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BLACKBOARD s
QUICKSTART: ANNOUNCEMENTS, SYLLABUS, GRADES

Santa Ana College Distance Education, Cesar Chavez Building Room A-101, (714) 564-6725, DistEd@sac.edu

SAC student surveys have shown that students an expectation that at a minimum, the course
syllabus and grades are available to them online (24/7). Faculty can achieve this easily by using
Blackboard.

Remember to delete the template examples, and either hide or delete any menu items that will not be

used in the course. This helps streamline the student experience by increasing the ease of finding
and accessing the material quickly.
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COURSE MENU
Delete Unused Course Menu ltem

To delete an unused template menu item, click the down arrow to the right of the menu item, then
select Delete from the menu.
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A confirmation box asking “Are you sure you want to delete?” will appear. Click Delete this menu
item.

Are you sure you want to delete?

The link to this menu item is already hidden from students.

IDeiete this menu item I Cancel

Deletion of menu items is permanent, and cannot be undone. Delete menu items and content would
have to be recreated. A confirmation box stating that “This action will permanently delete the <Menu
Item> content area.” Click Delete to continue.

This action will permanently delete the Home Page content area.

Cancel I Delete

Hide Unused Course Menu ltem

To hide an unused template menu item, click the down arrow to the right of the menu item, then

select Hide Link from the menu.
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The menu item will be hidden from the student view. Hidden menu items are indicated by an icon,
which is square with a line through it, to the right of the menu item.
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ANNOUNCEMENTS
Edit an Existing Announcement

A sample Welcome Announcement is included in the course template. To edit an announcement,
click the down arrow to the right of the announcement title. Select Edit from the menu.

Announcements

Create Announcement n

Posied by Biackboard
Administralor
Posted o, TC Bb Training

Welcome to [class name]|

fem is not available,
Edit

Posted on: Friday, September 25, 20
osted on: Friday, September e

Welcome to [class name]l

On the Edit Announcement page, change the necessary information in the Subject and Message
fields. Date restrictions can be added in under Duration in the Web Announcement Options. Date
Restrictions will allow students to see the announcement only during the time frame specified. If the
students should be able to view the announcement for the duration of the course, click the check box
next to Not Date Restricted to select it. To send a copy of the announcement to students via Email,
click the check box next to Send a Copy of this Announcement to select it. Once all the changes
have been made, click the Submit button located at both the top and bottom right of the screen to

save.
WEB ANNOUNCEMENT GPTIONS

/ Allows students to view for
Duration DJM Date Restricted

entire duration of the course

@ Date Restricted

Select Date Restrictions 7] Display After 0o/25/2015 [ 0837 AM =) Restricts when students can view
(7| Display Until ogr25/2015 @ 08:20 AM =]

Email Announcement endacopyoﬁhis announcement — I CI kt d E | t t d t
ICK TO sena an cmall to stuaents

Item is not Available indicates that the students are not able to view the announcement. To make
the announcement available to students, edit the announcement and either remove the date
restrictions in the Web Announcement Options, or change the date restrictions to include the current
date / time.

Posted by: Blackboard
Tem plate Usage Administrator

Posted to: TC Bb Training

l ltem is not avaﬂabfe_l

Posted on: Friday, September 25, 2015 8:19:00 AM PDT
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Create Course Announcement

To create a new course announcement, click the Create Announcement button located at the top
of the Announcements page.

Announcements

n

Posted by Blackboard
Template Usage Administrator

sted 1o TC B Training
ftem is not available

Poated an- Friday, September 25 2015 8-18:00 AM PDT

Complete the Subject field on the Create Announcement page. The announcement can be entered in
the provided Message text box. The Web Announcement Options allow instructors to limit the
availability of the announcement to student. Select the Display After and Display Until boxes, and
choose the start and end date and time. Click the check box next to Send a Copy of this
Announcement to send an Email of the announcement to students. A course link can be added under
the Course Link section. To add a link, click the Browse button, and select the desired place to link
in the course. Once the create page is complete, click the Submit button located at both the top and
bottom right of the page to save and post the announcement in the course.

Create Announcement

* Indicates a required field. Cancel m

'ANNOUNCEMENT INFORMATION

Click to expand

+ Subject | B sec the toolbar

Message “
T T T F Paragraph ~ Arial ~ | 3¢2pt) <= |- iEEr T2 @ QixXa
¥ D Qaa EEEE = TiFE: . — = o

Q@ @R £ oMsups - I « ® © L H e

Enter the body of the announcement. Pictures, web links, files, and embedded video can be included by
using the tool bar above.

