching

Overview

Add/Modify
Question
Matching

Available
functions

After selecting the question type the Add/Modify Question page appears. The
information required on this page varies depending on the question type selected.
This section discusses the matching question and answer. For the matching
question, advanced functions are available. For more information regarding the

advanced functions, please see the topic called Advanced Functions.

Click Submit on the Add Question to Assessment page and the Add/Modify

Question page will appear as shown below.

COURSES » HISTEOD * CONTROL PANEL = T = ADDVMODIFY QUESTIONCS)

[¥) Add/Modify Questionis)

@ Matching Question

Question Text:
Match the date to the event ;I

|
@ Question ltems

Enter the number of question items and fill in the fields with values that will match to answer items.

Humber of Questions: [4 T

Question Items

[raas Remove

[as Remave

[raz1 Remove

(" Narmal | Advanced ;

The functions available on this page are described in the table below.

To ... click. . .
create another Add New Question. The Add Question to Assessment
question page will appear.

complete or to preview | Preview. The Preview an Assessment page will appear.

the assessment or
survey

Continued on next page
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Add/Modify Question — Matching, continued

Entry field

Completing an
assessment

The table below details the entry fields on this page.

Field

| Description

Matching Question

Question text:

Enter the question, as it is to appear on the
assessment.

Question Items

Number of
Questions:

Enter the number of questions. The maximum number
of answers is 20.

Question Items:

Enter the questions.

Answer ltems

Number of Answers

Enter the number of answers.

Answer ltems:

Enter the answers.

Assign

Match Click the drop-down arrow and select the correct
answer.

Options

Correct response:

Enter a response that is to appear if the student selects
the correct answer.

Note: The Set Availability page allows instructors to
select the Reveal Correct Answer option, which will
show students the correct answer.

Incorrect response:

Enter a response that is to appear if the student selects
the incorrect answer.

To complete an assessment, follow the steps below.

Step

Action

1 Click Preview.

2 Add a point value for each question.

3 Click either Save or Save and Make Available.
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Add/Modify Question — Ordering

Overview After selecting the question type the Add/Modify Question page appears. The
information required on this page varies depending on the question type selected.
This section discusses the Ordering question and answer. For the ordering
question, advanced functions are available. For more information regarding the
advanced functions, please see the topic called Advanced Functions.

Add/Modify Click Submit on the Add Question to Assessment page and the Add/Modify
Question page Question page as shown below will appear.
Ordering
COURSES * HISTEOD * CONTROL PANEL > T = ADDMODIFY QUESTIONCS)
@ Add/Modify Question(s)
(" Narmal [ Advanced )
@ Ordering Question
Question Text:
Enter the events helow in the chronological order. ;I
- |
@ Answers
Select the number of answers and fill in the fields with the answers in the carrect order
Humber of Answers: [1 T
Correct Order
1 [Clonmacniose was founded
2 |The”Great“ potata faming
3 [ireland proclaimed its independence
4 |\re|andwon its independence Remove.
Available The functions available on this page are described in the table below.
functions
To. .. click. . .
create another Add New Question. The Add Question to Assessment
question page will appear.

complete or to preview | Preview. The Preview an Assessment page will appear.
the assessment or
survey

Continued on next page
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Add/Modify Question — Ordering, continued

Entry field

Completing an
assessment

The table below details the entry fields on this page.

Field |

Description

Ordering Question

Question text:

Enter the question, as it is to appear on the
assessment.

Answers

Number of Answers:

Enter the number of answers to choose from. The
maximum number of answers is 20.

Correct Order:

Enter the answers in the correct order.

Select Display Order

Display Order

Select the order that the answers are to appear on the
assessment.

Correct Order

The correct order for the answers displays.

Options

Correct response:

Enter a response that is to appear if the student selects
the correct answer.

Note: The Set Availability page allows instructors to
select the Reveal Correct Answer option, which will
show students the correct answer.

Incorrect response:

Enter a response that is to appear if the student selects
the incorrect answer.

To complete an assessment, follow the steps below.

Step

1 Click Preview.

2 Add a point value for each question.

3 Click either Save or Save and Make Available.
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Add/Modify Questions — Short Answer/Essay Question

Overview After selecting the question type the Add/Modify Question page appears. The
information required on this page varies depending on the question type selected.
This section discusses the Short Answer/Essay question and answer. For the short
answer/essay question, advanced functions are available. For more information
regarding the advanced functions, please see the topic called Advanced

Functions.
Add/Modify Click Submit on the Add Question to Assessment page and the Add/Modify
Question page Question page will appear as shown below.
Short
Answer/Essay EQUECS - MO0 ¥ CONTADL PENp), ¢ AZIEIZHENT UAKARER * AOMWODR Y GUEITIONT)
@ Add/Modify Question|s)
Sehremed
@ Short AnswerEssay Cuesstion
Dot Taxt
Discusa the fmctoca that led the Iciah to immigcoets to _I
the U3,
|
8 Answer
Entar en eeample of an afewar 1o dsbi gradans and shudants in dalermining the valus of & siudem onswer
[
|
& Optione
Available The table below describes the available functions on the Add/Modify Question
functions page for Short Answer/Essay Question.
To... click. . .
create another Add New Question. The Add Question to Assessment
question page will appear.

complete or to preview | Preview. The Preview an Assessment page will appear.
the assessment or
survey

Continued on next page
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Add/Modify Questions — Short Answer/Essay Question, continued

Entry field The table below details the entry fields on this page.
Field | Description

Short Answer/Essay Question

Question text: Enter the question, as it is to appear on the
assessment.

Answers

Answer value: | Enter an example of an answer.

Options

Add Category: Click Add Category to add a category to search for
when building an assessment or pool.

Completing an To complete an assessment, follow the steps below.
assessment

Step Action
1 Click Preview.
2 Add a point value for each question.
3 Click either Save or Save and Make Available.
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Using Questions from Question Pools or Other Assessments

Overview After selecting the question type From Question Pool or Assessment, the Add
Questions to Assessment page appears. This section discusses how to use
questions from question pools or other assessments.

Add Question Click Submit on the Create/Modify Assessment page and the Add Question to
to Assessment Assessment page as shown below will appear.

page

COURSES = HISTAD1 » CONTROL PANEL T ER »ADD QUESTIONS TO ASSESSMENT

Add Questions to Assessment

@ Import alestions

1. Import specific questions or a random block of guestions from a pool or assessment
Question type: iSe\em Specific Question(s) from Pool orAssessmemj
O Submit
Click "Submit" to finish. Click "Cancel” to return to the previous page.
Cancel ) Subrmit )

Entry field Select one of the following from the drop-down list:

» Select Specific Questions from Pool or Assessment. This option allows the
selection and viewing of a pool of questions. For more information see the
section that follows.

