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Logging into Blackboard and getting to your course

1. Go tohttp://www.courses.maine.edu

2. Enter your username and password and ¢larkin. (Contact Technical Support if you
do not know your username and/or password. FWMIS employees, use your
@maine.edu e-mail username as your Blackboard aiseriand the password for this
account as your Blackboard password.)

3. In theMy Coursesarea, click on the link to the course.

Inactive course sites are removed from Blackboagfmning one year after the end of the
semester in which the courses were taught in ortteclear server space.




Navigating the course home page

The course home page is where you and your studdhttart 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 efdite. The menu can be customized.
Note that the course menu can be expanded or hidalernview by clicking on the up arrows to the left
the course name.

Home Page moduleincluding, by default: My Announcements, My Calandlasks, What's New, To
Do, Alerts, and Needs Attention. Many of these amilink to tools that you may or may not decidede.
Edit Mode toggle (ON/OFF)used toactivate the tools and other options that you usk to create your
site.

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

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



Managing the course menu

Be sure that the course menu is expanded. Cliclettiband arrows to expand and contract the
menu.

Home Page

Announcements
Assignments
Discussion Board
Groups

Taools

Help

To modify the course menu you must béiit Mode. Click . _
the Edit Mode button (upper right) to turn Edit Mod@N. e m
Menu links for areas that do not contain any cardea, by

default, not visible to students. These links ackaated by “i next to the link’s name.
Remove a menu link
SelectDeletefrom the drop-down menu on the right of the link@me. ClickOK to confirm.

1 Course Information® ¥ | ]

1 E k
1 Course Documents & %
II Asa o8 » Rename Link

i — » Hide Link
1 Weh Links & it
|
1 Discussion Board ¥ I I

L ]

Add a menu link
Place your cursor on the icon above the course menu and select the typekahat you want
to add.

Click to add a link B O LC g BEE

» Content Areasare where you place documents (in Blackboard ®&uiteContent Areas
were Course Information / Syllabus, Assignments, @aurse Documents). Select
Create Content Area from the menu, enter your name for the link, mialesrailable to
users, and cliclSubmit.

* Tool Links are links to functional areas of Blackboard (feample, Discussion Board,
Groups, Announcements, Blogs). In thgpe: field’s drop-down menu, choose a tool
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from the list (for exampleGroupy, enter a name for the link (for examp&roup
Projecty, and clickAvailable to Users thenSubmit.

* A Course Link sets up a direct link from the course menu tofeeguently-used part of
your site. ClickBrowseto identify the target of the link.

* An External Link allows you to link directly from the course meouwah essential web
site that you might use as a primary referencéhfercourse. For example, if you are
teaching a meteorology course, you might wantto io NOAA’s web site to make it
easily accessible.

* A Module Pagelets you create and link to pages in your siteciltian be customized to
include a variety of resources and tools. (For gdanCalculator, Dictionary, To Do list,
Alerts.) You might find that the options here duplicate ciladready available.

Rename a menu link
SelectRename Link from the pull-down menu and enter a new namekGlie 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 lisukd drag it to where you want to move it.

r
Click, drag and releaze to mowe link —I Home PEQE
|

Hide / Show a menu link
SelectHide Link or Show Link from the drop-down menu on the right of the linkame.

Hidden links are indicated k;"f after the link name.

L Announcerments
Create dividers
Dividers allow you to better organize your coursenon

into distinct sections.

Facilitators

Course Dhvarview

« Click the+ icon above the course menu and select ' =erly Units Dividers
Create Divider. Eatomlis Egggjﬁg

* The divider is added at the bottom of the course _ _ of course
menu. Discussion Board FrIEnL

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

Resource Center

Tools



Create subheaders

Subheaders permit you to better clarify relatiopshietween course menu items.

* Click the+ icon above the course
menu and sele@reate

Subheader. Syllabus

* Type in the name of the subheader

Home Page

and clickSubmit. Course Modules El:}ljl;jrsedquules
« The subheader mdded at the Module 1 ?eatz?j i:itlli
bottom of the course menu. hodule 2 included divider
» Drag the subheader to where you Module 3 on top

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

Changing button / link style
You can change the style and color of the menslifikvo types of course menu links are
available:Text andButtons.

» Click Customizationin theControl Panel and selecStyle.

* IntheSelect Menu Stylesection of the page, selectifgxt displays the names of the
links against a solid background color of your cleoiSelectindduttons places the text
with the color that you select in buttons.

* When selecting text, background, and button colm#ssure 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 Contactsarea gives you a place to post faculty contacrmétion, office hours, and a brief

bio.

1. SelectContactsfrom theCourse Toolsmenu in theControl Panel.
2.
3. Complete the form. If you wish to add a photo, ask’EG with resolution between 72

Click Create Contact.

and 100 pixels per inch. (Blackboard suggests usifilg no larger than 150 x 150
pixels.)

Click Submit.

You can also create a folder with multiple profiles



Making Your Course Site Available

Blackboard sites are automatically created foUMIS courses. By default, courses are created
asUnavailable.

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

To make your sitévailable:

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

To confirm that your students have been addedeoygu can check in either of two places:
» Grade Center (Control Panel / Grade Center / Full Gade Center)

* Roster (Toolsin the main course merilRoster)
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Transferring Course Material from Previous to New Blackboard 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 confusing duplication of menu links in
your new site -- some with content and some without.

As a first step, you can remove menu links in your new (empty) course site by selecting Delete
from the drop-down menu to right of each link.

Caution: If you wish to remove the Blackboard Support link (located at the bottom of

the menu), do it before removing other links. If you save this link until last Blackboard

may lock you out of your course site.
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.)
Note about the Home Page: The Home Page is the default entry point. If you prefer to remove it
and use Announcements as the course entry point, select Delete from the drop-down menu on
the right of the Home Page link. If you prefer using the Home Page, do nof remove it.

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

1. Go to your old site, 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 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.

e Be sure fo include Seftings if you customized the course menu and other features of the
course.

e If you are including assignments, assessments, and other graded items (discussion
boards, efc.) linked to the Grade Center, be sure to click Grade Center Columns and
Settings.

Do notinclude Enrollments.

Click Submit. You'll see a confirmation. It may take some fime for your content to be copied,
depending on the size of your previous site.
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5. Your content will appear in the new course site. Refresh the course menu by clicking on the
@ refresh fool above the course menu.

* 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.

e If you removed the Home Page, the Announcements page should automatically
become the default entry point.

If Announcements is not set automatically as the default 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.

« 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. If not all postings in a forum are
displayed, go to Edit Paging at the bofttom right to show all threads.

Message Actions Collect | Delete

=-Fost your ideas here
RE: Postyourideas here
. Message Actions Caollect | Delete

Be sure to make your new site available to have your students added to the site.

Control Panel / Customization / Properties / Set Availability / Yes / Submit
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Exporting Course Content to Use as an “Archive” / Backup

If you want to keep an off-line copy of your cousste as an “archive” / backup (content only;
no student data) to be imported at some future timgenew site, you can use theport /
Archive Coursetool.

You will not be able to access anything in the ofé archived site. To view the contents you
must import the archive into a new Blackboard site.

1. Go to your site, seleBlackages and Utilitiedrom theControl Panel menu, and then click
Export / Archive Course.

2. Click Export and select everything you want to export. Be soiditk Settingsif you have
customized anything in the menu, tools, etc. ofdtwrse siteDo NOT click Enrollments Then
click Submit.

NOTE: This may take a while, depending on how mmetterial you have in your course site. If
you see a message to the effect that “no packagss@ this course,” check back after waiting
a while. ClickExport / Archive Course again and you will see a link that looks sometHikeg
this:

ExportFile W4567 A_081 20080424024157.zip

3. Click the link to save the resulting file to yaromputer. (It's a ZIP file with a name that will
look something like this: ExportFile_W4567_A_08Dpn't open this file or do anything with it.
To import the content into your new site...

1. Go to your new site, seldéackages and Utilitiedrom theControl Panel menu, and then
click Import Package / View Logs

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

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

13



Organizing your Homepage: Cleaning up your My Courses list

If your homepage has a long list of courses thafram past semesters, or sections that you will
not need to access on a regular basis, you cateshbat list in order to display only those
courses you are currently teaching.

Click theManage My Courses
Module Settingsicon once.

My Courses

Courses you are teaching:

LI AAAA Grade Center UCE

LI AAAAA - DET Training -- demo site

e
On the next screen:
Click once in the checkbox before the course tbatwish to hide. If it places a checkmark in
all the boxes to the right of the course informatidick the box to the left a second time and
those checks will go away. This will hide that csifrom your Blackboard Homepage but still
allow you to access it from the Courses tab in Blaard.
Example:

1 View when you first access the Personalize: MyiGes:

Courses you are teaching:

1L Select AlllUnselect All Course Course Mame Course ID Instructors Announcements Tasks Calendar Events
O DEV_A_GCUCE: AAAA Grade Center UCB O | O O
DEV_A_DET6: AAAAA - DET Training --
O demo site O O O O

2 View after you've clicked once in the Select/Aiselect All Course checkbox:

Courses you are teaching:

L Select AllUnselect All Course Course Name Course ID Instructors Anncuncements Tasks  Calendar Events
vl DEV_A_GCUCE: ABRRA Grade Center UCE
DEV_A_DET6: ARAAA - DET Training --
== v v
O demo site O O O O

3 View after clicking a second time in the leftadacheckbox: this is what you want for all the
courses that you wish to hide from your homepage

Courses you are teaching:

11 Select AlllUnselect All Course Course Name Course IDInstructors Announcements Tasks Calendar Events
I DEV_A_GCUCB: ARAA Grade Center UCB O O O O O O
DEV_A_DET6: AAAAA - DET Training --
O demo site O O O O
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When you have completed this process for all thesms that you wish to hide from your

Homepage, click the Submit buttom

The Homepage will be displayed and across the ¢opnll see the following message:

The module has been successfully updated. 8

Result from the above example:

Courses you are teaching:

[ ARARA - DET Training -- demao site

You can still access any course that you have hifiden the My Courses module of the
homepage. To do so, click t®murses taband find your course in tHéourse List

Community Libraries Help, Tips, & Updates

| Home | Motifications Dashboard

Add Module

15



Posting announcements

Course Announcements provide the opportunity tcarmak students to the course site and help
them through the important first steps in gettitagted. Posting an initial message a week or so
before the course begins goes a long way to astutglents — especially those taking exclusively
online courses — that they readlyen’t on their own. Regular updates and reminders afiLis
keeping students on task and current — and casgezially useful in getting the word out about
course schedule changes and/or class cancellaliento illness and weather.

1.

In Edit Mode, click Announcementsin the main menu (or seleBhnouncementsfrom
theCourse Toolsmenu in theControl Panel) and clickCreate Announcement

Enter a Subject and the Message.

By default, the announcement appears immediatéty pbsting and remains
indefinitely. New announcements go to the top efltbt.

You can customize when the announcement is displaytheWeb Announcements
Options section of the screen. Announcements remain digglanless date and time
restrictions are entered.

You can also add a link to another part of the sewsing th€ourse Link option.
Browseto find the document or area to which you warlirtk. This is useful if calling
students’ attention to newly-available course maler

Click Submit.

