Blackboard Training
Guide

Blac:kboard

Forgot Your Password? Login

To access Blackboard visit:
http://class.ccsj.edu/

PLEASE NOTE:

When you visit the link above, you will be prompted to enter your
username and password. If this is the first time you are logging in,
you will need to follow this procedure:

Username: Enter the first initial of your first name + last name

Password: ccsj12$




Changing Your Default Password

We strongly urge faculty and staff to change their password upon logging in. To
change your password, follow these simple steps.

#1 — On the main screen, scroll all the way to the top right hand corner and click
the drop down arrow.

&, Mian Kolundzia A

My Announcements My Courses

No Instifution Announcements have been posted in the last 7 days. @ ihere you are: Instructor

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

TESTO01A - Test Course

Courses where you are: Student

CHEM300_TEST

On Demand Help and Learning Catalog

Learn more about the Blackboard Academic Suite through My Tasks

short clips that demonstrate the key features and

functionality. To obtain a listing of all of the quick tutorials My Tasks:
available for download, visit the Quick Tutorials Catalog

Using Blackboard Leamn, Release 9 or just want to leam

more about it? Visit the On Demand Leaming Center with

over 50 Quick Tutorials and Getting Started Guides

Links

Settings
. |

#2 — Click on the “Settings” tab at the bottom and select “Personal Information.”

Courses

Links

Change Text Size

rsonal Informa

Announcements My Courses

No Institution Announcements have been posted in the last 7 days. Courses where you are: Instructor
No Course or Organization Announcements have been posted in the last 7 days. TESTO01A . Test Course

S — Courses where you are: Student

CHEM300_TEST

Demand Help and Learning Catalog
Learn more about the Blackboard Academic Suite through My Tasks

shert clips that demonstrate the key features and

functicnality. To obtain a listing of all of the quick tutorials My Tasks:

available for download, visit the Quick Tutorials Catalog.

Using Blackboard Learn, Release 9 or just want to learn No tas]

more about it? Visit the On Demand Learning Center with

over 50 Quick Tuterials and Gefting Started Guides.

#3 — Click “Change Password” on the next screen and follow the instructions.

Personal Information

Edit Personal Information
Edit your Personal Information. Personal Information is your contact information, name

Change Password
Choose a new password,



Learning the Basics: The Welcome Screen

From the My Courses

Module, click the course =
name to open it. Open a course by clicking
o the link to it.

Create courses using an easy step-by-step wizard approach.
urse Creation Wizard.

The Basic Course Shell

My Institution

A | Home Page Course Menu

Home Page

Information

Content My Announcements To Do =

Discussions

No Course Announcements have been posted in the iaszodape gat's Past Due Actions
Groups
z I ltems.
Took Content Display
e s Due Actions « b
| My Tasks Select Date: 07102012 @ Go o
I
~ Today 0 |
* Control Panel Bolesles due P o 3
| Nothing Due Today
¥ Content Coliaction i more ek b T
» CourseTools
i |~ it
. b
¥ ‘Grads Center Instructor's Control Panel = By
¥ Users and Groups. Acko x
* Customization o 01272
) Packages and Utiities -
lerts

b Hep Heeds Attention

Your course will open to the Home Page (shown above). You DO NOT need to
change or modify anything on this page. As you add announcements, content, Bb
tests or Bb assignments, the content on the Home Page will automatically update.
Your students will use the Home Page to get a quick view of course activity and
due dates.



Basic Navigation

Edit Mode:

When Edit Mode is OFF, you are viewing the course as your students will see it. When the
Edit Mode is ON you can modify your course (add material, change settings etc.). Click the
Edit Mode button to turn it either on or off.

My Institution Courses Community Services System Admin

edtode is: (P

Return to the Home Page I

Task Based Navigation: Navigate to the same spot in another course

® Home Page

+

O E G N

Home Page
¥ TECH104_sample course ﬁl' 3

Home Page I Add Course Module

Information j
Content My Announcements To Do
Discussions - - T
No Course Anmouncements have been posted in the last 7 days. What's Past Due
Groups
more announcements.. b Alilitems
Tools
My Tasks

Select Date: [o7/10/2012

My T
COURSE MANAGEMENT y

w Today (0

No tasks due,

Help '. What's Due
\
‘ ;
¥ Control Panel ’
e

The course Home Page. Your new Bb course will open with the Home Page. This page provides a bird’s-
eye-view of the course for students. They can see a link to the course announcements, what’s new, and
what’s due. You do not have to update this page. When you use Bb assignments or tests, or any item with a
due date, the Home Page will automatically update.

