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Part | - COURSE DEVELOPMENT IN BLACKBOARD

Blackboard’.3is a course Web site creatitool that enablesyouto add an online
componert to traditional classes or teach an entire course on the Web. You can quickly
and easily create your owBlackboardcourse to bring your learning materials, class
discussions, and tests online. It's easy to get started.

Planning your Blackboard coursgepossibly the most important step to ensure a
successful online experience for your students. If you invest time in the planning stage,
the course building and managing stages will be significantly easier.

Before you begin organizing the online componehyour class, consider these critical
guestions:

Why am | using Blackboard for this course?

How much of this course will be Wétased?

How can the Web promote the learning goals specific to this course?

Which areas and tools in a Blackboard course @it best suited to particular
learning outcomes?

How much time do | have to develop or convert course materials for effective
online presentation?

Your answer may include one or more of the following ideas:
| want to use Backboard so that my studenxs

... can accessy class handouts, assignments, PowerPoint presentations, and
multimedia class materials on their computers.

... can engage in learning activities online, extending the classroom lectures.
... can quickly link to external websites thaelect based on the sites'

intellectual value and relevance to class issues.

... can use online discussion to develop initial thoughts on a topic.

... will learn to work collaboratively, in an environment that requires active
learning and group exchang&heywill learn by problemsolving together, in
groups, rather thammerelyaskingme for the answers.

... can attend "office hours" with me regardless of weather, location, or mobility
constraints.

... will always know of changes to a course scheduldden class cancellations,
and other important announcements.

... can take practice quizzes (and/or graded quizzes) online, at their convenience,
rather than spend precious class time for this purpose.

... can still keep upo-date, even if they have tmiss class, once | post my

lecture notes online.

... will stop asking me, "When are yguing to start using the Web in your
classes?"!



Once you have a clear sense of your goals for using Blackboard, you can start
developing your Blackboard course.

If this is your first time using Blackboard, online course development may require
more time than you anticipate. Consider using only a few of Blackbdaatisres
at first (for example:Announcementskacultylnformation, Course Information, and
CourseMaterial for handouts). The next time you teach a Blackboard course, you
will feel comfortable enough to begin incorporatifeptureslike the Asggnmert
Manager, Discussion Boa@nline Quizzes and surveys, and the Collaboration
Tools (Online Chat).

Blackboad can be accessed through any computer (PC or Mac) that has Internet
access. Weecommendusingeither Internet Explorer version 6 and higher or
Netscape versiofi.1 and higher AOL or other Web Browsers that not listed here
are not supported by Blackba&rAOL can still be used as an ISP (internet service
provider), but should be minimized and Internet Explorer should be opened instead.

Transferring the classrooimased model of learning to an Internrbased model can be
difficult for instructors new to oline learning. This tip sheet will provide you with a
basic guide to creating and managing a course web site.

1) General Course Information

Provide students with an overview and/or orientation for your course Web site.
2) Content Management

a. Planning

¢ Plan ait the placement of your materials before you start creating
documents in Blackboard. Decide the hierarchy of folders you plan
to use so you can create the folder structure before adding
documents to them. Try to keep your folder depth to a maximum of
2-3 so students can find material easily.

b. Announcements

e Use the Announcements feature consistently to inform students

when content is added or changed.
c. Adding Content

¢ When adding course content, give clear explanations describing
what each item is, what prognas are necessary to access it, and
how it fits in with the overall goals of the lesson.

e Give comprehensive descriptions with each online assignment
indicating its relevance to the classrodmsed course component
and corresponding materials.

¢ Give placementues directing students to related assignments,
readings, web sites, or course documents.
d. Evaluation



e Check the Course Statistics in the Control Panel consistently to see
when and how often your students are accessing your course.
3) Secure Settings
a. Enable/Dsable Buttons
e Limit access to areas of your course to enrolled students by disabling
buttons from the navigation area. In the Control Panel, click on the
Course Settings and choose Manage Course Menu. You can
disable/enable buttons and rename button titley selecting from
the drop-down menu.
b. Course Material
¢ Inthe Manage Course Menu area, you can secure areas of your
course from users on your Blackboard installation who are not
enrolled in your course, or previewing the course as a guest. Student
Tools, @mmunication areas and Announcements are automatically
set to their defaults, but you may secure any other navigation area by
selecting the appropriate box.
1. Make sure you set Course Availability to Yes.
4) Interactivity
a. Asynchronous

e Require students to partipate in discussion board forums.
Students can participate in discussions with the entire class, or with
a specific group of students through the Groups feature.

e Have students hand in assignments to you through the
View/Complete feature of théssignment Minageror SafeAssign
(plagiarism detection).

b. Synchronous

e Require students to participate in a virtual chat. Students can chat
with the entire class, or with a specific group of students through
the Groups feature.

e Remember that some students may not becasnfortable in
synchronous communication as others, so keep the chat size
manageable. A recommended size 48 8tudents.

c. Groups

e Enroll students into groups to focus on interactivity among a

smaller number of students, or to work collaboratively on progect
d. OfficeHours

e Have specific online office hours for students who feel more
comfortable communicating in the online environment or for whom
AlQa Y2NB O2y@SyASylao

e. ExternalResources

e Provide students with external resources or web sites and tie them

to your course assignments.
5) User Management



a. StudentRoles
e Understand the different roles that can be assigned to students,
course builder, grader, or teaching assistant, so you may have some
student assistance if necessaxou might want to reconsider giving
your students access to the Control Panel.
b. EmailAddresses
e Make sure that all of your students have/keep updated email
addresses so they can always receive email sent through
Blackboard.
6) Hints andHelp
a. lcebreakerActivity
¢ Include an icebreaker activity fongtents who may be new to the
online learning environment. A simple starting course activity might
be for students to create a student homepage or participate in a fun
discussion board.
¢ If you know that you will have documents that require the user to
havea software application to open them, have a folder that
contains links to Plums, Players, and Viewers. A simple way to find
most software plugh Yy & A& G2 @AaAiAd GKS az2Fdaol N
and search through their available downloads.