You can rearrange the order of announcements tkiregj and holding down the mouse

button on the up-and-down arrow to the left of eachouncement and dragging it to
where you want it to appear in the list.
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Setting Up and Using Discussion Boards

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

Accessing Discussion Boards
You can access Discussion Boards in two ways:

* From the main course menuglick Discussions.You will be brought to the entire class
Discussion Board.

» Through the Control Panelclick Discussion Boardn theCourse Toolsmenu. You
will see a list ofall Discussion Boards in your course site -- both'@mgire class”
Discussion Board, identified by the course ID (ie £xample below, W7890 A 072),
andgroup Discussion Boards).

Setting Up Discussion Board Forums

1. Click theDiscussiondink in the course menu, and then clickeate Forum. (You can
also create a forum within a content area by selg&iscussion Boardunder theAdd
Interactive Tool drop-down menu, and then clicki@yeate New Forum)

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

3. You can make the forum available immediately oatzet and make it available within a
specified window of time. Chooa&esor No for Available, then select date and time
restrictions if desired. (You must haves checked foAvailable if setting date and time
restrictions.)

4. Choose the settings in tRerum Settingsmenu. Suggestions for some of the major
options are below:

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

= Allow Author to Delete Own Posts. Recommended settin@nly postings with no replies. (If you
grade student participation, if a student remoegdi@s 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 yadegrit.

= Allow Post TaggingAllow students to add keywords to make topics neasily searchable.

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

= Allow File Attachments. Useful, but remind students to scan documentsifases before posting.

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

= Allow Members to Rate PostsAllows students to review their peers’ work anceriat

= Force Moderation of PostsModerated postings must first be reviewed by tleeilfst or an appointed
moderator, who then decides whether or not to ‘iphbthem. Useful if you first want to review
students’ work before making it available to thérerclass.

= Grade. Grading of forums or threads is linked to the @ré&enter.
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5. Click Submit. The forum appears as a link. You can re-ordefahems 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 aSubjectand yourmessage

Click Submit. (You can also usBave a draftif you want to come back and finish it
later before posting it.)

PwbhE

Reading messages in a forum

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

Click on the forum name to open the forum. Theeetao possible views of the forumree
View andList View (selected using buttons in the upper right of ysmreen).

List View | Tree Yiew

T j Forum: Why is the sky blue? 2 viewslavailahle

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

7 | Thread Actions Caollect | Delete
[] ¥ Date 2% Thread Author Status Unread Posis Total Posts
Fl SIM0103ZAM  MWihyis the sky blue? GlennLeBlanc  Published D 4
| 4 SIEM010:35AM  MWihyis the ocean blug? Glenn LeBlanc  Fublished 0 4
“ | Thread Actions Collect | Delete

Tree View allows you to get a “bird’s eye view” of the eltfiorum. Note the sign to the left
of each thread name. Cliékkpand All to display all replies to the thread, @@dllapse All to
return to the initial view.

] H-wWhy is the sky blue?
Ll m-YWhy is the ocean blue?
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Search Collapse All Expand All

oo Messade Actions Collect  Delete

O

O =-4Why is the sky blue? Glenn LeBlane 51510 10:32 A
¥ =-RE: Why is the sky blue? Glenn LeBlanc S50 10:34 A
O RE: Why is the sky blue? Glenn LeBlanc SN0 10035 AW
O RE:Why is the sky blue? Glenn LeBlanc S50 10:34 A
O =-¥Why is the ocean blue? Glenn LeBlane A5 0 10:35 Ak
O E-BE ity is the ocean blue? Glenn LeBlanc SI8IT0 1036 A
O RE: Wy is the ocean blue? Glenn LeBlanc S0 10:36 Al
E BE: "Wty is the ocean blue? Glenn LeBlanc S50 10:37 AM

When you click on the link for a message, ity is the sky blue?

screen is displayed which shows the === 1
overview of the thread above and the text Tetal Posts: 4 Unread Posts: [ Note that no Move
the message below. to Next Message amrow

is available, indicating
that you have reached

To read the messages in a Thread, click the end of the Thread.
their individual links (above) or click the
(previous) or > (next) icons in the bottor O

Message Actions Callect

=--Why is the sky blue?

panel to navigate through the messages. U EFeRE W hi St gy hiuet Ese i M

When you reach the end of the thread yot [l RE: Why is the sky blue?  to Next Thread arrow to
will no longer see thdlext Message>) O RE: Why is the sky blus? ~ 2vance tofhenex
arrow. Click theMove to Next Thread '

arrow above the message to advance to tt ~ Message Actions  Collect

next thread.
RE: Why is the sky blue? 1

Replying to messages
1. Click Reply in the message to which you are replying.
2. The original Subject appears in the Subject: lE@er your message. (Do not click Save
Draft.) To review the message you are replying to while masimg your reply, click
View Original Post.
3. Click Submit. The reply appears indented below the original egss(The original
message and all replies arélaead.)

Managing messages

In List View, you can sort the messages in the default vietheoforum byAuthor, Date, or
Thread by clicking on the appropriate column heading. Tiogpswitches the sort order (most
recent/oldest, A-Z/ Z-A, etc.)

You can use th€ollect feature to show all of the messages on a singt#lalle screen.
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Start by individually selecting the messages yontwaread, or click the box on top of the

screen to select all postings at a single clickS@ectAll when viewing an individual thread).
Click Collect.

Create Thread || Subscribe

Message Actions Collect  Delata

Click to select all S 5
messages at one time

| =-ihread 1
il BEthmead 1
O test new thread

Messane Actions E‘%L Dalata

You can sort the messages in @alect view of the forum byhread order, author’s first/last
name, dateandsubject,and ineither ascendingor descending orderby selecting the
appropriate sort type from tf&ort by: pull-down menu.

Sort by ThreadOr@ Crder ¥ Descending

Author's Cast Mame
Author's First Mame
Subject

] Date
w Thread Order

You can filter byAuthor, Status (whether or not the posting has been publisheud)Read
Status (Show All, Read, Unread). (Click thelter button to show Filter options.)

Author | Select Al

v |status| Show All v |Read Status| Show All v | Tags | Show All v | Go
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Sending Email

E-mail is the best choice for private communicatiau and your students can use
Blackboard’sSend Emailtool to send e-mail messages from a course site.

» Although you can send e-mail from Blackboard, thenmeo place in Blackboard to check
e-mail. Check e-mail in your regular e-mail accovfdu can check your University
(@maine.edu) e-mail using a Web browser by goirfgtim//mail. maine.educlicking on
the appropriate option under Web Access to Mail @Webmail or gmail), and logging in
with your e-mail username and password.

* All e-mail addresses listed in Blackboard are @ma&du accounts. If you wish to receive
your e-mail at another address (roadrunner.con), écward mail from your “@maine.edu”
account to the account you want to use by seletftiange the destination of email sent to
your @Maine.edu addré'sat http://mail.maine.eduBe sure to have your students do this,
too.

Sending E-mail from Blackboard

1. To send e-mail, clicRools, thenSend Email(or click Send Emailin theCourse Tools
menu in theControl Panel).
You'll have to decide to whom you want to sendiiessage. Most commonly-used
options are:
* 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 colummen tclick the> to
move the name to Selected Items column. (To selattiple names,
click the names while holding down tl®ntrol key.)
Enter a subject and your message.
If you want to add attachments, clidktach a file, thenBrowse, and find the file you
want to attach.
4. Click Submit to send the message. A copy is automaticallyteeydur own e-mail
address.

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

wn
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Working with Groups

The Groups tool allows more focused small groupudision among a smaller number of
participants, helping to reduce some of the corscgrising the public (whole-class) Discussion
Board. This option is useful for team projects ligqg private communication, as the group’s
work is visible only to members of that group. (lBaample, a faculty member teaching a
management class used small groups for competamgsteleveloping business plans.)

The Group creation process has been streamlineetsmon 9. In version 9 you can creategle
groupsor group setsGroup setsallow you to set up multiple groups for a projafttat the same
time. So, say you wanted six groups for your “Depélg a Business Plan’ or “Reacting to Jane
Eyre” project. In Blackboard 8 you had to createsthsix groups one at a time. In Blackboard 9
you create a Group Set — all six at once!

Group enroliment has also been streamlined. Youwunamually enroll students in groups as in
Blackboard 8, or you can allow students to selbnor you can add students to groups
randomly.

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

Creating a Single Group

1. Click Groups in the main course menu or sel€bups from theUsers and Groups
menu in theControl Panel.

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

4. Set the group’s availabilityNlo, Yes, Sign-up Sheet Onlyallows students to sign up for
the group even if it is not available if you seéztthe Self-Enroll option.)

5. Click the Tools that you want the students to He &daccess in their group. As in
Blackboard 8, if you sele@iscussion Board one forum will automatically be created in
each group.

6. Steps for enrolling students are different depemaim whether you select&elf-Enroll
or Manual Enroll .

» Self-Enroll groups. Students will sign themselves up for the group gisirsign-up
sheet that they access when they click orGteups link in the course menu. Enter a
name and instructions for the Sign-up Sheet. Emtaaximum number of members
and decide if you want to che@how Members(making it possible for students to
see other group members before they sign up.) LAbew students to sign-up
from the Groups Area checked. CliclSubmit when you're finished.
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* Manual Enroll groups. In theMembership area, click on the students’ names in the
Items to Selectbox, then click the right arrow in the middle tot phe students into
the group. (Hold down th€ontrol key and click multiple names to add more than
one student at a time.) CliGubmit when you're finished.

Creating a Group Set

1.

2.

Click Create Group Set.Select eitheSelf-Enroll, Manual Enroll, or Random Enroll.

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

Set the group’s availabilityNo, Yes, Sign-up Sheet Onlyallows students to sign up for
the group even if it is not available if you seétthe Self-Enroll option.)

Click the Tools that you want the students to He &baccess in their group.

Steps for enrolling students are different depemdim whether you select&elf-Enroll,
Manual Enroll, orRandom Enroll.

Self-Enroll group sets.Students will sign themselves up for the group gisin
sign-up sheet. Enter a name and instructions ®6ign-up Sheet. Enter a
maximum number of members and decide if you wacheckShow

Members (making it possible for students to see other gnoembers before
they sign up.) LeavAllow students to sign up from the Groups Area
checked. In th&roup Set Optionsarea, enter the number of groups that you
want to create. ClicBubmit when you're finished.

Manual Enroll group sets. After entering the name and the number of groups
you want to create, clicRubmit. Filter available group members by clicking
one or both options. (Clickingemove Members already in a Group from

the Available Members Listwill prevent assigning a student to multiple
groups.) In th&Sroup Set Enrollmentsarea, clickeExpand All / Collapse All

to show / hide details for all groups. To assigrdsnts to groups, click on the
students’ names in theems to Selectbox, and then click the right arrow in

the middle to put the students into the group. Hiwwn theControl key and
click multiple names to add more than one studeattane.) You can delete a
group or add additional groups here. Cl&kbmit.