» Select Random Block of Questions. This option searches using the type of
question and selecting a pool.

Continued on next page
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Using Questions from Question Pools or Other Assessments,

continued

Select Specific The Select Specific Questions from Pool or Assessment option allows the selection

Questions and viewing of a pool of questions. The table below describes how to use the
from Pool or Select Specific Questions from Pool or Assessments.
Assessment

Step Action

1. e Click the check box to select one or more pool and assessment
to use in the search.

e Click Submit

2. « Define the types of questions, such as multiple-choice or fill in
the blank to narrow the search. Define a keyword to further
narrow the search.

¢ Hold down the SHIFT key to select more than one question
type.
e Click Submit. The Search Result displays.

3. e Click Preview to view the question, answer, correct feedback,
and incorrect feedback. Click the drop-down arrows to view
the search criteria that were used.

4. » Select the questions that are to be added to the assessment
by checking the check box.

*  Click Submit. The questions are added to the bottom of the
Assessment Manager Builder page.
5. » Enter point values for each gquestion.
6. * Click Save or Save and Make Available.
To cancel the assessment click Cancel.
To add another question click Add Item.

Continued on next page
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Using Questions from Question Pools or Other Assessments,

continued

Select Random The Select Random Block of Questions from Pool option allows the assessment to

Block of select random questions from a pool each time the assessment is completed. The
Questions table below describes how to use the Select Random Block of Questions from Pool
option.
Step Action
1. Select the types of questions and pools to include in the

search. Hold down the SHIFT key to select more than one
question type.
Click Submit. The Select Random Block page appears.

Enter the number of questions to be selected. The assessment
will randomly select this number of questions from the
indicated pool each time the assessment is completed.

Click Submit.

To cancel the assessment click Cancel.

To add another question click Add Item.

To complete the assessment enter point values for each
question.
Click Save or Save and Make Available.
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Set Availability Page

Overview

Set
Availability
page

Assessments
in content
areas

The Set Availability page allows an instructor to indicate the availability of an
assessment. In addition, other options such as whether or not to show the correct
answer and whether or not to set and indicate a time limit for an assessment are
available.

Note: Assessments that are not available are not viewable from the Online
Gradebook.

Click Set Availability on the Assessment Manager page. The Set Availability page
will appear as shown below.

COURSES » HISTEOD > COMTROL FANEL > T R > SET AVAILABILITY

@ Set Availability

@ Assessment Availability Information

You can make your assessment "Available” or "Not Available” for access by users. If you are making this assessment "Available”, you will need to designate the
option details for this assessment. If you are making this assessment "Unavailable”, you will be reroving access to this assessment. By making this assessment
"Unawailable” you will loge any grade inforration that has already been associated with this assessment

Hame: Irish American History Exam 3
Description: This is the third of four exams.
Status: Not Available

Make Assessment Available? © Yes & Mo
@ Options

[ Show detailed result: Show your students the results for each question instead of simply their final grade
[T Reveal correct answer: Show your students the correct answer for each question. (Shown only when Show Detailed Result checked.)

[ Feedback enabled: Allow your students to view the feedback that you have entered for each guestion. (Shown only when Show Detailed Result and Reveal
Caorrect Answer checked.)

[T Allow multiple attempts: Allow your students to take this assessment multiple times

[T Settime for quiz: Students are shown a running clock and warned when the time limit is approaching
Hours: |0 7| Minutes: |00 ¥

It is possible to add an assessment to any content area from the Set Availability
page. If the time-release dates of an assessment are changed from within the
content area, be sure to also change the time-release date of the associated
announcement.

Continued on next page
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Set Availability Page, continued

Entry fields The table below details the entry fields on the Set Availability page.

Field

Description

Assessment Availability Information

Make assessment
available:

Click Yes or No to control the assessment availability.

Click Yes and the following two questions appear:

* Generate an Announcement? Click Yes and
the assessment will appear in the
Announcement area.

e Place a link. Select a folder from the drop-
down list. Assessments may be included in
content areas and instructor-created
folders. It is also possible to place an
assessment in a Learning Unit.

Options

Show detail result:

Select this check box to show the detailed results of
the test. If this check box is not selected, only the final
grade will be shown.

answer:

Reveal correct

Select this option to show the correct answer.

Note: This option is only available when Show
detailed result has been selected.

Feedback enabled:

Select this option to indicate that students may view
feedback that the instructor has added.

Note: This option is only available when Show
detailed result and Reveal correct answer has been
selected.

Options

Allow multiple
attempts:

Select this option to allow students to take this
assessment or survey multiple times.

Set time for quiz:

Select this option to time the quiz. This option provides
students with a running clock and a warning when time
is up.

Enter the hours and minutes that are to be allowed for
the quiz.

Password protect:

Select this option to require a password.

Enter a password. If the password is left blank, the
system will not require a password. Spaces are not
allowed.
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Advanced Functions

Overview The previous sections described the normal options for each type of question. Also
available on each page is the option to use more advanced functions. This section
describes the advanced functions.

Add/Modify Click Advanced on the Add/Modify Question page and the Advanced Add/Modify
Question page Question page will appear as shown below.
for advanced

multiple COURSES » HISTE00 = CONTROL PANEL * T = ADD/MODIFY QUESTION(S)
choice @ Add/Modify Question{s)
@ Multiple Choice Question
Question Text:
Use the Web site below to answver the following ;I
gquestion. How mwuch of Ireland's land surface iz made
up of peatland?
=
& Smart Text  © PlainText € HTML
Question Image/File:
Question Link Name: |\r\sh Peatland Conservation Council
Question Link URL: [tte:sfindligo.ie/~ipcc
@ Answers
Available The available functions on this page, are described in the table below.
functions
To... click . ..
add an image or file Add Image/File. The Attach File to Question page will
appear.
remove an image or Remove next to the image or file. A warning pop-up
file window appears. This action is irrevocable.

modify an image or file | Modify next to the assessment or survey.

The Modify Assessment page will appear.

add a new category for | Add Category. The Categorize Question page allows
this question instructors to organize questions for easier future use.

Continued on next page
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Advanced Functions, continued

Entry fields The table below details the entry fields on this page.

Field | Description

Multiple Choice Question

Question Text: Enter the question, as it is to appear on the assessment.
Select a text type for the description from the following
options:
¢ Smart Text: Automatically recognizes a link if it is
the first thing entered in the text box or if it
preceded by a single space. The benefit of smart
text is that it recognizes the Enter key as a
paragraph tag. Smart text accepts HTML tags as
well.
¢ Plain Text: Displays text as written
e HTML: Displays text as coded using HTML tags.