We believe thainstructional design plays an important part in developing online
education. Not surprisingly, a critical element contributing to the success of an online
learning experience is the role of the instructor and the instructional design of the
course.

Here are some instructional design tips to help you develop an engaging and
instructionally sound Blackboard Course:

¢ Focus orthe organization of online materials.

¢ Provide transition between learning components.
e Encourage opportunities for knowledge acdtiios.
e Encourage student participation.

e Provide ample opportunities for feedback.

e Provide methods for assessment.

e Follow proven instructional design techniques.

Focus orOrganization ofOnline Materials
In traditional classroontbased education, studentre presented with assignments

coordinated to lecture materials. The instructor distributes required activities as
appropriate and can answer student concerns/questions in the classroom environment.



When online, students may be exposed to an entemester's worth of materials all at
once. As such, they must be provided with clear, concise instructions regarding
navigation within a course and organization of the materials.

When developing online components, be sure to provide students with:

e Anoverview and/or an orientation of the entire course.
e A clear explanation about how the course materials are organized.
o Alist of priorities, deadlines, and responsibilities.

This is, most often, the same type of information included in a syllabusidirg this

explicit2 NBF yAT FdA2yFf AYyTF2NXIFGA2Yy OFy LINBGSyi
G2OSNBKSE YSReE o0& (GKS YIGSNREFEasz I-é RAA2NAS
outcomes.
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Qreate your course with explanations, descriptions, and clesiagoals and
accomplishments, as students prefer clearly defined learning outcomes, ks, t@sd
recommended sequencinfrom which they can orient themselves at any time. Guide
students through the course by including elements such as:

e Weekly announements listing priorities and deadlines

¢ Reminder emails (to both indviduals and the entire class)

e Downloadable syllabi, checklists, or tdsits students can use to monitor
progress through course materials

Provide transition between learning compants.

Since the instructor is not physically present during the online learning process, it is
important to explain exactly WHAT materials are provided and WHY they are important
in the scheme of the course. Indicating relationships between materials Iséliplents
develop bridges, see associations, and recognize the relevance of content elements.
Otherwise instructors run the risk of presenting fragmented information that appears

to the user as a series of discretather than coherentinformation elements.

You can easily add transitions into your course by providing:

o Clear explanations describing what each file is, what programs are necessary
to access it, and how the file fits in with the overall goals of the lesson.

e Comprehensive descriptionstwieach online assignment indicating the
relevance to the classrootnased course component and corresponding
materials.

e Placement cues directing students to the "next" related assignment, reading,
or course document.



This does not mean that each stepddiearning activity be spelled out for the student.
While this may be appropriate for some contdrdsed exercises, advanced concept
integration is better served when students are gently directed to a goal.

Encourage Opportunities for Knowledge Acdigni

While the instructor should determine the basic structure of the online learning
experience, ample opportunities for active learning and cognitive assimilation must be
provided. This is important because students presented with an engaging, quality
learning experience make their own bridges between concepts and olgach higher
levels of ComprehensionUtilizing the Blackboard course's framework, you can plan and
encourage activities that:

e Provide representations of materials that support gppés of learners, such
as text, video, audio, or multimedia activities.

e Present realworld and caséased scenarios that require students to visit
external links and perform web research.

e Encourage practice and application of concepts by having studekes ta
online tests and quizzes.

¢ Foster knowledge acquisition through collaboration, discussion and
negotiation by assigning group projects where students "meet" online.

Encourage Student Participation

Equally important to the role of the instructor in amé education is the role of student
communication. If students share information by performing group activities and
posting assignments, learning is facilitated in a4l method. First, the student is
independently rehearsing and restructuring theokviedge while they develop opinions.
{SO2yR: (KS aiGdzRSyG A& 3IFLAYyAy3dI SELR&dNB

To insure that your course provides ample opportunities for student participation,
collaboration, and reflection consider ingmrating the following:

e Weekly Discussion Questions or Problem Sets. Require each student to post
one answer to the assignment and also to reply/comment on at least one
20KSNJ aGdzRSy i Qa | yagSN®

e Group Assignments. Divide students into small groups asigras
collaborative project, paper, or presentation.

¢ Online Fieldtrips. Provide the opportunities/assignments for students to
perform research online, visit related sites, and report experiences to the
rest of the class.



e Open Forum. Provide a chat oreypdiscussion area for students to
communicate outsidethe constraints of an assignment. This will promote
friendly relationships.

Provide Ample Opportunities for Feedback

Communication and feedback provided throughout an online learning experience
facilitate social interchange, build relationships, and increase student motivation. Your
feedback is important tensurethat students feethat their contributions are an
important priority and contribute to the overall educational experience of the class.

Consider checking class discussion lists and responding to studeait en a dailypasis
to provide your students with ample feedback. This helps build positive interpersonal
relationships with your students and increases instructor credibility.

Instructor feedback in discussion forums is also critical to maimgthe focus of the
activity. Monitor student discussions to insure students remain "on track" with the
assignment. If necessary, provide guidance and suggestions to the group or to
individual students.