Random Enroll group sets.In theMembership area, decide how the
number of groups should be determinBdfber of Students per Groupor
Number of Groups) and how to enroll any remaining members. If yelest
Manually add the remaining members to groupsyou will see a screen
where you can add students manually by clickinghenstudents’ names in
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theltems to Selectbox, and then clicking the right arrow in the maltb put
the students into the group.
Allowing Student-Created Groups

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

* Click Groups in the main course menu or sel€bups from theUsers and Groups
menu in theControl Panel.

» Click Group Settingsto allow students to create their own Self-EnreltihGroups from
the Groups page and to allow students to edit the name, ght®er, and maximum
number of students able to join their groups.

» Students can create their own groups by clicHingls in the course menu, th&roups,
or by clicking anyGroups link set up by the faculty§mall groups, Group projects,

etc.), then clicking Create Group, naming the grang@ adding an optional description, a
sign-up sheet name, and the maximum number of membe

Accessing groups

* Click Groups in the main course menu or sel€bups from theUsers and Groups
menu in theControl Panel.

» Click the link to the group.
* The group page appears, including a list of avhgl&dols and group members.

» Students access their groups fromiheGroups menu below the course menu.

24



Journals

Journals are a self-reflective tool for students. Only siedent and the Instructor are able to
Comment on individual Journal Entries. However,rdals 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 availablestooh Group, Group Journals can be viewed and
edited only by members of the group.

Instructors can remove journal entries and commaodsed by any user.

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

A Journal consists of:
- Journal Entries: Text, images, links and attachments posted byidoaal students.
« Comments: Remarks or responses to Journal Entry made bingheictor.
Accessing the Journals page

Click theTools link in the main course menu, then clibddurnals. (Or selectlournals from the
Tools menu in theControl Panel.)

TheJournals page lists all Journals, their visibility, lastelanodified, and the number of
entries. Adjust the number of listings on a pagé eitherShow All or Edit Paging...

* You can control the availability of a Journal witte Availability menu.
* To delete alournal, click the box next to its name and clibklete.

» To edit or delete dournal, use the drop-down menu to the right of the Jdigmame.

Creating a Journal

» Click Create Journal on the Journals page (accessed fmarse Toolsin theControl
Panel) or selectlournal from the drop-down menu of ti#ald Interactive Tool button
in a course content area.

* Enter a name and instructions for using the Journal

» Click Yesfor Journal Availability to make the Journal available. You canBisplay
After andDisplay Until dates and times.

» Determine how to index the journal entries (MontbiyWeekly).
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» Set deletion / viewing policies.

0 Allow Users to Edit and Delete Entriesallows individual students to edit and
delete entries in their own journals and to edd dalete only their own entries in
group journals.

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

o Permit Course Users to View Journakllows all students and others with access
to the course site (Teaching Assistants, Gradergietv the journal.

* Click Submit.
Group Journals
Group Journals allow students in groups to reftedaboratively and comment on their fellow

group members’ entries. To maintain privacy, grogmbers may add journal entries
anonymously.

Posting to a Journal

» Click Create Journal Entry to compose your entry.
» Click Post Entry to add your entry to the journal.

* To post a journal entry comment, cli€@ommenton the bottom right-hand side of the
entry, compose your comment, then cliodd.

Finding Journals or Journal Entries

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

» Use thdndex option to select entries by date posted (eitheskvee month, depending
on how the Journal was configured).
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Blogs

Blogsare an open communications tool for students éoestheir thoughts. (The term “blog” is a
contraction of “web log.”)

A Blog consists of:

« Blog Entries: Text, images, links and attachments posted byestiscand open for
comments.

- Comments: Remarks or responses to Blog Entries made bysther
There are three different types of Blogs:

- Course Blogs:All enrolled users are able to post Blog Entridgenrolled users can
post Comments to Blog Entries. The Instructor aihand delete Blog Entries. The
Instructor can delete Comments.

+ Individual Blogs: Only the owner of the Blog is able to post Blogrias. All other
users enrolled in the Course are able to view a@ddGomments. When you create an
individual blog, a blog with the name you assigwiit be created for each student in the
class.

« Group Blogs: All members enrolled in the Group are able to f&ety Entries or make
Comments on Blog Entries.

Users removed from the course will not have actteasly Blogs. If users are removed from
the course after Individual Blogs have been creatktheir posts and comments will be
deleted. If users are removed from a Course afteirse Blogs have been created, all their
posts and comments will be retained, but the nanigeoposter or commenter will be
changed to "Anonymous."

Creating Course and Individual Blogs
There are two different ways to create Course adividual Blogs:

» On the Blogs pageGo to the Blogs page by selectiBpgsfrom theCourse
Tools menu in theControl Panel (or by clickingTools menu on the main course
menu and clickindlogs).

» From a content area.SelectBlog from theAdd Interactive Tool drop-down
menu. ClickBlog.

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

» Click Yesfor Blog Availability to make the Blog available. You cBisplay
After andDisplay Until dates and times.
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Select theBlog Type and whether or not to allow Anonymous posts.
0 Individual to All Students

o Course

» Determine how to index the blog entries (Monthlwdeekly)

Set the edit and delete options.

= Allow Users to Edit and Delete Entriesallows individual
students to edit and delete entries in their ovag$¥lnd to edit and
delete only their own entries in course and groog$

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

Click Submit.

Creating Group Blogs
When creating a group, if you sel@&lbgsunderTool Availability , a group blog will
automatically be created with the Group name a8tbg name.

Getting to a Blog
You can access blogs in more than one way:
* From a content areain which you created the blog.
* From the main course menu (Tools / Blogsdlick on the blog nanme
* From the Control Panel (Course Tools / Blogsdlick on the blog name

* From a Group (access to that group’s blog onl@lick Groups in main course menu,
click the group name, and selé&xtoup Blog in theGroup Tools area.

Posting to a Blog
» Click Create Blog Entry to compose your entry.
» Click Post Entry to add your entry to the blog.

* To post a blog entry comment, cli@ommenton the bottom right-hand side of the
entry, compose your comment, then cliodd.
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Finding Blogs or Blog Entries

* In Individual Blogs, use th®lore Blogs option on the right to select Blogs by a
particular person. In Course and Group Blogs,\Wis@ Entries by: to select entries by
All or particular individuals / group members.

* Use thdndex to select entries by date posted (either weekantim depending on how
the blog was set up).

Managing the Blogs Page

TheBlogs pageis the central place where you can access all typess of blogs and edit
settings of and delete Individual and Course Blogs.

Click theTools link in the main course menu, then cliBlogs (Or selecBlogsfrom theTools
menu in theControl Panel or, if you have set up a link to a Blog in a contarea.)
TheBlogspage lists all Blogs, their types, last date medifand the number of entries. Adjust
the number of entries on a page with eitBeow All or Edit Paging...

* You can select which types of Blogs are displayét the Display Blogsmenu:All
Blogs, My Blogs, Course Blogs, Blogs Permitting Coments Only.

* You can control the availability of @ourse or Individual Blog by checking the box to
the left of the name and selecting eithake Available or Make Unavailablefrom the
Availability drop-down menu.

* To edit or delete &ourseor 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 witldrctiurse where all students can view,
contribute, and edit content. Wikis are differthran blogs and journals because multiple
participants can edit the same page(s) in the Whe& 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 selectigiki from theCourse
Tools menu in theControl Panel (or by clickingTools menu on the main course
menu and clickinyVikis). Click theCreate Wiki button.

» From a content area.SelectWiki from theAdd Interactive Tool drop-down
menu. ClickCreate New Wiki. The wiki will then appear highlighted in the list
of wikis to select. Click\ext, 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 usireg\Wiki.

» Click Yesfor Wiki Availability to make the Wiki available. You can change the
Display After andDisplay Until dates and times.

» Select thaViki Participation type(Openor Closed to Editing).
» Select a grading option and add points possildeadling the Wiki.

e Click Submit.

Getting to a Wiki
You can access wikis in more than one way:

* From a content areain which you created the Wiki.

* From the main course menu (Tools / Wikis / (click o the name of then wiki)

30



» From a group if Wiki was selected as a tool option when the graas created. Only
group members can access the group wiki.

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

* Any course member can add new wiki pages. Thegdeston to enter the wiki space will
have to add the first page. CliCkeate Wiki Pageto add a new page.

» Click Edit Wiki Content to compose your entry. Edit the original conterd alick
Submit. Blackboard maintains a record of every edit made.

* To post a comment, clidRommenton the bottom right-hand side of the entry, compose
your comment, then clickdd.

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

Click theParticipation Summary button to review participation records for theientlass.
Here you can view contributions by individual stotie
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Using the Collaboration tools

TheCollaboration tools can be an effective way to conduct "livealrtime conversations
(“virtual chats” / “instant messaging”). Online ¢hdnave 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 drawjogening web
pages, and presentations.

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

1. SelectCollaboration from theTools menu in theControl Panel.

2. Click Create Collaboration Session.

3. Give the session a name (replace the default coéDjsend enter start and end dates and
times. Be sure to make the session available bkiclj Yes

4. Select the tool you wish to ugehat or Virtual Classroom.
5. Click Submit.

6. You can use the drop-down menu to the right ofS&ssion name to Edit or delete the
session.

Using Chat
Most faculty who use the Collaboration tools usky ¢ime most basic text-based tools of the
Chat. (As UMS gradually adopts GoogleMalil as the staddar staff and students, GoogleTalk
might be a better option for synchronous chat.)

1. To access &hat session, click oolsin the course menu, and then cliCkllaboration.

2. To enter a session, click the session name, whieh iactive link. You’'ll be prompted to

download and install a Java plug-in the first tiyo launch th&€hat. Follow the
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instructions and prompts on the screen. (If you&esri 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 = !Ellﬂ
BLI wiew (33 Controls [Hclear €3 End Office Hours (Moderator) @ T
Participants(3) | Role | @ @ | | [clonn LaBlanc left the sessian] Nev 24, 2663 1:31057 PH T =
Glenn LeBlanc @ Clenn LeBlanc joined the session] K

Martha Blackboard i

Glenn LeBlanc left the session] Hav :
Glenn LeBlanc joined the seszsion] K
Glenn LeBlanc started archiving] How
Glenn LeBlanc left the session] Ha

Martha Blackboard joined the session
Glenn LeBlanc joined the session] Ha
lenn LeBlanc: Hi Martha Hav 25, 2B03 31910 Fi EST

Martha Blackboard: Hi. How are wou? I have s couple of questions about

esterday's class, Hav 25, 2003 3; 1941 PH EST

lenn LeBlanc: <K, I'll try my besto, Boe 25, 2003 3020004 PROEST

& Compose B Send

i Userinfa B Private bdessage %3 8

n 7 |
oined session successfully. |

IJava Applet Window

4. Type your message into tkmmposdield and click Send. The discussion appearsen th
window.

TheVirtual Classroonoption adds additional capability to a chat sessio
» Course Map- allows participants to view a document in tharse; click on any part of
the course map to show it in the shared window
* Whiteboard — allows use of tools for drawing and creating@argraphics
» Group browser — allows participants to view a web site in tharsi window
* Ask Question / Question Inbox- allows participants to ask questions either iglybbr
privately; questions are cued in the Inbox.
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Course Files

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

Getting to the Course Files Area

Click Filesin theControl Panel. Click the course ID link. (It will look somethirike
12345 _A 111))

Uploading Files and Folders of Files

You can upload files individually, multiple file¢ ane time, or folders containing
multiple files. Uploading multiple files and folderequires the Java plugin, version 1.5
or later. If the plugin is not available, use tiegte file option to add files one at a time.
Click theUpload button. SelecUpload Filesfrom the menu.