Turn Edit Mode ON to

work on your course




Navigate your Course

Click a menu item to navigate to that area.

My Institution Courses

ft

Home Page

The Course Menu:

Click on the course menu items to navigate to that area of the
the course. Course information and Course Material

are areas for your course content. Discussion Board is a special
Bb tool to enable asynchronous course discussions.

Tools/ Communication contains the email tool, as well

{las all of the other Bb tools. Learn BB HELP pro-

Home

¥ TECH104_sample cofdrse
Home Page ) Add Course
Information
Content

Discussipns

Groups videos a link to Bb instructions for students.
Tools
He!p  yug o e
My Tasks Select Date: |07/10/2012
| | Tasks
IRBE MANAGEMENT Wy Tasks w Today (0
¥ Control Panel Hozuslk die,
|
b Content Collection | more tasks... b FoMOITGW (0
Navigate the Control Panel
R e Click the heading name to expand that section of the
¥ Control Panel Control Panel.
¥ Content Collection ‘/
»  Course Tools | COURSE MANAGEMENT
¥ Evaluation * Control Panel
b Grade Center * Content Collection Select your choice from the
b Users and Groups b Course Tools menu options.
¥ Evaluation

b Customization
v Grade Center

¥ Packages and Utilities Needs Grading

b Help Full Grade Center
Assignments
Tests

» Users and Groups

¥ Customization

» Packages and Utilities



Add Announcements

Turn Edit Mode ON

«  Click Announcements on the
course menu, or click “more
announcements” from the Home
Page.

+ Click the Create Announcement
button

« Add a Subject

« Add Message

«  Complete the Web Announcement
Options.

«  Click Submit when finished.

A Non Date Restricted announcement
will stay available indefinitely. A
‘date restricted’ announcement will
appear and disappear from the
students’ view as specified by the
dates. Click the Check boxes to use this
option. Or do not use the dates (leave
the check boxes open), and the
announcement will remain on-screen
for the duration of the course.

Select Send a Copy of this
announcement immediately to email
this announcement to students.

Edit/Delete Announcements

To Edit or Delete an Announcement:

+ E M ®m ¢ 1

Home Page

| Add Course Module

¥ TECH104_sample course

Home Page

|
Information My Announcements
Content 2o 7 ,
been posted in the last 7 days
Discussions
I more announcements I
Groups
Announcements

New Annocuncements appear directly below
above the repositionable bar to pin them to 1
presented to Students. Students do not see th

Create Announcement

25 a required field

Cancel |
Announcement Information
Subject [Welcome to TECH202 | ¥ | Black
ssage Text Editor is I
Normal E‘ @ ‘Anai E‘ BIUDae %« | EEE EL "j SIS EE

ﬁtﬂg)@\j@ & 0 o
BEDREB®

Nelcome to the course .....

QOJARYS T oO

Web Announcement Options

Duration , Not Date Restricted

@ Date Restricted

Select Date Restrictions [] Dispilay After |07/10/2012

[ [o9:58 Al
Enter dates as naz

e may be entered in 3

|| Display Until |07/11/2012

Enter dates as nun/dd;/yyyy. Tone may be entered in any

Email Announcement E7 Send a copy of this annocuncement immediately

tudents are still notified of this announcement even if this option is not selected

o Hover your mouse over the title of the announce-

ment. Click the drop arrow, select Edit or De- 1

lete.
To Reorder the Announcements:

Welcome to TECH104 Introduction to Technology ¢

\ Click for more options l

This welcome announcement provides direction for getting started with the course

Posted on: Tuesday, July 10, 2012

o Hover/hold left mouse button over arrows at left
of an announcement, then drag to reorder the an-
nouncements list.

Why use Announcements?

« Provide important reminders about assignments and exams.

