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Accessing Blackboard

Blackboard can be accessed directly (https://rsccd.blackboard.com) or through the colleges websites
(www.sac.edu or www.sccollege.edu).

To access Blackboard directly:
1. Open a browser window. It is recommended to use a recent version of Internet Explorer or Firefox. For

a of the browsers supported currently supported by Blackboard, go to the Blackboard Support site, or:
https://blackboard.secure.force.com/publickbarticleview?id=k AB7000000080ONu
HINT: To ensure functionality, view Blackboard in “Compatibility Mode.”

2. Enter https://rsccd.blackboard.com in the address window, then click “Go.”

%

File Edit View Favorites Tools Help

B|aCka°ard+

USERNAME:

|‘ | Use the Web advisor
| PASSWORD: User ID / Password

Username and Password Help

3. Compatibility mode can be enabled by clicking the “broken” or “torn” page in the upper right corner of
the screen. If the page is blue in color that indicates that compatibility mode is enabled. A gray page
indicates that compatibility mode is off. Click the page to enable compatibility mode. NOTE: This
option may not be available in all versions of IE. Compatibility may have to be set through the tool
bar.
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4. Compatibility mode can be enabled using the “Tools” menu in Internet Explorer. Click the Tools pull
down menu, and select “Compatibility Mode Settings.”
e .- -\l'['._; hitpe/ e rscod edu/ Pages fdefault aspx

File Edit View Favarites
Deelistir Browsing history..
InPrivate Browsing

Tracking Protection.,
ActiveX Filtering

Dragnose connection problems

Citrd + Shiift+ Dl
Cirl +Shift+P

Reopen last browsing session
Add site to Start menu

View downloads Cirl+)
Pop-up Blocker ’
SmartScresen Filter ’
Manage add-ons

I Companbility View settings
Subdctibe 1o this feed
Fead discovery '

Windows Update

F12 developer tooks

Intesnet oplions

5. The Blackboard website should appear in the “Add this website” box. Click the “Add” button. The
website will appear in the Compatibility View box. Click “Close” to exit.

Compatibility View Settings - EI

iy

Compatibility View Settings

I m Change Compatibility View Settings

aa)

Kh Change Compatibility View Settings

@4

Add this website: Add this website:

blackboard.com| Add Add
Websites you've added to Compatibility View: Websites you've added to Compatibility View:
Remove lackboard.com Remove

Display intranet sites in Compatibility View
[]use Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

Display intranet sites in Compatibility View
[ ] use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement




To access Blackboard through the college website:
1. Open a browser window. Enter www.sac.edu in the address window, then click “Go.”

e I.E_[wwv.r.sa cedy|

File Fdit httr S fwww sac.edn/

Shift + Fnter

2. On the Santa Ana College homepage, click “Blackboard” from the top menu.

Calendars Map Directory  WebAdvisor 8 Blackboard § RSCCD  Intranet  Translate A-Z

SANTA ANA COLLEGE Blackboard

| search for

] L] i
‘ Click to access ‘

Discover SAC | Current Students Future Students Academics | Continuing Education = Faculty & Staff | Foundation Accreditation

e ..

3. Anew browser page will open to Blackboard.

Blackboard 5
learn.

USERNAME:

| I/_ Use the Web advisor
PASSWORD:

| | User ID / Password

Username and Password Help

Blackboard v
£.1997.2013 Rlackhoard Inc_AN Rinhis Besanad |18 Patant N 7 463 395 and 7 658 RA3_Addiianal Batants Pondina
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Logging into Blackboard

Blackboard utilizes the Web Advisor User ID and password. The Web Advisor User ID is two (2) letters (first
and last initial) and five (5) numbers.
HINT: Use lower case letters for the User ID as the log in process is case sensitive.

1. Access the Blackboard site
2. Enter the Web Advisor User ID in the “User Name” field.

Blackboard Blackboard
learnt learnt

USERNAME: USERNAME:
Enter Web
] td12345
Advisor ID
PASSWORD: PASSWORD:

3. Enter the Web Advisor Password in the “Password” field.

Blackboard Blackboard
learnt learn”

USERNAME: USERNAME:
td12345

PASSWORD: :
Enter Web
Advisor seesteeee
: Password

4. Click the “Login” icon.

USERNAME: USERNAME:
td12345

PASSWORD: PASSWORD:
eeeeca0ee

m/_ Click to login
to Blackboard




Blackboard User ID / Password Help

To Find the Blackboard User ID:
1. Blackboard uses the Web Advisor User ID and password. For help with the User Name or password,
click the “Username and Password Help” link on the Blackboard login page.

USERNAME:

PASSWORD:

[ ‘.?.?fﬁ{.'.?.?m?...?'...'.!.‘..’..f.ﬁﬁ.ﬁ}?f‘.?.'ﬂ..ﬁﬁ'.ﬂ]

2. This link will redirect to the Web Advisor User Account Menu. To find the Web Advisor / Blackboard
User ID, click the “What’s My Web Advisor Login” link.

Santa Ana College & Santiago Canyon College
e

USER ACCOUNT MENU

l What's My WebAdvisor Login?

Change Password



3. Enter your Last Name in the “Last Name” field and either your Social Security Number in the “SSN”
field or your 7-digit Datatel Employee or Student ID number in the “Student Number” field. Click
“Submit” to continue.

What's My WebAdvisor Login?

In order to retrieve your WebAdvisor Login you must fill in your last name and one of the two additional identifying numbers.

* = Required Enter your
last name
Last Name~
OR Enter either your
Student Number II ? SSN or Datatel ID #

SUBMIT

& _ .
* = Required = Required

Last Name+ IDoe Last Name* IDOe

SSN |123456789 SSN |
OR OR

Student Number I Student Number |123456?

4. Web Advisor will display the User ID. Click “OK” to continue. The will return to the Web Advisor
Home Page.

Here's Your User ID

‘ Web Advisor and ‘
WebAdvisor Logi Blackboard User

| oK |

5. Return to the Blackboard login page at https://rsccd.blackboard.com to log in.
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To Reset the Blackboard Password or View the Password Hint:
6. Blackboard uses the Web Advisor User ID and password. For help with the User Name or password,
click the “Username and Password Help” link on the Blackboard login page.

USERNAME:

PASSWORD:

[ ‘.?.??I.'l?F.r.‘.?..!'?‘...’.!.‘..1.f.%r’f.?.‘.‘f{?.rﬂ..ﬂﬁ'?]

7. This link will redirect to the Web Advisor User Account Menu. To find the Web Advisor / Blackboard
User ID, click the “What’s My Password” link.

Santa Ana College & Santiago Canyon College
e

USER ACCOUNT MENU

p ey L0Qgin?
What's my passward



8. To view the password hint, click the “I might remember: Show my password hint” link.
What's my password

Click to view the
I might remember, show my password hint password hint

I don't remember, reset my password

| OK |

9. Enter the Web Advisor User ID in the “Web Advisor Login” field, then click “Submit” to continue.

Show my password hint

. _ :
= Required Enter Web ‘
WebAdvisor Login* Advisor User ID

[| SUBMIT |]

10. The next page will display the Password Hint entered for the User ID. Click “OK” to continue.

Here's your password hint

/_ I Password Hint I
The password hint for td12345 is: Elementary School

| ok

11. To reset the password, click the “I don’t remember: Reset my password” link.
What's my password

I might remember, show my password hint Click to reset
I don't remember, reset my password the password

| OK |




12. Enter your Last Name in the “Last Name” field and either your Social Security Number in the “SSN”
field or your 7-digit Datatel Employee or Student ID number in the “Student Number” field. Click
“Submit” to continue.

Reset my password

In order to retrieve your WebAdvisor Login you must fill in your last name and one of the two additional identifying numbers.

* = Required ‘ Enter your ‘
Last Name+ last name

T Enter either your

OR

Student Number Il SSN or Datatel ID #

SUBMIT ﬂ

® _ .
* = Required = Required

Last Name+ |Doe Last Name* |Doe
SSN |123456789 SSN |
OR OR

Student Number I Student Number |123456?

13. Next, select an Email address from the pull down menu to send the temporary password to. Click once
to select the Email address, then “Submit” to continue.
NOTE: This feature will only work if there is an Email address entered in Web Advisor.

Select an e-mail address

Click to select

* = Required
d Email address

Send my temporary password to this email address+ |

. suBMIT

* = Required

Send my temporary password to this email address+ ‘TC‘12345@RSCCD_EDU -tc12345@rsced edu WV

l SUBMIT '




14. A confirmation page will appear to indicate that a temporary password was Emailed. Click “OK” to
continue.

Santa Ana College & Santiago Canyon College
e

Reset Password Confirmation

Your temporary password will be sent to this e-mail address immediately: tc12345@rsccd.edu

OK

15. An Email from “Email Responses” with the subject line “Web Advisor Response” should appear in the
requested Email Inbox.

File Edit View Go Tools Actions Help Adobe PDF

{31 New v @& 3 X  aReply S ReplytoAll = Forward | 55 ¥ | £t & Send/Receive v [ | [ Search addres

=

Mail « |2 Inbox
Favorite Folders ¥ ‘Search Inbox R " ¥

. Pl
Mail Folders “ || Arranged By: Date Newest on top ‘:
2] All Mail Items -
= #4f Mailbox - Cottrell, Tammy 4 || J Today

& Deleted Items (139) =1 E-mail Responses ] 2:38 PM

Draft: i P ;
~ E Drafts Jlebadvisor response JReceived: Mon 12/2/2013 2:38 PM |

16. The Email will contain a temporary password. Use this password to log onto Web Advisor. The
password will be required to be changed at the first login.
NOTE: The period (.) at the end of the temporary password is not part of the password. Do
not include it when trying to log into Web Advisor. In the example below, the password would
be entered as pK70rb38 with no period (.) at the end.
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_/ Message Adobe PDF

WebAdvisor respanse - Message (Plain Text)

> =
, , , 3 ¥ : = y 34 Find
. Cd X 30 2 & di-" %
& _d _i} | g @ safe Lists =] I Jg”
2y Related ~ ~

Reply Reply Forward | Delete Moveto Create Other Block [ Not Junk Categorize Follow Mark as Send to
to All Folder ~ Rule Actions ~ || Sender b Up~- Unread | W Select~ OneNote
Respond Actions Junk E-mail ] Options El Find OneMote

Extra line breaks in this message were removed.

From: E-mail Responses

To: Cottrell, Tammy

T

Subject: WebAdvisor response

Your WebAdvisor password has been reset at your request.
®

Next:

1) Return to your web browser and Lo j— Use the temporary password

This is your new TEMPORARY password:jpK70Rb3B. .

% y P P to log onto Web Advisor, do

2) The first time you log in you must define a new pasq notinclude the period. on.
£

=

If you have received this e-mail in error, please contact your system administrator immediately.

Web Advisor / Blackboard Password Requirements: The password must be between six (6) and nine
(9) total characters (letters, numbers, special characters). The password must start with a letter, contain
at least two letters, one capital letter, and one number. Special characters (e.g. * &% $# @ ! ?, etc.)
may be used. The new password cannot resemble the User ID, the word password, or have more than
three (3) total characters in common with the previous three (3) passwords.

17. Once the password has been changed in Web Advisor, return to the Blackboard login page at
https://rsccd.blackboard.com to log in. Use the new password to log into Blackboard.



https://rsccd.blackboard.com/�

Blackboard “My Institution” Home Page

The Blackboard “My Institution” Home Page is the first page visible when accessing Blackboard.
m Santa Ana College

5] Tammy Cotirell 75 ¥

U

Link to SAC
Website

Global
Navigation Panel

Log

SAC Notifications Dashboard

e~

Add Module

Link to Notifications

Personalize Page 11
Dashboard
Inte, nships & .Inhs NRC In The News L My Organizations £ o3

Anni unci

NBC Learn In The News
Analysis: Governor Christie Cannot

Add a module
Try out thg
ad oo g to the page sraml Great

internshipy
For resu —
please see the Career/Job f |

Resource Center: 10 i resource
Santa Ana College: L-225, ¢
for students

Organizations where you are: Leader

SAC Student Online Orientation - Start Here!

SAC Student Practice Course

(714) 564-6254
Santiago Canyon College: D-
106, (714) 628-4805

My Courses .3

Instructor’s
Course Link(s)

Internships and Job Courses where you are: Instructor

Bb Basics (unavailable)

CHRi31IE orIVSE CuNTRUVERSY ITS Test Course
'WILL SCANDAL TARNISH 2016 APPEAL?

Tammy Cottrell

RELATED VIDEOS = TRANSCRIPT | SHARE i = —

Modules provide

< > Faculty Information Site 2013-2014
information and | Great Module | - New Technologies (Fall 2013) v
quick links ow! Santa Ana College Mi resource for Module Il - Intro to Online Teaching & Learning (Fall 2013)

What are you searching for: gzznrgirsiﬂﬂegizqfe? instructors :f;l Module Iil - Effective and Engaging Interaction (Fall 2013)

and workforce develop!

- N - Module IV - Assessment Methods for Online Courses (Fall
Where: community. Santa Ana College provides access and 2013)
\ \ equity in a dynamic learning environment that prepares

students for transfer, careers and lifelong intellectual Module V - Capstone Project (Fall 2013)
m pursuits in a global community.

Powered by: Blackboard Help

Browser Test

Browser Test

Use the button below to check if your web browser is
properly configured to use Blackboard

Blackboard Tutorials and Help

Test your Browser Distance Education Support

Use the SAC Distance Education website for:

* Online class schedules

+ Blackboard student and faculty help
Help and + Online/Hybrid degree advisement plans
« Frequently Asked Questions

Student Support at SAC for online/hybrid students

Support

The Institution home page has links to and information on (NOTE: The modules may appear in a different
order):

¢ Internships & Jobs Announcement

e Internships and Job Search

e NBC in the News

e Santa Ana College Mission Statement



e Browser Test: It is recommended that all users perform the browser test when first accessing
Blackboard.

0 HINT: Use Internet Explorer or Firefox, but ensure that Compatibility Mode is enabled for
the site.

e My Organizations: Provides links to orientations, practice courses and other organizations.

0 HINT: The Student Online Orientation is a great place for students to start. It contains some
instruction on how to be a successful online learner, and provides a course for students to
practice their skills.

e My Courses: Provides a quick link to all your courses

o HINT: The Faculty Information Site contains resources and information for instructors.
e Blackboard Help: Link to Blackboard help and tutorials
¢ Distance Education Support: Provides links to Distance Education resources and support.

To Customize the modules on the Institution Home Page:
1. To rearrange the modules, simply drag and drop the modules to the desired location. Modules can also
be moved by clicking the up/down arrows next to “Personalize Page.”

[ 5] Tammy Cottrell 4 ¥ L')

sSccC CEC Internships/Jobs

SAC Notifications Dashboard A

Add Module Personalize Page 11

Click to move

Internships & Jobs

NBC In The News

modules

‘Announcement

“ NBC Learn In The News

2. The “Reorder Modules” box will appear on the screen. Click on modules, then use the up (*), down (v),
left (<) , and right (>) arrows to move the module to the desired location. When all of the modules have
been placed, click “Submit.”

Reorder: Modules

Use to move

Column 1 Colt modules left/right
NBQ

Internships & Jobs Announcement \{ My Courses
Internships and Job Search Santa Ana College Mission My Organizations

Column 3

Browser Test Blackboard Help
Distance Education Support

Ay ALY AW
‘ Use to move ‘ _ _ —

modules up/down Cancel | Submit
—_—




3. To add a module, click the “Add Module™ icon in the upper left corner of the page.
m Santa Ana College 3 Tammy Cotrel 4 v ()

CEC Internships/Jobs

Notifications Dash

Click to add a A
Add Module module to the page

Personalize Page TL

‘ Internships & Jobs NBC In The News L My Courses 5 |
| Announcement .
| e, NBC Learn In The News s : : E

4. Scroll down the list of modules to find the desired one. Then click the “Add” button. Use the “Search”
field to search for a specific module.

Add Module

Modules are items that include content, links, or tools that can be added to personalize a page. Users can browse for a module by category or search module
titles and descriptions by keyword. Select a module More link or the Show/Hide toggle to preview that module. Select modules to appear on the page: SAC

Use to search
L Jlee s fOramodule

¥ Browse by Category

Page 1of3 > »

-
All Alerts

My Blackboard ‘ Don't fall bejpi Clle tO add ue and early warnings the courses you instruct. (More)...

Campus Informati My Blackboard
Campus Information Add module In My Blackboard
Student Services

5. The added module will appear at the bottom of the Institution Home Page. The module can be moved

by dragging and dropping it in the desired location.
Powered by:

n inbernships.com” Browser Test

Use the button below to check if your web browser is
properly configured to use Blackboard

My Calendar 20

Test your Browser

No ealendar events have
been posted for the next 7
days.

\ more calendar events...




6. Modules can be deleted from the Institution Home Page by clicking the “X” in the upper right corner.

Click to close
Calendar

remove it

No calendar events have
been posted for the next 7
days.

from the page

more calendar events...

7. A dialog box to confirm the deletion will appear on the screen. Click “OK” to remove the module from
the Institution Home Page.

- = —_—

Message from webpagess S s e E

|® This will remove My Calendar from this view. It will not be
permanently deleted.

| (o )l one

To personalize the look of the Institutions Home Page:

1. Click the “Personalize Page” icon in the upper right corner of the page.
m Santa Ana College Bl Temmy cotren 4 v ()

SCC CEC Internships/Jobs

SAC Notifications Dashboard

Add Module

Personalize Page

Internships & Jobs

Announcement

|
NBC In The News |
" % NBC Learn In The News
Try out the new Internships Abraham Lincoln's Emancipation Proclamation Goes on Display Courses where you are: Instructor




2. Follow the steps to select a color palette and theme. Click “Submit” to apply the changes.

Personalize: SAC

Cancel

1. Personalize Theme

Choose a color palette for all the elements on this page. Changes made to this page are displayed only to the user making the change.

Current Selection:

Page Title
The text goes here.

Module Title

Module text

(Restore to Default)
-1 Color Palette Library
Page Title Page Title Page Title Page Title
The text goes here The text goes here. The text goes here. The text goes here.

Module Title Module Title Module Title Module Title

To access the Notifications Dashboard:
1. Click the “Notifications Dashboard” link in the upper left of the Institution Home Page.

SAC

Add Module

Notifications Dashboard

2. The dashboard will contain the following modules:

o0 o

Needs Attention: Assignments, tests, surveys, etc. submitted by students

Alerts: Early Warning System that identifies students at risk

What’s New: Newly submitted assignments, discussion boards, etc.

To Do: This field will always be blank for an instructor. The To Do module is to let students
know what they need to complete to earn a grade.



m Santa Ana College -
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SCC CEC Internships/Jobs
SAC Notifications Dashboard A
Add Module Personalize Page 11
Needs Attention Alerts L] What's New L]
m Edit Notification Settings = Actions ¥ m Edit Notification Settings m Edit Notification Settings = Actions ¥
No Notifications Past Due Actions ) Courses/Organizations (2)
) No Notifications )} Discussion Board (7)
Last Updated: December 4, 2013 9:36 AM
Surveys (1
Early Warning System » ys (1)
To Do L
b Tammy Cottrell (4) Last Updated: December 4, 2013 9:36 AM
m Edit Notification Settings ) ITS Test Course (4)
What's Past Due Actions ¥ » Bb Basics (4)
) All ltems (0) L
Activity Alerts
i ¥ No Notifications
What's Due REIETE i
Select Date: Go Last Updated: December 4, 2013 9:36 AM
v
v Todav (0)

3. Modules can be rearranged, moved, and added as described above under the Institution Home Page.
4. The Notifications Dashboard can be personalized as described above under the Institution Home Page.
Global Navigations Panel:

1. Click on your name in the upper right corner of Blackboard.

C e

B.5 Tammy Cottrell

CEC Internships/Jobs




2. The Global Navigations Panel will appear as a drop down menu. The icons on the left side from top to
bottom are: Blackboard Home, Posts, Updates, My Grades, Retention Center, and Calendar.

Courses

Organizations

Settings

Click for Bb
? Help Page
4. Click “Courses” to expand the section, and access links to all current courses. Click the link of the

course to open it.
Courses \

RECENTLY VISITED

BbBaSICS (unavailable)

ITS Test Course

- . Click link to
Faculty Information Site 2013- access course




5. Click the “Organizations” button to access links to assigned Organizations. Click the link of the

organization to open it.

Courses

Organizations

RECENTLY VISITED

SAC student Online Orientation

~N

6. Click the “Settings” button toward the bottom. This provides links to Change Text Size, High Contrast
Setting, Personal Information, Edit Notification Settings, and the Notification Dashboard.

Courses

Settings \

Notifications Dashboaly

7. Personal Information provides links to “Edit Personal Information,” “Personalize My Settings,”
“Change Personal Settings,” and “Set Privacy Options.”

Personal Information

Edit Personal Information
it your Personal Information. Personal Information is your eontact information, name, address, phone number, and so forth. Use Privacy Options to set who can see

your Personal Information.

l Personalize My Settings !
‘pload a personal avatar and set which links appear on your My Settings navigation menu,
l Change Personal Settings !
i g - s, 1 1 this page you can contral Help, text, and language options.

G

Select which fields of your personal information can be seen by others.



8. “Personalize My Settings” allows the user to upload a profile picture, and set which links appear on the
“My Settings” navigation menu.

Personalize My Settings

1. Avatar image
Select a personal avatar to display. Note: If your administrator has enabled user profiles, the profile picture is automatically displayed as your avatar.

Display Options (® Do not display avatar image

(O Use custom avatar image
Recommended pixel size for an avatar is 150 by 150. Larger images should be clipped

Attach File Browse My Computer

2. My Settings Links

Choose links to display in My Settings

My Courses
Show cnly courses visited since: |:| days

My Organizations
Show only organizations visited since: l:[ days

3. Submit

Click Submit to proceed. Click Caneel to quit.

9. To add a profile picture, click the box next to “Use Custom Avatar Image.” Next click the “Browse My
Computer” icon. The profile picture will be displayed in the page headers, People tool, blogs, journals,
discussions, wikis, roster, and within notification modules including What’s New, Needs Attention, To
Do, and Alerts. A different profile picture can be added for each class. Instructions will be included in
a later section.

Personalize My Settings

1. Avatar image

Select a personal avatar to display. Note: If your administrator has enabled user profiles, the profile picture is automatically displayed as your avatar.

Display Options (O Do not display avatar image

-@) Use custom avatar image

Recommended pixel size for an avatar is 150 by 150. Larger images should be clipped

Attach File Browse My Computer




10. Select the desired file from the computer. Click “Open” to add it to Blackboard.
HINT: The recommended pixel size is 150 x 150. Larger images should be cropped before imported.

| | » Pictures v|"',- |_| Search Pictures P
Organize ~ New folder =~ 1 @
& Favorites *  Name Date modified Type i
B Downloads = IMG_1189.JPG 471372009 4:01 PM JPEG imag
* Recent Places = IMG_1412JPG 441372009 4:.02 PM JPEG imag
=
I | tc12345 e IMG_1531.JPG 5/26/2009 9:22 PM JPEG imag I
B Deskiop = IMG_1772JPG 11/7/2009 1121 AM  JPEG imag|=
b, Help Desk ol 11/7/200911:21 AM  JPEG imag
E l; IMG_2045.JPG I 1/10/2010 3:18 PM JPEG imag
e = IMG_2064.JPG 1/10/2010 3:18 PM JPEG imag
& SYSTEM (C) = IMG_2098.JPG 1/10/2010 3:19 PM JPEG imag
< diststf (\rsced.o! = IMG_2151JPG 5/31/2010 8:36 PM JPEG imag
J" AR = IMG_2247.JPG 5/31/2010 837 PM JPEG imag
- = IMG_2280JPG [tem type: JPEG image PEG imag
- Date taken: 3/31/2010 2:25 AM )
@ MNetwork b/ IMG_2350JPG Rating: Unrated Rl -
- n Dimensions: 2816 x 2112 3
Size: 1.95 MB
File name: IMG_2045.JPG v [AITFIES T=%) b
Open I ‘ Cancel |

11. This image should be displayed. Click “Submit” to update and add the profile picture to the account.

Personalize My Settings

P—
o m
-

1. Avatar image

Select a personal avatar to display. Note: If your administrator has enabled user profiles, the profile picture is automatically displayed as your avatar.

Display Options (O Do not display avatar image

(® Use custom avatar image

Recommended pixel size for an avatar is 150 by 150. Larger images should be clipped

Attach File Browse My Computer




12. A green confirmation banner will appear at the top of the Personal Information page. The picture is now
displaying next to the profile name.

m Santa Ana College

v‘ Tammy Cottrell § 3 ¥ (l)

Personal Information

Success: My Settings updated.

Personal Information

13. The Global Navigation Panel is always available on the main Blackboard banner at the top of the page.



Blackboard Course Home Page

The Blackboard Course Home Page is the first page visible when a course is accessed.

5] Tammy Cottrell 3 ¥ (_')

m Santa Ana College Link to SAC

website Link to sce CEC
Institutions

Internships/Jobs

Edi*Mo_deis/rm A

Course Home

. Home Page
Page Link Edit Mode

allows course

Home Page

w Tammy Cottrell modification

Add a module :
Home Page Add Course Module Customize Page T
Information £ to the page
Content R e
/| Course Menu [ituius %0 My Calendar 50
Discussions
Vo Colrse Announcements have been posted in the last 7 No calendar events have been posted for the next 7 days.

Tools days.
Help more calendar events...

more announcements...

COURSE MANAGEMENT To Do |!°
¥ Control Panel H Edit Notification Settings
Files My Tasks:

>
. Actions ¥
b Course Tools No tasks due. What's Past Due
7| Course

b Evaluation Management more tasks... b All ltems (0)
r Graae Center —_—

Menu What's Due =
F Users and Groups —

Select Date-
P Customization =
Edit Notification Settings | Actions ¥ m i

b Packages and Ultilities oea MOdUIeS prOVIde

b Help } Courses/Organizations (1) information & quick

» Tomqd  |inks to content

Last Updated: December 4, 2013 1:46 PM

p This (0)

b Future (0)

Needs Attention L ¥}

Edit Notification Settings | Actions ¥ Last Updated: December 4, 2013 1:46 PM

No Notifications
-0

Last Updated: December 4, 2013 1:46 PM N Edit Notification Settings

Actions ¥

Past Due

No Notifications

[
Early Warning System |

p Tammy Cottrell (4)

The default Course Home Page has links to:
e Course Menu: The menu students and faculty will use to navigate the completed course
e Course Management Menu: The menu faculty uses to create, maintain, modify, and manage the course.
¢ My Announcements: Class announcements
e My Tasks: Class tasks that need to be completed
e What’s New



e Needs Attention: Newly submitted assignments, discussion boards, etc.

e My Calendar: Class Events

e To Do: This field will always be blank for instructors. The To Do module is to let students know what
they need to complete to earn a grade.

e Alerts: Early Warning System that identifies students at risk

e Edit Mode: Edit Mode determines the view and if the course can be edited. It must be “On” in order
for the instructor to modify the course. When “Off” it simulates the student experience.

To Customize the modules on the Course Home Page:
1. To rearrange the modules, simply drag and drop the modules in the desired located. Modules can also
be moved by clicking the up/down arrow next to “Customize Page.”
NOTE: Any changes to the Course Home Page are made for both the instructor and students. This
allows instructors to customize the course look, feel and functionality for the students, and does not
allow students to remove critical content.

.': Tammy Cottrell 3 ¥ d)

SCC CEC Internships/Jobs

Home Page [ Edit Mode is: m A

0 OOEEEn Cick 10 move
modules

¥ Tammy Cottrell
Customize Page

Home Page Add Course Module

Information

Home Page

T
Cizmtiznd My Announcements # 0 My Calendar * O

2. The “Reorder: Modules” box will appear on the screen. Click on the module to select it, then use the up
(™), down (v), left (<), and right (>) arrows to move the module to the desired location. When all the

modules have been placed, click “Submit.”
|

Reorder: Modules

Column 1 Co Use to move
My Calendar erts modules left/right
My Announcements < o Do

What's New
Needs Attention

My Tasks
e v } N W
Use to move —
modules up/down Cancel

>




3. To add or remove a module, click the “Add Course Module” icon in the upper left corner of the page.

Eagcfl

Home Page
* Tammy Cottrell

Click to add a
Home Page Add Course Module Customize Page 11
‘ module to the page

Information &2

Eontant My Announcements £ 0 My Calendar "o

4. Scroll down the list of modules to find the desired one. Then click the “add” button next to that module.

Use the “Search” field to search for a specific module. To remove a currently displayed module, click
“Remove.”

Add Module

Modules are items that include content, links, or tools that can be added to personalize a page. Users can browse for a
module by category or search module titles and descriptions by keyword. Select a module More link or the Show/Hide
toggle to preview that module. Select modules to appear on the page: Home Page

N User to search
l%:] srod for a module Page 10f2 >/ »

v Browse by Category Alerts =
All Don't fall behind. Display warnings the courses
instruct. (M i
My Blackboard Su instruc ] Click to remove [
Remove In My Blackboard
Campus Information module

Toolbox

Blackboard Help =

News and Events

Blackboard Help m

Help and Support ore .
“ Click to add
Other In Help and Support
module " v

5. Return to the Course Home Page by click in the “Home” icon in the upper left corner, or “Home Page”
in the trail.

| I [Home Page ] Add Module

Add Module



6. The newly added module will appear at the bottom of the Course Home Page. The module can be
moved by dragging and dropping it in the desired location. )

et Tt o R D

} Tomorrow (0)

) This Week (0)

My Tasks:

No tasks due. b Future (0)

more tasks...—

Last Updated: December 4, 2013 2:46 PM

Blackboard Help

Blackboard Tutorials and Help

7. Modules can be deleted from the Course Home Page by clicking the “X” in the upper right corner.

N Click to close

My Tasks: module and remove

No tasks due. from home page

more tasks...

8. A dialog box to confirm the deletion will appear on the screen. Click “OK” to remove the module from
the Course Home Page.

Message from webpage n

I@ This will remove Blackboard Help from this view. It will not be

permanently deleted.
l 0K l ‘ Cancel




To personalize the theme of the Course Home Page:
1. Click the Change Course Theme “Color Wheel” icon in the upper right corner of the page.

CEC Internships/Jobs

Edit Mode is: m A

Customize Page 11

2. A list of themes will appear as a drop down menu. Scroll through the themes and click to select.

4w Default A

Color
Citrus
Coral
Flame
Fuchsia

Garnet

3. Once selected, the theme of the Course Home Page will change. A green “Success: Course Style
Updated” banner will appear on the home page.

FE Tammy Cottrell 40 ¥ U)
m Santa Ana College

ScC CEC Internships/Jobs

‘ ) Home Page { B | Edtmodeis: [EEDH ‘ ~
m Success: Course Style updated.
¥ Tammy Cottrell
Home Page
Home Page
Information & .
Add Course Module Customize Page 11
Content
Discussions
My Calendar Alerts
Tools
Help No calendar events have been posted for the next 7 days. m Edit Notification Settings
more calendar events... Past Due Actions ¥
COURSE MANAGEMENT

No Notifications

¥ Control Panel



To Personalize Modules:
1. Modules on the Course Home Page can be personalized by clicking the settings or personalize icon.

Home Page

Add Course Module
/| Clickto
My Calendar U personalize

module

No calendar events have been posted for the next 7 days.

more calendar events...

2. Follow the prompts on the personalization page to customize the module. Once all the changes have
been made, click “Submit” to continue.

Personalize: My Calendar

1. Edit My Calendar View

Edit display settings for the Calendar module.

Show Calendar Events Next 30 Days v

for:

2. Submit

Click Submit to proceed. Click Cancel to quit.

To Set the Available Course Tools:
1. Instructors can control which course tools are available for students in the class. Unused tools can be
removed from the Course Tools menu or link. To remove tools from the students course tools link, click
Tools” from the Course Menu.

* TC Bb Training

Home Page

My Grades

Tools
S—




2. Click the “Hide Link” icon next to the tools to be removed or hidden from the students Course Tool
page. Hidden tools can be reinstated by clicking the “Show Link” icon.

Tools

@ Announcements | Hide Link

Create and view Course Announcements.

Basic LTl too

This link is hidde
the "Tool Availability' page.

Connect to external tools suppoerting Basic LTT

@ Blackboard Help for Students

Open Blackboard Help in a separate window.

ide

) . Click to hide link
@ Journalp [ Hie Lk | on student menu

Create and manage journals that can be assigned to each user in a group jor the

purposes of private communication with the instructor.

McGraw-Hill Higher Education

and Manage McGraw-Hill products for this course through Blackboard.

Click to show link
on student menu

“ My Career | Hide Link

itermatia com

Access jobs, internships, and career tools from within Blackboard - powered by
Internships.com

3. The hidden links will be removed or hidden on the students” Tools menu.

Tools

@ Announcements

Create and view Course Announcements.

@ Blackboard Help for Students

Open Blackboard Help in a separate window.

Course Menu Bar:

Groups

&)

Create and manage formal groups of students to collaborate on work.

#'& Journals

LT
C

Create and manage journals that can be assigned to each user in a group for the
purposes of private communication with the instructor.

1. The Course Menu Bar is located on the left side of the Course Home Page and contains the Course
Menu, Tool Bar and Course Management Menu.

Home Page

a eexrre

* Tammy Cottrell

Home Page

Information £

Home Page

Add Course Module

B Edtvodeis: DN

Customize Page 1l

Content
Discussions
Tools

Help

My Calendar Alerts
No calendar events have been posted for the next 7 days. m
more calendar events...
Past Due

No Notifications

COURSE MANAGEMENT
¥ Control Panel
Files

Course Tools

My Announcements

Early Warning System
No Course Announcements have been posted in the last 7

days. p Tammy Cottrell (4)

more announcements. .. -
Activity Alerts

Evaluation

No Notifications

Grade Center

\ ) Users and Groups

v v v w

What's New

Edit Notification Settings

Last Updated: December 4, 2013 3:18 PM

Actions ¥

Edit Notification Settings | Actions ¥

A



2. The Course Menu Bar can be collapsed by clicking anywhere on the right edge of the menu bar, or by

clicking the left facing arrow (<) or chevron.

Home Page

Content
Discussions
Tools

Help

3. The Course Menu Bar will collapse into a blue line on the left side of the screen. To expand the Course
Menu Bar, click anywhere on the blue line, or the right facing arrow (>) or chevron.

+ Tammy Cottrell

Information #

COURSE MANAGEMENT

¥ Control Panel

Home Page

Click on the edge
of the menu to
collapse

Click to
collapse menu

Home Page

Home Page

Add Course Module

Click the blue line

B edtvocers: [ETN

Customize Page

to expand the
course menu bar

n posted for the next 7 days.

more calendar events...

4. To expand a section on the Course Menu Bar, click the right arrow (>) or “chevron.”

COURSE MAN

¥ Control Panel

b Files

Course Tools

Evaluation

Grade Center

Customization

AGEMENT

Packages and Ultilities

Help

)
>
P Users and Groups
>
)
o

Alerts

Past Due

AT_atm e

COURSE MANAGEMENT

Control Panel

Files

Course Tools

Announcements

Basic LTI tools

Blogs

Cengage Learning MindLinks™
Collaboration

Contacts

Edit Notification Settings

Actions ¥

T T T

T

A



5. To minimize a section on the Course Menu Bar, click the down arrow (v) or “chevron.”

COURSE MANAGEMENT COURSE MANAGEMENT
* Control Panel * Control Panel
b Files ) Files
w |Course Tools ) Course Tools

e —D>
Add Test Student p  Evaluation
Announcements
b Grade Center

Basic LTI tools

Course Menu:
1. The course menu is located on the upper left menu bar on the Course Home Page. The course menu
allows navigation through the course by clicking on “Home Page,” “Information,” “Content,”
“Discussions,” “Tools,” or “Help.” These categories can be customized.

Home Page

n,—m Home Page
¥ Tammy Cottrell

Home Page Add Course Module

Information &
Content
My Calendar
Discussions
No calendar events have been posted for the next 7 days.
Tools
kHEIP ) more calendar events...

2. The Course Menu Tool Bar at the top allows the user to Add, List View, Folder View, Display Course
Menu in a Window, Refresh the Course Home Page, and Reorder the Course Menu.




Course Management Menu:
1. The Course Management Menu is located on the lower left menu bar on the Course Home Page below
the Course Menu. The Course Management Menu is only visible to instructors and allows instructions
to create, manage, and modify the course.
COURSE MANAGEMENT
¥ Control Panel
b Files
Course Tools
Evaluation
Grade Center

Users and Groups

Customization

Packages and Utilities

v v Vv VvV Vv Vv <Y

Help

Edit Mode:
1. The Edit Mode Icon is located at the top right of the home page.

| Edit Mode is

Home Page

2. Edit Mode allows changes to be made to the course content. Edit Mode must be “On” in order for
instructors to add, modify, or delete course content and menus. To turn the Edit Mode on, click “Off.”

) . Click to turn
Edit Mode is: ‘ Edit Mode on ‘

3. To view the course from the student perspective, turn Edit Mode “Off.” To turn Edit Mode off, click
“On.” In this view no hidden links or content will be visible.

. . Click to turn
Edit Mode is: m_‘ Edit Mode off ‘




Breadcrumb Navigation
Breadcrumb is a navigation aid that allows students to keep track of the location within a course. The
breadcrumb is located in the upper left corner. Students can return to previous menus simply by clicking
the corresponding portion of the breadcrumb. The current page, is on the far right of the breadcrumb.
The pages are separated by “>” which indicates the relationship. To the left of the > is the parent page.
In the example below, “Articles” is located in “Unit 3.” “Unit 3” is the “parent” page or folder. Click
“Unit 3” to return to that folder.

Unit 3 » Articles

Breadcrumb: click any

part to access that page

E - =
rticles
Tammy Cottrell
Home Page i .
%j CNN: Some College Athletes Play Like Adults, Read Like 5-th Graders
Syllabus -
Please read this article and be prepared to discuss on the discussion board on Thursday.
Unit 1

Unit 2



Blackboard Course Menu

Course Menu Overview:
3. The course menu is located on the upper left menu bar on the Course Home Page. The course menu
allows navigation through the course by clicking on “Home Page,” “Information,” “Content,”
“Discussions,” “Tools,” or “Help.” These categories can be customized.

Home Page

Tools

kHelp

Content

Discussions

Home Page
* Tammy Cottrell
Home Page Add Course Module

Information &

My Calendar

No calendar events have been posted for the next 7 days.

) more calendar events...

Home Page = the Course Home Page

Information = Content Area (can be changed, hidden or renamed)

Content = Content Area (can be changed, hidden or renamed)

Discussions = Discussion Board

Tools = Student toolbox (e.g. Announcements, Help, Journals, etc.). This can be customized
by the instructor for the student.

Help = Blackboard Help

4. The Course Menu Tool Bar at the top allows the user to Add, List View, Folder View, Display
Course Menu in a Window, Refresh the Course Home Page, and Reorder the Course Menu.

Click to Add

Add is the first icon on the left. This allows instructors to add content area, module pages,

blank pages, tool links, web links, course links, subheaders and dividers.
o Content Area = Adds a new content area
0 Module Pages = Adds a link directly to a specific module (Alerts, Support,
Announcements, Calendar, etc.) on the menu. Links can be added for frequently used
modules for quick, easy access.
0 Blank Pages = Adds a blank page



o0 Tool Links = Adds a link directly to a specific tool (e.g. Announcements, Calendar,
Email, etc.) on the menu. Links can be added for frequently used tools for quick,
easy access.

0 Web Links = Add external web links to sites, articles, videos, etc.

0 Course Links = Links to a specific spot within the course (e.g. an article, video or
document)

0 Subheader = Creates a bold subheader in the course menu. This subheader can be
moved by dragging and dropping or using the Reorder Menu Items icon from the tool
bar.

o Divider = Inserts a line divider in the course menu. This divider can be moved by
dragging and dropping or using the Reorder Menu Items icon from the tool bar.

Click to view

in list format

e Listis the second icon from the left. This allows users to view the content menu in a list
view. List is the default view.

Click to view in
folder format

¥ Tammy Cottrell

&P Home Page

5] Syllabus &

=55 Content
[#-E5 Tour of Course Environme
[+ £5 Updating Faculty Informati
#-E5 Adding Content

5] Assignments
# Discussions

< >

: (3] My Grades
i @ Tools

& Help

o Folder View is the third icon from the left. This allows users to view the content menu in a
folder view. This is a very helpful view for students, as it will show the folder structure and
allows students to expand to see all the class materials.



Click to view in

another window

e Display Course Menu in a (new) Window is the fourth icon from the left. Clicking this
icon will open a new browser window and display the course menu.

Click to
refresh

e Refresh is the fifth icon from the left. Clicking this icon will refresh the window with newly
added content on the course menu.