You can either cliciBrowseto locate and upload the file(s), or you can sintpphg and
drop the file(s) into the box where indicated.

After adding files to the list, clicBubmit to upload the files.

If an upload fails, clickindo to remove all uploaded files and return to theepafolder.
The files are now available to be added to a carseza or attached to discussion board
postings, emails, etc.

The list of uploaded files may extend beyond wkati€wable on the default screen. Use
theShow All / Edit Pagingbuttons to modify the number of files visible.

Uploading a Package

SelectUpload Packagefrom theUpload menu to uploadnd unpackagea ZIP file.

Creating a Reusable HTML Object

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

Click Create HTML Object.
Provide a name for the file, compose your text, et clickSubmit.
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Creating a Folder

« You can create and use folders to help organize gantent area.

+ Click Create Folder. Provide a name for the folder and clBlbmit.

- Be sure to click on the folder name or icon to offenfolder in order to upload
documents to the folder.

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

+ View List

+ View Thumbnails

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

« The default view is theist view, which has standard small icons in the Filpdy
column. To view larger thumbnail icons of each itefick View Thumbnails at the top
of the screen. Use the slider to change the siieeahumbnails. The selected view will
remain in effect until the user changes the view.

« To view more information about a file, click itsutmbnail.

« To view the contents of a folder, click its thumbma name.

Item Actions

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

« Open: Preview the content in the browser.

« 360 degree ViewDisplay detailed information about an item.

- 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 dljeta to replace the current content. For
files, the new file will be assigned the same nasi¢ghe one that it is replacing.

« Download PackageCompress the items into a ZIP package that cazabed to a local
drive.

« Copy: Copy the item to another location.

« Move: Move the item to another location.

- Delete Permanently remove the item. Any links to thenii@ the Course will be broken.

« Permissions:View and manage permissions assigned to the item.
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Attaching Files in the Course Files Area to ConteAteas of Your Course Site

« Once you have uploaded your files, you will wanattach them to documents in content
areas such as Information, Content, Assignments, et

« Go to the content area from which you want to tmkhe file.

« Click Build Content and choose the appropriate content type (Itera, Biidio, Image

or Video).
- To attach a file, cliclBBrowse Course Click the document(s) that you wish to attach and

then clickSubmit.
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Posting Content

You can post different types of content to Blackidtsacontent areas:

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

File. A link to a file that you upload from either yousraputer or your course’s Course
Files area. There is no option to add explanagxi, ¥ou can choose to open the file in a
separate window.

Audio. Files in various format&iff, .asf, .moov, .mov, .mp, .wav, .wma, .wmv}hvihe
option to add a transcript for people who cannair lilee audio.

Image.JPEG and GIFF files.

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

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

Lesson Plan and SyllabusTemplates for creating a lesson plan and syllaimestty in
Blackboard.

Learning Module. Template for combining a variety of content typa® ia module,
with the option of requiring students to compléte 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 yanwto add the
content.

Click Build Content, then selecttem from theCreate menu.

Enter a name for the document.

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

whatever you enter her@ther faculty use this area for explanatory texddoompany an
attached document.
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5. In theAttachmentsarea, clickBrowse My Computerto upload your file from your
computer oBrowse Courseto upload your file from your course®ourse Filesarea if
you have previously uploaded your file.

6. SetOptions:

» To make the content available immediately, casfor Permit Users to View
the Content Item.

* Track Number of Viewallows you to find out who is accessing or not aso®&y
your documents.

* IntheSelect Date and time Restrictioa®a, you can set a “window” of time
within which the document will be visible (useftibiosting problem solutions or
take-home exams.) If you use this area yaustcheckYesfor Permit Users to
View the Content Itentf. you do not want to use date restrictions, lethee
Display AfterandDisplay Untilboxes unchecked.

7. Click Submit.
8. As a final check, you can view your document thg stadents will see it by clicking on

the course menu link for the content area to wignl posted the document or clicking
Edit Mode (top right) toOFF. 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 yanwto add the
content.

2. Click Build Content, then selecFile from theCreate menu.
3. Click Browse My Computerto upload your file from your computer Browse Course
to upload your file from your courseGourse Filesarea if you have previously uploaded
your file.
4. Enter a name for the file (required).
5. Select a color for the name (be sure to use cthhatscontrast with the background).
6. Determine whether or not to open the file in a N&mdow.
7. SetOptions:
* To make the content available immediately, ch@sfor Permit Users to View
the Content Item.

* Track Number of Viewallows you to find out who is accessing or not aso®&y
your documents.
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* IntheSelect Date and time Restrictior®a, you can set a “window” of time
within which the document will be visible (useftiposting problem solutions or
take-home exams.) If you use this area yaustcheckYesfor Permit Users to
View the Content Itentf. you do not want to use date restrictions, |letinee
Display AfterandDisplay Untilboxes unchecked.

8. Click Submit.

9. As a final check, you can view your file the waydsnts will see it by clicking on the
course menu link for the content area to which gosted the document or clickirglit
Mode (top right) toOFF. Click the link to the document to view it.

Posting Audio Files
[Note: Uploading the file(s)to a streaming serveyrbe a better option if file sizes are large in
order to avoid quickly reaching your course disacgquota.]

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

2. Click Build Content, then selecAudio from theCreate menu.

3. Click Browse My Computerto upload your audio file from your computerBnowse
Courseto upload your file from your course®ourse Filesarea if you have previously
uploaded your file.

4. Enter a name for the file (required).
5. Select a color for the name (be sure to use cthatscontrast with the background).
6. You can upload a transcript of the audio file feople who cannot hear the audio.

7. Select options foAutostart andLoop. (If you are not putting the audio file in a folder,
setAutostart to No to prevent the audio from playing when the paggpisned.)

8. SetOptions:

* To make the audio content available immediateigkctesfor Permit Users to
View this Content Item.

» Track Number of Viewallows you to find out who is accessing or not asaey
your documents.

* IntheSelect Date and time Restrictioa®a, you can set a “window” of time
within which the document will be visible (useféibiosting problem solutions or
take-home exams.) If you use this area yaustcheckYesfor Permit Users to
View the Content Itentf. you do not want to use date restrictions, lethee
Display AfterandDisplay Untilboxes unchecked.
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9. Click Submit.

10.As a final check, you can view your file the waydsnts will see it by clicking on the
course menu link for the content area to which gosted the document or clickirfglit
Mode (top right) toOFF. Click the link to the document to view it.

Posting Video Files
[Note: Uploading the file(s)to a streaming serveryrbe a better option if file sizes are large in
order to avoid quickly reaching your course disacgpquota.]

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

2. Click Build Content, then selecVideo from theCreate menu.

3. Click Browse My Computerto upload your audio file from your computerBnowse
Courseto upload your file from your course®ourse Filesarea if you have previously
uploaded your file. Sele@&rowse Mashupsto add YouTube video.

4. Enter a name for the file (required).
5. Select a color for the name (be sure to use cthatscontrast with the background).

6. Select options foDimensions,Autostart andLoop. (If you are not putting the audio file
in a folder, seAutostart to No to prevent the audio from playing when the page is
opened.)

7. SetOptions:

* To make the audio content available immediateigkctesfor Permit Users to
View this Content Item.

» Track Number of Viewallows you to find out who is accessing or not asaey
your documents.

* IntheSelect Date and time Restrictioa®a, you can set a “window” of time
within which the document will be visible (useftiposting problem solutions or
take-home exams.) If you use this area yaustcheckYesfor Permit Users to
View the Content Itentf. you do not want to use date restrictions, |letinee
Display AfterandDisplay Untilboxes unchecked.

8. Click Submit.
9. As a final check, you can view your file the waydgnts will see it by clicking on the

course menu link for the content area to which gosted the document or clickirglit
Mode (top right) toOFF. Click the link to the document to view it.
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Posting External Links (URLS)

Being able to post direct links to web sites ndyqmovides ready access to Web-based
resources, but it is a convenient way to complywiapyright restrictions that might limit how
you can make a document available.

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

Post links of a general nature that might be ugéf@ughout the course in a Web Links
area in the main course menu.

Post links specific to a weekly unit / module withihe folder for that unit.

The procedure for adding external links is the sénéoth places:

1.

2.

6.

Click the menu item to which you want to add exaéfimks.

From theBuild Content menu, seledtRL.

Enter a Name for the link, the complete URL (foaewle, http://www.myschool.edu),
and a description. (Suggestion: Copy the URL ftbenaddress field of your browser
and paste it into the URL field in Blackboard. Th&ss/es typing and minimizes mistakes.)
You can use the Text box for explanatory material.

You can add additional documents and set optionsdw students will view the link.

» If you launch the link in a new window, it's posklor students to view the link and your
Blackboard site in separate windows. This is heliffiney are completing an assignment posted
in Blackboard.) The trade-off is an accessibilggue. Launching a new window loses the history
and back button functionality which is a challefigescreen readers.

* You can also set a time period within which to mieslink and any associated
content available, as with posting documents.

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 yanwo add the
content.

2. Click Build Content and selecContent Folder from theNew Pagemenu.
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Give the folder a name and an optional descriptiau can set date and time restrictions
for a folder as you can for a single document.clCBubmit.

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

Click on the link to the folder and continue to amhhtent 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 infoachesits of their progress. The Grade Center
can contain grades for assessments you createdamdister in Blackboard (such as tests and
quizzes), and for other assessments such as regespers, projects, etc.

Accessing the Grade Center

1. UnderGrade Centerin theControl Panel selectFull Grade Center. (Note options to
display Full Grade Center, Assignments only, ortJesly.)

2. Notice a new feature in BlackboardEdit Rows Displayed(bottom right). Click to
adjust how many rows of students you want to showthe screen. (Maximum is 50.)

Adding Grade Columns

1. Click Create Column. (Note: The Grade Center columns are automaticallged for
tests, quizzes, and surveys created through theof &urvey manager, and for
assignments using the Assignment tool.)

2. Enter a name for the item, select a display typgénmenu, and enter the possible points.

3. Set the options:
* Include this column in Grade Center calculatiohgdu want the item to “count”
toward the course grade)
* Show this column to Students
» Show Statistics (allows students to see how thefppeed 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 selec€Column Organization from the pull-down menu.

* Show/Hide Columns. Click in the box that appears before the name @itdm that you
want to show or hide. Select eithdide Selected Columnsr Show Selected Columns
from theShow/Hide pull-down menu. Hidden columns are indicated kgygd-out
names.