Part Il  GETTING STARTED

1. Obtaining a Blackboard account

a. The first stegin building your Blackboard course s@eeto set up a
Blackboarcaccount(if you don't already have onend to request your first
course.To access th&our Blackboardgystem you will needa username
and passwordTo request a Blackboard accoupbu cango to
http://bb.touro.edu/ and click orFacuty Account Requestfter fillingout
and submittinghe Blackboard Account Request Forgou will be contacted
by email wheryour Blackboard ID is set up, usually within 1 to 2 business
days.

b. To request dlankcourseweb site, yothave to go tchttp://bb.touro.edu/
and click orBlackboard Course Request FarAfter submitting this form
you will be contacted by email when the courseset up, usually within 1 to
2 business days.

Blackboard Login Page

If you already have an account, log on to the Touro College Blackboard site at
http://bb.touro.edu. A Blackboard course will be shown in your act¢daneach



http://bb.touro.edu/
http://www.touro.edu/onlinecourses/requests/bbfacctreq.asp
http://bb.touro.edu/
http://www.touro.edu/onlinecourses/requests/bbcoursereq.asp
http://bb.touro.edu/

course you are teaching. If you don't see them, fill out the Course Request Form
S0 you can be added as the instructor of the appropriate Blackboard course. It
may take 1 to 2 business days to process your request.

To access a Blackboard couysel have to go tdnttp://bb.touro.edu/ and enter

your username and password.

STUDENTS Facurty

User LoginI
Login and Password 772 Request Forms

If you do not know your Touro t Reguest

9

ID number, click here Cb-u_rs;é Ré-g-dést

&, Student Blackboard Helpline L.y Faculty Technology Helpline
(212) 463-0400 ext. 674 g (212) 463-0400 ext. 467
bbsupport@touro.edu facultvsupport.academic@touro.edu
. Demo Course __ Demo Course
2% To view, click "LOGIN" and use 27 To view, click "LOGIN" and use the
é’e”/ the user name sdemo and 53"/ user name demo and password
password sdemo demo
/7] Student Guidelines '] Faculty Guidelines
i{} Blackboard Student Start Guide ;{J{ Web-Enhanced Courses

Need Help?
Lab Technicians at our Computer Labs are trained to give you support in using
Blackboard. Please contact bbsupport@touro.edu if you need further assistance.

Ir

Office 2007 Compatibility
Click here for more information.

AOL Users
. Click here for more information.

Copyright Compliance Policy
C Click here for more information.

© @ ®

e Using arinternet browser (i.e. Internet Explorer or Netscapgy to
http:// bb.touro.edu

e Click theUserLoginbutton on the main Blackimard page (located
on the left side of the scregn

e Enter your username and password and click the Login button.

Have an Account? Login Here.

Enter login information here and click the Login
button below.

Username:

Password:

Forgot password? Login )


http://bb.touro.edu/

e You will be taken to your personal Blackboard page

2. Touro College Welcome page
Once yolhavelogged in to Blackboard, you will be taken taiypersonalized
Blackboard Welcome pagé&he information modules displayed on this page can be

customized by clicking the Contents and Layout buttons in the upper right corner of

the page. There is also a Tools box located on this page which gives yss tacce
several tools, most importantly your Personal Information. Here you can make
changes to your name, email address, and password.

TOURO @) COLLEGE
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Home Help Logout

Touro College

Welcome, Irina

& Announcements

[ Calendar

@ Tasks

B View Grades

B4 Send Email

& User Directory

[} Address Book

B Personal
Information

%, @
My Announcements @ @ My Courses @&

Mo system announcements have been posted in
the last 7 days.

more......

iyCalengar 000

No calendar events have been posted in the last 7
days.

more. ..

My Tasks @ O
No tasks due

more

Quick Tutorials Catalog

| Modify Content | | Modify Layout |

Courses you are teaching:
@ Bb-Practice-7
Courses in which you are enrolled:

@ ( All Semesters ) Instructional Technology
Project [ EDIT 692 ]

w BB-TEMP

w TMP

0@

Learn more about the Blackboard
Academic Suite through short clips that
demonstrate the key features and
functionality. To obtain a listing of all of the
guick tutorials available for download, visit
the Quick Tutorials Catalog

a. TheTools section can be used to charygeir personal information and to
resetyour password (by clicking on the Penst Information link).
b. Within the "My Courses" aregou will see your courses listed. It contains a

list of courses you are assigned as an instructor. It could also contain a list of

courses where you are participating as a student. Click on the fide®of
your courses, and you will be taken to the course home page.
Note: You can have different roles in different coursesin&tructor in one
coursecan be a student, a TA, ettor another course.

3. Default Course View

a. The Cours&Veb Sitethat yourequested must be customized before it can be

used.

b. There are2 frames: Main Course Mengsustomizablg at the leftand the
Content Framat the right

c. Course Navigation@inks that appear on topghow the current section you
are in and provide means travigate back to any previous page.

d. Once you have entered your course site, locate the Control Panel button at

the very bottom of the leftviain Course Menu
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Announcements BE-PRACTICET (BB-PRACTICE-1S2) » ANNOUNCEMENTS
Course
Information VIEWTODAY |  VIEW LAST7DAYS | ViEW LAST 30 DAYS | viEWALL
Faculty
Information December 13, 2007 - December 20, 2007
Course Material No announcements found.

Assignments
Textbooks
Communication
Discussion Blsckbosrd Acsdemic Suits™

Board © 1997-2007 Blackboard Inc. All Rights Reserved. U.S. Patent No. 6,988,138, Additional Patents Pending.
EXtelTla‘ L\'nks Accessibility information can be found at http//access blackboard.com.