Click to reorder

menu items

o Keyboard Accessible Reordering: Menu Items is the icon all the way to the right. This
allows users to move items in the Course Menu.
Reorganizing / Customizing the Course Menu:
Reordering the Course Menu:

1. The course menu is customizable. To reorder the course folders, hover over the item, then click the
arrow to the left side, then simply drag and drop the folders in the desired location.

- m C 1

¥ Tammy Cottrell

Click and hold to Home Page
drag and drop

item to new Information &
menu location

Content



2. Folders can also be moved by clicking the up/down arrows located on the far right of the Course Menu
Toolbar.

Click to move
course folders

3. The Course Menu “Reorder: Menu Items” dialog box will appear on the screen. Click the name of the
folder to be moved, then use the up () and down (v) arrows to move the folder to the desired location.
If there are numerous folders, use the scroll bar on the right side to access the folders at the bottom of
the list. When all the folders have been placed, click “Submit” to continue.

Reorder: Menu Items

Items
Home Page
Y Use to scroll
Content up/down in the
Discussions v folder list
Tools

l Mo b l
‘ Use to move ‘
Renaming Content Folder:

1. The default content folders can be renamed. To rename a folder, hover over it and click the down (v)
arrow or chevron.

folders up/down

¥ Tammy Cottrell
Home Page

1 |Information & 3
Content
Discussions

2. Select the “Rename Link” option from the menu.

|

Information & E

M
Content LI §

omen , Click to
Discussions rename link
Hide Link

Tools

Delete




3. The link will be selected. Enter the new link name, then click the green check mark to save. Click the
red “X” to return to the menu with no changes.

* Tammy Cottrell ¥ Tammy Cottrell
Home Page Home Page
Click to
information e —> |[Syliabus x| Xv?"
g—l save
Content Content

4. The new name will be displayed on the content menu.

v Tammy Cottrell

Home Page

Syllabus &

Content

Hiding, Showing and Deleting Content Menu Items:
1. Content Menu items can be hidden from students, shown to students or deleted (not recommended). To

hide an item, hover over it and click the down (v) arrow or chevron.

* Tammy Cottrell
Home Page . .
/_ Click to display
1 Information i r option menu
Content
Discussions

2. Select “Hide Link” from the menu.

Information &
Content o
Di ) Rename Link
iscussions . . .
Hide Link ]/ Click to hide link
Tools from students
Delete




3. A hidden link icon, represented by a box with a line through, will appear next to the hidden link.

¥ Tammy Cottrell

Home Page
Indicates link
[ Sylabu is hidden from
Content students

4. To unhide an item, hover over it and click the down (v) arrow or chevron to the right.

¥ Tammy Cottrell

Home Page

1 Information &

Content

Discussions

5. Select “Show Link” from the menu.

|
Syllabus & &
Content
Rename Link ;
Discussions . Click to show
Show Link link to students
Tools |
Delete

6. Menu Items can be deleted, however, this will delete the folder and all content permanently. The
content cannot be recovered once it has been deleted, so this is not recommended unless the folder is
completely empty and unused. To remove an item from the student’s view, “Hide” is recommended.
To delete an item, hover over it and click the down (v) arrow or chevron to the right.

¥ Tammy Cottrell

Home Page

1 Information & l

Content

Discussions



7. Select “Delete” from the menu.

]
Syllabus & .
Content R
) ] Rename Link

Discussions

Hide Link
Tools

Delete

8. A dialog box will confirm the deletion of the item. Click “OK” to permanently delete the item. Deleted
items cannot be recovered.

Message from webpage M

le To make the page unavailable, select 'Hide Link’ from the Menu,
. instead of removing it. Are you sure you want to delete?

Click to
permanently

[ oK ] Cancel delete item

Adding Course (Content) Links:
1. Toadd a content area, click the Add (+) icon on the left of the tool bar.

Click to add

course content

2. Click “Content Area” from the list of menu items to select it. Module Pages, blank pages, tool links,
web links, course links, subheaders and dividers can also be added from this menu in the same way.

Content Area
Module Page \_

Click to add
Blank Page content area
Tool Link
Web Link
Course Link
Subheader

Divider



3. An “Add Content Area” box will appear. Enter the name of the new folder in the “Name” field. To
make the folder immediately available to users, click the check box next to “Available to Users.” Click

“Submit” to create the folder.

B BN E

= m ® ¢ N

Add Content Area Add Content Area

LY. u1J
=~ Name:

i
i

Name:

I| I | +|Getting Started I

[ ]\Available to Users Available to Users

Click to make
available now Submit

=

4. The new content area will be displayed at the bottom. This can be moved by dragging and dropping or

using the Reorder Menu Items.

* Tammy Cottrell
Home Page
Information
Content
Discussions

Tools

Help
Getting Started & r

New items
appear at
bottom

5. Module Pages, Blank Pages, Tool Links (direct links to specific tools for students), Web Links (direct
links to external websites, articles, etc.), Course Links (link to a specific place or document within the
course), Subheaders, and Dividers can be added in the same way. All added links will appear and the

bottom and may need to be reordered.

Home Page

E amamcn

* Tammy Cottrell

Home Page Add Course Module

Syllabus &

Home Page

Content [
SR + My Calendar

Assignments
No ealendar events have been posted for the next 30 days.
Discussions

more calendar events...

My Grades

Tools My Announcements

Help No Course Announcements have been posted in the last 7
days.

B catvodeis [IEI A

Customize Page 11
Alerts
m Edit Notification Settinas
Actions ¥

Past Due

Ne Notifications

Early Warning System

» Tammy Cottrell (4)



Blackboard Course Management Tools

Course Management Menu Overview:
5. The Course Management menu is located on the lower left menu bar on the Course Home Page. The
course management menu provides instructors with tools to create, manage and modify the course.
Files, Course Tools, Evaluation, Grade Center, Users and Groups, Customization, Packages and
Utilities, and Help are available.

Home Page

Tammy Cottrell Home Page

(COURSE MANAGEMENT\ Add Course Module

Control Panel

Files

My Calendar
Course Tools
Evaluation No calendar events h

Grade Center

Users and Groups

Customization My Announcement

Packages and Utilities

- J

e Files = Search Files in the Course

e Course Tools = Tools to create and manage class activities, assignments, etc.
e Evaluation = Retention Center and reporting

e Grade Center = Maintaining student grades

e Users and Groups = User and group set up and maintenance

e Customization

e Packages and Utilities = Import, Copy, Export Course

e Help = Blackboard Help

No Course Announce




6. To expand a section on the Course Menu Bar, click the right arrow (>) or “chevron.”

COURSE MANAGEMENT

* Control Panel COURSE MANAGEMENT
b Files v Control Panel
» | Course Tools b Files

Evaluation —————. | oommemmemommmemmmmmmmmm———
> Course Tools
) Grade Center e
» Users and Groups Announcements

o Basic LTI tools
) Customization Blogs
} Packages and Utilities Cengage Learning MindLinks ™
> Hel Collaboration
e
P Contacts

7. To minimize a section on the Course Menu Bar, click the down arrow (v) or “chevron.”

COURSE MANAGEMENT COURSE MANAGEMENT
¥ Control Panel * Control Panel
b Files b Files

------------------------------------------------------------------------------------------------------------------------

Course Tools P Course Tools
........................................................................................... ="
Add Test Student } Evaluation
Announcements
Basic LTI tools P Grade Center
Blogs » Users and Groups
Cengage Learning MindLinks™

9ag ) S b Customization
Collaboration
Contacts P Packages and Ultilities



Files:

1. “Files” provides a single place where all files from the course are stored, and allows an instructor to
search for any course file. Click the down arrow (v) or chevron to expand the section. There will be a
folder titled with the course name. Click the folder to view all the files associated with the course. If any
files were imported from a previous course, there will be folder labeled with the course title “Imported
Content” and then a unique number. Click the folder to access the imported files. New folders can be
created to help with organization. Files can be selected by clicking the check box to the left. Click the
down arrow (v) or chevron next to the file for options to Open, 360 View, Edit Settings, Overwrite File,
Permissions, Alignments, Download Package, Copy, Move, and Delete. The last dated the file was
edited, and the total file size are also displayed.

COURSE MANAGEMENT

* Control Panel

Files Click to view
L TammyCottrell all course files

| lGo

-

Basic Search
Advanced Search

Files: TammyCottrell

Course Files is a central file storage area for a single course. With Course Files, not only do you have access to all of your
files, but you have the ability to manage, organize, and view those files as needed. When creating content for your course,
you can link to any uploaded items. When you change an item, all links to the itern in your course reflect those changes.

More Help
Click to create
Upload v Create HTML Object Create Folder Set Up Web Folder
P : ‘ new folder
Download Package Copy Move Delete Refresh
[ File Type Name Edited Size Permissions
Imported
. O = TammyCottrell ImportedContent 20140116020712 Jan 16, 2014 2:07:12 PM 21 MB\
files - I Total file size I
O @ i & Dec 4, 2013 11:27:35 AM 221 MB
Foe i i =
. n
Click to R
[E] (1).J 360" View Jan 8, 2014 9:15:11 AM 1.77 MB
select Edit Settings =
O [E] 5 ' Overvite File Jan 8, 2014 9:11:58 AM 1.77 MB
I Permissions =
— . Alignments (None)
O & Lynda Bb Essentials.docx Dec 16, 2013 8:50:34 AM 16.1 KB

Download Package
Copy
Move

Delete




2. To find afile, simply enter the full or partial file name in the “Search” box, and click “Go.” A *“Basic
Search” and “Advanced Search” feature are also available by clicking the links below the search box.

COURSE MANAGEMENT COURSE MANAGEMENT
¥ Control Panel ¥ Control Panel
+ Files ¥ Files
TammyCottrell TammyCottrell
oY | s
Basic Searcha__ Click for Basic Search

Click for
advanced search

Advanced Search Advanced Search?

basic search

3. The search will return all documents from the course with the key word.

Basic Search [ Edit Mode is: m

S vicctEl Search Content

COURSE MANAGEMENT

¥ Control Panel Download Package =~ Copy  Move  Delete

¥ Files
[0 Tvee Name Edited Size
TammyCottrell
O 5 Icourses/TammyCottrell/t-online-syllabus.doc Dec 5, 2013 1:54:15 PM 75.5KB
— =]
Basic Search
Advanced Search Download Package Copy Move Delete
} Course Tools Displaying 1 to 1 of 1 items Show All | Edit Paging...

4. Click the check box next to the document to select it. Then click the down arrow (v) or chevron to
access the menu. From the menu, the user can open the document, edit the settings, overwrite the file,
access file permissions, download package, copy, move and delete.

Download Package Copy Move Delete

Type e ged Size
Click to A Click for
Y bs/T Cottrell/t-online-syllabus.dof§ &% 5,2013 1:54:15 PM 75.5 KB
o select s/TammyCottrellit-online-syllabus. do £73: menu

Download Package Copy Move Delete

Open

Edit Sattings
Overwrite File
Permissions
Alignments (Mone)
Dovwnload Package
Capy

Move

Delate




Course Tools:
1. The Course Tools menu allows the instructor to add a test student, create or access announcements,

Basic LTI Tools, blogs, Cengage Learning MindLinks, collaboration, contacts, course calendar,
course message, discussion board, glossary, journals, McGraw-Hill Higher Education, mobile
compatible test list, Rubrics, SafeAssign, self and peer assessments, send Email, set Grade Center
due dates, tasks, tests, surveys, and pools, Turnitin Assignments, Turnitin Assignments by groups,
Wikis, and WileyPLUS.

Course Tools
McGraw-Hill Higher Education

Add Test Student
N Mobile Compatible Test List
Announcements :
Basic LTl tools Rubrics
Blogs SafeAssign
Cer‘c;l age Learning MindLinks™ Self and Peer Assessment
Collagbc?ration ’ Send Email
Set Grade Center Due Dates
Contacts
Tasks

Course Calendar
Course Messages
Discussion Beard

Tests, Surveys, and Pools
Turnitin Assignments
Turnitin Assignments by Groups

Gl
ossary WileyPLUS
Journals

2. Add Test Student permits an instructor to add a test student to their course. This will allow the
instructor to experience the course as a student, including completing assignments and tests. To create a
test student, click the “Add Test Student” link from the Course Tools menu. Blackboard will
automatically assign a test student User ID (usually the instructors User ID_s). Enter a password for the
test account, and check the “Enroll”” box to enroll the account in the course. Click “Submit” to continue.
Click “Cancel” to cancel the test account creation and return to the menu.

Create Test Student Account

You can use this feature to create a test student account, then enroll this student in your current course to be able to view

the course as a student.

Indicates a required field. Cancel m

1. user Name
This will be the User name of your Test Agfount Test account User
Username ' ID (aSSignEd by Bb)

2. Password

Enter the password you wish to use for this Test Account

Enter test account
password in both
fields




3. Enroll?

Would you like to enroll this Test Student on the Current Course?

Enroll
Check box to
enroll test account
4. submit in course
Click to create

Click Submit to proceed. Click Cancel to quit.
account

Cancel

3. If the account is successfully created, the “Modify Test Student Account” page will appear. As the test
account has been created, the Modify page will display when “Add Test Student” is selected from the
Course Tools Menu. The Modify Test Student Account allows the instructor to unenroll the test student
from the current course, reset or change the test student password, and / or delete the test student account
completely.

NOTE: Unenrolling and deleting the test student will delete all work done by that account in the
course. Deleting the test account will delete all the work as well as the account.

Modify Test Student Account

You already have a student account created and the user is enrolled in this course.

Unenroll Test User

Would vou like to unenroll this user from the current course?
Note: unenrolling the test user from this course will also DELETE all the work the test account did in the course.

| Yes, Unenroll Test Student (tc12345_s) from Current Course |h

Change Test User Password

Click to Unenroll
Test Student

| Reset Test Student Password (tc12345_s) | N Click to reset the test

account passwo rd

Delete Test Student

Delete the Test User completely.
Note: deleting the test user will remove the test account from all courses, DELETE all the work the test account did in those courses,
and will remove the test account. ‘

Click to delete
the test student

I Delete Test Student (tc12345_s) |P

4. Announcements will display all class announcements in newest to oldest order. Class announcements
can also be created from this page. To create an announcement, click the “Create Announcement” icon
at the top left.

Announcements

New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions.
Move priority announcements above the repositionable bar to pin them to the top of the list and prevent new

announcements from superseding them. The order shown here is the order presented to students. Students do not see the

bar and cannot reorder announcements.
Click to add an

N announpements appedr.below His e === == 2a s e e o e e L L +

No Announcements found.



5. The “Create Announcement” form will appear on the screen. Complete the subject line (Note: this is all
the students will see displayed without clicking on the announcement), enter and format the message
in the text box, if necessary set date restrictions, send an Email announcement, and/or add a course link
if needed. Click “Submit” to create the announcement. Click “Cancel” to cancel the unpublished
announcement and return to the menu.

Create Announcement

New Announcements appear directly below the repositionable bar and can be dragged to new positions to modify the
order.

More Help

* Indicates a required field. Canes

1. Announcement Information /—I Subject text color I
Bl G

lack

Enter

<& Subject

subject

Message CI kt
= [i= 1 [ A ICK TO
T T T Aral 3(12pt) T'::';:'J' 3 i ::
expand
I Enter announcement message I tool bar
Path: Words:0 4

Click to post

2. Web Announcement Option

Daiinn

. for duration
ot Date Restricted

Click to only of course
pOSt for ﬁ Date Restricted

SDECiﬁC dates Date Restrictions @)\splay After

I Select start / end time I

Enter dates as mm/dd/yyyy. Time fhayfpe entered in anylncr

isplay Until i
Enter dates as mm/dd/yyyy. Time e entered in any 1

Email Announcement end a copy of this announcement immediatel Select start / end date I
Students are still notified of this announcement even if this option is not selected

ment.

Select to send

Email copy

4. submit

Click Submit to finish. Click Cancel to quit.
Cancel | Submit I



6. A green confirmation bar will appear at the top of the screen if the announcement was successfully
created. The new announcement will be displayed.

Success: Announcement created.

Confirmation of the

Announcements new announcement

New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions.

Move priority announcements above the repositionable bar to pin them to the top of the list and prevent new
announcements from superseding them. The order shown here is the order presented to students. Students do not see the

bar and cannot reorder announcements.

Create Announcement

New announcements appear below this line -----------=---— e = == = oo e
/— Newest
) announcement Posted by: Tammy Cotirell
Welcome: Please Read "Getting Started” ) Posted to: Tammy Cottrell
displayed
Posted on: Sunday, December 8, 2013

Welcome to the class. Please read the "Getting Started” document under content. This will give
you some information about the class and how it will work. Please contact me with any questions.

7. Blogs allow the instructor or student to openly share their thoughts with the class. Some blogs may
permit comments by other users. The Blog page will display either “All Blogs,” “My Blogs,” “Course
Blogs” (allow for all students to submit), and “Blogs Permitting Comments Only.” Blogs are displayed
from newest to oldest. To create a blog, click the “Create Blog” icon at the top left.

Blogs

Blogs are an open communications tool for Students to share their thoughts.
More Help

Click to create
new blog
Create Blog

Display Blogs [JAELGE /_ Click to change
My Blogs blog view

Course Blogs
Blogs Permitting Comments Only

8. The “Create Blog” page will display. Enter the blog name, enter and format instructions for the blog in
the text box, select the availability, determine if the blog will only be available for a limited time, and
then select the start and end dates / times, select the blog type, settings, and if it will be graded and the
point value. Click “Submit” to create the blog. Click “Cancel to cancel the blog creation and return to
the menu.



Create Blog
A Blog is a collaborative tool that allows Students to post their personal reflection about the Course or diseuss and analyze

* Indicates a required field. Cancel m

1. Blog Information I Enter blog name I
25 Mame

Instructions

T T T T paragraph E Arial ﬂ 3 (12pt) E] == T~ 2~ @ F Use to
¥D0Ooa ElEEEEE=E|TiT — - V- format text
Q@B L ovmmus ~ T « ©© 4 H

I Enter instructions for the blog I

Path: Words:0 Y

2. Blog Availability

d- Select to make
Blog Availability -@ Yes W) No .
blog available

3. Blog Date and Time Restrictions

— =
Display After | l l I =
+ dates as mm,/dd/yyyy. T1'Jrlir1ay ¢ entered in mlyIrorc:

Display Until | I I I "\_j

nter dates as mm/dd/yyyy. Time m& be entered in any increment.

Limit Availability

I Select start / end time I

Select if the blog will
only be available for a

limited time

I Select start / end date I

4. Blog Participation

Blog Type @ Individual to All Students O Coursag?” Individual is for each
Allorer A C ts .
i A s student, Course is for all
Anonymous Comments students to contribute

are not recommended

(®) Monthly
Indexing will anize entries by the chosen time-frame.
(O Weekly . .
User Blog indexing
kllow Users to Edit and Delete Entries .
settings options

bllow Users to Delete Comments

6. Grade Settings

If a Due Date is set, submissions are accepted after this date, but are marked late.

@ o oradng /"~ | 'fgraded, enter
Determine If the rade : Points possible : g
] point value
blog is graded
7. Submit

Click Submit to finish. Click Cancel to quit without saving changes.



9. A green confirmation will appear at the top of the page if the blog was successfully created. The new
blog will appear at the top of the blog page.

Success: Current Events Blog Created
Confirmation of
Blogs blog creation

Blogs are an open communications tool for Students to share their thoughts.
More Help

Create Blog

Display Blogs |All Blogs v

Delete Availability

[1 Name Tyvpe Last Modified Date Entries
O l Current Events Individual 12/9/13 12:15 PM 0
Delete  Availability New blog is
displayed

Displaying 1 to 1 of 1 items Show All ~ Edit Paging...

10. Collaboration allows instructors to provide real-time chats, lessons and discussions. There are two
types of collaboration tools available: chat (the exchange of messages like instant message or text) and
virtual classroom (a shared online environment where users can view links, share a desktop, exchange

files, and chat). Two collaboration sessions are set up as part of the course default: “Lecture Hall”
(virtual classroom) and “Office Hours” (chat).

Collaboration Sessions
I Click to create new session I

Create Collaboration Session

Click to change

displayed sessions

Use to search for
Filter | Show All Go

Search by [ Session Name V]| ¥ Search specific session

Session Name

@Lacture Hall

@Of‘fice Hours '

Click link to launch Virtual Start Date End Date

Classroom session

Click to launch
Chat session

Displaying 1 to 2 of 2 items Show All  Edit Paging...




11. To launch a session, double click on a session name. A new window will open. Collaboration requires
the installation of Java. A dialog box will appear, click “Run” to install the application. To avoid seeing
the dialog box in the future, check the box for “Always trust content from this publisher,” and the
application will automatically run.

I A

Do you want to run this application?

y Name: blackboard.plugins.virtualclassroom. ...
EE'J Publisher: Blackboard Inc
[ Sy
From: https://rsccd.blackboard.com:8443

This application will run with unrestricted access which may put your computer and

Check box to _\ personal information at risk. Run this application enly if you trust the publisher.
avoid the dialog @Iways trust content from this publisher
box in future

E More Information . Run

[ Cancel

12. The collaborative session will open in a new window.

-
(=) Blackboard Virtual Classraom - Internet Explorer

!I!!J https://rsccd.blackboard.com/webapps/collab/ve/links/vowi i 39961 1&course_id= 39199 1&group_id=&appMName=chatVcApp&usernan ﬂ
Session Tool Bar i
‘m View [3] Contiols (B Clear 63 End B Breakouts Lecture Hall (Moderator) omoo

o Xn e xaviaasao
Map — A
%Groupﬁrowser B
Ask Question .
T I Session Tools I
hiteboard
HNZEEOE Current tool
and options
H
i
Fi Coor T ~
Il |
Pen Color. T ~
[l Line Width: 2 - -
Font: Arial hd
Font Sze: 36 N L4 >
— ) | e | ) l [Tammy Cottrell joined the session] cec 2, 2012 1:12.54 FM PST \ .
Sy Cotire I Session Log I
I Participant list I
[l
|
& Compese W Send
§ Userinfo B Private Message eo T ™
#156% v .




13. The virtual classroom allows the instructor a number of options. On the top tool bar, “View” allows the
instructor to select how private messages are shown, “Controls” allows the instructor to set the
acceptable activities for active and passive users, “Clear” will clear either the local display or all users’
displays, “End” will terminate the virtual session and expel all users, and “Breakouts” allows the
instructor to select student(s) to breakout into a separate “breakout” or private session.

2 Blackboard Virtual Classroom - Internet E:-:plc-rer_

_ https.//rsccd.blackboard.com/webapps/collab/vc/links/vc

mview I:u:untrn:uIE Eﬁﬂlear f‘:iEn-:I B¢ Breakouts ]

[roos ]

14. The instructor has tools available for use in the session: Map, Whiteboard, Group Browser, Ask
Question, and Question Inbox. The tool highlighted is the one currently selected.

i Y roup Browser

(2} Ask Question
{7 Question Inbox (0)

a. “Map” shows the content of the course, in a “tree” format.

o el el

Map

(=4 Content
=l Sylabus
e
[#- | Content
. Assignments




b. “White Board” allows the instructor to display text as if writing on a classroom whiteboard.
The instructor can also change the fill color and pen color using the menus at the bottom of the
tool box, and draw colored squares, circles, and lines. The white board will open as a separate
window. Type in the text box provided. Click the red “X” in the upper right corner to close the
window and return to the virtual classroom. If a Java dialog box appears, click “Run” to

continue.

Whiteboard
Controls| Tools

BN EE 0T

Click to
close

|£] Whiteboard Text Input % & & # = ﬁ

I Enter Text I

| Line Width:| 2
Font: [arial

Font Size: .36

Fil Color: N
Pen Coor:

B lsert

c. The “Group Browser” allows the instructor to guide students to and through a website. Enter
the Web address in the “Enter Address” field, select “Display to Users” (Preview in New
Window can also be selected), then click “Go.” The URL will be displayed in the session

screen.

Group Browser

Display to Users

Enter web ‘

address

?/V

[Tammy Cottrell joined the session]

[Tammy Cottrell displayed the following URL: hitp:/fwww cnn.com]
[Tammy Cottrell |eft the session]

[Tammy Cottrell joined the session]



d. “Ask a Question” allows the instructor or students to post a question. The question is entered
into the “Enter Question” field, then click “Send” to submit.

Ask Question
Enter Guestion:
/'" Type question
in text box
I Click to
& Compose | ! submit | B Send

e. The question will appear in the instructors “Question Inbox.” The instructor can choose to
“Respond to current question,” or “Delete” it from the class. Click on the name of the person
to select the question. The question will be displayed in the “Question” box. When responding,
a separate dialog box will open. Type the response in the dialog box and click “Send.” The
question and answer will appear in the session screen.

S _

& Question Inbox (1}
Al Question Inbg
Mo w

Respond to
question

Delete

auestion

Tammy Cottrell

M| cuestion:
Wnat iz a2 blog?*” Submitted

question

"

|£:| Respond to Question

(Guestion:

L

What i= a klog? A

Response:

Enter - N [Tammy Cotirell displayed the following URL: hito:/fwww.cnn.com] D=c 9, 2012 1:51:
response [Tammy Cattrell [ the session] 0= 3, 2012 1:51.48 Py FaT

[Tammy Cattrell joined the session] Dec 3, 2013 151 50 FM FST

Question from Tammy Cottrell: Whatis ablog? o=c 2, 2013 15721 P paT

/ Response from Tammy Cottrell- Ablog is an online webpage where an individual

|:| Private B Send shares links, efe, oecs 2012 187 21 P Ps




15. “Participants” will show who is participating in the virtual classroom session. Private Messages can be
sent to a participant, but clicking the participant name to select, and then “Private Message.” Enter the
message text into the dialog box, and click “Send.” The message will appear in the session screen.

Participants(1) Role | (™ (0) [~ . ﬂ
Tammy Cottrell [ = | | |£ ) Compose Privat... i J,E_h

Private message to: Tammy Cotirel

/_ Enter

message

I Click to send I \[_'
1 User Info lE:} Private MESEQE' ﬁ ﬂ B Send

[Tammy Cottrell joined the session] Dec 2, 2012 1:12:54 FM FET
[Tammy Cottrell displayed the following URL: hitp:fwww.cnn.com] Dec 9, 2012 1:51:45 FM PST
[Tammy Cottrell |eft the session] pec 5. 2012 15142 F
[Tammy Cottrell joined the session] Dec 2, 2013 1:54
Question from Tammy Cotirell: Whatis a blo-g‘? Dec ', 2012 1:57:21 PM PST
Response from Tammy Cottrell: Ablogisan onllne webpage where an individual records opinions,
sharesllnks efc. Dec 8, 20123 1:57:21 PM PST

e from Tammy Cotirell: Do you need more examples of expressionism? Dec 2, 20132

16. To end a virtual classroom session, click the “End” icon on the top tool bar. Do not use the red “X” to
close the browser window, this will only close the window and will not end the virtual classroom

session. Click “OK” on the End Session dialog box to end the session and expel the users. Click
“Cancel” to cancel. A confirmation box will pop up, click “OK” to confirm that the session has ended
and close the browser window.

Click to end
E EB view (23 contrals  [Hclear m E» B] session

-

End Session ﬂ

End this session and expel all users?

d |
Click on OK to end session, click Cancel to return to session. Session ended ﬁ

This session has been ended by Tammy Cottrell.

When the "OK" button is clicked, your chat window will close.

Cancel QK )




17. “Chat” sessions allow the instructor to chat with any student that logs onto the collaboration session.
This is similar to texting or instant messaging.

|£] Blackboard Chat i e & » = |.. . @M
9 End

: Click to end
m \.’ieuu 27 Contrals Eﬁclear session (Moderator) D oo & E
| | | ]
L. — | l o [Tammy Cottrell joined the ses5i0n] Dec 2, 2013 2:27:44 AM PST

Participants -\ ~ Role O | Tammy Cottrell et the session] o=c s, 2012 5:32:12 2 F=T /_ I Session Log I
- [Tammy Cottrell joined the session] Dec 2, 2012 2:52:54 FM PST

[Tammy Cottrell |eft the session] Cec 8. 2012 2:54:25 FM FST
[Tammy Cottrell joined the session] Dec 2, 2012 2:54:28 PM PST

B Send

1 Uzerinio B¢ Private Meszage ﬁ message

Click to send i

18. New collaboration sessions can be created by clicking “Create Collaboration Session” at the top of the
page.

Collaboration Sessions

Create Collaboration Session Click to create
—_— new collaboration

Filter | Show All v]| Go

Search by | Session Name M ‘ Search

19. Complete the fields for “Session Name,” and enter the dates of availability (start / end date) for the
session. Ensure that the session is available and that the “Yes” box is selected. Select the collaboration
tool (chat or virtual classroom) from the pull down menu. Click “Submit” to create the collaboration.
Click “Cancel” to cancel the creation of the collaboration session.

Create Collaboration Session

Collaboration Sessions are real-time lessons and discussions. Two Collaboration Tools are available: Chat and Virtual
Classroom. Chat is an exchange of text messages online. Virtual Classroom is a shared online environment where users can
view links, share desktops, exchange files, and chat. Both types of collaboration can be recorded and saved for future
review. More Help

* Indicates a required field. Cancel m

1. Session Name

7% Session Name TammyCottrell 12109713 | ‘ Enter session ‘

name




2. Schedule Availability

Select Dates of Availabilly ] start Aﬁerl

| @ || © Select the available

Enter dates as mm,/dd/yyyy. Time may be entered in any increment.

dates / times

[ End After |

& | | ©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Available

Select to make
available

3. CcCollaboration Tool

Click Submit to proceed. Click Cancel to quit.

Choose Tool for this Chat v L
Session \
4. submit

Choose
collaboration type

|

20. A green confirmation will appear at the top of the page if the collaboration was successfully created.
The new collaboration will appear at the bottom of the collaboration page.

Success: Session created.

Collaboration Sessions

Create Collaboration Session

Confirmation of
created session

E Review for Test 1
)

Filter [ Show All v| Go
Search by [ Session Name V]| Search
Session Name Tool Start Date End Date
@Lecture Hall Virtual Classroom
@Ofﬂce Hours Chat
New
= m 12/9/13 11:00 AM

collaboration




21. Contacts allows an instructor to create contacts and contact folders for the course. For example, an
instructor could create a contact for themselves and any teaching assistants. The first contact an
instructor creates should be their own. To create a contact, click “Create Contact” from the top of the
contact page.

Contacts

Click to create

Create Contact course contact

Create Folder

No items found.

22. Complete the profile information, including title, first name, last name, Email address, work phone
number, office location, office hours (include “online” office hours), and any notes.

Create Contact

1A N .
" Indicates a required field. Cancel m

1. Profile Information

Provide an email address and a title, first name, or last name.

Title [

First Name I | Complete profile
Last Name | | information

3 Email | \

Work Phone | ‘

Office Location

B

- /_ Enter office location
(building / room)
Character count: 0 4
Office Hours
Cd /_ Enter physical and/or

virtual office hours

Character count: 0 4

Notes
— Use tool bar to
T T T F paragraph Arial E| 3 (12pt) M EFEERT 2] Aa_:c

— 2 ‘ configure text
¥ D0Oa EEE=EE = s b — |t | (2]
‘il 59 « © ® .L H HTML

/_I Enter notes I

Path: Words:0 4




23. Next, make sure to make the profile available to student, by selecting the check box next to “Yes” under
Options. It is strongly recommended that instructors add a picture of themselves. Studies have shown
that student’s relate best and have better outcomes when there is a more personal connection with the
instructor. To add a picture, click the “Browse” button next to “Attach Image.” Select the image from
the computer to upload, then click “Open.” Click “Submit” to create the contact.

NOTE: For best results, the image size should be 150x150 pixels. Pictures may need to be cropped
before uploading.

Don’t have a picture? Contact Joe Pacino at Pacino Joe@sac.edu to schedule a picture. Joe will be
able to take a digital picture and assist in editing it to the correct size. Joe will provide a file ready to
be uploaded into Blackboard.

Select to make

Make the Profile Availabl P No

Attach an image. For best results, the image st

2. Options
‘ available to students

Current Image None

j_ I Click to add a picture I
Attach Image l Browse

3. submit

Enter a personal
website link

Click Submit to finish. Click Cancel to quit.

-‘@@vh » Pictures ictur

Organize ~ New folder
Favorites = Name Date modified Type i
ls Downloads = IMG_0842JPG 9/14/2008 10:00 PM JPEG imag| ]
<» Recent Places = IMG 0858.PG_JJ 9/14/2008 1006 PM  JPEG imag|
I | tcl2345 = IMG_1060bw.jpg 2/18/2009 9:29 PM JPEG imag I
B Desktop = IMG_1188JPG 4/13/2009 401 PM JPEG imag—"
| Help Desk = IMG_1189JPG 4/13/2009 4:01 PM JPEG imag
= = IMG_1412JPG 4/13/2009 4:02 PM JPEG imag
= IMG_1531JPG ftem type: JPEG image 5/26/2009 9:22 PM JPEG
& Computer b= VB35 Date taken: 3/7/2009 12:05 AM | 2/ ety mag
& SYSTEM (C) &= IMG_1772JPG) Rating: Unrated 11/7/2009 11:21 AM  JPEG imag
= Dimensions: 2816 x 2112 7 91 2
i = IMG_1777JPG 11/7/2009 11:21 AM JPEG imag
< diststf (\\rsccd.ol = L Size: 171 MB Wi g
< winapps (\\dona = IMG_2045JPG 1/10/2010 3:18 PM JPEG imag
= IMG_2064.JPG 1/10/2010 3:18 PM JPEG imag
€ Network = IMG_2098JPG 1/10/2010 3:19 PM JPEG imag ~
sall < 11l | »
File name: IMG_0858.JPG ~ [AnFiles ¢ -
[ Open ] l Cancel l



mailto:Pacino_Joe@sac.edu�

24. A green confirmation will appear when the contact has been created. A red alert will appear if the
uploaded picture exceeds the recommended file size. In this case, the photo can be edited and
resubmitted. 150 x 150 pixels is the size recommended by Blackboard for images.

Success: Contact created.

The file uploaded exceeds the recommended pixel dimensions for the area where the file will be seen. It will be resized to fit 150
pixels wide, and some distortion may occur.

Contacts Indicates picture

was resized

Tammy Cottrell

Email Cottrell_Tammy@sac.edu
Work Phone (714) 564-5555

Office Location Cesar Chavez, Building A, Suite 101

Office Hours Monday: 8:00 am - 10:00 am Tuesday: 1:00 pm - 2:00 pm Thurday: 4:00 pm -
6:00 pm

Notes

Email messages will be responded to within 24-hours, Monday - Friday.

25. To help organize the contacts, folders can be created. To create a folder, click the “Create Folder” icon
at the top of the page.

Contacts

Create Folder Create Contact

No items found.

26. Complete the folder information. The folder name can be selected from a prepopulated pull down menu
next to the “Name” field, or a folder name can be entered in the “Enter Name” field. The color of the
name can be selected, and descriptive text can be entered in the text box. To make the folder available
in the course, under “Options” select “Yes” next to “Make Folder Available.” Click “Submit” to create
the folder. Click “Cancel” to return to the menu.

Create Folder

* Indicates a required field. Cancel m
1. Folder Information Confacts I Select Folder Name I

Teaching Assistants
Guest Lecturers

3 Name Add text below’

Choose Color of Name . Black I Enter FOIder Name I

Text

T T T F Pparagraph Arial 3 (12pt) =i T Eia
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p- e
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descriptive text




Path.

2. Options

Make the Folder Available

Select to make
available

3. Submit

Click Submit to finish. Click Cancel to quit.

Words0

=

27. A green confirmation will appear when the folder has been successfully created. The folders will appear

at the top of the contact list.

Success: Teaching Assistants Folder created

Contacts

Create Folder Create Contact

B Teaching Assistants

28. Course Calendar allows the instructor to set up a calendar of events for the course. Calendar items will be
visible to students on the course calendar. The calendar view will show all calendar items for each course
calendars in which the user is enrolled as an instructor or student. The calendar items will be color coded by
course. The list of calendars will be on the left menu. The calendar view can be changed to display the day,
week or full month. NOTE: Assignments and assessments created in Blackboard with an assigned due
date will automatically be added to the course calendar.

|*c

[— Click to add
Calendar ,| <2 }aa,’_ember 2013 Click to change |
— calendar item
p——— month displayed
: 3
“ December 2013 > Calendar VleWS
S Mo T We ™ oFrosa (Dav, Week, Month)
[ 2 3| & 5| s 7
8 9 m,T 12| 13 12 g 8 o o
15 16 17 18] 19 20| 21 / Current Day
22| 23| 24| 5| 26| 27| 28
29 30 A
15 18 19 20
ﬁLENDARS \
B} isstuion p I Calendar Item I
Persana\ A
Bb Basics 4 2 23 24 25 26 27
Faculty Information Site 2013-
2014 A
ITS Test Course a
Module | - New Technologies
(Fall 2013) A . 3 1 2 3
[/l Module Il - Intro to Online Avallable
Teaching & Leaming (Fall 2013) l/
Module Ill - Effective and Calendars
Engaging Interaction (Fall 2013)
Module IV - Assessment Methods
for Online Courses (Fall 2013) 5 6 7 8 9 10

Mudule V - Capstone Project (Fall
013) 4

SAC Student Online Orientation -
Start Herel A

SAC Student Practice Course 5 ‘

@wmm-

7

14

21

28



29. To add a calendar item, either double click on the day the calendar item will be for or click the “+”in the top
right corner of the calendar. In the “Create Event” dialog box, enter the name of the event, select which
calendar it should appear on, enter the start / end dates and times, select if it is an all day event, and if it
should be repeated. An event description can also be added. Click “Save” to add the event to the calendar.
Click “Cancel” to return to the menu.

Create Event x

| |
| g~ —== | Select Course Calendar I
= | |

Calendar: [Tammy Cotirell -7

Starts \[12/102013 12:00 P N =nasfli202013 12:30 P

s [ All Day []Repeat
Check for all T— I Repeating Event I
| |

Enter Event

Name

Event Description:

day event

Enter Event Description I

Cancel l Save l
S—
30. The new event will appear on the calendar.
Tody | ¢ > December 2013 +
SUN MON TUE WED THU FRI SAT
1 2 3 4 5 6 7

11:59p End of Course St w4

8 9 10 Newly 14
added item

15 18 19 20 21

22 23 24 25 2% 27 28

31. Messages allow an instructor to communicate with students individually and privately. While much like an
Email, messages are not sent to the student externally. The student must be logged into Blackboard and
access the message to view it. While it is a useful tool, instructors may prefer to use Email to communicate
with students as Email is delivered to the student outside of Blackboard. To create a message, click the
"Create Message icon in the upper left of the page.

Course Messages

Course Messages are private and secure text-based communication that oecurs within a course and among eourse members. Altheugh similar to email,

users must be logged into the course to read and send messages. More Help

Create Message

E3 Inbox 0 0

Folde Unread Total

Sent 0 0

o
|

Displaying 1 to 2 of 2 items Show All | Edit Paging..



32. Complete the fields in the "Compose Message™ page. Like an Email, messages can be sent to a single or
multiple people. People can also be carbon copied (cc) or blind carbon copied (bcc) on the message. Under
the "Recipients” section, click the "To" icon. Select the recipient(s) from the list, and click the right arrow
(>) or chevron. The name will be added to the "Recipient” column. Multiple recipients can be selected
from the list by holding down the control <Ctrl> key while selecting the names, or click the "Select All"
icon at the bottom of the box. To remove a name from the list, click the name to select it from the recipient
list, and click the left arrow (<) or chevron. The same process can be used to add carbon copied and blind

carbon copied recipients.

Compose Message

Course Messages are private and secure text-based communication that oecurs within a Course and among Course members. Although similar to email,

users must be logged into the Course to read and send Messages. More Help

W Indicates a required field.

1. Recipients

coes.

Select Recipients: To line Recipients

Tammy Cottrell (Instructor)

Recipients
Tammy Cottrell (Instructor)
Tammy Cottrell
Tammy (Test Student) Cottrell
»
<
Selects all |
users in box fion § select Al Invert Selection  Select All

l 2 Use to move

names from or

‘ | L to column J

Invert Selection Select All Invert Selection Select All

33. Next, complete the message. Enter the subject of the message in the "Message" field. The text of the
message can be entered, edited, and formatted in the text box. Once the message is addressed and complete,
click "Submit" to send the message. Click "Cancel™ to return to the menu.

2. Compose Message .
Enter the subject
<& Subject .

Body

T T T T Paragraph |V| Arial ﬂ 3 (12pt) ﬂf

._]

¥ D aa SEEEE=EETT
O @ @B f omsus - 1 « © QL B

I Enter message text I

Path:

3. Submit

Click Submit to proceed. Click Cancel to quit.

