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Handout Objectives

I.  Making course “Available”

Il.  Creating “Announcements”

1. Inserting “Staff Information”
IV. Uploading “Course Documents”

V.  Creating “Assignments”
VI.  How to Send Emails to Students
VII. Creating Discussion Forums
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1. Making course “Available”

Step 1 — Under My Courses click on the Course Link

College)

Int hij d Job S h
sl sl s Bl 2013 Sprlng Term (1) Computers Applications and

Technol BTC 100 [6563] (LaGuardia Community

College) (not currently available)
P 3 2013 Spring Term (2) BTC 100 8115[6584]
BTC 200 5217[98279] (rlot currently availabie)

BTC200.5217.98279

Kickstart Your Career!
Find Jobs and Internships Now!

Step 2 — In the Control Panel under Customization click on Properties.

COURSE MANAGEMENT
Control Panel

Content Collection

Course Tools

Evaluation

Grade Center

Users and Groups

4| w w wv w {

Customization

Enrollment Options

Guest and Observer Access
Properties

Quick Setup Guide
_eachin

Tool Availability

Step 3 — Under Set Availability to make course available, click Yes.

3. Set Availability

Make this course available to users?
Make Course Available @ Yes

Mo
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Step 4 — To Complete Process on the bottom right click Submit.

7. Submit

Cliek Submit to proeeed. Click Caneel to quit.

=»

Step 5 — Your course is now available. (You can see the “Unavailable” is no longer showing up next

to the course.)

My Courses

Courses where you are: Instructor

2013 Fall Term (1) CAREER 2 0244[00001] (LaGuardia Community College) (not
currently available)

2013 Fall Term (1) C: and T BTC 100 5318] 1
(LaGuardia Community College)

2013 Spring Term (1) Computers Applications and Technologies BTC 100
5206[6563] (LaGuardia Community College) (Aot currently available)

2013 Spring Term (2) BTC 100 8115[6584]

BTC200.5217.98279

LGCC HUW 166 5309 2011089:Fall 2011 Intro Web Developmnt: HUW 166 5309
5309] (LaGuardia ) (not currently availabie)
Instructor: Jetmir Troshani;

LAGO1_BTC_100_0308_1129_1: HUC106 Fall 2009 (Santo & Jetmir] (nof cumently
availabie)
Instructor: Santo Trapani; Jetmir Troshani;

LGCC_HUW_162_5231_201202: Spring 2012 Web Animation: HUW 162 5231 [5231]
(LaGuardia ) (not currently available)

Instructor: Jetmir Trashani;

UAT mel course merge
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1. Creating “Announcements”

Step 1 — Once you have made your course Available. Select Announcements (in the menu) then
click Create Announcements.

COURSE MANAGEMENT
¥ Control Panel
F Content Collection

¥ Course Tools

Achieverments
Azsess Campus Pack Wikis

Blackboard Collaborate

Blogs

Collaboration

Configure Campus Pack Blog Tool
Configure Campus Pack Wiki Tool
Contacts

Course Calendar

Course Messages

Date Management

Discussion Board

Glossary

Journals

Link Checker

WManage Campus Pack Podcast
Wobile Compatible Test List
Recycle Campus Pack Blags
Recycle Campus Pack Wikis
Rubrics

» ‘ Create Announcement

Wewlarnouncemenisloppean bl e R e

IMPORTANT Announcement

Posted on: Tuesday. February 19, 2013 4:33:55 PM EST
IMPORTANT: This course is being taught on coursesites.com.
Which means outside of this Blackboard course environment.

To Self enroll to the course click the link below.
https://www.coursesites.com/webapps/Bb-sites-course-creatior

4|Page



Blackboard 9.1 Level |

Step 2 —Fill out announcements information then click Submit.

- Subject

Message

Path: p

Duration

Meeting | Black

TTT ama  [v]3¢ [¢]T-E-2-%-

There will be a meeting held Friday afternoon at 1pm.|

2. Web Announcement Options

(7) Not Date Restricted

i@ Date Restricted

Words:10 Y]

Email Announcement

3. Course Link

Click Browse to choose an item.

Location

4. Submit

Select Date Restrictions [[] Display After =)
Enter dates as mumy/dd/yyyy. Time may be entered in any increment.
[ Display Until ®

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

[] Send a copy of this announcement immediately
Students are still notified of this announcement even if this option is not selected

Browse:

Click Submit to finish. Click Cancel to quit.

»ED

Always click “Cancel” or “Submit” when complete. Try not to use the back & forward buttons in the

browser.
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Step 3 — To delete click the Arrow Tab located next to the Announcement.

