Getting Started with Blackboard Learn

. S

Distance Learning
Chapman 633/632
mxccdistance@mxcc.edu
www.mxcc.edu/distance
(860) 343 - 5756

Workshop Web Site — workshop schedule

www.mxcc.edu/Content/Educational_Technology_Training.asp


http://www.mxcc.edu/distance

Blackboard Basic Features

An Internet-based course management system used for
= Online classes
= A supplemental tool for on campus classes

Content Tools

= Class materials: syllabus, lecture notes, key terms, summary,
assignments, homework, etc.

Communication Tools
= Internal e-mail, discussion board, announcements, calendar, and,
collaboration.
Assessment Tools
= Online tests

= Assignment drop boxes
= Grade book



Logon to Blackboard Learn via myCommNet

= (Go to my.commnet.edu and enter your NetID and password.

= NetID: BannerID@mxcc.commnet.edu
= Example of NetID: 09109109@mxcc.commnet.edu
= Look up your NetID: https://bor.ct.edu/netid/lookupnetid.asp

= Password: 8-digit NetID password

= The same password to access a campus computer and your e-mail at
www.mail.commnet.edu.

s If You have never logged on to a campus computer or accessed your
college email at www.mail.commnet.edu, then use your initial password.

« Initial Password:
= 15t three letters of birth month with first letter capitalized
= Ampersand character: &
= Last 4 digits of SS#
= Example:
John Brown was born April of 1968 and SS# is 045-84-9583.
His initial password is Apr&9583
= Change password:

= When you log on the first time, you will be prompted to change to a new password.
At least 8 characters in length

At least 3 of the 4 following criteria: 1. Upper case letters, 2. lower case letters, 3. numbers, or
4. special characters.

Having trouble logging on?
Contact IT service in Wheaton Hall or call (860) 343-5711.


mailto:BannerID@mxcc.commnet.edu
mailto:09109109@mxcc.commnet.edu
https://bor.ct.edu/netid/lookupnetid.asp
http://www.mail.commnet.edu/
http://www.mail.commnet.edu/

Accessing Blackboard

eYou must first log on to my.commnet.edu using your NetID and
password.

Click on the Blackboard icon at upper right corner.

hange Passwor d Welcome Yi Guan-Raczkowski
Content Layout | vou are current v lagged in. Aanner
| Adrin
m Student myAccount Faculty Employee Library Howto  Maore...
Personal Announcements =] [ [ System Announcements [=1E [E
Blackboard Learn Production is now available to Faculty There are no announcemen ts

Student Email Service coming this Fall


http://my.commnet.edu/

Best Performance in Blackboard

= Before you work in Blackboard, there are a few things you need to do
to ensure best performance in Blackboard.

= Disable all pop-up blockers to ensure the Blackboard window opens.

= Once you are in myCommNet, click Blackboard Learn icon (upper right)
to access my Blackboard page.

= Once you see My Blackboard page, close out myCommNet window. This
is to avoid a time-out messages in myCommNet when you work in
Blackboard.
= Click Logout at the upper right corner of myCommNet window. Close
myCommNet window by clicking X sign.
= Click the maximize icon in Blackboard window to enlarge the Blackboard
window.
= When working in Blackboard, if you are prompted to either stay or
logout in MyCommNet, click on Logout to exit MyCommNet.

= To hide courses in My Blackboard page, click =& icon at the upper right
corner of the Course List. In the first column, uncheck the courses you
dont want to display in My Blackboard and click Submit button (bottom-
right or upper-right).



My Blackboard

List of courses:

= A Blackboard orientation course for training handouts and useful files and plug-ins.
= Courses you teach or enrolled as a student at any of 12 CT community colleges.

Help and Tutorials

= Help desk and tutorials for faculty and students.

Blackboard Learn maintenance alerts
Tools: My Grades and Personal Information
My Announcements

Connecricut
Community
= Colleges

Add Module

Alerts
IMPORTANT - Please Read!
Blackboard Learn maintenance

window is from (21 1085.112106-Principles of Astronomy
3:00am - 5:00am each Friday.

Courses where you are: Instructor

) 1069.112106-Principles of Retailing

24 1115.112106-Intro to Computers

(11 1189.112106-Literature and C: -

21 1281.112106-Intro to Philosophy

) 1292.112106-Child and Adolescent Deyv

During this time, Blackboard Learn 21 1297.112106-General Psychology |
may not be available.
FPlease take this weekly pianned
downtimme fnto consideration if you have
deaditnes or tests within satme time
period.

24 1299.112106-Child and Adolescent Deyv
21 3034.111306-General Biology |
) 3064.111306-Principles of Marketing

(£ 3134.111306-Student Teaching Practicum

* i My Grades (2 3351.111306-Early Lang and Literacy Devipmit
> g Personal Information

) 3462.112306 - General Psychology | Sample Course

My Announcements *82

Mo Institution Announcernents have
been posted inthe last 7 days

Mo Course or Organization
Announcements have heen posted
inthe last 7 days

| & i Guan Raczkowski | {8 My Places B Home  [3] Help [

My Blackboard Learn Content Collection

Personalize Page

Bb Learn Maintenance = B My courses “ E N Free Help Desk Support

Student FAQs
Erowser Check
Fhonefernail
24/7 support

Navigating Your Blackboard Learn Course (Video):

https: S, commnet. edufacademics/blackboardfaculty/tutorials/,
Blackboard Learn Student Orientation Course:

Look in your My Courses list for the Blackboard Laarm Student Onentation
course that will help you become familiar with the online learning environmer
Quick Video Tutorials on the most common Bb tools:

http:fandemand. blackbaard. com/students.fitm

Mate: Our B Learn system may not have all of the todls andior options availakle to studert:
shown inthese videos

Frequently Asked Questions:

httpedictechlackboardstudentfags phwarks com/

Facul n Demand Learning Center

Blackboard Learn Faculty Resources Course:

Loak in your My Courses list for the Blackboard Leam Faculty Resources
course which contains documentation, teaching resources, links, etc. that w
help answer any questions about Blackboard Learn!