« Provide general feedback to students.

« Direct students to specific course sections.

« Use the Notifications Option so announcement is emailed to all students in the course.



Building your Course: Add Content (files)

o Make sure Edit

IELHTU4_Sampie course

Mode is ON. Home Page Content
Select a Content area R et Build Content v | Assessments v  Tools v Publisher Content v
from the menu (such Information ‘ -
as Cpurse Infor- Contan Ly R
mation or Course = —— s e
Materlal McGraw-Hill Content Blank Page
Groups
Audio 3
Tools ifGaa Flickr Photo
el o Hover your mouse over Build
Content.
o Click ITEM to add a file, such as
a .doc, ppt, .pdf etc.Or Select Au-
L dio, Video or Web Site as need-
ColoeokName | | Black ed.
Text
“ [Nomal_[+] [3[=] [andl Bl I Brus == | === gBAlEE=EEs
P en RS L eRARSIReeB8e  mewesd g Name the item (this is what stu-
dents will see on their screen).
o Use the text field to describe the
item, or to add short bits of content.
o Click Browse My Computer.
- S - » - o Find your File, click Open.
M| e e e = g Set your Options (such as dates and
availability).
o Click the Submit button.
: W2 Sample lem : Edit an Item
o ' Hover your mouse over the item title, click the drop arrow to:
Adopthe Refesse o Edit: modify the item’s settings (correct any text you have entered in
Anitemis 20} ngaptve Retease: Aianced | the text box) or change the file attached.
. ampewen e moemes | O Adaptive Release: set viewing parameters based on specific rules for
kgj Link to MSU \,‘ Wetadata | the Item'
Statistcs Tracking (On/OM o Tracking: Turn tracking on or off.
How to Embx ij‘g‘““ o0 View Stati_stic§: Determine who has viewed the item/when. Make
—— ., sure Trackl_ng is enabled to use _thls_featl.Jre.
3 Hove o Copy: the item to another location in this course, or any of your other
— | "oaes \ Bb courses.
oSl el

o Move item to a new location or Delete the item.

Convert your Word or PPT files to PDF so all students can easily open

ice , , : , .
pest P2 them; otherwise, students will need MS Office on their computer to view

your files.



Building your Course: Create an Assignment

Assignments allow students to turn in work to you

Build Content v

Assessments v Tools v Publisher Content v

directly. .
. . Sample |  Test
1. Make sure Edit Mode is ON. o | By
nabled:
2. Select a content area from the menu atachedF|  Assignment
3. Hover mouse over Assessments | selfandPeerAssessment
4. Click Assignment, Anem s sateassignment -
McGraw-Hill Assignment
(.gb‘l Sample \
5. Name the Assignment L What is SafeAssign?
6. Use the Instructions boxtoadd ... P
instructions OR | e [T AR = e Safe Assign is similar to

s Eh) &

[13 : 29
7. Use the “Browse for Local File B

Vit @O FTAZ | Ko DO

a regular assignment, but

button to add instructions, or
other documents needed for stu-
dents to complete the assign-
ment itself.

8. Enter the Points Possible.

[ Pat; batr

Atach File

Atached files

O Availability 3

Mbke the fssignment Auailable

Pl Assignment Files

Browse for Local File

it will check students’
work for plagiarism. See
our Training Web site for
full details on using
SafeAssign.

Bl Grading
* Poirts Possible P

ThE @& e rtcanotbe mak aallbk nti itk atskped ©a hdukialong

TWOTEWETS

Number of Atempts @ Alow single attempt

O Alow unlimited attempts 9
O Number of attempts: :l O

Limit Aorailability D Display Aﬁer[ [ = l ] :;,‘ 0
Exe raues a0 mmaklipy, The may e e vk red  avy horemert D
[] pisplay Unti | =] &
ENET cdas 3t min tkisysy. TIE (naybe e ve @ hary heigmeat

[] Track Number of “dews O

0
3

Shmbsshone are accepEd ate |tk dae, hytare marked Lats

Due Date | I l = [ ] (i3] iz
Exerces ar mm iy, Tine may e £ vered lavy hoemat

[ Recipients

frany Stk ok ane entolkd I more tan one g rowp ecs Mg te came 302 K ane ey wiile wmtmore tian cre atempthr ik as)

(&) Al Students Individually
O Groups of Students

Recipients

. Set Options:

Make the Assignment Available to students
Number of Attempts
Date Limits: Use the check boxes, and select
dates/times. Leave boxes open if you are not
using this option.
Tracking
Due Date: This information is then reflected
in the grade column
Recipients:

o Individuals

o Groups: Assignment is listed in the

group’s page.