* Move / Rearrange ColumnsPlace the cursor on the four-way arrow at the begmof
the row you want to move. Hold the mouse buttonmaivag 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 mowvaff-screen
when you scroll to the right. For example, to makee that your students’ names always
remain in view, even when the column you wish tokaan is at the right-hand side of
the spreadsheet, freeze thest NameandFirst Name columns. Note theEverything
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 wisfréeze above the bar and they will
remain in place even when scrolling to the rightzZén 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 taeter key. The cursor moves down one cell in the column.
Continue in this manner for as many grades as yant vo enter. For additional options,
place the cursor over a grade and use the pull-doemu in the cell. Clickiew Grade
Details to view students’ work, edit grades, and cleamfits;Quick Comment to send
feedback to the student, aBdempt Grade to remove the item from the grade calculation.

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

3. To modify a grade, click to highlight the curreméde. Type in the new grade andHiiter.
You will see an orange flag in the upper left safi¢he cell, indicating that the grade has
been edited manually. You can clear this flag ligkoig the arrows on the right-hand side of
the cell and selectinglear Cell Modified Icon.

Calculated Columns

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

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

You can use calculated columns to perform calauiatusing the grades in selected columns.
Results are stored in Calculated Columns and carsée for subsequent calculations. For
example, say you want to add extra credit pointeédinal course grade. Once you have created
both theExtra Credit column and thé&inal Grade column, create @otal Calculated Column
namedrFinal Grade with Extra Credit and select both thHextra Credit andFinal 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 columndat gour own column for the calculation of
the course grade.

» If adding your own column, clickreate Calculated Columnand select
Weighted Column. Give the column a name, suchFasal Grade.

» If using an existing column, seldedit Column Information from the drop-
down menu you will see when placing the cursor elrerdouble “down” arrows
in the column heading.

You can have Blackboard calculate weighted gradegjieitheiColumns (individual items) or
Categories(groupings of related items) or a combination @f tivo options..

» Certain Categories are included by default anchoeitem types are placed in
specific categories by default. You can add youn @ategoriesif the ones
provided do not meet your needs. ClMdinage thenCategories thenCreate
Category.

o Categoryis a good choice if you are not yet sure how masgessments
of a certain type you will have by the end of teengster. (For example, if
you weight theQuiz category at 25%, all quizzes together will accdant
25% of the course grade, regardless of how margzgsiyou finally

give.)

o Category is also the best choicié you want to drop some of a student’s
grades (usually a defined number of lowest gradesgye the highest or
lowest grade to calculate. Enter the number ofegaau wish to drop.
SelectWeight Columns Equallyif all items in the category are based on
the same number of possible poiM&ight Columns Proportionally if
some of the items in the category are based offeaatit number of
possible points than others.

o WeightingColumnsis the best choice if you have items not assigoed t
categories.

* To place an item into a category for the first tiraeto edit a default category
placementselectEdit Column Information from the drop-down menu to the
right of the item’s name in the column header, tomh select the appropriate
category from th€ategory menu. ClickSubmit.

Click Columns and/or Categories on the I€fofitrol -click to select multiple items), then click
the arrow to move your selections into 8eected Columnsarea.
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Enter percentages for each category or columnr &fieering the weight for the final item in the
list, hit theTab key instead oEnter. (The total must be 100 percent.)

Click Yesfor Calculate as Running Total

Set the options:
* Include this column in Grade Center calculatiohgdu want the item to “count”
toward the course grade)
* Show this column to Students
» Show Statistics (allows students to see how thefppeed in relation to the rest
of the class by showing the mean, median, etc.)

Click Submit. To review your weightings, find the weighted coluyou added in the
spreadsheet, click the arrow on the right, anccs&ldit Column Information.

Example:
The final grade in the Selected Columns:

course illustrated below wa Enter the weight percentage for each item. Percentages should add up to 100%.

comprised of:

k0 % Category: Lab @
* 5 Labs, 4 of which Waight Calumns: @ Equally O Propottionally
]EOUIHtedJOVVlaI’d the @ Drop Grades OR O Use only the
inal grade (lowest Drap highest grades Lowestvalue to calculate
grade was dropped Drop1 | lowest grades Highestvalue to calculate

by setting up &ab :
category, assigning 10 % Column: Exarm 1 o
a weight of 60%,
and using the Drop
Grades option)

» 2 Exams(each
10%, not placed into
a category)

* Aresearch paper
(20%, not placed
into a Category) Total Weight: 100%

*1'0' % Column: Exam 2 9

=20 % Column: Research -

Using Letter Grades

To change the numerical ranges for letter gradeseffample, from 93-100 is an “A”, etc.), click
Manage,thenGrading Schemasthen selecEdit from the pull-down menu to the right of
Letter. To avoid any omissions, the upper limit of a rangest be equal to the lower limit of
the range directly above. Thus, a range of 80 tm&ades all gradesp to, but not includingO.
The highest range does, however, include 100%.

46



To use letter grades, selg@tter in the Primary Display pull-down menu when firstlady a
Grade Column or modifying an existing Grade Column.

Smart Views

Smart Views of the Grade Center data are custonviesas which match criteria that you define.
SelectSmart Views from theManage menu.

Click Create Smart View.
Define the criteria and clicBubmit.

A

To view the Smart Views you have created, sébacart Views from theManage menu
or click Filter and select the Smart View that you wish to use floa@Current View:
menu.

Downloading Your Blackboard Grade Center for Backup and Printing
You can save a copy of your Blackboard Grade Cemtaiformat that can be opened and
printed with Excel.(We strongly recommend doing this every time yalgaddes to your
Grade Center. Not only does this give you a baackupg the semester, but you also have a
copy of your Grade Center for the course when tbeourse site is removed from the
Blackboard server a year after the end of the séan&s which you taught the course.)

1. Select Download from thé/ork Offline pull down menu.

2. Select the data to download and choose the typaetimiter” (usually Tab, the default,
is a good choice) and clickubmit.

3. Click Submit, thenDownload, then save the file to your computer.

4. You will now be able to open (and print) the fil&wExcel. (If you click on the file’s
icon it will open automatically in Excel.)
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Using the Assignment tool

With the Assignment tool, you can receive and gitddents’ assignments and send students
feedbackThe students find the assignment in a content aead, the instructions and any files
that you have attached with the assignment, anmbresby either typing their responses in a text
box or uploading their work. When the studentsigresents arrive, you access them in the
Grade Center in the appropriate column and roveéah student.

Blackboard 9.1 includes two major changes to th&gksnent tool. You can allow multiple
assignment submissions and you can make assigntoantsups of students in addition to just
individual students.

Instructor — Post the assignment for students

1.

2.

Decide to which content area you will post the grsient and click on its link in the
Course menuAssignments one of the default course menu links, is commaosigd,
but you might prefer to post assignments within kiyganits or another area.)

While some faculty include instructions and necesdacuments within the assignment
itself, doing so can complicate the submission @ssdor you and your studenge
strongly recommend dividing assignments into twatsahat you might post in the same
folder:

* Useltem in theBuild Content menu to post instructions and any
documents required for the assignment.

» SelectAssignmentfrom the pull-dowrCreate Assessmentenu to
create the link that students will use to subneirtivork.

By keeping these two functions separate you canidwmintended submissions
and the need to clear attempts for confused student

In the next window, enter a name and the instrastfor submitting the assignment.

In Blackboard 9.1, students will no longer see tireView/Complete Assignment:
link. Instead, they will have to click on the naofeéhe assignment (the only available
link) to submit their work. You might want to inda this text in the Instructions area:
Click the name of the assignment (above) to submybur work.

Be sure to enter theoints Possible
Make the assignment available to students by clgklake the Assignment Available.

You can allow a single attempt, unlimited attemptsa specified number of multiple
attempts.
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If you allow multiple attempts, you will have totéemine which grade you will use for
grade calculations. In tHerade Center, select Edit Column Information from the drop-
down menu next to the column name in the headelecSthe appropriate option from
the Score attempts usingnenu: Last Attempt, Highest Grade, Lowest Grade, First
Attempt, or Average of Attempt Grades

Limit the availability of the assignment by speaify Display After andDisplay Until
dates and times. Use the calendar and clock icons.
You have the option of tracking the number of vidarsthe assignment.

Enter a due date. Submissions received after theldie are marked &ate. (The due
date is also used fé&arly Warning System notifications if you use these.)

10.You can make the assignmentiib Students Individually (as in past versions of

Blackboard) or taGroups of Students If you check Groups of Students you will be
asked to select the groups that you wish to incl@iek the group name(s) in thtems
to Selectbox and click the right arrow to select the gra)p(

11.Note that when you create an assignment, a colgrantomatically set up for it in the

Grade Center. This is where you will receive, graohel comment on the students’ work.

By default, assignments created us@rgate Assignmentare placed into a category
calledAssignment If you decide to change the default categorytagihe Grade Center
(Control Panel / Evaluation / Grade Cente}, find the column for the assignment,
selectedit Column Information from the drop-down menu next to the column name in
the header, and select the new category from e downCategory menu.

Student — View and submit the assignment

1.

2.

The student finds the assignment in the appropciatéent area and clicks on its name.
In the next window, the student views any attadiled by clicking on their names.

To complete the assignment, the student eithersateesponse in tifubmissionarea
or uploads a response by clickiBgowse for Local File.

Optionally, the student can add comments on thgrasent.

Finally, the student clickSubmit to send the file to the instructor.

Save as Draftallows the student to upload their assignment &ore $heir work on the
Blackboard server without submitting it. To subatita later time, the student should click the
name of the assignment and make any desired chdhgesy wish to replace an attached
document or draft with a revised version, theykchtark for removal next to the draft, and then
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Browse for Local Fileto upload the replacement. Finally, the studeoksiSubmit. You will
receive only the latest attachment in the GradeeZen

Instructor — Review and evaluate the student’s work

1. IntheGrade Center, you will see a green exclamation mark icor -- indicating a
student’s submission. If you made the assignmeatgmup of students you will see the
for all students in the group. From the drop-dowanmto the right of this icon, select
View Grade Details

2. Grade Detailslists every attempt submitted by the student.l3Dpen Attempt (or
View Group Attempt) to view the submission, record a grade, add comtsnattach
files to return to the student, and add Instruntwtes (reminders to yourself that the
student does not see). CliSkibmit to record the grade.

3. You can allow the student an additional attempyd@be the originally specified number
of attempts allowed) by clicking thlow Additional Attempt button. This can be
useful if the student has submitted a draft forryewiew and you are letting the student
make revisions.

4. Click Edit Grade to change a grade or to leave feedback for theragarding the
attempt.

5. Clear Attempt will remove the student’s current attempt, oth# student had a
technical problem submitting their work, will makgossible for the student to submit
again if you originally set up the assignment allayva single attempt.

When multiple attempts are allowedlear Attempt clears the student’s current
attempt. Blackboard uses the results of the prevadtempt as the grade for the item,
unless the grade has been overridd@xerriding a grade supersedes all attempts.

6. You can use thdump to User: or Jump to Column: drop-down menus or theand>
arrows to select other students or assignmentsatteg

Downloading all Assignment submissions at the same time

You can also download all assignment submissiongh#entire class or for many students at
one time and record grades all at once ratherdhamstudent-by-student basis.

1. IntheGrade Center, selectAssignment File Downloadfrom the drop-down menu in
the column heading for the assignment.

2. Clicking Select Ungradedwill selectonly the ungraded assignments in the list. Click the
box undeiSelect Usergo selectll students’ assignments (graded or not). If you want
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select either ungraded or graded assignments focylar students, click the boxes next
to their names while holding down t@®ntrol key.

