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Logging into Blackboard 9.1 and getting to your course

1. Go to http://bb9.courses.maine.edu (After August 25, when Blackboard 9 becomes the
active Blackboard server, the URL will change to http://www.courses.maine.edu.)

2. Enter your username and password and click Login. (Contact Technical Support if you
do not know your username and/or password. For all UMS employees, use your
@maine.edu e-mail username as your Blackboard username and the password for this
account as your Blackboard password.)

3. In the My Courses area, click on the link to the course.

4. You can also use the My Places link across the top of the screen to display a separate
window listing all of your course sites and organizations. Under My Preferences, click
Personal Information, then Personalize My Places to set Course and Organization
options.

Note: If you use Blackboard often, eventually the list of courses in your My
Courses area may become so long that it is difficult to manage. You can hide
the links to inactive courses by clicking the Manage My Courses Module
Settings icon and deselecting these courses in the Display Course Name
column. Uncheck the Display Course Name and Announcements as well. Click
Submit to finalize the changes.

My Courses Ll =

click to access course display options

Inactive course sites are removed from Blackboard beginning one year after the end of the
semester in which the courses were taught in order to clear server space.




Navigating the course home page

The course home page is where you and your students will start when you log into the course.
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Here you’ll see:

1.

The course menu — used to navigate to the different sections of the site. The menu can be customized.
Note that the course menu can be expanded or hidden from view by clicking on the up arrows to the left of
the course name.

Home Page module, including, by default: My Announcements, My Calendar, Tasks, What’s New, To
Do, Alerts, and Needs Attention. Many of these options link to tools that you may or may not decide to use.
Edit Mode toggle (ON/OFF) used to activate the tools and other options that you will use to create your
site.

Control Panel — where you’ll go to access many of the tools used to set up and manage your course site.
Students do not see the Control Panel button.

Breadcrumb area - a series of links that display your path through the site so you can navigate easily.
Toggle button to hide the menu area and maximize screen space for content — click < to show a view
of the course without the course menu buttons (freeing up more screen space for content). Click > to show
default view with menus.



Managing the course menu

Be sure that the course menu is expanded. Click the left-hand arrows to expand and contract the
menu.

. # BB9 DEFAULT
# BB9 DEFAULT

COURSE
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COURSE

Announcements
Assignments
Discussion Board
Groups

Tools

Help

To modify the course menu you must be in Edit Mode. Click : _
the Edit Mode button (upper right) to turn Edit Mode ON. EOF e m
Menu links for areas that do not contain any content are, by

default, not visible to students. These links are indicated by “4 next to the link’s name.
Remove a menu link
Select Delete from the drop-down menu on the right of the link’s name. Click OK to confirm.
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Add a menu link

Place your cursor on the + icon above the course menu and select the type of link that you want
to add.

Click to add a link =1 i RS

¢ Content Areas are where you place documents (in Blackboard 8, default Content Areas
were Course Information / Syllabus, Assignments, and Course Documents). Select
Create Content Area from the menu, enter your name for the link, make it available to
users, and click Submit.

¢ Tool Links are links to functional areas of Blackboard (for example, Discussion Board,
Groups, Announcements, Blogs). In the Type: field’s drop-down menu, choose a tool



from the list (for example, Groups), enter a name for the link (for example, Group
Projects), and click Available to Users, then Submit.

¢ A Course Link sets up a direct link from the course menu to any frequently-used part of
your site. Click Browse to identify the target of the link.

¢ An External Link allows you to link directly from the course menu to an essential web
site that you might use as a primary reference for the course. For example, if you are
teaching a meteorology course, you might want to link to NOAA’s web site to make it
easily accessible.

¢ A Module Page lets you create and link to pages in your site which can be customized to
include a variety of resources and tools. (For example: Calculator, Dictionary, To Do list,
Alerts.) You might find that the options here duplicate others already available.

Rename a menu link
Select Rename Link from the pull-down menu and enter a new name. Click the green check
mark to Save the change or the red X to cancel.

Rearrange menu links
Click the up-and-down arrow on the left of the link and drag it to where you want to move it.

'
Click, drag and releaze to move link —I Home PEQE
|

Hide / Show a menu link
Select Hide Link or Show Link from the drop-down menu on the right of the link’s name.

Hidden links are indicated by e after the link name.

.. Announcements
Create dividers
Dividers allow you to better organize your course menu

into distinct sections.

Facilitators

Course Overdiew

e (Click the + icon above the course menu and select YRRk Dividers
Create Divider. Eaiplas E:ngﬁ?

e The divider is added at the bottom of the course _ _ of course
— Discussion Board FrienU

¢ Drag the divider to where you want it by clicking BARLEREGES
the up-and-down arrow on the left. Send email

Resource Center

Tools



Create subheaders
Subheaders permit you to better clarify relationships between course menu items.

e (Click the + icon above the course

menu and select Create simEage
Subheader. Syllabus
e Type in the name of the subheader Coiise: Modiles
and click Submit. e E':}'Jl}'_lrse dquUIES
. ] Rl subheader is
The subheader is added at the created with
bottom of the course menu. Module 2 inchuded divider
® Drag the subheader to where you Module 3 an tap

want it by clicking the up-and-
down arrow on the left.
e Note that subheaders include a divider above the subheader name.

Changing button / link style
You can change the style and color of the menu links. Two types of course menu links are
available: Text and Buttons.
¢ (lick Customization in the Control Panel and select Style.
¢ In the Select Menu Style section of the page, selecting Text displays the names of the
links against a solid background color of your choice. Selecting Buttons places the text
with the color that you select in buttons.
*  When selecting text, background, and button colors, be sure to use color combinations
with adequate contrast.
¢ (Click Submit on the bottom of the page to save your changes.



Entering Your Contact Information
(formerly Faculty / Staff Information)

The Contacts area gives you a place to post faculty contact information, office hours, and a brief
bio.

1. Select Contacts from the Course Tools menu in the Control Panel.

2. Click Create Contact.

3. Complete the form. If you wish to add a photo, use a JPEG with resolution between 72
and 100 pixels per inch. (Blackboard suggests using a file no larger than 150 x 150
pixels.)

4. Click Submit.

You can also create a folder with multiple profiles.

bt



Making Your Course Site Available

Blackboard sites are automatically created for all UMS courses. By default, courses are created
as Unavailable.

Your course site will not be “populated” with your students until you make it Available. The
process that adds student to your site runs every day, and once you make the site Available your
students should appear in your site within 24 hours.