Tools
EReserves

Tools
Communication
# Course Tools
M Course Map

@& control Panel

@ Refresh
@ Detail View

4. Blackboard Navigatiotinks

Please try not to use the Back button in your browser when usiegorrol Panel.
Doing so can occasionally cause errors or prevent submissions from going through.
Blackboard has implemented navigation links for you to use in place of your Back
button. Thesenavigation links aréocated just below the tabs that run aass the top of
the page. It indicates where you areBhackboarcand lists each area you went through
to get there. Clicking on one of the links in the list will take you back to that area.

| COURSES » INTRODOUCTION TO BLACKRBOARD > CONTROL PAMEL > COURSE INFORMATION |

\ \ \ \

LINKS TO YOUR LINKS TQO THE LINKS TQ THE YOUW ARE IMN THE
COURSES PAGE, STUDENTS' CONTROL PAMNEL COURSE INFO
WHICH LISTS ALL PERSPECTIVE SECTIOMN OF THE

THE COURSES vyou OF ¥OUR COURSE CONTROL PANEL
ARE TEACHING

Part Il THE COURSEONTROL PANEL

1. Usingthe Control Panéto AccessYour Gourse Sttings

You will build your entire course by using the tools in the Control Pared. Control
Panel (shown below) allows you to add, modé#yd delete course contenpas well ago
manage communication and grading. Only thennstor has access to the Control
Panel



e Click the Control Panel button located under thenuon the left of your
course homepage.

@ Control Panel
e You will be taken to the course's Control Panel.

The Control Panel is divided into 6 sections: Content Areas, Courtse Course
Options, User Management, Assessment, and Support.

e The links unde€ontent Areasallow you to add content to different areas of
your course site.

e TheCourse Toolsectioncontrols all of the communication options,
including Announcements, Ca& Calendar, Discussion Board, &ngital
DropBox (for file exchange).

e Course Optiongllows you to customize the navigation and appearance of
your course site, and set options such as course availability and course
design.

e Within User Managemenyou canmanually enroll and remove students
from your course as well as create small groups for team assignments.

e TheAssessmenarea enables you to create online quizzes and surveys,
manage your course Gradebook, and review students' usage of your site.

e Supporthouses the online instructor manual and other Blackboard resources
for instructors.

4 O ¥

Home Help Logout

TOURO Q) COLLEGE

Touro College Courses

BB-PRACTICE-7 (BB-PRACTICE-152} > CONTROL PANEL

BB-PRACTICE-152: Bb-Practice-7 - Irina Berman (Instructor)

Content Areas

Course Information

Textbooks

Course Material
Assignments

External Links
EReserves

Announcements
Course Calendar
Staff Information
Tasks

Send Email
Discussion Board
Collaboration
Digital Dropbox

Glossary Manager
Messages

Course Objectives
Blackboard Scholar®
Quota Usage

Link Checker
SafeAssign

Manage Course Menu
Course Design
Manage Tools
Settings

Recycle Course

Course Options

Course Copy
Import Course Cartridge

Import Package
Export Course
Archive Course

User Management

List / Modify Users Enroll User
Create User Remove Users from
Batch Create Users Course

Manage Groups

Test Manager Gradebook

Survey Manager Gradebook Views

Pool Manager Performance Dashboard
Course Statistics Early Warning System

Support Contact System
Manual Administrator

Quick Tutorials

Biackboard Academic Suite™
® 1997-2007 Blackboard Inc. All Rights Reserved. U.S. Patent No. 6,988,138. Additional Patents Pending
Accessibility information can be found at hitp:/iaccess. blackboard.com.



2. Course Options Area
Always start by clicking dhe Settings link, where you can customize your
course
a) Modify the course name and description by clicking on @aurse
Name and Descriptiolink
b) SetCourseABl Af F oAt AGE (G2 dzyl @F At ofS o0b2
back to Yes when yowourse is completely finishgdtherwise, the
course will not be accessible by students).
c) Click on the Course Desilynk to changethe coursenavigation
style and design for your menu buttons.

Part M ¢ ACCESS AND CUSTOMIZE YOUR COURSE MENU

In the section of the Control Panel titléCourse Options”, click on Manage Course
Menu.

Course Options

Manage Course Menu Course Copy

Course Design Import Course Cartridge
Manage Tools Import Package

Settings Export Course

Recycle Course Archive Course

Blackboard'slefault Course Optionwiill be displayed along with options to add,
modify, and remove itemsyou can remove or modify existing menus by clicking on
the Remove or Modify buttons for a spéc menu item.You can also add new items
to your menu by clicking otine Add Content Area or Tool Area buttons.

See Part VI for tips on use of course menu sections


http://blackboard.touro.edu/bin/common/course_properties.pl?course_id=_8044_1&action=PROPERTIES
http://blackboard.touro.edu/bin/common/course_properties.pl?course_id=_8044_1&action=PROPERTIES
http://blackboard.touro.edu/bin/common/course_properties.pl?course_id=_8044_1&action=PROPERTIES

COURSES = (FALL 04 1 DATABASE COMCEPTS AMD DESIGN... = COMTROL PAMEL = MANAGE COURSE MENU

3 Manage Course Menu

Add CEx Content Area (P Tool Area B Course Link @ External Link

Mo Rei
1 v |Announcements by X Rem

Announcements

2 ¥ |Course Information
Conlent Area

3 ¥ |Faculty Information
Staff information

Modify

3

4 v |Course Material
Content Area

5 ¥ |Assignments L

Content Area

Modify

3

6 ¥ |Textbooks
Content Area

7 ¥ |Communication
Communicalions Area

= = = =
F F F F
g g g g g g g
2 3 2 2 3
: : : : : : : :

8 v |Chat
This item is not currently available to students.
Collabaration

9 v |Discussion Board
Discussion Board

TOMODIFY A COURSE SECTION/AREA

1. Click the Modify buttorat the right of the section gqu wish to modify.

2. Blackboard will display the current information for that area and allow you to make
edits to:

a. the name and availability of the area
b. guest and/or observer access (if applicable)
c. where the item links to (if applicable)

3. Click the Submibutton.
Submit )

TOREMOVE A COURSE SECTION/AREA



1. Click the Remove button to the right of the section you wish to remove from your
course.

Remove

2. Blackboard will remind you that this is a permanent actiéou will loose all
information that had previously been postdidere. Click OK.