10. Click Submit when finished!

When you create an assignment or SafeAssignment, a column in the
Bémcwe grade center will appear automatically

Access the Grade Center to view/grade the submitted assignments.



Basic Grade Center Information

COURSE MANAGEMENT

~ Control Panel Grade a Bb Assignment or Test

b Content Coliection

b Course Tools

Sz 1. Expand the Grade Center area of the Control Panel
v Grado Govter 2. Click Needs Grading
Needs Grading 3. List of all tests and assignments that need grading
g will appear

b Users and Grol\ps

Category itern User Date Submitted L
b Packages and Utilites [l categories v | [ Al terns v | [airusers v| [AnyDate  v|] | @ | Go
\ Enter dates as mmiddinay i

b Customization

Use the Full 6 total items to grade,

Grade Center Cateqory ttem Hame User Attempt Date Submitted _\ DueDate
link to view the Exam Learning Styles Quiz | ¥ Bt iy Mgl © 4 3 June 28,2011 9:41:23 AM

entire spread- R e
Bt S B et 2 2

Sheet' manua”y Assignment  ABWK1-3 ¥ Marydones B o
add COIUmnS Assignment  ASWK1-3 ¥ s g it 2 48 2 Gasnman
and download Assignment  ASWK1-4 ¥ Tt £t 9,2011 4:23:18 PM

the Spreadsheet Displaying 10 6 of6 lterms | Show All || EditPaging...

9, 2011 9:51:49 AM

£<

Exam Learning Styles Quiz

<«

Exam Leaming Styles Quiz

Click the User’s Attempt to open it

For an Assignment: For a Test w/ Essay or Short Answer items

Nesds Grading > Edit Mode is: 2| [ITTTENER Neede Orading, + Grade Test: Test 1 Ecit Mode (s >
220tz anins, Bt I | oS

I

& Grade Test: Test 1

@ Grade Assignment: Assignment - Workbook 1-4: Instructional Design

Nosxa orView Provious 10 navigate ah or
0 Save and Noxt will not chan fatia ot
affhe attampte have heeor

In the Grade Curtont Attempt saction, as=ign a grade and feedback for the current assinmint stempt When avallable, click Save and
Next or View Previous 1o navigate through or grade the attampts in the gueus one at a time [T ho grade |s assigned for the attempt,
olicking Save and Next will not changs the staius of the sttempt If multiple attempts for 3 test have been allowad, & Student's grads (s

sor infarmation

not released all of the attempts have beesn graded Click Hide User Names 1o grade attermpts anonymously, Click Show User MumBIL, VisvLRubHS Hideiser Names
Names to display user information. Mare Help
°| view Needs Grading
iR ST JHEE UG NEEE User elana elana (Attempt 1 of 1) Sitatus [l Needs Grading ftam: 2 12
View Needs Grading “ Testinfermation
Usir Meamans Sameens (Attempt 1 of 1) Stalus 8 Needs Grading Itermn 6 of 6

Exit  Save and Exit  View Previous JEEIZIIIIITN

[10”

Y Question 1: Multipie Ghalce ] ot of 10 poins

Morgan was founded in what yaar?.

E@ Ovenanswer: [ 1958 . ‘
Save as Draft  Exit  Save and Exit  View Previous ]  and Next | 2 i = 1808 ‘-- ObJeCt.lve
™ Questions are

o Indicates a required field

LB  Submission History

Question 2: _Multiple Ghoice

At 1 (Yo eviey his art ) Morgan's current prasident s - 1
CligR TS REATthe Student's i Tty AUTCTAAtcally
a6 GoractAnswari £ DaviawiisardlE
2. R;v.i-.w c,.lrren( Attempt

Submission

| out or 10 pomts.