To make your site Available:

Control Panel / Customization / Properties / Set Availability / Yes / Submit

To confirm that your students have been added to site, you can check in either of two places:
¢ Grade Center (Control Panel / Grade Center / Full Grade Center)

¢ Roster (Tools in the main course menu / Roster)
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Transferring Course Material from Previous to New Blackboard Sites

Fall 2010 courses will use Blackboard 9.1. The URL for Blackboard 9.1 is:

hitp://bb9%.courses.maine.edu until August 25
http://www.courses.maine.edu after August 25 for Fall semester

If you are teaching the and transferring use this procedure...
course in... content from a site
from...
Fall 2010 Fall 2009 A
Blackboard 9.1 to Blackboard 9.1 Course
Copy
Fall 2010 Any other semester B

Export Course from Blackboard 8
and Import Package to Blackboard 9.1

Be sure to make your new site available after you move content to have your students

added to the site.
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A. Copying course materials in Blackboard 9.1
(For transferring course content from Fall 2009 course sites to Fall 2010 sites)
A. Get your new site ready

When you import material from your previous site to your new site, course menu links get
imported along with course content. This can result in a potentially confusing duplication of
menu links in your new site -- some with content and some without. As a first step, you can
remove all of the menu buttons in your new (empty) course site by selecting Delete from the
drop-down menu to right of each link. (If you decide not to remove these buttons now, you can
do so after importing your content, but at that point you will have to distinguish between menu
items with content and those without content. In Blackboard 9.1 a gray square icon to the right of
the link name indicates a content area without content.)

A note about Home Pages in Blackboard 9.1

The Blackboard Home page is the entry point for Blackboard itself, where users can access all
courses and organizations in which they are enrolled, and is selected by clicking the Home tab
along the top of the screen. A course Home Page is the default entry point in a course. Both
levels of Home Page have items that are user-editable and linked to features that you may or
may not use.

If you prefer to remove a course Home Page and use Announcements as the course entry point,
select Delete from the drop-down menu on the right of the Home Page link. To establish
Announcements as the new entry point, select Style from the Customization menu in the
Control Panel, then select Announcements from the Entry Point menu, then Submit.

B. Copy the content from your previous course site...
1. Go to the course site that you want to copy material from on the Blackboard 9.1 server

(http://bb9.courses.maine.edu), select Packages and Utilities from the Control Panel menu, and
then click Course Copy.

2. Make sure that Copy Course Materials to an Existing Course is selected in the Select Copy
type menu.

3. Click Browse to show a list of all of your Blackboard 9.1 courses. Click the radio button to the
left of the course to which you want to copy your materials. Click Submit.

4. Select the content that you want to copy. Be sure to include Settings if you customized the
course menu and other features of the course. Do not include Enrollments. Click Submit. You'll

12



see a confirmation. It may take some time for your content to be copied, depending on the size of
your previous site.

5. Your content will appear in the new course site.

o You may have some duplicated course menu links which you can remove by selecting
Delete from the drop-down menu to right of each link that you want to remove.

o If you removed the Home Page and wish to use the Announcements page as the default
course entry point, go to the Control Panel, click Style in the Customization menu, then
select Announcements in the drop-down menu for Course Entry point (section 4 of the
screen). Click Submit.

o If you copy your Discussion Board forums, all postings from your previous course will
also be copied. You can delete these by opening each forum, clicking the check box as
indicated below, then clicking Delete.

Message Actions Collect | Delete

ivi-— Click here to select all messages

=-Post your ideas here
RE: Postyourideas here
Message Actions Collect  Delete
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B. Exporting course materials from Blackboard 8 to Blackboard 9.1
(For transferring content from Spring 2010 and Summer 2010.)
A. Get your new site ready

When you import material from your previous site to your new site, course menu links get
imported along with course content. This can result in a potentially confusing duplication of
menu links in your new site -- some with content and some without. As a first step, you can
remove all of the menu buttons in your new (empty) course site by selecting Delete from the
drop-down menu to right of each link. (If you decide not to remove these buttons now, you can
do so after importing your content, but at that point you will have to distinguish between menu
items with content and those without content. In Blackboard 9 a gray square icon to the right of
the link name indicates a content area without content.)

A note about Home Pages in Blackboard

The Blackboard Home page is the entry point for Blackboard itself, where users can access all
courses and organizations in which they are enrolled, and is selected by clicking the Home tab
along the top of the screen. A course Home Page is the default entry point in a course. Both
levels of Home Page have items that are user-editable and linked to features that you may or
may not use.

If you prefer to remove a course Home Page and use Announcements as the course entry point,
select Delete from the drop-down menu on the right of the Home Page link. To establish
Announcements as the new entry point, select Style from the Customization menu in the
Control Panel, then select Announcements from the Entry Point menu, then Submit.

B. Export the content from your previous course site...

1. Go to the course on the Blackboard 9.1 server from which you want to move your materials
(http://www.courses.maine.edu) and click Control Panel.

2. Click Export Course (bottom of the screen) and select everything you want to export. Be sure
to click Settings if you have customized anything in the menu, tools, etc. of the course site. Do
NOT click Enrollments. Then click Submit.

NOTE: This may take a while, depending on how much material you have in your course site. If
you see a message to the effect that “no packages exist for this course,” check back after waiting

a while. Click Export Course again and you will see a link that looks something like this:

ExportFile W4567 A 081 20080424024157.zip

14



3. Click the link to save the resulting file to your computer. (It's a ZIP file with a name that will
look something like this: ExportFile_W4567_A_081) Don't open this file or do anything with it.

C. Then import the content into your new site...
1. Go to your new site on the Blackboard 9.1 server (http://bb9.courses.maine.edu), select

Packages and Utilities from the Control Panel menu, and then click Import Package / View
Logs.

2. Click Import Package, then Browse and find the file you exported.

3. Select the content that you want to import and click Submit. You'll see a confirmation. It may
take some time for your content to be imported, depending on the size of your export file.

4. Your content will appear in the new course site.

o You may have some duplicated course menu links which you can remove by selecting
Delete from the drop-down menu to right of each link that you want to remove.

o If you removed the Home Page and wish to use the Announcements page as the default
course entry point, go to the Control Panel, click Style in the Customization menu, then
select Announcements in the drop-down menu for Course Entry point (section 4 of the
screen). Click Submit.

o If you copy your Discussion Board forums, all postings from your previous course will
also be copied. You can delete these by opening each forum, clicking the check box as
indicated below, then clicking Delete.

Message Actions Collect  Delete

E-Post your ideas here
FE: Postyourideas hera
Message Actions Collect | Delete
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Posting announcements

Course Announcements provide the opportunity to welcome students to the course site and help
them through the important first steps in getting started. Posting an initial message a week or so
before the course begins goes a long way to assure students — especially those taking exclusively
online courses — that they really aren’t on their own. Regular updates and reminders are useful in
keeping students on task and current — and can be especially useful in getting the word out about
course schedule changes and/or class cancellations due to illness and weather.

1. In Edit Mode, click Announcements in the main menu (or select Announcements from
the Course Tools menu in the Control Panel) and click Create Announcement.

2. Enter a Subject and the Message.

3. By default, the announcement appears immediately after posting and remains
indefinitely. New announcements go to the top of the list.

4. You can customize when the announcement is displayed in the Options section of the
screen. Permanent announcements remain displayed unless date and time restrictions are
entered. Permanent announcements appear above announcements that are not Permanent.

