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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

With Blackboard course sites instructors can incorporate learning materials from word
processing, audio, video, spreadsheets, and presentation files so that they can:

¢ Provide 24x7 access to course materials

¢ Extend class discussions either synchronously or asynchronously via threaded
discussions and chat rooms features

e Enable student-centered learning
e Enhance lessons with multimedia and allow for various learning styles
e Offer group collaboration tools

» Hold online assessments — exams and surveys for formative or summative
purposes

¢ Provide instant feedback with online Grade Center

Hardware Configurations and Web Browsers

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 Client Configurations

rtermet Firefox [Fnal Google Chrome
Irbermet Irbemet q N
Explarer 8 Explores 8 Explorer 7 oﬁil.i::fr Firefox 36 m[fafrb';w Term Definition
Certified Fully tested and supported
WT&?&?JKP Unsupported Compatible Unsuppo red Compatible Compatib e Compatible Com!)zftlble Key Appllcatlon a'reas are_ tested
Provisional  Future technologies considered supported
YT Not Specified browser is not supported for the
“ista Certified Compatible Lnsuppo ted Certified Compatible Compatible Supported operating system
[32-hit)
ol redioes
Wista Compatible Compatible Unzuppo red Compatible Compatib e Compatible
[Bd-kit]
\.’\.ﬁ[;zd\:g;s] v Cartifiad Compatible Unzuppo red Cartifiad Compatib e Ceartifiad
WT[EEDQ;SJ 7 Compatible Compatible Unzuppo rbed Compatible Compatib e Compatible
Mac 05X Client Configurations
Firefox [Rral Google Chrone
Safari 50 Safari 4.0 Releasze Firefox 28 [Stable Channelf*
Chanrel
Mac 054 105 " " " . .
“Lecpard” Compatible Comp aible Comp atible Compatible Compatible
LIl (0358 013 Certified Comp atible Certified Compatble Certified

"Snow Leopard”

August 2012




Faculty Guide to Blackboard Information Technology Services

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 wewrasene 0

St. Rose e-mail " -

account. = [
button and you N
should be in the ™ =

Blackboard system.

Note: Your Saint Rose 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
campus).

Your password, if you have never changed it, is going to be either your date of birth
(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)

CUSTOMIZING YOUR PORTAL PAGE

To customize the content in order to add/delete modules of your page:

1. Once you log into
Blackboard, click on the
Add Module button at
the left top of the screen.

4% Add Module

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.
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TO CUSTOMIZE THE LAYOUT OF YOUR PORTAL PAGE

You can move your module around and choose a color theme with the layout.

1. On your portal page, click on the Personalize Page button at the right top of
the screen. You can select a color theme by clicking on the theme of your choice.

2. Click on the Submit button.

3. All of your modules are drag and drop capable. You can move click and drag
them to any location on the screen that you want.

J Blackboard Learn + 4‘—

& MyPlaces ¢ Home [E Help W* Logout

Community Senvices Calendar Library TS email Email Scholar
Home  Notifications Wigibeard | To go to your courses, you click on the
Add Module COUI’SES tab Personalize Page | [E=
NOTICES EVENTS CANCELLED CLASSES PHOTO OF THE DAY
[31) CALENDAR OF EVENTS 7/27-8/11/10 [7/29, Art and Desian Faculty Show - none
I ‘WHERE IS

A\ Network Uparade Auqust 13-15 |7/29, Summer Open House

7130, Art and Design Faculty Show YOUR

8/04, Graduate Open House -

3 PICTURE OF THE DAY?

813, Network Upgrade -
8/13, Summer Open House
8/14, Network Upgrade
8115, Network Upgrade
/19 Summer Open House

My Announcements # E W saint Rose Registrar

» @ Announcements No Institution Announcements have been posted in the last 7 days. NOTICES

> [ student email May 2010 diplomas will be available for pick up in the Registrar's Office,

» [ student calendar Mo cours announcements have been posted in the last 7 days. 4th floor of St. Joseph's Hall, on June 21, 2010. You must bring photo 1D
Mo organization announcements have been posted in the last 7 days. with you_ If you requested your diploma be mailed. it will go out that