Question Click Add Image/File to include an image or file as part

Image/File: of the question.

Question Link Name: | Enter the link name, as it is to appear as part of the
question.

Question Link URL: Enter the location of the image or file.

Options

Add Category: Select a category type that can be used to search for this

question when using a question.
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Attach File to Question

Overview

Attach File to
question page

Attach a file as
a link or as an
image

The Attach File to Question page creates a link to a content file or displays an
image as a part of a question or answer. This feature is only accessible when the
Advanced Functions are selected on the Question page.

Click Add Image/File from any question page (with the Advanced Functions
selected). The Attach File to Question page will appear as shown below.

COURSES » HIST101 » CONTROL PANEL » ASSESSMENT MANAGER » ATTACH FILE TO QUESTION

@ Attach File to Question

@ AddImage I File to Question

Click the Browse button to find a file to attach, then choose an action for the attached file.

File: I Browse... |
Action: ID\spIay on Fage (git. jpeq. jpg Dnly)j
@ Submit

Click "Submit™ to finish. Click “"Cancel” to end this process and return to the previous page.

Cancel ) Submit )

To select a file to include as part of a question or an answer, enter the full path in

the File field or click Browse to search for a file. Once the file path appears, select
an option from the Action drop-down menu. The file can be linked to a question or
answer, or, if it is an image file, displayed as part of the question or answer.
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Assessment Manager — Modify Assessments

Preview an Assessment

Overview Instructors have the ability to take an assessment and observe it in action. This is
done through the Preview option available in the Assessment area.

Preview Click Preview from the Assessment Manager page to view and take an
Assessment assessment. The Preview Assessment page will appear as shown below.
COURSES » HISTEON > CONTROL PANEL » 1 > PREVIEW T
E‘] Preview Assessment
Name: Irish-American Histroy Exarn
Instructions: Please answer sach question below
Question 1 Multiple Choice {10 points)
Question: What year did the "great” potata famine take place?
© 1910
© 1845
© 1565
© 1500
Question 2 Multiple Choice {10 points)
Question: When did the first Viking raid occur in Ireland?
© 795
© 980
© B50
© 825
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Assessment Builder Page

Overview

Assessment
Builder page

Available
functions

Once an assessment has been saved, modifications may be made using the
Assessment Builder page.

Click Modify on the Assessment Manager page. The Assessment Builder page will
appear as shown below.

@ Assessment Builder

COURSES » HISTE00 > CONTROL PANEL > ASSESSMENT MANAGER » ASSESSMENT BUILDER

Answer:

Name: Irish-American Histroy Exam
Description:
Instructions: Please answer each guestion below. Modity
Question |1 = Multiple Choice 10 Points
Question: What year did the "great” potato famine take place?
Answer: X 1310
v 1845
X 1865
1900
Question [2 ~ Multiple Choice 10 Points

Question: YWhen did the first Viking raid occur in Ireland?

v 795
Xo5g
Xga0
Xgzs

The functions available on this page are described in the table below.

To.

click . . .

add another item

Item. The Add/Modify Question page will appear.

make modifications

Modify. The Add/Modify Question page will appear.

order the questions

the down-arrow and select the order for the questions to
appear.

remove a question

Remove next to the question. A confirmation box will
appear. Click Ok. This action is irreversible.
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Add ltem

Overview Instructors create and modify assessments and surveys through the Assessment
Manager page. This section describes how to add an item to an existing
assessment or survey.

Add Question Click Add Item on the Assessment Builder page. The Add Question to Assessment
to Assessment page will appear as shown below.

page

COURSES » HISTEOD > CONTROL PAMEL > ASSESSMENT MANAGER > ADD QUESTION(S) TO ASSESSMENT

(%] Add Question(s) To A 1ent

@ Select Question Type

Select the type of question to add to the assessment. If you wish, you can select questions from a question pool
Question Type: [myltiple Choice =l
6 Submit
Click "Submit"” to continue. Click "Cancel™ to retum to previous page.
Cancel ) Submit )

Entry field » Select the type of question that is to be used in the assessment from the

drop-down box in the Question Type field.

*  Click Submit. The Add/Modify Question page as determined by the
question type will appear.

» Go to the section that describes how to complete the steps for the
question type entered.
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Assessment Manger - Categorizing Questions

Categorize Question Page

Overview Instructors have the option to create categories for questions to help organize
them for future use. The Categorize Question page allows the instructor to add a
question to multiple categories and to remove a question from a category. Also
from this page the Category Manager page may be accessed where new
categories may be created.

Categorize With the Advanced Functions selected, click either Add Category or Modify. The
Question page Categorize Question page will appear as shown below.
COURSES » HISTGO00 » CONTROL FAMEL > ASSESSMENT MANAGER > CATEGORIZE QUESTION
EZ categorize Question
@ Question Categories
Add to Category: W
Currently Categorized In: History question
If you want to define a new category for this guestion, modify a category, or remove a category, click on the Category Manager button.
@ Submit
Click OK to return to Add Question
oK )
Available The table below details the available functions on the Categorize Question page.
functions
To ... click . ..
add a question to a the drop-down arrow and select a category for the
category question. Click Add.
remove an image or Remove next to a category the question is currently
file categorized in. A warning pop-up window appears. This
action is irreversible.
add a new category Category Manager.
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Category Manager Page

Overview Instructors may add new categories, modify existing categories, or remove
categories using the Category Manager page.

Category Click Category Manger from the Categorize Question page. The Category
Manager page Manager page will appear as shown below.
COURSES = HISTEOD > CONTROL PANEL * ASSESSMENT MANAGER = CATEGORIZE QUESTION
EJ categorize Question
1] Category Manager
Add a new categary, remove a category, or modify a category. Categories should contain general terms that allow for effective searching
Add New Category: W
Existing Categories: History question Modify Remove
Science question Ll
2] Submit
Click "OK" to return to Question Categories
L]
Available The table below details the available functions on the Category Manager page.
functions
To... click . ..
add a new category Enter a new category name and click Add.
modify an existing Modify. The Categorize Question page will appear.
category
remove an existing Remove next to the image or file. A warning pop-up
category window will appear. This action is irreversible.
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Pool Manager

Pool Manager Page

Overview The Pool Manager Area allows instructors to store questions for repeated use.
Pools are course specific although pools from other courses can be imported.

Pool Manager Click Pool Manager from the Assessments section of the Instructor Control Panel.
The Pool Manager page will appear as shown below.

