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DESCRIPTION OF BLACKBOARD




Blackboard is an electronic course management system as well as a community portal
system. It provides a web interface that you control and helps you get the information
you need when you need it. Various tools within Blackboard allow us to make
announcements of upcoming events and news, organize tasks, participate in open
discussion forums for campus issues, and access to resources within our institution.
Blackboard incorporates web pages, email, discussion boards, blogs, small group areas,
online quizzes, an online grade book, a calendar, virtual groups, document sharing, for
either web-enhanced courses or totally web-based courses.

Uses of Blackboard

Within a Blackboard community site leaders can incorporate materials from word

processing, audio, video, spreadsheets, and presentation files so that they can:
» Provide 24/7 access to office/group materials

« Extend meeting discussions either synchronously or asynchronously via threaded
discussions and chat rooms features

e Add multimedia

« Offer group collaboration tools

e Launch surveys for formative or summative purposes
 Statistical track users in your site

Hardware Configurations and Web Browsers

Blackboard uses the latest web technologies to provide a rich interactive web experience.
Because of this, however, these applications do not function well on older computers.

With the upgrade to version 9.1, the supported configurations have changed. Please note Firefox 2 and earlier are not supported.
Internet Explorer 6 is not supported, and Mac OS X 10.3 is not supported.

Windows Windows Windows 7
Bowser Windows XP Vista Vista (32/64-bit) Mac 10.4 Mac 10.5 Mac 10.6
32-bit 64-bit

Microsoft Internet

. e . . Not Not Not
Explorer 8 Compatible Certified Compatible Provisional
standards Mode onl Supported Supported Supported
Microsoft Internet . . . Not Not Not Not
Sl Sl Sl Supported Supported Supported Supported

:l\g/lgz)l(lla Firefox Provisional Provisional Provisional Provisional Provisional Provisional Provisional
g/lgz;lla Firefox Certified Certified Compatible Provisional Certified Certified Provisional
Mozilla Firefox e e . Not . o Not
Certified Certified Compatible Supported Compatible Certified Supported
. Not Not Not Not Lo o i
Apple Safari 4 Supported Supported Supported Supported Certified Certified Provisional
. Not Not Not Not - A Not
Apple Safari 3 Supported Supported Supported Supported Carife S Supported

Term Definition

Certified Fully tested and supported

Compatible Key Application areas are tested

Provisional Future technologies considered supported

Not Supported Specified browser is not supported for the operating system

Note: All browsers need to have Cookies, JavaScript and Java 2 enabled.

LOGGING INTO BLACKBOARD




Open Firefox (preferred browser).

1. Type the URL: http://blackboard.strose.edu, then press Enter key.

2. Type in your user name and password which are the same as your user name and
password of your St. Rose e-mail account.

3. Click on the Login button and you should be in the Blackboard system.

& Mome [ Mele B¢ Login

Hew Student Otlentation Info

What s your Blackboard Username and Fassword

Welcome 1o Blackboard
Faculty. your usamams and passward for Elacksoard
is your Saint Rose el wsemamse and pasawond
Srudants. oo usamama is yeur last nams and
frst intial of your First name then, the last thiee degits of
' un in theit lastname will use the second part of the

Note: o L St | Your Saint
For example:

Rose Ao S o username

is the first 7 letters

of your last name followed by the first letter of your first name. For example, if your

name was David Copperfield, your username would be copperfd. If you are a new faculty

or staff member, and don't have an account created yet, you need to call Sherry

Flansburg at x5309 (or 458-5309 off I =

campus). : "l 0 e 2 o Lot
Your password, if you have never changed AT R R

it, Is going to be either your date of birth T c"ckin; &ﬁ*;;%:;":u’;}f,mg‘;‘f —
(mmddyy) or your last name. If your
password is not working, you can call the
ITS Helpdesk at x4357 (on campus), or 454-
2190 (off campus)

NOTICES BVENTS. CARCFLLFD CLASSES

4. Click the Community tab.

My Organizations

Organizations you are leading:

5. Click the link of the Community/Organization you are in ) Lot Orqanization

charge of/member of as listed in the My Organizations | cwsenisiens i wnic you e periicipating
mod u Ie (1 Blackboard Faculty Resource - Grade Center

(1 Glyph at St.Rose

6. After you choose a site, this is similar to how it will look: | @ suent souion center

When this buttan is OFF - yau
cannat edit your site. Tn order to

edit, you need 1o chck this burtan <
end have it suy OM )