Quick Video Tuterials (and more) on teaching with Bb Learn:
httpe//ondernand blackboard com

Mote: Our B Learn system may not hawve all of the tools andior options available to studert:
shown inthese videos

Known Issues and Workarounds for Faculty:
httpedictecblackboardleaminstructorfays. pbworks.com...




Hide/Show Course Titles in My Blackboard

You may hide courses listed in My Blackboard page.

My Courses

Courses where yvou are: Instructor

L 1069, 112 106-Principles of Retailing

Hide Courses
= Uncheck the courses you would like to hide. Click on Submit.

Show Courses
= Check the courses you would like to Show. Click on Submit.



MxCC Template for On Campus Classes

= The MxCC template
= Announcement, discussions, my grade
= Links: getting started, syllabus, course content

= Helpful resources: Help contact, support services, tutorials,
training, etc.

= T e T D D D e D D
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# MxCC Sandboxguanr
(MxCCSandboxguan

Announcements

Mail

Getting Started
Syllabus
Course Content @

Discussions &

My Grades

MxCC Help
Blackboard Resources
Academic Support

Faculty Resources &

»
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Import: MxCCSandboxguanraczkowskiy is Complete. To access the detailed log, click here

@ Announcements

Mew Announcements appear directly below the repositionable bar. Reorder by dragging Ann
and prevent new Announcements from superseding them. The order shown here is the orde

Create Announcement

1 New announcements appear below this line

1 No Announcements found.



= Course MTnu, Control Panel, Edit Mode, Conten
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Blackboard Learn Layout
|

t Page

# MxCC Sandboxguanr

(MxCC Sandboxguani

Announcements

Mail =

Getting Started

Syllabus

Course Content @

My Grades

MxCC Help

Blackboard Resources

Academic Support

Faculty Resources &
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44
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COURSE MANAGEMENT

# Control Panel

b
7

“ Content Collection #
Course Tools
.V Evaluation B

“ Grade Center #

F

@ Announcements

Mew Announcements appear directly below the repositionable bar. Reorder by dragging Announcements |
and prevent new Announcements from superseding them. The order shown here is the order presented t

Create Announcement

(I) I New announcements appear below this line

I No Announcements found.

Expand or collapse the Course Menu.




Course Menu

+ oo

= In Course Menu, there are tools and links. ~ MxCC Sandboxguant »

= Tools: announcements, discussions, my (MxCCSandboxguani
grades Announcements

=« Content Area: Getting Started, Syllabus, Mail
Course Content, help, support services,
resources.

= Icons next to a link

Course Content g B8 Ed

44

o

Getting Started

48]

Syllabus

48]

Course Content 8

44

Discussions &

44

My Grades

44

= Hidden
= No content
. ACt'On Icon _ Academic Support
= Rename, show/hide, delete Faculty Resources
= Reorder

£

MxCC Help

=

Blackboard Resources

<< <<




Content Areas (Folders)

« Add files and tools: Getting Started, Syllabus, Course Content, Help
Resources, etc.

Build Content

Create

[tem

File

Audio
Image
Video
Web Link

Learning Module
Lesson Plan
Syllabus
Course Link

Document Package

Content Area or

Content Folder

Assessments Tools w

New Page

Content Folder
Module Page
Blank Page

Mashups
Flickr Fhoto
SlideShare Presentation
YouTube Video
Kaltura Media

Assessments Tools w

Test

Survey

Assignment

Self and Peer Assessment
Mobile Compatible Test

McGraw-Hill Assignment

Publisher Content

Search for Textbook
Manual Entry Textbook
Cengage Learning MindLinks™

Pearson's MyLab / Mastering
(Content)

WileyPLLS
MecGraw-Hill Content

Tools w Publi

Discussion Board

Blogs

Journals

Wikis

Groups

Chat

Virtual Classroom

Kaltura Media

More Tools




Content Area (Folders)

= Example — "Getting Started”: links and text

800 L

# MxCC Sandboxguanr »

(MxCC Sandboxguani

Announcements

Mail &

Getting Started
Syllabus
Course Content B

Discussions

My Grades

MxCC Help
Blackboard Resources

Academic Support

Faculty Resources j&

B DD B EE 888

Import MxCCSandboxguanraczkowskiy is Complete. To access the detailed log, click here

F

[~/ Getting Started

Build Content % Publisher Content %

T 5 ~  Blackboard Multimedia Tutorials
&9
I [ Browser Check & Plug-Ins
&8
iy | % MxCC Online Orientation
%@_ For students taking online/hybrid courses at MxCC




Steps of Adding a MS Word Syllabus

If your syllabus is MS Word file with simple format and no images, the
simplest way to add your syllabus is to copy and paste text from the
MS Word document to Blackboard Learn.

