EeliclGER DARE TO DO MORE

Community College

Blackboard 9.1: Level 1l

Handout Objectives

I Messaging

1. Changing the “Entry Point”

I1. Uploading a “Audio, Video, & Image”
V. Creating “Groups”

V. Creating “Tests”

VII.  Creating “Upload a Banner”

I, Messaging

Step 1 - Select Course Tools (in the control panel) then select Messages.

CUNY

MBlackboard 9.1

# Control Panel

¥ Files »

# Course Tools

Announcements

Assess Campus Pack Wikis
Blackboard Collaborate
Collaboration

Configure Campuz Pack Blog
Tool

Configure Campus Pack Wik
Tool

Contacts
Course Calendar
Discussion Board
Gloz=sary

Manage Campus Pack
Podcast

Messages
Recycle Campus Pack Blogs

Recyu:lk Wikis

Rubrics
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Blackboard 9.1 Level Il

Step 2 — Select Create Message

% Spnngmﬂ ImraToCompMers BTC 1m0269[0269]|LaGuardla) Messages)FnIder:Inbnx

/ Ende ﬁ Success: MessageDe\eled
T

% Spnng 201 Intro >>
To Computers:
BTC 100 0269 @ Folder:Inbox
[0269] (LaGuardia

) Messages are private and secure fexi-based communication that occurs within a Course and among Course members. Alihough similar to email, users must be loggedinto the Course to read and
Course Information® B send Messages. Mare Help

Announcements E

r

Step 3 — Select TO and start selecting a Recipient or Recipient,

Communication

n Board
il External Links @
il Tools

Step 4 - Type in a Subject and Body and Select Submit to send email to student.
2.

& Subject | |
Body Text Editor is:
‘| Normal E‘ | Arial E‘ | B r U ae| x £ |=

A Y NE & v QO FARS | IO
“BEABE BE

< Path: body

Cancel
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1. Uploading a “Audio, Image, or Video”

Step 1 — Select Course Documents (in the Menu) then hover over Build Content. Once there
you will see that you may select Audio, Image, or Video. Depending on what you are looking to
upload select correctly. (Each has similar chooses and options.)

Cli=Q=l=)-

F-3
# Fall 2010 Intro E Course Documents %
To Computers:
BETC 100 8137 Build Content ¥ | Create Assessment i | Add Interactive Tool ¥ | Assign Textbook %
[813 7] Create New Page Mashups
(Lac uardia ) > Item > Content Folder > Flickr Photo
> File > Blank Page > SlideShare Presentation
Home Page p » Link to NOOK Study » Module Page > YouTube Video
» SoftChalk ScoreCenter » Tools Area in this field.
Announcements et
Course Information > Audio
> Image
Contacts > Video
> URL

Course Documents

[<¢]

> Learning Module

» Syllabus
Discussion Board ¥ » Course Link

A A

k2
Tools [!I Artached Files: 3 intro to Blackboard 8 (Level I).0ptx (645.843 KB}
[} Syllabus (Demo} - Course Info.docx (11.709 KB)

Step 2 — Read which one refers to you choose:

A. Audio: Find File by “Browse My Computer” then name the file, you can Include
Transcript if you have it. There are audio options that you have; Autostart and Loop,
Autostart will play the file upon the student opening, and Loop will keep playing the file
over and over again. Standard options deals with seeing it, tracking number of views, and
Date & Time Restrictions.

Create Audio

Select an audio file to play on the page. If Autostart and Loop are both set to Yes, the audio file will begin playing when users open the page and will
continue to play until they stop it or navigate away from the page. Include a transcript for those that cannot hear the audio file. More Help

+ Indicates a required field.

Cancel  Preview m
< Ml Select Audio File

+ Find File Browse My Computer Browse Course

# Name [ |

Color of Name B Black

Include Transcript Browse | Browse to select a file containing a transcript for people who cannot hear the audio.

ey AudioOptions |

Autostart () Yes & No

Loop () Yes () No
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B. Image: Find File by “Browse My Computer”, “Browsing Course”, Or “Browse
Mashups ” then select the name of the file. Next step give the file a Name, “Alt Text” is
optional will give the link in Course Information a different name other than the file
name. If the Audio file has a description may input it now. Image options refers it how
the image will be displayed on the course page. Standard options deals with seeing it,

tracking number of views, and Date & Time Restrictions.

Create Image

Select an image 1o show on the page. Sat the height and width options ta display the image at the right size, and include a description for those that cannat see the image. More Help
+ Indicates a required field.

M Select Image File

# Find File Erowse My Computer | | Browse Course | | Browse Mashups
* Name I ]
Color of Name W ek

Alt Text [ |

Cancel  Preview [0

Long Description

2. Image Options
Dimensions @ Original
© Cust

-

Image Target URL [

C. Video: Find File by “Browse My Computer”, “Browsing Course”, or “Browse
Mashups” then select the name of the file. Next step give the file a Name, There are
Video options that you have; Autostart and Loop, Autostart will play the file upon the
student opening, and Loop will keep playing the file over and over again. Standard
options deals with seeing it, tracking number of views, and Date & Time Restrictions.