TOADD A CONTENT AREA

1. Click the Add Content Area button to add a new section to the course.

CB Content Area

2. You will be asked:

a. to enter a name for the new content area

b. if you want to allow guests and/or observers to access the material in this
contert area

c. if you want to make the area available to enrolled students

3. Click the Submit button.
Submit )

TOADD A TOOL AREA

1. Click the Add Tool Area button to add a direct link to a specific tool (i.e. Digital Drop
Box, Discussion Board, Student Gradebook, etc.).

(F= Tool Area

2. You will be asked:
a. to choose the type of tool you wish to add
b. to name the new tool area
c. if you want to allow guests and/or observers to access the material in this
area (some tool areas automatically prevent guest/observer acsesglis
option will notappear for those tool areas)
d. if you want to make the area available to enrolled students

3. Click the Submit button.
Submit )



TOADD A COURSE LINK

1. Click the Add Course Link button to add a direct link to a specific item within the
course content.

Course Link

2. You will be aked:

a. to enter a name for the course link

b. to browse for the course item you wish to link to

c. if you want to make the course link available to enrolled students
3. Click the Submit button.

Submit )
TOADD AN EXTERNAL LINK

1. Click the Add External Link button to addieect link to an outside web siteg.,
alink to Amazon.com o€NNcom).

i@ External Link

2. You will be asked:
a. to enter a name for the external link
b. to enter the URL (target) you wish to link to
c. if you would like the web site to launch in a new window
d. if you want tomake the external link available to enrolled students

3. Click the Submit button.
Submit )

Part VCCUSTOMIZE YOUR COURSE TOOLS

UsingCommunicationrools

Blackboard has several tools available that aNmwto communicate and
interact with students:

¢ Announcemaets may be used to guide students through assignment
sequences, and to remind them of deadlines.
¢ Send Email may be used to send email to all or selected students



e Collaborationmay be used as a way for students to meet with each other or
with the instrudor online in a synchronous environment.

¢ Rostermay be used to see the names of the other students in the course.

o Group Pagesnay be used by students who have been separated into groups
to communicate privately with the instructor and each other.

¢ Discusion Boardgnay be used for online class discussions in an
asynchronous environment.

TOENABLE/DISABLE COMMUNICATION TOOLS

1. Click the Modify button to the right of Communicatian the Manage Course
Menu).

2. You have the option of renaming the area amtting guest access and area
availability.

3. Choose Enable to the right of each tool you intend to use in your course, and
Disable for each tool you do not intend to use.

B3 Update Communication Area

© Set Area Properties

Area Type: Communications Area

"Area name: Communication  w

Communication

Suggested Maximum 18 characters.
Shorter names that use wide characters may cause rendering prohlems for graphical button-style navigation.
See "Course Design” under Settings to change navigation style.

Make available for
Student/Participant
users

@ Enable / Disable Tools

Within the Communications Palette you can "Enable™ or "Disable" the following tools:

Announcements ® Enabled O Disabled
Collaboration © Enabled @ Disabled
Discussion Boards © Enabled @ Disabled

Group Pages © Enabled @ Disabled
Messages © Enabled @ Disabled

4. Click the Submit button to save your changes.

Submit )

Using Course Tools




Blackboard haseveral tools available to instructors and students such as:

View Gradesnay be used by students to check their grdidi¢he instructor is
using Blackboard's onliméradebook)

Digital Drop Boxnay be used to transfer files between student and
instructor.

Edit Your Homepag®ay be used by students to create a homepage with
information aboutthemselves

Personal Informatiomay be used by students to update their Blackboard
password, email address, etc.

Calendamay be used by the instructor to post amumcements and due
dates. Students may alsseit as a personal calendar.

Student Manuals a help resource center for students.

Tasksnay be used to post assignments and their priority. Students can enter
their progress for the instructor to check.

Address Booknay be used by students to store email addresses.

TOENABLE/DISABLE TOOLS

no

Go to the Control Panel and click on td@nageTools menu option
Select Enabling Blackboard Tools or Enabling content tools.
Click the Modify button to the right of Too{$ools Area).

You have the option of renaming the area and setting guest access and area
availability.

Choose Enable to the right of each tool you intend to use in your course, and
Disable for each tool you do not intend to use.



@ Set Area Properties

Area Type:

"Area name:

Allow guest access:

Make available for
Student/Participant

Tools Area

Student Tools

Student Tools

Suggested Maximum 18 characters.
Shorter names that use wide characters may cause rendering problems for graphical button-style navigation.
See "Course Design" under Settings to change navigation style

O

users
@ Enable / Disa

Within the Tools Palette you can "Enable™ or "Disable™ the following tools

=

ble Tools

& Address Book
Calendar
’i-o

]

=

E

Digital Drop Box

Edit Your Homepage

Electric Blackboard

Glossary

Personal Information

O Enabled @ Disabled

© Enabled @ Disabled

@ Enabled © Disabled

@ Enabled © Disabled

O Enabled ® Disabled

O Enabled @ Disabled

® Enabled © Disabled

6. Click the Submit butin to save your changes.

Submit )

Part VI SUGGESTED USES FOR BLACKBOARD COURSE AREAS

EachBlackboardCourse Web Site hagveral mairareas fnenu itemg, all of which you
can customize for your course. Each of the nmaénuitems islisted along the leftisle
of the students' perspective of your course.