> [Q employee e-mail
> [ employee calendar

week. If your diploma is on order, you will receive a letter notifying you of
this. Please note that diplomas will NOT be released to any student who

> 2 Send Email
= 7 has a hold on their account.
» @ Tasks Student Information
» ¢y User Directory
» 9 Address Book
> (5 View Grades ATTENTION AUGUST 2010 GRADUATES
> EP | Infi iti
D Eersonal information LI i Ear Rusissot AN e rmfnsenl s BACT PIE

After you choose a class, this is similar to how your course will look:

Home Page ( Edit Mode: )

When this buttonis OFF - you cannot edit your

g, Home Page course. In order to edit, you need to click this
button and have it say ON.

# Test Course

Home Page
Alerts | | To Do -
Edit Notification Settings | Edit Motification Settings |
Past Due Actions ¥ | What's Past Due Actions ¥ |
I'4 Mo Motifications ¥ All Items (D)
COURSE MANAGEMENT
— Early Warning System What's Due Actions ¥ |
4 Control Panel _ No Early Warnings Select Date: [07/23/2010 B Go |
 Fil i 52
—= : # Today (0)
¥ Course Tools )
- Evaluation » ) Mothing Due Today
* Grade Center » The Control Panel with all of your tools is # eI ()
+ Users and Groups located right here. ¥ This Week (0)
- BIE T . 2010 2:40 P LD L)
T , :
¥ Packages and Utilities » Last Updated: July 23, 2010 2:40 PM
- Help | pictionary
| | pateniatar ol
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ONTROL PANEL * Control Panel . .

T R R Qc‘ourse Tools 'By C||CK|ng the
The Control Panel contains all the tools that you will Evaluation arrows, you can
need to build your course. The Control Panel is located Grade Center open the menu

Customization *
matter what screen you click on. choices

Packages and Utilities

in the bottom left of the screen. It stays in that spot no : T up to more

Help

CHANGING THE BUTTONS IN THE COURSE MENU

1. In order to edit the name of your course menu buttons, add or delete them, you
need to be in Edit mode — so make sure the Edit Mode button says ON.

-

EOoe N db
# Test Course /g Home Page

Home Page

£

Information &

Content @

Add Course Module Customize Page T4

Alerts = * | | Te Do = B

Edit Motification Settings Edit Motification Settings

<< I << << T << << T << ]l <]

Past Due Actions = What's Past Due Actions =

Mo Motifications ¥ All Items (0)

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

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

Information &

Content * This is your menu options

l

t

. ¥ from the drop down menu.
‘L Discussions

! Groups : s

EI Tools Rename Link

e Hide Link

1. Help Delete

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

4. Give the Content Area a name and decide whether to make the area available to
your students (users).
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5. You can also create Buttons that link to tools in Bb. To do this click the and
choose Create Tool Link.

9 T > |aAnnouncements -

85| 0 B
- J'] M Blackboard Learn Blog Tool

Create Content Area ——— gl:lg?]dar
Create Blank Page Blackboard Learn e

Contacts
Discussion Board
Email

Glossary

Create Tool Link
Create Course Link
Create External Link

m

Bl bt bt e

Groups

Create Module Page Home

' : ﬁ Journals

Create Subheader Manual

Create Divider e H Messages
] My Grades

My Scholar Home =
= [ [ Roster

Add Tool Link Scholar Course Home
asks
. Tools Area
There are currently i G REME Wiki Toal -
over 20 fools fo ; Type: [ Announcements =]
ChOOSe from | (u) - Tool is off

i [ Available to Users

i Cancel Submit

6. Type in a name for the button. Then click on the dropdown menu and choose
the tool you would like. Decide whether to make the area available to your
students. Click Submit.

Create Content Area

Add Content Area
Create Blank Page
Create Tool Link % Name:
Create Course Link Test
Create External Link ("] Available to Users )

Create Module Page
Create Subheader
Create Divider

Cancel Submit

e e e e e e e

1€ you would like Buttons instead of the list style - go to Control Panel and click on
Customization » Teaching Style. The 4th option allows you to decide on the style and
color of the buttons.