Create Video

transcript file. Otherwise, use a separate text file in the same folder to provide a transcript for the video. More Help

+% Indicates a required field.
Cancel

# Find File Browse My Computer Browse Course | |Browse Mashups
4 Name | |
Color of Name B = Black

Dimensions @ Original
() Custom

Autostart ) Yes & No

Loop () Yes ® No

Select a video to show on the page. The video player will appear directly on the page. Set the height and width options to display the video at the right
size, and include a transcript for those that cannot see or hear the video. When uploading an MPEG file, you have the option of including a SAMI

Preview m
<
1. Select Video File

2. Video Options
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Step 3 — After all the required information is typed in and/or selected, then click Submit.

3. Standard Options

Permit Users to View this @ Yes () No

Content

Track Number of Views () Yes @ No

Select Date and Time || Display After E

Restrictions | | | ‘ @
Enter dates as mm/dd /yyyy. Time may be entered in any increment.
[ Display Until ‘ | ‘ |@

Enter dates as mm/dd /yyyy. Time may be entered in any increment.

. subomit.
Cancel  Preview m

Success: ISMD Student Workshops Added [}

E? Course Documents ¥/

Build Content ¥ Add Interactive Tool ¥ Assign Textbook ¥ N
i ISMD Student Workshops ¥ =

Play ols

(A

bi Services
tribution Systems

Feicome
“ident Workshops

1. Creating “Groups”

2 Control Panel

Step 1 — In the Control Panel “users and groups” click on the “Double Files
Up Arrows” and select Groups.

Course Tools

Evaluation
Grade Center

# Users and Groups

Groups ¥
Step 2 — Hover over Create Single Group or Create Group Set and e e
select either Self Enroll or Manual Enroll or Random Enroll (under ‘;“5:"”“2“-“2”
ackages an
Create Group Set). Utilities

Help
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Create Single Group %

» Self-Enroll

» Manual Enroll

Create Group Set ¥

Create Single Group %

Create Group Set

Step 3 — Fill out information then Check off only the tools you want available for the group then
hit Submit. With Self-Enroll there is an option where you have to have a signup method and set
a certain amount that each group can have.

Step 4 — To delete a group Check the Box select Delete.

V.

Step 1 — To create a test, under Control Panel select Course Tools
then click on Test, Surveys, and Pools.

1A

Groups

All Groups  Group Sets

The Groups tool allows Instructors to organize Students into Groups of any size. Instructors can provide communication and collaboration tools that
only Group members can access. Groups can be created one at a time or in sets. Groups can be designated as Self-Enroll, allowing students to add

themselves to a Group, or Manual Enroll, having the Instructor assign students to a Group. More Help

Create Single Group ¥ ]| Create Group Set %

Group Settings

> Delete

E Name |Gmug$et Self-Enroll Available

™ Blackboard 9.1 Update |¥ - Yes Yes

> | Delete
> Open
B Displaying 1to 1 of 1items | Show All| |Edit Paging...
> Email
> Delete

Creating “Tests”

Step 2 — Click Test

@ Tests, Surveys, and Pools

Tests

Tests are sets of questions that are graded to measure student performance. Once a test is created here, it must be deployed within a content folder

before students can take the test. Test results are reviewed in the Grade Center. Note that some question types are not automatically graded.

Surveys

Surveys are not graded. They are useful for gathering data from students that is not used to evaluate student performance. Surveys must be deployed

in a content folder for students to respond to the survey.

Pools

Pools are sets of questions that can be added to any Test or Survey. Pools are useful for storing questions and reusing them in more than one Test or
vey.

COURSE MANAGEMENT

# Control Panel
Files

# Course Tools
Announcements
Assess Campus Pack Wikis
Blackboard Collaborate
Collaboration
Configure Campus Pack
Blog Taal
Configure Campus Pack
Wiki Tool
Contacts
Course Calendar
Course Merge Membership
Raoster
Discussion Board
Clossary
Manage Campus Pack
Podcast
Messages
Recycle Campus Pack
Blogs
Recycle Campus Pack Wikis
Rubrics
SafeAssign
Sand Email
SoftChalk - Synchronize
Copied Content
SoftChalk Publish with
ScoreCenter
Tasks
Tests, Surveys, and Pools
iTunes U

r':,

Tests, Surveys, and Pools
Evaluation 2 &y = I
Grade Center
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Step 3 — Click on Build Test.

Tests

Tests are a means of assessing student performa

|hlama

Step 4 — Enter the name for the Test, Description, Instructions, then click Submit.

@ Test Information

Enter a Nams for the Test This s a requirad fleld. The name is The title text thal appears in the CoNtent Area. Use & dseriptive name 1o help usérs
identify the Test. More Heln

* Indicates a required feld,

FBEM Test information
# Name Building a test...
secronin —

“fem 9 1) [ :

Builds a test for you to administer online.