Question 3: Essay & | out of 10 points

Describe your best and worst experience at Morgan

Attached Files orkbook 1-4- . Given Answer. Best= taking courses wi great professors - "
WOTOU= ToBIEANON and AARAEIN ard Score assay her
Commants Correct’ o (None)
Respodiie — — - :-n ranor = [N ]
3. BRI TN T s Foaabllen = [Novmai ] [a%] [Aviel ¥ | B 7 moete| % o oo |
2 B[S = e
¢ orade [ Jpwere Enter Grade Y
Feedbackto User g 2
Toxt aor = [JETM | @ g
~ [normal | [3 4] [Arial S| (B 7z gebe| xn x| == RO = oI ’
~abg ¥ Dh D) @ o o= @M J AR L | YR <O 0 S;asr.gishrzﬁnl':
S e B R
Provide for this ——
question here e e
Your comments to student
~|Path: body
—O—
faieer
Attach File Brawss My Compter | | Bowas Colrsa sl L - et Edior o DI
= [Normai | [3 8] [Anal S| | B o u e o | w6
A X DD > v v @M .J AR VI o e
4. Instructor Notes - O & B
Grading Notes
Add Feedback for the test as a
= [ Normal ~| [3 %] [anal whole here
B e - A
- N S [Pt oy =
orading Notes —
<] [5%] [ana =i U ke o | mEowEom| B 4| = e e

s
B X% h i e o = @M .7 AR Vx> O O es
S O

=|Path: body H
—o— Click Save & Next /Add notes for yourselr — student does not see
Attach File Browae My Gomputer| [ Brawss Goursa:| OR R
i ~| Path: bady
5. e —
ClickSave s

o save changes and continue working (ater. Glick Subimit or Save and Exit 1o finish, Slick
wthout & yes.

Save as Draft  Exit | Save and Exit | View Previous

Click either Save/Exit or Save and Next Save and Exit




Manage Students: List, Enroll & Remove Students

List Students Expand the User and Groups area of the

Control Panel.

Click Users.

Enrolled students will appear.

Rem OVG StUdentS Remove Users from Course
Clle bOXES to CheCk Off StUdentS, [[ Username First Name LastName Email
1 113
CIICk Remove Usersfrom the [71 administrator Blackboard Administrator karen.rubinstein@morg
Course.”
[v] sabah.karam Sabah Karam sabah.karam@morgan
[7] karen.rubinstein Karen Rubinstein Karen.rubinstein@mor
Enroll Students
[ s1 one student studenti@morgan.edu
Users
X X ] Fl s2 two student studentt@morgan.edu
1. Click “Find Users
tO El’lIOH” [ 83 three student studenti@morgan.edu
search [Usemame /| [Notblank ] | | 6o
Remove Users from Course Refresh
[] Username First Name Lastlame . email address Role Obselver | Available
. [0 guest! ¥ Guest_karen  Guest quest@questcom Student Yes Cancel m
2. Enter student’s user =

name, or click browse

Enter one or more Usernames, Separate muttiple Usernames with commas, Click Browse to search

to search for student. *LReneme J | [(Browse... |
Click Submit if you Role [ —
entered student’s user Ennalmentavaiabilty  © YqSearch [Username | v

name.

|First Name
O <L astName
M Email

| Contains %] [ryban

. First Name Username

3. Search by any of the following criteria:
User Name: first 2 letters first name, first 3
letter last name
First Name
Last Name
Morgan Email

Enter the criteria into the criteria field.

Click GO.