"E-T-s-e / Use to
v

format text

HTML

Words:0

coee ()




33. A green confirmation will appear at the top of the page. The message will also appear in the "sent"”
folder.

Success: Message sent to one or more recipients

Course Messages

Course Messages are private and secure text-based commumnication that occurs within a course and among course members. Although similar to email,
users must be logged into the course to read and send messages. More Help

Create Message

Folder Unread Total

0 0

- - o m)

Displaying 1 to 2 of 2 items Show All | Edit Paging...

34. Discussion Boards useful for online discussions on course topics, a Question & Answer forum, for the
exchange of thoughts and ideas, etc. The Discussion Board page lists the discussion boards for the
class, the number of forums, participants, and posts. Click on the “Discussion Board” link to access the

forums.
Discussion Board

This page lists every discussion board, including those that are specific to groups. Click a Discussion Board to access the

Jforums.
Discussion Board —— Forums Participants Posts
Click to
TammyCottrell 0 0 0
access
forums Displaying 1 to 1 of 1 items Show All  Edit Paging...
S—

35. Forums can be used to organize individual posts or threads on a particular subject. To create a forum,
click on the discussion board, the on the “Create Forum” icon at the top left of the page.

Discussion Board
Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to

organize discussions. More Help

‘ Click to create ‘

forum
/_ Existing Discussion
Boards will be

displayed

No itffms found.

2
Lg

—



36. Enter the Forum Name in the “Name” field. A description can be added in the text box. To make the
forum available for the course, check the “yes” box next to “Available.” Start and end dates / times
can be set for the forum. The forum setting should be configured. This includes the view, grading (due
dates and rubrics), subscriptions, creating and editing, and additional options. Click “Submit” to add
forum. Click “Cancel” to return to the menu.

Create Forum

Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to
organize discussions. More Help

* Indicates a required field. Cancel

1. Forum Information

/_ I Enter forum name I
4~ Name | |

Description U
T T == /_ seto
T T T T Pparagraph || Arial M spazpy  (M|ErES|T - £~ @
XDoa =E=== = T T, e g [ configure text
@@ E Ff omeshups - T « © @ L H HTHL

I Enter forum description I

Path: Words:0
2. Forum Availability I Makes forum available I
Available Yes (O No
Enter Date and Time isplay Aft
Restrictions Ispiay Aer Set start /
Enter dates as mm/dd/yyyy. Tim@may .
end times

Enter dates as mmn/dd/yyyy. TimoTrve entered in any

I Set start / end dates I

3. Forum Settings

If a Due Date is set, submissions are accepted after this date, but are marked late.

Viewing Threads/Replies @® Standard View

() Participants must create a thread in order to view other threads in this forum.

If participants are required to create threads in order to view other threads in the forum, they cannot
delete or edit their own posts, and cannot post anonymously. Those options will be set for you
automatically.

Grade (OfNo Grading in Forum I Enter points I
(@@Grade Discussion Forum: Points possib\e::r
Set grading (OfGrade Threads
options
Show participants in "needs grading" status [[J] after every[1 | Posts
Due Date Set due date / time
(auto adds to calendar)
Associated Rubrics Add / create rubric
Name Type Date Last Edited Show Rubric to Students
Subscribe

(O Do not allow subscriptions

(O Allow members to subscribe to threads / Su bscriptions are
@ Allow members to subscribe to forum

recommended

(O Include body of post in the email



Create and Edit

[[] Allow Anonymous Posts 4,

J [] Allow Author to Delete Own Posts Anonymous Posts are

Set post creation, not recommended

All posts

editing, and

@ Only posts with no replies

additional options ] o ]
Allowing editing of post is recommended

Allow Author to Edit Own Published Posts

|

Allow Members to Create New Threads

File attachments could be useful

Allow File Attachments

&3

(especially for collaboration)

]

Allow Users to Reply with Quote

orce Moderation of Posts

]

Allowing members to create a new thread

Aeclionaloptens L] Allow Post Tagging permits students to post on the forum

[] Allow Members to Rate Posts

Forcing moderation prohibits posts from

being viewed until approved by instructor

4. submit

Click Submit to proceed. Click Cancel to quit.

Cancel ‘ Submit

37. Discussion Boards can also be searched and reordered. Click the “Search” icon in the upper right corner
of the page. Enter the search criteria, and click “Go.” To reorder, click the up/down arrow icon. Use
the up arrow (") and down arrow (v) to move the discussion board(s) up and down in the display list.
Click “Submit” when finished. Click “Cancel” to return to the menu with no changed.

Discussion Board

Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to
organize discussions. More Help

Click to search
reate Forum
discussion boards

Search | | in [Current Discussion Board v

[] Atter|12/12/2013 | B [1200AM | @

Enter dates as mm/dd/yyyy. Time may be entered in any increment. Enter search
[] Before [12/12/2013 | B [09:48 AM | & criteria

Reorder: Forums

Items
Current Events 12/15/13

Use arrows to move _\
discussion boards in ‘ py
the display

Cancel Submit




38. Glossary terms can be added by the instructor for the course. This could be useful to students if the
course contains technical, scientific, or complex terms that might be difficult for the student to easily
understand. Click the “Create Term” icon in the upper left of the page.

Glossary

Create Term Upload/Download +

The Glossary contains no terms.

39. Complete the “Term” field, and enter the definition in the text box. Click “Submit” to add the term to

the glossary for the class. Click “Cancel” to return to the menu with no changes.
Create Term

Each entry in the Glossary consists of a term and its definition. Terms can be added manually on this page or by uploading
a data file that contains many terms and definitions.

v
W Indicates a required field. Cancel m

1. Define Term

Enter the term and definition. Adding a term which alr ower, or mixed case will

overwrite the existing definition of the term.

Enter term or word

& Term

<& Definition

- /_ Use to
T T TT ParagraphAriaI 3(12pt) 5 |8 ~||'T ||| # ||| & Gl
===

XDnoa =E=== == TT configure text

QOEE fi v - T « ©© & H

I Enter definition I

Path: Words:0 o

2. Submit

Click Submit to finish. Click Cancel to quit.

40. A green confirmation banner will confirm the terms addition to the glossary.

Success: Term added to the Glossary.

Glossary

Create Term Upload/Download +

The Glossary contains 1 terms in course Tammy Cottrell.

A

A 5
Term Definition

Asymmetry Asymmetry: The lack or absence of symmetry in spatial arrangements cr in mathematical or logical relations. For

more information, go to: http:/dictionary.reference.com/browse/asymmetry.




41. Journals are a self-reflective tool for students. Only the student and instructor can add comments to a
journal, however, the instructor can make the journal “public” so that all enrolled students can view it.
Click the “Create Journal” icon.

Journals

A Journal is self-reflective tool for Students. Only the Student and the Instructor are able to add Comments to Journal
Entries. However, Journals can be made Public by the Instructor so all enrolled users can read all Entries made to the

Journal topic. Group Journal Entries can be read by all Group members and the Instructor. More Help

Create Journal

No items found.

42. Complete the Journal “Name” field, and enter instructions in the text box. In the Journal Availability
field, select “Yes” to make it available. Then set the start and end dates / times. Leave these fields
blank, if the journal will be available for the duration of the course. Select the journal settings. This is
where an instructor can make the journal available to the full class for viewing. Choose whether the
journal will be graded, if so, enter the grading criteria. Click “Submit” to create the journal. Click
“Cancel” to return to the menu with no changes.

Create Journal
Journals are a self-reflective tool that allows Students to post their personal reflections about the Course or discuss and

lp

* Indicates a required field. Cancel m

1. Journal Information

I Enter journal name I
& Name

analyze Course-related materials. ]

Instructions ‘ i Use to

T T T T ™| Ari v VIS == 7| T |~ i X
Paragraph_é Ardal _J 3“21"‘) M ¢ configure text
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I Enter instructions for the journal I

Path: Words:0 4

2. Journal Availability

Journal Availabilily/@ Yes (O No

Select to make journal

available to use




Leave section blank to make

available for term of course
3. Journal Date and Time Restrictions

Limit Availability isplay After

I Enter start / end times I

Enter start / end dates

4. Journal Settings

Index Entries @ Monthly

Indexing will organize entries by the chosen time-frame.

O Weekly

[] Allow Users to Edit and Delete Entries
[[] Allow Users to Delete Comments Allows all students to
[] Permit Course Users to View Journal view the jOUrnaIS

5. Grade Settings

If a Due Date is set, submissions are accepted # EI Select if jOUrnal will not be graded I
Grade Journal

(O No grading

Grade : Points possible : l:[_ I .
Enter points

Show participants in "needs grading" status [[J] after every Entries

I Select to grade journal I

Due Date 0 | l ‘ @
Enter dates as mm/dd/yyyy. Time may be em‘ered& 1 set d ue
Associated Rubrics Add Rubric ¥ date / time
I Add / create rubric I ol Name Type Date Last Edited Show Rubric to Students

6. Submit

Click Submit to finish. Click Caneel to quit without saving changes.

43. A green confirmation will appear if the journal was successfully created.

Success: Reflections on Current Events Journal Created

Journals

A Journal is self-reflective tool for Students. Only the Student and the Instructor are able to add Comments to Journal
Entries. However, Journals can be made Public by the Instructor so all enrolled users can read all Entries made to the
Journal topic. Group Journal Entries can be read by all Group members and the Instructor. More Help

Create Journal

Delete  Availability

[0 MName Visibility Last Modified Date Entries
[0 Reflections on Current Even Private 12112113 10:42 AM 0

Delete = Availability



44. Rubrics can be added to a course or assignment. Multiple assignments can be associated with a single
rubric. Multiple rubrics can be associated with a single assignment (though a primary rubric must be
selected). Click the “Create Rubric” icon in the upper left of the page.

Rubrics

A rubric lists evaluation criteria for an assignment. Rubrics can help students organize their efforts to meet the
requirements of an assignment. Instructors can use rubrics to explain their evaluations to students. More Help

Create Rubric Import Rubric

No rubrics

45. Complete the “Name” and “Description” fields in the “Rubric Information” section. Descriptions are
only visible to the instructor, and are not intended for student use.
Create Rubric
Rubrics are made up of rows and columns. The rows correspond to the various criteria of an assignment. The columns

correspond to the level of achievement expressed for each criterion. A description and point value for each cell in the rubric
define the evaluation and score of an assignment. You ean create as many rubrics as needed. More Help

Indicates a required field. Cancel m

Rubric Information
#I Enter rubric name I
Name .

Description

w5

I Enter description (instructor view only) I

Character count: 0 .

46. The rubric detail can be customized to the course or assignment. Columns and rows can be added,
deleted and edited. To add a row or a column, click the “Add Row” or “Add Column” icon. The new
row / column will be added at the end. To edit or delete a column or row, click the down arrow (v) or
chevron next to the header. Select “Edit” or “Delete this column” from the pull down menu. To edit,
type the new header name into the dialog box, then click “Save.” Click “Cancel” to return to the rubric
detail with no changes. There are multiple rubric types: No Points, Points, Point Range, Percent, and
Percent Range. The default is Percent. To change the rubric type, click the down arrow (v) or chevron
next to “Rubric Type.” Select the desired type from the pull down menu. Each row has a percentage of
the total points assigned. Enter the desired percentage in the “Weight” field for each row. Each column
also has a percentage of the total row points assigned. Enter the desired percentage in the “Percent”
field. There is a text box for each column in a row. The grading criteria can be entered here. When the
rubric is complete, click “Submit” to create it. Click “Cancel” to return to the menu with no changes.



No Points
Paints
Point Range

2. Rubric Detail

The Rubric Grid lists Criteria (rows) for measuring Levels of Achiev:

Percent Range

Click to add a
row or column

AddRow  Add Column Rubric Type

[Percent /]|

Show Criteria Weight

Levels of Achievement &
Criteriaty Novice Proficient
/- Enter column
F tting Percen Percent 100
oMM percentage
% .
Enter grading
Enter row criteria
percentage abg a0
‘ Click to
Percent 50 Percent 100
access menu
i [ % I abg alis
Edit [Proficient : Cancel Save
' Dalete this column 0
Weight[33.00 |%
= aizs abg

Total must
Total Weight Balance =100%

3. submit

Click Submit to proceed. Click Cancel to quit.

47. A green confirmation will appear at the top of the screen if the rubric was successfully created.

Success: Rubric created: Discussion Board.

Rubrics

A rubric lists evaluation eriteria for an assignment. Rubrics can help students organize their efforts to meet the
requirements of an assignment. Instructors can use rubrics to explain their evaluations to students. More Help

Create Rubric Import Rubric

Delete Export

Name - Description Date Last Edited
Discussion Board Rubric to grade discussion board participation, posts, and responses. December 12, 2013

Delete Export

Displaying 1 to 1 of 1 items Show All ~ Edit Paging...




48. Send Email allows instructors to communicate with class participants. Instructors can also Email
students directly from the Grade Center. From the “Send Email” Course Tool, instructors can Email:
All Users, All Groups, All Teaching Assistant Users, All Instructor Users, All Observer Users, Single /
Select Users, Single / Select Groups, or Single / Select Observer Users. Click the link of the category to
Email. NOTE: Email can also be sent to students or a group of student through Grade Center and
through Outlook. It is important for students to keep their Email addresses updated in Blackboard.
Even if a student changes their Email address in Web Advisor, they will need to change it in
Blackboard also — it will not automatically update. This may be a reason that students are not
receiving communications.

Send Email

Instructors can send email to all or selected individual Users, Students, Groups, Teaching Assistants, Instructors or
Observers. From a Blackboard Learn course, email cannot be sent to anyone who is not a member of the course.

All Users

Send email to all of the users in the Course.

All Groups

Send email to all of the Groups in the Course.

All Teaching Assistant Users

Send email to all of the Teaching Assistant users in the Course.

All Student Users
Send email to all of the Student users in the Course.

All Instructor Users

Send email to all of the Instruetor users in the Course.

All Observer Users

Send email to all Observer users in the Course.

Single / Select Users

Select which users will receive the email.

Single / Select Groups

Select which Groups will receive the email.

Single / Select Observer users

Send an email to selected Observer users.

49. Select the recipients from the “To” list by clicking on the user to select them, and then right facing arrow
(>) or chevron to add the user to the selected list. Multiple users can be selected by pressing and holding
the <Ctrl> key and clicking on the desired users. To remove a user from the selected list, select the user
then click the left facing arrow (<) or chevron. The “Select All”” icon will select all of the users in the
column. Enter the subject of the Email in the “Subject” field, and then type the Email body into the text



box. Click the “Attach File” link to attach a file. The click the “Browse” button to select the file from
the computer. Click the check box next to “A copy of this Email will be sent to the sender. Return
Receipt” to have a copy sent to the instructor. This is useful for proving or verifying communication
within the course. Once all the information has been added to the Email, click “Submit” to send. Click

“Cancel” to cancel the Email and return to the menu.

Single / Select Users

ALY
* Indicates a required field.

1. Email Information

* To

Available to Select Selected
Cottrell, Tammy |
’Cot‘crell, Tammy (Test Student)
e’ Cotrel, Tammy - Use to select and
Select o
< deselect recipients

recipients

Invert Selection Select All Invert Selection Select All
From Tammy Cottrell (cottrell_tammy@rsccd.edu)
_ Enter Email
Subject
subiect

Message

T T T T paragraph ﬂ Arial ﬂ 3 (12pt) ﬂ S| T|~||#|| @ EixXAa

D 0OQ SEEEE = TalkE: —|=|=||¥ ]

@M « @@ 4 B HTML

I Enter Email text or message I

Path:

J Select to send a copy to self I
A copy of this email will be,ggat #f the sen
Return Receipt

=[]

attach a file

Attachments

2. Submit

Click Submit to proceed. Click Cancel to quit.

Words:0 4

Cancel ‘ Submit I



50. A green confirmation banner will appear at the top of the page if the Email was successfully sent.

Email was sent to the following recipients:

Cottrell, Tammy (Test Student)

51.

52.

Send Email

Instructors can send email to all or selected individual Users, Students, Groups, Teaching Assistants, Instructors or
Observers. From a Blackboard Learn course, email cannot be sent to anyone who is not a member of the course.

All Users

Send email to all of the users in the Course.

Set Grade Center Due Dates is a useful tool where instructors can update or edit all Grade Center due
dates in one place. From the Course Management menu under Course Tools, click “Set Grade Center
Due Dates.”

COURSE MANAGEMENT
¥ Control Panel
b Files

w Course Tools
Add Test Student

Self and Peer Assessment

Set Grade Center Due Dates
Tests, Surveys, and Pools
Turnitin Assignments

Turnitin Assignments by Groups
WileyPLUS

Due dates can be edited by Grading Period or individually. Click “Edit Due Dates by Grading Period”
or scroll down to the “Edit Individual Due Dates” section. Every assignment will be listed with the
Name, Category, Availability, and Due Date (Time). Simple click the calendar icon next to the
assignment and select a (new) due date. Click the clock icon to select the due time. If the due time of
all assignments should be the same (e.g. 11:59 pm), select the “Use same time for all due dates” check
box, and enter the due time. Once all the due dates have been updated or added, click “Submit” to save
the changes. Click “Cancel” to return to the menu with no changes.

Grade Center Due Dates - individual due dates (all assignments
listed)

EY2 )
v Indicates unsaved changes. Cancel m

l| Edit Due Dates by Grading Period Y- Click to edit by
4 grading period

2. Time part of all due dates

Please specify if you would like to set time of all due dates to same value during submit

Use same time for all due dates@'etﬁ: 11:59 PM w\;“)

Select to use the same
time for all due dates




Edit Individual Due Dates

Grading
Period

Is
Available?

Civil War Term Paper ~ Turnitin
Assi nmej|

If selected assignment is

Name Category

available to students

Current Events
Reflection

I Assignment Name I-\
N eeks Quiz 4

Assignment

Click to select

due time

Quizzes

/| Assignment
2nd 9 Weeks Term P

Grading Period

Number of items
displayed on page

Submit

Click Submit to save and reload. Cancel acts as browser's back button.

\Displaying 1to 18 of 18 items ' Show All ' Edit Pa

Due Date

E—

&

Click to select
due date

Enter dates as mm/dd/yyyy. Time may be
entered in any increment.

11:59 PM

01/10/2014

er dates as mm/dd/yyyy. Time may be
entered in any increment.

&

Enter dates as mm/dd/yyyy. Time may be
entered in any increment.

&

Enter dates as mm/dd/yyyy. Time may be
entered in any increment.

Shows all grade
center columns

on one page

Cancel Submit

53. Tasks can be created by the instructor to help students stay on track. Tasks can help students learn time
management in regards to assignments. The instructor can view each student’s progress on the task,
however, the progress is on the “honor system” and is controlled by the student, and each task must be
manually created by the instructor. Instructors may find the calendar to be a more convenient and
helpful tool. Click the “Create Course Task” icon at the top of the page to start.

Tasks

Create Course Task



54. Complete the “Task Name” field, and enter the task description in the text box. Select a due date and
task priority. Click “Submit” to create the task. Click “Cancel” to return to the menu with no changes.

Create Course Task

S
N

Indicates a required field.

1. Task Information

2t Task Name

#I Enter task name I

Description
b 5 b e ol Paragraph Arial

%D OAQ EEEE
Q@@ B fi oM -

I Enter task details

Path:

+ Due Date
Enter dates as mm/dd/yyyy

2. Task Options

E| 3 (12pt)

i o o

« @0 4 H

Use to
format text

MiE-=-T- 2 @ /l:ail
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HTML

Words:0 4

12/13/2013 4

Enter or select
due date

<& Priority

WI Select priority I

3. Submit

Click Submit to finish. Click Cancel to quit without saving changes.

Cancel | Submit

55. A green confirmation banner will appear if the task was successfully created an the new task will appear
on the task list. The task list will show how many students have completed, are in progress, or not

started the task.

Success: Task Select Term Paper Topic Created

Tasks
Shows student
Delete progress on task
[0 Title Priority Due Date Not Started In Progress Completed
O Select Term Paper Topic |I| Sunday, December 15, 2013 3 Q 0
. Delete
Displaying 1 to 1 of 1 items Show All | Edit Paging...



56. Wikis are a tool that can be used by students to collaborate, learn and share. Wikis allow students to
create, edit and answer a post. Click the Wiki link under Course Tools from the Course Management
Menu. To create a new Wiki, click the “Create Wiki” icon near the top left of the page.

Wikis

A Wiki is a collaboratit

create Wiki

Delete
Availability

Student Access

Student Comment Access

O Name Type Student Access Student Comment Access Last Modified Date
O Class Presentation 1 Group Open to Editing Open to Commenting 2/4/14 1:55 PM
O Class Presentation 2 Group Open to Editing Open to Commenting 2/4/14 1:55 PM

57. Complete the “Name” field on the creation page. Enter and format “Instructions” in the text box. Select
“Yes” for Wiki Availability. Date restrictions can be added if desired in the “Limit Availability”
section. Wiki participation allows the instructor to set the student access for editing and comments.

Create Wiki

A Wiki is a collaborative tool that allows Students to contribute and modify one or more pages of Course-related materials. More Help

“® Indicates a required field. Cancel m
1. Wiki Information
- Namo Y I Enter Wiki Name I
Instructions
T E | E Paragmphﬂmm ﬂs(-tzpt) jiE'%E'T'I'@ 2iXAa
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I Enter Wiki Instructions I

Fath

2. Wiki Date and Time Restrictions | Makes available to students I
Wiki Availability ) No
Limit Availability Disp\ayAﬂer I Set display start date I
Enter dates as mm/dd/yyyy

Words:0

Enter dates as mm/dd/yyyy

| Pispla Unli\* .
. o I I Set display end date I

3. Wiki Participation

Select student

Student Access () Closed to Editing (@ Open te Editing

- — editing options
Student Comment Access ' () Closed to Commenting @ Open to Commenting
—

58. Grading can be added in the Wiki Settings section. If the instructor chooses to grade the Wiki, the total
points possible must be added. Once the information on the creation page is complete, click “Submit” to
continue. Click “Cancel” to return to the menu with no changes.



4. Wiki Settings

Grade Wiki (@) No grading i
[Q Grade : Points possible Sele(:t Gradlng
] Options

5. Submit

Click Submit to finish. Click Cancel to quit without saving changes.

- )

59. A green confirmation banner will appear at the top of the page, and the new Wiki will be added at the
bottom. Wiki settings can be changed directly from the Wiki page. Simply click the box next to the
Wiki(s), then select the option from the top pull down menus. “Delete” will delete the selected Wikis
and all of their content. Once deleted, neither the Wiki or the content can be recovered. “Availability”
will make the Wiki available or unavailable to students. “Student Access” will either open or close
editing for students. “Student Comment Access” will either open or close comment editing for students.
Double click on the Wiki to access it.

Success: Wiki created

Wikis

A Wiki is a collaborative tool that allows Students to contribute and modify one or more pages of Course-related materials. More Help

Delete N /- I Available / Unavailable I
elete
P Availability
selected Wikis e
udent Access. Y
Open / Close Student Editing
Student Comment Access
[1 Name Type Student Access Student Comment Access Last Modified Date
| Class Presentation 1 Group Open to Editing Open to Commenting 2/4/14 1:55 PM
D Class Presentation 2 Group Open to Editing Open to Commenting 2/4/14 1:55 PM
. O Group Project 1 Group Open to Editing Open to Commenting 2/5/14 10-44 AM
Click to
O Group Project 2 Open to Commenting 2/5/14 10-44 AM
select Double click Wiki
O Group Project 3 Open to Commenting 2/5M14 10:44 AM
name to access
O Questions Open to Commenting 2/11/14 12:51 PM

60. To create content, double click on the Wiki name to access. Complete the “Name” field on the Create
Wiki Page. Enter and format the “Content” in the text box. Click “Submit” to continue. Click “Cancel”
to return to the menu with no changes.

Create Wiki Page

2 Instructions
If you have any guestions during the course, post them here. You can also answer other student's questions.

¥ Indicates a required field. Cancel m

1. Wiki Page Content

& Name #I Enter name I

Content
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Path Words0

2. Submit

Click Submit to finish. Click Cancel to quit without saving changes.
Cancel Submit

61. The new content will appear on the Wiki page. Students or the instructor can click the “Comment” icon
to answer the question or comment on the post, or click the “Edit Wiki Content” to edit the content of

the post.

Questions

Create Wiki Page Participation Summary

¥ About This Wiki

Instructions Number of Wiki Pages: 1
1 Number of Comments: 0
I Instructions I "\ o
If you have any questions during the course, post them here. You can also answer other student's questions. St Creation Date: 2/11/14 12:51 PM

¥ Questions

) Photosynthesis Click to edit ‘ {fy Photosynthesis

Created By [ Tammy Cottrell on Tuesday, February 11, 2014 1:10:08  content
Click to add
a comment

62. Tests, Surveys, and Pools allows instructors to create assessments in Blackboard. “Pools” are sets of
questions that can be added to any test or survey. Pools are useful for storing common questions, and
reusing them in more than one test or survey. “Surveys” are a tool for gathering data from students.
They are not graded or used to evaluate student work. “Tests” are graded student assessment and a
measure of student performance in the course.

What exactly is photosynthesis?

63. Click “Pools” to create a set of questions.

Tests, Surveys, and Pools

Tests

Tests are sets of questions that are graded to measure student performance. Once a test is created here, it must be deployed within a
content folder before students can take the test. Test results are reviewed in the Grade Center. Note that some question types are not
automatically graded.

Surveys

Surveys are not graded. They are useful for gathering data from students that is not used to evaluate student performance. Surveys
must be deployed in a content folder for students to respond to the survey.

PE—
' Pools

——
Pools are sets of questions that can be added to any Test or Survey. Pools are useful for storing questions and reusing them in more

than one Test or Survey.



64. Click the “Build Pool” icon at the top of the page to start building the question pool. Question pools can
also be imported.

Pools

Pools are sets of questions that can be used in multiple tests or surveys. Pools can be imported from outside the system and
exported for reuse. More Help

Build Pool Import Pool

Click Build Pool to start

65. Enter the name of the pool in the “Name” field. In the “Description” text box, enter a brief description.
Enter instructions in the “Instructions” text box. The description and instructions are viewable only by
the instructor, and are not visible to students. Click “Submit” to create the pool. Click “Cancel” to
return to the menu with no changes.

Pool Information

* Indicates a required field Cancel m

1. Pool Information
I_FLEnter pool name I
<= Name

Description
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I Enter pool instructions I

Path: Words:0 4

2. Submit

Click Submit to proceed. Click Cancel to quit. .
Cancel Submit I

66. A green confirmation banner will appear at the top of the page if the pool was successfully created. The
new pool will appear in the list. Questions will need to be created for or added to the new pool. To
create a question, click “Create Question.” Select the question type from the pull down menu.



Success: Current Event Questions created.

Pool Canvas: Current Event Questions

The Pool Canvas presents an inventory list of questions that can be managed and searched. You can use the check boxes to

select any or all questions and then delete them or change their points, or edit questions individually. More Help

Create Question v

Upload Questions

Descriftion Questions to be used in current event sections.

Instruclons Use this pool for current event in sections 1-4

Total Questions 0
Total Apints 0

Select a gliestion type from the Create Question drop-down list.

Calculated Formula

Calculated Numeric
Either/Or

Essay

File Response

Fill in Multiple Blanks
Fill in the Blank

Hot Spot

Jumbled Sentence

~

Matching

Multiple Answer

Multiple Choice /—
Opinion Scale/Likert

Ordering
Quiz Bowl

Short Answer

Question Settings

Select question
type from list

True/False )

67. Each question type has a creation page. The required elements may vary depending on the type of
question. Follow the prompts for the type of question selected. All questions will prompt for a Question
Title, Question Text, Correct Answer, Categories and Keywords, and Instructor Notes. Short answer
was used for this example. Click “Submit” to create the question. Click “Cancel” to return to the menu
with no changes.

Create/Edit Short Answer Question

Short Answer questions require students to enter an answer into one or more text boxes. More Help

* Indicates a required field. Cares!

1. Question

—Y |~
Question Title . .
question title

<= Question Text
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I Enter question I

Path: Words:0 .



2. Answer

Set the number of rows
that will display in the
answer field.

Answer Text
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I Enter correct answer I

Path:

3. Rubrics

Name

Categories
Topics
Levels of Difficulty

Keywords

5. Instructor Notes

Instructor Notes

ws .

Add Rubric ¥
Type
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Enter an answer to provide an example of a correct response.

Click to add
a rubric

None

Nong

Nong

None

I Enter notes

6. Submit

4, Categories and Keywords

Click Submit to proceed. Click Cancel to quit.

Click Add to add a Category, Topie, Level of Difficulty, or Keyword to the question. Click the X icon to remove it. Click an
existing entry to access a complete list of Categories, Topics, Levels of Difficulty, or Keywords.

T T. — = ||¥ |~

HTML

Words:0 4

Show Rubric to Students

Add categories,
keywords, difficulty levels
or topics for indexing

Character count: 0 4

Cancel | Submit

68. A green confirmation banner will appear at the top of the page if the question was successfully created.
Questions can also be uploaded, or search for using the “Upload Questions” or “Find Questions” icons.

Success: Question created.

Pool Canvas: Current Event Questions

The Pool Canvas presents an inventory list of questions that can be managed and searched. You can use the check boxes to

Search for existing
questions in course

Find Questions

Upload Questions

Upload
questions

Question Settings




69. Click “Tests” from the main “Tests, Surveys, and Pools” menu to create a test.

Tests, Surveys, and Pools

Tests are sets of questions that are graded to measure student performance. Once a test is created here, it must be deployed within a
content folder before students can take the test. Test results are reviewed in the Grade Center. Note that some question types are not

automatically graded.

70. Click the “Build Test” icon at the top of the page to start building the assessment. Tests can also be
imported. Test pools may be available from the publisher. Check with the Division or Department
Chair for information specific to a course. NOTE: If importing a test, be sure that it is a Blackboard
format.

Tests

Tests are a means of assessing student performance. More Help

Build Test Import Test

Click Build Test to start.

71. Complete the Test Information. Enter a test name in the “Name” field. Enter a description in the
“Description” text box, and instructions in the “Instructions” text box. Click “Submit” to create the test
shell. Click “Cancel” to return to the menu with no changes.

Test Information

Enter a Name for the Test. This is a required field. The name is the title text that appears in the Content Area. Use a
descriptive name to help users identify the Test. More Help

% Indicates a required field. CEEE | Sulbiili

1. Test Information

Enter test
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Description
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72. A green confirmation banner will appear at the top of the page if the test shell was successfully created.
Questions will need to be added to the test shell. Questions can be created, reused, and uploaded. Click
“Create Question” and chose the question type.

Success: Civil War created.

Test Canvas: Civil War

The Test Canvas allows you to add and edit questions, add Question Sets or Random Blocks, reorder questions, and review
the test. More Help

Click to upload

Question Settings

Create Question + Reuse Question v Upload Questions

questions

Descripion This test covers the period lea§ling up to and including the Civic War

Instructlpns Click to reuse or

Total Qjestions 0 . .
Total Plints 0 find questions

question type from the Create Question drop-down list.
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73. Each question type has a creation page. The required elements may vary depending on the type of
question. Follow the prompts for the type of question selected. All questions will prompt for a Question
Title, Question Text, Correct Answer, Categories and Keywords, and Instructor Notes. Short answer
was used for this example. Click “Submit” to create the question. Click “Cancel” to return to the menu
with no changes.

Create/Edit Short Answer Question

Short Answer questions require students to enter an answer into one or more text boxes. More Help

y
"~ Indicates a required field. Cancel m

1. Question

Question Title . X
question title

+~ Question Text
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2. Answer

Enter an answer to provide an example of a correct response.

Set the number of rows

that will display in the
answer field.

Answer Text
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3. Rubrics
Click to add
.
a rubric
Name Type Show Rubric to Students

4, Categories and Keywords

Click Add to add a Category, Topie, Level of Difficulty, or Keyword to the question. Click the X icon to remove it. Click an
existing entry to access a complete list of Categories, Topics, Levels of Difficulty, or Keywords.

Categories Nondl Add

Topics Nondl Add Add categories,

Levels of Difficulty Nond keywords, difficulty levels
Add

Keywords nond Aca or topics for indexing

5. Instructor Notes

Instructor Notes

ws .

I Enter notes I

Character count: 0 4

6. Submit

Click Submit to proceed. Click Cancel to quit.
Cancel | Submit

74. A green banner will appear at the top of the page if the question was successfully created. Repeat the
process to add all of the test questions.

Success: Question created.

Test Canvas: Civil War

The Test Canvas allows you to add and edit questions, add Question Sets or Random Blocks, reorder questions, and review the test. More Help

Create Question v Reuse Question v Upload Questions Question Settings 11



75. Once the questions have been added. Points can be edited. The default points per question is 10. To
change the point value of a single question, click the points total on the right. In the dialog box, enter
the new point value for the question. The question can also be designated as “Extra Credit” by clicking
the check box. Click “Submit” to save the changes. Click “Cancel” to return to the menu with no
changes. The point total and question points will be updates. A group of questions can also be selected,
and the points entered in the “Point” field at the top. Click “Update,” and the point total for the selected
questions will be changed. A green confirmation banner will appear if the change was successful and
the new point value of the question will be displayed.

Create Question v Reuse Question v Upload Questions Question Settings 11

Description This test covers the period leading up to and including the Civic War

Instructions
Total Questions 1
Total Points 10

Use to edit the points

Select: All None

Points l:l Update

! Pointg m
[ 1. Multiple Answer: Civil War Causes: What were the primary issues facing A...

Select by Type: .
for multiple selected

Delete Hide Questior

questions

Enter new point Click to make

re the primary issues facing Anmgi a|

value for question extra credit
[

Update Points:¥i0 | | JExtra Credit Cancel

Total Questions 4
Total Points

Select: All None = Select by Type: |- Question Type - v

Delete Points :I Update Hide Question Details

I} )

Points: 20

D S
Multiple Answer: Civil War Causes: What were the primary issues facing A...

Success: Points updated.

Question What were the primary issues facing American that lead to the Civil War?

76. Click “Surveys” to create a survey. NOTE: A survey must be deployed to a content area in order to
be available to students.

Tests, Surveys, and Pools

Tests
Tests are sets of questions that are graded to measure student performance. Once a test is created here, it must be deployed within a
content folder before students can take the test. Test results are reviewed in the Grade Center. Note that some question types are not

automatically graded.

Surveys are not graded. They are useful for gathering data from students that is not used to evaluate student performance. Surveys
must be deployed in a content folder for students to respond to the survey.



77. Click the “Build Survey” icon at the top of the page to start building the survey. Surveys can also be
imported.

Surveys

Surveys are a means of gathering information from students and are not graded. More Help

Build Survey Import Survey

Click Build Survey to start.

78. Complete the Survey Information. Enter the survey name in the “Name” field, a description in the
“Description” text box, and any instructions in the “Instructions” text box. Click “Submit” to create the
survey shell. Click “Cancel” to return to the menu with no changes.

Survey Information

Enter a Name for the Survey. This is a required field. The name is the title text that appears in the Content Area. Use a
descriptive name to help users identify the Survey. More Help

* Indicates a required field. Cancel

1. Survey Information

Enter survey
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2. Submit

Click Submit to proceed. Click Cancel to quit.



79. A green banner will appear at the top of the page if the survey shell was successfully created.
Questions can now be added to the survey shell. Questions can be created, located and uploaded. To
create a question, click the “Create Question” icon and choose the question type.

Success: Course Evaluation created.

Survey Canvas: Course Evaluation

The Survey Canvas allows instructors to add and edit questions, reorder questions, and review the survey before deploying
it to users. Surveys are intended to gather feedback from users and are not graded. More Help

clek to upload
Question Settings
questions
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80. Each question type has a creation page. The required elements may vary depending on the type of
question. Follow the prompts for the type of question selected. All questions will prompt for a Question
Title, Question Text, Correct Answer, Categories and Keywords, and Instructor Notes. Short answer
was used for this example. Click “Submit” to create the question. Click “Cancel” to return to the menu
with no changes.

Create/Edit Short Answer Question

Short Answer questions require students to enter an answer into one or more text boxes. More Help

* Indicates a required field. el

1. Question

— |
Question Title . .
question title
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2. Answer
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Set the number of rows
that will display in the
answer field.
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3. Rubrics
Click to add
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a rubric
Name Type Show Rubric to Students

4. Categories and Keywords
Click Add to add a Category, Topic, Level of Difficulty, or Keyword to the question. Click the X icon to remove it. Click an
existing entry to access a complete list of Categories, Topics, Levels of Difficulty, or Keywords.
Categories Nondl Add
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I Enter notes I
Character count: 0 4
6. submit

Click Submit to proceed. Click Cancel to quit.



81. A green banner will appear at the top of the page if the question was successfully created. Repeat the
process to add all of the survey questions. A survey must be deployed in a content area for it to be
accessible to students. Survey results can be viewed in the Grade Center.

Success: Question created. O

Survey Canvas: Course Evaluation

The Survey Canvas allows instructors to add and edit questions, reorder questions, and review the survey before deploying
it to users. Surveys are intended to gather feedback from users and are not graded. More Help

Create Question v Find Questions Upload Questions Question Settings 11

Description  This survey is to evaluate the effectiveness of the course, the students' feelings about the medes of delivery,
and overall satisfaction with the online course experience.

Instructions  To help improve the course, please complete the following survey. This survey will not affect your grade and
will provide the instructor with helpful feedback to improve the course and student success.

Total 1
Questions

Select: All None - Select by Type: |- Question Type - Vv

Delete Hide Question Details

[ True/False: Course Effective: Do vou feel that vour learnina exboeri...

Users and Groups

Using groups can foster student collaboration, create an improved learning environment and help to develop a
relationship between class participants. Groups can be useful for projects, study sessions, blogs, discussion
boards, journals, wikis, file sharing, Email (communications), and more. Groups can be assigned by the
instructor or self-enrolled (selected) by the students. Instructors can create “single” Group or a Group Set.
Group sets allow instructors to randomly assign students (for example to work on a class project).

Create Groups
1. To create a Single Group, access the Course Management Control Panel, then click the down arrow (v)
or chevron next to “Users and Groups,” and select “Groups.”
COURSE MANAGEMENT
¥ Control Panel
b Files
) Course Tools
} Evaluation

} Grade Center

Click to create v Users and Groups
-
group(s) Users

) Customization

b Packages and Utilities

b Help

2. From the “Groups” page, select “Create Single Group” or “Create Group Set.” A single group allows
instructors to create focused groups for students, some examples would be a study group, discussion
board, or collaboration (chat). Instructors can create multiple single groups as needed. Group Sets
allow and instructor to set up multiple groups for the same purpose — for example a class project or
presentation. Click the “Create Single Group” icon. Select either “Self-Enroll” (the students sign up



for the group) or “Manual Enroll” (the instructor assigns the students to the group). “Self-Enroll” will
be used for this example.
Groups

The Groups tool allows Instructors to organize Students into Groups of any size. Instructors ean provide communication
and collaboration tools that only Group members can access. Groups can be created one at a time or in sets. Groups can be
designated as Self-Enroll, allowing students to add themselves to a Group, or Manual Enroll, having the Instructor assign
students to a Group. More Help

Create Single Group w Create Group Set v Group Settings
S

Self-Enroll
Manual Enroll

3. On the Create Self-Enrollment Group page, under the “Group Information” section, complete the
“Name” field. Directions for the group can be entered and configured in the “Description” text box.
Select the group availability. Availability can be set to “No” (group is not available to students), “Yes”
(group is available to students), or “Sign-Up Sheet Only” (group is not available, but students can sign
up). The “Tool Availability” section selects which tools are available to the group. The tools include
Blogs (graded / ungraded), Collaboration, Discussion Board, Email, File Exchange, Journals (graded /
ungraded), Tasks, Commercial Content Tools, and Wikis (graded / ungraded). Multiple tools can be
selected. In “Sign-Up Option” section, complete the “Name of Sign-Up Sheet” field. “Sign-Up Sheet
Instructions” can be entered and configured in the text box. Complete the “Maximum Number of
Members” field. The “Show Members” check box allows students to see the names of other students
that have enrolled in the group, prior to enrolling themselves. Click “Submit” to create the group. Click
“Cancel” to return to the menu with no changes.

Create Self-Enroliment Group

Self-Enrollment Groups allow Students to join a Group by adding their names to a sign-up sheet. Sign-up sheets can be
made available on the Groups page and can limit the number of people allowed to join the Group. Self-Enrolliment Groups
can be made one at a time or made in sets. More Help

Indicates a required field. Cancel m
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2. Tool Availability
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ShOWS WhO how Members
1S Slgned up The sign-up sheet can appear on the Groups listing page or be added as a link from other areas, such as a Content Area,
fO r group Content Folder, Learning Module, or Lesson Plan. Adaptive release rules can be applied to the content page link, which
provides the ability to limit the availability of the sign-up sheet.