= Step 1, Navigate to the Syllabus link in Course Menu and
open the Text Editor in the Syllabus item.

= Step 2, Open the MS Word syllabus file and copy all text
in the syllabus to a clipboard.

= Step 3, Paste the text into the Text Editor of Syllabus
item and Submit.

= Step 4, Review and Edit the Syllabus in Blackboard
Learn.




Add a MS Word Syllabus: Step 1

Leave Edit mode as On.
In Course Menu

= Show the Syllabus link to students: Click on the Action icon of the Syllabus link and selegt “Show Link".
= Click on the Syllabus link to display the syllabus page.

In Syllabus - Content Area

= Click on the “Syllabus” link in Course Menu. Go to the Action icon next to the Syllabus Item and select “Edit”.

SampleCourseP5Y111 3462.112306 - General Psychology | Sample Course Syllabus

Edit Mode is@ I

Sl =

& SampleCnumePS‘ﬂ‘Ei »
(3462.112306 - '

E“‘; syllabus

General

Psychology |

Sample Course)
Il Announcements
t 1 B Syllabus
1 Review the
i <
I X
1 Rename Link
1 CZ_Show Link 3
I F!EIrmH' Coocte

IChange wisibility of link

1 DefeTe
I ---------
IK
1

Minimize the Blackboard window by clicking on Minimize icon at upper right corner of the

Build Content % Publisher Content % g

Adaptive Release

Adaptive Release: Advanced
Set Review Status(Disabled)
Metadata

Statistics Tracking {2 n/Off)
Llser Progress

Copy

i ove

Delete

page. By doing this, it helps you locate your syllabus file and open it in MS Word.



Add a MS Word Syllabus: Step 2

= Open the MS Word syllabus file and copy all text in the syllabus to a clipboard.
= Locate your syllabus file and double click on it to open the file in MS Word.

= To select all text, press Ctrl and A keys together. Or highlight all text in the
syllabus file.

= Click on “Copy” icon to copy the selected text to a Clipboard. Another way to copy
the selected text is to press Ctrl and C keys together. The selected text is then
copied to the Clipboard.

@' = AL R & |= SyllabusP5Y¥111Falll 2Ima,
m Home Insert Page Layout References Mailings Review View Add-Ins
== K cut - - e T E i
J & M A AT Aar |, Z-iz o | EEEE &l
Paste = 2 AL A EEEE| A= . i
- # rormat Painter L abe X, X — = = = = | 4= Q o
Clipboard . Font Paragraph
Navigal copy (Ctri+C) e -v:---A - L 1 L 2 B
search( Copy the selection and put it on
the Clipboard.
2 | oa [ =

This document does
not contain
headings.
Middlesex Community College
To create navigation
tabs, create -
headings in your - Course Syllabus
document by -
Sphuna feading : Semester: Fall 2012




Add a MS Word Syllabus: Step 3

Paste text into the Text Editor of Syllabus item and

submit.
= Click on the Blackboard Learn tab at the bottom of the window to bring the
Blackboard page back.

= Right-click on the Text Editor textbox and select “Paste”. Or you may point
at an area in the textbox in Text Editor and press CTRL and V keys
together to paste the text to the textbox.

Edit Item

4 Content ltem is any type of file, text, image, or link that appears o users in a Content Area, Learning Module, Lesson Flan, or Content Folder. hore Help

# Indicates a required figld.
Cancel
1. Content Information

e MName [5vilabus |

Color of Mame | Black

Ted ke ¥ on B
“[momd =] [3 =] [aval Bz ua|= < |[===|B A|==&=

clc Y NE o v QEITARLS YISO O
CTEEL BRE BB

Search Google For "Review the syll.."
‘Wiew Selection Source

v Check Speling
Languages




Add a MS Word Syllabus: Step 4

= Review and Edit the Syllabus in Blackboard Learn.

—+ = = A
o

To review the syllabus you just copied; go to Edit Mode and click On to turn it off.
When Edit Mode is in Off, you will view your course in student’s perspective.

Click on the “Syllabus” link in Course Menu. You will see your syllabus. Examine
the layout and formatting of your syllabus.

If you would like to make editing in your syllabus, turn Edit Mode back on by
clicking on Off,

You will click on the Action icon next to the Syllabus Item and select “Edit". Edit
the text and click on “Submit” again.

SampleCourseP5Y111 3462.112306 - General Psychology | Sample Course Syllabus Edlit Mode is: m

B L E ]

# SampleCoursePSY11 » E Syllabus
(3462.112306 - '
General

Psychology | Build Content ¥ Publisher Content ¥
Sample Course)
Announcements
- ! @ Syllabus{ =)
Getting Started ¥ Maddlese -
L4 Comrse Sy @

B

Ad Release
Semestel: Adapiive Release: Advanced

Set Review StatusiDisabled)

B

K

Metadata

B



Files in Blackboard Learn

= You can upload files in Blackboard Learn.
= Classify the files by function.
= Study Guides

= Notes
= You may use the existing link, Course Content, to
add files.