New announcements appear below this line

Meeting

Posted on PMEST
Edit

There will b it 1pm.
Delete

Delete i

Step 4 — (Optional) to see what your students will see be sure to turn off “edit mode” Can be found
in the upper right corner under the navigation menu.

B cdavoes D@
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1. Inserting “Staff Information”

Step 1 - Once you have accessed you course click Staff Info

Start here

a7 [C_ I
v BTC200.5217.95279 Y

Start hers INTRO TO INFORMA'

Syllabus
» I 1 sStaffinfo
- Start here
Module 1
Medule 2 & Build Content ~ Assessments Tools ~ Partng
Module 3 &
Modue 43 B Welcome to BTC200
Welcome to BTC200, My name is Jetmir ~
Tests In depth Video Introduction to BTC200

(There will be Some mingr changes 1o our Dlass this time around: howeve!
Discussion Board

-

. (Mandatory), Students will create an acco
(Mandatory), Students will create an acco
(Mandatory), Create a Dropbox Account (1
established, create a folder with yvour full n

. (Mandatory), Must follow your Instructor ¢

. (Mandatory), Join Instructor's Facebook P.

Blog

(SR

Wiki

Class Activity

o

Send email " .
Do not Purchase a book for this class. {
Wy Grades Will dizcuss this mare in detail on the first day of our clas

Step 2 - Click on Create Contact

+ - C T

Contacts
¥ BTC200.5217.88279 F.3
Start here Create Create Contact
Syllabus
@7 Instructor Jetmir Troshani
Staffinfo -
Email jtroshani@lagce. cuny.edu
Office Location 83328
Office Hours TBD
Module 1
Notes
WModule 2 # Instructor's Twitter Account @JetmirTroshani
Module 3 &
Module 4
Tests
Discussion Board
Blog
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Step 3 - Fill out the necessary fields.

+ -

*  BTC200.5217.98279
Start here
Syllabus

Staff info

Module 1
Module 2
Module 2 &

Module 4

Tests
Discussion Board
Blog

Wiki

Class Activity
Send email

My Grades

Assignment 1

-

Create Contact

# Indicates a required field.

. Profile Information

Provide an email address and a itle, first name, or last name.

Title

First Name Hermsine

Last Name F.

< Email Hermaine.Pinciney@live lagoc o

‘Work Phone

Office Location

Press Tab to enfer the content editor. For the toolbar, press ALT+Fio (PC) or ALT+FN+F1o (Mac).

= v

Only required field is your email, all others are optional.

Step 4 - Click Submit

3. Ssubmit

Click Submit to finish. Click Cancel fo quit.

» =3

Step 5 - Your profile will look as shown below

@* Jermaine P.
o

Email Jermaine.Pinckney@iive.lagee.cuny.edu
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You may also upload a picture of yourself if you so choose. It just adds to the course for the student, to have
a face to their instructor.

Step 6 - To edit or delete select the double arrow.

@] Jermaine P.

Email Jermaine. A
Edit

Delete.

Iv.  Uploading Course “Documents”

Step 1 - Once you have accessed your course hover over build content — create and select item

»

rthere a8

Create New Page
I Item I Content Folder
File Module Page -
98270 ~ Link to NOOK. Study Blank Page
Audio Mashups
L Flickr Photo \
Video YouTube Video IYSTE“
WeDb Link xpLor Content
Learning Module
Lesson Plan
S TR

9|Page




Blackboard 9.1 Level |

Step 2 - Title your document, select Browse My Computer to upload.

% Name itemt

Calor of Name WO ok

Text

TTT aa [v]s0em [#]T-=-12-%- EREE
Path: p Words:0

2. Attachments

Attach File Browse My Computer Browse Course

File Name Link Title File Action Item’s Alignments

Ifyou select a file you dl not want, click Do Not Attach to remove the attachment from the content item. The file itself is not deleted.

Attached files

o iy uucss b Creats 2 link 1 thie Al [ add ali fo content Dot attach

Step 3 - Click Submit

4. Submit

Click Submit to proceed. Click Cancel to quit.

=y

Step 4 - To delete hover over Double Arrows and Delete

3 ' ge.
5 Adaptive Release r's Facebook Page

"DO | Adapiive Release: Advanced  DF this class. Students will buy the Connect+ Licence instead.

Will di Set Review Status(Disabled) st day of our class meeting

First netadata rday September 7/2013 in B Building room B-307 from 10:30AM - 12:45PM
Statistics Tracking (On/Off)
UserProgress

Copy

Move

Delete
t I—
Attached item1 item options [ (0 B)
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V. Creating “Assignments”

Step 1 - Click on your Course

Internships and Job Search

& —

Kickstart Your Career!