Path: p Words:0 A

WEB ANNOUNCEMENT OPTIONS

7 / Allows students to
Duration Dot Date Restricted

view for entire course

@ Date Restricted

Select Date Restrictions [] Display After ‘}‘K Restricts When
[] Display Unfil =) . TR » =T ——
— : students can view [ s o o i R
Email Announcement Eendaccpy of this announcement immediately | e lackboant com u
COURSE LINK Click to send an Email of T

announcement to students

Click Browse fo choose an item.

Locafion ‘ Click to add a link to >

a place in the course

faneel m
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A green confirmation banner will appear at the top of the page, and the new announcement will
appear directly under the “New Announcements Appear Below This Line.” Announcements can be
reordered by hovering over the title of the announcement, click and hold the arrows in the left
margin, then drag and drop the announcement to the desired place. Announcements moved above
the “New announcements appear below this line” heading will always be the first announcements
displayed on the Announcement page. If no announcements are above the line, the
announcements will be displayed in newest to oldest order.

Success: Announcement created. X

Announcements
Create Announcement
Posied by: Blackboard
Template Usage Administrator
Posted to: TC Bb Training
Item is not avaiiable.
Posted on: Friday, September 25, 2015 8:19:00 AM PDT
The purpose of this Blackboard Template is to assist faculmump-s . . .
organized approach in locating their materials. Announcements above thIS |Ine WI“ always
New announcements appear below this line - be d|5p|ayed at the top Of the page
I Posted by: Tammy Cottrell
Sample Announcement —— Posted to: TC Bb Training
Posted on: Monday, December 14, 2015 1:42:09 PM PST NeWIy added announcement
This is a sample course announcement.
Course Link /Course Information/Syllabus

Create a Content Iltem

The next step is to add content such as a syllabus, lecture notes, or other course material. To create
a content item, click the Build Content button on the top tool bar, and select Item from the menu.

Course Information
A Bb Test Course

Build Content + Assessments v Tools w Partner Content
e

Home Page &

Create New Page
Announcements -
Calendar Content Folder -
File Module Page everything you need fc
Course Information
Ty Audio Bk Eegc 1s" name and select "E
Instructer Contact ety it 1o s
Image Mashups

On the Create Item page, complete the Name field. Enter any instructions or information in the
provided Text box. Images, web links, embedded documents, and embedded videos can be added
in the provided text box using the tool bar.
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Create Item

* Indicates a required field. Cancel m

CONTENT INFORMATION

- Name I I
Color of Name . Black

Text

T T T F Paragraph - Arial ~ 3(12py) FECE-T-#2- @ Q@inxa
¥|ojzla ==gE2|= 7w v — =L -

@ @ @ Bl fi omshups ~ T « © @ L H o

Enter the text, description, information, etc. Pictures, web links, files, and embedded video can be included
by using the tool bar above.

Path: p Words:0

Attachments can be added by clicking the Browse My Computer or Browse Course buttons in the
Attachments section. In the File Upload box, find and click the desired file to select it. Once selected,
click the Open button at the bottom to upload and attach the file to the content item. The Standard
Options is where the content is made available to students. In the Permit Users to View this
Content field, select Yes. The number of views can be tracked. Display date and time restrictions
can be set. This will allow students to only view and access the content item during the date range
selected. Once the Create Iltem page has been completed, click the Submit button located at both
the top and bottom right of the page to save and create the content. v

ATTACHMENTS

Attach File Browse Course / I C||Ck tO add f||e

STANDARD OPTIONS

I
PomiL s o Niow ks C"”“’ 8 o Allows students to view content
Track Number of Views @ Yes @ No
Select Date and Time [ Display After E 2
Restricti = =
estrictions 7] Display Unti £

Limits when students
can view/access content

Cance' m

@ File Upload b m =

@"Ov‘ I » Flex Training Docs - ‘ 4 H Search Flex Training Do.. R ‘
Organize ~ New folder = 1 @
e Name Date modified Type =

. Favorites

4 Downloads

Acctg Guest Lecture Notes Complete.docx  8/5/2015 9:56 AM Microsq

< Recent Places Acctg Sample Assign.pdf 8/5/2015 913 AM  Adobe |=
M Desktop “L Chapt7.pdf 7/30/2015 256 PM  Adobe
4 Music o Sample Civil War Paper 1.pdf 11/3/2015 1246 PM  Adobe
=, Pictures P21 Samnla Civil War Danar 2 dney R/11/9015 227 DM Mirrncr +
B vidane ~ | i ul b

File name: Acctg Guest Lecture Notes Complete.doc:

All Files (**) -
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A green confirmation banner will appear at the top of the page. The newly created item will appear at

the bottom of the page, and may need to be reordered.