Allow Students to sign-up from the Groups listing page

5. Submit

Click Submit to proceed. Click Cancel to quit.

— @



4. A green confirmation banner will appear if the group was successfully created. The new group will
appear on the “Groups” page.

Success: Study Group Group Created

All Groups Group Sets

Groups

The Groups tool allows Instructors to organize Students into Groups of any size. Instructors can provide communication
and collaboration tools that only Group members can access. Groups can be created one at a time or in sets. Groups can be
designated as Self-Enroll, allowing students to add themselves to a Group, or Manual Enroll, having the Instructor assign

Create Single Group v Create Group Set v Group Settings

[0 Name GroupSet Self-Enroll Available
Study Group - Yes Yes
O

5. Click “Create Group Set” from the Groups page. Next select the group enrollment type. Group Sets
can be “Self-Enrolled” (students sign up for the group), “Manual Enroll” (the instructor assigns
students to the group), or “Random Enroll” (Blackboard randomly assigns students to a group).

Random enroll will be used for this example.
Groups

The Groups tool allows Instructors to organize Students into Groups of any size. Instructors can provide communication
and collaboration tools that only Group members can access. Groups can be created one at a time or in sets. Groups can be
designated as Self-Enroll, allowing students to add themselves to a Group, or Manual Enroll, having the Instructor assign
students to a Group. More Help

Group Settings

Create Group Set v
-~

Create Single Group w

Self-Enroll
Delete Manual Enroll
Random Enroll

[1 Name Self-Enroll Available

6. On the “Create Random Enrollment Group Set” page, under the “Group Information” section, complete
the “Name” field. Directions for the group can be entered and configured in the “Description” text box.
Select the group availability. Availability can be set to “No” (group is not available to students), or
“Yes” (group is available to students). The “Tool Availability” section selects which tools are available
to the group. The tools include Blogs (graded / ungraded), Collaboration, Discussion Board, Email, File
Exchange, Journals (graded / ungraded), Tasks, Commercial Content Tools, and Wikis (graded /
ungraded). Multiple tools can be selected. The “Membership” section allows instructors to how the
students will randomly be assigned to a group. Distribution can be by “Number of Students per Group”
or by the “Number of Groups.” Instructors then need to determine how any remaining students will be
assigned to a group. The choices are to “Distribute the remaining members amongst the groups,” “put
the remaining members in their own group,” or “Manually add the remaining members to groups.”
Click “Submit” to create the group. Click “Cancel” to return to the menu with no changes.



Select tools
available to
groups

Create Random Enroliment Group Set

Random Enrollment Groups distribute membership into Groups based on the desired number of Students per group, or the
desired number of Groups. For example, if there are 24 Students enrolled in a Course, and the Instructor wanted 4 Students
per Group, the system would create 6 Groups. If the Instructor wanted four Groups, the system would randomly enroll 6

Students per Group.

v
" Indicates a required field.

1. Group Information

MiE-=-T- 2 @ @iXa

- Name | | | | |
Description
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2. Tool Availability

Blogs
(@ No grading
() Grade : Points possible :

S

Collaboration

[l

Discussion Board

[l

Email

[«

N
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File Exchange

ournals
@ No grading
(O Grade : Points possible :
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asks
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ommercial Content Tools
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ikis
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3. Module Personalization Setting
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4. Membership

Automatic distribution applies only to students who are currently enrolled in the course. Additional students may be enrolled

manually.
Select the \-k Determine Number of @ Number of Students per Group |:|
Groups by Number of Groups
number of © o
groups g\zﬁt::\?i'g:::i\:‘;og @) Distribute the remaining members amongst the groupsf Determine how
Members (O Put the remaining members in their own group th t ill
e system wi
(O Manually add the remaining members to groups Yy
assign students
5. submit

Click Submit to proceed. Click Cancel to quit.

Cancel Submit

7. A green confirmation banner will appear at the top of the page. The new groups will be added (in
alphabetical order) to the Groups page. Blackboard will automatically name the new groups based on
the name entered and group assignment criteria.

Success: Class Presentation Group Set Created
All Groups Group Sets
Groups

The Groups tool allows Instructors to organize Students into Groups of any size. Instructors ean provide communication
and collaboration tools that only Group members can access. Groups can be created one at a time or in sets. Groups can be
designated as Self-Enroll, allowing students to add themselves to a Group, or Manual Enroll, having the Instructor assign
students to a Group. More Help

Create Single Group v Create Group Set v Group Settings

Name GroupSet Self-Enroll Available

Class Presentation 1 Class Presentation No Yes

Class Presentation 2 Class Presentation No Yes

O o o gd

Study Group - Yes Yes

Manage Groups
8. Students can access groups through the “Tools” button on the course menu. It may be helpful for
students to have a direct link to Groups from the course menu. To add a “Groups” link on the student
course menu, click the plus sign (+) above the course menu. Select “Tool Link.”

S - ®m ¢ 1

ontent Area
odule Page

lank Page

Web Link

Course Link



9. Enter the “Name” of the link and select the type “Groups” from the pull down menu. Check the
“Available to Users” box, and click “Submit” to create the link. Click “Cancel” to return to the menu

with no changes.
W_I
Add Tool Link Enter Link Name
ﬁ/_ |

=& Name:

Check box to make Tipe: Groups hd “ ”
vailable to Users Select “Groups

link available

Cancel

10. The new link will appear at the bottom of the course menu. Click the up/down arrow on the left side of
the link to drag and drop it to the desired place in the course menu.

Tests

Discussions

My Grades

Tools

Drag and
Help
drop to
1 Groups

relocate

11. To Add or Remove a Student from a Group, click the down arrow (v) or chevron next to the group,
and select “Edit.”

Create Single Group v Create Group Set +

Open

Delete

Edit
[0 Name Self-Enroll

mail

Class Presentation 1 sentation No
Delete

Class Presentation Class Presentation No

12. On the Edit Group page, scroll down to the “Membership” section. To add a student, click their name in
the “Items to Select” column. Multiple students can be selected by pressing and holding the Control <Ctrl>
key and clicking on the names. Use the right facing arrow (>) or chevron to move students to the “Selected
Items” column. To remove a student, click their name in the “Selected Items” column. Multiple students
can be selected by pressing and holding the Control <Ctrl> key and clicking on the names. Use the left
facing arrow (<) or chevron to move students to the “Items to Select” column. When all the changes have
been made, click “Submit” to continue. Click “Cancel” to return to the menu with no changes.



Edit Group

Create a formal group of Students to collaborate on work. More Help

* Indicates a required field. Cancel Sl

4. Membership

Items to Select Selected Items

Cottrell, Tammy(Instructor) Cottrell, Tammy (Test Student)

Cottrell, Tammy
bd
<

Use to move
students to
other column

Invert Selection Select All Invert Selection Select All

13. To Email the group, from the Groups page, click the down arrow (v) or chevron next to the desired
group, and select “Email.”

Create Single Group Create Group Set +

Open
Delete ?
Edit
Name
Class Presentation 1 sentation
elete
Class Presentation Class Presentation

14. Complete the Email Information section. Click the Students name(s) in the “Available to Select”
column, then the right facing arrow (>) or chevron to select. Multiple students can be selected by
pressing and holding the Control <Ctrl> key and clicking on the names. Click the “Select All” icon at
the bottom of the “Available to Select” column to select all students. Enter the “Subject” for the Email
then write the Email in the “Message” text box. Files can be attached by clicking the “Attach a File”
link. Follow the prompts to select and attach a file. Click “Submit” to send the Email. Click “Cancel”
to return to the menu with no changes.

1. Email Information

*To Available to Select Selected

Cottrell, Tammy (Test Student) |

Use to select

n

students

Invert Selection Select All Invert Selection Select All



15.

16.

17.

From Tammy Cottrell (cottrell_tammy@rsccd.edu)

Subject — | .
| I Enter subject I
Message
T T T T paragraph || Arial 3(12pt) E-iECT- 2 @ / Use tool bar
¥Doe EEEE E=E=ETT — =l ||| to format
@9 « 0 @4 H text
Enter Email text |
Path: Words:0 4
A copy of this email will be sent to the sender ClICk to
Attachments ' Attach a file .
attach file
2. submit

Click Submit to proceed. Click Cancel to quit.
Cancel Submit

A green confirmation banner will appear if the Email was successfully sent. NOTE: The confirmation
does not confirm delivery of the Email to the student(s). The confirmation only confirms that the
Email was sent by Blackboard.

Email was sent to the following recipients:
Cottrell, Tammy (Test Student)

All Groups Group Sets

Groups

To review group members, from the Groups page, click on the Group name.
Groups

The Groups tool allows Instructors to organize Students into Groups of any size. Instructors can provide communication
and collaboration tools that only Group members can access. Groups can be created one at a time or in sets. Groups can be
designated as Self-Enroll, allowing students to add themselves to a Group, or Manual Enroll, having the Instructor assign
students to a Group. More Help

Create Single Group v Create Group Set « Group Seltings

Delete

Name Self-Enroll Available

O
[1f§ Class Presentation 1
O

Class Presentation 2

Click group

No Yes

name to access

No Yes

Each group’s page will contain several modules. “Group Properties” displays the group description
and members. “Group Tools” lists and provides links to all the course tools available to the students in
the group. For example, Collaboration, File Exchange, Group Discussion Board, Group Journal, Group
Wiki, or Send Email. The available tools are selected when the group is created, or can be edited at a
later date. “Group Assignments” will list and provide links to all of the group’s assignments. The
modules can be reordered by simply dragging and dropping the module in the desired location on the
page, or using the keyboard reorder icon located in the upper right corner of the page. Course Modules
and Group Modules can be added to the page by clicking the icons in the upper left corner or the page.



Class Presentation 1 Click to add
Course Reorder
Module Group Properties [x] Group Tools

Collaboration

Group Description File Exchange G rou p TOO'S
, G Group Discussion Board
Group Members rou p Group Journal . .
TC Bb Test 2 Student Group Wiki List & Links
TC Test 1 Student Members Send Email
Tammy Student
Tammy Test
Group Assignments =
Class Presentation Group Assignment Links

Adding Course Personalizations
1. A banner or picture, theme, and other customizations can be added to the course to help personalize it.

The recommended size for banners is 480 x 80 pixels. From the Course Management menu, under
“Customization,” and select “Teaching Styles

COURSE MANAGEMENT
¥ Control Panel

b Files

» Users and Groups

Customization

2. Do not make any changes under section 1, Select Course Structure. The course entry point (the first
screen that the students see when they enter the course) can be selected in section 2, Select Course
Entry Point. The recommendation is that the Course Entry Point be left at the Home Page. This will
cause less confusion for the less technology savvy students trying to navigate the course. The course
theme (color scheme, background) can be changed in section 3, Select Course Theme. The menu style
and color scheme can be changed from Text to Buttons in section 4, Select Menu Style. The default
menu view can be changed from List View to Folder View in section 6, Default Content View. The
recommendation is to select Icon and Text. The course banner is added in section 7, Select Banner.
Click the “Browse My Computer” icon to attach a file. Select the banner file to be added from the
computer. Recommended files types are .jpeg and .png. The ideal banner size is 480 x 80 pixels. Once

all the customizations have been completed, click “Submit” to continue. Click “Cancel” to return to the
menu with no changes.



Teaching Style
Style settings control course appearance, including course therne, course structure, menu style and layout, content appearance, the course entry point, and banner

image.

Cancel m

Do Not change

1. Select Course Structure . .
this section

Course structures are predefined course mat and content examples that can jump-start your course organization. The selected
course structure's content is added to your course and does not replace existing menu iterns and content. You can delete unnecessary items.

« Existing Menu

Existing Menu To keep your existing Course Menu, continue to the next step.

Activity

Case Study
Conference Session

Or, browse and select a new structure for your Course Menu.
Constructivism
Expedition-Based
Experiential Learning
Lab Format

Project Fermat

Cooperative Leaming

Guided Discussion

2. Select Course Entry Point

Select the first area users see when entering theT Dete rm | nes f| I’St screen
Enty Pont

students see in course

3. select Course Theme

Select a visual theme that will be applied to this course.

CraHgapTHbIA

Select Course
Theme / Colors

DEFAULT

Bésico

ndar

Standartinis

Citrus Goral

4. Select Menu Style

Preview
v Tammy Cottrell

(TammyCottrell)

Menu Item 1

Menu Item 2

Menu Item 3

(@ Text () Buttons

Text Calor

Select menu style

Styie (text or buttons

Tr

[ [N

5. Course Menu Display

Choose the default view of the Course Menu. / Select course
Default Menu View (O Folder View

® List View menu view

Permit Both Views




6. Default Content View
Changing the Default Content View affects new Content Areas only. To change the Default Content View for all new and existing Content Areas, select the check box.
Content View (O leon Only ) Text Only (@ lcon and Text N
[C] Apply this view to all existing content |C0n an d TeXt IS

recommended

7. Select Banner

The banner appears at the top of the course's entry point page.

Current Banner Image

New Banner Image Attach File Cl |Ck tO attach

banner file

8. submit

Click Submit to proceed. Click Cancel to quit.
faneel ﬁ

3. A green confirmation banner will appear at the top of the page if the style was successfully updated.
The new look of the course should be displayed. Click the Home Page to display the course banner.
The banner will always be centered at the top of the Home Page, it cannot be left justified.

Customization B EdiModeis m

(]

Success: Course Style updated.

Customization

» 9

@

Set permissions for the course.

e e e

Set the properties of the course.

&

Ctonoree [
R
T |
Tz |
Bzt

® &

) @

Design the appearance of the course.

<

2 |q |

Set the availability flags for course tools.

Course Blackboard 9.1 Basics

Banner

Home Page

Add Course Module Customize Page Tl

My Calendar To Do

No calendar events have been posted for the next 30 days. Edit Notification Settings




Making a Blackboard Course Available to Students
1. A course must be made available to students before they can access it in Blackboard. A course may be
unavailable while an instructor builds it or before the semester begins. To make the course available to
all students enrolled in it in Blackboard, from the Course Management menu, select “Customization,”
and then “Properties.”
COURSE MANAGEMENT

* Control Panel

b Files

w

Users and Groups

wj Customization

bserver Access
l Properties
UICK Selup Guide

Teaching Style
Tool Availability

2. Under the Set Availability section, select “Yes.” Click “Submit” to continue. Click “Cancel” to return
to the menu with no changes.

Properties

Properties control the functional settings of the course, including name, ilability, classification, duration, categorization, language, files, and structure. More Help

Cancel Submit

1. Classification

Subject Area Education

Discipline Higher Education

2. Set Availability

Male this course available to users?

Make Course Available Select to make
ONo course available

3. set Course Duration

Duration Continuous

3. A green confirmation banner will appear if the course properties were successfully changed. Students
will now be able to view and access the course in Blackboard.

Customization



Blackboard Grade Center

Accessing the Grade Center
1. From the “Course Management” tools, click either on the right facing gray arrow (=), or the down
arrow (v) or chevron next to “Grade Center” to expand the section. Then select “Full Grade Center.”

COURSE MANAGEMENT

* Control Panel

Files

4
P Course Tools
b

Click to Evaluation

\ Click to access
expand menu v Grade Center l Grade Center

Needs Gradin
/I Full Grade Center l
Click to access signments

Grade Center Tests

Grade Center Home Page Overview
1. The Grade Center Home page will display the grade center, as well as the grade center options. The top

tool bar allows instructors to “Create Column,” “Create Calculated Column,” “Manage,” “Reports,”
“Filter,” and “Work Offline.” The home page will show each student, student information, and grading
columns. The home page can be customized by changing the order and adding fields. Instructors can
Email students using the Email icon.
NOTE: The Grade Center is spreadsheet application (similar to Excel) contained in Blackboard.
Due to the complexity of the program, the speed of the internet connection, and the amount of data
contained, Grade Center could take longer to load than other areas of Blackboard.
Grade Center : Full Grade Center

the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
Top tool or “action” bar [ gradeé§ycan be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,
it. Use tRe arrow keys or the tab key to navigate through the Grade Center. More Help
Create Column Create Calculated Column + Manage v Reports v Filter Work Offline v

Move To Top | | Email P Click to Email Student(S) Sort Columns BY: | ayout Position Order: 4 Ascending
L] V]
ottrell Tammy student_cottrell ‘ Available
[ Cottrell Tammy (Test Studer tc12345_s vailable -- --
Selected Rows: 0 24 StUdent >
Move To Top ’ information & Icon Legend
Use scroll bar de col
. grade columns Edit Rows Displayed
to navigate

columns




Grading Schema
2. The Grading Schema is the manner in which Blackboard scores and displays student grades. A grading

schema takes the actual points scored on a graded assignment, then compares it to the total points
possible to derive a percentage. The percentage is then converted into a letter grade depending on the
grade scheme set up. Blackboard provides a default Grade Schema. To access it, click the “Manage”
icon on the action tool bar at the top of the Grade Center home page. Select “Grading Schemas.”

Manage w Reports
Grading Periods Click to open the
Grading Schemas grading schema

Grading Color Codes

Categories

Smart Views

3. The available grading schemas will be displayed. “Letter” is the default Blackboard grading schema.
Click the down arrow (v) or chevron next to “Letter,” then “Edit” to view the schema. Schemas can be
edited, copied, deleted and created. It may be easiest to simply modify the existing default schema.

Grading Schemas

Grading schemas take the actual points scored from a graded item and compare it to the total
percentage is mapped to a range of scores to display a grade. The Grade Center includes a cog

Click to create
Create Grading Schema grading schema

‘ Click to delete ‘ _\
% Delete

existing schema

[] Iitle Description
Click to edit (view),
m| fEiE copy, or delete schema
Delete

H

Click to edit
or view

Copy

Delete




4. On the “Edit Grading Schema” page, the schema name can be changed, and a description (visible to the
instructor only) can be added.

Edit Grading Schema

Grading schemas map percent scores to letter grades or some other notation for reporting performance. More Help

L'a . .
" Indicates a required field.

1. schema Information Enter new

5 Name e schema name

Description

| Enter description I

5. The default schema is displayed under “Schema Mapping.” The schema can be modified as desired.
The grades can be changed, rows can be deleted or added, and calculation percentages can be modified.
The grading schema can be as simple or complex as desired. Once the schema has been fully modified,

click “Submit” to save the changes. Click “Cancel” to return to the menu with no changes.

2. Schema Mapping

Grade Center columns that are automatically graded, such as Tests, will be converted to this display option according to the grade mapping provided below. To
enter grades in the Grade Center manually using this display option, mappings from each symbol into a percentage of points possible must be provided.

Grades Scored Between Will Equal ‘ Grades Manually Entered as Will Calculate as Insert Rows
| .
57 Fband 100% A+ se5 [ ( Click to
Enter desired € .
and Less Than §7% I | [% Delete Row ¢ insert row
percentage €
/u and Less Than 94% |A- 915 % Delete Row
=
and Less Than 90% B+ A: Delete Row
=
84 Yo an . B % Delete Row
Enter desired €
m ‘ an B. /6 Delete Row
== value =
/u an C+ 78.5 % Delete Row
=
[74  Twand Less Than 77% G [75 o Delete Row
=
(70 [%and Less Than 74% c [715 | Delete Row
«
67 |"/u and Less Than 70%, D+ 68.5 % Delete Row
=
. o
Enter desired b R el Click to
letter grade D 81.5 % l Delete Row delete row
N
F % Delete Row

3. Submit

Click Submit to proceed. Click Cancel to quit.

Cancel




6. A green confirmation banner will appear at the top of the grading schema home page. The revised
grading schema will now be in use.

Success: edited Grading Schema: Letter.

Grading Schemas

Grading schemas take the actual points scored from a graded item and compare it to the total points possible for that item to derive a percentage. This
percentage is mapped to a range of scores to display a grade. The Grade Center includes a copy of a default grading schema. More Help

Create Grading Schema

Delete
[ Title - Description
O
Degte
Displaying 1 to 1 of 1 items Show All  Edit Paging...
ﬁrades Scored Between Will Equal Grades Manually Entered as Will Calculate Q

[0 % and 100% A
[80 [ and Less Than 90% B
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=
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ES = = ES ES
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Create / Manage Grade Center Columns
1. The Grade Center Home page shows instructors enrolled student information (automatically loaded),
calculated columns (grades), and allows instructors to manage the grade center. The top menu is used to
“Create Column,” “Create Calculated Column,” “Manage,” “Report,” “Filter,” and “Work Offline.”
Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,
and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column + Manage Reports + Filter Work Offline

Move To Top Email Sort Columns By: | gyout Position Order: 4 Ascending

Student information

Tammy student_cottrell Available automatical |y loaded
Tammy (Test Studer tc12345_s December 11, 2013 | Available --
< >
Move To Tep Email Icon Legend

Edit Rows Displayed



2. Click the “Create Column” icon on the top action bar.

Click to create
Create Column Create Manage v Reports v
grade column

3. Enter the column title in the “Column Name” Field. Ideally, column names should be short (up to 13
characters or less). Enter the “Grade Center Name” in the next field. The Grade Center Name is the
name that students will see when viewing their grade in Grade Center. If no Grade Center Name is
entered, students will see the Column Name. A description can be entered in the “Description” text box.
Select the primary and secondary displays from the pull down menus. The grade can be displayed as a
score, text, percentage, letter, complete/incomplete, or none. The method selected is the way the score
must be entered into the grade center. Secondary displays are only visible to the instructor — students
will not see this view. Categories can be assigned to the column. Categories can be useful for
organizing the grade center, and for dropping grades or weighted scores. Due dates can be associated
with a grade column.

Create Grade Column

Grade Columns represent any student effort that is measured. Columns for gradable items are added to the Grade Center automatically. Work that is not
automatically graded can be measured in the Grade Center by creating a Grade Column. More Help

A
" Indicates a required field. Cancel m

1. Column Information Enter column name I
4& Column Name I

Grade Center Name

Description Enter grade center
T T T T Pparagraph Arial 3(1zp§ name (student view) Q@ixa
¥DOa i
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I Enter description I
Text
Percentage

Letter
Complete/Incomplete
None

Path: Words:0 4

v

Primary Display

Grades must be entered using the selected format. Grades display in this format in both the Grade Center and My Grades.

Secondary Display
This display option is shown 1.

I Select category I

4 Points Possible

Percentage
Letter
Complete/Incomplete

Associated Rubrics I Enter points I
C||Ck tO Name Type Date Last Edited Show Rubric to Students
add rubric
2. Dates
Date Created Dec 16, 2013 Click to select
Due Date the time due

Enter dates as mm/dd/yyyygme ma
Select due date
from calendar




4. Options allow the instructor to set the grading specifics for the column. “Include this column in Grade
Center calculations” will include the grades entered in the column in the student’s cumulative grade for
the course. For a column to be included in the grade, it must be assigned a score, percentage, or letter
grade. Reason that a column may not be included in the calculation is that it is a part of a weighted
grade column (this would include the grade twice in the total grade calculation). “Show this column to
students” — if “Yes” is selected, students will see the column and grade in their “My Grades.” If “No” is
selected, students will not be able to view this column or grade. “Show statistics for this column to
students in My Grades” — if “Yes” is selected, students will see the average score. This can be
misleading if a student views the grade before the instructor is finished grading it. It is recommended
that this field be left at the default “No.” Once the column information has been added, click “Submit”
to save the changes. Click “Cancel” to return to the menu with no changes.

3. Options

Select No for the first option to exclude this ffrade Select to include in total grade Ind option to hide this column from Students in My
Grades. Select Yes for the third option to gfow colu
Include this Column in Grade @® YesffD No

Center Calculations

Determines if grade is
Show this Column to Students @ Yes O No

visible to students
Show Statistics (average and O Yes

median) for this column to
Students in My Grades

Shows students median
4. submit score not recommended

Click Submit to proceed. Click Cancel to quit.

— W

5. A green confirmation banner will appear at the top of the Grade Center Home Page. The newly create
column will appear to the far right. Repeat the process for all grading columns to be added.
NOTE: Assignments or assessments created within Blackboard will have a column automatically
added for the item in the Grade Center.

Success: created column: Quiz 1.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,
and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column Manage + Reports Filter Work Offline +

Move To Top Email Sort Columns By: | ayout Position Order: A Ascending
Grade Information Bar
L] (V] ]
[ Cottrell Tammy Available -- - --
[ Cottrell Tammy (Test Studer Available - - ‘ NeW|y created ‘ -
Selected Rows: 0 < column >
Move To Top Email Icon Legend

Edit Rows Displayed



6. Text Columns can be useful to add information such as a student’s preferred name or other relevant
notes. Text columns are added in the same manner as a grade column (see above). Enter “Text” as the
primary display, zero (0) points possible, and select “No” for the selections in the “Options” section.

2 . .
v Indicates a required field. Cancel m

1. Column Information

3¢ Column Name IPreferred Name l

Grade Center Name | |

Description
T T T aral ﬂauzpt) ﬂT‘EE'%E'"\[}' Qidy

Student's preferred name, if different from the name on the roster.

Path:

Words: 11 Y
“ ” =
Select “Text
Primary Display
rades must be entered using the selected jormat. Grades display in this format in both the Grade Center and My Grades.
Secondary Display
This display option is shown in the Grade Center only.
Category No Category
<= Points Possible Enter zero (0) I
Associated Rubrics Add Rubric ¥
Name Type Date Last Edited Show Rubric to Students
2. Dates
Date Created Dec 16, 2013
Due Date O ‘ ‘ | (6]
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
3. Options

Select No for the first option to exclude this Grade Center column from calculations. Select No for the second option to hide this column from Students in My
Grades. Select Yes for the third option to show column statisties to Students in My Grades.

Include this Column in Grade O Yé
Center Calculations

Select “No”

Show this Column to Students O Y4 for a“ OptiOI"IS

Show Statistics (average and [ORC
median) for this column to
Students in My Grades

4. Submit

Click Submit to proceed. Click Cancel to quit.

Cancel | Submit

7. Extra Credit column(s) can be added if an instructor wants to offer students opportunity for extra
credit. Click “Create Column. Enter a zero (0) for “Points Possible.” The points possible must be




equal to zero for the extra credit to help raise students’ grades. Any point value other than zero, would
lower the students grades. Click “Submit” to save. Any points added to the Extra Credit grading
column will help to raise the total score of that student.

8. To Edit a column, click the down arrow next to the column header. Select “Edit Column Information”
from the menu. The menu also allows instructors access to “Quick Column Information,” “View Grade
History,” “Column Statistics,” “Set as External Grade,” “Show / Hide to Users,” “Sort Ascending,”
“Sort Descending,” “Hide Column” (instructor view only), and “Delete Column.” Make changes on the
“Edit Column” page. To hide the column from the students view in “My Grades,” select “No” in the
“Show this column to students” field. Instructors may want to hide grading columns until the
assignment is due. However, the instructor will need to remember to make the column visible to
students at the appropriate time. Once all the changes have been made, click “Submit” to save. Click
“Cancel to return to the menu with no changes.

Success: created column: Term Paper.

Quick Column Information

Grade Center : Full Grade Center Voo @t (g

When screen reader mode is on the table is static, and grades may be entered on the Grade Detuails page, accessed by selecting the Edit Column Information
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the c
olumn Statistics

and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Set as External Grade

Show/Hide to Users
Create Column Create Calculated Column + Manage Reports v
Sort Ascending
Sort Descending
Move To Top Email Sort Columns By: | ayout Position Order: Hide Column
Grade Information Bar Delete Column
Y p—
B LastName = FirstName  Quiz2 “ Quiz3 “ Quiz4 ' Midterm “ FinalExam @ rermpaper
[] Cottrell Tammy - .
[ Ceottrell Tammy (Test Studer --
Selected Rows: 0 < >
Move To Top Email Icon Legend
Edit Rows Displayed
3. Options

Select No for the first option to exclude this Grade Center column from calculations. Select No for the second option to hide this column from Students in My
Grades. Select Yes for the third option to show column statistics to Students in My Grades.

Include this Column in Grade @® Yes (O No
Center Calculations

Select “No” to
Show this Column to Students (@] Y hd f
Idae rrom

Show Statistics (average and O Yes @ No .
median) for this column to Student view
Students in My Grades

4. submit

Click Submit to proceed. Click Cancel to quit.
Cancel | Submit

9. Manage Grade Center columns allows instructors to reorganize and customize the Grade Center Home
Page. Manage allows instructors to set up Grading Periods, Grading Schemas, Grading Color Codes,
Categories, Smart Views, Column Organization, Row Visibility, and Send an Email.



10. The Grade Center Home page shows instructors enrolled student information. This information is
automatically loaded from Blackboard. The auto loaded student information columns cannot be edited or
deleted. The only options are to “sort ascending,” “sort descending,” and “hide column.” The Hide Column
option only hides the fields on the instructor’s view, students will still view the columns in “My Grades.”
The grayed fields indicate a “frozen” column. These columns remain stationary when scrolling through the
Grade Center. Only text columns can be frozen.

Grade Center : Full Grade Center

When screen reader mode is on the table is statie, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,

and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help
Filter Work Offline +

Sort Columns By: | ayout Position QOrder: ' 4 Ascending

Create Column Create Calculated Cc Reports v

Gray columns
are “frozen”

Student information

Tammy student_cottrell Available automatically loaded
Tammy (Test Studer tc12345_s December 11, 2013  Available and cannot be edited
<
Move To Top Email Icon Legend
Edit Rows Displayed
Only hides column Sort Ascending
on instructor’s view Sort Descending
Hide Column

11. Regular grade columns can be sorted in ascending or descending order just by clicking the column. A
yellow arrow will show the direction of the sort. Columns can also be managed by clicking the down arrow
(v) or chevron next to the column name. Column management options include “Quick Column
Information,” “View Grade History,” “Edit Column Information,” “Column Statistics,” “Set as External
Grade,” “Show / Hide to Users,” “Sort Ascending,” “Sort Descending,” “Hide Column,” and “Delete
Column.” Column deletion is permanent. Deleted columns and the grades contained in them cannot be
recovered once deleted.

Create Column Create Calculated Column + Manage v Reports Filter

o

Quick Column Information

Move To Top  Email Sort Columns By: | View Grade History

Shows the
direction of

gsition QOrder: 4 Ascending

Grade Information Bar ~ Possible: 10 | Quizzes | 2nd 9 Weeks | Last Saved Edit Column Information

Column Statistics

B LastName FirstName = _/Preferre:

Set as External Grade

[ Cottrell Tammy TC 9.00 (90.00%) 91.00 (91.00%)
column sort ShowlHids to Users
] Cottrell Tammy (Test Studer -- 10.00 (100.00%)  91.00 (91.00%)
Selected Rows: 0 < > Sort Ascending
Move To Top Email lcon Legend Sort Descending

Hide Column
Edit Roj

Delete Column




12. To move and organize columns, click “Manage.” Then select “Column Organization.”

13.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,
and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column + Manage v Reports v Filter Work Offline v

Move To Top ~ Email Gl | ez mt Columns BY: | ayout Position Order: 4 Ascending

Grade Information Bar

Categofies

0 ¢ o
Smart @ws

[ Cottrell Tammy student_cottre Available - -
Column Organization

[ Cottrell Tammy (Test Studer tc12345_s Row Visibility 1, 2013 Available

Selected Rows: 0 L4 >
Send Email

Move To Top Email Icon Legend

WileyPLUS Grade Refresh

McGraw-Hill Connect To Do List Edit Rows Displayed

McGraw-Hill Connect Reports

The “Column Organization” page will show all the Grade Center columns in a list form. The “Frozen”
columns are listed at the top gray area. Only text columns can be move to the frozen section. To move a
column, click the arrow box to the left of the column. Drag and drop the column to the desired location.
Columns can also be moved using the Keyboard Reorder Icon represented by the up and down arrow at
the far right of the screen. Use the “Reorder Column” box to change the position of the columns. Click
“Apply” when all the changes have been made. Click the check box next to a column to select it.
“Show / Hide” allows instructors to “Hide Selected Columns,” “Show Selected Columns,” “Show
Selected Columns in All Grade Center Views.” “Change Category To...” allows instructors to assign or
reassign a column to a specific category. Categories are useful to help organize assignments, and if a
grade is going to be dropped. “Change Grading Period” allows a column to be assigned to a specific
grading period. Once the columns have been organized as desired, click “Submit” to save the changes.
Click “Cancel” to return to the menu with no changes.

=]

Column Organization

The Column Organization page is divided into various tables that control how different Grade Center views are displayed. Rows in these tables represent
Columns in the Grade Center views. Rows can be manipulated to customize the different views of the Grade Center. More Help

Cancel | Submit I

Show/Hide Change Category to... Change Grading Period to...

Shown in All Grade Center Views e
Reorder Columns:

LastName ...
| First Name
[] Last Name (Frozen) F rozen CO' umns I Institution E{SLZFE?C"DName
[ First Name (Frozen) Frozen Bar
Username
& Everything above this bar is a frozen column. Drag this bar to change which columns are frozen. Use tO move Last Access
4 [] Username columns falanlt
< [ StudentID
+ [ LastAccess Institution Apply
& O Availability Institution




=1 Notin a Grading Period

Click to drag /

drop column in

1 weighted
new location

Not in a Grading Period Calculated Grade

4 [ Total (Ext Not in a Grading Period Calculated Grade
'$' |:| Current Events 12/15/13 Not in a Grading Period Discussion
& |:| Civil War Not in a Grading Period Test

< [ quiz1 Not in a Grading Period Test

& Preferred Name Not in a Grading Period No Category
%@ t in a Grading Period No Category
< [ quiz3 Click to select to show / t in a Grading Period No Category
@ [0 cuiza hide, change category tin a Grading Period No Category
< [ Midterm or grading period tin a Grading Period No Category
'f' |:| Final Exar| tin a Grading Period Test

& [ Term Paper Not in a Grading Period No C ry

None

None
Dec 15, 2013 Dec 12,2013
None Dec 16, 2013
Dec 18, 2013 Dec 16, 2013
None Dec 16, 2013
None Dec 17, 2013

1st 9 Weeks

2nd 9 Weeks
Not in a Grading Period

0 (may vary by
student)

450 (may vary
by student)

10
100

Show/Hide Change Category to...

Click Submit ttroceed. Click Cancel to qui

Hide Selected Columns
Show Selected Columns

Show Selected Columns in All
Grade Center Views

Change Grading Pericd to...

No Category
Assignment
Blog

Journal

Self and Peer
Survey

Test

Discussion

Cancel

14. A green confirmation banner will appear at the top of the Grade Center Home page if the changes were
successfully made. The Grade Center home page should reflect the reorganization.

Grade Center

Success: Grade Center Organized

B cavoces: [EETH B

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,

Filter Work Offline

Create Column

Create Calculated Column +

Manage v Reports +

Ip

Move To Top | Email Sort Columns By: | | ayout Position Order: 4 Ascending
Grade Information Bar
L %
[ Ceottrell Tammy -- Available - -
[ Cottrell Tammy (Test Studer -- December 11, 2013  Available - -
Selected Rows: 0 < >
Move To Top Email Icon Legend

Edit Rows Displayed

15. Grading Periods can be used to help organize a course. A grading period can be created and Grade
Center columns can be assigned. The Grade Center view can be changed to only show a specific
grading period or category. By selecting a grading period view, instructors can view only relevant or



current grading columns. The older or future grading columns will not be visible unless the view is
changed back to “Full Grade Center.” To create, edit, or manage a Grading Period, click the “Manage”

icon and then select “Grading Periods.”

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,

Filter Work Offline +

lumns BY: | ayout Position QOrder: 4 Ascending

Manage v Reports v

-~

Create Calculated Column +

Create Column

Grading Periods

Move To Top Email rading Schemas
Grading Color Codes

Grade Information Bar

] [/

Categories

16. From the “Grading Periods” home page, click “Create Grading Period” at the top of the page.

Grading Periods
Grading Periods are used to sort Grade Center Columns into sections based on due date. These sections help manage the Grade Center by associating Grade
Columns together so that viewing and reporting can be done based on a Grading Period instead of the entire Grade Center. More Help

Create Grading Period ‘

17. Enter the Grading Period Name in the name field. A description (visible to the instructor only) can be
added. A start and end date can be added to the Grading Period. There is a check box to select if all
columns with a due date that falls during the Grading Period dates should be included in the Grading
Period. Once the Grading Period has been configured, click “Submit” to save the changes. Click

“Cancel” to return to the menu with no changes.

Create Grading Period

Grading Periods classify Grade Columns by Due Date. A Grade Column can only be associated with one Grading Period. More Help

' . -
' Indicates a required field.

1. Grading Period Information Enter Grading
3% Name Period Name

Description

I Enter Description I




2. Dates

Grading Period Dates @ None Click to select
(O Range Start Date
Enter dates as mm/dd/yyyy start date
T —
Select to associate Enter dates as mm/dd/yyyy Click to select
column due dates
ssociate this Grading Period with all columns that h end date range.
3. Submit

Click Submit to proceed. Click Cancel to quit.
coes (I

18. A green confirmation banner will appear at the top of the Grading Period page if the grading period was
successfully created. The new grading period will appear in date order. If no dates were entered, the
new grading period will appear at the end of the list.

Success: Created Grading Period: 1st 9 Weeks.

Grading Periods

Grading Periods are used to sort Grade Center Columns into sections based on due date. These sections help manage the Grade Center by associating Grade
Columns together so that viewing and reporting can be done based on a Grading Period instead of the entire Grade Center. More Help

Create Grading Period

Delete

[] Title Description Dates

[] 1st9Weeks Aug 1, 2013 - Sep 28, 2013
Delete

Displaying 1 to 1 of 1 items Show All  Edit Paging...

19. Once created, Grading Periods can be edited or deleted by clicking the down arrow (v) next to the
appropriate grading period. Selecting “Edit” will redirect to the Grading Period creation page. Changes
can be made and saved. To delete a grading period, click “Delete.” A pop up warning message
indicates that deleting the grading period will remove all of its associations and is final. Deletions are
permanent and cannot be undone. Click “Ok” to continue and delete the selected grading period.

Create Grading Period

Delete
[] Title - Description Dates
] 1stoy Click to edit I Aug 1, 2013 - Sep 28, 2013

ond 9 Edit

g Delete

‘ Sep 28, 2013 - Dec 31, 2013

I Click to delete I' TEST

Delete



-y T
Message from webpage M

|® Remaove this Grading Period and all of its associations? This
action is final and cannot be undone.

0K Cancel

20. A green confirmation banner will appear at the top of the page if the grading period was successfully
deleted. The grading period will no longer appear in the list.

Success: deleted Grading Period: TEST.

Grading Periods

Grading Periods are used to sort Grade Center Columns into sections based on due date. These sections help manage the Grade Center by associating Grade
Columns together so that viewing and reporting can be done based on a Grading Period instead of the entire Grade Center. Mo elp

Create Grading Period

Title Description Dates
1st 9 Weeks Aug 1, 2013 - Sep 28, 2013
2nd 9 Weeks Sep 29, 2013 - Dec 31, 2013

Delete

21. Categories can be used to help organize a course. Grade Center columns can be assigned to both a
category and a grading period. Categories are useful if a grade is going to be dropped (e.g. lowest quiz
score), and to simplify the view of the grade center (e.g. view only test columns). To create, edit or
manage a category, click “Manage” and then select “Categories.”

Create Column

Create Calculated Column Manage Reports ~

Current View:  Fyjl Grade Center -~ [~ Categery: AjlC p Periods

ifg Schemas

g Color Codes

Move To Top == Email Sort{|_Categories

Grade Information Bar Smart Views

= _ Column Organization

22. Blackboard has several default categories: Assignment, Blog, Discussion, Journal, Self and Peer,
Survey, and Test. These categories cannot be edited. Columns can be assigned to an existing category,
or a new category can be created. To create a new category, click the “Create Category” icon in the top
left of the page.



Categories

A Grade Center Category is a classification of Grade Center Columns. Categories are used to organize and view Grade
Center data and can be used when creating Calculated Columns to perform operations on all Grade Columns in a
Category. The Grade Center has nine default Categories: Assignment, Blog, Discussion, Journal, SafeAssignment, Self and

Peer, Survey, and Test that More Help

Click to create
Create Category new Category

Title Description Columns

Assignment

Blog

Discussion Current Events 12/15/13

Default

Journal

categories

Self and Peer

Survey Columns assigned
Test Civil War,Midterm,Final Exam tO category

H

Displaying 1 to 7 of 7 items Show All ~ Edit Paging...

23. Enter the new category name in the “Name” field. A description, viewable to the instructor only, can be
added. Click “Submit” to save the changed. Click “Cancel” to return to the menu with no changes.
Create Category
Categories tag Grade Columns so that actions ean be performed against all Columns in the Category. Create a new

Category by giving it a Name and Description. The Description is optional, but can help differentiate Categories and
explain a Category’s purpose.