4.Check Student, Click Submit.
5. Click Submit one more time to enroll them.

iy _ Aua : i
fReatch Usemame ¥ [ Contains ¥ | 6o | Optons:| User nformation v

Last Name

Banks

2 Firgt Name Username Email

Ryan rybant

tybant @morgan edy

Displaying 1 to 1 af 1 fem Ednpagmg

# Indicates a required field.

@ eootivses |

Enter one or more Lisernames, Separate muliple Usernames with commes. Click Browse to search

Enrolment Availability @) Yes () No

* Usemame hant "ér"tf\;&émei.mﬂ
Role Student v

Canee
cancel | [IET




Make Your Courses Unavailable to Students at the end
of the Semester

My MSU Blackboard

Bb Courses

System Admin Scholar

Add Module

0 Personal Information
(51 View Grades

> [ Send E-mall

> @ Announcements

> [ Calendar

> @i Tasks

> 9 Address Book

% Online Tutoring

» g3 Blackboard Sync

=]

Quick Tutorials Library

Welcome to the Quick Tutorial Libraryl We've updated our
Quick Tutorial Library to make it easier to find the feature
overviews that you're looking for. To learn more about
Blackboard Learn or the Blackboard Academic Suite through
short clips that demonstrate new key features and
functionality, please reference the collection below:

These tutorials are organized by version, capability and
feature.

Using Blackboard Learn, Release 9 or just want to leam more
about it? Visit the On Demand Learning Center with over 50
Quick Tutorials and Getting Started Guides

Looking for additional training on Blackboard products?

Please visit Blackboard Training for more inform)

Quick Tutorials - New Product Enhancements® = £

\,Iu TECH101.001_Fali2010 (Sample Course) (unavailable)

Personalize Page 5=

Courses you are teaching:
(1) COAT Fall2010_1
1) DE_Template (unavailable)

) DE_Template (unavailable)

11 Fall2010: On-line Course

(2 Graduate_Drafts

) Karen2

| KarensTest

114 Morgan Online Faculty Support Site

1.1 OLDCertificate for Online Adjunct Teaching
(unavailable)

(21 ORIE
21 Spring2010: On-line Course Development Workshop

Click to enter course A

[ Technology_Training

Discussions

iq Tools

CouRsE wANKGEENT

|

Sroups

Learn BbS

NVOrE T
to worki

ization

‘Quick Unenoll

o The Bb Admin add all courses to
Blackboard before each semester.
They are set to be available to stu-
dents.

o You should make your cours-
es unavailable at the end of
the semester.

o You can still edit and work on
your courses when they are una-
vailable.

N Comrol Panel

Customlzatlon »

Enrollment Options
Guest and Ohserver

Access

Click the Properties

( Link

Properties

Style

Tool Availability

N

7 i
Properties

Properties cantrol the functional settings of the Course. Use this page to change the Name and Desctiption of the Course, the availahility
ofthe Course, how the Course appears in the Course Catalog, and the default language to use. More Help

% Indicates a required field.

cance | [

2

Subject Area

Discipline

‘ Education

L1

| Higher Education

<M Set Availability

Make this course available to users?

Make Course Available 0 Yes @ No

From the Properties Screen, set the Course Availability
to NO. Click the Submit button at the top or bottom of

the screen.




Additional Resources

This page lists additional resources to consult for information on how to use the different tools
and features in Blackboard.

Calumet College of Saint Joseph - Blackboard for Instructors

This page has a few additional tutorials to consult, including a tutorial on how to copy content
or components from an existing course to a new course.

URL: http://www.ccsj.edu/blackboard/Instructors.php

Blackboard Help for Instructors

Blackboard Help is an in-depth documentation portal from the makers of Blackboard. The
portal provides step-by-step instructions on all the different Blackboard tools and features.

URL.: https://goo.gl/kwjUke

Blackboard Learn: Instructors (Video Tutorials)

This YouTube channel from Blackboard, Inc. provides a collection of video tutorials designed
specifically for instructors.

URL: https://goo.gl/FwW9wAJ



http://www.ccsj.edu/blackboard/Instructors.php
https://goo.gl/kwjUke
https://goo.gl/Fw9wAJ

NEED HELP OR HAVE QUESTIONS?

Technical Support

If you are unable to login and need to reset your password, please contact the Help Desk at 219-
473-4366. For all other technical-related questions, email blackboardsupport@ccsj.edu.

Instruction

If you are unsure of how to use a particular feature or would like to setup a one-to-one session
on Blackboard, please contact our Reference/Electronic Resources Librarian Milan Kolundzija
at 219-473-4376 or send an email to mkolundzija@ccsj.edu



mailto:blackboardsupport@ccsj.edu
mailto:mkolundzija@ccsj.edu