Success: Pre Columbian America created.

Unit 1: Pre Columbian America

Build Content + Assessments « Tools Partner Content

Pre Columbian America

Attached Files: [ Sample Civil War Paper 1 pdf = (57 246 KB)

Read the attached handout on America before it was discovered by Columbus

Edit a Content Item

X

Previously created content items can be edited or changed. To edit a content item, click the down

arrow to the right of the item to be changed. Select Edit from the menu.

!

Pre Columbian Americl 'V‘I

Adaptive Release

Attached Files: [j_Sample Ci I =0 I

Metadata

Read the attached handout on|  Statistics Tracking (On/Off)

User Progress

Copy

=

Adaptive Release: Advanced

Set Review Status(Disabled)

On the Edit Item page, make any changes to the content. Once the item has been updated, click

Submit, located at both the top and bottom right of the screen, to save the changes.

Edit Item

* Indicatesa required field.

CONTENT INFORMATION

<+ Name Pre Columbian America

Color of Name | Black

Text

T T T F Paragraph - Arial ~ 3(12pt) ST~ 2~ @
¥Doa EEEEESTT g 90— = -

Q@ E DS omshops - T « © © & H

HTML [S5

Path: p » img

Cancel m

QiXAa

-

Words:12
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GRADE CENTER
Access Grade Center

To Access Grade Center, under the Course Management Menu, either click Grade Center to
expand the section then click Full Grade Center; or click the gray arrow to the of Grade Center.

COURSE MANAGEMENT

4

Control Panel
P Content Collection —
» Course Tools

» Evaluation

Click to Expand "~ v Grade Center

Section Needs Grading
Assignments
Tests

]!

P Users and Groups

Grade Center will contain the following default columns: Last Name, First Name, User Name,
Student ID, (Date of) Last Access, (Course) Availability, Weighted Total, and Total. The Grade
Center Tool bar is located at the top and has options to Create Column, Create Calculated Column,
Manage, Reports, and Work Offline. There are is an Email button at both the top and bottom of the
grade book that can be used to Email selected students by simply clicking the check box next to the
desired student name(s) and then clicking the Email button. The Icon Legend button at the bottom
right will show all of the grade center icons and provide an explanation. There will be a yellow arrow
above the column that Grade Center is sorted on. An upward facing arrow indicates the column is
sorted in ascending order. A downward facing arrow indicates the column is sorted in descending
order. Click the column title to change the sort order.

Grade Center : Full Grade Center

Create Column | Create Calculated Column Manage v Reports « ‘ Work Offline «

Move To Top | Emai Sort Columns H @ User Unavailable I
Snrf Ordpr # Column Not Visible to Users
- - - o Completed
" Username ' StudentiD ' LastAccess  Availability  Weighted Tota = Total " Assignment1: " Unit1Qu e @y
Cotirell Student student_cotirell February 20, 2014 Available - - - - ',' Override
[] student Tammy student_tammy February 20, 2014 Available @ Aitempt in Progress
[ Student TC BB Test1 tebbstudi October 22, 2015 | Available | EiErE i
& Grade Exempted for this

[] student TC Bb Test 2 tcbbstud2 Seplember 16, 201 Available User
[7] Student TC Bb Test 3 fcobsiud3 August 18, 2014 | Available - - - - @ Eror

Not Participating

Anonymous Grading is
enabled for this item
—

Icon Legend

Edit Rows Displayed

Student TC Bb Test 4 tcbbstud4 Seplember 15, 201 Available

td12345 August 18, 2014 | Available
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Adding a Grade Center Column

To Add a Grade Column, click the Create Column button on the top tool bar.