5. You can send the announcement as an e-mail message to everyone in the course.

6. You can also add a link to another part of the course using the Course Link option.
Browse to find the document or area to which you want to link. This is useful if calling
students’ attention to newly-available course material.

7. Click Submit.

8. You can rearrange the order of announcements by clicking and holding down the mouse
button on the up-and-down arrow to the left of each announcement and dragging it to
where you want it to appear in the list.

16



Setting Up and Using Discussion Boards

Blackboard’s Discussion Board is one of the most widely-used features because of its potential
for connecting faculty and students asynchronously.

Accessing Discussion Boards

You can access Discussion Boards in two ways:

e  From the main course menu, click Discussions. You will be brought to the entire class
Discussion Board.

e Through the Control Panel, click Discussion Board in the Course Tools menu. You
will see a list of all Discussion Boards in your course site -- both the “‘entire class”
Discussion Board, identified by the course ID (in the example below, W7890_A_072),
and group Discussion Boards).

Setting Up Discussion Board Forums

1. Click the Discussions link in the course menu, and then click Create Forum. (You can
also create a forum within a content area by selecting Discussion Board under the Add
Interactive Tool drop-down menu, and then clicking Create New Forum.)

2. Give the forum a name. Use the Description box to describe the discussion task to your
students.

3. You can make the forum available immediately or create it and make it available within a
specified window of time. Choose Yes or No for Available, then select date and time
restrictions if desired. (You must have Yes checked for Available if setting date and time
restrictions.)

4. Choose the settings in the Forum Settings menu. Suggestions for some of the major
options are below:

= Allow Anonymous Posts. Useful for sensitive topics or formative evaluation but many faculty prefer
that students “own” their posts.

=  Allow Author to Delete Own Posts. Recommended setting: Only postings with no replies. (If you
grade student participation, if a student removes replies to his/her own posting, the record of other
students’ participation is also removed.)

=  Allow Author to Edit Own Published Posts. May allow students to change a posting after you grade it.

=  Allow Post Tagging Allow students to add keywords to make topics more easily searchable.

=  Allow Users to Reply with Quote. Allows users to include (and edit) the text of the original message
in any replies to that message. This is enabled by default.

=  Allow File Attachments. Useful, but remind students to scan documents for viruses before posting.

= Allow Members to Create New Threads. If not selected, students can only post by replying to other
postings.

=  Allow Members to Rate Posts. Allows students to review their peers’ work and rate it.

=  Force Moderation of Posts. Moderated postings must first be reviewed by the faculty or an appointed
moderator, who then decides whether or not to “publish” them. Useful if you first want to review
students’ work before making it available to the entire class.

= Grade. Grading of forums or threads is linked to the Grade Center.

17



5. Click Submit. The forum appears as a link. You can re-order the forums using the up-
and-down arrows to the left of each forum name.

Posting messages to a forum (as Threads)

Click the name of the forum.

Click Create Thread.

Enter a Subject and your message.

Click Submit. (You can also use Save a draft if you want to come back and finish it
later before posting it.)

el NS

Reading messages in a forum

First be sure to click Show All or Edit Paging to show all available forums.
Show All | Edit Faging. ..

Click on the forum name to open the forum. There are two possible views of the forum: Tree
View and List View (selected using buttons in the upper right of your screen).

List View = Tree Yiew

ﬁ Forum: Why is the sky blue? el Rl

List View displays only the Threads (usually, the main topics of the discussion). To view replies
to a thread, click the name of the thread.

Thread Actions Collect | Delete

|:| ¥ Date 2~ Thread Author Status Unread Posts Total Posts
| SIEM010:32AM  Why s the sky blue? Glenn LeBlanc  Published 0 4
| SIS 010:35 AM Whyis the ocean blue? Glenn LeBlanc  Published 0 4

Thread Actions Collect | Delete

Tree View allows you to get a “bird’s eye view” of the entire forum. Note the + sign to the left
of each thread name. Click Expand All to display all replies to the thread, and Collapse All to
return to the initial view.

] H-Why is the sky blue?
Fl E-Why is the ocean blue?
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Message Actions Collect  Delete

=-Why is the sky blue?
=-EE Wby is the sky blue®
RE: ¥hy is the sky blue?
RE:WWhy is the sky blue?

=-Y¥hy is the gcean blue?

=-RE Wby is the acean hlue?

RE: Wty is the acean hlue?

i O B R

RE:Why is the acean hlue?

When you click on the link for a message, a
screen is displayed which shows the
overview of the thread above and the text of
the message below.

To read the messages in a Thread, click
their individual links (above) or click the <
(previous) or > (next) icons in the bottom
panel to navigate through the messages.
When you reach the end of the thread you
will no longer see the Next Message (>)
arrow. Click the Move to Next Thread
arrow above the message to advance to the
next thread.

Replying to messages

Search Collapse All Expand All

Glenn LeBlanc SraM010:32 AM
Glenn LeBlanc S50 10:34 AW
Glenn LeBlanc 57510 10:35 AM
Glenn LeBlanc SEM010:34 A
Glenn LeBlanc 875110 10:35 AM
Glenn LeBlanc SaM010:36 AM
Glenn LeBlanc S/5M10 10:36 AM
Glenn LeBlanc SraM010:37 AM

Wihy is the sky blua? 2

Total Posts: 4 Unread Posts: 0

Message Actions Collect
[l
F g- Why is the sky blue?
F = BE: ¥Why is the sky blue?
Ll RE: Why iz the sky hlue?
Fi RE: YWhy is the sky blue?
Message Actions Collect

RE: Why is the sky blue? 1

1. Click Reply in the message to which you are replying.
2. The original Subject appears in the Subject: line. Enter your message. (Do not click Save
Draft.) To review the message you are replying to while composing your reply, click

View Original Post.

1

Mote that no Move

to Next Message amow
is available, indicating
that you hawve reached
the end of the Thread.

2

Use the Move

to Mext Thread arrow to
advance to the next
Thread.

3. Click Submit. The reply appears indented below the original message. (The original

message and all replies are a Thread.)

Managing messages

In List View, you can sort the messages in the default view of the forum by Author, Date, or
Thread by clicking on the appropriate column heading. Toggling switches the sort order (most

recent/oldest, A-Z/ Z-A, etc.)

You can use the Collect feature to show all of the messages on a single scrollable screen.
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Start by individually selecting the messages you want to read, or click the box on top of the

screen to select all postings at a single click (or Select All when viewing an individual thread).
Click Collect.

Create Thread Subscribe

Message Aclions Collect  Deleta

Click to select all — B

messages at one time ] S-thread 1
] BE thread 1
] test new thread

Message Acions | G u{ﬁ:l_; Delete

You can sort the messages in the Collect view of the forum by thread order, author’s first/last
name, date, and subject, and in either ascending or descending order by selecting the
appropriate sort type from the Sort by: pull-down menu.