Pool Manager
B Add Pool ‘ B8, Search Poal B Import Poal e Export Pool
Last Modified Name # Questions
Aug 1, 2000 Irish American History Questions 3
CK )
Available The table below describes the available functions on this page.
functions
To... click . . .
add or modify a pool Add Pool. The Add/Modify Pool page will appear.
search for a pool Search Pool. The Add Pool page will appear.
import a pool Import Pool. The Pool Import page will appear.
export a pool Export Pool. The Pool Export page will appear.
modify a pool Modify. The Modify Pool page will appear.
remove a pool Remove. A confirmation box will appear. This action is
irreversible.

Page 204 © 2001 Blackboard Inc.



Blackboard 5, Release 5.6 Learning System Basic Edition (Level One) Instructor Manual

Add Pool
Overview The Add Pool page allows instructors to create a pool and populate it with new
questions and questions from previously created pools and assessments. This
topic describes how to begin adding a pool.
Pool Click Add Pool on the Pool Manager page. The Pool Properties page will appear as
Properties shown below.
page
COURSES * HISTE00 * CONTROL PANEL » POOL MANAGER * POOLPROPERTIES
(%) Pool Properties
@ Name and Description
Name: |\r\sh Ametican History Questions
Description:
Thiz pool contains gquestions for the Irish ;I
American History class.
=
@ Submit
Click "Submit" to continue.  Click "Cancel” to return to the previous page.
Cancel ) Submit )
Entry fields The table below details the entry fields on the Pool Properties page.
Field | Description
Enter Name and Description
Name: Enter the name of the pool.
Description: * Enter a brief description of the pool.

e Click Submit and the Add/Modify Pool page will
appear requesting the question type.

« Choose the question type by clicking the drop-
down arrow and selecting a question type from
the list. Click Submit. For more information on
adding a new question, refer to the Assessment
Manager section.
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Modify Pool
Overview From the Modify Pool page, instructors can change the name and description of a
pool, as well as the questions and the possible answers.
Modify Pool Click Modify next to a question pool from the Pool Manager page. The Edit Pool
page page will appear as shown below.
COURSES » HIST101 » CONTROL PANEL *POOL MANAGER >MODIFY POOL
(4 Modify Pool
(P Add ltem | @, Search Pool
Hame: k Colonial Period [ B Questions | Modify
Description: Questions from the first two weeks of the course.
T¥PE QUESTION TEXT
FIB King opposed the Puritan-dominated Parliment and started a Civil War.
FIE
W In what year was the Massachusetts Bay Cornpany charterad?
MC This Pilgrim leader on the Mayflower was instrumental in the creation of the
Mayflower Compact
Ord Place these events in chronalogical arder, beginning with the sarliest
TF The Massachusetts Bay Company had their headgquarters in London to maintain
close ties to the King.
Available The following table details the functions available from the Modify Pool Page.
functions
To ... Click . ..
change the name or Modify at the top of the page, across from the
description of the pool pool name.
change a question Modify across from that particular question.
preview a guestion Preview.
delete a question from the [ Remove. This action is irreversible.
pool
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Search Pool Page

Overview The Search Pool page may be used to search for questions that have been added
to a pool or questions in assessments. This section details the Search Pool page.

Search Pool Click Search Pool on the Pool Manager page. The Edit Pool page will appear as
page shown below.

COURSES > HIST101 > CONTROL PANEL >POOL MANAGER >EDIT POOL

[4 EditPool

@ Select PoolsiAssessments to Search

Select one or more Pools/Assessments to search in order to locate specific questions to import:

Assessments: [ Civil War Review Test — 18 Questions Preview
" Jacksonian Democracy - 1 Question Preview
™ Massachusetts Bay Colony — 6 Questions (Preview)
O Submit

Click "Submit” to continue locating questions to import into your Pool. Click "Cancel” to return to the previous page

Cancel ) Submit

Entry fields In the Select Pools/Assessments to Search area:
» Select a pool to search.
* Click Preview to view the questions in a pool.
* Click Submit.
 The Search Pool page, which allows the search to be narrowed, will
appear..
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Search Pool — Select Question

Overview This section describes the Search Pool page once a pool of questions has been
selected for searching.

Search Pool Click Submit on the Edit Pools page. The Search for Questions page will appear as
page — select shown below.
question

COURSES * HIST101 > CONTROL PANEL *POOL MANAGER >SEARCH FOR QUESTIONS

Search for Questions

@ searchFor Question(s)

Select one or more categories, guestion types, or question text to use as search criteria

Related Categories:
(To select more than one
sategary keep Ctrl key dovn)

Question Type: 5 [ Essay
[~ Fillin the Blank ™ Multiple Angwer
™ Multiple Choice [ Matching

= Ordering [C TruesFalse
Keywords: !
O Submit
Click "Submit” to finish. Click "Cancel™ to return to the previous page.
Cancel ) Submit )|
Entry fields The table below details the entry fields on the Search Pool page.
Field | Description

Search for Question(s)

Related Categories: | Select the categories that are to be included in the
search. For the most comprehensive search select ALL.
To narrow the search, select pertinent categories.
Question Type: Select the types of questions, such as multiple choice
and/or short answer to be included in the search. Hold
down the shift key to select more than one question
type.

Keywords: Enter a keyword to narrow the search based on a word
that is in the questions. Click Submit. The Pool Search
page, which displays the search results, will appear.
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Pool Search — Search Results

Overview The Pool Search — Search Results page displays the result of the search. This page
may be used to review the search criteria that were entered, to preview the
questions, and to modify the questions.

Pool Search Click Submit. The Pool Search page will appear as shown below.
page — Search
Results COURSES » HISTAOD » CONTROL PANEL * POOL MANAGER » SEARCH POOLS
@ Search Pools
<@ SearchResults
Located 3 Questions Matching Criteria
|Ouest\nn Categony: jIOuestiDn Type leext j
Type Text Owner Name
1 FIB ‘What year did the Irish immigrate to the US due to the "Great" potato famine? Paol Lf"_?'h American
istory
Questions
2 MC ‘What percentage of the Irish people are Catholic? Paol Lf"_Sh American
istory
Questions
3 TF There were more than one potato famine. Pool Lf"_Sh American
istory
Questions
Cancel ) oK )
Entry fields The table below details the entry fields on the Search Pool page.
Field | Description

Search Results
Question Category: | Click the drop-down arrow to view the categories that
were selected for the search.

Question Type: Click the down arrow to view the type of questions that
were included in the search.
Text: Click the drop-down arrow to view the text or keyword

that was entered for the search.

Click OK. The Pool Manager page will return.
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Pool Import Page

Overview Instructors may import questions for use in assessments. This section describes
how to import a pool using the Pool Import page.