= Attach a syllabus file in .doc or .pdf can be done in the
Syllabus page.

= You may create a content area in the Course
Menu and upload files in the content area.



Create a Content Folder

= Click on Course Content g==n
E Course Content

& SampIeCuur:ePS‘ﬂii s

to view the content (3462.112306 -

G |
P:;.:T-.r:mg,l Build Content ¥ § Assessments % | Tools 3 § Publish
a rea [ ] Sample Cnume] Create Hew Page
Announcements
- _ [term Content Folder
= Go to Build Content :
o| | s Blank Page
and select Content
- Video Flickr Photo
FOIder- Wileh Link SlideShare Presentatian
% Learning Module YouTube Viden
= Type a hame and
. . Course Link
I k S b t Content Package (MS)
CliICK Oon Ssubmit. Content Package (NLI)
Content Package (SCORM)

Kk Indicates a reguired field.

1. Content Folder Information
# Mame (| Study Guides 5
—_—

Color of Marme . % Black




Add the Files to a Folder

= Click on the folder link “Study
Guides” to enter the folder page.

= Go to "Build Content” and select
“File”.

= At next page, click on “"Browse
My Computer”.

= Locate the file you would like to
upload and double-click on it.

= Click on “Submit”.

= You will use the same steps to

add any type of files in
Blackboard Learn.

E study Guides

Build Content ¥

Assessmenis

Tools %

Create Hew Page
[term Content Folder
mModule Page
Audia Blank Page
lmace Mashups
File Upload e |
Lock in: |2 PS111 = Qe w
Il
gu]
gu]
Presentation_lennyBrown.ppk
13, the course
s bsooran
loaded into
My Compuiter @
. -
H'IFrllthu:ul File name: IchapterSassignment.doc j Open, eti g!l;tlpear
Flesofpe:  [4l Files =l Cancal | [fes 10
P

% Find File Browse My Cormpijer

Browse Content Collection

# Narne |

[ T —_—



Files in Blackboard Learn

= You may use the same way to add various
files such as MS Word .doc or .docx, MS
PowerPoint files, or MS Excel files.

= For students to open a file, they need an
appropriate application (e.g. MS Word - .docx
or .doc)

= Please be aware that some students may not
have MS Office applications to open the files
added to Blackboard.



Use Item and Blank Page in Blackboard

For MS Word files with simple format, you may copy/paste text to an Item
or a Blank Page.

= Students are able to view the text immediately — convenient for
students.

= You are able to edit the text online — save your time in editing.

We highly suggest professors teaching online courses to use either Item or
Blank Page for MS Word based files.

Item: students will see the content directly.
= Use an Item for a Header or a footer.

Blank Page: it is like a “hyperlink”, need to click on the page title to view the
content.

= Use a Blank Page for instructions, notes, etc.

PraCtICG Create New Page
= Add an item and copy text. Cantent Folder
= Add a blank page and copy text. e Hodule Face

Blank Page
Audio



PDF Files in Blackboard Board

= For MS Word files with images, special characters, and complex formatting,
you may convert it to.pdf.

= For MS PowerPoint or MS Excel files, you may convert them to .pdf.
= In MS Word, MS PowerPoint, or MS Excel, open the file.

= Go to File and select Save As. Select .pdf in File Type. Click on Save.

W HEC . 1
Home Insert Fage Li File name: |5.:|,||a|:,._,5p5-f111|:a||12|,:|,:,,:x

H Save

{ E Save As P

I_j’ Jpen

I__f Close

save 35 BYPe lwvord Document (*, doc)

d 97-2003 Document (*,doc)
T Wiar
I n fD 'l Word Template (*.dokx)

J Wiord Macro-Enabled Terplate (. dokm)
e ward 97-2003 Temﬁlate i*.d-:.ti
[%P5 Docurnent (*.xps) LI

L a1

File name: |SyllabusPSy 111Fall12. pdf

=l
Save 55 ype i T |
v Open file after publishing
Optimize for: € Standard {publishing online and printing)

" Minirmur size (publishing online) Options. .. |
“ Cancel |
[y = " |

P

= Add a PDF file uses the same steps as adding a MS Word file.




Learning Module vs. Content Area

|
= A Learning Module has a Table of Content window and a Conte

nt Area.

A learning Module is often used in online/hybrid courses that organize
course content by weeks, units, or sessions.
= An example of a Weekly Learning module in PSY111 online course.

Table of Contents

1

Build Content % Add Interactive Tool % || Assign Textbook

Week 1 Assignments

Discussion Netiquette

=) Week 1 - SmarterMeasure Assignment

Enahled: Statistics Tracking

Yoo are to take the selfassessment test, Smarterbeaszure (READI). The test information can be found
JContent/READLasp.

After taking the test, you will evaluate the results based onthe test report. You need towrite a summa
weaknesses fyellow or red an the bar chart). In the weak areas, state how you plan to improve your ski
this class.

You need to postyour summary report here by Sunday, January 29th. This assignment is worth 20 po

2= How to Take a SmarterMeasure Test?

N

=) Week 1 - Introductions




Create a Learning Module

= Click on Course Content to view the content area.
= Go to Build Content and select Learning Module.
= Type a nhame and click on Submit.