Surtmrl Thread Or@ Order ¥ Descending

Author's Cast Mame
Author's First Wame
Suhject

] Drate
w Thread Order

You can filter by Author, Status (whether or not the posting has been published), and Read
Status (Show All, Read, Unread). (Click the Filter button to show Filter options.)

Author| Select Al

v|5tatus|5hnw Al |Read Status | Show All V|TEQS|Sth All V| G0
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Sending Email

E-mail is the best choice for private communication. You and your students can use
Blackboard’s Send Email tool to send e-mail messages from a course site.

¢ Although you can send e-mail from Blackboard, there is no place in Blackboard to check
e-mail. Check e-mail in your regular e-mail account. You can check your University
(@maine.edu) e-mail using a Web browser by going to http://mail.maine.edu/, clicking on
the appropriate option under Web Access to Mail (UMS Webmail or gmail), and logging in
with your e-mail username and password.

e All e-mail addresses listed in Blackboard are @maine.edu accounts. If you wish to receive
your e-mail at another address (roadrunner.com, etc.), forward mail from your “@maine.edu”
account to the account you want to use by selecting “Change the destination of email sent to
your @Maine.edu address” at http://mail.maine.edu/. Be sure to have your students do this,
too.

Sending E-mail from Blackboard

1. To send e-mail, click Tools, then Send Email (or click Send Email in the Course Tools
menu in the Control Panel).
You’ll have to decide to whom you want to send the message. Most commonly-used
options are:
e All Users — all students, faculty, and teaching assistants
¢ Single / Select Users — allows you to select individual names (click
the name in the left-hand Items to Select column, then click the > to
move the name to Selected Items column. (To select multiple names,
click the names while holding down the Control key.)
2. Enter a subject and your message.
3. If you want to add attachments, click Attach a file, then Browse, and find the file you
want to attach.
4. Click Submit to send the message. A copy is automatically sent to your own e-mail
address.

The subject of the e-mail message will contain the course ID of your course site, enabling
you to identify the source of the e-mail.
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Working with Groups

The Groups tool allows more focused small group discussion among a smaller number of
participants, helping to reduce some of the concerns in using the public (whole-class) Discussion
Board. This option is useful for team projects requiring private communication, as the group’s
work is visible only to members of that group. (For example, a faculty member teaching a
management class used small groups for competing teams developing business plans.)

The Group creation process has been streamlined in version 9. In version 9 you can create single
groups or group sets. Group sets allow you to set up multiple groups for a project all at the same
time. So, say you wanted six groups for your “Developing a Business Plan’ or “Reacting to Jane
Eyre” project. In Blackboard 8 you had to create these six groups one at a time. In Blackboard 9
you create a Group Set — all six at once!

Group enrollment has also been streamlined. You can manually enroll students in groups as in
Blackboard 8, or you can allow students to self enroll, or you can add students to groups
randomly.

There are also options to allow students to create their own groups and edit student-created
groups.

Creating a Single Group

1. Click Groups in the main course menu or select Groups from the Users and Groups
menu in the Control Panel.

2. Click Create Single Group. Select either Self-Enroll or Manual Enroll.
3. Enter a Name and Description for the group.

4. Set the group’s availability: No, Yes, Sign-up Sheet Only (allows students to sign up for
the group even if it is not available if you selected the Self-Enroll option.)

5. Click the Tools that you want the students to be able to access in their group. As in
Blackboard 8, if you select Discussion Board, one forum will automatically be created in
each group.

6. Steps for enrolling students are different depending on whether you selected Self-Enroll
or Manual Enroll.

¢ Self-Enroll groups. Students will sign themselves up for the group using a sign-up
sheet that they access when they click on the Groups link in the course menu. Enter a
name and instructions for the Sign-up Sheet. Enter a maximum number of members
and decide if you want to check Show Members (making it possible for students to
see other group members before they sign up.) Leave Allow students to sign-up
from the Groups Area checked. Click Submit when you’re finished.
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e Manual Enroll groups. In the Membership area, click on the students’ names in the
Items to Select box, then click the right arrow in the middle to put the students into
the group. (Hold down the Control key and click multiple names to add more than
one student at a time.) Click Submit when you’re finished.

Creating a Group Set

1.

2.

Click Create Group Set. Sclect either Self-Enroll, Manual Enroll, or Random Enroll.

Enter a Name and Description for the group set. (Each group in the set will be numbered
sequentially.)

Set the group’s availability: No, Yes, Sign-up Sheet Only (allows students to sign up for
the group even if it is not available if you selected the Self-Enroll option.)

Click the Tools that you want the students to be able to access in their group.

Steps for enrolling students are different depending on whether you selected Self-Enroll,
Manual Enroll, or Random Enroll.

Self-Enroll group sets. Students will sign themselves up for the group using a
sign-up sheet. Enter a name and instructions for the Sign-up Sheet. Enter a
maximum number of members and decide if you want to check Show
Members (making it possible for students to see other group members before
they sign up.) Leave Allow students to sign up from the Groups Area
checked. In the Group Set Options area, enter the number of groups that you
want to create. Click Submit when you’re finished.

Manual Enroll group sets. After entering the name and the number of groups
you want to create, click Submit. Filter available group members by clicking
one or both options. (Clicking Remove Members already in a Group from
the Available Members List will prevent assigning a student to multiple
groups.) In the Group Set Enrollments area, click Expand All / Collapse All
to show / hide details for all groups. To assign students to groups, click on the
students’ names in the Items to Select box, and then click the right arrow in
the middle to put the students into the group. (Hold down the Control key and
click multiple names to add more than one student at a time.) You can delete a
group or add additional groups here. Click Submit.

Random Enroll group sets. In the Membership area, decide how the
number of groups should be determined (Number of Students per Group or
Number of Groups) and how to enroll any remaining members. If you select
Manually add the remaining members to groups, you will see a screen
where you can add students manually by clicking on the students’ names in
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the Items to Select box, and then clicking the right arrow in the middle to put
the students into the group.

Allowing Student-Created Groups

You have the option of giving students the capability to create their own groups, making it easy
for them to work with peers.

Click Groups in the main course menu or select Groups from the Users and Groups
menu in the Control Panel.

Click Group Settings to allow students to create their own Self-Enrollment Groups from
the Groups page and to allow students to edit the name, description, and maximum
number of students able to join their groups.

Students can create their own groups by clicking Tools in the course menu, then Groups,
or by clicking any Groups link set up by the faculty (Small groups, Group projects,
etc.), then clicking Create Group, naming the group and adding an optional description, a
sign-up sheet name, and the maximum number of members.

Accessing groups

Click Groups in the main course menu or select Groups from the Users and Groups
menu in the Control Panel.

Click the link to the group.
The group page appears, including a list of available tools and group members.

Students access their groups from the My Groups menu below the course menu.
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Journals

Journals are a self-reflective tool for students. Only the student and the Instructor are able to
Comment on individual Journal Entries. However, Journals can be made public by the Instructor
to allow other enrolled users to read the entries.