The: Contral Penel with all of your =
faols is lpcated right here



http://blackboard.strose.edu/�

CUSTOMIZING YOUR PORTAL/HOME PAGE

To customize the content found on your portal/home page for the community you are,

you can add/delete modules:

& WyPlaces b Home I Help ¢ Logout

COURSE MAKAGEMENT What's Past Due Actions

] All ttems (9)

What's Due Actons. «
Select Date [o5152009 | [ Go

Course Tools
Announcements
Blackboard Scholar® Addions
Blogs
Coltaboration
Contacts
nnnnnnnnnnnnn

nnnnnnnnnnn

1. Once you log into Blackboard, click on the Add Organization Module button at

the left top of the SCreen. | Fiambet  ebe s

2. You'll see a list of modules
that are available. Click on
the check box to the left of
each module you'd like to
include on your portal
page.

3. Click on the Submit
button. You have included
the modules you want on your portal page.

& Add Module

CONTROL PANEL

# Control Panel

[ XEourse Tools
Course Links

The Control Panel contains all the tools that you will need

to build your site. The Control Panel is located in the i
bottom left of the screen. It stays in that spot no matter Customization
. Packages and Utilities
what screen you click on. Help
CHANGING THE BUTTONS IN THE SITE MENU
1. In order to edit the name of your site menu

buttons, add or delete them, you need to be
in Edit mode — so make sure the Edit Mode
button says ON.

aTest Paina T .y 5

Information &

1 Content ®
]

144

1 Discussions
'

1 Groups

.

1 Tools

.
1 Help

2. You will see that you get arrows to the left of
the names and drop down menus to the right
of the name.

COURSE MANAGEMENT

By clicking the down

arrows|  you open

the menu up to more
tool choices.

This arrow allows you to
drag and drop to reorder
your menu.

This is your menu options
from the drop down menu.

x
» Rename Link

> Hide Link

» Delete




To add more buttons, click the Eland choose Create Content Area.

. . .| 7 CreateT ink
Give the Content Area a name and decide whether to make the area c_[:tz @q
available to your users. o

Create External

| Add Content Area cres
i Create Module
# Name:  [Assignments | ' Page
1| * Create
Mailabletn Users | SUbhead_e_r
Create Divider =
Cancel m
You can also create Buttons that link to tools in Bb. m.guﬁ 6 =
To do this click the B2 and choose Create Tool El=H=I.
Create Content Type

Link. [Amcuncemerts — |3

Blog Tool
[] Availab Blogs
Calendar

Type in a name for the button. Then click on the Croaiiuse I Celondar
dropdown menu and choose the tool you would like. fj Lin m e, ..
Creat rnal li Dlscussmn Board

I Area ﬂ
ﬂ |

Decide whether to make the area available to your % Link
L Sreate Dder |

Create Tool Link

Syllabus i
« . iscussion B Glassa 1
students (users). Click Submit. g;zzte Module J;Sgnr;s;:’
course yManual
You can choose to change the style of the menu e Wy e
. . . heli LGS My Scholar Home
buttons by going to the Control Panel and clicking Create Divider ouse Tox o romepage
Customization, then Style. Coume Ll il oo tome

While in style customization you have additional options as you scroll down. You
can also add a banner/image to your portal page, etc. When done sty/izing click
Submit.

ORGANIZATION
MANAGEMENT

[ E A NN NN NN NENNNNNNNNDH] B

®If you would like Buttons . C“Gk on ButtOnS then

. ‘ ®  Organization Tools

* instead of the list style —goto & o T click on the + next to

o Control Panel and click on ®  Evalustion by SN Button Library - this

[ PR .

o Customization — Style. Choose ¢~ Users and Groups Tm will open up all your

¢ Buttons. You can then decide ®  # Customization & . : :

[ ] ] Enroliment Options ._mon Library ChOICBS

o onthe style and color of the o "7 "7 50

s buttons to your preferences.  § Access Eution Tye 'J “°”S”a°ear°h [

‘o.o-oooo.o-oooo.ol' oH .-__-_:-_: _ ﬁ
HUT VST f’-‘~ll|gatur ) ] f’-\meth\ st

Packages and Ultilities
Help

PUTTING CONTENT IN A CONTENT AREA

Click on the Content Area that you want to put items in. Once in the Content Area,
you will see a toolbar with the following choices:

Build Content Add Interactive Tool % || Assign Textbook ¥



1. This is a breakdown of where you will find the various items you would need in
your Content Area.

Build Content ¥ |
o ——

Create Assessment % | Add Interactive Tool %

Assign Textbook ¥

Search for Textbook

Manual Entry Textbook

Test
Ses Discussion Board
urve
n i ; Blog
Assignmen
2 Journal
Wiki
Create New Page Mashups Groups
ltem Content Folder Flickr Photo Chat
File Blank Page SlideShare Presentation Virtual Classroom
Audio Module Page YouTube Video Document Package
Image Tools Area MERLOT Content
video Wimba Classroom
URL Voice Authoring
Voice Email
Learning Module )
Voice Board
Lesson Plan )
Voice Presentation
Syllabus .
Voice Podcaster
Course Link
Blog
Wik
EDITING AND ADDING CONTACT INFORMATION sloos e/
d Tool Link

Type:

1. To add a Contact button, click the and choose Create Tool Link. I

2. Type in a name for the button. Then click on the dropdown menu ﬂ Blog Too!
and choose Contacts. Decide whether to make the area available | =A== Doge
to your users. oo

Contacts

After your button has been made, click on it. Zsioard ' E
Next, you will need to click on Create [Discussion Ehemted
Contact. Add you information. You can Croais Fotder | Croets Contnt D) Pt

e — COURSE M Messages

create as many contacts as you want. This is s
i 2 Control Pe y Grades

helpful if you have other members of your team/department that My Scholar Home | |
Course Toc Portfolios Homepage

you would like your users to be able to contact as well. Course L R
SITE TRAFFIC

Evaluation Tasks M

1. There are a few different ways to check on your site’s users and to see what they
are using.

Performance Dashboard: In the Control Panel — Evaluation — Performance Dashboard.

&J Performance Dashboard

ORGANIEATION - -
pladadd i R b ik -ia-caie rppl i e Sty ot akatvets. Infmnbins 0 e e et nrw 10 st e bl fata by mat Mate Help

T Mgl ‘
you know when

(Organizatian Tools

they last entered | i

Customization User's names blocked for prvacy




Organization Statistics: In the Control Panel — Evaluation — Organization Statistics.

sadan Mote Helo

ORGANIZATION
MANAGEMENT

& Control Panel
Orperizition Tools l,Qzl Accesses by Contant Area -
P T b ; Displays & summary of Course Ussge by Coment Area.
Organizalson Lanks.

x Evﬂiug Last Run: Thussasy, June 10, 2010 T31:05 PM EDT

Early Waining Systern
T [ Accesses by Forum -

2070 74T 03 FM EOT

ﬁ Overall summary of Usage -

| G

Schedwled: Ho

of axctidty in Discussion Board Forims
20N Scheduded: No

Displays the aversge numbar of users. Courses, and page wews per month
0,20

Last Run: Thussday, Jure 10, 2010 3

ADDING USERS TO YOUR SITE

1. To add users to your site, click on the Control Panel, Users and

Groups, Users.
Click on the Find Users to Enroll button.

If you know the user name of the person you want to enroll, type

it in, otherwise click on the Browse
button to locate them in the St.Rose
database of users.

4. You can search by username, last

name, first name, or email. g

5. Once you locate the user, click on the
box next to their last name and then
click Submit.

6. You will be brought back to the
previous screen. From here, you can
add other users; just place a comma
in between each username. Then you
need to adjust their role in your site
(most likely they will be a participant).

Note: Only Leaders or Leaders with Enroll of
a community site can add users and assign

16:54 PMEDT » Scheduled: No

0_‘] ‘Add Enroliments: org-emp-comm-hr

ORGANIZATION
MANAGEMENT

Organization Tools
QOrganization Links
Evaluation

# Users and Groups
P i
Customization
Packages and Utilities
Help

. B SR | cmcel |l
roles. Most people who will be enrolled will ™
- - — —
be participants.
g enonivsers |
Enter one or more Usernames. Separate multiple Usernames with commas. Click Browse to search
# Usemame [paigec | [ Browse... |
Role iﬁ'};fﬂaj');n"tm - E
Assistant
Enrallment Availability Grader
Leader
D
Leader with Enrall
2 m& 8



MAKING YOUR SITE AVAILABLE

1. When you are ready to make your site available to your users, go to
Customization in the Control Panel. Then click on Properties. The 3™ option is
where you would check the Yes button.

ORGANIZATION
MANAGEMENT

# Control Panel

Qrganization Tools
Organization Links
Evaluation

Users and Groups
| # Customization d e Set Availability

Enroliment Options
2 Make this organization available to Lgase
Guest and Observer
ACCE Make Organization Available = No
Properties

Tool Availability

l

Packages and Utilities
Help
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