Pool Import Click Import Pool on the Pool Manager page. The Pool Import page will appear as
page shown below.

COURSES » HISTGO0 > CONTROL PANEL » POOL MANAGER » POOL IMPORT

[?] Pool Import

@ Import Question Pool

Click the Browse button to locate a file to import.

Pool to import: Erowse.. I

O Submit

Click "Submit” to finish. Click "Cancel” to end this process and retum to the top of Poal Manager.

Cancel ) Submit )

Entry field Enter the path to the pool or click Browse to locate the path. Click Submit. The
Receipt: Success page will appear.
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Export Pool Page

Overview Questions may be archived for future use by using the Export Pool page. This
section describes the Export Pool page.

Pool Export Click Export Pool on the Pool Manager page. The Pool Export page as shown
below will appear.

COURSES » HISTEOD » CONTROL PAMEL » POOL MANAGER » POOL EXPORT

@ Pool Export

@ Select Question Pool to Export

Pool to export: |msh American History Ouest\nnsj

@ Submit

Click "Submit" to finish. Click Cancel to end this process and return to the top of Pool Manager

Cancel ) Submit )

Entry field In the Pool Export page:
» Select the pool of questions to be exported.
* Click Submit. The Receipt: Success page will appear.
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Online Gradebook

Online Gradebook Page

Overview The Online Gradebook posts all student grades associated with assessments. The
Online Gradebook also accommodates scores for essay questions and grades for
work completed outside of Blackboard 5.

Note: Assessments that are not available are not viewable from the Online
Gradebook.

Online Click Online Gradebook from the Assessments section of the Instructor Control
Gradebook Panel. The Online Gradebook page will appear as shown below.

page

COURSES » HISTE00 » CONTROL PANEL » OHLINE GRADEROOK

m Online Gradebook

» Report By User
Use this area to find a specific user. You can view statistics and assessment results, and modify and update scores for a user.

» Report By Item
Use this area to view information about a specific gradebook item

b Spreadsheet View
our standard gradehook view is located here. You can add, modify and reraove gradebook entries, including assessment results

» Export Gradehook
Export the gradebook as a comma-delimited text file

oK )

Available The following functions are available from the Online Gradebook page:
functions
» Report by User
Find a specific user and view statistics, assessment results, and
modify/update scores for a user.
* Report By Item
Find a specific gradebook item and view statistics, users scores, and
modify/update scores for a user.
+ Spreadsheet View
View a standard spreadsheet view.
» Export Gradebook
Export gradebook information such as hame and items in a comma-
delimited file.

Continued on next page
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Online Gradebook Page, continued

Gradebook Every student has a value for every gradebook item. If the value is not a
legend numerical representation of the grade, it will be one of the following symbols:

 Check mark: Completed

e Padlock: In Progress

» Dash: No Information

* Exclamation Point: Needs Grading
*  Question Mark: Gradebook Error

v Completed

& InProgress

- Mo Infarmation
I Meeds Grading
? Grading Error

* talicz denote a non-vizikble tem.
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Report By User Page

Overview Instructors may create a report of a student’s grades by using the Report by User
page. Information included on the report includes:

e  Statistics on a users average points and total points.
* Student’s scores per assignment or quiz.

Report By Click Report by User. The Report by User page will appear as shown below.
User
COURSES * HISTA01 » CONTROL PANEL » ONLINE RADEBOOK » REPORT BY USER
=
Report By User
SEARCH | azos | Aovancen | usTaL
NOTE: Depending on the number of records, this function may
take some time to process. Click the List All button to show the
list.
10 user(s) located
Dizplaying records 1-10
NAME USER NAME E-MAIL ROLE
Diarn, Brian hdarn bdorni@y ourinstitution edu Student
Franklin, Greg gfranklin gfrankling@yourinstitution. edu Student
Gude, Terry tgude tgude@@yourinstitution. edu Student
Johnson, Adam ajohnsaon ajohnson@yourinstitution. edu Student
Kearnsan, Julie jkearnson jkearnsoniE@yourinstitution. edu Student
Marcelli, Courtney cmarcell cmarcelli@yourinstitution. edu Student
Mary, Wallace miwallace rwallace@yourinstitution. edu Student
Ortiz, Wendy wioriz wortizElyourinstitution. edu Student Grades

Continued on next page
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Report By User Page, continued

Available
functions

The table below details the available functions on the Report by User page.

To .

Then . ..

search for a user using
the user’s last name or
user’s ID

Select the Search tab.

Enter either a last name or a user ID.

Select either the Last Name or User ID
option. All matching entries will be displayed.

search for a group of
last names that start
with a particular letter
or a user ID that starts
with a particular
number

Select the A-Z, 0-9 tab.

Click on the first letter of the last name or on
the first number of the user’s ID. All matching
entries will be displayed.

search using a value
found in the user’s
name

Select the Advanced tab

Enter a value in the Containing: field.

The search will return all users with that value
in their User Name.

Click the check boxes and select values from
the drop-down list to narrow the search.

list all users

Select the tab.
Click List All to list all the names enrolled.

view an overall
snapshot of a users
performance

click Grades. The top of the page provides statistics
on a users average points and total points. The table
below the statistics provides user scores per
assignment or quiz. Instructors have the option to
update or change a user’s score from the User page.

send an email to a
user

select an email address. A new blank email message
page with the user’s address in the To field appears.

return to the Online
Gradebook page

click OK.

Continued on next page
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Report By User Page, continued

Report
example
course Web site.

Below is an example of a Report for a User. Note that the instructor can change
the grade of an item from this page if that item is not an assessment within the

Report for Brian Dorn

User Information

Average Pointsfssessment:  NAA
Assessment Average: 0%
Total Points: 264
Scores

& InProgress

- Mo Information
I Meeds Grading
? Grading Error

COURSES = HIST101 » CONTROL PANEL = OMLINE GRADEBOCQLK = REFORT B USER = REPORT FOR BRIAN DIORN

Date Added Item Sortitems by: Hem Order [Set] Date Added Hame Type

AprG, 2001 Participation™ (sttendance) IBS 100 926
AprE, 2001 Mid-Term Exarm (Exam) IBS 100 85.4
AprB, 2001 Final Exarm (Exam) ISD 100 86.4
Aprf, 2001 Massachusetts Bay Colony (Quiz) 100 A,
v Completed Cancel ) Submit

Score Points Possible Class Avg.
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Report By Item Page

Overview Instructors may create a report of students’ grades by gradebook item by using
the Report by Item page. The report includes information such as:

e Students’ average points and total points.
* Student’s scores per assignment or quiz.

