INSTRUCTIONAL TECHNOLOGY

Information Technology Division

JumpStart: Blackboard 9

This JumpStart tipsheet is designed to help yowpgeb speed quickly on using Blackboard for your
classes. We will cover the following topics:

o Login to Blackboard ...........ooooiiiiiiiciiee page 1

* The Blackboard Interface ... page 2

* Make your Blackboard course site available .............cccoovvviiciieeennn. page 3
* Add a syllabus to your Blackboard course Site..........cc.cevvvvvvvvvvnciiiieennnnn. page 4
o Add additional CONTENT ........ccceeeeeeee e e e e e e e e e e e page 6

* Post an Announcement in your Blackboard course site.............cccccennn. page 7
* Create a Graded DiSCUSSION FOrUM .......uuieiiierriiieeeeiiiiiiiiinn e e e e e eeeeeeen paye

o Grade a DiSCUSSION FOIUM ......ccovviiiiiiiiiicii e eee e e page 13

* Remove a student from your Blackboard course Site..............ccoeeeeeeenne. page 15
* ReSOUICES fOr HEIP oouvuiiiiiiiiie e page 17

Log in to Blackboard

Blackboard is a Course Management System (CMSkyilmts an instructor to post materials
relevant to the class, including a syllabus, asgigeadings, PDF files, and links to useful weksite

1. Open a web browser such as Internet Explorer.
2. Go to the Blackboard websitehttp://eaglebb.coppin.edu

Have an account?

Pie#se enter your credentni and click the Login bufton beiow

Username: n ]

Password:

Foroet Y'our Pagaword?

[ Login |

3. IntheUsername field, type your network id (faculty and staffighs usually your first initial
and last name, likabyrnes ; for students: first initial and last name folladviey two numbers,
like abyrnes00 ).

4. In thePassword field, type your network password (the same orledan to your email).
5. Click Login .
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The Blackboard Interface

Coppin State University automatically creates acBb@ard course site for every class the
officially offered each semester. Blackboard dbeslist of courses, the institors, and enrolle
students from EagleLINKS.

& Abby Byrnes

CoPPIN STATE UNIVERSITY

ESTABLISHED 1800

o MyPlaces /& Home [J Help g Logout

My Institution
Add Module | Personalize Page |

On Demand Help and Learning Catalog

My Courses

> Announcements Leamn more about Blackboard Learn through our On Courses you are teaching:
» By Tasks Demand Learning Center. The On Demand Leaming

L * Welcome to Blackboard 8 - Faculty

» Bl My Grades Center includes short, interactive video lessons called

> i Send Email Quick Tutorials and short documents, called Getting (24 ENGL 101 Sec 001 Fall 2010

» &y User Directory Started Guides, designed to get you familiar with a S Courses
» 4 Address Book feature in 15 minutes > Welcome! you are

» Bl Personal Information A

> [E] Calendar My Announcements @ ETC teachlng
* #%¢ Blackboard Leam No Institution Announcements have been posted inthe last7 (L) HIM 414 - TEST

days

EMC) 404 Sec 004 Egll 7040

All the course sites aiaitially createdas ‘Unavailable ” so that the instructor can go in and se
the course site before the students come in When you see the wordinavailable after the
couse title, YOU as the instructor can click the gauand go into the site and set it up, then me
available for students.

Inside A Blackboard course site
When you click the title of a course, you will gaa the course site. This is whereu can post

materials fotthe class, including a syllabus, assigned readiPD$; files, Tegrity Classes (recorde
lectures)and links to useful websit

Edit Mode is:

|
4 SOWK 460
SEC150 Spring
2m
o %
nouncements Y
Course :
1 Dashboard 1 ok o 3
— . o Announcements found.
Menu 1| weltome s
1
tools for 1 Faculty Information
= 1| Syllabus
this class .
1| Assignments &
1
1 Course Documents & |
1 Discussions 1
1 MyGrades
Tools
COURSE MANAGEMENT
# Control Panel
Control
EL ]
& Internet | Protected Mode: On 45 v Biox -
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Make Your Blackboard Course Site Available

If you are the instructor-afecord (shown in EagleLINS) for a course, you cdog in to
Blackboard andnake the course "availablso that students can see it.