Before adding any newenu/item to your Main Course Menulook through the default
list thatyour courseWeb Site comes withThis list is usually a good starting point when
developing your course structur&ou will findmany of these areas suitable for your

course materials. For example:

¢ Announcementsnay be used to guide students through assignment

sequence, and to remind them of deadlines.

¢ Course Informatiormay be used for your course descriptiogaining goals,

participation guidelines, grading policies, etc.

¢ Facultylnformation may be used to post office hours, contact information

etc.



¢ CourseMaterial may be used for module descriptions, readings, lecture
notes and handouts, quizzes, etc.

¢ Assgnmentsmay be used to hold readings and assignments with specific
due dates.

1. ANNOUNCEMENTS
UseAnnouncementgo guide students througlnassignment sequence, and
to remind them of deadlines.

2. COURSE INFORMATION

Includeinformationsuch as:

e Course descripon

e Learning goals and outcomes

e Participation guidelines, including communication policies taral and
discussions

e Grading policies

e Specidinstructor's notes: bw quickly willyourespond to email? Will
you hold regular online "office hours" usinige Collaborationlrools?

3. COURSHATERIAL

Consider using a single organizational structure for each unit or module of
work. Once students become familiar with the standard components in
each unit, they will find it easier to navigate the course materka#ch unit
might contain some of the following:

a) Topicdescription (this can appear on thepic folder, or as a separate
document contained within théopic folder)

b) Learning outcomgand task list for theopic, with any deadlines clearly
indicated

c) Readigs for thetopic

d) Lecture notes or handouts (if your course has faxéace lectures)

e) Quizzes (including setiésts) for thetopic

f) Discussions for thpic (you cannot place discussions within Course
Document or Assignment folders directly, but you caeate a short
description of thetopic's discussion topic and a prompt for students to go
to that discussion within the Communication area of the course.
Advanced web users can locate the URL for a particular discussion, and
paste this URL into a courdecument as a clickable link [<a
href="URL">URL</a>].)

g) Links for further research ontapic

Useful Hints



If you use Blackboard to post loagsignmentsconsider the most appropriate
and accessible way for presenting the materiagtuidentshave to @ a lot of
scrolling to read lengthinformation, they may have difficulty keeping their
place and maintaining attention. Some formatting consideratimnkeep in
mind are

e Break up a long reading into several, sequential parts. Each part should
be cleary labeled to indicate the proper sequence.

e Rather than post a long reading to be viewed on screen, provide a link for
students to download the document for offline reading.

4. ASSIGNMENTS

e Consider posting a list of course assignments that students must submit
to the instructor with due dates clearly indicated. This can be formatted
as a checkilist, so students can keep track of which assignments they have
completed or a list of folders with assignment number and due dates.
Each assignemt will be displayed witin its ownfolder (foreasy
navigation).

e GroupProjectsor Group Areaif your course will make extensive use of
learning groups, this is a good place to post a list of each group's
members. Don't forget that Blackboard allows you to create special group
communication areas (group discussion, chat, file sharkmgag..).

e Use this area to post assignment submission guidelines, special
formatting requirements, and revision policies for your course.
Redundancy in an online environment is not a bad idea'tdme afraid to
repeat important information that may also be contained under "Course
Information."

5. COMMUNICATION

a) DiscussiorBoards: When you create a new forum, give it a clear title so
that students will be able to locate it easily. If the discussi@ssociated
with a set of course documents (example: a folder of materials titled
"Week One" or Unit 4"), title the discussion so that it is clearly
associated with that set of course documents.

b) Because discussion forums are located in the Communicateen of
your course, rather than within Course Documents or Assignments, you
may find it helpful to post "pointer" messages to students about the
beginning of a new discussion. Use the Announcement area to inform



students that a new discussion (provide filiscussion title) is now
available. If you are organizing your course materials in weekly folders or
modules, post a file within those materials that reminds students to
participate in the associated discussion.

c) Consider establishing specific discussmniins for:

e Technical Issues (where students can post questions and share tips about
technical aspects of navigating the online course environment, and
where instructors can post updates on any technical matters as needed)

e General Course Questions (wherasd members can discuss issues
generally related to the course materials and topics, but which are not
specifically covered in other discussion forums)

d) Establishing discussion areas like this before the class begins, and
pointing out the location and puigse of these areas to students early in
the class, may help you to keep togipecific discussions on track.

Part VIl ADDING ANNOUNCEMENTS

The Announcements page is usually the first screen students see when accessing your
course. For this reason, & the perfect place to communicate timely information to the
entire class about upcoming assignments, due dates, review sessions, etc. These
announcements will also appear on the Welcome page for all students in your class.

TO ADD AN ANNOUNCEMENT

1. Inthes® A2y 2F GKS /2yiNBf tlyStf GAGESR

Announcements
Announcements Glossary Manager
Course Calendar Messages
Staff Information Course Objectives
Tasks Blackboard Scholar®
Send Email Quota Usage
Discussion Board Link Checker
Collaboration SafeAssign
Digital Dropbox

2. Click the Add Announcement button.

ﬁ‘;}: Add Announcement

3. Enter a subject for the announcement and the text for the message.

al

2



© Announcement Information

“Subject:

Message:

® Smart Text O Plain Text OHTML Jx e U F¥Preview

4. Choose if you would like this announcement to display permanently en th
Announcements page so that students will always see it. If it is time sensitive,

you can also choose which dates and times you want the announcement
available to students.