Find Jobs and Internships Now!

What are you searching for: Where:

Powered by:

inbernships.com”

CitizenCUNY

College)

2013 Spring Term (1) Computers Applications and
Technologies BTC 100 5206[6563] (LaGuardia Community
College) (not currently available)

2013 Spring Term (2) BTC 100 8115[6584]

BTC 200 5217[98279] (not currently availabie)

W) s |

LGCC_HUW_166_5309_201109: Fall 2011 Intro Web
Developmnt: HUW 166 5309 [5309] (LaGuardia ) (not currently
available)

Instructor: Jetmir Troshani;

LAGO1_BTC_100_0308_1129_1: HUC106 Fall 2009 (Santo &
Jetmir] (not currently available)
Instructor: Santo Trapani; Jetmir Troshani;

LGCC_HUW_162_5231_201202: Spring 2012 Web
Animation: HUW 162 5231 [5231] (LaGuardia ) (nof currently
available)

Instructor: Jetmir Troshani;

UAT mel course merge

Step 2 - To create a link for easier access to assignments hover over Plus Sign and select Content

Area.

I Content Area

Module Page
Blank Page

Tool Link
Web Link

Course Link

Subheader
Divider

Module 4 &

Tests

Discussion Board
Blog

Wiki

Class Activity

Build Content

E

Start here

BTC200

INTRO TO INFORMATION SY

Assessments . v Tools . v Part

Welcome to BTC200
Welcome to BTC200, My name is Jetmi
In depth Video Introduction to BTC200

(There will be some minor changes to our class this time around; however tl

1. (Mandatory), Students will create an accoun

2 (Mandatory), Students will create an accoun

3. (Mandatory), Create a Dropbox Account (Tt
an account has been established, create a folc
following emall jtroshani@lagcc.cuny.edu
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Step 3 - Fill in the Name/Assignment and click to Make Available to users then click Submit.

+ - ¢ T
Add Content Area

- Name:
Assignmen 1 INTRO TO INFORMA'

« Available to Users

C» Start here

WIoaore T
Module 2 & Build Content .+ Assessments v Ti
Module 3 &
Module 4 & B Welcome to BTC200
Welcome to BTC200, My n
Tests . c
In depth Video Introduction t
Discussion Board (There will be some minor changes to our class this

Step 4 - Click the new Assignment Link on the left panel

=T N
Welcome to BTC200, My name is Je
Tests . i
In depth Video Introduction to BTC200
Discussion Board (There will be some minor changes to our class this time around; howe
Blog 1 (Mandatory), Students will create an acc
2 (Mandatory), Students will create an acc
Wik 3. (Mandatory), Create a Dropbox Account
Class Act an account has been established, create a
35S Activity following email jtroshani@lagcc.cuny.ed
send email 4. (Mandatory), Must follow your Instructo
5. (Mandatory), Join Instructor's Facebook
My Grades " .
Do not Purchase a book for this cl:
Assignment 1 3 Will discuss this more in detail on the first day of our ¢
First Class meeting is Saturday Sep
COURSE MANAGEMENT
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Step 5 - Hover over Assessments and click Assignment

- Assignment 1

+ [

v BTC200.5217.98279 L
Start here
Syllabus

Staff info

Module 1
Module 2 &
Module 3 &

Module 4 29

Build Content . v

Assignment 1

Assessments Tools . v

Test

Surve

Assignment
Self and Peer Assessment

SafeAssignment

Mobile Compatible Test

Step 6 - Fill out the necessary fields.

Partner Content. v

Instructions

Path: o

2. Assignment Files

2 Azsignment Avsisbls

Mumber of Attempts & Allow s

Allow unlimi

T 7 T/ s [=] 20200 [=]T -

Attach File Browse My Gomputer
3. Grading
4 Points Possible —
Assosiated Rubrios Add Rubric ¥
Name
4. Availability

attempt

Hame and Cokr W] sack

.| 2]

Biowse Course

Tiee Dats Last Edited

ment cannot be made auailable until it is assigned to an individual or group of students.

4 sttempts

Show Rubric to Studsnts

Words

Step 7 - Click Submit

7. submit

Click Submit to finish. Click Cancel fo quit withouf saving changes.
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Step 8 - Your assignment should look as shown below.

Success: Practice created.

Build Content ~ Assessments v Tools v Partner Content v

Practice

vl.  How to send Emails to Students

Step 1 — To begin Click Tools from the course menu.