Here you should be letting your
students know how the test is being
administered, time frame to
complete, if you will allow back
tracking, if all the questions appear
at once. In essence what settings &
restrictions you have set for the test.

Here is where you can describe the
test; what will be covered, how many
questions there are on the test and a
breakdown of the type of questions.

! Instructions Text edtor is: [FT|
| em D G (a5 B s um|x<|E==|BA|EEFEF

Good area to let you students know how much time they will have, how the test is setup, and what restrictions you
have set for them

-~ Path: body

Success: Building a test... created. 8

Test Canvas: Building a test... ¥

deploying it to users. More Help

Description
Instructions

Builds a test for you to administer online.
you have set for them.
Total Questions 0

Total Points 0

Select a question type from the Create Question drop-down list.

The Test Canvas allews instructors to add and edit questions, add Question Sets or Random Blocks, reorder questions, and review the test before

Good area to let you students know how much time they will have, how the test is setup, and what restrictions

Once you have entered

- Description &

e Instructions, and clicked
submit. You can now
start building the test

questions.
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Step 5 — Hover over Create Question and select the type of question (e.g. Multiple Choice). There
are over 15 different types of questions that can be created. It is hard to get into each of them and
explain them but each of them goes through the same motions.

Test Canvas: Building a test... =

The Test Canvas allows instructors to add and edit questions, add Question Se
deploying it to users. More Help

< » Calculated Formula
> Caleulared Numeric
» Either/Or

> File Response

Builds a test for you to administer online.

[Good area to let you students know how muck
u have set for them

»Fill in Multiple Blanks.
> Fillin the Blank

+ Hot Spot lhe Create Question drop-down ist.
» Jumbled Sentence

> Matching

> Multiple Answer

> Multiple Choice

> Opinion Scale/Likert
> Ordering

» Quiz Bowl

> Short Answer

> True/False

This part is where you get into the several
types of questions that can be created and
you start working on questions

Step 6 — Fill out question information; be sure to select the Correct Answer and Submit.

<
Description Builds a test for you to administer online.
Instructions
you have set for them.
Total Questions 1
Total Points 10

Select: All None Select by Type: [ - Question Type - #
Pumtsl:l Update | |

1 O 1. Multiple Choice: Example: Answer the question....

Delete Hide Question Details

Question Answer the guestion....
Answer Answer 1
Answer 2
% Answer 3
Answer 4

Select: All None Select by Type: [ - Question Type - #
Points [ ] [Update|

Delete Hide Question Details

v
¥

Good area to let you students know how much time they will have, how the test is setup, and what restrictions

Question Settings T,

Points: 10

Step 7 — To deploy the test under assignments click on Assignments (in Menu) under Create

Assessment select Test.

Eooes N

# Fall 2010 Intro
To Computers:

BTC 100 8137 [

[8137]
(LaGuardia )

Home Page

<<

Announcements

<

Course Information

<)

Contacts

<]

‘Course Documents
Assignments

Discussiorp bt

Tools

HHHHHHHH
BB R
+—r

&

| » Assignment

Create Assessment %

> Survey

» SafeAssignment jhere given assic
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Step 8 — Select your Test‘s name and click

Step 9 — Under test options, make sure Make
Available is selected then fill in any
specifications and click Submit.

[) Create Test

Submit. G

ating a Test deploys the Test o a content area. Once a Test has been deployed, change the Test Options to make it avallable for students to take.
i

cancel S

JB  Add Test
st 1o d

Create a new Test o select an e;

Create a New Test

Add Test

t
ep 10 — (Optional) you can drag assignments
to rearrange in the order you desire.

B Assignments (&

FE g Building a test...
- e Builds a test for you to administer online.

b= -
E In this style students may upload there given assignment.

VIl - Upload a Banner

Assign Textbook T+

Step 1 - Start off with choosing or designing a banner for your class. In Control Panel select

Customization, and then click on Style.

Step 2 — Scroll down to Option 5, Select Banner, and then click Browse My Computer.

The banner appears at the top of the course's entry point page.
Current Banner Image

New Banner Image Artach File Browse My Computer

S selectganner |

S subeie. |

Step 3 — Under My Desktop select your banner then click Open and then click Submit.

9|Page
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[« »] [z }= m) Desktop

Name 4 Date Medified

¥ DEVICES
Ig B127_TSommella
=} Macintosh HD
El Time Machi... &

i ¥ SHARED .

@ Al lew
%
.| Y PLACES

2 admin
7\ Applications
S Utilities

!, (] Dropbox .

|
W ¥ SEARCH FOR ird
(L1 Tdaw b

» [ Business Sy 9/14/11

A

Step 4 — Your banner will show up on your Home Page.

5.
The banner appears al the 10p of the course's entry point page.
Current Banner Image
New Banner Image Attach File
Selected File File Name banner.gif
Do not attach

[y suboie. |
cancel IR

End of Handout Objectives.

Please visit www.YouTube.com/LaGCCISMD for more information.
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