- ( Select Menu Styla
Enroliment Options
Guest and Observer Access Preview Education G "
) ucation Computing
Properties SECTION EL2 -FALL 12
Cluick Setup Guide (CSC-204-201320-2408)
Toal Availability Menu item 1
Menu ltem 2
Menu ltem 3

Background oo ] Dark Weak Cyan

Text Color White
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PUTTING CONTENT IN A CONTENT AREA

1. 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 %

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

Build Content Assessments Publisher Content ~

Tast Discussion Board Announcements My Grades Search for TeXtbook
tem Gontent Folder Survey Blogs Barnes & Noble NOOKstudy NBC Leam (u) Manual Entry Textbook
Journals Blackboard Collaborate NBC Leam Playlist {u)
File Module Page Assignment Scheduling Manager McGraw-Hill Content
Groups Online Attendance (u)
Link to NOOKstudy Blank Page Self and Peer Assessment ¥ Giackboad Help
Tools Area Podcast
SafeAssignment Blackboard M
Audio \ ) MERLOT Content Registration Block
McGraw-Hill Assignment Blog Tool
Flickr Photo Wimba Classroom Roster
. Mobile Compatible Test Calendar
Video SlideShare Prasentation Voice Authoring Tasks
Campus Pack Collaboration N
Web Link YouTube Video Voice Email Space Wiki Tool
Voice Board — Wimba Classroom List
Leaming Module: Voice Presentation Email Wimba Podcaster Extension
Lesson Plan Voice Podcaster Glossary Wimba Voice Boards Extension
Syllabus CafeScribe Content McGrawHill Higher Education  Wimba Voice Emails Extension
Course Link Link to NOOKstudy )
Content Package (SCORM) Campus Pack Wiki AR

Campus Pack Blog

Campus Pack Joumal

Campus Pack Podcast Feed
Campus Pack Podcast Episode
Campus Pack Content

Blackboard Collaborate

EDITING AND ADDING STAFF INFORMATION

1. To add a Staff Contact button, click the and choose Create
Tool Link. % sooem=l ]

Tool Link

2. Type in a name for the button. Then click on the dropdown e

menu and choose Contacts. Decide whether to make the area | = s 1=
available to your students (users). E BoaTon
[ Availab Blogs
3. After your button has been made, click on it. I e

Contacts

Next, you will need to click on Create Contact. Add you ii Soard
information. You can create as many contacts as you want. @Eﬂiiaw
This is helpful if you are team teaching, have a TA or a GA Jourmts

Manual

that you would like your students to be able to contact as £OUR5E M Mossages
We"' — m ggi?:?:r Home

- — Course Toc Portfolios Homepage —
Create Folder ' Create Contact ’ Roster
e —
Crreelo Scholar Course Home

Evaluation Tasks -

m
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ASSIGNMENTS

1. Choose a Content Area you would like to put an Assignment in.
Build Content « Assessments Tools Publisher Content

2. Click on Evaluate in the toolbar. Then choose either Create Assignment or
Create a Safe Assignment.

3. Give your Assignment a name.

*Bb will automatically create a Grade Center column for any assignments you create
— so if you use the Grade Center feature make sure you title your assignment
uniquely so you will be able to identify it in the Grade Center.

4. The other mandatory area in the Assignment feature is the Points Possible box
under Grading. Even if you are not using the Grade Center, you need to assign
points to the assignment.

Grading Assignments )

1. One Student at a Time:
a. Choose Grade Center from the Control Panel. Then R i
click on Full Grade Center. “ Course Tools
= Evaluation

b. If the student has completed an
© Grade Center

assignment, you will see listed in the e Core

assignment column in their row.

[

“ Users and Groups

c. Click on the ﬂ and a dropdown menu will appear to . &y ctomization
the right on that cell. Click on that dropdown menu
and choose View Grade Details.

¥

* Packages and UMilities

“ Help
d. Under Attempts, click on the dropdown menu next to

the ﬂand choose Open Attempt.

Icon Legend Date Date Last
) Submitted Value Feedback to User
Created "
R r Edited
& Test HTML File , 2. R
Jun 17,
- | X 2009 Jun 17,
— > View Grade Details 2:41:58 P 2008 ax
S ALY (Needs 24272 PM o
Exempt Grade dt}_ Grading } i,

Allow Additional Attempt | This user has s
an additional attempt.

mp

Clear Attempt
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e. If you scroll down to the third item, Review Current Attempt, you will see
the any file(s) the student attached as well as any words the student
typed in the Submission box.