Home Page
Content
Discussions
Groups

Tools

Help
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Step 2 — Click Send Email

LaGuardia Library Live @ LaGuardia Blackboard 9.1

% Blogs
Calendar

Campus Pack Blog Tool

@ Campus Pack Podcast

My Career

rls Online Bookstore

e Partner Cloud Tools

Roster

&= send Email

: !
=P BB

ek

@ Campus Pack Wiki Tool pl Tasks
2

1 .

Step 3 — You have the option to send emails to All Users in your course.

Send Email

All Users

All Groups

All Teaching Assistant Users
All Student Users

All Instructor Users

Select Users
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Step 4 — You have the option to send emails to All Groups.

Send Email

All Users

All Groups

All Teaching Assistant Users

All Student Users

All Instructor Users

Select Users

Step 5 — You have the option to send emails to different users such as Teaching Assistants Users,
Students Users and Instructors Users.

ardia Library Live @ LaGuardia Blackboard 9.1 My Career

Send Email

All Users

All Groups

{1l

All Teaching Assistant Users

All Student Users

All Instructor Users

Select Users
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Step 6 — You have the option to send emails to Selected Users or Selected Groups.

ardia Library Live @ LaGuardia Blackboard 9.1 My Career

Send Email

All Users

All Groups

{1l

All Teaching Assistant Users

All Student Users

All Instructor Users

Select Users

Step 7- Send the email to Selected Users, Click Select Users

ardia Library Live @ LaGuardia Blackboard 9.1 My Career

Send Email

All Users

All Groups

n

All Teaching Assistant Users

All Student Users

All Instructor Users

» Select Users
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Step 8 — Choose your recipients in the Available to Select box and move them to the Selected item
box.

buardia Library Live @ LaGuardia Blackboard 9.1 My Career

Users ?

Select Users

il

v
~ Indicates a required field. Cancel m B

1. Email Information

& To Available to Select Selected

Fermin, Rosmary - -
Miller, Kimberly

Pavlicek, Martin

Peguero, Camila

Persad, Jordan

Pierre, Rodolphe

L

Dinclkna_lasmaaina.

>
<

1

Invert Selection | Select All Invert Selection || Select Al b

Step 9 — Hold down on the Control key (Ctrl) on the PC or the Command Key on the MAC to select
multiple users.

uardia Library Live @ LaGuardia Blackboard 9 1 My Career

Users ?

Select Users

m

V.
' Indicates a required field. Cancel m _

1. Email Information

* To Available to Select Selected
Fermin, Rosmary - -
Mateo, Gisel
Miller, Kimberly L
Paviicek, Martin |

>

Peguero, Camila i <

Persad, Jordan

Pierre, Rodolphe
L

Dinclnou_lommaina.

Invert Selection Select All Invert Selection Select All T
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Step 10 — Click the arrow that’s facing the right as shown the picture below.

uardia Library Live @ LaGuardia Blackboard 9 1 My Career

{Users

Select Users

V.
¥ Indicates a required field.

Caﬂce' m

1. Email Information

% Ta Available to Select Selected
Almanzar, Alexander - Mateo, Gisel -
Aziz, Simab ‘ Paviicek, Martin
Chavarria, Jose =] Persad, Jordan
Chin, Lili *
Corbin, Dallas <
Fermin, Rosmary
Miller, Kimberly i o
Deaninra Camila
Invert Selection Select All Invert Seleciion Select All

1N

Step 11 — Type the Subject of the email.

aGuardia Library Live @ LaGuardia Blackboard 9.1 My Career
From {-edu)
Subject | |
Message
T T T Aral E|3(12p:) BT'EE'%E'&' Tixy
Path: p

Words:0 Y
A copy of this email will be sent to the sender.

Atftachments Attach afile

n
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Step 12 — The Subject of the email should look like the picture below.

From Jermaine J Pinckney (jermaine.pinckney@live.lagcc.cuny.edu)
Subject Interested in a study group?|
Message
TT T ail []s0zy [F]T-=-=-%- =
Path: p Words:0 4

A copy of this email will be sent to the sender.

Attachments Attach a file

Step 13 — Then compose your message.

From Jerr

Subject

Message

T T T Aral B3(12pt] BT-E-E.:‘;. @iy
Path: p Words:0 y

A copy of this email will be sent to the sender.

Aftachments Attach a file
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Step 14 — Your message should look like the picture below.

From Jermaine J Pinckney (jermaine pinckney@live lagcc cuny edu)

Subject Interested in a study group?