Report by Click Report by Item on the Online Gradebook page. The Report by Item page
Item page will appear as shown below. Click Grades to view all student grades for an item.

COURSES » HIST104 » CONTROL PANEL = ONLINE GRADEBOOK » REFORT BY ITEM

Report By Iltem

SEARCH | AZo09 : LIST ALL

NOTE: Depending on the number of records, this function may
take some time to process. Click the List All button to show the
list.

4 item(s) located
Displaying recards 14
MAME TYPE POINTS POSSIBLE STATUS
Final Examn Exam 100 Visible
Massachusetts Bay Colany Cluiz 100 Wisible
Mid-Term Exam Exam 100 Visible
Participation Attendance 100 Mot “isible
* ltalics denate 2 non-visible itam.

s

Search for an The table below details the search function on the Report by Item page.
Item

To. .. Then . ..
search for an item by e Select the Search tab.
Item Name or Type e Enter either an item name or type.

e Select either the Item Name or Type option. All
matching entries will be displayed.

search for an item e Select the A-Z, 0-9 tab.

that begins with a e Click on the first character of the item.
particular character

list all items e Select the tab.

. Click List All to list all items.

Continued on next page
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Report By Item Page, continued

Report Below is an example of a Report by Item.
eXampIe COURSES » HIST101 » CONTROL PAMEL » OMLIME GRADEBOOK » REFORT BY ITEM * REFORT FOR MID-TERM EXAM

Report for Mid-Term Exam

Item Information

Paints Possible: 100

Total Points: G964

Class Avg.: 56.4

Standard Deviation: 7. 1161757 4956288
“ariance: 50.64

High: 96

Lo 72

Scores

g
=l
=
=1
[

Date Graded User Sort users by: Last Hame First Hame User ID

Apr B, 2001 Darn, Brian (hdorn) IBS

Apr B, 2001 Franklin, Greg (gfranklin) |91

Apr B, 2001 Gude, Terry ttgude) IBD

Apr B, 2001 Johnsaon, Adam rajohnzon) I%
Detailed Click Detailed Analysis, to view statistics for each question on the exam. This

Analysis page function is very useful when analyzing the results of a survey. For example, in the
page below, an instructor can see that 100% of the students had the correct
chronological order for the events surrounding the Massachusetts Bay Colony. This
option is only available with assessments provided through the course Web site.

Analysis for Massachuselts Bay Colony
Total Responses=1

Question 1: Ordering

Place these events in chronological order, beginning with the earliest %o %o
Correct Incarrect

Correct Order

1. Mayflower Cormpact 100% 0%
2. Massachusetts Bay Company Charter 100% 0%
3. Civil War in England 100% 0%
4. Great Migration reaches 20,000 Puritans in the Massachusetts Colony 100% 0%

Question 2: TruelFalse

The Massachusetts Bay Company had their headguarters in London to maintain close ties to the King. %
Responses

X True 0%

v False 100%

Question 3: Fill In the Blank
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Spreadsheet View Page

Overview

Spreadsheet

View page

Available
functions

The spreadsheet is a powerful tool for managing course grades. The Spreadsheet
View is used to add gradebook items, input grades, weight grades, sort grades,
and remove grades.

Click Spreadsheet View on the Online Gradebook page. The Spreadsheet View
page will appear as shown below.

COURSES » HISTA01 » CONTROL PANEL > ONLINE 3RADEROOK » SFREADSHEET VIEW

28 Add item

Spreadsheet View

‘ Modify ltem

‘ &1l Remove ltem

| Export Gradebook ‘

Filter users by last name:IShDWA” 'I Filter items hy type: [ Show Al =

Sortitemns by: fiem Order [Set] Date Added  Name  Type
Sort users by: Last Name First Mame User D

Participation® Mid-Term Exam Final Exam Masa&:l;::]s::s Hay) Total Total Weighted
Attendance Exam Excam b Points Points

Dorn, Brian (heorn) a9 a5 a0 100 364 83.2
Franklin, Greq (gfrankin) 7a 9 =i - 260 a71
Gude, Terry (tgude) a7 80 85 - 262 a7.1
Johnson, Adam (sjchnson) 100 96 78 - 274 90

Kearnson, Julie (kesamson) o5 79 76 o 250 82.6
Marcelli, Courtney (cmarceli) 100 90 o4 - 284 946
Mary, Wallace (mwallace) 31 92 a9 - 272 90.5
Ortiz, Wendy (wortiz) g5 i} 94 - 265 8.9
Smith, Amanda (asmit) 98 93 80 - 2n 89.3

The table below details the available functions on the Spreadsheet View page.

To .

click . . .

add a gradebook item

Add Item. The Add Gradebook Item page will appear.

modify an item

Modify Item. The Modify Gradebook Item page will
appear.

remove an item

Remove Item. The Remove Gradebook Item page will
appear.

view statistics for a
gradebook item

the gradebook item’s name.

view statistics for a

user

the user’s name.

modify a grade

the grade that needs to be modified. The Modify Single
Grade page appears. Make the changes to the grade and
click on the Submit button to save the changes.

Continued on next page
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Spreadsheet View Page, continued

Available functions (continued)

To... Click . . .

Sort Items one of the Sort items by: links to display items as
column heads in that order from left to right. Items may
be sorted by:

e Item Order (click Change Item Order in the
top left of the spreadsheet to open the Reorder
Gradebook Items page. Select an order for each
item from the drop-down lists.)

« Date Added

« Name
*  Type
Sort Users one of the Sort users by: links to display users as row
heads in that order from top to bottom. Users may be
sorted by:

. Last Name
. First Name

e UserlD
Filter users by last Select a letter from the Filter users by last name
name drop-down list. Only users whose last name begins with
that letter will appear in the spreadsheet view.
Filter items by type Select a type of item from the Filter items by type

drop-down list. Only items that match that type will
appear in the spreadsheet view.

Weight Gradebook Click Weight Grades in the Weight row at the bottom
items of the spreadsheet.
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Add or Modify Gradebook Item Page

Overview Grades may be added or modified by accessing the Add Gradebook Item page or
Modify Gradebook item page. The fields on the Add Gradebook Item page and
Modify Gradebook Item page are the same. The difference being, the Add
Gradebook Item page opens with empty fields while the Modify Gradebook Item
page opens with populated fields.

Add or Modify  Click Add Item to add a new gradebook item. The Add Gradebook Item page will

Gradebook appear as shown below. Click Modify Item and the Modify Gradebook Item page

Item page will appear. Select the item to modify and click Submit. The Modify Gradebook
Item page will appear.