Course Content

Build Content Assessments Tools
il

Creatfe New Page | 4 |ndicates a required field.
Cancel
[tem Content Fole
- T IR Learning Module Information

Blank Page # Mame (|Uﬂit1 ) |

Audio
Colar of Kame = Black
W
Image Mashups .
Video Flickr Photo
Web Link SlideShare Presentation
: YouTube Video
earning Module
Kaltura Media
Lesson Plan

Syllabus



Add Files or Tools in
a Learning Module

Click on the Learning Module link
“Unitl” to enter the module
content page.

Go to “Build Content” and select
“Learning Module”.

At next page, click on “Browse My
Computer”.

Locate the file you would like to
upload and double-click on it.
Click on “Submit”.

You will use the same steps to add
any types of files.

You may add a discussion board,
an assignment dropbox, a test, or
an URL in the learning module.

Table of Contents

1 O~ ]

Create

[tem

File Upload d |

Lock in: |3 PSY111

Ho2mE
. [iimxadminiredirecti00701015\DeskkaptPSY1 11}

| Introductions. rtf
(| Paper JennyBrovn . doc
¥ |PaperJennyErown_¥G.doc

! |psy111chapters. docx
i P11 1syllabus . docx

| QuestionOME. doc
tw Documents i

.

tdy Computer

Unit 1: The Earth

Build Content Assess

N

iystem Admin

[the course
bs or an
loaded into

< — [m—
by Metwark, File name: IchapterSdiscussion.pdf j b
aces — B by
Files of type: |AII Files j Cancel | to appear
“es to

display it as a separate piece of contentwith no Course page heading.

% Find File Browse by Cormputer

Browse Content Collection



Add a Link in Course Menu

= YOU can add various links in the

m
Course Menu.

Module Page

= Content Area

Blank Page

Tool Link = Module Page
fffri"fm = Blank Page
oo = Tool Link

= Web Link

= Course Link —any link within the course.
= Subheader
= Divider



Announcements

Click on Create Announcement button.

Type the Subject and the Message.

Choose Not Date Restricted or select a date to release.
Click on Submit.

LF B
' Indicates a required field. Cancel Submit

1. Announcement Information

<= Subject

Greetings . Black
Messzage
T T T T Paragraph - Arial -3¢t - |=|-|E=E|||T ||| | EiHXAa
S0 JQqQ o =S=E=E = T  T. g — =
@@Eﬂfx £ Mashups -~ 9] “@@i@ HTML C55
Welcome! The class starts on Wednesday, August 28th. Please read the syllabus and purchase the textbook.
Z. Web Announcement Options
Post an announcement immediately _
Duration - Not Date Restricted
_—/_—_____._—————’“}g. Date Restricted
Post an announcement on a set schedule
Select Date Restrictions [C] Display After (=]
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
[7] Display Until ] &
Enter dates as mm/dd/yyyy. Timema 3. Course Link
Click Browse to choose an item.
. Email Announcement [] Seng a copy of this announcement
Link the announcement to a Course LinK.. mremermmams =t =



Edit/Delete/Reorder an Announcement

As default, an announcement posted in
the past 7 days will be shown under the

Course Name in My Blackboard Learn L 3462112306 - General Psycholegy | Sample Course
Announcements:

page.

The newly posted announcement is listed

at the top.

To edit an announcement,

= Click on the Action icon of the
announcement and select Edit. .

= Edit the text and click Submit. _I) e
reetings

To delete an announcement,
= Click on the Action icon of the announcement

Fosted on: Fri... =

; Edit
and select Edit. Welcome! T '
= Edit the text and click Submit.

To reorder an announcement,

= Point at the reordering icon of a message and
drag it to the order where you would like it to
be.



Messages — Internal Malil

Messages tool in Blackboard is an internal mail tool: only enrolled
students and the instructor can email to each other. It is mainly used
for private communication between a student and an instructor or
among students.

In the MxCC template, the message tool is labeled as “Mail”. In
default, the Mail link is hidden from students.

To use the Messages tool, you will need to show the “Mail” link.

Move the mouse next to the right of “Mail” link. You will see the
Option icon. Click on the icon, you will see the menu options for the
“Mail” link.

Select “Show Link”.

Announcements

Rename Link

Delete



Internal Mail — Messages — Send a Message

= Send an email to a student.
= Click on the Messages link, “"Mail”.
= Click on "Create Message”.

Course Messages

Course Messages are private and secure text-based commumnication that oecurs within a course and among course members.
Although similar to email, users must be logged into the course to read and send messages. More Help

Create Message Create Folder

Folder nread Total

I:_—I Inbox 0 1

El Sent 0 0



Internal Mail — Messages: Send a Message

Click on "To” box. You will see a list of students and your name.
Choose a student and click on the ™->" to bring the student name to Recipients.
Type a Subject in the subject box.
Type your message in the Message box.

Compose Message

hessages are private and secure texd-based communication that oceurs within a Course and among Course members. Although similar to email, users muost be logged inta the
Course to read and send Messages. More Help

Click on “Submit”.

% Indicates a required field.

