Blackboard Introduction

Blackboard is a course management software.
You can post documents, have an online
discussion, or email students from Blackboard.
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to the Home tab.
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Fead the first chapter of the text book.

Tools
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# Course Tools
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Control Panel

e Refresh

Your course will look something like
this. Students will see any
announcements you have posted when
they first login to Blackboard.

Faculty post items by clicking
on Control Panel. Student
Blackboards do not have this
function.

Documents can be posted in different categories such as:
Syllabus, Assignments and Course Library. Students click on
the link to get to each category of Blackboard.

Click on Control Panel.

Here are just some of the features

syllabus <«— available when you click on Control
Assignments Panel.

Course Library

Announcements You can now post an item to any of

these areas, such as: Syllabus,

. Assignments or Course Library. @ Announcement Information
Staff Information
Tasks “Subject I
T You can also post a course an-
Senc ~mat nouncement, send students E-mail Message
Ll e m E e or start a discussion board.

Course Calendar

i &
When you post an announcement, it's best Smart Text

to check Permanent announcement so that @ opti
the announcement remains on the students ptions
Blackboard login page. »  Permanent announcement? & Yes © Ro
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For this example I've clicked on [EE) Course Library
Course Library. From here there

are several useful functions. If you v _ _ :
have a web page you want (F tem  O@m Folder @@ External Link  EZs Course Link [y, Test
students to view you can create a 4
link to it by clicking on External You can create separate folders under which to post
Link. documents or you can post an item immediately by clicking
Item.
Required fields are
mark.ed with an @ Content Information
asterisk . — .
Name I
Enter a name for your Choose Color of Name .
document here.
Text
You can add D
explanatory text here,
but it is not required.
You can browse your & Smart Text € Plain Text © HTML E ey W B Preview

local computer for files by gy content
clicking Browse and
select the document you
want to post.

Files can be attached to the above information. Click Browse to select the file to attach and specify

name for the link to this file.
I — Browse.. |

Link to Content Collection item | Browse... |

Attach local file

Add a name for the link.
The link is what students

Name of Link to File

will click to open a file. Special Action Create alink to this file =]
€ Options
Make the content available & vas Mo
You do not _need to Track number of views  ovas g
change options. ltems ] o
posted will be available to Choose date and time restrictions [T Display After ) ™ Display Until
students immediately. |Dec =] |15 =] |2008 x| [ [Dec |15 =] fe006 ;

[11 =l |55 =] |am =] 11 =f|55 =] |am =]
¢) Submit

Make sure you click
Click Submit to finish. Click Cancel to quit.

submit to upload your

file to the BlackBoard " Required Field
server! > Cancel ) Submit
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When posting word processing documents it’s best to post them in an RTF (rich text format)
version. This is because some faculty use WordPerfect others MS Word. And while in theory
they should be compatible in practice sometimes they are not. This is more of a problem for
WordPerfect than it is for Word. RTF files are compatible with both WordPerfect and Word.

e . 1
e To save a file as RTF, click on Save As.
e From Project. .,

Mew =ML Documentk. .,

open.. Kl | o]
Close
See File name: |Test.wpd ﬂ Save
Save As...
File type: | I WordPerfect 6/7/8/9/10/11/12 = | Last madified: [ 4ny Time vl e |
=) Quattra Pro 1.0 for Windows N
&) Quattro Pro 5.0 for Windows
And then Change the =) Quattra Pro 6.0 for Windows
H i —p Rich Text Format (RTFH )
File type to Rich Text 1) RTF Help File R It is also okay to post
Format and click Save. W) RTF Japanese - documents in PowerPoint or

%7 el _ Adobe Acrobat PDF format.

Blackboard Advanced Features.

Course Options

Manage Course Menu Import Course Cartridge
Course Design Import Package
Manage Tools Export Course E[) Copy Course Materials into an Existing Course
M{JE bl Appropriate privileges are needed to copy materials to a destination.
Course Copy @ SelectaCourse
" Destination Course ID: I Browse

One advanced feature of Blackboard @ Select Course Materials

that is very useful is Course Copy. ™ Content

You can use this feature to copy I Syllabus

content from an old course Blackboard I Assignments

into a new course Blackboard. Todo ————*>
this, from your older course, click on
Control Panel and then click on

" Course Library

- Announcements

Course Copy. Enter the course of [ Catendar
destination. Browse will allow you to I Collaboration Sessions
search for that course by Course ID or I™ Discussion Board
Instructor. Once the destination I Glossary

course is identified check off the
portions of that course you want
copied and then go to the bottom of
the screen and click submit.

I” Gradebook ltems and Settings
I Group Settings

I” Settings

I staff Information

I Tasks

|_Tes‘ls, Surveys, and Pools
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