IMPORTANT NOTE: If you are NOT the instructor-of-

/ \ record, talk with your department chair to make sure the
s E 3 necessary paperwork is put through to the Registrar.
=../ ; \_ You need to be the instructor-of-record in order to submit
C____ ) grades for students in EagleLinks, see the class roster,

and access the Blackboard course site..”

1. Log in to Blackboard http://eaglebb.coppin.edu

2. Go to your course site — yawill see the word unavailable” next to the name of your cours
indicating that only you the instructor can acdaégscourse site; students cannot acce

L) SOWK 460 - sumimer 2010 (unavailzbia)

3. In theControl Panel sectionin thelower left side of the screatick Customization

# Control Panel

COURSE MAHAGEMEHNT ¥ Filas »
“ Course Tools

# Control Panel )
+ Evaluation

* Files & “ Grade Center

@ Courge Tools “ Ugers and Groups

“ Ewaluation » # Customization »

= Grade Center Y Enrollment Cptions

“ U=ars and Groups

Tool Axvailability

“ Help © Packages and Utilities
“ Help

The Customization section expands and displays more opt

4. Click Properties in the lower left section undCustomization.

The content panel displays the course prope

Properties

Properies control the functional settings ofthe Course. Use this page to change the Marme ani
Course, the availability of the Course, how the Course appears in the Course Catalog, and the
use. More Help

+ Indicates a required field

(M Name and Description

% Course Name  [SOWK 460 - surmmer 2010 |

Course ID 2105_COPPN_SOWK_460_SECTE0
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4. Scroll down to section 3Set Availability

M Set Availability

Make this course available to users?

Make Course @ Yes | Mo
Available

5. For the settinglake Course Available, selectyes.

Properties

Properties contral the functional settings ofthe Course. Use this page to change the Mame and Description of the
Course, the availability of the Course, how the Course appears inthe Course Catalog, and the default language to

use Maore Help
:

6. Scroll to the top of the screen and cl@kbmit .

o Indicates a required fleld

7. Click OK.

Students will now be able to see the Blackboard course site for your class.

Add a syllabus your Blackboard Course Site

It is easy to add content to Blackboard. You adoh@document like your course Syllabus, type in
information such as a Help Desk phone number, a&ad add links to web pages and embed
YouTube videos. The steps below will show you how.

Go into the Syllabus area

1. Turn on Edit Mode by clicking the button in the upper right to cgarfrom OFF t@®©ON.

SYSTEM COURSE | VIEW ALL
Announcements

When edit mode is on, you will see tGentent link.

2. Click the Syllabus link in left panel.

AR Lt Syllabus
=ll| [

# SOWK 460 >
SEC150 Spring
2011 B Syllabus ¥

1 Announcements
Build Content ¥ Add Interac

1 Dashboard
Folder empty

1 Welcome &
1

Syllabus &2
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Add a document
3. On the Action Bar, point tBuild Content to display the drop-down list.

4. Selectltem from the Create column.

Create Item

A Content ltem is any type of file, text, image, or link that displays to users on a Content Area page More Help

+% Indicates a required field. Cancel
(M Content Information
# Name [ |
Color of Name .@ Black
Text itor i 7
Visual Editor is:
“[omd =] [aria L] B u=e|xx|=S==|Bg|=iz&E
~cc A MNP & o PE AL IS O O

‘BhEd R BE

5. Inthe Name field, type a name for this document.
You can also select a color for the name.

6. Inthe Text area, you can type information about the docuraemtstructions for students

7. Scroll down to section Attachments, and click theBrowse my computer  button.

Attach afile from a local drive or Course Files. All attached files are saved in Course Files. Click Do Not Attach to remove the

attachment. The file itselfis oot daletad
Attach File Browse My Computer | Browse Course |

8. Locate the document on your computer (or H: drordJSB drive) and double-click it.

Favarite Links Type Size

Ej Documents

% Recent Places

L W Deskioo

9. Determine the Options.

By oerers

Permit Users to View this @ Yes () Mo

Content

Track Mumber of Views ) Yes @ Mo

Select Date and Time Displa].rﬁ.ﬂer| | | | &

Restrictions Enter dates as mm/ddfyyyy. Time may be entered in any increment.
Display L.Intil| | | | (=]
Enter dates as mm/ddfyyyy. Time may be entered in any increment.
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a. *SelectYes to Permit Users to View this Content.
b. <SelectYes or No for Track Number of Views.

c. *Use theDisplay After and Display Until date and time fields to limit availability
of the content.