© Options

Always show this announcement on the course's main page. OYes ®NMNo
Restrict dates to show this announcement:

O Display After

Sep v || 13 |v||2004 |«

12 v |35 « |[|PM «

O Display Until
Sep v (|14 v ||2004 ~
12 v || 35 « ||FM ~

5. Click the Browse button if you wish to attach a file to the announcement.

€ Course Link

Click "Browse" to choose item to link to
Link location: Browse )

6. Check this box if you want to emgdur students this announcement as well.

¢ Email Announcement

Email will be sent immediately to all course users. Note that Course Links will not be included in the email.

1 Email this announcement to all course users.



7. Cick the Submit button to save your changes.
Subnit

Part VIl ¢ MANAGE YOUR COURSE CONJENURSE ITEMS

An "ltem" isan actualpiece ofcontent you add to your course. All of your course
materials will be added as course items in the appropriate sectionswfBlackboard
course.

TOADD A COURSE ITEM

1. In the section of the Control Panel titled "Content Areas", click on the
name of the area you wish to add a course item to.

Content Areas

Course Infopmmation Assignments
Course Duc‘;}"r"&:lents External Links

2. Click the Add Item button.

(Fh ltemn

3. Select a name for the Item from the dropdown menu, yjpe¢ a name
into the text box. You may also choose a color for the name by using the
color swatch under the item name.

4. In the text box provided enter your content, or if you would like to attach
a file instead, enter a description for the file you intendattach.You will
be able tospellcheckyour content before you submit ith order to
format your content, you will have to know a little bit of HTMId amill
have to choose the HTMlisplay option.



EQ Add ltem

@ Content Information

" Name
Choose Color of Name .
Text
@ Smart Text O Plain Text OHTML Vi @ % [EF Preview
® Content
Files can be attached to the above information. Click Browse to select the file to attach and specify a name for the link to this file.
Attach local file

Name of Link to File

5. Scroll down andlick the Browse button to attachfile to the course
item, just as you would if you were attaching a file to an email message.

@ Content

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

Attach local file

Name of Link to File

Special Action Create a link to this file v,
‘Create a link to this file |
© Options Display media file within the page

U k this fil
Make the content avaiuaﬂﬁsac age I?glﬁes UNO

Track number of views OYes @MNo

Choose date and time restrictions [ Display After [J Display Until
Dec |+ 11201+ 12007 |+ |7 Dec |+ 11201+ 12007 |« |F

6. After attaching the file, select a Special Action for it. The Special Action
tells Blackboard how to display the file within the course item.

e Create a link tahis filewill do just that. Enter text for the link in the
textbox just above the Special Action dropdown menu (i.e.
Homework 1). Your students will click on the link, which will be within
the course item, to view the attached file. The file will eithpea up
right in Blackboard or download to their computer.




¢ Display media file within the page used when attaching welbased
multimedia files such as images (.jpg or .gif), sound files (.wav, mp3,
etc.), or movie files (QuickTime, etc.). These files eadi$played
right in Blackboard along with any text entered into the text box in
Step4. If you choose this option you will get another screen, after
submitting, with options on where to position the file. Your students
will see the media file displayedthin the course item.

e Unpackage this files used when you are uploading a file that has
been compressed with WinZip or a similar program. If you choose this
option you will get another screen, after submitting, that asks which
of the compressed files youould like the students to see first. Your
students will click on a link, which will be within the course item, to
viewthisfile. The file will generally display within Blackboard.

7. Select the options you would like to use for this particular courga:ite

e Make the course item available to students

e Track the number of times the course item is viewed

e Choose between which dates and times you want the course item
available to studentgdf the information is time sensitive

8. Click the Submit button teave your changes.

Submit )

Folders and Learning Units

From the instructor's point of view, folders and learning units are the basically the same
(althoughthere is a slight differencevhich you will see when yaotompletethe

following steps). Their purposessgnilar to that of a foldeon the desktop of your

compute, andare simply used to group course content into sections. For example, you
could have a folder or learning unit titled "Week 1" and have all of the course items for
week 1 inside.

From the studets' point of view, folders and learning units are different in the way the
course items inside are displayed. A folder will list the course items vertically, all on the
same screen. A learning unit will put each course item on its own screen. The student
will need toclick through the course items like a slide show.

TOADD A FOLDER



1. In the section of the Control Panel titled "Content Areas", click on the name
of the area you wish to add a folder to.

Content Areas
Course Infopmation Assignments
Course Du[:ffr%lents External Links

2. Click theAdd Foldebutton.

C8 Folder

3. Select a name for theofder from the dropdown menu, or type a hame into
the text box. You may also choose a color for the name by using the color
swatch under the item name.

4. In the text box providegenter a description about the intended contents of
the folder. Select the optins you would like to use for this particular folder:

o Make the folder available to students
e Choose between which dates and times you want the folder available
to students if the information is time sensitive

5. Click the Submit button to save your chasge
Subrmit

TOADD A LEARNING UNIT

1. In the section of the Control Panel titled "Content Areas", click on the name
of the area you wish to add a learning unit to.

Content Areas

Course Infur@atiun Assignments

Course Docuinents External Links

2. ChooseAdd Learning Unirom the dropdown menu on the rightand click
Go

@& ‘Learning nit v‘ﬂ




3. Select a name for #learning unit from the dropdown menu, or type a name
into the text box. You may also choose a color for the name by using the
color swatch under the item name.