If a Journal is set up as one of the available tools in a Group, Group Journals can be viewed and
edited only by members of the group.

Instructors can remove journal entries and comments posted by any user.

If a student is removed from the course, the student’s Journal will be deleted. All Journal entries
and Comments are deleted.

A Journal consists of:
e Journal Entries: Text, images, links and attachments posted by individual students.
e Comments: Remarks or responses to Journal Entry made by the Instructor.
Accessing the Journals page

Click the Tools link in the main course menu, then click Journals. (Or select Journals from the
Tools menu in the Control Panel.)

The Journals page lists all Journals, their visibility, last date modified, and the number of
entries. Adjust the number of listings on a page with either Show All or Edit Paging...

® You can control the availability of a Journal with the Availability menu.
e To delete a Journal, click the box next to its name and click Delete.

e To edit or delete a Journal, use the drop-down menu to the right of the Journal’s name.

Creating a Journal

¢ C(Click Create Journal on the Journals page (accessed from Course Tools in the Control
Panel) or select Journal from the drop-down menu of the Add Interactive Tool button
in a course content area.

¢ Enter a name and instructions for using the Journal.

¢ C(lick Yes for Journal Availability to make the Journal available. You can set Display
After and Display Until dates and times.

e Determine how to index the journal entries (Monthly or Weekly).
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e Set deletion / viewing policies.

o Allow Users to Edit and Delete Entries allows individual students to edit and
delete entries in their own journals and to edit and delete only their own entries in
group journals.

o Allow Users to Delete Comments allows individual students to delete comments
in their own journals and to delete only their own comments in group journals.

o Permit Course Users to View Journal allows all students and others with access
to the course site (Teaching Assistants, Graders) to view the journal.

e (Click Submit.

Group Journals

Group Journals allow students in groups to reflect collaboratively and comment on their fellow
group members’ entries. To maintain privacy, group members may add journal entries
anonymously.

Posting to a Journal
¢ (Click Create Journal Entry to compose your entry.

¢ (lick Post Entry to add your entry to the journal.

e To post a journal entry comment, click Comment on the bottom right-hand side of the
entry, compose your comment, then click Add.

Finding Journals or Journal Entries

¢ For Individual Journals, use the More Journals option on the right to view a particular
person’s Journal. For Group Journals, use the View Entries by: option to find entries by
All or particular group members.

e Use the Index option to select entries by date posted (either week or month, depending
on how the Journal was configured).
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Blogs

Blogs are an open communications tool for students to share their thoughts. (The term “blog” is a
contraction of “web log.”)

A Blog consists of:

¢ Blog Entries: Text, images, links and attachments posted by students and open for
comments.

¢ Comments: Remarks or responses to Blog Entries made by others.
There are three different types of Blogs:

e Course Blogs: All enrolled users are able to post Blog Entries. All enrolled users can
post Comments to Blog Entries. The Instructor can edit and delete Blog Entries. The
Instructor can delete Comments.

¢ Individual Blogs: Only the owner of the Blog is able to post Blog Entries. All other
users enrolled in the Course are able to view and add Comments. When you create an
individual blog, a blog with the name you assign it will be created for each student in the
class.

¢ Group Blogs: All members enrolled in the Group are able to post Blog Entries or make
Comments on Blog Entries.

Users removed from the course will not have access to any Blogs. If users are removed from
the course after Individual Blogs have been created, all their posts and comments will be
deleted. If users are removed from a Course after Course Blogs have been created, all their
posts and comments will be retained, but the name of the poster or commenter will be
changed to "Anonymous."

Creating Course and Individual Blogs
There are two different ways to create Course and Individual Blogs:
¢ On the Blogs page. Go to the Blogs page by selecting Blogs from the Course
Tools menu in the Control Panel (or by clicking Tools menu on the main course

menu and clicking Blogs).

¢ From a content area. Select Blog from the Add Interactive Tool drop-down
menu. Click Blog.

Setting up the blogs:
¢ Enter a name and instructions for using the Blog.

¢ C(lick Yes for Blog Availability to make the Blog available. You can Display
After and Display Until dates and times.
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e Select the Blog Type and whether or not to allow Anonymous posts.
o Individual to All Students
o Course

® Determine how to index the blog entries (Monthly or Weekly)

e Set the edit and delete options.

= Allow Users to Edit and Delete Entries allows individual
students to edit and delete entries in their own blogs and to edit and
delete only their own entries in course and group blogs.

= Allow Users to Delete Comments allows individual students to
delete only their own comments in any blog.

e (Click Submit.

Creating Group Blogs
When creating a group, if you select Blogs under Tool Availability, a group blog will
automatically be created with the Group name as the Blog name.

Getting to a Blog
You can access blogs in more than one way:

e From a content area in which you created the blog.
¢  From the main course menu (Tools / Blogs / click on the blog name)
¢  From the Control Panel (Course Tools / Blogs / click on the blog name)

¢  From a Group (access to that group’s blog only). Click Groups in main course menu,
click the group name, and select Group Blog in the Group Tools area.

Posting to a Blog
¢ C(Click Create Blog Entry to compose your entry.
¢ (lick Post Entry to add your entry to the blog.

¢ To post a blog entry comment, click Comment on the bottom right-hand side of the
entry, compose your comment, then click Add.
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Finding Blogs or Blog Entries

¢ In Individual Blogs, use the More Blogs option on the right to select Blogs by a
particular person. In Course and Group Blogs, use View Entries by: to select entries by
All or particular individuals / group members.

e Use the Index to select entries by date posted (either week or month, depending on how
the blog was set up).

Managing the Blogs Page

The Blogs page is the central place where you can access all three types of blogs and edit
settings of and delete Individual and Course Blogs.

Click the Tools link in the main course menu, then click Blogs. (Or select Blogs from the Tools
menu in the Control Panel or, if you have set up a link to a Blog in a content area.)

The Blogs page lists all Blogs, their types, last date modified, and the number of entries. Adjust
the number of entries on a page with either Show All or Edit Paging...

® You can select which types of Blogs are displayed with the Display Blogs menu: All
Blogs, My Blogs, Course Blogs, Blogs Permitting Comments Only.

® You can control the availability of a Course or Individual Blog by checking the box to
the left of the name and selecting either Make Available or Make Unavailable from the
Availability drop-down menu.

e To edit or delete a Course or Individual Blog, use the drop-down menu to the right of
the Blog’s name.
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Wikis

Wikis are used to create a collaborative space within the course where all students can view,
contribute, and edit content. Wikis are different than blogs and journals because multiple
participants can edit the same page(s) in the wiki. The Wiki maintains an ongoing log of all
participation and a history of each page.

Creating Wikis

There are two different ways to create Wikis:

On the Wikis page. Go to the Wikis page by selecting Wiki from the Course
Tools menu in the Control Panel (or by clicking Tools menu on the main course
menu and clicking Wikis). Click the Create Wiki button.