M Select Users

[ f-click ta select all students  Hame

|:| Fhillips, Michael Wednesday, April 28, 2010
10:42:30 AN EDT

. Click Submit, and then click th®ownload assignments noink. Save the file to your
local computer. The default file name is the nafhe assignment.

. Unzipping (extracting) the file will create a foldeontaining all students’ assignments
with unique file names for each student. Start dytdle-clicking on the downloaded
folder. You should see all of the Word documentstber files that students submitted
along with text files of any comments they includdth their work. Depending on your
operating system and version and the software gwe for “unzipping” (“extracting”)
these files, you can unzip the folder.

How students view their assignment grades

1. The student clicks omools, thenMy Grades, then on the grade for the assignment.

2. The results and comments on the assignment app#s student’s view. If multiple

attempts were allowed, grades and comments ottathpts are listed.
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Creating and Administering Tests and Quizzes

Blackboard allows you to create both individuattesnd pools of questions that you can import
into tests. Using question pools, you can credais &y randomly selecting questions from a
pool.

Getting Started

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

» Click Tests This area is the equivalent of the Blackboafice8t Manager. Here you
will see a list of all of your tests, date lasttedj and whether or not the test is deployed.
Be sure to click the Edit Paging button (bottonit)gr Show All to show additional
screens if your course contains a lot of tests.

» To create a new test, start by clickiBgild Test. Enter a name, description, and
instructions. (To modify an existing test, selgdit from the drop-down menu to the
right of the test’'s name.) Clickubmit.

» Click QuestionSettingsfor options.Question Settingds where you can set default
options that will show up when you're creating wdiial questions; for example, the
ability to add feedback for individual answers lutle images, external links, etc. (Most
other options are "on" by default.) You can alsecsfy a default point value that gets
entered for each question automatically.

In Blackboard 9.1 you can enter feedback or alkjids answers. (Blackboard 8
allowed only one feedback message for all “wrongsveers. To enable this feature,
selectProvide feedback for individual answersin Creation Settings)

Adding questions
You can add questions in different ways:

» Add new questionsby selecting the question type from theeate Question
menu.

*» To add questions from yoqguestion pools and other assessmentelect

Find Questionsfrom theReuse Questiormenu Browse for questions using
the available criteria.
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* Random Blocks.To add &Random Block of questions from your Pools,
selectCreate Random Blockfrom theReuse Questiormenu. Select the pool
from which to add the questions and specify thestioe types, the number of
guestions to import, and the point value of eaakstjan. You can create any
number of random blocks in a single test, drawingstions from a different
pool for each random block.

For exampleif you had a pool of 100 multiple choice questiamsl
wanted to create a 100-point quiz with 10 questigos could create
the quiz so each student gets 10 questions randsetégted, each
worth 10 points.

» Another option is to add @Question Set a group of questions that you select
individually and which can be presented in randaden (This differs from
random blocks because random blocks typically eaevd from larger
guestion pools with no instructor selection of #ittual questions.)

Entering the questions

Follow the screen prompts to enter questions, paihtes (if you did not add a
default point value ilCreation Settingsr specified a point value when adding a
Random Block and feedback. Be sure to indicate the correavanen objective-
type questions. You can enter a model answer or ahswer and essay questions.
Click Submit.

Note that you have the option of adding extra ¢rgdestions (their point value is
not included in the total point value for the te§flo make a question extra credit,
click in theExtra credit only box.)

The drop-down menu to the right of the questioretigr each question includes four
options:Edit (the question)Delete (the question)Create Question Aboveand
Create Question Below

To re-order questions, click and drag the up-angrdarrow on the left of the
guestion and release it in the new question positio

Continue until you have added all of your questidnsally, clickOK and the test
will be saved in th@estsarea.

Deploying a Test (making it available for students to take)

1. Click on the course menu link for the content @oeavhich you want to add the test.
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2. Make sureEdit Mode is clickedON. SelecfTest from theCreate Assessmenmenu.

3. Select the test from thdd Test menu (only tests that you have not yet deploydidoei
listed). ClickSubmit. This opens th&est Optionsmenu.

Setting test availability and testing options

1. Make the test available in tAest Availability area. Clickingresfor Make the Link
available creates an active link to the test in this conéeat. (ClickingNo removes the
link and makes the test unavailable.) You can ateate an announcement to alert
students to the availability of this assessment.

2. Follow screen prompts for other options:

* If you allow multiple attemptsyou can decide which grade should be recordédr
completing all settings on this page and submittjrygu will need to:

0 Go to theGrade Center.

o SelectEdit Column Information from the pull-down menu to the
right of the column name for this test.

o Select an option from thecore attempts usingoull-down menu.
(Options are: lowest, highest, average, last gitear first attempt)

= By forcing completionyou are turning off the option to take a tesmiultiple
“sittings”. Students will not be able to save theork and continue at a later time.
However, forcing completion prohibits students fracoessing the test again should
they experience technical glitches such as a hastmet connection and increases the
chances that you will have to clear their attempt.

* You might want to set ame limitif you are concerned that students will look up
answers using books and notes. The elapsed tineaegppn the student’s screen and
a warning appears as the time limit approaches €tindent is not “cut off” if the
time limit is exceeded; rather, the elapsed tinred®rded with the student’s
submission and the test will not be graded.)

3. Set theDisplay After andDisplay Until dates and times using the calendar and clock
icons. (Be sure that you also cliglesfor Make the Link Available, as above.)
4. Setting a Password is an additional way to lim@ess to a test.

5. Finally, setSelf-Assessment~eedback,andPresentationoptions. Presenting the test
All at Once is recommended over presenting questidne at a Time Randomize
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Questionspresents the same test questions in random aderth student. (This is
different than &Random Block in which each student receives a random sample of
items from a pool.)

6. Click Submit. The test appears in the content area where ystegd. The student will
go to this area and click on the link to take #m.Remind students to clidubmitto
send their completed test to you, Bawve

Editing the content of a test

1. In the course menu, click on the content area witheréest is located and find the test
in the list of items in this area.

2. SelectEdit the Test from the drop-down menu to the right of the tesgsne.

Editing test options (how the test is deployed)

1. In the course menu, click on the content area wtheréest is located and find the test
in the list of items in this area.

2. SelectEdit the Test Options from the drop-down menu to the right of the test’s
name.

Viewing students’ test results

Either a grade or a green exclamation mark icoreaggin theGrade Centerwhen a student
submits a test. (A grade appears if all questasagyraded automatically, as in the case of
multiple choice, etc. A green ! icon appears ié tbst includes short answers and essays,
requiring you to grade the responses manually.)

Pull down the menu next to the icon and seléetv Grade Details.Click Open Attempt.

You will be able to see all of the students’ resges) the amount of time it took the student to
complete the test (if you set a timer), and thesoautomatically entered for questions that
Blackboard grades. You can change the points diydBlackboard in this screen for ambiguous
guestions or when the student makes a good cas@ faternative answer.

For essay and short answer questions, the studespsnse is given. Read the response and
enter feedback in thResponse Feedbackox. Enter the number of points earned.

When finished, clickSubmit.
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Clearing a student’s attempt

Online testing is subject to technical glitchesm@won problems include Internet connections
timing out or otherwise disconnecting and testssudimitting properly when students click the
Save andSubmit button. You may have to “clear” students’ attemptlowing them to re-take
and re-submit the test.

* Anicon appears when a student is locked out eét Pull down the menu next to the
icon and selec¥iew Grade Details.Do not clear attempts unless you hear from the
student that he/she had difficulty.

* Click theClear Attempt button.

Copying tests from one site to another

You can copy all of your tests from one Blackbositd to another by using tl@ourse Copy
option in theControl Panel. Refer to instructions for Transferring Course &tet from
Previous to New Blackboard Sites and follow therintions for the appropriate version(s) of
Blackboard. When selecting the content to copycklomly Tests, Surveys, and Pool¥ ou will
have to deploy the tests by adding them to conéeats.

Exporting and importing tests
You can export individual tests from one course aid import them into another course site.

Exporting a test

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

» Click Tests

» SelectExport from the drop-down menu to the right of the tésit tyou want to export.
* When promptedSavethe .zip file to your local disk. The file name Mok in this format:

Test_ExportFile_45489 P 111 testl.zip

* Do not unzip or otherwise modify this file or itNunot import correctly.

Importing a test

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

» Click Tests

» Click Import Test and therBrowse for Local Fileand select the test export file (.zip
file).

* Click Submit.
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* The import is confirmed with the message “The pgekiaas been processed...” Click
OK. The imported test appears as the last item iif dséslist.

Creating Question Pools

Creating Question Pools allows you to maintainsa bank from which you can select questions
at random. You can create the questions in Blagkbyaurself or import them from a
publisher’s proprietary test software (such as Gestor EZTest.) Question pools are often
included in course cartridges specific to yourlbexik that you can install using a download key
that you get from your publisher representative.

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

» Click Pools This area is the equivalent of the BlackboaRb8| Manager. Here you
will see a list of all of your pools and date ladited. Be sure to click tHedit Paging
button (bottom right) to show additional screengoifir course contains a lot of pools.

» To create a new pool, start by clickiBgild Pool. Enter a name, description, and
instructions. (To modify an existing pool, sel&dit from the drop-down menu to the
right of the pool's name.) ClicRubmit.

» Click QuestionSettingsfor options.Question Settingds where you can set default
options that will show up when you're creating widiial questions; for example, the
ability to add feedback for individual answers lutle images, external links, etc. (Most
other options are "on" by default.)

* You can add questions in different ways:

» Add new questionsby selecting the question type from theeate Question
menu.

» To add questions from yoguestion pools and other assessmentdick
Find Questionsand browse to find the questions you wish to add.

» Follow the screen prompts to enter questions, coereswers, and feedback. Click
Submit after entering all necessary information for eqahbstion.

» To re-order questions, click and drag the up-angrdarrow on the left of the question
and release it in the new question position.

» Continue until you have added all of your questidnsally, clickOK and the test will
be saved in thBoolsarea.
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Copying pools from one site to another

You can copy all of your pools from one Blackbosité to another by using ti@ourse Copy
option in theControl Panel. Refer to instructions for Transferring Course &tet from
Previous to New Blackboard Sites and follow theringions for the appropriate version(s) of
Blackboard. When selecting the content to copyckloaly Tests, Surveys, and Pools

Exporting and importing pools
You can export individual pools from one course sihd import them into another course site.

Exporting a pool

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

* Click Pools

» SelectExport from the drop-down menu to the right of the pdw@lttyou want to export.
* When promptedSavethe .zip file to your local disk. The file name Mok in this format:

Pool_ExportFile_12376_A_ 111 pooll.zip

» Do not unzip or otherwise modify this file or itNunot import correctly.

Importing a pool

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

* Click Pools

» Click Import Pool and therBrowse for Local Fileand select the pool export file (.zip
file).

* Click Submit.
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Using SafeAssign

Safe Assignments can deter plagiarism by creafpgpunities to educate students on proper
citation and attribution, while providing a powdrtaol to detect blatant plagiarism in student
papers.