L' . . .
' Indicates a required field. Cancel m

1. category Information Enter category
7= Name name

Description

I Enter description I

2. Submit

Click Submit to proceed. Click Cancel to quit.
Cancel Submit

24. A green confirmation banner will appear at the top of the page if the category was successfully created.
The new category will appear alphabetically in the category list.



Success: Category created.

Categories

A Grade Center Category is a classification of Grade Center Columns. Categories are used to organize and view Grade
Center data and can be used when creating Calculated Columns to perform operations on all Grade Columns in a
Category. The Grade Center has nine default Categories: Assignment, Blog, Discussion, Journal, SafeAssignment, Self and
Peer, Survey, and Test that cannot be removed or edited. More Help

Create Category

Delete
[ Title Description Columns
Assignment
Blog
Discussion Current Events 12/15/13

Journal I New Category I
1§ Quizes uizes

Self and Peer

Survey

Test Civil War,Midterm,Final Exam

Delete

Displ Edit Paglng
Click to return
to menu K

25. Instructor created categories can be edited and deleted. To edit a category, click the down arrow (v)
next to the category name. Then select “Edit.” This will redirect to the category creation page and
changes can be made. To delete a category, click “Delete” from the pull down menu or select the check
box next to the category, and click the “Delete” icon at the top of the page. When delete is selected, a
warning message will pop up to confirm the deletion of the category. Category deletions are permanent
and the deleted categories cannot be recovered. Click “OK” to confirm the deletion.

Delete

Title . Description
Assignment

Blog

I Select to edit I

Disc

"Edit I Select to delete I
Journal
elete

To select N |

Quizei 9 Quizes

category

Self and Peer



r |
Message from webpage &J

'e Delete this category? This action is final and cannot be undaone.

[ 0K H Cancel |

b

26. A green confirmation banner will appear at the top of the page if the category was successfully deleted.

Success: Category deleted. ()

Categories

27. Columns in the Grade Center can be assigned to a category when the column is created or by editing
(Manage, Column Organization). In Column Organization, click the check boxes for the columns to be
assigned, then “Change Category for...” and select the desired category. Click “Submit” to save the
changes. Click “Cancel” to return to the menu with no changes.

Grade Center Due Dates
1. Assigning Due Dates is helpful to both faculty and students. When a due date is added, a calendar item
is automatically added to the course calendar, and the assignment is added to the appropriate grading
period (if applicable). Due Dates can be added at the time the assignment or assessment is created, or it
can be added through the Grade Center. To Add a Due Date, click on “Course Tools” in the Course
Management tool bar, and select “Set Grade Center Due Dates.”
COURSE MANAGEMENT
* Control Panel
» Files

+ Course Tools

Add Test Student
Announcements

l Set Grade Center Due Dates I
asks

2. Due dates can be assigned in a few ways. “Edit Due Dates by Grading Period” allows an instructor to
set the same due date for all assignments in a particular grading period. “Edit Individual Due Dates”
allows a different due date to be given to each assignment. To add a due date and time, simply enter the
date and time in the fields, or click the date and time icons and select from the calendar. “Time Part of
All Due Dates” allows an instructor to set or change the default “due” time for the course (e.g. the due
time for all assignments is set to 11:59 pm). Check the “Use Same Time for All Due Dates” box to
select this option, then enter the time in the field, or click the icon to select a time. When all the due
dates and times have been set, click “Submit” to continue. Click “Cancel” to return to the menu with no
changes.




Grade Center Due Dates - individual due dates (all assignments listed)

W Indicates unsaved changes. Cancel m

'% Assign due date to everything
Edit Due Dates by Grading Period . . .
in a grading period

2. Time part of all due dates

Please specify if you would like to set time of all due dates to same value during su I

Use same time for all due dates@\me to use ujj ‘ Sets defa u It d ue tlme

Edit Individual Due Dates
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isplaying 1 to 21 of 21 items Show All | Edit Paging

Submit

Click Submit to save and reload. Cancel acts as browser's back button.
_ ﬁ

Grade Center Email
1. Instructors can Email students directly from Grade Center. Simply click the check box next to the
student(s) name(s) to select, then click the “Email” icon. Select “Email Selected Users.”

Create Column Create Calculated Column + Manage v Reports v

Current View: Fyll Grade Center [&  Category: A| Categories Status: Al Statuses

i > Move To Top Email Sort Columns By: | ayout Posi
ick to
Select a” rade Information Bar Email Selected Users
[] Email Selected Users and their
Observers
Caottrell
CIICk to Email Observers for Selected Users
ottrell e w—
select elected Rows: 1 <

Move To Top Email

2. Complete the “Subject” field, and enter the Email body into the “Message” text box. Additional
Recipients (Bcc) can be added. Students will not see the full recipient list. From the student perspective,
the Email is being sent only to them. It works much like a blind carbon copy. To add an attachment,
click the “Add a file” link and click the “Browse” icon. Follow the prompts. If the box next to
“Include list of recipients” is selected, the instructor will receive a copy of the Email including the



recipients. This provides the instructor with an audit trail, and proof of communication. When

completed, click “Submit” to send the Email. Click “Cancel” to return to the menu with no changes. A
copy of the Email will be sent automatically to the instructor.

HINT: If teaching multiple classes, put the section number and class name in the “Subject” field

followed by a brief subject. This will allow instructors and students to quickly and easily identify
Emails.

Send Email

1. Email Information

To Cottrell, Tammy Enter Bcc Emall
Additional Recipients (Bcc)

{ Addresses

From Tammy Cottrell
Subject l I
Message Enter Email
TTT ada 3 (12pt) T - =i v I Subject QiAHY
I Enter Email text I
[Py Includes a copy of the recipients Wewsd

sent only to the instructor

Include list of recipients
copy o

15 email will be sent to the sender.

S——
Attachments l Attach a file l
——
2. submit

Click Submit to proceed. Click Cancel to quit.

Cancel Submit

3. A green confirmation banner will appear at the top of the page if the Email was successfully sent.
Remember that grades cannot be sent via Email, as Email is unsecure. Grades are considered private
information.

NOTE: A copy of the Email will be sent to the Instructor, however, the Email will not appear in the
“Sent Mail” folder and there will be no other record of the Email. Instructors may prefer to Email
students directly from Outlook to retain a record of the communication(s).

Success: The following Users were notified: Tammy Cottrell

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,
and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column ~ Manage v Reports ~ Filter Work Offline +

Current View: Fy| Grade Center [ Category: pj Categories Status: Al Statuses




Student Grades

1. Some assignments and assessments created in Bb will be auto graded. To manually Add a Grade, click
on a column under a student name and enter the total points for the assignment. Press <Enter> to
continue to the next student. To edit a previously entered grade, simply click on the incorrect grade, and
enter the new one. Press <Enter> to continue. The change will be noted in the grade history.

Create Column Create Calculated Column Manage v Reports Filter Work Offline +

Move To Top = Email Sort Columns By: | ayout Position Order: A Ascending
Grade Information Bar  Grade Type: Grade | Points Possible: 100.00 | Displayed As: Score | Visible to Users: Yes I t Saved:December 17, 2013 2:20 PM
| Enter grade
L ]
[] Cottrell Tammy TC 10.00 9.00 (90.00%) 10.00 (100.00%)
[ Cottrell Tammy (Test Studer -- 8.00 7.00 (70.00%) 5.00 (50.00%)
Selected Rows: 0 L4 >
Move To Top Email Icon Legend

Edit Rows Displayed

2. View Grade Details can be accessed by clicking the down arrow (v) next to the grade and selecting
“Vew Grade Detail.”

Create Column Create Calculated Column + Manage v Reports Filter Work Offline v

Move To Top | Email Sort Columns By: | ayout Position Order: A Ascending
Grade Information Bar Last Saved:December 17, 2013 2:20 PM
L /]
[] Cottrell Tammy TC 10.00 (100.00%)  9.00 (90.00%) 10.00 (100.00% &2 --
[ Cottrell Tammy (Test Studer -- 8.00 (80.00%) 7.00 (70.00%) 5.00 (50.00%)
“Selected Rows: 0 < View Grade Details
Move ToTop  Email Quick Comment
Exempt Grade ‘
ttpsi//rsced blackboard.com/webapps/gradebook/do/instructor/enterGradeCenter?course_id=_39199_1#close ]

3. The Grade Details provides a tab for “Attempts,” “Manual Override,” “Column Details,” and “Grade
History.” Attempts shows the date and time of the student’s submission, the student’s current grade,
the value and grading information. Manual Override allows an instructor to change the grade, add
feedback for a student, and grading notes. Grade history shows the date, time, and the person who
entered the grade. This is a history of any grade changes. “Clear Attempt” resets the assignment or
assessment, and allows the student to access it if the access was restricted (e.g. tests, quizzes, etc.).

User Tammy Cottrell (student_cottrell) < > Column Quiz 2 (Quizzes) <

7
Current Grade: 10.00 out of 10 porislxemd StUdeENt’s
rade based on Last Graded Att@ current grade
Due: None
P—
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—

Date Created Date Submitted (or Saved) Value Feedbg m Actions

Resets
Dec 17, 2013 2:20:18 PM Dec 17, 2013 2:20:18 PM 10.00 . Clear Attempt | Edit Grade
(Completed) assignment,

allows access

Icon Legend
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Average Score 7.50
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Attempt
Dec 17, 2013 2:20:18 PM Tammy Cottrell Gmde”m and person who

edited the grade

Icon Legend

Grade Center

‘ Click to return to

‘ |%Return to Grade Center

4. The Total Column will show the raw score — simply the sum of all entered points. The green check
mark indicates that this is the external (or course) grade. The default settings do not “count” columns
with nothing in the grade cell in the total score. Meaning that if a student did not complete an
assignment, it will not lower their grade. To edit the Total Column, click the down arrow (v) next to the

column.

A Ascending
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5. On the “Edit Column” page, scroll down to the display settings. Set the Primary Display to “Score,” and
the Secondary Display to “Percentage.” The secondary score is only visible to the instructor. This will
provide a good benchmark of how the student is progressing in the course. The Score will provide the
raw total of points in the class, while the percentage indicates progress. Next, select “No” in the
“Calculate as Running Total” field. Yes would change the calculation to only include items that have
grades entered, or have an attempt. If a student fails to do an assignment, it would not negatively impact
their grade. Selecting No includes all items in the calculation, counting incomplete items as zero (0).
Click “Submit” to save the changes. Click “Cancel” to return to the menu with no changes.

Primary Display

Secondary Display

2. Dates
Grading Period

Date Created

3. select Columns

& instructors

alculated grades disp a1 Visible to students |andM’y Grades.

[Percentags i v/

aQuepidy oNon is sho

Visible to
instructors only

Dec 17,2013

Choose All Grade Columns to include all grade columns in the total. {medmg Periods exist, limit the columns included in the total by choosing All Grade

Columns in Grading Period. To include specific columns or ¢,

Include in Total

Calculate as Running Total

5. submit

Columns and Categories.

Select “No” to
ensure incompletes

@ All Grade Columns

() Selected Colu and Categ

will be counted as 0

A running tolal only includes items that have grades or attempts. Selecting No includes all items in the calculations, using a value of
o for an item if there is no grade.

Click Submit to proceed. Click Cancel to quit.

6. Click Create a Calculated Column to create an “Average Column,” “Maximum / Minimum Column,”
“Total Column,” or “Weighted Column.” Select the calculated column to create. “Total Column” will
be used for this example.

Create Calculated Column Manage + Reports v Filter Work Offline
-~

Average Column

Create Column

Move To Top

Grade Information B:

L]
[ Cottrell

[ Cottrell
Selected Rows: 0

Move To Top

Minimum/Maximum Column Sort Columns By: | ayqut Position Order: 4 Ascending
Total Colurmn Last Saved:December 17, 2013 3:13 PM
Weighted Column @
Tammy TC 90.00 (90.00%) - 319.00 (70.89%)
Tammy (Test Studer -- 87.00 (87.00%) - 305.00 (67.78%)
< >
Email Icon Legend

Edit Rows Displayed



7. Enter the Column Name, Grade Center Name (what appears in “My Grades), and Description (only
visible to instructor). Enter the primary and secondary display types. A grading period can be assigned,
but is not necessary. Select “Selected Columns and Categories” to create a total column for a specific
set of assignments (e.g. quizzes). Either select the individual columns to include, or if the columns
were assigned to a category (e.g. quizzes), simply select the category. Use the right facing arrow (>) to
move the columns or categories to the “Selected” Columns field. Once the columns are selected, there
will be an option to “Drop Grades” (either highest or lowest) or “Use Only the” lowest value or highest
value to calculate. For example, to drop the lowest quiz score, select “Drop Grades,” and then enter a
one (1) in the “Drop Lowest Grades” field. In the “Calculate as Running Total” field, ensure that “No”
is selected. No ensures that uncompleted assignments are counted in the final grade calculation. “Yes”
in this field would not count incomplete assignment and would not lower the student’s final grade.
Select the option to “Include this Column in Grade Center Calculations,” and whether or not the column
should be visible to students. It is recommended to set the “Show Statistics for this column to Students
in My Grades” to “No.” Click “Submit” to save the changes. Click “Cancel” to return to the menu with
no changes.

Create Total Column

A Total Column calculates the total points for a number of Columns related to the total number of points allowed. Total Columns are useful for generating a
final score. Columns with text as the primary display cannot be totaled. More Help

Indicates a required field. Cancel m

1. column Information Enter Column Name I
Column Name "

Grade Center Name

Displays as the column cters.

Enter Column Name
Description for My Grades
T T T Aaral ﬂauzpt) ﬂT'EE'%E‘T'f' Biidy

I Enter Description (Visible to Instructor only) I

Path: Words:0 4

Primary Display T

alculated grades display in this g

Visible only to instructor —

Secondary Display )
This display option is shown in th Percent is recom mended

3. select Columns

Choose All Grade Colwmns to include all grade columns in the ded in the total by choosing All Grade

Columns in Grading Period. To include specific c:Wc Will create total for all grade Categories.

@ All Grade Column

. . columns or a “Course” grade
Click to select certain All Grade Columns in Grading

elected Columns and Categories

columns or categories




Columns to Select: Selected Columns:

Current Events 12/15/13 T
Quiz 1 = _
Quiz 2 Category: Quizzes
Civil War >
Midterm
Quiz 3

Quiz 4
Term Paper
Final Exam
Extra Credit

Total
Waghted Total Use to add columns

in Grading Period: v

or categories

1 All

Categories to Select: rﬂp Grades OR () Usecnlythe

Assignment Drop E Highest Lowest Value to

Blog Calculate
Grades L
Journal Highest Value to

Self and Peer » Crop| Lowest Calculate
Survey Grades

Test
Discussion
Quizzes

Column Information

Category Information |

« ”
Calculate as Running Total ® Ye Select “No
A running ot only inel or attempts. Selecting No includes all iterns in the calculations, using a value of

o for an item if there is no grade.

4, Options

Select No for the first option to exclude this Grade Cente
Grades. Select Yes for the third option to show column s|

‘or the second option to hide this column from Students in My

Include this Column in Grade @ Yes O No WI” InCIUde COIUmn

Center Calculations in grade calculation
Show this Column to Students @ Yes (O No

Show Statistics (average and O Yes @ No
median) for this column to \
Students in My Grades Recommended

to leave as “No”

5. submit

Click Submit to proceed. Click Cancel to quit.

8. A green confirmation banner will appear at the top of the page if the Calculated Column was
successfully created. The new column will appear at the far right of the Grade Center.



Success: created column: CumQuiz.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade.
When screen reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value,
and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column Manage v Reports .+ Filter Work Offline +

Move To Top | Email Sort Columns By: | ayout Position Order: 4 Ascending
Grade Information Bar Last Saved:December 17, 2013 3:13 PM
L] /] <
[ Cottrell Tammy TC -- 319.00 (70.89%) -- 28.00
[ Cettrell Tammy (Test Studer -- -- 305.00 (67.78%) - 25.00
Selected Rows: 0 < >
Move To Top Email Icon Legend

9. To Drop a Score is a four step process. For example, to drop the lowest quiz score.

a. Create or select an existing category. In this example, it would be the Quizzes category.

b. Assign the grade columns to the category. (For this example: Quiz 1, Quiz 2, Quiz 3 and Quiz 4)

c. Create a calculated column, selecting a new “Total Column” (see above example)

d. Change the “Total” column to exclude the individual (quiz) scores, and to only count the
calculated (quiz) column. Failure to exclude the individual (quiz) scores will result in those
columns being counted twice in the cumulative grade. Press and hold the <Alt> key to select all
columns except the individual quiz columns. Click the right facing arrow (>) to add to the
“Selected Columns” field. Click “Submit” to save the changes. Click “Cancel” to return to the
menu with no changes.

3. Sselect Columns
Choose All Grade Columns to include all grade columns in the total. If Grading Periods exist, limit the columns included in the total by choosing All Grade
Columns in Grading Period. To include specific columns or categories in the total, choose Selected Columns and Categories.

Include in Total (@ All Grade Columns

LAl Grade Columns in Grading Period | 1st 9 Weeks W

m Belected Columns and Categories

Calculate as Running Tota

O Yes @® No

Columns to Select: E Sel .
Current Events 12/15/13 r

Quiz 1 Column: Current Events 12/15/13
Column: Civil War

Column: Midterm

Column: Term Paper

Column: Final Exam

Cummulative Quiz Score

Column: Extra Credit

‘Column Information . . .
Current Events 12/115/13: Category Discussion/ Grading Period'/ Points Possibls10 Column: Cummulative Quiz Score
Civil War: Category Test/ Grading Period:/ Points Possible:100 \
Midterm: Category:Test/ Grading Period:/ Points Possible:100

Term Paper: Category:None/ Grading Period:2nd 9 Weeks/ Points Possible:100
Final Exam: Category-Test/ Grading Period:/ Points Possible: 100

Extra Credit: Category‘None/ Grading Period:None/ Points Possible:0

Cummulative Quiz Score: Category:Nene/ Grading Period:None/ Points Possible:30

\0 o o 0o 0|0 0*




10. Weighted Grades can be used in Blackboard. To set up, click the down arrow next to the Weighted
Total column, then “Edit Column.” NOTE: make sure that all grading columns have been added to
the Grade Center before setting up the Weighted Total. Grading columns cannot be added once the
grades are weighted.

Grade Center : Full Grade Center
When screen reader mode is on the table is static, and grades may be entered on the Quick Column Information I
selecting the table cell for the grade. When screen reader mode is off, grades can be ﬂ Edit Column Information I e
Grade Center page. To enter a grade: click the cell, type the grade value, and press tl = arrow
keys or the tab key to navigate through the Grade Center. More Help Clli S
Set as External Grage
Show/Hide to Users .
Create Column Create Calculated Column + Manage + Reports + Offline ~
Sort Ascending
Sort Descending
Move To Top = Email Sort Columns By: | ayout Position Hide Column
Grade Information Bar Delete Column 13113 PM
L] %2 <
[ Cottrell Tammy TC 311.00 (70.68%)
[ Cottrell Tammy (Test Studer -- 300.00 (68.18%)
Selected Rows: 0 L4 >
Move To Top Email Icon Legend

11. Select the category(s), assignment (s), or total column(s) to be used for the weighted total. To select
multiple columns or categories, press and hold the Control <Ctrl> key, then click on the desired columns
or categories. Click the right facing arrow (>) or chevron to add the columns and categories. If both
columns and categories are selected, click the arrow for both sections. The selected items will disappear
from the list on the left.

3. Select Columns

Select the columns and categories to include in this weighted grade and then set the weight percentages.

Include in Weighted Grade

Columns to Select Selected Columns:
Current Events 12/15/13 Enter the weight percentage for each item. Percentages should add up to 100
Quiz 1 percent.
Quiz 2 pr—
Civil War > M
. Click to add

Click to
Torm Paper selected columns
Extra Credit COIUmn(S)
Cummulative Quiz Score to select

Term Paper: Category:Nonef Grading Period:2nd 9 Weeks/ Points Possible: 100
Extra Credit: Category:None/ Grading Period:None/ Points Possible:0

Column Information
Cummulative Quiz Score: Category:None/ Grading Period None/ Points Possibla:30

Categories to Select:

Assignment
Soumal l /| Clickto add
Self and Peer » .
S Click to selected categories
aC L) category(s) Total Welght: 0%
to select

Test:Civil War, Midterm, Final Exam
Discussion:Current Events 12/1513

Category Information




12. The selected column(s) and category(s) will appear in the “Selected Columns” box. Enter the
percentage to assign to each column.

Include in Weighted Grade

Columns to Select Selected Columns:
Current Events 12/15/13 Enter the weight percentage for each item. Percentages should add up to 100
I ercent.

Quiz 1 b
Quiz 2
Civil War

- X
Midterm 9Column: Term Paper ~
Quiz 3 Enter the
Quiz 4
Final Exam 5 . 5 0
Total pe rcentage for D YHColumn: Cummulative Quiz Score
Ftra Credt each column

|:| % Category: Discussion e

Column Information

Categories to Select
Assignment

Blog

Journal

Self and Peer >

in Grading Period: v

Survey
Quizzes

All

Total Weight: 50%

Category Information

13. Scroll down in the “Selected Columns” box to enter the percentage assigned to each category. Grades
within the category (highest or lowest) can be dropped. To drop the lowest grade, for example, make
sure the “Drop Grades” box is selected, then enter a one (1) in the “Lowest Grade” category. This will
drop the one lowest grade in that category.

Include in Weighted Grade

Columns to Select: Selected Columns
Current Events 12/15/13 Enter the weight percentage for each item. Percentages should add up to 100

Quiz 1 ercent.

Quiz 2 Enter percentage ﬂ 5
Civil War > YolCategory: Discussion

Midterm ~

Quiz 3
Quiz 4
Final Exam
Total

Extra Credit

for column

in Grading Period: v

IColumn Information

Categories to Select:
Assignment All
Blog
Journal Weight Columns: (@) Equally () Proportionally
Self and Peer >
Survey

Quizzes Use to drop N
scrore(s) from

(@ Drop Grades

Drop [ |Highest Grades
Drop Lowest Grades

(O Use only the
Lowest Value to

Calculate
I lighest value to v

the category T

Category Information

14. There is a running total located beneath the “Selected Columns.” This total will update as percentages
are added. In the “Calculate as Running Total” column, select “No.” This will ensure that incomplete
assignments are counted as a “0” and included in the final grade. Click “Submit” to save the changes.
Click “Cancel” to return to the menu with no changes.



Columns to Select Selected Columns:

Current Events 12/15/13 Enter the weight percentage for each item. Percentages should add up to 100
Quiz 1 percent.
Quiz 2
Civil War > - |
Drop [ |Highest G Must equal ~
Total Weight: 100% 100%
(o]
Category Information
Calculate as Running Total O Y
A runming total only includes items that have grades or attempts. Selecting No includes all items in the calculations, using a value of o for an

itemn if there is no grade.

15. A green confirmation banner will confirm the changes to the Weighted Total column. The new

16.

weighted grade will now appear in the Grade center.

Success: edited column: Weighted Total.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to
submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column ~ Manage v Reports + Filter Work Offline

Move ToTop  Email Sort Columns By: | ayout Position Order: | 4 Ascending
Grade Information Bar Last Saved:December 17, 2013 3:13 PM
L % ]
[ Cottrell Tammy TC 90.00 (90.00%) | -- 28.00 311.00 (70.68%)
[ Cottrell Tammy (Test Studer -- 87.00 (87.00%) |- 25.00 300.00 (68.18%)
Selected Rows: 0 L4

Move To Top Email Icon Legend

Edit Rows Displayed

The Current Student Grade may not be reflected in the total column. To create a column to reflect the
students’ grades at a given point in the semester, first create a new grading Category. A suggested name
for the category is “Grade through <Date>" (e.g. “Grade through 3/1/14”). Enter the desired date range
for the grade snapshot, and be sure to check the box to include all assignments that fall within that date
range. Next, click “Create Calculated Column” and select “Total Column.” Enter the grade column
name in the name field. A suggested name would be “Grade through <Date>,” the same as the grading
period. A Grade Center Name can be added, if the student display should be different. Enter a
description in the text box. Enter the primary display and secondary display (instructor view only).
Select the newly created grading period in the “Dates” section. In the column selection, choose “All
Grade Columns in Grading Period” then select the newly created grade period to include in the total.
Ensure that “No” is selected for “Calculate as Running Total,” to include incomplete assignments as a
zero (0) in the grade calculation. In the Options section, be sure to select “No” for “Include this Column
in Grade Center Calculations.” Click “Submit” to create the new column. Click “Cancel” to return to
Grade Center with no changes. NOTE: To change the date of the grade snapshot, simply edit the
Grading Period, changing the name and end date to the new date. Remember to edit the Grade
Column name to reflect the new date.



Create Total Column

A Total Column calculates the total points for a number of Columns related to the total number of points allowed. Total Columns are useful for generating a final score.
Columns with text as the primary display cannot be totaled.

% Indicates a required field. Cancel m

1. Column Information

. ’—/-I Enter name I
2 Column Name Grade thru 2/28/14
|

Grade Center Name

Displays as the colurmn header in the Grade Center. Cannot exceed 15 characters.

Description

T T T F Pparagraph Arial 3 (12pY)
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IStudent grades through 2/28/14 <
I Enter Description I

Path: p Words:4 4

Primary Display Score ~

Calculated grades display in this format in both the Grade Center and My Grades. / Se I ect P rI ma ry &

Secondary Display Seconda ry DlSpIaV

This display option is shown in the Grade Center only.

2. Dates
_ Select new
Grading Period
Date Created Feb 12, 2014 grade perIOd

3. Sselect Columns

Choose All Grade Columns to include all grade columns in the total. If Grading Periods exist, limit the columns ineluded in the total by choosing All Grade Columns in
Grading Period. To include specific columns or categories in the total, choose Sel: d Ce and C

Include in Total

Select new

grade period

Calculate as Running Total O Yes @ No

A running total only includes items that have grades or attempts. Selecting No ineludes dll items in the ealculations, using a value of 0 for an
item if there is no grade.

4. options

Select No for the first option to exclude this Grade Center ¢ ion to hide this column from Students in My Grades. Select

Yes jfor the third option to show column statistics to Stydentzs i .
Include this Column in Grade O Yg DO nOt InCIUde
Center Calculations

column in students’
Show this Column fo Students @) Yes (O No

course grade

Show Statistics (average and ) Yes ® No
median) for this column to
Students in My Grades

5. Submit

Click Submit to proceed. Click Cancel to quit.
Cancel

17. A green confirmation banner will appear at the top of the Grade Center page. The new grade column
will appear with the calculation of the students’ grades at a specific date.

Success: created column: Grade thru 2/28/14.

Move To Top  Email Sort Columns BY | ayout Position Order: 4 ascending

Grade Information Bar Last Saved February 12, 2014 8:48 AM

[ Cottrell Student - 6.00 14.00 (23.33%) 1 - 5.00

D Cottrell Tammy (Test Studer -- - 0.00 (0.00%) - -

[ Student Tammy = 8.00 17.50 (20.17%) { - 5.00 80.00




Downloading Grade Center
1. The Grade Center can be downloaded into Excel and saved on a storage device (e.g. computer, flash

drive, etc.). Important: Remember that grades are FERPA protected, and must be stored securely. It
is recommended that the Excel spreadsheet from the download be password protected. Grades can be
entered in the spreadsheet and then uploaded back onto Blackboard. Be sure to create all grading
columns in Grade Center, do not create them in Excel as they will not upload correctly. Admissions and
Records requires faculty to submit final grades in their courses. The download of Grade Center can be
sent to Admissions and Records at the end of the semester.

2. Access the Grade Center. Click the “Work Offline” icon, then select “Download.”

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to
submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column + Manage v Reports ~ Filter Work Offline . v
a
Move To Top Email Sort Columns BY: | ayout Position
Grade Information Bar Last Saved:December 17, 2013 3:13 PM
U o V]
[] Cottrell Tammy TC 90.00 (90.00%) -- 28.00 311.00 (70.68%) 80.35%

3. Under the “Data” section on the Download Grades page, select “Full Grade Center.” Under the
“Options” section, select the Delimiter Type of “Tab,” and “Yes” to Include Hidden Information. Click
“Submit” to download the file.

Download Grades

Full or partial data can be downloaded from the Grade Center and saved to your computer or a Content Collection folder. Once downloaded, grades can be changed
and added offline and later uploaded to the Grade Center. In addition, you can edit comments accessed through the Quick Comment feature or the Manually Override

tab on the Grade Details page. More Help

1. Data
Select Data to Download I (®) Full Grade Center I
() Selected Grading Period  [1st9 Weeks v
() Selected Column [] Include Comments for this Column

() User Information Only

2. Options

Choose either the tab delimited (XLS) or comma delimited (.CSV) delimiter type to open the file directly in Microsoft Excel. Select comma delimited for importing to third-
party applications that do not support Excel.

Delimiter Type ) Com

Include Hidden Information ) No

gaermiormation includes columns and users that have been hidden from view.

3. Submit



4. Click “Download” from the confirmation page.

Download Grades

The data has been saved to a file. To download the file and work off line click Download to Open the file.

DOWNLOAD

5. Adialog box will prompt “Do you want to open or save <File Name> from rsccd.blackboard.com?”

Click “Open” and go to step 8. The message in step 7 may appear, click “Yes” to continue. The file can

also be saved. To save the file, click the down arrow (v) or chevron next to “Save,” and select “Save

As” and continue with step 6.

Download Grades

The data has been saved to a file. To download the file and work off line click Download to Open the file

| DOWNLOAD E

De you want to open or save ge_TammyCottrell_fullge_2014-01-06-14-03-23.xls from rsced.blackboard.com?

oK

Save
Save as

Save and open

6. Select the location on the computer or device to save the file to. Click “Save” to complete the process
Click “Cancel” to return to Grade Center without saving the file.

|4 Save As

@K_/"'l Desktop »
Organize ¥ New folder
J tcl2345 -
B Desktop ? E?_ttl’ell, Tammy
% System Folder
J Help Desk @D

File name: gc_TammyCottrell_fullgc_2014-01-06-14-03-23.xls

Save as type: ’Microsof't Office Excel 87-2003 Worksheet (*.xls)

“ Hide Folders

7. To open the file, launch Excel. Select “Open” from the file menu and then the Grade Center file. A
dialog box will appear to inform that the file is in a different format. Click “Yes” to continue.

i

Microsoft Office Excel

The file you are trying to open, ‘gc_TammyCottrell_fullgc_2014-01-06-14-03-23.xls', is in a different format than spedified by the file extension. Verify that the file is not corrupted and is from a trusted

l %  source before opening the file. Do you want to open the file now?
Pe——

[Yes][

MNa

] [ Help ]




8. A “Text Import Wizard” will open. On the first screen, ensure that “Delimited” is selected, then click
“Next” to continue.

Text Import Wizard - Step 1 of 3

? o] |

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

that best describes your data:
- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 | File origin: Windows (ANSI)

Preview of file C:Ysers\Cottrell_Tammy\Desktop\gc_TammyCottrel_fullgc_2014-01-06-14-03-23.xls,

1|"Last Name""First Name""Student ID""Username""Awvailability""Last Rcc o
E "Cottrell™"Tammy""student_cottrell™"Yes™"""TC""10.00""8.00""10.0
'Cn:trell""Tammy (Test Student)""tcl2345 s""¥es""2013-12-17 14:00:46

=]

< m

Cancel

9. Select “Tab” as the Delimiter on step 2 of the wizard, then click “Next” to continue.

Text Import Wizard - Step 2 of 3

2 [ |

This screen lets you set the delimiters your data contains. You can see how your textis affected in the preview
below.

| Semicolon [] Treat consecutive delimiters as one
Comma
D Text gualifier: |” |z|
|:| Space
[ other:
Data preview

ast Name First Name
ottrell [Tammy
ottrell [Tammy

tudent ID Username wailability [Laf
tudent_cottrell [fes
(Test Student) clZ345_3

es a

< [

Cancel < Back o

10. Ensure that “General” is selected as the Column Data Format on step

3, then click “Finish” to continue.
Text Import Wizard - Step 3 of 3 2 [t |

This screen lets you select each column and set the Data Format.
Column data format

neral

Tex

'General converts numeric values to numbers, date values to dates, and al
remaining values to text.
(7) Date:  |MDY

]
() Do notimport column (skip)

Data preview
sneral eneral ensral =3
Etudent ID Username Pvailability [Lag =
lstudent_cottrell [es

ltelz345_s

[fes o




11. The spreadsheet will open. The column widths may need to be adjusted. Important: Do not change
any of the fields in the Header Row (line 1). This is the column identifier and it must remain as it is in

order to upload correctly back into Blackboard.
@ﬂg - - )

Home Insert Page Layout Formulas Data Review View Acrobat

gc_TammyCottrell fullge_2014-01-06-14-03:23.xIs 5 |

Ao AL

= = - = - PE -
* cut Calibri Sl CA LT == (S Wrap Text General - ﬂ DO not Change Neutral Ifl- ?‘ | EA“US“"‘
~— 43 Copy = - @] Fill -
Paste ) B I U-[i=-[&-A-===|== Merge & Center = || § - % » |[<3 %]  Conaitiona _ | Insert Delete Format
- F Format Painter | LU E- Sl J || EMerg | |58 &%) Farmeiir fsiEiin Header ROW P - - - B 2 Clear -
Clipboard = Font = Alignment i Number = Cells Ed
[ c17 s £ y 4
A 2 = o £ I3 c T L L " " N o o o £ I m "

hted Total [Total Pts: up to 73.5] | 455520

1 |Last Name First Nami Student IL Username Availabilil Last Acces Preferred Current EvQuiz 1 [To Quiz 2 [To Civil War [Midterm [Quiz 3 [To Quiz 4 [To Term Pape Final Exan Extra Crec Cummulat Total [Toti Weil

ammy c

3 Cottrell Tammy (Test Studentc12345_s Yes 00:46.0 8 7 5 89 8 10 91 87 25 300 75.05%

12. Grades can be changed and / or entered into the spread sheet and uploaded back into Blackboard.
Ensure that the grades are entered for the correct student. The file must be saved in the same format
(file extension) as it was downloaded. A dialog box may appear regarding the compatibility of the file.
Click “Yes.” Select the location to save the file, then click “Save” to continue.

=)

-
Microsoft Office Excel
ac_TammyCottrell_fullgc_2014-01-06-14-03-23.xls may contain features that are not compatible with Unicode Text, Do you want to keep the workbook in this format?

« To keep this format, which leaves out any incompatible features, dick Yes.
== «To preserve the features, dick No. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

(Ce N | [

‘
e T ==

@D'_ = T = [ ¢ |[ search Desktop 2|

Organize »  New falder - @

%] Recent Places  + :
Cottrell, Tammy " | Computer
LS ]& System Folder .k“ System Folder
Ml Desktop =

File name: gec_TammyCottrell_fullgc_2014-01-06-14-03-23.xdsx

Save as type: IExce\ Workbook (*.xlsx) 'I
Authors: Cottrell, Tammy Manager: Specify the manager
Tags: Add atag Company: Specify the company name
Title: Add a title Categories: Add a category
Subject: Specify the subject Comments: Add comments
[F] Save Thumbnail

13. To upload the Excel file to Grade Center, access Grade Center, then click “Work Offline.” Select
“Upload.”

Grade Center : Full Grade Center

When sereen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to

Work Offline v

Filter

[ Uploas ] -

| Download

Create Column Create Calculated Column Manage Reports v

Move ToTop ~ Email Sort Columns BY: L ayout Position

Last Saved.December 17, 2013 3:13 PM

<
28.00 311.00 (70.68%) 80.35%

Grade Information Bar

L]

[] Cotirell Tammy TC 90.00 (90.00%)

o



14. On the “Upload Grades” page. Choose the file to upload by clicking “Browse My Computer” next to
Attach File. Select the file, and click “Open” to continue.
Upload Grades

T upload grades from external sources into the Grade Center, the external file must be formatted o syneh external data to the Grade Center data. Data is synched by
using unique identifers for each Student and each existing Column.

o [

1. Choose File

uploading grades, first download the Grade Center, and then edit the file with the data to be uploaded. This will help ensure that the data in the upload file is formatted
tly

¢ Altach File Hrowse My Compules Hrowse Course

Delimiar Type Auto (73 Comma (8 Tab
2. Submit
Click Submit to proceed. Click Cancel to quir

O

)= | Bl Deskiop » - |&,| | Search Desktop o]

Organize New folder =~ 0O @
r Favorites E]' gc_TammyCottrell_fullge_2014-01- Information Services - Shortcut -
’ 1%} = | 06-14-03-23.xlsx 3 r Shorteut

& Downloads "L | Microsoft Office Excel Worksheet E‘ 1.36 KB
File name:  ge_TammyCottrell_fullgc_2014-01-06-14-03-23 xlsx ~ | AllFiles ("4

15. The file name will now appear under the “Selected File” File Name section. Select “Tab” as the
Delimiter Type, and click “Submit” to continue. Click “Cancel” to return to the menu with no changes.
Upload Grades

To upload grades from external sources into the Grade Center, the external file must be formatted to synch external data to the Grade Center data. Data is synched by
using unique identifiers for each Student and each existing Column.

Cancel m

1. Choose File

When uploading grades, first download the Grade Center, and then edit the file with the data to be uploaded. This will help ensure that the data in the upload file is formatted

correctly.
“# Attach File Brc Computer | [ Bro

/| Selected File
Selected File File Name gc_TammyCottrell_fullgc_2014-01-06-14-03-23.xlsx’

Name of link to file [gc_TammyCottrell_fullge_2014-01]

Do not attach

Delimiter Type OAuto O Comm

2. Submit

Click Submit to proceed. Click Cancel to quit.
Cancel



16. A confirmation page will appear that shows the columns and if any changes or updates where made.
Click “Submit” to continue. Click “Cancel” to return to the menu without importing the file.

Upload Grades Confirmation

Review the list below and select what to upload, then click Submit.

Cancel m

Upload Uploading Column Match Grade Center Column Data Preview Messages

Preferred Name V] Preferred Name No Data Updates Indicates no
Current Events 12/115/13 v} Current Events 12/15/13 No Data Updates
Quiz 1 o Quiz 1 No Data Updates changes were made
Quiz 2 ] Quiz 2 No Data Updates

I Civil War V] Civil War 75,50
Midterm V] Midterm - h ShOWS changes
Quiz 3 V] Quiz 3
Quiz 4 V] Quiz 4 to the file
Term Paper V] Term Paper No Data Updates
Final Exam V] Final Exam No Data Updates
Exira Credit v} Extra Credit No Data Updates Calculated
Cummulative Quiz Score V] CumQuiz Automatically calculated data will not be uploaded
Total V] Total Automatically calculated data will not be uploaded. co I umns are
‘Weighted Total V] Weighted Total Automatically calculated data will not be uploaded neve r u pdated

Click Submit to proceed. Click Cancel to quit.

Gancel @ ‘

17. A green confirmation banner will appear at the top of the Grade Center to confirm the upload. The
revised grades will be reflected in the Grade Center.

Total Grades Uploaded:2

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to
submit. Use the arrow keys or the tab key to navigate through the Grade Center. M elp

Create Column Create Calculated Column + Manage v Reports + Filter Work Offline +
Move To Top  Email Sort Columns BY: | ayout Position Order:| 4 Ascending
Grade Information Bar Last Saved:January 6, 2014 2:53 PM
L] L] o
[ Cottrell Tammy TC 90.00 (90.00%) - 28.00 386.00 (87.73%) 90.35%
[ Cottrell Tammy (Test Studer -- 87.00 (87.00%) - 25.00 350.00 (79.55%) 81.72%
Selected Rows: 0 14 >
Move To Top Email Icon Legend

Edit Rows Displayed




Adding Course Content in Blackboard

It is recommended that the Course Menu be customized before content is added. The customized course menu
will help students navigate the course by keeping the content and tools organized in clearly defined folders.

Courses have a maximum size limit of 10GB

Be sure to check the file size of images and documents before adding to the course. High resolution pictures
or documents containing numerous images may be very large file, which will take up significant storage
space in the course. Pictures should be edited and sized prior to embedding. PDF files tend to take up less
storage space than Word documents, and are recommended. In addition, PDF files cannot be altered by
students, and can be accessed even if a student does not have Microsoft Office on the computer.

Adding Text Content
1. From the course home page, click on the content area the item will be added to access it.