Review Current Attemnbt

This is my paper on paper. @
Attached Files Blogs in Blackboard. pdf This is the file the student
attached.

Comments

This is the text the student typed

Submission in the Submission box.

2. More than one student:
a. Choose Grade Center from the Evaluation Tab in the Control Panel.
b. In the column heading, click the dropdown menu then choose Assignment

File Download. . - U

o 3 2 ‘o d| C}

I~ Paige Samantha - - a

™ Student1 Test1 - . a

™ student3 Test1

Selected Rows: 0 « | - m »
| x
(7] > Quick Column Information
(7] > Grade Anonymously
a > Grade Attempts

> Edit Column Information
> Column Statistics

> Set as External Grade
> Assigg@aent Ei

> Assignment File Download

> Show/Hide 1o Use
> Clear Attempts for All Users
> Sort Ascending

> Sort Descending

> Hide Column

c. In the next window click on the lin the top left corner. This will select all
the students who have completed the assignment. (NOTE: you can also

select students individually by clicking on the ) next to each student’s
name. When done, click Submit.

1. Select Users

@ Name Date Grade (Select Ungraded)

Paige, Samantha Wednesday, June 17, 2009

2-42:22 PM EOT Needs Grading

‘Wednesday, June 17, 2009

Student, Testt 2.45.47 PM EDT

Needs Grading

Wednesday, June 17, 2009

student3, Test1 2-45:47 PM EDT

Needs Grading

- I

Cancel Submit
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d. The next window that appears contains the WinZip File with all the
student’s assignments. Click Download assignments now.

Download Assignment: Test HTML File Assignment

The assignments have been packagefl, Download assignments now. (1812 KB}
Thursday, June 18, 2009 3:46:25 AM EDT

e. Click Open if you would like to view files. You can also Save the file to
view/correct the assignments at another time. Don't think you have to
Save this WinZip file because you can repeat these steps to retrieve these
documents as many times as you want. The assignments will stay in
Blackboard until you remove them.

File Download =
Do you want to open or save this file?

@ Mame: Test HTML File Assignment.zip
Type: WinZip File, 1.72ZMBE
From: bbtest.strose.edu

iOpen ,; l Save ] [ Cancel

Abways ask before opening this type of file

harm your computer. f yvou do not trust the source, do not open or

lal While files from the Intemet can be useful, some files can potentialty
W savethisfile. What's the risk?

f. When you open the WinZip file this is what you will see:

(e

Open Favorites Add Extract Encrypt View CheckQut  Wizard
MName : Type
_.-—-_'_—\.. - - -

|| Test_HTML_File_Assignment_paiges.ixt TXT File_. The TXT File is the
'ETest_HTML_FiIe_Assignment_paiges_Blngs_in_BIackbnard.pdf Adobe Acrobat Document item the student wpad
| Test_HTML_File_Assignment_teststudentl. b TXT File 2 in the submission area.
ﬁTest_HTML_F?IE_Ass?gnment_teststudent‘l._Using_Discussiun_Boar... JF\rcigl}%EF_rnbat Document Aﬂv other files licted
| Test_HTML_File_Assignment_teststudent?. et TXT File. he d h
iE’ITest_HTI"\."IL_FiIe_;ﬂlssignrr'lv.=.r'|t_tv.=.ststl.|u:ient2_Creatir1g_a_Draf't_‘«|'ersi... Microsoft Office Word Document are the documents the
ﬁTest_HTML_FiIE_Assignment_teststudentZ_Wikis_in_BIackboard.pdf Adobe Acrobat Document student attached.

g. All you have to do is double click any file in the list to open it.
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MAKING YOUR COURSE AVAILABLE

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

# Control Panel

Course Tools

Course Links

Evaluation

Users and Groups The third option is Make Course
SR » Available - choose Yes.

Enrollment Options 3. Set Availability

Guest and Observer ] ]
Make this course available to users?

A
@ * Make Course Available @j Mo
—

Tool Availability

Packages and Llitilities
Help
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