How Does SafeAssign Work?
Using unique text-matching algorithms capable ¢éding exact and inexact matching, Safe
Assignments are compared against the followingcssur

« The Internet

« Proquest/ABI Inform, a database with over 1,100lipabon titles and over 2.6 million
articles, updated weekly

- Institutional database, containing all papers sttiechiby students in the University of
Maine System

« Global Reference Database, to which students clamtewily submit their papers

What Does SafeAssign Tell Me?

Once a paper is submitted and processed by SafgAssieport is provided that details the
percentage of the paper that matches existingnaiigources. It also provides links to the
sources that returned the matching text. Becauiegeaiature of the report, it is imperative to
read and interpret each SafeAssign report carefliig report, in and of itself, does not prove
plagiarism occurred. SafeAssign provides a sentaratehing score displayed as a percentage.
This score is an indicator of what percentage efsihbmitted paper matches existing works, and
should be treated only as a warning.

Make Sure SafeAssign is “ON”
You will need to do this in each course in whichuyeant to use SafeAssign.

» Control Panel > Customization > Tool Availability and check the box to make
SafeAssigrAvailable.

» Control Panel > Customization > Tool Availability and check the box to make
SafeAssignmenAvailable in a Content Area .

Add a Safe Assignment to Your Cours&dding aSafe Assignmenis similar to adding an
assignment with BlackboardGreate Assignmenttool. Creating the Safe Assignment sets up a
link that students use to submit their work in ateat area and a column in tGeade Center.

The main difference is that the Safe Assignmenhecked for plagiarism.

NOTE: SafeAssign accepts files in Microsoft Wordioc and docx)/ OpenOffice (odt)/ TXT /
RTF / HTML / PDF formats only. Please DO NOT uploddes in any other formats,
including JPEG / ZIP. Files must be less than 10 MB
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9.

Select a content area into which you will add eeSefsignment.
SelectCreate Safe Assignmentrom the drop-dowikvaluate menu.

Provide a name for the assignment. If the assighmedraft, indicate that in the
assignment name (e.g. Paper One: Draft). Keepmal thiat you will have to create a
separate Safe Assignment for the final submisstan Paper One: Final Submission).

Enter the points possible for the assignment.

Provide instructions for the assignment.

Select the availability option. Selecting "yes" yites student access to the assignment.
Set assignment availability dates. You may wiskeibsome assignment restrictions here.

Select the appropriate draft settings for the assant. Setting the assignment in draft
mode allows students to validate their papers witlsabmitting them to the institutional
database. As a result, final papers will not be garad to submitted drafts, which will
result in more accurate SafeAssign reports.

Set Urgent Checking to "no".

10.Choose whether or not you want students to havesado the SafeAssign report.

11.Create an Optional Announcement if you wish.
12.Click Submit.
13. A column for your Safe Assignment will automatigdble created in the course

14.

Grade Center.

A piece of text will be added to your assignmerthwvtie legal release
statement:

| understand that my instructor has elected to haigassignment checked against
several databases for original content. Furthermadnenderstand that SafeAssign will
create an originality report for my instructor whishows how my paper compares
against documents available on the Internet, in yranint journals, as well as a
database of other papers submitted by Universitylahe System students. | understand
that my paper will be added to this institutionatabase for comparison of future papers
against my work.

| also understand that if | select 'Upload to GlbbBmtabase' below, | am agreeing that
papers from students at other universities usinfg/Assign can be compared against my
work. | understand that once | grant the right this paper to be added to the SafeAssign
Global Database that | may not retract that righimaintain ownership of the original
intellectual property created, but this documenstmemain a part of the SafeAssign
Global Database. | understand that submitting myegseo the Global Database is
completely voluntary.
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Submitting Papers Via Direct Submit

Submitting Papers Via Direct Submit allows you emgrate SafeAssign reports on papers
submitted outside of a Safe Assignment

PLEASE NOTE: Papers uploaded throu@hirectSubmit are only added to the
Institutional Database - there is no option to #dam to the Global Reference
Database since students have to opt-in on a pappayier basis. Additionally,
there is no Grade Center integration with papesnsitied through Direct
Submit. So because Direct Submit does not offeesscto the Global Reference
Database or integration with Grade Center, facukynbers should set up and
useSafeAssignment® collect submissions whenever possible.

To submit papers witDirectSubmit, selectSafeAssignfrom theCourse Tools menu in the
Control Paneland clickDirectSubmit.

Direct Submit allows faculty members to submit papers one mha br several at once by
including them in a .ZIP filtPLEASE NOTE: .ZIP packages should contain no more than 100
papers and submitting more than 300 papers insioseis not recommended. Additionally,
papers with over 5000 sentences or that are marel@ MB in size cannot be submitted.

61



Accessing SafeAssign Reports

Student submissions and associated SafeAssigrsegaor be viewed in two ways:
» from theSafeAssignlink in theTools menu of the cours@ontrol Panel (use the drop-
down menu for each assignment to seléetv Submissions)
* viathe cours&rade Center(click the drop-down menu for the assignment for an
individual student, selestiew Grade Details then clickOpen Attempt)

What Does the Report Screen Tell Me?

When you access the main report screen by selettngiew link, the following columns
appear for each student:

1. Text - Select this option to view the student'smsigsision online.

2. File - Select this option to download the studerrsission to your computer.
Establishing logical file name conventions withdgnts can help to identify which
student submitted the file

3. Matching - The percentage listed is the percentddgiee paper that matches other
sources.

4. SA Report - Select this option to view the full &aésign report.

5. Clear Attempt - Select this option to remove thiersission.

Example:
EATEALEIGH PACUECT » CONTRON BANE, » BAFERESIIN = SAFEASSICHVELTS [ e snilted (et ]
BAFE ASBIGNMENTD AREDT S0BANT [ 3 " | T S o ]
SafeAssignments
[' & o al [ e | ]
./ View SafeAssignment [+ Saten atall repon. )

Paper 1
Do 'not upiosd Office 2007 files (docx) If you are wusing Word 2
assignmont, Name your file LASTRAME papori

|
|
To dowrload all submilled papers in a ZIP-archive, click ke Downlioad bullon M |
|

T Usors i
Dhsplanying reconds 1 - 1 .

P e 2 Dﬂ = = T = : = =i |
Student 1D Student Mamo Taad Fila Matching 5A Ropor Submitiad

Studentl], Good A ¥ " S Fab 24 1004220 EST 2008 Clear Amempt

1 Usars

Il playirg fecond 1 -1 Show 25 mems parpage ¥ 1

You will be able to quickly scan the Matching coluto determine if further analysis of the
SafeAssign Report is warranted. Here are some goulglines to remember:
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1. Scores below 15% These papers typically include some quotes amdcbmmon
phrases or blocks of text that match other souesy typically don't require further
analysis, as there is little or no evidence of gsplagiarism.

2. Scores between 15% and 40% These papers include extensive quoted and/or
paraphrased material or they may include plagiaridmey should be reviewed to
determine if the matching content is properly httted.

3. Scores over 40% There is a high probability that text in thigopawas copied from
other sources. It should be reviewed for plagiarism

SafeAssign Reports provide very detailed and cohgnsive information about the matches
found between the submitted paper and other sousszsby SafeAssign. The report identifies
all matching blocks of text, and provides a linketch source of the match. Each SafeAssign
Report is divided into three sections:

- Paper Information- Provides data about the paper, such as authmememnatching,
and when (date, time) the paper was submittedisdt@ovides options for downloading
the report, emailing the report, and for viewingreatable version of the report.

« Suspected SourceslLists the sources that contain text that matthedext found in the
submitted paper. From this view, you may selectesito exclude them from the
review. This can be helpful if a source is a prasiavork from the same student for the
same class, or if there is a reason for lengthgiaecof a particular source to appear in
the paper.

- Paper Text- Shows the submitted paper. All matching blockeert are identified.
Clicking a matching block of text displays infornwett about the original source and the
probability that the text was copied from the seurc

63



Below is an example of a standard SafeAssign Report

Help Clns
Print Version is a text-
only formatted version
that is accessible and.
optimized for printing.

— =
safe \/ assign
wyjassan
| Paper Information

n Todd Mos C1 Assignmventi  Demo Assgnment Save report to diski g
samgle doe 1 htm Submitted: Z006-04-04 16:88:12 EST
Paper10: 11435

Suspected Sources These features will give

Click on a source to view the onginal, or itk on the magnifying glass to see the source highlighted in the.taxt.haia you 8 direct URL to
Click: on each Sus: this report that you can

[Brsighighe wil] [GnRighighe ] pected Source to ses then email to others.
@ [ htto: /i www.mvdropbo .comiget pager? ol tid=1730228digest=a 715045 1odis 5t 3ad FB97 T d52asas50 @ the full coresponding

@ [ heoidfwww.netessave.netiiswpaoen/27 185, html B source,
@ [ heep:/fwwew mydropbox.comyget_paperd pRid=1730238digust=2a7 106bd185c12d2baBaMhaes 1 708a3ch ’
@ Ot — R e :
@ [ hezodwww. p!l:cmﬂu‘_‘ll com/Calcham®s20Chiande him Click the ﬂﬁ‘a"ﬂt’iﬂg glm

icon to highlight the Paper

W [ hREn e g ! A
Text material that matched
“ [[] hetes: ffwwv i s adcalimichlon decom/feancrate. shim| p tuiha't fiedilar St

@ Re-process the paper without the selected sources

Use the Reprocess icon
1o rerun the report with-
out checking against
those sources indicated
by the check boxes.

Paper Text A
Paper Text is 1
Click on the text to see more info about the source. i e fromihe

. Prejutism in the 19302, down in the Southem United States, was not good

# Caltium chlenide is used far such things 3= dust contral, read daleing, 3nd to assist in ol and gas drifls 16t sasdy manufactured for a varety of
sources. underground brnzs in Michigan, a by-product of hydrochianc add streams, and soda ash tan ha-'h-nr cakium chionde. For years the market was
suppleed by threa major manufactures- Dow Chemical, General Chemical, #nd Tetra Technologies- all of which produce such @ high-volume that it creates
ovartupply and poor prices. These companias slraady produced raughdy 1.5 million tane per vear and out of that anly sbout 1 millian tons are used. In
1935, Ambar Incorporated decided that they ware geing te shtér the ceitwm chlonde market, They sgent over $50 milkon ori supplies-and
btind schedule in 157, Then fiarth Amenca experiancad the warm and low orecpitation wintars m 1535 and 2006, there was an ncredibly fow df  Highlighted . text indicates
for calcium chionde and the company feied. (paper mill) what mmm of the Papgr

8 In recent years, the markst damand for calciam chioride has shfted. Consumption within the argest market segment. deicing. s heaviy depang 10Xt COTesponds to which

source.

p umm‘cmmummwvwmmmmmmmmmmumMuwu.vm
ity I8 mare than adequate to meat future demands 35 the industry’s oparating rate is about 60 percent. (Prequest)

Necross of the skin after contact with calcium chionide has been described in a vanety of situati induding that of oil fiald workers and prolonged
u:wwm;mm{mmm[mralmmwmtrmmdm“uwwwmmmnmasmdm
foliow tha 2 m{almammanﬂdpwpmﬂmdamm&m
mmwmhasm«aw«mwmmmmm This uncomman injury rarsed concaim about child abuze. (finarticlas)

: dimg. ur\-fnrrn compadion and residual calciom chionde hafns protect road bases from wmter rreezmq and related frost
haaving 'ono lnown a8 an :H'mm e malter. ealcium chicrida lowars the freezing point of moldtura in road Bases to nearly 60 degress Below Zero.
(Inkemet)

4 Invastigations have shown that 3 tiwg percent addition of caltum chioride has squal cure strength at SOF as plain conaate has at 70F. B

0 The accelerated cure rate measured a5 final conorate set

Click on a particular matching
sentence in the Paper Text to
view the Source Comparison
window. It shows the URL of
the matching source document,
the percentage of similarity and
a direct comparison of each
sentence.