4. In the text box providegenter a description about the intended contents of
the learning unit

COURSES = ([ FALL 04 ) DATABASE CONCEPTS AMD DESIGH... = CONTROL PAMEL = COURSE IMFORMATION = ADD LEARNING UNIT

E3 Add Learning Unit

@ Learning Unit Information

Name: Learning Unit v
or specify your own name: |
Choose Color of Name: .
Text:
® Srnart Text O Plain Text ©HTML Jx e & TPreview

5. Select the options you would like to use for this particular learning unit:

e Make the learning unit available to students

¢ Enforce sequential viewing of the learning urmfityou say No,
Blackboard will make the Table of Contents button a clickadtiefli
each item in the learning unit so students can jump to a particular
item without having to click through each onléke a folder)

¢ Open the learning unit in a new window

e Track the number of times the learning unit is viewed

e Choose between which dateand times you want the learning unit
available to studentsf the information is time sensitive

6. Click the Submit button to save your changes.
Subrmit

Adding External Links (URLS)




An external link is a hypertext link that links to a web site on ancgleerer (i.e.
http://www.touro.edu could be an external link in Blackboard that takes the students to
the Touro Collegdomepage).

TOADD AN EXTERNAL LINK

1. In the section of the Control Panel titled "Content Areas", click on the
name of the area you wish @dd an external link to.

Content Areas

Course Infur@atiun Assignments

Course Documents External Links

2. Click theAdd External Linkbutton.
@2 External Link

3. Enter a name and URL (i.e. http://wwauro.edu) for the external link.

4. In the text box providegdenter a description of the web site or directions
for what students should be looking for once thest ¢here.
E3 Add External Link

© External Link Information

" Name

" URL
For example, htfp/Awwr.myschool.edu/
Text

5. Select the options you would like to use for this particular external link:

Make the external link available to students

Launch the web site in a new window

Track the number of times the web site is viewed

Choose which dates and times y@ant the external link available to
students if the information is time sensitive

6. Click the Submit button to save your changes.
Subrmit

Adding Course Links




A course link is a hypertext link that links to another section of your Blackboard course.
For exampleyou haveWeek 1's reading assignment in a folder named "Week 1". Week
4's reading assignment is in a folder named "Week 4" and it goes into more detail about
Week 1's reading. You could make a course link Wéeek 1 toWeek 4 sahat students

who are inteested in learning more can quickly get to the detailed information.

TOADD A COURSE LINK

1. In the section of the Control Panel titled "Content Areas", click on the name
of the area you wish to add a course link to.

Content Areas

Course Infur@atiun Assignments

Course Documents External Links

2. Click the Add Course Link button.

== Course Link

3. Sdect a name for the course link from the dropdown menu, or type a name
into the text box. You may also choose a color for the name by using the
color swatch under the item name.

4. In the text box providegdenter a description of the course item or section
you will be linking to.

Name: Course Documents A

or specify your own narme:

Choose Color of Name:

Text:

@ Srmart Text O Plain Text O HTML Vx ¢ ¥ FyPrevew



5. Click the Browse button and select the course item or section you wish to link
to in the popup window Then click the Submit button.

“* Course Map - Windows Intern... g@

M htm :,-’,u’bb.touro.edu,Fwebapps,-blackboard,-’conten‘_ w
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6. Select the options you would like to use for this particular course link:

e Make the course linkvailable to students
e Track the number of times the course link is viewed
e Choose which dates and times you want the course link available to
students if the information is time sensitive
Click the Submit button to save your changes.

Submit

PartIXq¢ USING HEASSIGNMENT MANAGER

An "Assignment” is essentially homewarttivity that the student accesses, completes,
and submits through a single course item in Blackboard (this function does not use the
Digital Drop Box). When you create an assignment, it isnaatically entered into
Blackboard's Gradebook. It is through the Gradebook thatoamyview student

response, enter comments, and assign grade

Onceanassignment is gradethe student can then view the grade and your comments
throughthed + A S ¢ IDKNI RS §

TOADD AN ASSIGNMENT



1. In the section of the Control Panel titled "Content Areas", click on the name
of the area you wish to add an assignment to.

Content Areas

Course Infopmation Assignments
Course Du[:ffr%lents External Links

2. Choose Add Assignment from the dropdown menu on the rgick clickGo
@ Select: |Assignment v Go

3. Enter a name for the assigrent. You may also choose a color for the name
by using the color swatch under the item name.

4. Enter the point value of the assignment and any instructions.

3 Add Assignment

© Assignment Information

Name

Choose Color of Name .
Points Possible 0

Due Date 0 [Dec [+][13[+|[2007 ]+

Instructions

5. Select the options you would like to use for this particular assignment:

¢ Make the assignment avable to students

e Track the number of times the assignment is viewed

¢ If the information is time sensitivehoose which dates and times you
want the course link available to students



6. If desiredclickthe Browse button to attach a file to the assigam, just as
you would if you were attaching a file to an email message.

7. Enter the text you want to display #se link to the attached file.

8. Click the Submit button to save your changes.
Submit

PartX¢ MODIFY, REMOVE & COPY COURSE CONTENT

TOMODIFY COURSONTENT

1. In the Control Panel, choose the Content Area that contains the course item,
folder, or learning unit you wish to modify.

Content Areas

Course Infur@atiun Assignments
Exzternal Links

Course Docuiments

2. Click the Modify button to the right of the item you wish to modify.

3. The content will be displayed in the same form thats used to create the

content. Make any changes here.
4. Click the Submit button to save your changes.

Submit

TOREMOVE COURSE CONTENT (after removal, content cannot be retrieved)