W recpenss

o

Bcc

Select Recipients: To line

A Appell
Dieanna Amusawanh
Christopher Bergers
Matalie Bishop
Takisha Bryant
Janice Carter
Aszhley Canvalho

Recipients

Invert Selection SelectAll

Irert Selection Select All

2. Compose Message

% Gubject D) |
Body
“[hormal =] [3 =] [aral | B 7 U e x === | | EE

cEEARE BE

~cY B & 0 o @EIjAl_lﬁl.!_()o.(vS

Test Editor s [0 |

muass If you have any questions, feel free to contact me. Thanks, ¥
‘-‘-‘-‘-‘-‘—h__‘__
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Internal Mail — Messages: Read a Message

Messages will be delivered to Inbox. But there is no alert next to the Messages link in

Course Menu.
Click on the Subject link to open a message.

Status Sender Subject

@ Audrey LaRosa ournal Adicle Review

Date

Tuesday, May 15, 2012 8:16 PM

If there is a file attached, click on the file link. A dialog box pops up.

= Choose Open to open the file. Click OK to confirm.

= Choose Save to save the file to your computer. Click OK to confirm.

%& View Message

niem wsithin A T anren And Armaes Care s remrebomee

Messages are private and secure text-based cnmm"i““““" S - -
Course to read and send Messages. More Help WSy ERGEER T IR e 2T e x|

‘fou have chosen ko open
Revly Detee
- ﬂﬂ LaRosaJournalArticleReview.rtf

From Audrey LaRosa which is a: Rich Text Farmat

To i Guan-Raczkowsk

from: https:ffcommnet-staging. blackboard.com

Cc What should Firefox do with this File?

Sent Tuesday, May 15, 2012 8:16 PM
Subject Journal Adicle B ewis
Attachmem-{aFosalournalfiicleRevie

. Hf

" Save File

Here is my journal article review. Thanks again| ™ Do this automatically For Files like this From now on,

] Zancel |




Messages: Delete, Create a Sub-Folder, Move

= In Inbox page, click on the Action box next to a message:

Delete: delete the message.
Mark Read: mark the message as read.

Mark Unread: mark the message has not been read.

|
¥ @ Audrey LaRosa Journal Article Review
[ @ Audrey LaRosa Journal Article

- @ Jarnie Molinares FeReFReReresponsg
r @ Rachelle Kallaugher Peycholooy

r @ Diamian Winlaz course evaluation

= In Messages page, click on Create Folder. Type the folder name and click

on “Submit”.
= YOU may move a message:

Cpen

bl o

Mark Read
Mark Lnread

Celete

= Click on the Action menu at a message subject line.

=« Select Move.
= Choose the Folder to which moved.
= Click on “Submit”.

%& Messages
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Email — External mail

= Email tool in Blackboard Learn is External Mail. If you use Email tool,
mails will be delivered to student’s College Email address.

= A professor may need to use Email to communicate with students who
have not logged on to Blackboard. You may do so in Grade Center.

= In Control Panel, click on Full Grade Center.
= Check a student’s last name.

= Go to Email and select Email Selected Users.
Grade Center

= Type the SubJect and Message_ - NEEdSGradmg ..........................

= Click on Submit. <Ell Grade Cenfgb
Azzignments
Tests

mMowe To Top | Email

Grade Information Baf| * Email Selected Users

' Email Selected Users
and their Observers

[~ @ Adkins Ernail Ohservers for

E.,..—g I'-"”Eﬂ Selected sers




Discussions and Examples

Learning can be enhanced through engaging active interactions among
learners.
All online courses at MxCC use discussion boards as one of learning activities
for students.
Discussions in Blackboard allow students to post messages at different time at
various locations.
= Examples for on-ground courses:
= Sociology and Education
Continuation of group discussions after classes
= Medical Terminology
Jeopardy game to learn medical terms.
= Psychology
Respond to the instructor’s questions.
Respond to at least 2 student answers.
= Human Service

Assign discussion buddies: pair up students and they respond to
each other’s questions.



Discussions - Create a Forum

= Make Discussions link available. Discussion Board
= In Course Menu, move the mouse over Forums are made up of individual discussion threads that can be orgamn
“Discussions” link. Click on the Option icon next to organize discussions. More Help

Discussions link. Click on “Show Link".

= Click on Create Forum.
= Type a name and description. Delete

= In Forum Availability 0 Forum e
= Yes — available
= Choose display date, end date.
»« If the forum is graded, check Grade Discussion

Forum and type a point value.
. . ¥ Indicates a required field. Cancel @

A\Y '/
1. Forum Information

K Of D]
.'u'.".l'Ell|Eltl|E @YES r ND <& Name \Week 1 Discussions

Ml Forum Availability
Enter Date and Tirme Dijzplay Aﬂer| Description

.. T T T T Paragraph - Aial - 30131 -Z-i5-T-2-@ EAEE
Restrictions Hates as mmiddiyyyy. Time may ¥Doa SEEIBIESk sk 1w =[] ][%]
@ @ DBl S| cMaces - (% © @ B EEBEE BB B DO D) owess
[ ISplEI'g.-' Unt” | Introduce yourself to the dass,|

Erter dates az mmiddhseyy . Time may be entered in any incremert.

Grade ¢~ Mo Grading in Forum
v Grade Discussion Forum: Foints possible: (10




Discussion Forum Setting

Wileelk 2 Discussions -

For a discussion forum, you are able to reorder, - EUZT?B"U
change settings, delete, Mange student roles, copy, ch2 v | »Open
and delete. F—tisalca 0y » Eo
Qper
= Click on the Action icon next to a forum, i vieek 4 D E;an”;ge
= Edit: change forum name, description, grade — =t
: T iieplesbg ~ CoFY
points, etc. Chduter 4 | | ndore
= Reorder the forum. >O It Wegk5 Sulrrren
chd

Grade the forum.