From a content area. Select Wiki from the Add Interactive Tool drop-down
menu. Click Create New Wiki. The wiki will then appear highlighted in the list
of wikis to select. Click Next, then use the text box for optional instructions.
Finally, set availability options for the link.

Setting up the Wiki

Enter a name and optional instructions for using the Wiki.

Click Yes for Wiki Availability to make the Wiki available. You can change the
Display After and Display Until dates and times.

Select the Wiki Participation type (Open or Closed to Editing).
Select a grading option and add points possible if grading the Wiki.

Click Submit.

Getting to a Wiki

You can access wikis in more than one way:

e From a content area in which you created the Wiki.

¢  From the main course menu (Tools / Wikis / (click on the name of then wiki)
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e From a group if Wiki was selected as a tool option when the group was created. Only
group members can access the group wiki.

Posting to a Wiki (Adding Wiki Pages, Adding and Editing Content, and adding Comments)

* Any course member can add new wiki pages. The first person to enter the wiki space will
have to add the first page. Click Create Wiki Page to add a new page.

¢ C(Click Edit Wiki Content to compose your entry. Edit the original content and click
Submit. Blackboard maintains a record of every edit made.

e To post a comment, click Comment on the bottom right-hand side of the entry, compose
your comment, then click Add.

Use the navigation area (list of page names) on the right-hand side to access the different pages
of the wiki. By selecting History from the pull-down menu to the right of each page name you
can view the edit history of the page.

Click the Participation Summary button to review participation records for the entire class.
Here you can view contributions by individual students.
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Using the Collaboration tools

The Collaboration tools can be an effective way to conduct "live,” real-time conversations
(“virtual chats” / “instant messaging’). Online chats have been used for office hours, small group
project work, tutoring sessions, and exam reviews.

Two options are available:
= Chat — online chat (text-based messaging)
= Virtual Classroom — an online chat with additional tools for drawing, opening web
pages, and presentations.

Creating Collaboration Sessions
You can post a link for a Collaboration session in advance by creating a link which includes the
date and time of the session.

1. Select Collaboration from the Tools menu in the Control Panel.

2. Click Create Collaboration Session.

3. Give the session a name (replace the default course ID) and enter start and end dates and
times. Be sure to make the session available by clicking Yes.

4. Select the tool you wish to use: Chat or Virtual Classroom.
5. Click Submit.

6. You can use the drop-down menu to the right of the Session name to Edit or delete the
session.

Using Chat
Most faculty who use the Collaboration tools use only the most basic text-based tools of the
Chat. (As UMS gradually adopts GoogleMail as the standard for staff and students, GoogleTalk
might be a better option for synchronous chat.)
1. To access a Chat session, click Tools in the course menu, and then click Collaboration.
2. To enter a session, click the session name, which is an active link. You’ll be prompted to

download and install a Java plug-in the first time you launch the Chat. Follow the
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instructions and prompts on the screen. (If you use Safari on a Macintosh computer, be
sure to disable Pop-Up Window Blocking.)

3. You’ll see this screen when you enter a session.

&Blackboard Chat <gleblanc> oy ] 24|

BLI EH wiew 23 controis [Heolear 3 End Office Hours {Moderator) ’@@@@

Participants(z) TR G | p——
Glenn LeBlane @
Martha Blackioard

l=ft the session] nov 24

L ﬁ 1 ~|if [Glenn LeBlanc joined the session]
=] [Elenn LeBlanc l=ft the session] Hav
i [clenn LeBlanc joined the session] Hax EET

[Glenn LeBlanc started archiving] na

[Glenn LeBlanc left the session] Haw
i [Martha Blackboard joined the session]

il [Glenn LeBlanc joined the session] o

Glenn LeBlanc: Hi Martha oy 25, 2003 3
mMartha Blackboard: Hi. How are you? I have a couple of questions about

S yesterdaw's class, Hov 25, 2003 3:19:41 PH EST

‘) Glenn LeBlanc: Sk, I'll try my best.. How 25, 2603 322004 PR ES

€ Compose B Send

i Userinfo B Private Message 6

:|Joined session successfully. |

Java spplet Window

4. Type your message into the Compose field and click Send. The discussion appears in the
window.

The Virtual Classroom option adds additional capability to a chat session:
¢ Course Map — allows participants to view a document in the course; click on any part of
the course map to show it in the shared window
e Whiteboard — allows use of tools for drawing and creating simple graphics
Group browser — allows participants to view a web site in the shared window
¢ Ask Question / Question Inbox — allows participants to ask questions either publicly or
privately; questions are cued in the Inbox.
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Course Files

Course Files provides central file storage for a course. Instructors can link to any of these items
when creating content for the course. When an instructor changes an item, all links to the item in
the course reflect those changes.

Getting to the Course Files Area

Click Files in the Control Panel. Click the course ID link. (It will look something like
12345_A_111.)

Uploading Files and Folders of Files

¢ You can upload files individually, multiple files at one time, or folders containing
multiple files. Uploading multiple files and folders requires the Java plugin, version 1.5
or later. If the plugin is not available, use the single file option to add files one at a time.

e Click the Upload button. Select Upload Files from the menu.

¢ You can either click Browse to locate and upload the file(s), or you can simply drag and
drop the file(s) into the box where indicated.

e After adding files to the list, click Submit to upload the files.

e If an upload fails, click Undo to remove all uploaded files and return to the parent folder.

e The files are now available to be added to a content area or attached to discussion board
postings, emails, etc.

e The list of uploaded files may extend beyond what is viewable on the default screen. Use
the Show All / Edit Paging buttons to modify the number of files visible.

Uploading a Package

Select Upload Package from the Upload menu to upload and unpackage a ZIP file.

Creating a Reusable HTML Object

You can create a document using Blackboard’s text editor and additional tools to incorporate
media, and then save the file for use in one or more places in your course site.

¢ Click Create HTML Object.
e Provide a name for the file, compose your text, and then click Submit.
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Creating a Folder

e You can create and use folders to help organize your content area.

¢ C(lick Create Folder. Provide a name for the folder and click Submit.

e Be sure to click on the folder name or icon to open the folder in order to upload
documents to the folder.

Viewing Files and Folders
Two options are available for viewing the Course files and folders:

e View List

e View Thumbnails

¢ Any action that can be performed on a file or folder in the List view can also be
performed in the Thumbnails view.

e The default view is the List view, which has standard small icons in the File Type
column. To view larger thumbnail icons of each item, click View Thumbnails at the top
of the screen. Use the slider to change the size of the thumbnails. The selected view will
remain in effect until the user changes the view.

e To view more information about a file, click its thumbnail.

e To view the contents of a folder, click its thumbnail or name.

Item Actions

One or more items can be selected for copying, moving, or deleting at the same time. Each item
has a contextual menu (click the pull-down menu to the right of the item’s name) that provides
access to the following actions:

¢ Open: Preview the content in the browser.

e 360 degree View: Display detailed information about an item.

e Edit: Change the name of the item.