10. Click Submit .

Congratulations!  You have just added the syllabus to your course site in Blackboard.

Add other content

You may want to add the contact information for 24&7 Help Desk so that students know how to
get help with Blackboard and Tegrity. The step®Wwelill show you how to add that content.

1. On the Action Bar, point tBuild Content to display the drop-down list.
2. Selectitem from the Create column.
3. IntheName field, type a title for the content.

4. IntheText area, type the information about how studentsacaess the help desk. You can use
the formatting toolbar to change the color and sizine text:

Edit Item

AContent ltem is any type of file, text, image, or link that displays to users on a Content Area page. More Help

dicate equired field.
+ Indicates a required fiel Cancel
i Content Information
# Name |Getting help with Blackboard |
Color of Name M = Biack
Text Visual Editor is: m
A|Normal E“ |3E|| |Aria| E” B I U abe| % ¥ | E E = QD iz = EEiE

sy InE & v o @ FAS ﬁ<+><><v$_
“BEARE BE

If you are having problems with changing your password, Blackboard, Tegrity, or Turnitin, you can
call the 24 hour-a-day, 7 days-a-week help desk:

866-886-4911

5. Click Submit .

Congratulations!  You have just added the Help Desk information to your course site in
Blackboard.
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Post an Announcement in your Blackboard Course Site

You can easily communicate important informatiothvthe students in your class by using the
Blackboard “Announcement” feature. When you creat@nnouncement, it is posted to the Blackboard
course site, and you have the option to additigraathail it to the students.

1. Click theAnnouncements link in the left side of the screen.

SOWK 460 - summer 2010

# SOWK 460 -

summer 2010

‘ Annaouncements

Home FPage

Discussions

2. Turn on edit mode by clicking the button in the eppght to change from OFF to ON.
ouncements Edit Mode is:

SYSTEM COURSE VIEW ALL
Announcements

When edit mode is on, you will see tGeeate Announcement button

Announcements Edit Mode is: m

Create Announcement ap e

3. Click theCreate Announcement button.

1. Announcement Information

# Subject [Research paper due Friday | Il ¥ Biack
Message Wil
< [normal  [=] [3[=] |aral = | B I Usae| = X | = E Z | 4

‘;].1535%@ o voa WEHJAS | xeoOw
‘BEDRE BE

Hi students,

Don't forget to submit your paper online through Turnltin by midnight Friday.
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4. Type a subject for the announcement inSlbject field.
This will appear in bold text when your announcememposted on the Blackboard site for your
class. If you email your announcement to studehis,Subject will also be the email subject line.
5. Type your message in tihdessage field.

6. Scroll down to section 2Web Announcement Options .”

If you want your students to receive a copy of tmaouncement in their Coppin student
emailbox, click the checkbox, “Override User Nat#iion Settings.”

Al Web Announcement Options

Duration 0 Permanent

@ Date Restricted

Select Date Restrictions [7] Display After [09/16/2010 | | [12:04 PW |
Enter dates as mmiddiyyyy. Time may be entered in any increment.

[] Display Until[09/17/2010 | &l [12:04 PH | &
gier dates o mmiddiyyyy. Time may be entered in any increment.

Cverride User

Nofification Settings Send Email to all @ers even these that cheose not to receive Announcement notifications through email.

7. Scroll down and cliclsubmit .

The announcement will be posted to the Blackboard course site.

Create a Graded Discussion Board Forum

The Discussions area in Blackboard allows you telanline, asynchronous conversations with
students. Asynchronous just means that each pesoread and post messages when they want;
everyone doesn't have to be online at the same(tirags called synchronous, and you can use Chat
to do that).