Matching: 100%
The beneficial effects of caldum chioride wil be even more pronounced at lower temperatures
|The bmﬂcia! effects of caldum chloside will be even more pronounced at lower temperatures
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Creating and Administering Surveys

Blackboard’s Survey tool allows faculty to condalzss surveys for a variety of purposes —
housekeeping, course planning, and content isBadls.objective- and essay-type questions are
possible. Survey results in Blackboard are recostemhymously. You will get a confirmation of
which students have completed a survey but willb®able to link responses with names.

Faculty have used surveys for the following appiares:

» Surveying students about what they know about & togfore addressing the topic in
class.

= Solicit students’ opinions about exam dates andjasgent options.

» Conducting content-related surveys and polls tdarppinions and attitudes (for
example, exploring myths related to ageing.)

» Conducting formative evaluations of the coursericdional materials, or a particular
teaching and/or learning strategy.

Getting Started

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

» Click Surveys This area is the equivalent of the Blackboa®lL@vey Manager. Here
you will see a list of all of your surveys, datetladited, and whether or not the survey is
deployed. Be sure to click the Edit Paging buttoottom right) to show additional
screens if your course contains a lot of surveys.

» To create a new survey, start by clickiBgild Survey. Enter a name, description, and
instructions. (To modify an existing survey, seledtt from the drop-down menu to the
right of the survey’s name.) Clickubmit.

* Check theQuestion Settingsfor options.Question Settingss where you can set default
options that will show up when you're creating widiial questions; for example, the
ability to include images, external links, etc. (flother options are "on" by default.)

Adding questions to your survey in the Survey Canvas

You can add questions in different ways:

» Add new questionsby selecting the question type from theeate Question
menu.

*» To add questions from yoguestion pools and other assessmentdick
Find Questionsand browse to select the questions you wish to add.
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Entering the questions

1.

Follow the screen prompts to enter questions. GGigkimit after entering all information
for the question.

To re-order questions, click and drag the up-angrdarrow on the left of the question
and release it in the new question position.

Continue until you have added all of your questidfisally, clickOK and the test will
be saved in th8urveysarea.

Deploying a Survey (making it available to students )

1.

2.

3.

Click on the course menu link for the content @aceahich you want to add the survey.
Make sureEdit Mode is clickedON. SelectSurvey from theCreate Assessmentenu.

Select the survey from thdd Survey menu (only surveys that you have not yet
deployed will be listed). Clicubmit. This opens th&urvey Optionsmenu.

Setting survey availability and survey options

1.

Make the survey available in tisirvey Availability area. Clickingyesfor Make the
Link Available creates an active link to the survey in this conéeea. (ClickingNo
removes the link and makes the survey unavailalleu)can also create an
announcement to alert students to the availatofityre survey.

Follow screen prompts for other options:

Multiple attempts

By forcing completionyou are turning off the option to complete a syrin multiple
“sittings.” Students will not be able to save theork and continue at a later time.
However, forcing completion prohibits students fraceessing the survey again
should they experience technical glitches such lastanternet connection and
increases the chances that you will have to cleairtattempt.

= You may or may not want to setime limit.

» Set theDisplay After andDisplay Until dates and times using the calendar and clock
icons. (Be sure that you also cliglesfor Make the Link Available, as above.)

» Setting a Password is an additional way to limttess to a survey.

66



» Finally, setSelf-Assessmenteedback,andPresentationoptions. Presenting the
surveyAll at Once is recommended over presenting questione at a Time
Randomize Questiongresents the same questions in random order ébr stadent.

3. Click Submit. The survey appears in the content area wher@gsied it. The student
will go to this area and click on the link to comaa the surveyRemind students to click

Save andSubmitto send their completed survey to you, $ate all Answers

Editing the content of a survey

1. Inthe course menu, click on the content area wtihersurvey is located and find the
survey in the list of items in this area.

2. SelectEdit the Survey from the drop-down menu to the right of the sutseame.

Editing survey options (how the survey is deployed)

1. In the course menu, click on the content area wtiersurvey is located and find the
survey in the list of items in this area.

2. SelectEdit the Survey Options from the drop-down menu to the right of the suisey
name.
Viewing the results of a survey

1. SelectGrade Center/ Full Grade Center from theEvaluation menu in the
Control Panel. Find the column for the survey.

2. You will see a check mark next to a student’s namtbe Grade Centerif
he/she has completed the survey.

3. To view responses, click on the double “down” asdw the right of the name of the
survey in the column header.

4. Click Attempts Statisticsto see the results.
Clearing a student’s attempt

Online surveys are subject to technical glitchesn@on problems include Internet connections
timing out or otherwise disconnecting and surveyssubmitting properly when students click
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the Save andSubmit button. You may have to “clear” students’ attemptkwing them to re-
take and re-submit the survey.

* Anicon appears when a student is locked out afreey. Pull down the menu next to
the icon and seledtiew Grade Details.Do not clear attempts unless you hear from
the student that he/she had difficulty submitting.

* Click theClear Attempt button.

Copying surveys from one site to another

You can copy all of your surveys from one Blacklabsite to another by using t®urse Copy
option in theControl Panel. Refer to instructions for Transferring Course &tet from
Previous to New Blackboard Sites and follow therintions for the appropriate version(s) of
Blackboard. When selecting the content to copycklomly Tests, Surveys, and Pool¥ ou will
have to deploy the surveys by adding them to conéeeas.

Exporting and importing surveys
You can export individual surveys from one courige and import them into another course site.

Exporting a survey

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

* Click Surveys

» SelectExport from the drop-down menu to the right of the surtlegt you want to
export.

* When promptedSavethe .zip file to your local disk. The file name Mok in this format:

Survey_ ExportFile_45489 P_111 surveyl.zip

» Do not unzip or otherwise modify this file or itNunot import correctly.

Importing a survey

» SelectTests, Surveys and Poolsom theCourse Toolsmenu in theControl Panel.

* Click Surveys

» Click Import Survey and therBrowse for Local Fileand select the survey export file
(.zip file).

* Click Submit.

* The import is confirmed with the message “The pgekiaas been processed...” Click
OK. The imported survey appears as the last itemearveyslist.
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Monitoring Student Activity in Your Course: Performance
Dashboard, Statistics Tracking, Course Reports, and Review Status

Four tools allow the instructor to monitor studaativity in Blackboard courses: the
Performance DashboardReview Status, Tracking Reportsand Statistics Tracking.

Keep in mind that these tools rely on counts ofs'hio different areas of your course site and
self-report item review status. The fact that aleti has clicked on a document or marked it as
“Reviewed” does not mean that he/she has actuedigtit. Nevertheless, these tools can be a
useful first step in identifying students for pdssifollow-up action.

Performance Dashboard
ThePerformance Dashboardtool allows the instructor to view a summary afdsnt activity.
To view the Performance Dashboard, sefatformance Dashboardfrom theEvaluation
menu in theControl Panel. The following information is displayed:

« Last Name

« First Name

« Username

+ Role

+ Last Course Access

- Days since Last Course Access

« Review Status - Displays which items have been etely a student if this tool is

enabled. A detailed view of items may be openea mew window by clicking the item

count.

- Adaptive Release — Click the folder icon to dispdaljst of all items in the course,
whether or not items are visible to the studend,\@hether or not the student has
reviewed the item.

« Discussion Board participation data and graded) agtess to Email to contact the
student.

« Early Warning System — displays any Early Warningfitations sent to the student

« View Grades - Only displayed if the Grade Centemabled. Provides links to the Grade

Center: User Grade List page for that user.

You can click thePrint icon to open the page in a new window in a prifiiendly format.

All columns can be sorted by clicking the colummdher to toggle between ascending and

descending order.
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Statistics Tracking (“Track Number of Views” in Bla ckboard 8)

You can also enable tracking for an individual itena content area.

Enabling Tracking

1. SelectTracking from the drop-down menu to the right of the it€frhis is the
equivalent of selecting Track Number of Views ira&tboard 8.)

2. Click Enable, and therSubmit.

3. The item is tagged with dbnabled: Statistics Tracking

Viewing Tracking Statistics
» SelectView Statisticsfrom the drop-down menu next to the item.
* SelectRun from the drop-dowiContent Usagemenu
» Select the format for the report (PDF, HTML, Wolkcel)

* Then select the names of the student(s) to tradktentimeframe for the tracking report.

To select...

Click on the first name in the list, and,

the while hold down the&shift key, click
entire class... on the last name in the list.

selected Click on the first name, then, while
students... holding down theControl key, click

each of the other names.

Course Reports (“Course Statistics” in Blackboard 8 )
TheCourse Reportstool provides information about student activityyour course site.

AccessCourse Reportsfrom theEvaluation menu in theControl Panel. Activity can be
viewed as a whole or for Content areas, GroupBjisussion Forums separately.

Use the drop-down menus to the right of each opgbaselecRun.
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» Select the format for the report (PDF, HTML, Wolkcel)

» Then select the names of the student(s) to tradklentimeframe for the tracking report.

To select...

the Click on the first name in the list, and,

entire class... while hold down theshift key, click
on the last name in the list.

selected Click on the first name, then, while

students... holding down theControl key, click
each of the other names.

Click Submit.

When viewing reports that include hit or accestisdtes, a hit is tracked every

time a request is sent to Blackboard. For examphen tracking use of the
Communication Area: a Student accesses the Comatigrnicarea (1 hit), clicks Discussion
Boards (2 hits), clicks a forum (3 hits), and ctickmessage to read (4 hits).

If a user is unenrolled and then re-enrolled, @tdistics since the re-enroliment are kept.

Review Status

Finally, theReview Statustool allows you to trackelf-reportedstudent review of specific
content items. Once you enable the tool for an,iegch student tracks their own progress. A
Mark Reviewed radio button appears on the item. After viewing item, the student selects
this button to mark itReviewed.”

Enable Review Status for an item

1. Open the Content Area that includes the item lokirlg on its link in the course menu.

2. SelectSet Review Statugrom the drop-down menuext to the content item. (The
default state, indicated in the menu, is Disabled.)

3. SelectEnable and clickSubmit. The new status (Enabled) appears in the menu.
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View the status of student reviews

Once Review Status is enabled for an item, youcb&ck the status of student reviews in two
places.

» By selectingJser Progressfrom the drop-down menu next to the content item.

* |nthePerformance Dashboard
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