Message
T T:T |Anal []suzn [[]T-=-=-%- Oixy

1 appreciated all the posts made on the Discussion Board and wondered if anyone would like to have a few study sessions in

1]
‘

the chat?

Path: p Words:25 Y

A copy of this email will be sent to the sender.

Aftachments Attach a file

Step 15 — You have the options to add attachments. Click Attach a file.

L appIEuduey dil UIe Ppusts HHdUs Ul UIE UISLUSSIVI DU diliu WUTIUETEU I dlyUIE WUUIL IKE W 16VE d TEW 5LUUY SE5310lls 111
the chat?
Path: p Words:25 4

A copy of this email will be sent to the sender.

Attachments - Attach a file

2. Submit

Cance‘ m
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Step 16 — Click Submit

A copy of this email will be sent to the sender.

Attachments Aftach a file

2. Submit

wp EE

Step 17 — A notice will appear that indicate that Email was sent Successfully.

Email was sent to the following recipients:

Persad, Jordan; Mateo, Gisel; Pavlicek, Martin

vil.  Creating Discussion Forums

Step 1 - To create a Discussion Board/Forum access your course.

My Announcements

No Institution Announcements have been posted today.

No Course or Organization Announcements have been posted today.

more announcements.

Internships and Job Search

— 3

Kickstart Your Career!
Find Jobs and Internships Now!

‘What are you searching for: Where:

Powered by:

internships.com™

CitizenCUNY

My Courses

Courses where you are: Instructor

I 2013 Fall Term (1) CAREER 2 0244[00001] (LaGuardia CommumtyCoHege)I

2013 Fall Term (1) Computers Applications and Technologies BTC 100 5318[68419]
{LaGuardia Community College)

2013 Spring Term (1) Computers Applications and Technologies BTC 100
5206[6563] (LaGuardia Community College) (rot currently available)

2013 Spring Term (2) BTC 100 2115[6584]
BTC 200 5217[98279] (not currently availabie)
BTC200.5217.98279

LGCC_HUW_166_5309_201109: Fall 2011 Intro Web Developmnt: HUW 168 5309
[5309] (LaGuardia ) (not currently available)
Instructor: Jetmir Troshani;

LAGO1_BTC_100_0308_1129_1: HUC106 Fall 2009 (Santo & Jetmir] (not currently
availabie)

Instructor: Santo Trapani; Jetmir Troshani;

LGCC_HUW_162_5231_201202: Spring 2012 Web Animation: HUW 162 5231 [5231]
{LaGuardia ) (not currently available)

Instructor: Jetmir Troshani;
UAT mel course merge
Courses where you are: Student

2013 Spring Term (2) Critical Thinking HUP 102 7996[1624] (L ia Community
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Step 2 - Select the Discussions Link

Home Page

Information @
Content @
Discussions
Groups
Tools

Help

Step 3 - Click Create Forum.

Home Page Creale Forum
Information &8

Content®

COURSE MANAGEMENT

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center
Users and Groups

Customization

Packages and Utilities

vy vy v v v oo

Help
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Step 4 - Enter the Name, Description and make forum Available for users to view

1. Forum Information

+ Hame Foum il
Description
TTT ama [v]seen [¢] T|- =- v FiHy

Path: o Words:0

2. Forum Availability
Available ® Yes No

Enter Date and Time Restrictions Display Afier

Enter dates as mmydd/

Display Until

Enter dates as mmydd/ may be entered &

Step 5 - Be sure to select any specific settings you may like offered to students

3. Forum Settings
Ifa Due Dase is set, submissions are accepred after this date, but are marked late,

Viewing Theads/Replies

pants must creste 3 thread der to view other threads in this forum.
1= are required to create threads in order 1o view other threads in the forum, they cannot delete or edit their own posts, and cannot post ansnymously. Those options will be set for you

® No Grading in Forum

sion Forum: Foints possible:

Alignments

Subscrize Do not sllow subscriptions.
Allow members to subscribe to thresds

@ Alow members to subscribe to forum
Include: body of post in the email

@ Include link to past

Creste and Edit Allow Anonymous Posts

Allow Author to Delete Own Posts

Allow Author to Edit Own Published Fosts
@ Alow Members to Creste New Thresds
@ Allow File Attachments
@ Allow Users to Reply with Quote
Force Moderation of Fosts
Aditions] Options Allow Fost Tagging
Allow Members to Rate Fosts
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Step 6 - Click Submit when finished

4. submit

ick Submittoproceed. Click Cancel o it l

End of Handout Objectives.

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