Copy or Delete.

Manage: Change student role to Readers —
students can onIy read messages but unable to

after its deadline.




Post a Message in Discussion Forum

Enter a discussion forum by clicking
on the Forum Name

Click on “Create Thread”.

Type the message subject. @cm Thread
Type the message. e O e e P 1 T e
If you wish to attach a file, click on | smee v R
“Browse My Computer”. Locate the |
file on your computer and double B
click on it. Click on Submit. ke L
Click on “Submit”. TER YT i

Hello! Welcome to this course. |

. I
Attach File Browse My Computer Browse Content Collection

Browse My Computer




Operations on a Message

= In List View, click on the Action icon next to a message.
You are able to do the following operations:

Collect — see the message and replied message.

Delete.

Mark as Read/Unread
Hide, Make Unavailable

Publish
Lock/Unlock

1 Dis
s on this
1 elickang

llect | O

Threat

Cpen

Mark as Fead

Mark as Unread

Set Flag
Clear Flag

Hide
Make Unavailable

Lock
Collect

Delete

HeII-O InstructorYi (Test Student



“List View” of Discussion Messages

In Course Menu, click on Discussions link. Forums are displayed with Description,

[ |
Total Posts, Unread Posts, and Total Participants.
-7 | Delete
" | Eorum Rk lkh ;zts‘;ls g:::l-;::d ;ilt:ilcipants
[T Buestions and Postwour questions about this class here. 2 1] 2
ANSWers
T Week- Tell us a little ahout yourself, why you are in school, why 48 5 34
Intreductions vou take this course, your expectations abouot the
roliree what wonir rarear nnale are et Share
= Click on a Forum Name to enter the forum. As “default”, 25 messages are displayed

in List View. The messages are in chronological order with the most recent at the top.
Click on Display and select Show All to show all messages.

Search Discover Content Display -»

Create Thread Grade Discussion Forum Subscribe

Published Only

Thread Actions Collect | Delete
v Date - Thread Author Status ung Hidden Only
Locked Only
7130M33:11PM Hello £ InstructorYi (Test Student) Guan-Raczkowski  Published () Unavailable Only
Drafts Cnly

Thread Actions Collect Delete



"Tree View” of Discussion Messages

If you choose "Tree View” in a Discussion Forum page, you will see the messages in
“thread.”

When there is a reply to a message, it creates a “thread”. In a thread of messages,
you will see how the messages associate with each other.

A thread of messages is indicated by a “+” next to the Subject line of the initial
message.

To view a thread with the initial message and replies, you will click on the Subject
line of the initial message. Then click on the subject lines of replied messages.

List View Tree View

Forum: Week 1 Discussions

Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The
Threads can be sorted by clicking the column title or the caret at the top of each column. More Help

Create Thread Grade Discussion Forum Subscribe Search Discover Content Collapse All Expand All

Message Actions Collect | Delete
[ Thread Author Date
InstructorYi (Test TI30M13 311 PM
] Student)

Guan-Raczkowski

Message Actions Collect | Delete



Discussions-Read/Reply to a Message

= Click on a message Subject to read the message.

D TS? Leply, click on Reply button. Type your message and click on
“Submit”.

Create Thread Grade Discussion Forum Subscribe Search Discover Content Display

Thread Actions Collect Delete
[ w Date - Thread .
Thread: Hello
7 73013 3:11PM {{Hello)
Thread Actions Collect || Delete Select All None | Message Actions Expand All Collapse All

(

[l Instructoryi (Test Student) Guan-RaczkowskKi Email Author

Hello

This is my introduction.

m Cuote Edit Delete



Discussions — Edit or Delete a Message

= To edit a message you posted.
= Click the message Subject to open the message.
« Click Edit Message button.
= Make revision Thread: Hello
= Click Submit.

Select: All Mone | Message Actions Expand All | Collapse All
InstructorYi (Test Student) Guan-RaczkowskKi Emi
Hello
This is my introduction.

m Quote Delete
= Delete a message

= Click on Delete when you open a message.

“Email Author” will send an email to the author’s external email account.
For students, it will be their college email account.



Assignment Dropbox - Planning

= An assignment dropbox is used to collect projects or
papers.

= Planning
= Each assignment will use a dropbox.
=« Decide the number of assignments you will be

collecting.

= Decide where you would like the dropboxes to
locate.

= Write down the instruction for each of the
assignments.

= Example: Create a page named “Essays”. Put all
essay assignment dropboxes in the page.



Assignment Dropbox - Example

= Create the page in which the assignment
dropboxes are located.

= In Course Menu, create a link, “Essays”.

Click on Add Item icon, “+".

Select "Create Content Area”.

Type the name of the link, “Essays”.
Check “Available to Users”.

Click on “Submit”.

The new link will be placed at the bottom

in Course Menul.

Drag the reorder icon to reposition the
Essays link.