To get started with Blackboard Discussions, youlrteecreate &orum. You can think of a forum
as a room where a topic is being discussed. Ifpfan to grade these discussions, the best stragegy
to create a forum for each discussion assignment.

1. Click theDiscussions link in the left side of the screen.

2. Click the Create Forum button.

T
Discussion Board

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

|
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3. IntheName field, type a name for the forum.

4. In theDescription field, you can type additional information thatdents will see about the
discussion board forum.

TIP: A good practice is to name the discussion board forum the same as the

Module / Chapter that the students are working on. In the description area,
put the due date so that it is clear for students.

Create Forum

Forums are made up of individual discussion threads that can be organized around a particu

% Indicates a required field.

1. Forum Information

# Name [Chapter 1 discussion |
Description
“ Maormal - 3 - Arial - | F | ahe | L | =

cdc ¥ [ & v @O FTA LS | o O
‘BEG R BB

Due: Friday, October 29, 2010 by midnight.

5. Scroll down to section Forum Settings.

6. To make this a graded forum, so that you can givdesits points for posting, select tii&rade
Forum " option at the bottom, and type in the numberahts possible.
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<3l Forum Settings

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

All posts
@ Only posts with no replies

[] Allow Past Tagging
Allow Users to Reply with Qluote
[] Allow File Attachments

Subscribe

[T] Allow Members to Rate Posts
[] Force Moderation of Posts

Grade

[] Allow Author to Edit Own Published Posts

Allow Members to Create Mew Threads

") Do not allow subscriptions
1 Allow members to subscribe to threads
@ Allow members to subscribe to forum

@ Include body of postin the email
) Include link to post

") Mo Grading in Forum

@ Grade Forum: Points possible:

") Grade Threads

G: You can Allow members to\

subscribe to forum, and include
body of post in the email. When

this option is selected, anytime

that you or a student posts a
message to the discussion board,
people who have "subscribed" to
the forum will receive an emaiI/

7. Scroll to the bottom, and click tif&ubmit button in the lower right to create the forum.

Your new forum appears.

Discussion Board

7 Delete
[] | Forum
I [ Introductions ¥

1 [ Chapter1 Discussion

Forums are made up of individual discussion threads that can be organized around a particular

Description

DUE: October 1, 2010
Due: Friday, October 15, 2010 by midnight

If you need to change any of the information, yan click the Jbutton and seldadit. You
will then be able to edit any of the informatiorgrh the title to description to Options such as

Grade Forum and Points possible.
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Post a Message to a Forum

After you create a forum, a good practice is td plos first message, to get the online conversation
started. If you have specific questions that yamistudents to address, or specific instructions f
the assignment, include that information in youssage.

N
a Discussion Board

Forums are made up of individual discussion threads that can be organized around a particular

7 | Delete
] Forum Description
I [ Introductions DUE: October 1, 2010
3 [ Chapter1 Discussion Due: Friday, October 145, 2010 by midnight

1. Click the name of the Forum to see the messagdspaadd your own message. In the example
above, you could clicklitroductions.”

2. To create a new message, cliCieate Thread .

Tt
Forum: Introductions

Organize forum threads on this page and apply settings to several or all threads. Threads are lis
the column title or the caret at the top of each column. More Help

Create Thread ( rade Forum

Subscribe

A thread is a conversation within the Forum.
3. In theSubject field, type a subject.
4. In theMessage field, type the message.

Create Thread

AThread is a series of posts related to the same subject. Threads provide an organizational
topics. Creating a thread posts the first message. More Help

* Indicates a required field.

.

% Subject [4ssignment Instructions |
Message
“ Mormal * 3 = Aral - B F U ==| % x| =

LA X In [ & v o @O FAL | o0

Please post an introduction of yourself to the group... | am especia
questions, and please include anything else you want people to kn

1. What book have you read that you really enjoyed reading? Whz

5. To post your message to the forum so that the stadan view it, clickSubmit .
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After students have posted their messages, yogreae the forum.

1. Click theDiscussions link on the left.
2. Click the .button next to the forum that you wemgrade and seledgrade.
3. Click the Grade Forum button.