COURSES » HISTE00 » COMTROL PANEL > ONLINE GRADEBOOK > SPREADSHEET VIEW » ADD GRADEBOOK ITEM

[AY Add Gradebook Item

@ Enter Item Information

Name: |EUUkRepDrt

Type: Paper -7

Puoints possible: 100
@ Options

Make item visible to students now: ’__f‘"“_'Ves € Mo
© Submit

Click "Submit" to finish. Click "Cancel” to end this process and return to the Spreadshest view.

Cancel ) Submit )
Entry fields The table below details the entry fields on the Add Gradebook item page.
Field | Description
Enter Item Information
Name: Enter the item’s name.
Type: Select the item type, such as homework or test, from
the drop-down menu.

Points possible: Enter the total points possible.
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Remove Gradebook Item Page

Overview This section describes the Remove Gradebook Item page. The Remove Gradebook
Item page may be used to remove grades that were manually entered by the
instructor, which are called current items, or to remove grades that were
automatically entered by the system. The automatic gradebook items are called
current assessments.

Remove Click Remove Item on the Spreadsheet View page. The Remove Gradebook Item
Gradebook page will appear as shown below.
page

COURSES = HIST101 = CONTROL PANEL = ONLINE GRADEBOOK » SPREADSHEET VIEW = REMOWVE GRADEBOOK ITEM

Remove Gradebook Item
@ Select ltems to Remove

Current ltems: [T Final Exarn (Exam)
™ Mid-Term Exarn (Exam)
[T Participation® (sttendance)

* ftalics denote a non-visible tem.

@ Select Assessments to Remove

Mote that this only clears assessment atternpts, and does not rermove the assessment itself. Use the Assessment Manager
in the Control Panel to manage and remove the assessment itself.

Current A ts: [T husetts Bay Colony (Quiz)
€ Submit

Click Submit to finish. Click Cancel to retumn to the Spreadsheet view.

Cancel ) Submit )

Continued on next page
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Remove Gradebook Item Page, continued

Entry fields The table below details the entry fields on the Remove Gradebook Item page.

Warning: Click Submit and a Receipt: Delete Gradebook Item page appears. A
confirmation does not appear and this action is irrevocable.

Field | Description
Select Items to Remove
Current Items: Select the item to be removed. Items listed here are

entered in the gradebook manually. For example a
term paper may be entered and graded manually by an

instructor.
Select Assessments to Remove
Current Click the check box next to the assessment to be
Assessments: removed. Assessments are grades that are entered in

the gradebook by the system. For example a student
completes an assessment online and the system grades
the assessment and enters the grade in the gradebook.
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Adjust Gradebook Weights

Overview Instructors can set a weight for each Gradebook item to determine a final grade.
For example, a final exam may be worth 25 percent of a student’s grade while a
reading quiz may be worth only 10 percent.

Warning: In versions of Blackboard prior to release 5.5.1, the weighting formula
assumes that each item has the same points possible. If items have different
points possible, for example a quiz may have 20 points possible and a test may
have 100 points possible, weighting them will not give an accurate measure of
student performance. If you are unsure of the version of Blackboard 5, please
check with the system administrator.

Adjust Click Weight Grades from the Gradebook spreadsheet view to access the Adjust
Gradebook Gradebook Item Weights page shown below.
Weights page
COURSES > HIST101 » CONTROL PANEL > ONLINE GRADEBOO)K > SPREADSHEET WIEW > ADJUST GRADEBOOK ITEM WEIGHTS
[AY Adjust Gradebook Item Weights

Item Weights %

Item Points Possible Weight

Final Exam (Exam) 100 26 LA

Mlid-Term Exam (Exam) 100 30 o

Farticipation™ (sftendance) 100 30 LA

Massachusetts Bay Colony (Guiz) 100 0 LA

* talics dencte a non-visible tem. Cancel ) Submit )
Set weights To set weights, enter a percentage of the final grade for each item. The

percentages may equal less than 100 percent to allow for the addition of new
gradebook items. The percentages may not in total exceed 100 percent.

Page 224 © 2001 Blackboard Inc.



Blackboard 5, Release 5.6 Learning System Basic Edition (Level One) Instructor Manual

Export Gradebook Page

Overview Instructors can export and save a Gradebook for use in a spreadsheet program or
as a comma-delimited file.

Export Click Export Gradebook from the Gradebook spreadsheet view. The Export
Gradebook Gradebook page will appear as shown below. Follow the instructions to export the
page gradebook.

COURSES » HIST101 » CONTROL PANEL * ONLINE GRADEBOOK » EXPORT GRADEBOOK

Export Gradebook

Instructions

The exported gradebook has been saved according to the sorting and filtering options on the Spreadshest View. To download the file to your computer, follow the
instructions below

1. To save the file to a PC, right-click on "Save Exported Gradebook’, and select "Save link as ..." (Netscape) or "Save target as ... (Internet Explorer). To save it
to a Macintosh, click and hold down the mouse button on "Save Exported Gradebook', and select 'Save this link as ..." (Netscape) or 'Save target
as ..." (Internet Explorer). Mote that for Netscape B on the Macintosh, the menu will only appear if you hold the control key down while clicking on the link

2. Choose the directory in which to save the file.

3. After saving the file, open Microsoft Excel or a similar program, and go to the File menu. Select Open. On a Macintosh, this may be the only way to open
the file, as the system may not automatically associate the saved file with Excel

4. Locate the directory where the file is saved and double-click the filename (the file is named gradebook. csv by default.)

Save Exparted Gradehnoak
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Course Statistics Page

Overview Instructors can use the Course Statistics area to generate reports on the course
usage and activity. Reports can help the instructors determine whether they need
to add more content or other information to the course to increase traffic.
Instructors can view specific student’s usage to determine if some students
require extra assistance. The report appears in the form of a graphic.

Please note that, when viewing reports that include hit or access statistics, a hit is
tracked every time a request is sent to the Blackboard application. For example,
when tracking use of the Communication Area: a student accesses the
Communication area (1 hit), clicks Discussion Boards (2 hits), clicks a forum (3
hits), and clicks a message to read (4 hits).

Course Click Course Statistics from the Instructor Control Panel. The Course Statistics
Statistics page page will appear as shown below.

COURSES > HISTE0O0 » CONTROL PANEL » COURSE STATISTICS

[ course statistics

@ Select Report Filter

Report type: [Overall Summary of Course Usage 7|

Time period: & Alldates ' Between the following dates:

From: |Aug x| |01 = IZDDD -
Ta: Sep x| |07 x IZEIEIEI -

@ Select Users

Users: © AllUsers  © Selected Users:

Clinton, Wlliam -
Cox. Denise

Dae, Jane

Guest, Blackboardh
Hemandez, Dennis x|

Entry fields The table below details the entry fields on the Course Statistics page.
Field | Description
Select Report Filer
Report Type Select one of the following reports:

e Overall summary of course usage

e Main content areas report

¢ Communication areas report

« Group Pages area report

e Students

Time Period Click the All dates or Between the following dates
option. If the user clicks the between the following
dates button, the user must select from and to dates.