¢ Overwrite File or Overwrite Reusable Object Content: Upload a different file to
replace the current file or edit the reusable object data to replace the current content. For
files, the new file will be assigned the same name as the one that it is replacing.

« Download Package: Compress the items into a ZIP package that can be saved to a local
drive.

¢ Copy: Copy the item to another location.

e Move: Move the item to another location.

¢ Delete: Permanently remove the item. Any links to the item in the Course will be broken.

e Permissions: View and manage permissions assigned to the item.
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Attaching Files in the Course Files Area to Content Areas of Your Course Site

¢ Once you have uploaded your files, you will want to attach them to documents in content
areas such as Information, Content, Assignments, etc.

¢ Qo to the content area from which you want to link to the file.

¢ Click Build Content and choose the appropriate content type (Item, File, Audio, Image
or Video).

e To attach a file, click Browse Course. Click the document(s) that you wish to attach and
then click Submit.
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Posting Content

You can post different types of content to Blackboard’s content areas:

Item. Usually text that you type directly into Blackboard as the primary content or as a
explanatory text to accompany a file that you can attach from either your computer or
your course’s Course Files area.

File. A link to a file that you upload from either your computer or your course’s Course
Files area. There is no option to add explanatory text. You can choose to open the file in a
separate window.

Audio. Files in various formats (aiff, .asf, .moov, .mov, .mp, .wav, .wma, .wmv) with the
option to add a transcript for people who cannot hear the audio.

Image. JPEG and GIFF files.

Video. Files in MPEG/AVI, QuickTime, or Flash/Shockwave formats.
URL. External links to sites on the web.

Course Link. A link to another part of your course site.

Lesson Plan and Syllabus. Templates for creating a lesson plan and syllabus directly in
Blackboard.

Learning Module. Template for combining a variety of content types into a module,
with the option of requiring students to complete the module in a linear, step-by-step
fashion.

Posting an Item

1.

While in Edit Mode, click the menu button for the area to which you want to add the
content.

Click Build Content, then select Item from the Create menu.

Enter a name for the document.

In the Text box, enter a description of the document (optional). Some faculty use this area
for the actual document text. If you do this, be sure to save an electronic version of

whatever you enter here. Other faculty use this area for explanatory text to accompany an
attached document.
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In the Attachments area, click Browse My Computer to upload your file from your
computer or Browse Course to upload your file from your course’s Course Files area if
you have previously uploaded your file.

6. Set Options:

¢ To make the content available immediately, click Yes for Permit Users to View
the Content Item.

e Track Number of Views allows you to find out who is accessing or not accessing
your documents.

e In the Select Date and time Restrictions area, you can set a “window” of time
within which the document will be visible (useful if posting problem solutions or
take-home exams.) If you use this area you must check Yes for Permit Users to
View the Content Item. If you do not want to use date restrictions, leave the
Display After and Display Until boxes unchecked.

7. Click Submit.

8. As afinal check, you can view your document the way students will see it by clicking on
the course menu link for the content area to which you posted the document or clicking
Edit Mode (top right) to OFF. Click the link to the document to view it.

Posting a File
1. While in Edit Mode, click the menu button for the area to which you want to add the

content.
Click Build Content, then select File from the Create menu.
Click Browse My Computer to upload your file from your computer or Browse Course
to upload your file from your course’s Course Files area if you have previously uploaded
your file.
Enter a name for the file (required).
Select a color for the name (be sure to use colors that contrast with the background).
Determine whether or not to open the file in a New Window.
Set Options:

¢ To make the content available immediately, click Yes for Permit Users to View

the Content Item.
e Track Number of Views allows you to find out who is accessing or not accessing

your documents.
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e In the Select Date and time Restrictions area, you can set a “window” of time
within which the document will be visible (useful if posting problem solutions or
take-home exams.) If you use this area you must check Yes for Permit Users to
View the Content Item. If you do not want to use date restrictions, leave the
Display After and Display Until boxes unchecked.

8. Click Submit.
9. As a final check, you can view your file the way students will see it by clicking on the
course menu link for the content area to which you posted the document or clicking Edit
Mode (top right) to OFF. Click the link to the document to view it.
Posting Audio Files

[Note: Uploading the file(s)to a streaming server may be a better option if file sizes are large in
order to avoid quickly reaching your course disk space quota.]

1.

While in Edit Mode, click the menu button for the area to which you want to add the
audio content.

Click Build Content, then select Audio from the Create menu.

Click Browse My Computer to upload your audio file from your computer or Browse
Course to upload your file from your course’s Course Files area if you have previously
uploaded your file.

Enter a name for the file (required).
Select a color for the name (be sure to use colors that contrast with the background).
You can upload a transcript of the audio file for people who cannot hear the audio.

Select options for Autostart and Loop. (If you are not putting the audio file in a folder,
set Autostart to No to prevent the audio from playing when the page is opened.)

Set Options:

* To make the audio content available immediately, click Yes for Permit Users to
View this Content Item.

e Track Number of Views allows you to find out who is accessing or not accessing
your documents.

e In the Select Date and time Restrictions area, you can set a “window” of time
within which the document will be visible (useful if posting problem solutions or
take-home exams.) If you use this area you must check Yes for Permit Users to
View the Content Item. If you do not want to use date restrictions, leave the
Display After and Display Until boxes unchecked.
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0.

Click Submit.

10. As a final check, you can view your file the way students will see it by clicking on the

course menu link for the content area to which you posted the document or clicking Edit
Mode (top right) to OFF. Click the link to the document to view it.

Posting Video Files
[Note: Uploading the file(s)to a streaming server may be a better option if file sizes are large in
order to avoid quickly reaching your course disk space quota.]

1.

While in Edit Mode, click the menu button for the area to which you want to add the
audio content.

Click Build Content, then select Video from the Create menu.

Click Browse My Computer to upload your audio file from your computer or Browse
Course to upload your file from your course’s Course Files area if you have previously
uploaded your file. Select Browse Mashups to add YouTube video.

Enter a name for the file (required).
Select a color for the name (be sure to use colors that contrast with the background).

Select options for Dimensions, Autostart and Loop. (If you are not putting the audio file
in a folder, set Autostart to No to prevent the audio from playing when the page is
opened.)

Set Options:

¢ To make the audio content available immediately, click Yes for Permit Users to
View this Content Item.

e Track Number of Views allows you to find out who is accessing or not accessing
your documents.

e In the Select Date and time Restrictions area, you can set a “window” of time
within which the document will be visible (useful if posting problem solutions or
take-home exams.) If you use this area you must check Yes for Permit Users to
View the Content Item. If you do not want to use date restrictions, leave the
Display After and Display Until boxes unchecked.

. Click Submit.

As a final check, you can view your file the way students will see it by clicking on the
course menu link for the content area to which you posted the document or clicking Edit
Mode (top right) to OFF. Click the link to the document to view it.