You will see a list of the postings for each studen

&
i Grade Forum Users

7 | Email
[7] Last Name

D Tipeiai

<~ First Name Username Posts

Grades entered or changed here are automatically entered or changed in the Grade Center. Points possible: 100 More Help

Grade

4. To read and grade a student's posting(s), clickstiagle button that is at the far right, on the

same line as his/her name.

Grade Forum: Abby Byrnes

Sortby Date of LastPost | Order ¥ Descending

Mark :
> Select Al Mone

All of a users posts to the forum are displayed to assist with evaluating participation. Click Edit Grade to enter a score for the forum. More Help

Filter  Wiew Rubric

Forum 5tatistics
Statistics for: Abby Byrnes
Total Posts: 1

Date of Last Post: Oct 29, 2010
12:48:12 PM

Average Post Length: 317

[]| Thread: Assignment Instructions Posted Date: October 29, 2010 12:49 PM
Post: RE: Assignment Instructions Status: Published
Author: Abby Byrnes

| really enjoyed reading Mever Let Me Go this summer. Afriend gave itto me, and | didnt even know that they
were making itinto a movie. | havent seen the movie yet.

| don't think that | will see the movie — usually, | am very disappointed when | see the movie version of a book |
have read.

Mark as Read

Minimum Post Length: 317
Maximum Post Length: 317
Average Post Position: 2

Forum Grade
Grade for: Abby Byrnes
Grade: — out of 100.0
Grade Date: —

Feedback: —

Select All None

Mark

Edit Grade

You will see the student's name at the top, anghdtsg&(s) at the bottom.

5. To set a grade, clickdit Grade .

JUMPSTART: Blackboard 9
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You have the opportunity to enter the grade, a$ agsprovide feedback to the student on the
assignment. The Grading Notes is where you casr antomment to yourself about the
student's grade... for example, if a student haekansed absence and turned.

* Forum Grade

Current Grade Value

D”t_ orieeo Feedback : The graded

Wiew Rubric

student can read your
Feedback: feedback comments.
You provided an - A
excellent answer (=1
for 2 of 3 -
atl;_

Grading Notes:
Excused absence... Ny
student can submit by \/
11/6/10.

= Grading Notes : Only the
% instructor sees the Grading

Notes.
Cancel Save Grade

6. After you have entered the grade, and any commelitk,Save Grade.

The grade will be automatically entered into thad&book.

Grade Center: Full Grade Center =

In the Screen Reader mode, the table is siatic and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the
interactive mode of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the
Enter key to submit a grade. More Help

Create Calculated Column % Filter  Work Offline

| Move ToTop | Email = | Sort Columns By | ayout Position _:UTGEF- A Ascending

Grade Information Bar

-[" .

Last Saved:October 29, 2010 01:18 PM

. v
I~ Bymes Abby - 75.00 -
Selected Rows: 0 ‘ | ] | ¥
L3 Move To Top | Email | Icon Legend |
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Remove a student from your Blackboard Course Site

Coppin State Univeity automatically creates a Blackboard coursefst@very class that |
officially offered each semester. Students whakim your class through EagleLINKS will
automatically added to your Blackboard course ditewever, when a student drope course
through EagleLINKS, she is not automatically rembfrem the Blackboard course site;-
instructor must do this. You have two optioiremove the student from your Blackboard cou
site (which also deletes any work they have suledhiftor mrk the student asuhavailable” (so
that the student cannot access your course silegy@ancan preserve any work they have submi

IMPORTANT NOTE: Students must officially drop the class in

F\ EagleLinks, so that they are removed from the official roster and
/m\ do not get a failing grade.
yA-C 0\ Once you remove a student from the Blackboard course site, all
)

his work for the course is deleted as well. This action cannot be
undone. A safer option is to mark the student as “unavailable.”

View the students iny our Blackboard course site
1. IntheControl Panel sectionin the left side of the scre, click Users and Groups .