Content Area

+ C I

Maodule Page
Blank Page

Tool Link
Web Link

Course Link

Subheader

Divider

Add Content Area

Mame:

'u'ailablem Lsers

Zancel

T1



Create an Assignment Dropbox

Assessments w Tools

Test

= In Course Menu, click on the “Essays” link. )
urvey
= Under Assessment, choose “"Assignment”.
= Type the name and brief instruction. selfand Peer Assessment

Mobile Compatible Test

McGraw-Hill Assignment

Create Assignment

Assignments are a form of assessment that adds a column to the Grade Center. Use the Grade Center to assign grades and give
feedback to each student. More Help

* Indicates a required field. Laace

1. Assignment Information

4= Mame and Color [ | Black

Instructions

T T T T Paragraph - Aral - 3{12pt) FELiE- T & @isa
0 Q.o =S =E=E = T T. | — =[]

@ @@ Bl S omshups - T « @ @ 4 H HTHL £S5

Submit your argument essay in .rtf or .doc format. Refer to the syllabus for instruction.|



Assignment Dropbox

bl Assignment Files
Attach File Browse My Cornputer | Browse Cortent Collection |

Grading

= Enter the grade points in Points Rr—— =
POSSIbIe- Associated Rubrics Add Rubric ¥|

. Ava i Ia bi I ity VS . D u e Date Hame Type Date Last Edited Show Rubric

= Availability —Display Until
= After the date set in Displ

Until, students are unable to se
the Assignment link.

4.

¥ Make the Assignment Availakle

Thiz azzignment cannot be made available until it iz assigned to an individual or group of students.

Mumber of Atternpts & Allow single attempt
 Allow unlimited attempts
¢ Mumber of atternpts:

| Due Date Lirnit Availabili I Display After| | E|| =]
et dates a2 mmfddisyyy . Time may be entered inany incremert.
= After the sétdue date, students — T T T
. [V Display Until[0%/302012] | [ [11:59 PM =]
are able to see the assignment | Ecter catas o muniiatngsy Tune may oo enteredt o any ncvamect |
link and submit their work:
However their work is labeled as
late. LM Due Daiss

[T Track Number of Views

Submissions are accepitdNfier this date, but are marked Late.

Due Date W [0amesz012 | B [11:59 PM =]

e T T T T T Ty He BT e T Ty Ter ement .




Control Panel

G rade Center Content Collction

Course Tools

Last Access: show a time stamp on when a student last time = ot
accessed the course. Grade Center
The grade columns carried over from graded discussion E——
forums, assignment dropboxes, and tests. Assignments
Under “Control Panel”, click on “Grade Center”. Tests

Click on Full Grade Center. You will see the columns:

= Student names, Last Access S Last Savec

= Columns for Discussion Forums I GuanRackowski Student = - a v
Selected Rows: 0 A X
| COlumns for ASSlgnmentS Move To Top | Email Wiew Grade Details
. Exempt Grade
Gradlng Atternpt 773012 [

= You are able to access grading page directly in Grade Center.
« If a student submit an assignment, you will see “1”.

= Click the Action icon for the assignment and select View Grade
Details.

= Click Grade Attempts to enter the grading page.

Jul3, 2012 Jul 3, 2012 4:38:59 a (Grade Atern) |

4:38:59 PM Pl
(Meeds Grading) Cl2{ Grade attempl
lgnore Attermpt

Edit Grade




Faculty - Learning Blackboard Learn

= Group training
= Training schedules are posted at
www.mxcc.edu/Content/Educational Technology Training.asp

= Online Training - learn on your own
= In My Blackboard page, click on the training class named
as

L OR-112306: Blackboard Learn Student Orientation - Fall 2012

= One-on-one assistance

Distance Learning staff: starting the third week of a semester, you may
schedule an appointment with a distance learning staff to assist you with
the use of Blackboard Learn. Email to mxccdistance@mxcc.edu or call

860-343-5756 to schedule an appointment.



http://www.mxcc.edu/Content/Educational_Technology_Training.asp
mailto:mxccdistance@mxcc.edu

Inform Your Students

You MUST inform your students when you use
Blackboard Learn for your on-ground course.

Students will log on to Blackboard Learn via MyCommNet
just like Faculty. For Students, NetID is
BannerID@student.commnet.edu. Initial password and
change of password apply the same rule as Faculty.

At various computer labs, there are “"bookmarks” and
instructions to direct students on how to log on to
MyCommNet.

With students” home computer, they may refer to the
instruction at
= www.mxcc.edu/distance.



mailto:BannerID@student.commnet.edu

Students — Learn Blackboard Learn

= Multimedia Tutorials
s WWW.mxcc.edu/distance/orientation

= Blackboard FAQs
» WWW.mxcc.edu/distance/orientation/fag.shtml

= The above two sites are linked in MxCC Help
= Stop by the Distance Learning office

= Chapman 633/632

= 9:00 am - 5:00 pm, Mon-Fri.

= Student Technical Support Center

« http://websupport.ct.edu
= 860-493-0221



http://www.mxcc.edu/distance/orientation
http://www.mxcc.edu/distance/orientation/faq.shtml
http://websupport.ct.edu/

Technical Help in Blackboard Learn

= Distance Learning/Educational Technology
= Chapman 633/632, Middletown Campus

(860) 343-5756

mxccdistance@mxcc.edu

Any technical difficulties with Blackboard Learn
M-F, 9:00 am — 5:00 pm



mailto:mxccdisance@mxcc.edu