+ Tammy Cottrell

Home Page

Syllabus &

Unit 1

Unit 2 &

2. Click the “Build Content” icon, and select “ltem.”

Syllabus

Build Content + Assessments v Tools ~ Publisher Content

-

New Page

Content Folder

File Meodule Page
Blank Page
Audio
Image Mashups
Video Flickr Photo
Web Link SlideShare Presentation

Learning Module RS EED

Lesson Plan NBC Centent

Syllabus
Course Link

Content Package (SCORM)

3. On the “Create Item” page, under the Content Information section, complete the “Name” field. Enter
the content in the “Text” box. Content can be formatted using the text box tool bar. Hover the mouse
over the icon on the tool bar to see its function. External websites, videos, NBCLearn and YouTube
videos (mashups), and images can be embedded in the text. Additional files can be attached to the
item in the Attachments section. Click “Browse My Computer” or “Browse Course” to add a file. A
file dialog box will allow the file to be selected and added to the item. The Standard Options section
allows the item to be visible or hidden from students, track the number of views, and assign a date




and time restriction for viewing. Remember: If a file is hidden from the student view, the instructor
will need to remember to make it visible at the appropriate time in the course. Instructors may find
the Date and Time Restriction a more convenient way of managing the visibility. Once the Create
Item page has been completed, click “Submit” to add to the course. Click “Cancel” to return to the
menu with no changes.

Create ltem

A content itern is any type of file, text, image, or link that appears to users in a Content Area, Learning Module, Lesson Plan, or content folder. More Help

* Indicates a required field. Cancel m

1. Content Information

2 Name | | |
Color of Name . Black
‘ I Add link to website I
Embed files T T T paragraph [V] Arial ] 3 (12pt) b Eixa
. ESEE(==TT =]
or images s il

e =)o 5 m J «
I Embed NBC Learn or YouTube video I

I Enter and format text, embed images, videos, external websites, etc. I

Path: Words:0 o

2. Attachments

Ifyou select a file you do not want, click Do Not Attach to g el Click to attach file Ie itself is not deleted
Attach File Browse My Computer Browse Cours

3. Standard Options .
Allows students to view content
Permit Users to View this Contel ) No

Click to
select time

Click Submit to proceed. Click Cancel to quit.
Cancel Submit

Track Number of Views ) Yes ® No

Select Date and Time isplay After ‘

Click to set specific isplay Until

er dates as mmy/dd/yyyy. Time' e entered in any

date & time for display

4. Submit

Click to
select date

4. A green confirmation banner will appear to confirm the addition of the item to the content area. The
newly added item will appear at the top of the content area.

Success: How to write a thesis statement created.

Unit 2

Build Content + Assessments v Tools ~ Publisher Content

How to write a thesis statement

Thesis Statements



Adding a Document
5. From the course home page, click on the content area the document will be added to access it.

+ Tammy Cottrell

Home Page

Syllabus &

Unit 1

Unit 2 &

6. Click the “Build Content” icon, and select “File.”

Syllabus

Build Content Assessments v Tools ~ Publisher Content +

Creat New Page
Content Folder
Module Page
Blank Page
Audio
Image Mashups
VEED Flickr Photo

Web Link SlideShare Presentation

Learning Module WIS

Lesson Plan NBC Content

Syllabus
Course Link

Content Package (SCORM)

7. Onthe “Create File” page, under the Select File section, enter a name for the file. Attach the file by
clicking the “Browse My Computer” or “Browse Course” icons next to “Find File.” A file dialog box
will allow the file to be selected and added to the item. The File Options section offers options of
opening the file in a new window, and to add alignment to content. The Standard Options section
allows the item to be visible or hidden from students, track the number of views, and assign a date
and time restriction for viewing. Remember: If a file is hidden from the student view, the instructor
will need to remember to make it visible at the appropriate time in the course. Instructors may find
the Date and Time Restriction a more convenient way of managing the visibility. Once the Create
Item page has been completed, click “Submit” to add to the course. Click “Cancel” to return to the
menu with no changes. NOTE: PDF is the recommended file type. PDF documents tend to be
smaller and take up less storage space than Word documents. PDF files cannot be altered by
students, and students without Microsoft Office on their computer will be able to view them as
there are a number of free PDF readers available.



Create File

Use the File content type to add a file that can be selected and viewed as a page within the course or as a separate piece of content in a separate browser window.

Also, a collection of files or an entire lesson, including cascading style sheets (CSS), can be developed offline and uploaded into a course from a local drive and viewed
in order. More Help

% Indicates a required field. Cancel m

1. selectFile

Select a local file by clicking Browse My Computer or one from within Course Files by clicking Browse Course. Enter a Name for the file and choose a Color for the

text to appear in the list of content. Click No to display the file within the Course environment or Yes to display it as a separate piece of content with no Course page
heading.

2 Name I l

Click to W e
attach file GroieeCouse

2. File Options

Determines if document
Open in New Window () Yes (@) No

will open in a new window
Add alignment to content O Yes ® No

3. Standard Options

I Allows students to view content I
Permit Users to View this Contel ¥) No

Track Number of Views O Yes @ No

Eeletcl;)ate and Time isplay After .
estrictions + dates as mmy/dd/yus. Torlmay 4 Click to
Click to set specific isplay Until select time

date & time for display

Click to
4. Submit select date

Click Submit to proceed. Click Cancel to quit.
Cancel Submit

8. A green confirmation banner will appear if the file was added successfully. The new item will appear
at the top of the content area. Items can be reordered in the content area by dragging and dropping
them, or by using the keyboard reorder icon at the far right of the header.

Success: Course Syllabus created. X

Click to reorder the W
content items

Syllabus

Build Content

Assessments Tools Publisher Content

Course Syllabus 7~ Newly
added file

Online Course Syllabus Suggestions
The online course environment differs from the traditional classroom environment. The following are
suggestions, including example verbiage, that instructors should consider adding to an online course syllabus.
e Course Access: The course can be accessed at http://rsccd.blackboard.com. You may access
Blackboard (Bb) from your personal computer, the library, or the student labs on campus. Once you
are officially enrolled in the course, you will have access to it on Blackboard. Students are expected



http://rsccd.blackboard.com/�

to monitor the course in Blackboard, complete all assignments in a timely manner, and log into
Blackboard at least every two (2) weekdays during the semester.

Communication: The primary sources of communication in the course will be through Email and
Discussion Boards. Please be sure to verify your Email address in Blackboard to ensure
communications are being sent to the correct address. It is the responsibility of the student to
maintain a working Email address in Blackboard.

o0 Personal or Individual Course Inquiries: For questions regarding issues such as a grade,
please contact me via Email. To help me respond more quickly, all Emails must contain the
following information in the subject line — Course Section Number, Student Name, and a
brief purpose for the communication (e.g. 65824: John Doe — Grade Inquiry).

0 General Assignment and Course Questions: General questions about the course, or any
assignments, should be posted to the “Course Questions” Discussion Board. Please check
the Discussion Board for the answer to your question prior to posting the question, to reduce
repetitive information. Students are encouraged to post answers to each other’s questions. |
will check the Discussion Board at least once each day (Monday through Friday between
9:00 am and 4:00 pm) to review questions, peer answers, and post answers.

o0 Estimated Response Times: Generally, you can expect a response within 24-hours to
Emails and posts that are received from 6:00 am on Monday through 4:00 pm on Friday, if
the subject line is formatted as outlined above. Emails received over the weekend, on
holidays, or school breaks, will be answered on the following “working” day (Monday
through Friday). Responses to Emails with an incorrectly formatted subject line may be
delayed.

Deadlines: All assignments, projects, quizzes, tests, and Discussion Boards must be completed by
the due date, or if no due date is specified by the end of the week assigned (submitted prior to
Monday at 6:00 am) to receive credit. With the exception of tests, late work will be accepted, but
the grade will be penalized by 10% of the total points.

Academic Honesty Policy: Students are expected to be familiar with the Academic Honesty Policy
at Santa Ana College. There is absolutely NO tolerance for cheating in this class. Academic
dishonesty or cheating is defined as an intentional act of fraud in which a student seeks to claim
credit for the work or efforts of another without authorization. This includes but is not limited to
engaging in acts of dishonesty, assisting other students in acts of dishonesty, coercing students into
acts of dishonesty in course work or exams. Any student caught cheating, plagiarizing, or assisting
another student in the act of cheating, will receive a zero (0) score for the assignment or assessment.
Students will be reported to the Dean of Student Development upon a second breach of the
Academic Honesty policy. If you have any questions regarding this policy or application of this
policy, please contact me via Email.

Attendance Policy: Online attendance is determined by a student’s participation in the course. In
accordance with the college drop policy, students who do not access the course on Blackboard
and/or submit the first assignments by the due date may be dropped as a no show. Students who fail
to turn in the weekly assignments and/or participate in the Discussion Boards will be considered
“absent” and may be dropped from the course for “excessive absences.” Students are responsible to
officially drop the class or they will receive a grade based on their performance. If a student is going
to be absent, or incapacitated and is unable to participate in the class, the student must contact the
instructor as soon as possible. It is at the instructor’s discretion to allow the student to make-up (or
submit early) any missed course work.



0 No Show Drop: In this course, you must complete all of the following activities by Friday
of the first week of classes, or you will be dropped from the course:

Send your instructor an Email using the following subject format: Course —
Student Name — “First Email” (e.g. BUS100 — John Doe — First Email).

Post a new thread on Discussion Board titled “Getting to know you,” following the
directions provided and described on the Forum.

Respond to at least two (2) other student’s posts on Discussion Board.

Complete the Orientation Quiz.

0 Excessive Absence Drop: If two consecutive weeks of non-participation is observed by the
instructor, the student will be dropped from the course.
Accommodations for Disabilities: A student with a disability, who would like to request an
academic accommaodation, is responsible for identifying himself/herself to the instructor, and to the
Disabled Student Programs and Services (DSPS) department at the college. To make arrangements
for academic accommodations, contact the Disabled Student Office at (714) 564-6264, TYY (714)
564-6284, or at Santa Ana College, Johnson Center U-103 for a referral to the appropriate DSPS

department.

Expectations: This is a college level course. Many students falsely expect that an online course
will be easier, or entail less time. The truth is that online classes take as much time as a traditional
classroom course. On average, students can expect to spend about nine (9) hours per week on a
three (3) unit course.
0 Netiquette: Netiquette is the etiquette or acceptable online behavior. Students are expected
to adhere to the following Netiquette guidelines while participating in this couse:

Be Respectful of Others: It is important to be courteous and respectful of others
time, bandwidth, and opinions; behave in a manner that is professional; never “say”
anything online that you wouldn’t be willing to say to someone in person; remember
that there are many different viewpoints, beliefs and ideas — embrace the variety, you
may change your opinion ... understand that we may disagree as it is part of the
learning experience ... if you do disagree, remember to challenge the idea and not the
person; be open minded and listen to others thoughts and ideas.

Privacy:\ Posting private information in the wrong place can have serious
consequences. Respect the privacy of classmates and what is shared in the course.
Appropriate Language and Communication:\ Check your writing for errors before
posting, either use a word processing program (such as Word) or use the spell check
tool in the text boxes in the course. Use proper spelling and grammar. Refrain from
using social media abbreviations (e.g. lol, omg, Imao, etc.) and any inappropriate or
offensive words. Remember do not type in all capital letters — it is the same as
yelling at someone and is considered rude. Be careful with the use of humor and
sarcasm, both can be easily misunderstood.

Just the Facts: Respect other people’s time by keeping messages, posts, and
comments short and to-the-point. Support stated opinions with facts and reliable
sources. Review all discussion posting before posting your own to avoid redundancy.
Remember to be friendly, positive, and self-reflective when participating.

0 Preparation: Are you ready to be successful in an online course?

This course is geared for students who are self-directed, manage their time and have
basic computer skills.



It is mandatory to be able to use the Internet and type all assignments.

Complete the “SAC Student Online Orientation on the Blackboard Home Page, under
“My Organizations.” It will provide some technical training on the use of
Blackboard, allow you to become familiar with navigating a course, and learn about
time management, learning styles, and help you to determine the best approach for
you in an online course (http://rsccd.blackboard.com).

e Help, Resources, & Support:
0 Update Email Address in Blackboard: Log into Blackboard, click the Global Navigation
Panel in the upper right corner. Select “Settings,” and then “Personal Information.” Finally,
select “Edit Personal Information.” Enter or change the Email address in the “Email” field.
Step by step instructions can also be found on the SAC Distance Education website
(www.sac.edu/disted), in the Student Blackboard Handbook.

0 Technical Issues: Please contact me via Email with any technical issues you may be having.
There is also information on the Distance Education Website (www.sac.edu/disted), and in
the Student Blackboard Handbook (available on the Distance Education Website).

0 Technology Tips & Tricks

Review the Guidelines: There are minimum technology requirements for online
learning. Check with the instructor for the specifics for the course. Most online
learning systems have browser and system (computer) minimum requirements, and
many will need up-to-date operating systems and browsers.

Expect Glitches: Occasion glitches or technical difficulties will occur. Don’t be
alarmed, but do contact your instructor with any problems that you encounter.

Test: Test your equipment (computer, web cam, microphone, etc.) before you need it
in the course. This is especially important before a taking a test.

Download: Some features of the online class may require you to download a plug-in,
add on or application. Be sure to follow the onscreen prompts. Contact your
instructor if you have any questions or concerns about the download.

Tips —

e Do not use a wireless connection, the connectivity could be interrupted. Use a
computer that is physically plugged into the network.

e Do not use a mobile device as some content, assessments or other course tools
may not be available or work properly — this includes cell phone and tablets.
Use a desktop or laptop computer.

e Only have one (1) browser window open. Opening multiple windows or
trying to access other sites while participating in a course can cause the
browser window to experience errors, and may lose the connection or kick
you out of the course. This is especially important when taking tests.

e The college has computers available for student use, in the event that your
personal equipment is malfunctioning or not compatible. Ask your instructor
where and how to access the resources.

o Distance Education Office: Located at Santa Ana College in the Cesar Chavez Building,
Room A-101. Phone: (714) 564-6725 and Email: disted@sac.edu.
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Adding an External Web Link
9. From the course home page, click on the content area the link will be added to access it.

+ Tammy Cottrell
Home Page
Syllabus &2

L ]

Unit 1

Unit 2 &

10. Click the “Build Content” icon, and select “Web Link.”

Unit 3
Create New Page
Item Content Folder
File Module Page
Blank Page
Audig
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i Flickr Photo

SlideShare Presentation

Leaming Module YouTube Video
Lesson Plan NBC Content
Syllabus

Course Link

Content Package (SCORM)

11. On the Create Web Link page, under the “Web Link Information” section, complete the Name field.
Enter the full web address in the URL field, including the http:// (e.g. http://www.rsccd.edu).
Supporting text, such as a description or instructions, can be entered and configured in the text box.

Create Web Link

A Web Link is a shortcut to a Web resource. Add a Web Link to a Content Area to provide a quick access point to relevant materials. More Help

* Indicates a required field. Cancel m

1. Web Link Information

Enter full
website address

2 Name

2 URL

or example, hitp.//www.myschooledu/

[] This link is to a Tool Provider. What's a Tool Provider? inCI Uding http.//

2. Description

Text
T|TIT T Paragraph ﬂArial = = T ,- Q@ BiXAa
%D 0OaAQ EEEE ===l

HTML

Enter and format supporting text

Path Words:0 4
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12. Attachments can be added to the link under the Attachments section. Click the “Browse My
Computer” or “Browse Course” links. A dialog box will allow the file to be selected and added to the
web link. Select whether the link will open in a new window. As web links will take students out of
Blackboard, it is recommended to open external web links in a new window, so that students will be
able to close it and easily navigate back to Blackboard. The Standard Options section has selections
to “Permit Users to View this Content,” “Track Number of Views,” and set Date and Time Restricts.
Remember, if the content is not made visible, the instructor will need to remember to go into the
content and make it available at the appropriate time in the course. Instructors may find the date and
time restrictions to be a more convenient way of managing the content visibility. Once the Create
Web Link page has been completed, click “Submit” to add the link to the content area. Click
“Cancel” to return to the menu with no changes. NOTE: When linking to an external website,
students will see all of the content on that webpage (e.g. pop up, ads, etc.).

C|ICk tO add oW want, click Do Not Attach to remove the attachment from the content item. The file itself is not deleted.
. Browse My Computer Browse Course
a file

4. Web Link Options ‘_ Select to open in new
Oy in New Wind .
S o v ro window (recommended)

5. Standard Options

Makes content
Permit Users to View this Conte ) No

available to students

Track Number of Views O Yes ® No

Select Date and Time
Restrictions

Click to set specific
date & time for display

Click to
select time

Click to

6. Submit select date

Click Submit to proceed. Cl

Cancel | Submit

13. A green confirmation banner will confirm the addition, and the new content will appear at the top of
the page.

Success: CNN: Some College Athletes Play Like Adults, Read Like 5-th Graders created.

Unit 3

Build Content « Assessments v Tools ~ Publisher Content

Ja CNN: Some College Athletes Play Like Adults, Read Like 5-th Graders Y 4 I New web link I
&

Please read this article and be prepared to discuss on the discussion board on Thursday




Adding a Mashup

14. “Mashups” are an easy way to embed content in a course. Currently, Mashups can be added from
NBCLearn, YouTube, Flickr Photo, and SlidShare Presentation. From the course home page, click

on the content area the mashup will be added to access it.

w Tammy Cottrell
Home Page

Syllabus 2
PR—
l Unit 1 l
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15. Click the “Build Content” icon on the tool bar. Select the desired Mashup (NBCLearn or “NBC

Content” was used for this example).
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Fs
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16. Blackboard will redirect to the provider’s site. Browse or search the site to find the desired content.

9% NBC LEARN-» B

Blackboard Click to return
HOME MY PLAYLIST HELP to Blackboard

Search NBC Learn

Return to Blackboard

Je)

Browse Advanced Search

All Collections

Current Events

African American Studies

Agriscience e

American Indian Heritage

Biology "
Astronomy and Space » ~ S Vo ¢ A ﬁ.’: —
Business Administration . ~ |Searching for Artifacts from the First Americans
In this featured video from the “Campus Perspectives” collection, Texas A&M
. University Professor Michael Waters and his students dig for artifacts from the
Chemistry earliest Americans.
Communications =

Constitutional Law

1 "‘
Watch Video

Griminal Justice . Welcome to NBC Learn Original NBC Learn Collections
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17. Double click on the content to view.

Browse Advanced Search Thumbnail View List View
-
All Collections » Current Events » oMt By B R Dl o e Show results per page
January 2014
BACK o

B Double click

Week of January 5, 2014 to view

Current Events en Espariol

FAA 1o Test Amazon Drones at
Six Different Sites

Economy Almest Back to Pre- Bill de Blasio Swomn-In as Mayor
Recession Level of New York City

18. The content will open in a new window. In the example of NBCLearn, the video opens in a new
window. The video can be previewed. Transcripts are provided and can be accessed by clicking the
“Transcript” tab to the right of the video. A Cue Card provides information on the video (e.g. source,
publish date, length, citation, keywords, etc.) which can be accessed by clicking the curved arrow in
the upper right corner of the video. Click the arrow again to return to the video. To add the video to
the content of the course, click the “Embed” icon on the bottom tool bar. To close the video, click the
“X” located in the upper right corner.
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Clip Length:
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tation section use remote-controlled drones to deliver
packages straight to your front door. But
who is going to regulate that and ensure it's

SAVE | EMBED | PRINT | DOWNLOAD CueCaRD s safe? The Federal Aviation Administration is =




19. Once embedded, the video will appear in the content area selected. Students only need to double
click on the image to launch the video.
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*:%j CNN: Some College Athletes Play Like Adults, Read Like 5-th Graders

Please read this article and be prepared to discuss on the discussion board on Thursday.

«k 00:02:00 FAA to Test Amazon Drones at Six Different Sites

The retail website Amazon.com gives NBC News a look at their future plan to use drones to deliver packages. Now the FAA is looking at
the project to make sure the drones operate at the "highest level of safety.”

Double click to
launch video

20. Mashup content item properties can be edited (returns to NBCLearn) or deleted by clicking the down

arrow (v) or chevron next to the title.
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Please read this article and be prepared to discuss on the discussion board on Thursday
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Adaptive Release

Adaptive Release: Advanced
Set Review Status(Disabled)
Metadata

Statistics Tracking (On/Off)
User Progress

Move

Delete

Adding Assessments
21. From the course home page, click on the content area the media will be added to access it.
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22. Assessments can be added directly from a content folder. Click the “Assessments” menu in the
content folder, then select the assessment type to add.
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Articles
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Assignment

Self and Peer Assessment

Videos McGraw-Hill Assignment
Turnitin Assignment
Videos for

Select desired
assessment

SafeAssignment

Mobile Compatible Test

23. The assessment can either be created, or an existing on can be used. On the Create page, either click
“Create” or select the appropriate assessment from the “Add an Existing” column. Click “Submit”
to continue. Click “Cancel” to return to the menu with no changes.

Create Test

Creating a Test deploys the Test to a Content Area. Once a Test has been deployed, change the Test Options to make it
available for students to take. More Help

1. Add Test

Create a new Test or select an existing Test to deploy.

Create a New Test

Add an Existing Test — Select Test Below - CIICk an eXiSting

assessment to select

2. Submit

Click Submit to add this Test. Click Cancel to quit.
Cancel Submit

24. Complete the “Test Options” page. The name and description should pre-populate. Choose if the
test will open in a new window.



Success: Quiz #3 created.

Test Options

Test Options control information about the Test, including instructions, availability, feedback, and presentation. More Help

¥ Indicates a required field. Cancel m

1. TestInformation

3 Name Quiz #3

Choose Color of Name . Black

Description

T T T T paragraph Avrial 3 (12pt) = E-T- 2 @ RiRA
D 0OaQ EEEE = T T. — =¥

@ @@ Bl f, smshups - 1 %« @ @ & B ik

This quiz covers Unit 3.

Path: p Words:5 4

QOpen Test in New Windol O Yes @ No

25. Complete the “Test Availability” section, which allows the instructor to make the assessment
available, determine if (and how many) multiple attempts are allowed (useful for practice tests), force
completion (must be completed once started), set a timer, allow or disallow student to continue once
time has expired, set display dates / times, and password protect the assessment. If the assessment is
not made available, the instructor must remember to make it available at the correct time during the
course. It must be available to use the display dates / times. A password would allow an instructor to

make the course available, but prohibit students from accessing it until the proper time. At the
appropriate time, the instructor would provide the students with the password.

announcement

Add a New Announcement for this Test (O Yes @ No

2. Test Availability Select to make test
] Make the Link Availabld ® No assessment available
Will add course ‘ m)

[] Multiple Attempts
Allow Unlimited Attempts
Number of Attempts

[[] Force Completion
Once started, this 1est must be completed in one sitting.

[] Set Timer . .
Set expected completion time. Sele%g this op Sets time lim It for is Test. Students will see the timer option
before they begin the Test. com p|etI0 n

Ve I Allows multiple attempts I

Hours |1 v  Minutes 00 v

Auto-Submit

OFF: The user is given the option to continue after time expires.
ON: Test will save and submit automatically when time expires.




[Jlpisplay After [01/23/2014

02:20 PM [

Engr dates as mm/dd/yyyy. Timdmay Qe entered in any fhere snt./ Use to set dlsplay
[CI§pisplay Until {01/23/2014 2:21 PM \_‘Z—;j date & time range

nter dates as mm/dd/yyyy. Tims’we entered in any wncrement.

Password '@Pasmrd
protect test equire a password to access this Test.

IEnterDassword I
Password

26. Enter a Due Date for the assessment. Due dates will auto add a calendar item for the assessment.

3. Due Date

Due Date

Use to set

] I

Enter dates as mm/dd;yyy

due date

. Time may be entered in any increment.

27. Complete the “Self Assessment” options, “Test Feedback,” and “Test Presentation” options. Self
Assessment determines if the test will be visible in Grade Center. Test Feedback allows the instructor
to provide feedback to the student immediately upon completion, such as the score, submitted
answers, correct answers, and feedback. Test Presentation determines if the student will view all of
the questions on the same page, or one question at a time. There is an option to prohibit the student
from backtracking to previous questions, and to randomly display the questions. Randomly
displaying questions will reduce the possibility of students “sharing” test answers. Click “Submit” to

continue. Click “Cancel” to return to the menu with no changes.

Determines if
appearsin
Grade Center

4. self-assessment Options

Include this Test in Grade Center Score Calculations

Grade Center items excluded from summary calculations are also excluded from weighting. Also note that if some
\u'ﬂghted items are included in calculations and other weighted items are not, grade weight calculations will be skewed.

[] Hide Results for this Test Completely from Instructor and the Grade Center

If this option is checked, the instructor will not be able to see any student grades, view answers, aggregate results, or
download result details. To protect student privacy, this choice cannot be reversed later without deleting all attempts.

5. Test Feedback

Select the Type of Feedback Displayed Upon Completion

-~

Score Select student

feedback

Submitted Answers

O
O Correct Answers
|

Feedback



6. Test Presentation

Presentation Mode

B (@ AllatOnce
Dete rmines \ Present the entire Test on one screen.
presentation

(O OneataTime

Of questions Present one question ataﬁme.f Prohlblts going tO
O Prohibit Backtracking . .
Prevent changing the answer to a q previous queStlonS

[[] Randomize Questions
Randomize questions forQgch Te]

Displays questions
in a random order

7. submit

Click Submit to edit options for this Test. Click Cancel to quit.

Cancel ‘ Submit

28. A green confirmation banner will appear if the assessment was successfully added to the content area.
The new assessment will appear at the bottom.

Success: Quiz #3 Options Edited.
\
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This quiz covers Unit 3.

Adding Tools
29. From the course home page, click on the content area the media will be added to access it.
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30. Tools, such as Discussion Boards, Blogs, Journals, Groups, Chats, Virtual Classroom, and Basic LTI
(publisher content) can be added from directly from a content folder. Click the “Toolss” menu in the
content folder, then select the tool to add.
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Articles for Unit 3 Blogs
Journals

Select
Groups

Videos ket
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Videos for Unit 3
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Tools Area

Basic LTI Teol

’i‘ Let's Gol More Tools

31. Complete the Create Link page. The link can be to the Tool (e.g. Journal) page, link to a specific
tool or entry (e.g. a specific journal) which is selected from the Link to a <Tool> field, or create a
new one. Click “Next” to continue. Click “Cancel” to return to the menu with no changes.

Create Link: Journal

Journals are a self-reflective tool that allows Students to post their personal reflections about the Course or discuss and

1. create Link: Journal

Link to the Journal page, linktf; Llnk to the a new Journal.
(O Link to the Journal Page
tool page

@ Link to a Journal

—Select Journal below—
Reflections on Current Events

Link to a Journal

I Link to existing I

Create a
Create New Journal Create New Journal
new one

2. Submit

Click Next to continue. Click Cancel to quit.

32. Complete the second Create Link page. Ensure the Link Name field is completed. Explanatory text
can be entered in the text box. It is recommended to provide students with clear instructions and
expectations. Select the link options. Select “Yes” for “Available” to make the link available to
students. Instructors can choose track the number of views, and apply date restrictions to only have
the tool available for a specific period of time. Do not complete the date restriction section if the link
should be available for the duration of the course. Click “Submit” to continue. Click “Cancel” to
return to the menu with no changes.




Create Link: Journal
* Indicates a required field. Cancel m
1. Link Information
<~ Link Name Ir\ ions on Current Events I
Color of Name i Black
Link Journal: Reflections on Current Events
Text
T|TIT ParagraphAriaI 3(12pt) EE' =T 2| Use to
% D 0O AQ =EEEE = TakE: — (==~ fi text
\ conrigure tex
Q@@ B f, oMshups - T « ©© 4 H HTML g
I Enter instructions and expectations I
Path: Words:0
2. Options . .
P i Makes link available
. Avallable P Ne | to students
Track views
rack Number of Views (O Yes @ No
Date Restrictions Display After - f Set dlSplay
- dat dd . Timg : i i : _—
7 dates as mm /vy i : restriction
Display [
Enter dates as mm/dd/yyyy. Time w——lcn!.
3. Submit
Click Submit to proceed. Click Cancel to quit. I_l

33. A green confirmation banner will appear if the link was successful. The newly created content will
appear at the bottom.

Success: Link Reflections on Current Events created.

Unit 3
Build Content Assessments v Tools ~ Publisher Content +
B Articles
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Reflections on Current Events

Enas ea: gtallstlcs Tracking

Keep a journal to record your thoughts and reflections on the current event articles that you read. The journal will be
graded as a "pass” / "no pass" strictly on completion - the content will not be graded. As this is your reflection,
thoughts and feelings, there is no need to provide references. There is no "right" or "wrong" answer. | encourage you
to write whatever is on your mind. | will periedically provide feedback on your work.

Qut
LB‘JJ




Adding a Publisher Content

Publisher textbooks or test banks may be available. Please inquire with the Division or Department Chair if
Publisher materials are available for the course, and for assistance in linking and using Publisher materials in
Blackboard.

Adding Audio, Video or Picture Content
34. From the course home page, click on the content area the media will be added to access it.
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35. Click the “Build Content” icon, and select the desired media type.
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New Page ts, Read Like 5-th
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Select the
desired media

Audio . .
ifferent Sites
Image
Video at their future plan

est level of safety.”

Web Link SlideShare Presentation

YouTube Vidk
Learning Module outu 1aeo

Lesson Plan NBC Content

Syllabus
Course Link

Content Package (SCORM)

36. Complete the creation page, following the prompts for the media type selected. Click “Submit” to
add the media, or “Cancel” to return to the content area with no changes.

Create Image

Blackboard Learn supports the following image file types: .gif, jif, .ipg, .jpeg, -png, .tiff, and .wmf. Select an image to show
on the page. Set the height and width options to display the image at the right size, and include a description for those who
cannot see the image. More Help

® Indicates a required field. Cancel Preview

1. select Image File

<~ Name |

Color of Name . Black

# Find File Browse My Computer Browse Course Browse Mashups
Alt Text

Long Description

[

-



Blackboard Media Guidelines, Tips, and Tricks

Here are some recommendations, tips and tricks to help make multimedia content easier for students to access
and view in Blackboard:

A Student’s internet connections can affect the time and ability to open and view media files. For
example a broadband connection can open a 10MB file in about 1 minute, while a 56K modem
connection (there are still some out there) would take about 30 minutes downloading the same file.
Audio: files should not exceed 5MB. Wave (.wav) files are usually too large to be used in Blackbaord.
MP3 files or other “compressed” formats are a better choice. Audio files must have a transcript.
Images: files should not exceed 500k (the average should be 60k-100k). JPEG (.jpeg) and GIF (.gif) are
recommended formats. Blackboard recommends an image size of 150 x 150 pixels. Larger images may
require the student to scroll to view the entire image. Images pixel size can be adjust on the Image
Creation page. Images must contain a description or tag.

Power Point: slide shows should be limited to 10mb. To help keep the file small, use “compressed”
images in the presentation. A PDF version of the presentation should be made available as an alternate
format. 3 slides per page on a PDF is a common size.

Video: files should not exceed 100MB. It is recommended to only add video directly to Blackboard
when absolutely necessary. Links to external sites containing videos (e.g. NBCLearn, CNN, etc.) are
preferred. Common video file types are Quicktime (.mov), Windows Media Viewer (.wmv), MP4
(.mp4), and Flash Video (.swf or .flv). Flash video is designed specifically for web delivery and is
usually the preferred file type. Audio-video Interleave (.avi) files are not recommended as it is not
suited for web delivery. Videos must be close captioned.

ADA Compliance: Remember that all content media must comply with ADA guidelines. ADA
guidelines can be found in the Faculty Information Site on Blackboard or by contacting DSPS on
campus. DSPS can also provide compatibility consulting for the course. Contact DSPS at (714) 564-
6295 for more information or assistance.

Additional Resources: Educational Multimedia Services can provide assistance with all media (video,
images, audio, etc.) and captioning. Contact Joe Pacino at Pacino_Joe@sac.edu or (714) 564-6723.

Reordering and Organizing Content

37. Content can be reordered and organized. To reorder content items, click on left margin the item, then
drag and drop it to the desired location. Content can also be moved by clicking the “Keyboard
Reorder” icon on the right side of the tool bar.
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Click to reorder

Click and hold, drag and
drop item to new location

content items

T-T CNN: Some College Athletes Play Like Adults, Read Like 5-th Graders
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Please read this article and be prepared to discuss on the discussion board on Thursday
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38. Content can be organized, but creating folders within a content area. To create a new folder, click the
“Build Content” icon in the content area, then select “Content Folder.”
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Create

Item Content Folder
File Module Page
Blank Page
Audio
Image Mashups
Video Flickr Photo
Web Link SlideShare Presentation
Learning Module YouTube Video
NBC Gontent .
Lesson Plan ts, Read Like 5-th ¢
Syllabus 1 the discussion board
Course Link

Content Package (SCORM)

39. On the “Create Content Folder” page, under the Content Folder Information, complete the Name
field. A description or supporting information can be entered and formatted in the text box. Select
“Yes” in the “Permit Uses to View this Content” field. This will allow students to access the folder.
When the Create Content Folder page is complete, click “Submit” to create the new folder. Click
“Cancel” to return to the menu with no changes.

Create Content Folder

A Content Folder is a way of organizing content itemns. Content Folders and sub-folders set up a hierarchy to group related material together. More Help

* Indicates a required field. Cancel m

1. Content Folder Information

4 Name | | | |

Color of Name . Black

Text
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Description or additional information
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2. standard Options
P Select to allow
Permit Users to View this Contefl @) Yes I¥ No .
students to view

Track Number of Views ) Yes @ No
Select Date and Time Display After — =
Restrictions [ Display [ J @ | |©

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

[ Display Until | | [ |©&

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

3. Submit

Click Submit to proceed. Click Cancel to quit.
cane @

40. A green confirmation banner will appear if the folder was successfully created.

Success: Videos created.
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41. Items can be moved to the newly created folder by clicking the down arrow (v) or chevron next to the
item, and selecting “Move.”

1 -
w 00:02:00 FAA to Test Amazon Drones at Six Different Sit

The retail website Amazon.com gives NBC News a look at their futube LN %13 ! . Now the FAA is looking at

Dec 30, 2013
the project to make sure the drones operate at the "highest level of safe —

daptive Release

Alaptive Release: Advanced

SRt Review Status(Disabled)

E] Articles

Articles for Unit 3 Delete

42. Select the new destination folder on the “Move” page, by clicking the “Browse” button. A “Select
Location” dialog box will appear. Click on the new location for the content item. The folder location
will be added to the “Destination Folder” field. Click “Submit” to move the item. Click “Cancel” to
return to the menu with no changes.



Move

Many Content Items, including Links, Web Links, Content Folders, Learning Modules, Offline Content and Tools can be moved between Courses and Folders. Moving
content deletes the content from the original location

Cancel m

1. Content Information

Name 00:02:00 FAA to Test Amazon Drones at Six Different Sites

2. Destination

Destination Course Tammy Cottrell

Click to select

Destination Folder

new folder

3. Submit

Click Submit to proceed. Click Cancel to quit.

Cancel ubmi

-
(2 Select Location: Tammy Cottrell - Internet Explorer E‘Eu

. am

| https://rsccd blackboard.com/webapps/blackboard/execute/course/cours @ ‘

= =

w Select Location: Tammy Cottrell

5 Syllabus
=85 Unit 1
i3 Tour of Course Environment
£ Updating Faculty Information
£ Adding Content

B Unit2
=-85 Unit 3
g GES;: /| Click the folder
5 Assignments the item will be
8 Tests moved to
®125% -

43. A green confirmation banner will appear at the top if the item was successfully moved. The content
will now appear only in the selected folder.

Success: item moved.
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Adding an Assessment (Test, Quiz, Assignment, Group Assignment, Turn It In Assignment or Survey)
44. From the course home page, click on the content area the assessment will be added to access it. Note:
A Survey must be deployed in a content area for students to be able to access it.
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45. Click the “Assessments” icon, and select the desired assessment type (Test, Survey, Assignment,
Turnitin Assignment, SafeAssignment). Test (or quiz) was used for this example.

Tests

Build Content + Assessments v
-~

Tools « Publisher Content

Folder empty Test

Survey

Assi t .
—— Select desired
Self and Peer Assessment

L1 =10 - apm
Turnitin Assignment
SafeAssignment

Mobile Compatible Test

assessment type

46. From the “Create Test” page, either select an existing test within the course, or click “Create” to

create a new assessment. If an existing test is selected, click “Submit” to continue. Click “Cancel” to
return to the menu with no changes.

Create Test

Creating a Test deploys the Test to a Content Area. Once a Test has been deployed, change the Test Options to make it available for students to take. More Help

1. Add Test

Create a new Test or select an existing Test to dgffloy. I CIICk to create a new test I
Create a New Test

Add an Existing Test elect Test Belo

Quiz 1: Early American History
I Select existing test I
2. Submit
Click Submit to add this Test. Click Cancel to quit.
s

47. If creating a test or quiz, the Test Information page will appear. Complete the “Name” field. A
description can be entered in the “Description” text box. This is only visible to the instructor.



Instructions for the students should be entered into the “Instruction” text box. Click “Submit” to
continue. Click “Cancel” to return to the menu with no changes.

Test Information

Enter a Name for the Test. This is a required field. The name is the title text that appears in the Content Area. Use a descriptive name to help users identify the Test.
More Help

Indicates a required field Cancel m

1. Test Information I Enter a test name I
Name

Description Use to tools to
T TITT FaragmphﬂArial ﬂ:suzpu ﬂEE'E ~T~-#- & 2 i

XnDoQeo ==== T T .y configure text

b
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Enter description or note
(for Instructor only)
Path: p Words:0 4
Instructions
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Enter directions for students
Path: p Words:0 ok

2. Submit

Click Submit to proceed. Click Cancel to quit.
Cancel I Submit

48. A green confirmation banner will appear at the top of the page if the test shell was successfully
created. Questions will need to be added to the test shell. Questions can be created, reused from other
assessments, and uploaded. If uploading questions, ensure that the questions are in a Blackboard
format. To create a question, click “Create Question” and chose the question type. Question types
include Calculated Formula, Calculated Numeric, Either / Or, Essay, File Response, Fill in
Multiple Blanks, Fill in the Blank, Hot Spot, Jumbled Sentence, Matching, Multiple Answer,
Multiple Choice, Opinion Scale / Likert, Order, Quiz Bowl, Short Answer, and True / False.



Success: Civil War created.

Test Canvas: Civil War

The Test Canvas allows you to add and edit questions, add Question Sets or Random Blocks, reorder questions, and review
the test. M lelp

Click to upload

Question Settings

Reuse Question v Upload Questions

Create Question v

questions

Descricion This test covers the period lea§ling up to and including the Civic War

Instructipns Click to reuse or

Total Qestions 0

Total Pfints 0 find questions

question type from the Create Question drop-down list.
Ca|cu|ated|:o,-mu|a .............................................. \

Calculated Numeric - Matching
Either/Or Multiple Answer
T Multiple Choice /_ Select question
File Response Opinion Scale/Likert type from list
Fill in Multiple Blanks Ordering
Fill in the Blank Quiz Bowl
Hot Spot Short Answer

meled Sentence True/False )

49. Each question type has a creation page. The required elements may vary depending on the type of
question. Follow the prompts for the type of question selected. All questions will prompt for a
Question Title, Question Text, Correct Answer, Categories and Keywords, and Instructor Notes.
Short answer was used for this example. Click “Submit” to create the question. Click “Cancel” to
return to the menu with no changes.

Create/Edit Short Answer Question

A
~ Indicates a required field. Cancel m

1. Question

— |
Question Title . .
question title

- Question Text
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I Enter question I

Path: Words:0



2. Answer

Enter an answer to provide an example of a correct response.

Set the number of rows

that will display in the
answer field.

Answer Text

T T|T|T ParagraphAriaI 3(12pt) EE'iE'T'I'& Qi A
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I Enter correct answer I
Path: Words:0 4
3. Rubrics
Click to add
.
a rubric
Name Type Show Rubric to Students

4, Categories and Keywords

Click Add to add a Category, Topie, Level of Difficulty, or Keyword to the question. Click the X icon to remove it. Click an
existing entry to access a complete list of Categories, Topics, Levels of Difficulty, or Keywords.

Categories Nondl Add

Topics Nondl Add Add categories,

Levels of Difficulty Nond keywords, difficulty levels
Add

Keywords nond Aca or topics for indexing

5. Instructor Notes

Instructor Notes

ws .

I Enter notes I

Character count: 0 4

6. Submit

Click Submit to proceed. Click Cancel to quit.
Cancel | Submit

50. A green banner will appear at the top of the page if the question was successfully created. Repeat the
process to add all of the test questions.

Success: Question created.

Test Canvas: Civil War

The Test Canvas allows you to add and edit questions, add Question Sets or Random Blocks, reorder questions, and review the test. More Help

Create Question v Reuse Question v Upload Questions Question Settings 11



51. Questions and random blocks of questions can be added from established Pools. To create a random
block of questions, click the “Reuse Questions” icon, then select “Create Random Block.” A new
window will open. On the left side menu, select the pool(s) to use, then the question type(s). Click the
check box(es) to select. The questions will appear on the right of the screen. Click “Submit” to continue.
Click “Cancel” to return to the menu with no changes.