Continued on next page
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Course Statistics Page, continued

Entry fields (continued)

Report
example

Field | Description

Select Users

Select Users Click the All Users or Selected Users option. This

student’s usage.

provides instructors with the ability to determine each

Options

Do you wish to Click Yes to refresh the dataset with the most current

refresh the dataset? | data. Please note that the dataset is limited to 100,000
hits.

What information do | Select one of the following:

you want to display? e Total number of accesses per area

*  Number of accesses overtime
e User accesses per hour of the day
e User accesses per day of the week

e Total accesses by user

Below is an example of the Course Statistics report.

COURSES * HIST101 » CONTROL FANEL * COURSE STATISTICS

m Course Statistics

&1 Change Filter | 5[% Print ‘ Export Data

Overall Statistics
Statistics Generated on Thursday, September 6, 2007 6:09:40 AM

Total Mumber of Accesses per Area
Murmber of Accesses over Tirme
User Accesses per Hour of the Day
User Accesses per Day of the Week
Total Accesses by User

@ Total Number of Accesses per Area

Area Name Hits Percent
Communication Areas 151 10.56%
Main Content Areas 1083 75.78%
Group Areas B8 4.75%
Student Areas 141 9.66%

Total 1429 100%
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Finding Help

Introduction

Assistance allows the Instructor to research the online support site, browse the
online Instructor Manual, and contact support.

Assistance

Assistance appears in the right column of the Instructor Control Panel Tab.

COURSES » HISTI01 > CONTROL PANEL

[Ed control Panel

HIST101: AP US History Review
Sheila Mackey, Instructor

(ICONTENT AREAS

{coursE TOOLS

((COUuRSE DPFTIONS

I Add Users

List / Modi

A Course Material

Texthooks
Web Sites

Remove Users
Manage Groups

Course Information
Staff Information

Users

Course Calendar
Tasks
Send E-mail

Discussion Board Assessment Manager Online Gradebook

Pool Manager Course Statistics

LMassisTANCE

Resources
Course Marketing

Course Settings
LCourse Utilities
Course Images

Online Support
Online Manual

Contact Sys Admin

Online
Support

Click Online Support to open the Support Site in another browser window.

Online
Instructor
Manual

Click Online Instructor Manual to open the Instructor Manual in another
browser window. Please note that the online manuals are updated regularly.
Check here first for help with any of the features and functions in Blackboard 5.

Contact
System
Administrator

Click Contact Sys Admin to send email to the system administrator at the
institution for support.
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Accessibility Tips

Overview

Accessibility
Tips

Good teaching and learning practices suggest conveying information in as many
ways as possible. This is also valuable advice when creating accessible online
courses. This topic offers instructors information to assist them in designing
courses that are accessible to all users.

By offering students a variety of options for using online course materials
instructors can reach the whole learning community. When uploading an image,
video, sound file, or text file, think about ways to convey that information to
different types of learners. For example, if you post a complex image, supplement
it with a text file explaining it. If you post a text file, post illustrations to
supplement it. Create an environment where learners of many types and abilities
can absorb and comprehend the information.

The table below details options that will make online course materials more
accessible.

Topic Accessibility Tip
Non-text Include a text equivalent for items such as graphic images.
content e Supply alternative text in the Multimedia Options

settings when displaying an image.
e Supply a description on the Description field when
using more complex media.
Multimedia files | When uploading multimedia files, choose types of
multimedia that support synchronized captioning.
Synchronized captioning means that the captions are
synchronized with the audio content. When uploading a long
audio file, upload the transcript in a separate file
immediately above or below the audio file. When uploading
a shorter audio file, consider using the Description field for
the transcript.

The National Center for Accessible Media has developed an
authoring tool, MAGpie, for creating captioned multimedia.

For more information on this visit:
http://access.blackboard.com

Color Design Web pages so that all information that is conveyed
with color is also available without color. For example,
instead of asking students to choose between a red button
and a green button provide additional information, such as
“Select the red button with the word Stop on it.”

Continued on next page
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Accessibility Tips, continued

Accessibility Tips (continued)

Topic

Accessibility Tip

Tables

When data tables are created to upload to a course Web site
make sure to identify row and column headers. For data
tables that have two or more levels of row or column
headers use markup to associate data cells and header
cells. Sample code and instructions can be found in the Web
Accessibility Initiative HTML techniques documentation. A
link for this site can be found at
http://access.blackboard.com

Frames

Multiple sets of frames can be confusing to users, whenever
possible consider creating pages that do not use frames.

When using multiple frames include text titles that facilitate
frame identification. When HTML that uses frames is
uploaded verify that those frames are appropriately titled.
Make sure that title are appropriate even when the content
of the frame changes.

Screen Flicker

Design pages to avoid causing the screen to flicker with a
frequency greater than 2 Hz and lower than 55 Hz. Be
careful not to upload content, particularly multimedia files
that may cause the screen to flicker. This is important when
designing or choosing animated gifs, Flash files, DHTML-
enabled web sites, or other dynamic content.

Text only pages

Provide a text-only page with the equivalent information or
functions if there is no other way to present the original
information in an accessible way. Whenever possible, it is
better to make the original content accessible instead of
supplementing it with a text-only alternative.

Applets and
plug-ins

When uploading files that require plug-ins use the
Description field to add a link to download the plug-in. In
general, any file type other than HTML or images will
require a plug-in.

Please note that although the browser may show these file
types seamlessly (without appearing to need a plug-in), the
same files may not be visible on user’s computers, this will
depend on the software they have installed.

Continued on next page
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Accessibility Tips, continued

Accessibility Tips (continued)

Forms When creating forms make sure that form elements make
sense when read from left to right across the page. It is also
important to associate labels with form elements, such as
placing the text labels next to text input boxes. Make sure
that a form can be filled out and submitted when using only
the keyboard, rather than relying on the mouse.

HTML When uploading Web files that have been authored using
another tool (for example, Front Page, Word, Dreamweaver,
HomesSite), it is important to check the accessibility of the
pages first. Some tools, such as Bobby and A-Prompt, have
accessibility tools built in or available as plug-ins. Links to
these tools can be found at http://access.blackboard.com.

Resources For more information about accessibility, please visit the Web site
http://access.blackboard.com.
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