COURSE MANAGEMENT

# Control Panel
% Control Panel * Files e

COURSE MAHAGEMEHNT

“ Files » “ Course Tools
“Zourse Tools = Evaluation Y
“ Ewaluation »

# Users and Groups

AT duUE L =
Groups
“ Llzers and Groups I:I I:I Users

ustomization

3

“ Packages and Utilities =

“ Packages and Ultilities »

¥
Help = Help

The Users and Groups section expands and displays more opt

2. Click Users.
The content panel displays the list of studen the Blackboard course site.
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Users

Users that are enrolled in a course can be located using the Search criteria provided. More Help

Find Users to Enroll

Searcll:l Username E“ | Mot blank E“ | | Go |

-  Remove Users from Course | Refresh |
|:| Username Last Hame < First Name Email Role Observer Available
abyrnes00 | ¥ Byrnes Abby tit@coppin.edu Student Yes
[[] abymes Byrnes Abby AByrnesig@icoppin.edu Instructor Yes

5 Remove Users from Course | Refresh |

Option 1: Mark the student as “unavailable” (preserve their work)

w
1 Options Menu button next to the student's name that has drbpigecourse.

1. Click the
2. Click Change User's Role in Course
~»  Remove Users from Course | Refresh |
|:| Username Last Hame <~ First Hame Email Role Observer Available
abyrnes00 = Byrnes tit@coppin.edu Student Yes
[[] abyrnes |¥ AByrnesi@coppin.edu Instructar Yes
Refresh |

» Edit

» Change Users Role in
Course

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

o
Course

» Remove Users from Course

3. Change the optionAvailable (this course only)” to No.

Change User's Role in Course

1. Role and Availability
—_Course Builder () Grader () Instructor @ Student ) Teaching Assistant = Guest

Rale

Available (this course only)

4. Click Submit .
page 15 of 17
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When you view the list of students in the Blacklabeourse site, you will see "No" in t
Available column for that student. The student wilt be able to access your Blackboard co
site -- bu can still access their other course s

[] Uusername Last Name < First Hame Email
[[] abyrmes00 Byrnes Abby fiti@coppin.edu Student Mo
You can easilyeversethe step to change a student Available-Yes” so that she can enter t

Blackboard course site, submit homework assignmeots to the discussion board, and ac
course materials.

Option 2: Remove the student from the course site

IMPORTANT NOTE: Students must officially drop the class in

J \ EagleLinks, so that they are removed from the official roster and
J/ 1.\ do not get a failing grade.
(: = ) Once you remove a student from the Blackboard course site, all

his work for the course is deleted as well. This action cannot be
undone. A safer option is to mark the student as “unavailable.”

1. View the list of students for the cour

e Ly
Users
Users that are enrolled in a course can be located using the Search criteria provided. More Help
Find Users to Enroll
Searcll:l Username E“ |N0tb|ank E“ | Go
;% | Remove Users from Course Refresh
|:| Username Last Hame < First Name Email Role Observe Available
abyrnes00 Byrnes Abby titi@ coppin.edu Student Yes
Abby ABvrnes@coppin.edu Instructor Yes
Refresh

2. Place a checkmark in the box to the left of thelsii's name

3. Click Remove Users from Course
You will see a warning message, "This action iglfsnd cannot be undone. Delete ust

4. Click OK.

The person you removed will not be able to see your course in Blackboard as
a student. All of their work submitted through Blackboard will be deleted.
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Where to get help

There are several resources at Coppin State Uniwevshelp you be successful with
technology.

If you need help with Blackboard, Tegrity, or sutiing assignments with Turnltin,
you can contact the 24x7 help desk at their tek fnumber:

1-866-886-4911

This support number is open to all faculty, studeartd staff at Coppin State
University.

Where to Get Help - Faculty

» On campus HelpDesk for faculty and staff:

410-951-3888

» Faculty training sessions and tipsheets offerethbtyuctional Technology, website:
http://www.coppin.edu/TLT

Where to Get Help - Students

» 24 x 7 HelpDesk for faculty and students who nealg with Blackboard, Tegrity and
Turnltin:

866-886-4911

* On campus HelpDesk for students, located in Gracehs MC 16:

410-951-3872

» Tipsheets for students on the IT Student ServiceeZ€help desk) web site:
http://www.coppin.edu/ITSSC/
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