40



Posting External Links (URLs)

Being able to post direct links to web sites not only provides ready access to Web-based
resources, but it is a convenient way to comply with copyright restrictions that might limit how
you can make a document available.

Depending on how you use them in the course, you can post External links in different places:

e Post links of a general nature that might be useful throughout the course in a Web Links
area in the main course menu.

e Post links specific to a weekly unit / module within the folder for that unit.

The procedure for adding external links is the same for both places:

1. Click the menu item to which you want to add external links.

2. From the Build Content menu, select URL.

3. Enter a Name for the link, the complete URL (for example, http://www.myschool.edu),
and a description. (Suggestion: Copy the URL from the address field of your browser
and paste it into the URL field in Blackboard. This saves typing and minimizes mistakes.)

4. You can use the Text box for explanatory material.

5. You can add additional documents and set options for how students will view the link.

e If you launch the link in a new window, it’s possible for students to view the link and your
Blackboard site in separate windows. This is helpful if they are completing an assignment posted
in Blackboard.) The trade-off is an accessibility issue. Launching a new window loses the history
and back button functionality which is a challenge for screen readers.

® You can also set a time period within which to make the link and any associated
content available, as with posting documents.

6. Click Submit.

Adding a Folder and Posting Documents in the Folder

1. While in Edit Mode, click the menu button for the area to which you want to add the
content.

2. Click Build Content and select Content Folder from the New Page menu.
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Give the folder a name and an optional description. You can set date and time restrictions
for a folder as you can for a single document. Click Submit.

Access to all documents in the folder is controlled by the time and date restrictions for the
folder itself, so you do not have to set access for every document individually. This is
useful if you want to easily make an entire “Weekly Unit” folder or similar collection of
documents available only at a specified time.)

Click on the link to the folder and continue to add content to the folder, starting with
Build Content, as above.
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Using the Grade Center

The Grade Center provides a secure way to inform students of their progress. The Grade Center
can contain grades for assessments you create and administer in Blackboard (such as tests and
quizzes), and for other assessments such as research papers, projects, etc.

Accessing the Grade Center

1. Under Grade Center in the Control Panel select Full Grade Center. (Note options to
display Full Grade Center, Assignments only, or Tests only.)
2. Notice a new feature in Blackboard 9: Edit Rows Displayed (bottom right). Click to
adjust how many rows of students you want to show on the screen. (Maximum is 50.)
Adding Grade Columns
1. Click Create Column. (Note: The Grade Center columns are automatically added for
tests, quizzes, and surveys created through the Test or Survey manager, and for
assignments using the Assignment tool.)
2. Enter a name for the item, select a display type in the menu, and enter the possible points.
3. Set the options:
¢ Include this column in Grade Center calculations (if you want the item to “count”
toward the course grade)
e Show this column to Students
e Show Statistics (allows students to see how they performed in relation to the rest
of the class by showing the mean, median, etc.)
4. Click Submit. The item appears as a column in the spreadsheet.

Organizing the Grade Center

Click Manage, then select Column Organization from the pull-down menu.

Show/Hide Columns. Click in the box that appears before the name of the item that you
want to show or hide. Select either Hide Selected Columns or Show Selected Columns
from the Show/Hide pull-down menu. Hidden columns are indicated by grayed-out
names.

Move / Rearrange Columns. Place the cursor on the four-way arrow at the beginning of
the row you want to move. Hold the mouse button down, drag the row to a new
destination, and release the mouse button.
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¢ Frozen Columns. You can “freeze” columns to prevent them from moving off-screen
when you scroll to the right. For example, to make sure that your students’ names always
remain in view, even when the column you wish to work on is at the right-hand side of
the spreadsheet, freeze the Last Name and First Name columns. Note the “Everything
above this bar is a frozen column. Drag this bar to change which columns are frozen” indicator.
Drag the bar itself or drag any columns you wish to freeze above the bar and they will
remain in place even when scrolling to the right. Frozen columns are shown in the
spreadsheet with a light gray background.

Entering/Modifying Grades
1. Click in the cell where you want to add a grade.

2. Enter the grade, and then hit the Enter key. The cursor moves down one cell in the column.
Continue in this manner for as many grades as you want to enter. For additional options,
place the cursor over a grade and use the pull-down menu in the cell. Click View Grade
Details to view students’ work, edit grades, and clear attempts; Quick Comment to send
feedback to the student, and Exempt Grade to remove the item from the grade calculation.

Note: If you entered a grade by clicking in a cell, be sure that there is no dash before
the grade. The dash will be interpreted by Blackboard as a negative sign, resulting in a
very low grade.

3. To modify a grade, click to highlight the current grade. Type in the new grade and hit Enter.
You will see an orange flag in the upper left side of the cell, indicating that the grade has
been edited manually. You can clear this flag by clicking the arrows on the right-hand side of
the cell and selecting Clear Cell Modified Icon.

Calculated Columns

You can add Calculated Columns to aid grade calculations. Options are: Average,
Minimum/Maximum, Total Column, Weighted Column.

Notice that a Weighted Total column is included in the Grade Center spreadsheet
by default. You can use this column as the Final Course Grade column, so there is
no need to add an additional Weighted Column.

You can use calculated columns to perform calculations using the grades in selected columns.
Results are stored in Calculated Columns and can be used for subsequent calculations. For
example, say you want to add extra credit points to the final course grade. Once you have created
both the Extra Credit column and the Final Grade column, create a Total Calculated Column
named Final Grade with Extra Credit and select both the Extra Credit and Final Grade
columns as the columns to include in the total.
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Weighting Grades / Dropping (Lowest) Grades

You can use the existing Weighted Total column or add your own column for the calculation of
the course grade.

e [f adding your own column, click Create Calculated Column and select
Weighted Column. Give the column a name, such as Final Grade.

e [f using an existing column, select Edit Column Information from the drop-
down menu you will see when placing the cursor over the double “down” arrows
in the column heading.

You can have Blackboard calculate weighted grades using either Columns (individual items) or
Categories (groupings of related items) or a combination of the two options..

e (ertain Categories are included by default and certain item types are placed in
specific categories by default. You can add your own Categories if the ones
provided do not meet your needs. Click Manage, then Categories, then Create
Category.

o Category is a good choice if you are not yet sure how many assessments
of a certain type you will have by the end of the semester. (For example, if
you weight the Quiz category at 25%, all quizzes together will account for
25% of the course grade, regardless of how many quizzes you finally
give.)

o Category is also the best choice if you want to drop some of a student’s
grades (usually a defined number of lowest grades) or use the highest or
lowest grade to calculate. Enter the number of grades you wish to drop.
Select Weight Columns Equally if all items in the category are based on
the same number of possible points; Weight Columns Proportionally if
some of the items in the category are based on a different number of
possible points than others.

o Weighting Columns is the best choice if you have items not assigned to
categories.

e To place an item into a category for the first time, or to edit a default ca