Reuse Question v Upload Questions

Create Question v

Create Quistion Set

Create Random Block

Find Questions

Description Curre|

Instructions  Please t events from Unit 2. You will have 10 minutes to complete the quiz and it must be complete once started

Create Random Block

A Random Block is a group of questions retrieved from a Quesn'on Pool. Questions are randomly retrieved from the selected Question Pool

Choose Criteria Selected Criteria

View ¥ Reset to Default Current Event Questions Fillin the Blank Matching Multiple Choice Short Answer True/False

¥ Pog I Select pool IPreview questions that match selected criteria
iCurrent Event Questions - Displaying 1 to 4 of 4 tems

+ Question types

Question Display

/_ Selected
Question Text. . Question Source

Name of pool

[ ]§Opinion Scale/Likert

[]fcrdering
D Quiz Bowl

[v]f§short Answer
True/False

Question Display taken from

[ ]fcalculated Numeric z questions Type Name
[§Either/Or o
D Essay - O = Nelson Mandela's Global Contribution: Nelson Mandela recently passed Short Answer  Current Event
[J#Fiie Response o away. What change did he affectin S Cuestions
[_JfFillin Muttiple Blanks " North Korean Political Execution: Whall Question type [prean \ Multiple Current Event
ill in the Blan z eader, who recently executed his Un oice uestions
Fill in the Blank z Lead h tl ted his U Chi CQuest
[]j§Hot spot o
D jumbled Sentence ~ President Obama takes a selfie: At Nelson Mandela's service, President True/False Current Event
Matching . Obama was caught taking a "selfie” wit... Cuestions
v -
Multiple Answer & President of the United States: was the 43rd President of the  Fill in the Current Event
hMultiple Choice - United States. / Cuestions

Displaying 1 to 4 of 4 items Show All  Edit Paging. ..

Click to select

question type(s) D

52. A green confirmation banner will appear above the random block of questions. The newly added
block will appear at the end of the question list. On the test, the system will then randomly select one
of the questions in the block to display to the student. The number of questions selected from the
random block can be changed. Enter the desired number of questions from the block in the “Number
of Questions to Display” field. Click “OK” at the bottom of the page to return to the menu.

O & Random Block Points per question: 10

Total Points: 10 Default
Success: Random block saved. Edit number of questions to display and points. O .
Total # of N\ points
) b| k otal Questions: 5
?’s in bloc Number of ’
Questions to # of questions to be
Source Pool: Test Pool #3| d|5p|ayed from block

Question Types: True/False




53. Once the questions have been added. Points can be edited. The default points per question is ten
(10). To change the point value of a single question, click the points total on the right. In the dialog
box, enter the new point value for the question. The question can also be designated as “Extra
Credit” by clicking the check box. Click “Submit” to save the changes. Click “Cancel” to return to
the menu with no changes. The point total and question points will be updates. A group of questions
can also be selected, and the points entered in the “Point” field at the top. Click “Update,” and the
point total for the selected questions will be changed. A green confirmation banner will appear if the
change was successful and the new point value of the question will be displayed. If extra credit was
selected, “Extra Credit” will appear next to the points for that question in the list. When finished,
click “OK” in the lower right corner to return to the “Create Test” screen.

Create Question Reuse Question Upload Questions Question Settings 11

Description This test covers the period leading up to and including the Civic War

Instructions
Total Questions 1
Total Points 10

Use to edit the points

Select: All None ' Select by Type: .
— for multiple selected

Delete Hide Questior]

questions

[] 1. Multiple Answer: Civil War Causes: What were the primary issues facing A... o Iﬂ

Click to make

Enter new point re the primary issues facing Al i a|

value for question extra credit

Update Points:{110 | | JExtra Credit Cancel

Total Questions 4

Total Points
New total score
Select: All None : Select -

Delete Points :l Update Hide Question Details

Points: 20
u

Multiple Answer: Civil War Causes: What were the primary issues facing A...

Success: Points updated.

Question What were the primary issues facing American that lead to the Civil War?
[] 6. True/False: Civil War: The Civil War was fought between the ... Points:
Question The Civil War was fought between the United States and Great Britain. Indicates an
Answer True extra credit
& False .
Correct Feedback That is correct. questlon
Incorrect Feedback Sorry, that is incorrect




54. The newly added test will now appear in the “Add Existing Test” field. Click to select it, then click
“Submit.”

Create Test

Creating a Test deploys the Test to a Content Area. Once a Test has been deployed, change the Test Options to make it available for students to take. More Help

Cancal m

1. Add Test

Create a new Test or select an existing Test to deploy.

Create a New Test Create

Add an Existing Test
Q

2. Submit

Click Submit to add this Test. Click Cancel to quit.

Cancel Submit

55. A green confirmation banner will appear if the test was successfully selected. The “Test Options”
page allows instructors to set up the specifics for the test. The previously completed information (e.g.
Name, description, etc.) will auto fill. The “Test Information” section includes the test name, a
description (visible only to the instructor), and the option to open the test in a new window.

Success: Quiz #2: Civil War created.

Test Options

Test Options control information about the Test, including instructions, availability, feedback, and presentation. More Help

* Indicates a required field. Cancel m
1. Test Information
% Name [Goeez cvar ]
Choose Color of Name i Black

Description

TTTT Paragmph.Anal 3(12pt) EE'%E' T-»#2- @ QiXa
¥Doa EEEE = LEE ST A
@ @ G BJ fi oMashups ~ 91 & © kJJA £ W css

Quiz #2: Civil War - to be used with unit 2 V VISIbIe Only

to instructor

Path Option for opening Words'10.
Open Test in New Window () Yelf ® No test in new WindOW

56. The “Test Availability” section includes an option to “Make the Link Available,” “Add a New
Announcement for this Test,” allow multiple attempts (and how many), “Forced Completion,” “Set
Timer,” display dates and times, and “Password.” The “Make the Link Available” field allows
instructors to make the test available to students. If “No” is selected, the instructor must remember
to make the test available at the appropriate time — otherwise students will not be able to see,
access, or complete the test. “Add a New Announcement for this Test” will add an announcement

—




to the students course home page. This is recommended. “Multiple Attempts” allows students the
opportunity to take the assessment more than one time. Unlimited attempts or a specific number of
attempts can be set. “Force Completion” ensures that the student will complete the assessment in
one sitting. “Set Time” allows the instructor to set a maximum time the student has to complete the
assessment once they start it. “On / Off” relates the to the assessment timer. “Off” allows a student
to continue the assessment after time expires. “On” will terminate the assessment when the allotted
time has expired. “Display After” and “Display Until” allow instructors to have the assessment only
visible for a specified period of time. “Password” allows an instructor to put a password on a test.
The instructor must provide students with the test password, or they will not be able to access it.

2. Test Availability Makes test accessible

Adds C|aSS \ Make the Link Available ) Yes @ No tO Students
An nounce- dd a New Announcement for this Test () Yes @ No

[] Multiple Attempts

ment

Allows multiple
or unlimited

Allow Unlimited Attempts, . .
Numberomnemms Requires completion

Force Completion |n one Slttlng

Oncs started, this Test must be mmplered in one

[] Set Timer . P
Set expected completion time. Selecting this, 'on also records co Sets tlme II m It e the timer option before they begin the Test.
Hows [ Minutes [0 ¢ for completion

Auto-Submit
OFF: The user is given the option to continue after time expires.
ON: Test will save and submit automatically when time expires.

e OFF ON

[] Display After [01/08/2014 || @ [oz:28 Pm / Sets date / time
Enter dates as mm/dd/yyyy. Time may be entered in any increme H et

the test is visible

[] Display Until [o1/08/2014 | B [0223PM

Enter dates as mm/dd/yyyy. Time may be entered in any mcr'emenf

[] Password
Require a password to access this Test. / Pa SSWO rd
L 1
Passord protects test

57. “Due Date” allows an instructor to set a due date for the assessment to be completed. “Self-

Assessment Options” let the instructor “Include this Test in Grade Center Score Calculations,” or
“Hide Results for this Test Completely from the Instructor and the Grade Center.” “Test Feedback”
allows the instructor to select what kind of feedback the student will see upon completion of the
assessment.

3. Due Dat
e bate /_ Creates Due Date
Due Date O ‘ ‘ |

and Calendar Item

Enter dates as mm/dd/yyyy. Time may be snrered in any incremen

4. self-assessment Options .
/| Includes score in
Include this Test in Grade Center Score Calculations

’
Grade Center items excluded from summary calculations are also exclude Stu d e nt S gra d e d itemns are included in calculations and other
weighted items are not, grade weight calculations will be skewed.

[[] Hide Results for this Test Completely from Instructor and the Grade Center

If this option is checked, the instructor will not be able to see any student grades, view answers, aggregate results, or download result details. To protect student
privacy, this choice cannot be reversed later without deleting all attempts.

5. TestFeedback

Select the Type of Feedback Displayed Upon Completion \
Scare

Submitted Answers

o
O comectAnswers student upon completion
O

Feedback provided to

Feadback of assessment




58. “Test Presentation” allows the instructor to select how the test will be viewed by the student. The
choices are either “All at Once” (all the questions on one screen), or “One at a Time.” If “One at a
Time” is selected, the instructor can prohibit students from backtracking and changing previous
answers by selecting the “Prohibit Backtracking” check box. The instructor also has the option of
“Randomize Questions” which will present the test questions in a random order to students. Once
the Test Options have been completed, click “Submit” to continue. Click “Cancel” to return to the
menu with no changes.

6. Test Presentation

/_ Displays all questions
Presentation Mode p y q
@ AlatOnce on 1 page

Present the entire Test on one scr

Only 1 question | =\
. d | d () Oneata Time
IS displaye er Present one question at a time. I .
playedp s I Prohibits backtracking I
[] Prohibit Backtracking
page Prevent changing the answer to a questil o .

[] Randomize Questions
Randomize questions joMuI

Presents questions
in random order

7. Submit

Click Submit to edit options for this Test. Click Cancel to quit.

Creating an Assignment / Group Assignment
59. From the course home page, click on the content area the assignment will be added to access it.

Tammy Cottrell
Home Page

Syllabus &
P—
l Unit 1 l

Unit 2 &

60. Click the “Assessments” icon, and select the desired Assignment.

Tests

Build Content + Assessments Tools ~ Publisher Content
Fs

Folder empty

Self and Peer Assessment
McGraw-Hill Assignment
Turnitin Assignment
SafeAssignment

Mobile Compatible Test

61. On the “Create Assignment” page, complete the “Name” field. Enter and format the “Instructions”
for the assignment in the text box. Under Assignment Files, use the “Browse My Computer” or
“Browse Course” to add any applicable documents. Enter the total “Possible Points” in the Grading
section, and add a Rubric if needed. Ensure the “Make the Assignment Available” check box is



selected to allow students to access it. Set the number of attempts, and any date restrictions. Enter
the assignment due date. Remember, a calendar item will be automatically created for all
assignments when a due date is entered.

Create Assignment

Assignments are a form of assessment that adds a column to the Grade Center. Use the Grade Center to assign grades and give feedback to each student. More Help

* Indicates a required field. Cancel m

1. Assignment Information IF Enter assignment name I
<~ Name and Color Bl

Instructions

TTTT ParagraphﬂArial ﬂampn jiE'éE'T'l'& g A
%/njoja S EEE EE T —|=|a|®|
QO EE S oM - T « 0@ L B Use tool bar
to format text
I Enter Assignment Instructions I
Path Words:0 4

2. Assignment Files

=z 8
Attach File l Browse My Computer Browse Cd .
add a file
3. Grading /~ | Enter total
< Points Possible .
p0|ntS

Associated Rubrics Add Rubric

. ’ Name Type Date Last Edited Show Rubric to Students
Add Rubric

4. Availability /_ I Make available to students I

ake the Assignment Availabls

'assignment cannot be made available until it is assigned to an individual or group of students.

Number of Attempts @® Allow single attempt / I Set # of attem pts I

(& Allow unlimited attempts

() Number of attempts :I

Limit Availability Select and set date

& time restrictions

[[] Track Number of Views

5. Due Dates

Submissions are accepted aftej

Enter due date (auto

Due Date

adds to calendar)

— Wany increment.

62. Select the assignment recipients, either “All Students Individually” or assign it to “Groups of
Students.” To assign to a Group of Students, the groups must already be created in the course. The
available groups will be displayed for selection. Click on the group to select, then use the left arrow
(>) or chevron to select. Multiple groups can be selected by holding the <Ctrl> key and clicking on
the desired groups. Click “Submit” to continue. Click “Cancel” to return to the menu with no
changes.



6. Recipients

If any students are enrolled in more than one group receiving the same assignment they will submit more than one attempt for this assi; It may be y to
provide these students with an overall grade for the assignment.

Recipients ) All Students Individually

(® Groups of Students

Items to Select Selected Items

Class Presentation 1

Class Presentation 2

Group Project 1

Group Project 2 b

Group Project 3 <

I Click to select I

Use to select or
unselect group(s)

Invert Selection  Select All Invert Selection  Select All

7. Submit

Click Submit to finish. Click Cancel to quit without saving changes.

Cancel Submit

63. A green confirmation banner will appear at the top of the content page. The new assignment will be
at the bottom.

Success: Class Presentation created.

Unit 3

Build Content + Assessments v Tools + Publisher Content

Content: Example 1

Attached Files: [ Bb Sample Content PDF 3.pdf ¢ * (15.919 KB)

Example of course content

/_ New Group
% Class Presentation

Assignment

Attached Files: [j_Bb Sample Content

Please work with your assigned group to create a presentation about the effect of the Civil Rights Movement on American Society and Politics. You will have all the
tools (Wiki, Discussion, Chat, File Share, etc.) available to your group.

Creating a Turn It In Assignment

64. Turnitin.com is a site that provides rich feedback to help improve student writing, detects plagiarism

for instructors, and helps ensure academic integrity. From the course home page, click on the content
area the assessment will be added to access it.

w Tammy Cottrell
Home Page

Syllabus 2
P—
l Unit 1 l

Unit 2 &



65. Click the “Assessments” icon, and select “Turnitin Assignment.”

Tests

Build Content + Assessments v Tools « Publisher Content

Folder empty

Turnitin Assignment

SafeAssignment
Mobile Compatible Test

66. First time users will need to accept the “User Agreement” by clicking the “l Agree — Continue” icon.

turniting))

“User A
Yo abould revien thhs Uses Agresmpat carsfully before sccrpling
the

PRI “ser Agreement, ¥ e
Sdte will sutomatically fermisacr.

w
1 Aeceprance of Terms

| Agies — Continue | Desagren . Logost

67. Turnitin will send a confirmation Email from “Turnitin No Reply” with the subject “Your Turnitin
user profile has been created.” The Email contains account information for Turnitin. For security
reasons, it is recommended that the Turnitin password be changed. Instructors should follow the
instructions in the Email to change the Turnitin password. The Turnitin User ID / password will only
be necessary if the instructor accesses Turnitin through the website (www.turnitin.com). Access

————————————— ) |
Arranged By: Date Mewest on top £
~| Turnitin Mo Reply 11:09 AM
Your Turnitin user profile has been created

Message | Adobe PDF @

=T = x L SpS i_ﬁ % sare lists - | ] ¥ iad Ent
- _$ el —} - & = Related - ﬂ'

Reply Reply Forward Delete Moveto Create Other Block [ ot Junk Categorize Mark as Send to

to All Folder~ Rule Actions~ | Sender - Unread Select = | OneNate

Respond Adtions Junk E-mail fa Options fa Find OneNote
From: Turnitin No Reply [noreply @turnitin. com] Sent  Wed 1/8/2014 11:09 AM
To: Cottrell, Tammy
Cc
Subject: Your Turnitin user profile has been created

X

Dear Tammy Cottrell,
Thank you for creating your Turnitin instructor user profile via Blackboard.

No action is necessary if you plan on using Turnitin through Blackboard. However, if you like, you may also login to Turnitin at http://www.turnitin.com/en us/home with the following
information:

Email address: cottrell tammy@rsccd.edu

Temporary Password: z1466acz

Once you log in you will be taken through a step-by-step startup process, and you will also have the chance to change your password and any other personal information. Keep in mind that the
password above is case-sensitive: we recommend that you paste it directly into your browser.

Turnitin OriginalityCheck allows educators to check students' work for improper citation or potential plagiarism by comparing it against continuously updated databases. Every Originality Report
provides instructors with the opportunity to teach their students proper citation methods as well as to safeguard their students' academic integrity.

For additional information about Turnitin's Open Options for Integrations, please navigate to the following link: http://www.turnitin.com/en us/support/integrations/open-options

Thank you for using Turnitin,

The Turnitin Team


http://www.turnitin.com/�

68. The “Add Turnitin Assignment” page will appear. The top right tool bar has links for “Messages,”
site display language, “Feedback,” “What’s New,” and “Help.” The “Help” feature will provide
Instructors with FAQ’s, step by step instructions and videos. The site language display allows users
to select the language that Turnitin is displayed in. The header also contains links for “Assignment
Inbox,” “Edit Assignment,” “Libraries,” “Class Status,” and “Preferences.”

turnitiny/)

Assignment Inbox Edit assignment Libraries Class Stats Preferences

Messages ! English ¥ | Feedback | What's New | (2) Help

Select display
language
About this page

To create an assignment, enter an assignment title and choose the start and due dates for the assignment. If you like, you can enter an additional assignment description. By default, papers submitted
to this assignment will be checked against all of our databases. If you would like to create a custom search or view other advanced assignment options, click the "Optional settings” link

69. To add an assignment, complete the “Assignment Title” and “Point Value” fields on the left. Set
the start, due and post dates and times on the right. The “Start Date” is the date that the assignment
will be made available to the student and students can submit. The “Due Date” is the date that the
student must complete and submit the assignment. The “Post Date” is the date that the marked papers
or grades will be available to the student to view. The Post Date can be set prior to the due date. It
may be useful for students to receive feedback prior to the final submission of the paper. Hover the
mouse over the blue circle with “?” to display the field help.

Enter the title of the assignment that your students will see in their assignments list for the
class

New Assignn ent

AssiEnmenttilie (7]

Start date @ L Click to select Start date I
i["/

Click to set 08-Jan-2014
. at |15[v] Iﬁz
Point value @ start tlme

| e ‘m/-l Click to select Due date I
Click to set || === : [P

due time Poem® i <O I Click to select Post date I

at '|3 = : [
Click to set
NOTE: In Blackboard, the post date relates to the
pOSt t| me availability of GradeMark papers only
and has no bearing on when grades are posted to

the Blackboard Grade Center

70. There are optional settings for the assignment. Click the “+” next to “Optional Settings” to expand
the section. The Optional Settings allow instructors to “Enter special instructions,” “Allow
submissions after the due date,” “Generate Originality Reports for student submissions,”
“Exclude bibliographic materials from Similarity Index for all papers in this assignments,” “Exclude
quoted materials from Similarity Index for all papers in this assignment,” “Exclude small matches,”
“Allow students to see Originality Reports,” “Reveal grades to students only on post date,”
“Submit papers to,” “Search options,” “Attach a rubric / form to this assignment,” “Enable
grammar checking using e-rater technology,” and “Would you like to save these options as your
defaults for future assignments.” The default settings will generally not need to be changed. There
are couple of more frequently used options. “Allow submissions after the due date” allows students



to submit late papers if “Yes” is selected. “Allow students to see originality reports” will provide
students with a copy of the originality report for each submission. Originality reports provide
students with timely and structured feedback to help them hone their writing skills. For the option to
“Generate Originality Reports for student submissions” the recommended choice is
“Immediately (can overwrite reports until due date)”. This allows students to receive the
Originality Report each time they submit their paper. Students can submit their paper as many times
as needed prior to the due date. “Attach a rubric / form to this assignment” allows a rubric to be
created or uploaded and assigned. If the check box next to “Would you like to save these options as
your defaults for future assignments” is selected, Turnitin will remember the selections and apply
them to all future assignments. Hover the mouse over the blue circle with “?” to display the field
help. Once all the options have been set, click “Submit” to continue.

ptional settings

-| Close options

This setting allows the instructor to select whether they will allow late submissions to the

assignment. If set fo yes, students will be able to submit to the assignment after the due
Enter special instructions, @ date if they have not previously made a submission. If set to no, students will not be able

, to submit after the due date of the assignment.

Hover mouse over to

display field help

Allow submissions after the due date? @
O Yes
@® No

Originality Report

Generate Originality Reports for submissions? @
@®) Yes

O No

Generate Originality Reports for student subrgissigns §
Iimmadiate\v first report is final

Exclude bibliographic materials from Similarity Index for all pape!
O Yes

Recommended to change selection to

“Immediately (can overwrite reports...)"

® No

Exclude quoted materials from Similarity Index for all papers in this assignment? @
QO Yes
® No

Exclude small matches? @
O Yes

® No

Recommended

dents to see Originality Reports? @

setting: “Yes”

Reveal grades to students only on post date?
:: Yes

® No

Submit papers to: @

Istamdard paper reposhor\/ﬂ

Search options: @
Student paper repository

Current and archived internet

Periodicals, journals, & publications



GradeMark

Attach a rubric/form to this assignment @

Note- students will be able to view the attached rubric/form and its content prior to submitting

ICreate a rubric| v

Use to add a rubric

aunch Rubric/Form Manager

to assignment

ETS® e-rater® Settings (Beta)

Enable grammar checking using e-rater® technology?
QO Yes

® No

Note: Turnitin for iPad® doesn't currently support ETS® e-rater®. All viewing and management of ETS® e-

rater® results must be completed through Turnitin directly.

Makes selected
ould you like to save these options as your defaults for future assignments?

options the default
on all assignments

71. A confirmation page will appear if the assignment was successfully created. Click “OK” to continue.
Santa Ana College Kl Tammy Cotrell 76 ¥

SCC CEC Intemnships/Jobs

Assignments > ADD TURNITIN ASSIGNMENT

Ej Add Turnitin Assignment
Turnitin Assignment successfully added.

Thu Jan 09 09:15:36 PST 2014 P—
OK )

72. The Turnitin assignment will now appear in the content area.

Assignments

Build Content + Assessments v Tools Publisher Content +

% Current Events Reflection
Select and read an article from www cnn.com. Write a one paragraph summary of the article and a minimum of one paragraph reflection on the impact you think it
will have on American society.

Submit term paper topic

Awvailability: Item is no longer available. It was last available on Jan 8, 2014 11:59 PM
Please submit your term paper topic and a one paragraph summary of the thesis of your paper and what it will cover.

@ Civil War Term Paper

>> View/Complete




Manual Grading in Blackboard
7. There are multiple ways to access and grade submitted student work. Assignments or assessments that
need grading will appear in the “Needs Attention” module on the course home page. Click on the item
to expand the section, or click the “Actions” icon in the upper right corner, and select “Expand All”
from the pull down menu.

Home Page
Add Course Module Customize Page 11
My Calendar Alerts
No calendar events have been posted for the next 30 days. m Edit Notification Settings
more calendar events... Past Due Actions

No Notifieations

Needs Attention

pu— i
m Edit Notification Settings =~ Actions / CIICk & Select
“« ” I

I } Test Needs Grading (2) l EXpand All Expand All

Click to Collapse All

2014 9:35 Al No Notifieations

expand Dismiss All

‘ My Announcements | 2 Refresh

8. The items will be displayed. Click the down arrow (v) or chevron next to the item. The menu allows
the instructor to either “Open” or “Grade” the item. Click “Grade.”

+ Needs Attention

m Edit Notification Settings | Actions

w Test Needs Grading (2)

@ Civil War (2 ﬂ

Tammy Col f x

Open
Grade

9. This will access the selected assignment. In the right margin, click the right facing arrow (>) or chevron
next to “Forum Grade” to display the grading box. For some assignments, grading will be accessed by
clicking the down arrow next to the assignment or “Item Name.” Then selecting either “Grade All
Users” or “Grade Anonymously.” Anonymously means that the student’s name will not be displayed.

Grade Discussion Forum: Tammy (Test Student) Cottrell

The Grade Forum page for a user displays a collection of the user's posts to the Forum to assist with evaluating participation. More Help

e e

User: Tammy (Test Student) Cottrell (Activity) [J Exit 1of1 >
View- Needs Grading

Select  Forum Statistics
elect Al Mone tenk Stby | pateof LastPost | V€| v Descending Statistics for: Tammy (Test Student)

Cottrell
D Total Posts: 2
;t:ﬁc; géiall:.gl;ﬁd ] :;:;c Dt ;i';ﬁ":hweg' 2014 1037 AM Date of Last Post: Jan 9, 2014 10:37:40 AM
Author: Tammy (Test Student) Cottrell Average Post Length: 137

Minimum Post Length: 75
Maximum Post Length: 235

C||Ck to expand “ Average Post Position: 2

H } JForum Grade
section I forum Grage

+ Contributors

Also, it allows more choices for people regarding their own health.

Reply | Quote | Mark as Read

Show All



Needs Grading

Instructors can view attempts ready for grading or review on the Needs Grading page. Click Grade All to begin grading and reviewing i

diately, or sort

or apply filters to narrow the

list. More Help

Grade All

Category

Item User Date Submitted

[Al Categories V| [Term Paper Tapic /| [All Users

oy e ] oo

Enter dates as mm/dd/yyyy

1 total items to grade.

Category

Assignment

ltem Name Date Submitted

Click for grading

Term Paper Topid January 9, 2014 9:58:11 AM

options

Grade All Users (1)
Grade Anonymously (1)

Displaying 1 to 1 of 1 items

Due Date
January 8, 2014

Show All  Edit Paging..

10. Enter the points in the “Current Grade Value” field. Comments can be left for the student in the
“Feedback” field. There is a “Grading Notes” field that is only visible to the instructor. Click “Save
Grade” to submit the grade.

¥ Forum Grade

Grade Value
Enter grade ﬁom of 10

Feedback:

(points)

Provide feedback for student

s

Grading Notes:

Instructor grading notes

T
e
Save Grade
——

Text Editor Cancel

11. The grade, feedback, and grading notes will appear under the “Forum Grade” in the right margin.

User: Tammy (Test Student) Cottrell (Activity) [J
View: Needs Grading

Select: All None | park
O Thread: It's all good Posted Date: January 9, 2014 10:01 AM
Post: It's all good Status: Published
Author: Tammy (Test Student) Cottrell
I think American families will like it. Now everyone will get healthcare. Even those that may not be able to afford it
before. It's important to keep eveyrone healthy so that they can go out and be a productive part of society.
Reply Quote = Mark as Read
Select: All None | Mark

Sortby  pate of LastPost  OTder v pescending

Exit < 1of1 >

Filter Jump to..

Exit < 1of1 >

+ Forum Statistics
Statistics for: Tammy (Test Student) Cottrell
Total Posts: 1
Date of Last Post: Jan 9, 2014 10:01:32 AM
Average Post Length: 223
Minimum Post Length: 233
Maximum Post Length: 238
Average Post Position: 1

F Forum Grade

Edit Grade

~\

Grade for: Tammy (Test Student) Cottrell
Grade: 3 out of 10

Grade Date: 1/9/14 10:24 AM

Feedback:

Please provide more detail regarding how
families will get healthcare, and think about if

there is any cost associated with it.

Grading Notes:
Needs to include more details.
¥ Contributors < || 2

Show All
Tammy (Test Student) Cottrell (1)



Grading Using a Rubric
1. Access the item to be graded. Click the down arrow (v) or chevron next to the assignment or “Item
Name.” Select “Grade All Users.” “Grade Anonymously” allows instructors to grade assessments
without seeing the student identity.
Needs Grading

Instructors can view attempts ready for grading or review on the Needs Grading page. Click Grade All to begin grading and reviewing i diately, or sort col or apply filters to narrow the
list. More Help

Grade All

Category Item User Date Submitted L*
|All Categories || Term Paper Tapic ™| [All Users v Go

Enter dates as mm/dd/yyyy

1 total items to grade.

Gategory ltem Name User Attempt Date Submitted . Due Date
Assignment Term Paper ToplTamm Test Student) Cottrell January 9, 2014 9:58:11 AM January 8, 2014

Displaying 1 to 1 of 1 items Show Al Edit Paging..
Grade All Users (1) peving ong

rade Anonymously (1)

2. This will access the assignment. The student’s uploaded content will be displayed on the left side of the
screen. The grading tools will be in the right margin. NOTE: If the student work contains special
fonts, formatting, or some image types that are unique or uncommon, the fonts or images may not
display properly in the preview. These will display correctly if the assignment is downloaded.

Grade Assignment: Term Paper Topic

Jump to_. Hide User Names

User Tammy (Test Student) Cottrell (Attempt 1 of 1) [] Exit 1of1
View: Needs Grading

= ®  [DJcomment [ 10f1 i Assignment Details

GRADE

Last Graded Attempt
Student =\

A PT (LATE)
document Term Paper Topic 1/9/14 9:53 AM

The effect of reconstruction on the South’s economy after the Civil War

SUBMISSION

Thesis: [) Term Paper Topic docx
This paper will study the effect of reconstruction on the economy of southern states after the Civil War.
While the reconstruction was envisicned to rebuilt the south’s decimated landscape and economy, it

effectively bolstered the manufacturing economies of the northern states while providing little to no COMMENTS
real economic benefit to southerners.

(1]

Grader Feedback

Summary:

.

\ —

3. The Assignment Details can be accessed by clicking the down arrow. “Grade” allows a manual override
grade to be entered. Click the Edit (pencil) icon and enter the total points awarded in the box. Click
“Save” to submit the grade. Click “Cancel” to exit the grade manual grade box. Comments for the
student can be left in the “Grader Feedback” field. The student’s document is under the “Submissions”
section. The original document can be downloaded if necessary by clicking the download icon at the far
right.

My paper will provide a brief overview of reconstruction. | will then examine the effect of
reconstruction on the South’s economy and analyze the economic stimulus and the distribution of
wealth generated by the effort. | will also briefly detail the social and socio-economic effects of
reconstruction on southern saciety.




GRADE
Last Graded Attempt

NAME

Term Papar Topic

ATTEMPT (LATE) . Cancel Save DUE DATE
1/9/14 9:58 AM . January B, 2014 11:58 PM

ASSIGNMENT INSTRUCTIONS
SUBMISSION -
Complete the attached Term Paper Topic sheel. Be sure to

D Term Pa Der TDDiC docx Iinclude your topic, thesis statem (can be revised later), and a
el bwied descnplion of whal you expect to cover in your paper
COMMENTS Click to
Grader Feedback dOWnload
TISTIC:
% . original i
document HA NA

I Provide student feedback I

A @ Character count: 0,

Save as Draft m

4. “Attempt” shows the date and time the student submitted the assignment. In the example below, it was
after the due date — indicated by the “(Late).” Grading Notes, visible only to the instructor, can be added
by clicking the icon next to the grading box. Click the “Rubric” icon in the grading box.

ATTEMPT (LATE)
1/9/14 9:58 AM

SUBMISSION

[1 Tem Paper Topic docx

Click to add Click to access
Grading Notes Rubric
A & Character count: 0,

Save as Draft m

5. A new page will open with the Rubric Detail. Select the student’s performance for each row of the
rubric. The percentage and total points assigned for each row and column will be displayed. Once
selected, a green checkbox will appear next to the column and a “Feedback” field will be provided for
each row. Comments can be entered for the student. The “Raw Total” will provide the total of the
points based on the columns in the rubric. The raw total score can be overridden by entering the score in
the “Change the number of point out of 10.0 to:” field. There is a “Feedback” text box where additional
comments can be provided for the students. However, this field will not be visible to students unless the
grading score has been set as visible in the rubric properties. Once the rubric has been completed, click
“Save” to submit. Click “Cancel” to return to the menu with no changes. Once saved, the Rubric can be
edited by clicking on the Rubric icon again.



Rubric Detail

Name: Term Paper Topic /

Description: Students will complete a term)

Assignment name

and description

maximum three paragraph) description of what they expect their paper will cover.

List View

Grid View

Topic

Thesis

Summary

Raw Totag 0.00 (of 10.0)

Change the number of points out of 10.0 to:R

Novice
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Student did not provide a
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column selection

Competent

(O Points: 1.7 (17%)
N/A
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Student provided a thesis
statement that was not fully
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Student provided a summary that
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Enter student feedback

Path:

Name Term Paper Topic

Use to enter
override score
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e topic, thesis statement, and a brief (minimum one paragraph,

Proficient

Click to select
column grade

Q,? Points: 3.4 (34%)
Student provided a topic

Feedback:
Good topic.

5

ore to be visible to the students.

Words:1 4

Description: Students will complete a term paper topic form, including the topic, thesis statement, and a brief (minimum one paragraph,
maximum three paragraph) description of what they expect their paper will cover.



6. The total points assigned in the Rubric will appear in the “Attempt” column. Additional feedback can
be left for the student in the “Grader Feedback” field. Click “Submit” to save. Click “Save as Draft” to

save the work to come back to finish at a later time.

e Total points

assigned from

SUBMISSION .
_ rubric
[1 Term Paper Topic docx

I«

COMMENTS

Grader Feedback

ws

Enter additional student feedback I

A e Character count: 0,

Save as Draft Submit

7. A green confirmation banner will appear at the top of the page. The grade will now be posted in the

Grade Center.

Needs Grading

Instructors can view attempts ready for grading or review on the Needs Grading page. Click Grade All to begin grading and reviewing immediately, or sort columns or apply filters to narrow the

list. More Help

Grade All

User Date Submitted

Category Item i
[An Categories | [All items | [All Users v i | Go
Enter dates as mm/dd/yyyy i

Grade Center : Full Grade Center

When sereen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to

submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column + Manage Reports + Filter Work Offline +

Sort Columns BY: | ayout Position Order: | 4 Ascending

Move To Top Email
Last Saved:January 9, 2014 12:18 PM

Grade Information Bar

L %
[ Cottrell Tammy TC 7164% —
[] Cottrell Tammy (Test Studer — 75.16% l 3000 l 835

< —— >

Selected Rows: 0



Grading a Turn It In Assignment
1. Access the assignment from either the content area or in the Grade Center. In Grade Center, click on the
green exclamation point (!). This symbol indicates that an item needs to be graded. Click down arrow
(v) or chevron to the right of the grade box. Select “Attempt <Date>" to access the assignment.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to
submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column Manage v Reports + Filter Work Offline +

Move ToTop = Email Sort Columns BY: | | ayout Position Order: 4 Ascending

Grade Information Bar Last Saved:February 11, 2014 10:53 AM

| |
L] L] /| Assignment not
[] Cottrell Student - - - 6.00 8.00

[] Cottrell Tammy (Test Studer -- com p I ete d
[] Student Tammy — -- 950 -- -- 8.00 7.00
[] Student TC Bb Test 2 Tommy - 5.50 - - 8.00 9.00
[] Student TC Test 1 — -- 850 -- 6.50
[[] Student TC Test 3 == - 6.50 __ Item to be 8.00
[ Test Tammy — (1] 10.00 8.00
Selected Rows: 0 < graded >
Move To Top Email Icon Legend
[] Test Tammy - a 10.00 [ r ] 25.00 4.00 8.00
Selected Rows' 0 >
Move ToTop = Email View Grade Details Icon Legend

Exempt Grade

Edit Rows Displayed

Attempt 2/11/14 [

2. The Modify Grade page will provide assignment information, a link to clear the attempt (reset the
assignment), a link to the student’s submitted work and originality report, a grade box, student feedback
text box, and instructor notes text box. Click the “User’s Paper” link to access the Turn It In
submission.

Modify Grade

Cancel m

1. Assignment Information

Name Term Paper

Instructions

Resets
Clear Attempt Click this button to clear this attemp

2. User's Work assignment

User's Comments Term% 2.

User's Paper @

’I Link to submission I

Originality Report

Enter Grade = I Link to Originality Report I
Grade out of 100.0

Comments

Feedback for
student




Attach local file
Currently Attached Files

4. Instructor Notes

Notes

Instructor Notes (not

visible to students)

Aftach local file Browse..

Currently Attached Files

5. Submit

Click Submit to proceed. Click Cancel to quit.

Browse.. Add Another File LN

Add Another File

Add file to
comments

Add file to
instructor notes

ganeel ﬁ

3. A new page will open, connecting to Turn It In. The submitted work will be displayed on the left part of
the screen. The grading or “Quick Mark” template will be displayed on the right. Quick Mark allows
the instructor to select feedback, and drag/drop it into the paper. The “Comment” text box can also be
inserted for unique instructor comments. “Originality” is a link to the Originality Report. This report
will highlight in red any area(s) of the paper that match a submission in the database.

TC Bb Training Term Paper - DUE 21-Feb-2014

' GradeMark |

&

How is Nursing Different from Medicine?

Name of course

/ assighment

Originality

Report

Medicine is an area of human knowledge and expertise aimed at restoring health. Broadly
speaking, it is the science which relates to the prevention, detection, cure or alleviation of
diseases. It is a highly important profession in any country as its performance directly affects the
health of the general public who acts as a backbone for any economy. Medicine has two aspects:
both as an area of knowledge (a science), and as an application of that knowledge (medical
professions). This article tends to focus on the latter aspect of medicine along with one of the
most crucial individual practice in medicine named as nursing.

By definition, nursing implies a profession that renders services necessary for the maintenance
and improvement of health by giving attention to the requirements of sick people. It specifically
includes the promotion of health, prevention of illness, provision of physical and mental care,
promoting comfort and serving patients in every possible way to make their life better.

What nursing actually is has been a question that has received many different answers with the
passage of time. There have been significant changes in the field of nursing, in how nursing is
practiced and new developments and innovations that have been witnessed over the past century.
The early 1990°s was a very bleak period for the nurses as the profession was ill-defined. Nurses
mainly had to work all day long working merely as maids and carrying out duties such as
cleaning, scrubbing, dusting and etc. Then came the World War II, a major turning point for the
nursing profession. Nurses, for the first time. were at the side of patients, helping them to recover
using their own discretions and choices. The world got to know the nursing profession better and
started giving them the respect they it much deserved. The medical setup changed even more
dramatically in the 60’s when for the first time Intensive Care Unit was established for the
patients. As a result, nurses started working directly with their doctors at the patients’ bedside.
The advancements in medical technology meant that nurses had to be more flexible in terms of
adaption of such innovations and contribute more positively towards the recovery of the patient.
This discussion takes into account the current nursing practice.
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4. Once graded, click the “X” in the upper right corner to return to Blackboard. Enter the points earned in
the “Grade” field. Feedback for the student can be left in the “Comments” text box. Instructor Notes
are only visible to the instructor. Once the Modify Grade page is completed, click “Submit” to continue
and post the grade. Click “Cancel” to return with no changes to Grade Center.



Grading a Group Assignment
5. Group Projects are most easily accessed and graded from Grade Center. From the “Course
Management” tools, either click the gray arrow next to “Grade Center” or click on “Grade Center” to
expand the option. Then select “Full Grade Center.”

COURSE MANAGEMENT

* Control Panel

w

Files

P Course Tools

Click to b Evaluation

\ Click to access
expand menu v Grade Center ' Grade Center

Needs Gradin
4 Full Grade Center l
Click to access ‘ signments

Grade Center Tests

6. Find the grade column for the group assignment. Click the down arrow (v) or chevron next to the group

assignment grade column. Select “Grade Attempts.”
Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by
selecting the table cell for the grade. When screen reader mode is off, grades can be typed directly into the cells on the
Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow
keys or the tab key to navigate through the Grade Center. More Help

" Quick Column Information
Create Column Create Calculated Column + Manage v Reports . v Filter Work Offline . v -

Grade Anonymously

Assignment File Download
Move To Top  Email Sort Columns BY: | ayout Position Order: s Ascending <

Assignment File Cleanup

(Grade Information Bar Last Saved:February 12,2014 8:11 AM
- View Grade History

B LastName FirstName © /PreferedNa * TermPaper ' Olympic Athete ** Class Present

Edit Column Information

[] Cottrell Student - - 5.00

Column Statistics
[ Cottrell Tammy (Test Studer --

Set as External Grade
[ Student Tammy - - 5.00 (7] D Ty -
[ Student TG Bb Test 2 Tommy - 750 (7]

Clear Attempts for All Users
[ Student TC Test 1 -- - 10.00 (7]
[ Student TC Test 3 - - 10.00 - ST TR

Sort Descendin
[ Test Tammy - 80.00 1000@ a Y
Selecied Rows. 0 < > Fide Column

7. This will access the group assignment. The assignment page will display a preview of the submitted
document on the left side. The preview tool bar allows the instructor to reduce or increase the display
size, leave comments, and advance pages. NOTE: If the student work contains special fonts,
formatting, or some image types that are unique or uncommon, the fonts or images may not display
properly in the preview. These will display correctly if the assignment is downloaded. The grading
panel on the right side provides assignment details, instructor grading notes text box, grade entry,
download the original submitted document, shows the group members, and grader feedback text box.
Enter the group’s grade in the “Attempt” field. Enter any feedback for the students in the Grader
Feedback text box. Instructor notes can be entered in the Grading Notes text box. When everything has
been completed, click “Submit” to continue. Click “Exit” to return to Grade Center with no changes.