Grade Center : Full Grade Center

Create Column Create Calculated Column Manage Reports ‘ Work Offline -~
|

ove ToTop | Email Sort Columns By, Layoul Position = Order. & Ascending

3 ormaticn Bar
M LastName © FirstMame | Username | StudentiD  LastAccess | Avallabiifty  Welghted Tota | . Total ' Assignment1: © Unit1QuizPr Unit1: Curren

Cottrell Student student_cottrell Feebruary 20, 2014 | Availat

On the Create Grade Column page, complete the Column Name field. A Description can be added
in the provided text box. The Primary Display is the way the grade will appear to students in My
Grades and the main way the instructor will see the grade in Grade Center. The Secondary Display
is only visible to instructors in Grade Center. The Secondary Grade will appear in parenthesis next to
the Primary Grade in the grade column, but is not visible to students. Select the Primary and
Secondary Displays from the pull down menus. A Grading Category can be selected from the pull
down menu. Categories are helpful if using a Weighted Total or for dropping one or more test or
assignment scores. Enter the Points Possible in the provided field. A grade column can be a Text
column (e.g. Preferred Name, etc.), or Extra Credit - be sure to enter 0 (zero) in the Points Possible
field. A Rubric can be associated with the grade column by clicking the Add Rubric button. If a
Rubric is added, ensure that in the Show Rubric to Students column, Yes with Scores is selected.

Create Grade Column

W Indicates a required field. -
COLUMN INFORMATION m

& Column Name | | 1

Grade Center Name

Description

T T T T Paragraph - Arial ~  3(12pt) .= E LT e e —

XDoa EEE= =TT v = -

@@ EE S v - 1 « @ @4 H

Enter the grade center column description or instructions. Pictures, web links, files, and embedded
video can be included by using the tool bar above.

Path: p Words:0 v

Primary Display Score - Score
Secondary Displ N Score
econdary Displat

ry Display one v Toxt
Category No Catagory = Percentage

Letter

< Points Possible Complete/Incomplete

Associated Rubrics Add Rubric

The Dates section allows a Grading Period to be associated with the grade column, and displays the
date the grade column was created. A Due Date can be added to the grade column, which will
automatically add an event to the Course Calendar. Click the check box next to Due Date to select it,
then use the Calendar and Clock icon to select the due date and time. The Options section
determines if the grade will be included in the students’ final course grade, and if the students will be
able to view the grade column in My Grades. Ensure that Yes is selected for Include this Column in
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Grade Center Calculations (for non-text columns), and Show this Column to Students fields.
Once the create page is complete, click the Submit button located at both the top and bottom right of
the page, to create the column.

DATES

Grading Period None -

Date Created Dec 16, 2015

Due Date I & nl
OPTIONS

Include this Column in Grade No
Center Calculations

Show this Column to Students j ) No

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

Organizing Grade Center

The newly created columns appear at the end of Grade Center. To reorder, organize or move the
grade columns, or to hide specific columns from the instructors view, click the Manage button on the
top tool bar, and select Column Organization from the menu. Complete instructions for Organizing
Grade Center Data can be found on the Blackboard Help page, or by clicking the link above. Use
the individual grade column menu to hide a specific grade column from the students. The individual
grade column menu can be accessed by clicking on the down arrow to the right of the grade column

title.

Success: created column: Extra Credit. X

Grade Center : Full Grade Center

Create Column Create Calculated Column Manage ~ Reports + -

Grading Periods

Move To Top || Email (Grading Schemas Sort Columns By | ayout Position Order: aAscending

Grade Information Bar Grading Color Codes

" Availability " Weighted Tota v Total " Assignment1: ' Unit1Quiz: Pr" Unit1: Curren = ExtraCredit

ry
M Last Name " FirstName " Username

] cottren Siudent student_cottrej : 2014 | Available

] student Tammy student_tamm 2014 | Available

[ student TC BB Test 1 tchbstud1 oyl ET 2015 | Available

Entering Student Grades

Grading can be initiated through grade center. Grades can be manually entered into a grade column.
Click on the grade cell, then type in the points earned. Press <Enter> to save the grade and advance
to the next grade cell. Grade Center is similar to Excel, in that there are columns, rows, and cells.

Grade Information Bar ~ Grade Type: Grade | Points Possible: 100.00 | Displayed As: Score | Visible to Users: Yes Last Saved:December 17, 2013 2:20 PM

L] %

[ Cottrell Tammy TC 10.00 I Enter grade |1 ey

[] Cottrell Tammy (Test Studer -- 8.00 0.00%)

Selected Rows: 0 £ >

Note: If Letter is selected as the Primary or Secondary Display, the Grading Schema needs to be

edited to reflect what is in the course syllabus. Instructions on how to edit the Grading Schema are
on Blackboard Help, or click the link above.

Page | 10