Group Name: Class Presentation 1 (Attempt 1 of 1) [] Exit < 1of2 >
View: Full Grade Center
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8. A green confirmation banner will appear at the top of the page. The entered grade will be applied to all
the group participants. Click “Exit” to return to Grade Center.

Success: Grade submitted.

Grade Assignment: Class Presentation

mp to Hide User Names

Group Name: Class Presentation 1 (Attempt 1 of 1) ./ Exit < 20f2 >

View: Full Grade Center
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9. The individual group participant’s grades can be changed manually in Grade Center. For example, if the
group indicates or the instructor knows that one group member did not contribute to the group or do a
fair share of the work on the project, the instructor can adjust just that one group member’s grade. To
adjust a single group member’s grade, click on that student’s group assignment grade in Grade
Center. Enter the adjusted grade, and press <Enter>. The new grade for that single student will be
reflected in grade center. The grade history can be viewed by clicking the down arrow (v) or chevron
next to the grade, and selecting “View Grade Details.” The link to the group assignment will contain a
note that the individual grade was overridden, the new grade, and the group score.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to
submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help

Create Column Create Calculated Column + Manage Reports .+ Filter Work Offline +

Move ToTop ~ Email Sort Columns By | ayout Position Order | a Ascending
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Selected Rows' 0 [ 4
View Grade Details
i i h .
Quick Comment Click to
Exempt Grade view details

ASSIgnment Llnk Overridden Group Attempt
ﬂ h Class Presentation 1 2/12/14
reflects change 70.00 Group Score: 80.00

Grading in Grade Center
10. From the “Course Management” tools, either click the gray arrow next to “Grade Center” or click on
“Grade Center” to expand the option. Then select “Full Grade Center.”

COURSE MANAGEMENT

¥ Control Panel

b Files

P Course Tools

Click to b Evaluation

\ Click to access
expand menu + Grade Center l Grade Center

Needs Grading
Full Grade Center
Click to access Assignments

Grade Center Tests




11. To Add a Grade, click on a column under a student name and enter the total points for the assignment.
Press <Enter> to continue to the next student. To edit a previously entered grade, simply click on the
incorrect grade, and enter the new one. Press <Enter> to continue. The change will be noted in the
grade history.

Create Column Create Calculated Column Manage v Reports Filter Work Offline +

Move To Top Email Sort Columns By: | ayout Position Order: A Ascending
Grade Information Bar  Grade Type: Grade | Points Possible: 100.00 | Displayed As: Score | Visible to Users: Yes I t Saved:December 17, 2013 2:20 PM
| Enter grade
L ]
[] Cottrell Tammy TC 10.00 9.00 (90.00%) 10.00 (100.00%)
[ Cottrell Tammy (Test Studer -- 8.00 7.00 (70.00%) 5.00 (50.00%)
Selected Rows: 0 < >
Move To Top Email Icon Legend

Edit Rows Displayed

12. View Grade Details can be accessed by clicking the down arrow (v) next to the grade and selecting
“Vew Grade Detail.”
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L [/
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13. The Grade Details provides a tab for “Attempts,” “Manual Override,” “Column Details,” and “Grade
History.” Attempts shows the date and time of the student’s submission, student’s current grade, the
value and grading information. Manual Override allows an instructor to change the grade, add
feedback for a student, and grading notes. Grade history shows the date, time, and the person who
entered the grade. This is a history of any grade changes.

User Tammy Cottrell (student_cottrell) < > Column Quiz 2 (Quizzes) < >

7
Current Grade: |1U.00 out of 10 points }Exem Student’s
rade based on Last Craded Attd  current grade

Due: None

P—
l Attempts Manual Override Column Details Grade History
—
Date Created Date Submitted (or Saved) Value Feedback to User Grading Notes Actions
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Dec 17, 2013 2:20:18 PM (Complated)

10.00 Clear Attempt = Edit Grade

Icon Legend



Attempts Manual Override Column Details Grade History
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Column Name Quiz 2 (Quizzes)
Column Description Civil War
Primary Display Score
Show to Users Yes
Included in Calculations Yes
Average Score 7.50
Median 7.50

Attempts Manual Override Column Details Grade History

Date Last Edited by Value Co Shows the date, time,
Dec 17, 2013 2:20:18 PM Tammy Cottrell e o and person who

edited the grade

Icon Legend

Grade Center

Click to return to
«—Return to Grade Center

14. Assignments can also be accessed, viewed and graded from Grade Center. Click on the green
exclamation point (!). This symbol indicates that an item needs to be graded. Click down arrow (v) or
chevron to the right of the grade box. Select “Attempt <Date>" to access the assignment.



Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to
submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help
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15. The assignment will be displayed, and can be graded. When the grading is complete, click “Submit” to
continue. The grade will be added to the Grade Center column for that assignment.

Grade Assignment: Assignment: Doodle for Google

Jump to_ Hide User Names

User: Tammy Test (Attempt 1 of1)ﬂf StUdent tO Exit < 1of1 >
View: Full Grade Center be graded

& &  [Jcomment 10f1 ¢

Grading Notes
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16. Grades can also be uploaded. See “Grade Center” instructions for downloading and uploading grades
into Blackboard.



Viewing Survey Results
1. Survey results can be viewed in Grade Center. Access Grade Center by clicking “Full Grade Center” or
the right facing arrow (). Click the down arrow (v) or chevron next to the Survey grade center

column. Select “Attempts Statistics.”

Success: Grade Center Organized

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade 1
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To €
submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help
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2. The survey results will be provided. All of the students’ responses will be listed in the statistics. Click
“OK” to return to Grade Center.

Survey Statistics: Rate the Course

The statistics are calculated based only on the attempts being used in the grading option (Last attempt, First attempt, Lowest Score, Highest Score, or Average of
Scores). If Average of Scores is the grading option, then all attempts are included in the statistics.

Name Badlc thes®Ourse
Attempts Ptal of 2 attempts for
InstructionS*™Ease take the followin

Alignmenis

# of Students
that completed

your feedback is important to us as it will help us improve the course

Question 1: Opinion Scale/Likert

Overall, please rate your satisfaction with the course L I QUEStIO n I

Strongly Agree

Agree

Neither Agree nor Disagree

Provided

I Responses I
choices

Disagree

Strongly Disagree

Not Applicable
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/-I Question Type I

Is there anything else that you would like to see covered in the course, if so, what?

Question 4: Short Answer

Unanswered Responses
0

Given Answers

Student
Responses

Group assignment grading

How to add a banner.

Click to
return to GC




Resetting a Student Assignment or Assessment

1.

2.

If a student experiences technical (or other) issues during the course of an assessment, and the
assessment is set to allow only one attempt, it will need to be reset in order for the student to complete it.
It is at the discretion of the faculty whether to allow the student to retake or complete the assessment.

To reset a student assessment, from the “Course Management” tools, either click the gray arrow next to
“Grade Center” or click on “Grade Center” to expand the option. Then select “Full Grade Center.”

COURSE MANAGEMENT

* Control Panel

w

Files

P Course Tools

Click to
expand menu

b Evaluation

N mg
w Grade Center l

Click to access

Grade Center

Click to access
Grade Center

Needs Grading
Full Grade Center
Assignments

Tests

In the Grade Center, locate the assessment to be reset. Click down arrow (v) or chevron next to
student’s grade and select “View Grade Detail.”

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by
selecting the table cell for the grade. When screen reader mode is off, grades can be typed directly into the cells on the
Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow
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3. Under the “Attempts” tab, click the “Clear Attempt” icon.

Selected "\
User Tammy (Test Student) Cottrell (tc12345_s) < > Column Quiz 2€Quizz Selected
student Assessment

Current Grade: 5.00 out of 10 points Exempt
Grade based on Last Graded Attempt

Due: None
Attempts Manual Override Column Details Grade History
Date Submitted (or Feedback to Grading

Date Created Value

saved) User Hotes S Click to reset
Dec 17, 2013 l_|/
o 2:20:21 PM 5.00 Clear Attempt [FEditGral  @ssessment

(Completed)

4. A confirmation dialog box will appear. Clearing an attempt on an assessment will delete all previous
work by the student, and cannot be undone and the information cannot be recovered. It is important
to verify that the correct student and assessment have been selected. The student will be able to access
the assessment, but none of their previous answers will be saved. When prompted, “Delete this attempt?
This action is final and cannot be undone.” Click “OK” to continue. Click “Cancel” to return to the
menu with no changes.

- 5
Message from webpage M

'Q Delete this attempt? This action is final and cannot be undone.

r [ OK l Cancel l

5. A green confirmation banner will appear at the top of the page if the reset was successful.

Grade Details
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6. The original student attempt will still be in the in record. Click the “View Complete History” icon at
the bottom of the record. The student’s original attempt and grade will be displayed under the date of
the attempt.

User Tammy (Test Student) Cottrell (tc12345_s) - Column Quiz 2 (Quizzes) -

Current Grade: - out of 10 points  Exempt

Grade based on Last Graded Attempt
Due: None

Attempts Manual Override Column Details Grade History
Date Last Edited by Value Comments
Attempt
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9-12:28 AM Tammy Cottrell Grade
Cleared
Dec 17, 2013 Tammy Cottrall Exemption
Cleared

. Tammy L.ottrell
I View Complete History |

Attem Manual Override Column Details Grade History
Date Last Edited by Value Co
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Jan 21, 2014
91228 AM Tammy Cottrell Grade reset
Cleared
Dec 17, 2013 Exemption
3:07:35 PM _—— Cleared
Dec 17, 2013 User
.07 lammy Lotirell
3:07:26 PM Tammy Cottrell Exempted
Dec 17, 2013 Exemption
08 lammy Lotirell
3:06:37 PM Tammy Coftrel Cleared
He Dec 17, 2013 User
Orlglnal 3.06:31 PM Tammy Cottrell Exempted
Attempt Dec 17, 2013 Attempt Original grade
] 2:20:21 PM Tammy Cottrell Grade 5 )
Date/Tlme Hide Complete History aSSIgnEd




Viewing and Managing Blackboard Rosters

The “Official” course rosters are always the Rosters from Web Advisor. Students are automatically added to
Blackboard after the register for the course (the addition process may take a day or two to complete). However,
when a student drops a course, or is dropped by the instructor or Admissions and Records (for non-payment),
the student is not removed from the course in Blackboard. Instructors must manually manage the student
drops in Blackboard. Failure to remove the student from the Blackboard course will provide the student with
continued access to the course, course materials, tests, discussion boards, announcements, communications, etc.
Removing the student from the Blackboard course is particularly important so that the student does not have
access and cannot claim that they were unaware of being dropped from the course.

Viewing Class Roster in Blackboard
1. From the Course Management Menu, click the down arrow (v) or chevron next to “Users and Groups.”
Click “Users.” The class roster will be displayed on the screen. The roster will provide the User Name,
First Name, Last Name, Email Address, Role (instructor, student, etc.), and whether the class is
Available to that user.

Tammy Cottrell Users

COURSE MANAGEMENT

Search: |usemame w| |Notblank v Go

Control Panel

Files

Course Tools

Evaluation Refresh

Grade Center Usemame First Name Last Name . Email Role

Users and Groups
Tammy Cottrell cottrell_tammy@rsccd edu Instructor Yes

- [ 12345
tc12345 s Tammy (Test Student) Cottrell test_tammy@amail com Student Yes

Customization

student_cottrell Tammy Cottrel cottrell tammy@rsccd edu Student Yes

Packages and Utiliies

Help Refresh

Displaying 1 to 3 of 3 items Show All  Edit Paging. .

Managing the Class Roster in Blackboard
2. Todrop a student from the course, access the class roster. Click the down arrow (V) or chevron next to
the User Name of the student to be removed from the class. Select “Change User’s Availability in

Course.”
Users
Search: [Usemame “/| [Notblank v Go
Refresh
Usemame Eirst Name Last Name Email Role
E tc12345 Tammy Cottrell cottrell_tammy@rsccd.edu Instructor Yes
tc12345 | tudent) Cottrell test_tammy@amail.com Student Yes

student_c e d“ i Cottrell cottrell tammy@rsced.edu Student Yes

Change User's Availability in Refresh
Course

Displaying 1 to 3 of 3 items Show All  Edit Paging



3. On the Change User’s Availability in Course screen, under “Role and Availability,” click the pull down
menu next to “Available (this course only)” and select “No.” Click “Submit” to continue. Click
“Cancel” to return to the menu with no changes.

Users » Change User's Availability in Course

Change User's Availability in Course

cancel m

1. Role and Availability

Role Student

Available (this course only)

Select “No” to
make course

] unavailable
2. Submit

Click Submit te proceed. Click Cancel to quit. Y
o |

4. A green confirmation banner will appear if the role was successfully changed. The new role is reflected
on the course roster.

Success: Role edited.

Users
Refresh
[l Usemame First Name Last Name - Email Role Observer Available
tc12345 Tammy Cotirell cottrell tammm C . Yes
ourse Is no
12345 s Tammy (Test Student) Cotirell test_tam |o nger ava ||a ble No l
student_cottrell Tammy Cottrell cottrell_tamn to th is stu d ent Yes
Refresh

Displaying 1 to 3 of 3 items Show All | Edit Paging..

5. The student will still appear in the Grade Center, but at® symbol will appear next to the student’s last
name to indicate that the course is unavailable.
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Move To Top Email Sort Columns By: Layout Position (
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<

Move To Top Email



6. The student can be “hidden” in Grade Center. Click the down arrow (V) or chevron next to the last name

of the student. Click “Hide Row” from the pull down menu.

Create Column Create Calculated Column + Manage v

Reports

Sort Columns BY: | ayout Position

Move To Top Email
Grade Information Bar
L] F :
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Selected Rows. 0 :— <

View User Statistics

Browse Adaptive Release
Status

Email User

Hide Row '

Report

7. A green confirmation banner will appear at the top of the page, and the student will no longer appear

visible in the Grade Center.

Success: Row is hidden. Show the Row again by clicking Manage and then selecting Row Visibility.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to

submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help
Filter Work Offline +

Create Column Create Calculated Column Manage v Reports
Move ToTop ~ Email Sort Columns By | ayout Position Order: 4 Ascending
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Making a Blackboard Course Available to Students

1. A course must be made available to students before they can access it in Blackboard. A course may be
unavailable while an instructor builds it or before the semester begins. To make the course available to
all students enrolled in it in Blackboard, from the Course Management menu, select “Customization,”
and then “Properties.”

COURSE MANAGEMENT
* Control Panel

Files

Course Tools

b

b

b Evaluation
b Grade Center
b

Users and Groups

) Customization

got apd Observer Access
GUICK Setup Guide

Teaching Style
Tool Availability

2. Under the Set Availability section, select “Yes.” Click “Submit” to continue. Click “Cancel” to return
to the menu with no changes.

Properties

Properties control the functional settings of the course, including name, ilability, classification, duration, categorization, language, files, and structure. More Help

Cancel Submit

1. Classification

Subject Area Education

Discipline Higher Education

2. Set Availability

Male this course available to users?

Make Course Available SeleCt tO make
oMo course available

3. set Course Duration

Duration Continuous

3. A green confirmation banner will appear if the course properties were successfully changed.

Properties have been updated: TammyCottrell.

Customization



Exporting / Importing Blackboard Course

Export a Course:
1. From the Course Home Page, in the Course Management Menu, under “Packages and Utilities,” click

“Export / Archive Course.”
p Customization

+ Packages and Utilities

Bulk Delete
Check Course Links

Course Cop
m_ExpomArchiue Course
mport Course Cartridge

Import Package / View Logs
Manage LTI Links

2. Any existing packages will be displayed on the Export / Archive Course page. It is recommended to
remove or delete any existing files prior to exporting. Click the “Remove” icon to delete the files. Next,
click Export.

Export/Archive Course

Export Course creates a package of course content that can later be imported into the same course or a different course.
Archive Course creates a permanent record of a course including all the content and user interactions available at the time
the Archive is ereated. Export Common Cartridge creates a package that can be shared across learning management

systems. You must have the proper permissions to perform these operations. More Help

Export Package Archive Course Export Common Cartridge Package

Click to export

course

/_ Indicates no previous
No packages exist for this course. files for course

3. The Export Course page allows instructors to calculate the size of the course, manage package
contents, and select the course content to export. Click Calculate Size to display the course size. There

is a 10GB maximum for courses.
Export Course

Export Course creates a package of course content for reuse. Exporting a course includes Content, Settings, and Tools, but

1. select Copy Options

kY3
& Source Course 1D TammyCottrell Allowed package size: 10 GB

6.15 MB Manage Package Contents

File Attachments
Click Calculate Size to make sure ét the package size does not exceed the limit.

Package Size Calculate Size Manage Package Contents




4. The Select Course Materials section allows instructors to select which components of the course will
be exported. Course material can be selected by click the check box next to the individual item, this is
useful if only one section is needed for another class. Click the “Select All” icon at the top of the
section to select the entire course. A check mark (V) will appear next to the selected content. Once the
course material has been selected, click “Submit” to continue. Click “Cancel” to return to the menu
with no changes.

Click to select
individual
component

3. select Course Materials

Seleet materials to include
archive instead ojgmmmmm

Select All nselect All

[] Content Areas
[] Syllabus

] Unit 1
[] Unit2

Click to select
entire course

] Unit3
ssignmentsﬁl Assig nments
[] Tests

Adaptive Release Rules for Content

[T] Announcements

[] Blogs
[] Calendar

[[] Collaboration Sessions

[] Contacts

[[] Tests, Surveys, and Pools

[] Wikis

4. submit

Click Submit to proceed. Click Cancel to quit.

ackage to serve as an exact record, including user records, use

Cancel Submit

5. A green confirmation banner will appear at the top of the page. While the process usually only takes a
few minutes, if the size of the course is large, it may take a bit longer.

Success: This action has been queued. An email will be sent when the process is complete.

Export/Archive Course

Export Course creates a package of course content that can later be imported into the same course or a different course.

Archive Course creates a permanent record of a course including all the content and user interactions available at the time

the Archive is ereated. Export Common Cartridge creates a package that can be shared across learning management
systems. You must have the proper permissions to perform these operations. More Help

6. Blackboard will send an Email when the export process has been completed.
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® 5 Deleted Items (172)
7 Drafts

e
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| Blackboard Administrator

| Export: TammyCottrell [rsced.blackboard.com]




: @

Message Adobe PDF

e X

Lj i} jﬁ % & Safe Lists - Eﬁ Y ﬂ 43 Find ga

3y Related -

Reply Reply Forward —Delete Moveto Create Other Block 5 Not Junk Categorize Follow Mark as Send to
to All Folder - Rule Actions ~ | Sender B Up - Unread | < Select ™ | gnenote
Respond Actions Junk E-mail LE] Options ] Find OneNote
From: Blackboard Administrator [admin@localhost.edu] Sent: Thu 1/16/2014 1:20 PM
To: Cottrell, Tammy
ce
Subject: Export: TammycCottrell [rsccd.blackboard.com]
a

Export: TammyCottrell

The operation has completed. The file may be downloaded from the Control Panel.

The results of the process are shown below.

Status: The operation export has completed.

7. When complete, click the Refresh icon on the Course Tool Bar to refresh the current screen.

Packages and Utilities

Click to refresh
current screen
4

8. The export file link should appear in the Export / Archive Course page. The export is saved as a zip file
to “compress” the file to a smaller, more manageable size.

Export/Archive Course

Export Course creates a package of course content that can later be imported into the same course or a different course.
Archive Course ereates a permanent record of a course including all the content and user interactions available at the time
the Archive is ereated. Export Common Cartridge creates a package that can be shared across learning management

systems. You must have the proper permissions to perform these operations. More Help

Export Package Archive Course Export Common Cartridge Package

Date Created

File Name

ExportFile_TammyCottrell 20140116011825.zi k I EXpOft le File I 1/16/14 1:18 PM

Displaying 1to 1 of 1 items Show All = Edit Paging...

9. Click the link for the exported file. An action box will inquire “Do you want to save <File Name> from
rsccd.blackboard.com?” Click the down arrow (v) or chevron next to “Save” and select “Save As.”

Date Created

File Name

Click file to

1/16/14 1:18 PM

download

ng 1to 1 of 1items Show All Edit Paging...

—
Do you want to open or save ExportFile_TammyCottrell_ 20140116011925.zip (2.10 MB) from rsccd.blackboard.com? Open | Save h en




e For MAC Users: Press and Hold the Control key before clicking the link. Then select Save
Link As to download the zip file without opening it.

10. Select the destination of the export file on the computer. For this example, the file will be saved to the
desktop. Once the location is selected, click “Save” to continue. Click “Cancel” to return to the menu
with no changes.

/% Save As ﬁ
@ Ov‘- Desktop » - | 4y ‘ ‘ Search Desktop P
Organize ~ New folder &= - 0
4 . Favorites P Cottrell, Tammy E
4 Downloads J% System Folder i

i RecentPlaces |~ f Select file
tc12345 ——| Computer . .

'- L LA System Folder destination
Desktop

| Help Desk :
"‘.\ | Network
System Folder f

4 & Computer -

File name: ExportFile_TammyCottrell_20140116011925.zip - |
Save as type: lzip Archive (*zip) VI
P—
\LA Hide Folders [ Save l | Cancel ]
C—

11. A folder should appear in the selected location. The “Z” indicates that it is a zipped file.
IMPORTANT: Do not click on or open this zip file. Opening the file may corrupt it and the course
contents rendering it useless. Corrupted files cannot be imported, recovered, or corrected.

Zip file of
exported
course
gl
Y
Archiving

Courses will only be left active on Blackboard for a period of two years. After Spring semester each year,
courses that are older than two years will be archived. Archiving creates a permanent record of the course,
including all content and user interaction. This record is stored on an archive server and is not readily available
to instructors. The course can be restored when requested, however, the restoration process will take time.

Therefore, it is recommended that if instructors would like copies of all their course content from older classes,
that the instructor Export a copy of the course and save it on their own storage device. Archiving is necessary
to reduce the total size of the active Blackboard server, thus reducing costs. By exporting a copy, instructors
will have quick and easy course retrieval.




Import a Course:
1. Open the new course shell in Blackboard.

2. From the Course Home Page, in the Course Management Menu, under “Packages and Utilities,” click
“Import Package / View Logs.”

p Customization

+ Packages and Utilities

Bulk Delete

Check Course Links
Course Copy
Export/Archive Course

Import Package / View Logs

3. The Import Package / View Logs page allows instructors to import a full course, or a component from
a course. Click Import Package.

Import Package / View Logs

Import a package file of course content for use in the course. Compatible packages include Blackboard Learn, Common
Cartridge, Blackboard Vista 8 and Blackboard ANGEL 7.4 and 8.0. View the log files that are generated after each import.
The log files generated by course copy are also listed on this page. You must have the proper permissions to perform this
operation. More Help

—/_ cek e
Import Package
import course

No Import/Copy Log Files

4. Under “Select a Package,” click Browse My Computer.
Import Package

An Import package is a .ZIP file of exported Course content. Importing a package into an existing Course copies the content
of the package into the existing Course. Import packages do not include user enrollments or records, such as discussion

1. select Copy Options

=~ Destination Course ID TammyCottrell

2. Selecta Package

Click Browse to locate the course package:

Uploading large packages may take a long time.

# Select a Package Browse My Computer



5. Locate the course zip file in the “Choose File to Upload” dialog box. Click the desired file to select it.
Next, click “Open” to continue.

@@v|- Desktop » - | + ‘ ‘ Search Desktop £

Organize ~ New folder g= - 9
Favorites ExportFile_TammyCottrell_2014011 &
- 6011925.zip
4 Downloads zip Archive
o RS Faculty WebAdvisor
| J 112345 /= Manual_8-17-09.pdf I
Ml Desktop PDF File

File name: ExportFile_TammyCottrell_20140116011925.zip « | All Files (**) -
o]

6. The file name will now appear in the “Selected File” section. Click “Do not attach” to remove the file.

2. selecta Package

Click Browse to locate the course package:

Uploading large packages may take a long time.

& Select a Package |

/| Filetobe
C“Ck to \Fne Name I ExportFile_TammyCottrell_20140116011925.zip imported
. Do not attach

remove file

7. The Select Course Materials section allows instructors to select which components of the course will
be imported and added to the new course shell. Course material can be selected by click the check box
next to the individual item, this is useful if only one section is needed for another class. Click the
“Select All” icon at the top of the section to select the entire course. A check mark (\) will appear next
to the selected content. Once the course material has been selected, click “Submit” to continue. Click
“Cancel” to return to the menu with no changes.

3. select Course Materials

archive instead gjgmmmmm Click to select

Select materials to include ackage to serve as an exact record, including user records, use
Select All nselect All ‘

entire course

[] Content Areas

[] Syllabus
[ Unit1

[] Unit2
Click to select [] Unit3

individual ssignmentsﬁl ASSignmEnts
component L] Tests

Adaptive Release Rules for Content

["] Announcements

[] Blogs

[] Calendar

[T] Collaboration Sessions

[] Contacts



[[] Tests, Surveys, and Pocls
] Wikis

4. submit

Click Submit to proceed. Click Cancel to quit.

Cancel Submit

8. A green confirmation banner will appear at the top of the page. While the process usually only takes a

few minutes, if the size of the course is large, it may take a bit longer.

Success: This action has been queued. An email will be sent when the process is complete.

Import Package / View Logs

Import a package file of course content for use in the course. Compatible packages include Blackboard Learn, Common
Cartridge, Blackboard Vista 8 and Blackboard ANGEL 7.4 and 8.0. View the log files that are generated after each import.
The log files generated by course copy are also listed on this page. You must have the proper permissions to perform this
operation. More Help

9. Blackboard will send a confirmation Email when the import process has completed.
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= Mess,
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_/’ Message Adobe PDF
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ImportilammyCottrell [rsccd.blackboard.com!

age (HTML

Reply Reply Forward —Delete Moveto Create Other Block 5 Not Junk Categorize Follow Mark as e Send to
to All Folder - Rule Actions - | Sender - Up - Unread | < Select ™ | onenote
Respond Actions Junk E-mail LE] Options. ] Find OneNote
From: Blackboard Administrator [admin@localhost.edu] Sent: Thu 1/16/2014 2:07 PM
To: Cottrell, Tammy
ce
Subject: Import: TammyCottrell [rsccd.blackboard.com]

Import: TammyCottrell

The operation has completed. The imported course or organization is now ready for access.

The results of the process are shown below.

Warning: A course resource link record will not be created because the parent with which it is associated cannot be located in the package.
Warning: A course resource link record will not be created because the parent with which it is associated cannot be located in the package.
Warning: A course resource link record will not be created because the parent with which it is associated cannot be located in the package.
Warning: A course resource link record will not be created because the parent with which it is associated cannot be located in the package.
Warning: A course resource link record will not be created because the parent with which it is associated cannot be located in the package.
Warning: A course resource link record will not be created because the parent with which it is associated cannot be located in the package.
Status: The operation import has completed.

J»

10. An orange confirmation banner may appear when the process is complete. Click the link provided to

view the detailed import Iog.

Import: TammyCottrell is Compl To the detailed log, click here

H “" ”
Success: This action has been queued. An email will be sent when the process is Cl ICk Here

link to view logs

Import Package / View Logs

Import a package file of course content for use in the course. Compatible packages include Blackboard Learn, Common
Cartridge, Blackboard Vista 8 and Blackboard ANGEL 7.4 and 8.0. View the log files that are generated after each import.



12. The logs can also be accessed on the Import Package / View Logs page. Click the Refresh icon on the
Course Tool Bar to refresh the current screen.

Packages and Utilities

Click to refresh
current screen
+

11. The import log link should appear in the Import Package / View Logs Course page.
Import Package / View Logs

Import a package file of course content for use in the course. Compatible packages include Blackboard Learn, Common
Cartridge, Blackboard Vista 8 and Blackboard ANGEL 7.4 and 8.0. View the log files that are generated after each import.
The log files generated by course copy are also listed on this page. You must have the proper permissions to perform this

operation. More Help

Import Package

Import/Copy Log Name port/Copy DateTime
I Import Log I
l\m ortFile_TammyCottrell_20140116020708_detailed txt n 16, 2014 2:06:11 PM PST

Displaying 1 to 1 of 1 items Show All Edit Paging...

12. The imported content will now be in the new course shell, and available to the instructor for updating,
modification, and use.



Blackboard (9.1 SP11) Help and Support

Help, Support and Resources on Blackboard
1. From the Institution Home Page, find the “Blackboard Hel
Tutorials and Help.”

p” module. Click the link for “Blackboard

SAC Notifications Dashboard

Add Module

Internships & Jobs
Announcement

NBC In The News

%, NBC Learn In The News
For Wearable Tech, “Form Has to Matsh the Fundlion®

Try out the new Intemships and Job
search, through intemships.com!

For resume assistance, please see the
Career/Job Resource Center:

Santa Ana College: L-225, (714) 564-

Santiago Canyon College: D-106, (714)
628-4805

Internships and Job Search

%
Kickstart Your Career!

Find Jobs and
Internships Now!

Click to access
Blackboard
Tutorials and Help

RELATED VIDEOS | TRANSCRIPT | SHARE

CueCaro

Santa Ana College n

The mission of Santa Ana College is to be a leader and partner in meeting
the intellectual, cultural, technological and workforce development needs of

What are you searching for

Where: our diverse community. Santa Ana College provides access and equity in a
dynamic learning environment that prepares students for transfer, careers
and lifelong intellectual pursuits in a global community.

Powered by:
inbernships.cori” Browser Test

Personalize Page s

My Organizations

Qrganizations where you are: Leader
SAC Student Online Orientation - Start Here!

SAC Student Practice Course

Blackboard Help

Blackboard Tutorials and Help

L

istance Education Support

Use the SAC Distance Education website for:

+ Online class schedules

« Blackboard student and faculty help

« Online/Hybrid degree advisement plans

« Frequently Asked Questions

« Student Support at SAC for online/hybrid students

Courses where you are: Instructor

Bb Basics (unavailable)

ITS Test Course

2. A new page will open to the Blackboard On Demand Learning Center. Browse or search for specific

topics within the learning center. Short videos and written

om  Behind thy ckboard Blackboard Training ~ Send Us Your Feedback = Problems v
BLACKBOARD LEARN, RELEASE 9.1 R i ~ g = =
On D d L = Cent Understanding & @ Communicating & Assessing -
n Uemand Learning Center Building Your Course  #m Collaboraling Learners

Blackboard Learn™, Release 9.1 ¥ » Homepage

Enter topic or

What Are You Interested in Learni keywords to search

stal
g Your Course

GET UPGRADE ASSISTANCE

COURSE SITES

Visit the Upgrade Center - Ny Try Blackboard's Latest. Free.

91

.o+~ Introducing Next Generation CourseSites
This go-to resource makes upgrading », l e Need access to Release 9.1? Teach up
as easy as possible by providing all the \./ to 5 courses at no cost with our latest

materials you need in 5 simplified
steps.

Learn technology, plus aspects of
Blackboard Collaborate and Connect!

Visit Now! Try Now!

instructions are available for many topics.

] | |

The Retention Center

-
h Watch [t

My Blackboard Global
Navigation
Wiatch it!

Using the New Calendar
Watch It!

My Blackboard Profile
Watch It!

Blackboard Help
Read It

Categories

CAN'TFIND IT? A to browse

Ask The Doctors is a free question and
answer service moderated by a
dedicated, international group of your
peers, fellow Blackboard clients.

THE
DOCTORS

Learn More!



3. Distance Education also provides resources on the Blackboard Institution Home page. Locate the
“Distance Education Support” module. Click on the appropriate link.

SAC Notifications Dashboard

Add Module Personalize Page 11
Internships & Jobs NBC In The News My Organizations -3
Announcement

-
%, NBCLearn In The News
Try out the new Internships and Job For Wearable Tech, “Form Has to Match the Function®

search, through intemnships.com
For resume assistance, please see the
CareerlJob Resource Center
Santa Ana College: L-225, (714) 564-
6254
Santiago Canyon College: D-106, (714)
628-4605

Internships and Job Search

i 1
Kickstart Your Career! RELATED VIDEOS | TRANSCRIPT | SHARE CueCarp

Qrganizations where you are: Leader
SAC Student Online Orientation - Start Here!

SAC Student Practice Course

Blackboard Help

Blackboard Tutorials and Help

Distance Education Support

Use the SAC Distance Education website for:

. + Online class schedules
Find qus and « Blackboard student and faculty help
Internships Now! + Online/Hybrid degree advisement plans

S « Frequently Asked Questions
Santa Ana College Mission - Student Support at SAC for online/hybrid students
The mission of Santa Ana College is to be a leader and partner in meeting
the intellectual, cultural, technological and workforce development needs of
our diverse community. Santa Ana College provides access and equity in a
dynamic learning environment that prepares students for transfer, careers

m Courses where you are: Instructor
Powered by: Bb Basics (unavailable)
T
Do ITS Test Course

What are you searching for

Where:

4. All instructors have access to the Faculty Information Site in Blackboard. On the Institutions Home
Page, find the “My Courses” module. Click on “Facilty Information Site...”.

Courses where you are: Instructor
Bb Basics (unavailable)
ITS Test Course

Tammy Cottrell

Courses where Jou are: Student
Faculty Information Site 2013-2014

Module | - New Technologies (Fall 2013)

5. The Faculty Information Site contains resources for faculty using Blackboard for instruction. Explore
the contents from the menu on the left side. Click “Faculty Resources” to access the resource folder.

Announcements

Faculty Information Site ¢ Announcements

2013-2014

Announcements -
Welcome to our Online Resource for Blackboard!

Survey - Summer Online

Teaching Posted on: Thursday, August 22, 2013

Refresh Title V Guidelines

« New Online/Hybrid Instructors, please begin at the "New Qnline Intr." button.

QuickStarts + Instructors new to Bb 9.1, please begin at the "Bb 9.7 Information” button

Blackboard Information

Student Information

Faculty Resources




Faculty Information Site
2013-2014

Announcements

Survey - Summer Online
Teaching

Refresh Title V Guidelines
QuickStarts

Blackboard Information
Student Information
Faculty Resources

My Grades

#

Faculty Resources

@)

Video Resources

Accessibility

SAC DE Website - Facul

Resources

Faculty Bb resource as well as Frequently Asked Questions can be found at our DE website!

Beginning of Semester Checklist

Some Great Ideas, Quick Tips, and Useful Websites,

In this folder you will find:

+ 125 Ideas for Distance Education
= Things to Consider When Designing Your Online Class

6. Blackboard Help is also available from the Course. Click the down arrow (v) or chevron next to
“Help” in the Course Management menu. Click “Blackboard Help For Instructors.”

»

{ v v wv w

4
4

Tammy Cottrell

COURSE MANAGEMENT

Control Panel
Files

Course Tools
Evaluation
Grade Center

Users and Groups

Groups
Users

Customization

Packages and Utilities

Home Page

Add Course Module

My Calendar

No calendar events have been posted for the next 30 days.

maore calendar events...

Needs Attention

A2

[ Biackboard Help for Instructors

Video Tutorials

p Discussion Board Forum Needs Grading (1)

p Test Needs Grading (2)

Edit Nofification Settings = Actions ¥

Last Updated: January 9, 2014 1:43 PM |

7. A new page will open for the Official Blackboard Help site. Browse the Table of Contents or search
for a topic or key words.

"B‘g The Official Blackboard Help Site

Finding the Right Help

» What's New?

Browser Support for SP 10
Browser Support for SP 11
FAQs

+ Blackboard Learn

Environment

» My Blackboard

\ » Coures Ontinne

' Table of Contents l

¥ Instructor

Blackboard » English »

Instructor

gnin | English w

Enter topic or key

words to search

P 11 » Instructo

‘ IMPORTANT! If you are not sure which version of Blackboard Learn you are using, see Finding the Right Help.

Blackboard Recommends...

Look here for information about
topics that are trending in the
Blackboard Community

Qtartinn tha Qamactar

Featured Video: Creating a Great First Impression




From the Course Management Menu, select “Help”. Click “Video Tutorials.”

) Tammy Cottrell Home Page

COURSE MANAGEMENT Add Course Module

* Control Panel

} Files
My Calendar
b Course Tools
} Evaluation No calendar events have been posted for the next 30 days.
} Grade Center

more calendar events...

w Users and Groups

Groups

Users Needs Attention
p Customization m Edit Notification Settings Actions
} Packages and Utilities

p Discussion Board Forum Needs Grading (1)

* Help
Blackboard Help for Instructors

Video Tutorials | Last Updated: January 9, 2014 1:43 PM |

p Test Needs Grading (2)

This will open a new page accessing the Blackboard On Demand Learning Center. Browse or search
for specific topics within the learning center. Short videos and written instructions are available for
many topics.

BLACKBOARD LEARN, RELEASE 9.1

On Demand Learning Center P, Bl

Building Your Course

Blackboard Learn™, Release 9.1 ¥ » Homepage

Enter topic or —
What Are You Interested in Learni keywords to search

«= The Retention Center

h‘: II Watch It
«=* My Blackboard Global
Navigation
Wiatch it!
«=* Using the New Calendar
u Watch It!

<=* My Blackboard Profile

u Watch It

Blackboard Help
Read I#t

& Collaborating
Categories
GET UPGRADE ASSISTANCE COURSE SITES CAN'TFIND IT? A
to browse
9 ‘l Visit the Upgrade Center *~., Try Blackboard's Latest. Free.
> ~, o  Introducing Next Generation CourseSites
This go-to resource makes upgrading H I\. Need access to Release 9.17 Teach up };F&m“ Ask The Doctors is a free question and
as easy as possible by providing all the \-/ to 5 courses at no cost with our latest answer service moderated by a
materials you need in 5 simplified Learn technology, plus aspects of dedicated, international group of your
steps. Blackboard Collaborate and Connect! peers, fellow Blackboard clients.

Visit Now! Try Now! Learn More!



Blackboard Online Help, Support and Resources

1. Visit the Distance Education Website at www.sac.edu/disted for Blackboard information, help, support

and resources.
Online & Hybrid Courses

DISTANCE EDUCATION OFFICE
ONLINE CLASS SCHEDULES
* Intersession Spring 2014

* Spring 2014

STUDENT RESOURCES
+ Blackboard Student Help

= Degree Advisement Plans
= Frequently Asked Questions

= How to Search for Online
Classes

= Online Orientation & Student
support

FACULTY RESOURCES

= Online Faculty Information

= Frequently Asked Questions

ONLINE RESOURCES
* Blackboard
* Bookstore
* Learning Center
= Library (Remote Access)
= Online Counseling
* WebAdvisor (Student

Information System)

Out of State Students

Distance Education Office

The Distance Education Office supports faculty and students in all areas of online learning and instruction.

Welcome to Distance Education at Santa Ana College. Distance Education courses

L AN ,‘fy

istance
education

give you an opportunity fo complete most of your work outside the traditicnal
classroom.

Earn your degree

An education that works around your schedule

An alternate to attending regular, on-campus classes

Equivalent to standard classes that meet general education and university
transfer requiremenis

Convenient and flexible

What SAC students are saying:

"1 prefer online classes versus traditional because of time
constraints even though there is usually more work
involved."

Distance Education Mission Statement:

QOur mission in Distance Education at Santa Ana College is to provide our students

and faculty with the highest quality distance education program. We accomplish this

mission by assuring that our student coursework provides the depth and breadth of

Contact or stop by the Distance Education Office at:

Email: sac disted@sac.edu
Phone: (714) 564-6725

Santa Ana College

Cesar Chavez Building, Room A-101

1530 W. 17" Street
Santa Ana, California 92706

DE Faculty Blackboard Handbook by Santa Ana College Distance Education is licensed under a Creative Commons Attribution 4.0 License
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Contact Us

Phone: 714-564 6725
FAX: 714-647-0761
Email: sac_disted@sac edu

Address:

Distance Education
Office

Cesar Chavez Building
Room A-101

1530 W. Seventeenth St
Santa Ana CA 92706

Operating Hours

Fall & Spring

Mon - Thur: 7:30 AM to
5:00 PM (Pacific time)
Friday: 7:00 AM to 12
Noon Closed Saturday
and Sunday

Summer

Mon - Thur: 7:30 AM to
5:00 PM (Pacific time)
Closed Friday, Saturday and
Sunday

The Distance Education
Office is closed during all
college holidays and during
Recess Breaks.
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