Getting Started with Blackboard Learn

. S

Distance Learning
Chapman 701B/C — Virtual Support
mxccdistance@mxcc.commnet.edu

http://mxcc.edu/distance
(860) 343-5756

Workshop Web Site — workshop schedule

https://mxcc.edu/techbootcamp or https://mxcc.edu/ett



http://mxcc.edu/distance
https://mxcc.edu/techbootcamp

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: http://supportcenter.ct.edu/netid

= Password: 8-digit NetID password

= The same password to access a campus computer and your e-mail at
portal.microsoftonline.com.

« If You have never Iog?ed_ on to a campus computer or accessed your
college email at portal.microsoft.com 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 in April of 1968 and the last four-digit of his SS# is 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

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.

| [ = Go to | . Sign O
myCommNet
Home My Student Info My Faculty Info My Employee Info My Library Info Special Programs Support and Training
College Resources
Home Community Home
myCommNet Announcements Access College Email Bz Access Banner Self-Service

Schedule Manage Access Your Faculty/Staff Email: Banner Student &
Qutlook Web Access (OWA)

Faculty Self-Service:
Launch Outlook Web Access

AnnmritnAramante Al -



http://my.commnet.edu/

My Institution Page

= After you have clicked on the Blackboard icon, you land on the “My Institution”
page.
= List of courses:
= Courses you teach or enrolled as a student at any of 12 CT community colleges.

= Course_Design_and_Delivery_ Competencies: Instructions and tutorials of Blackboard
features.

= My Help/Training
= Help desk and tutorials for faculty and students.

My Institution My Help/Training WebEx/Microsoft Teams My Organizations

My Institution Kaltura My Media

Faculty and Staff please note!

The Faculty Blackboard Learn Faculty Resource Center course has been retired and replaced
with a brand new course that faculty can use for just-in-time training!

Course Design and Delivery Competencies (self-paced course)

The course is redesigned and updated with the latest information.
Check it out on the bottom of your Course List under - Courses where you are: Student

Blackboard Student Mobile Course List IMPORTANT FACULTY UPDATES
bownload the BB Courses where you are: Instructor CHECK OUT THE NEW FACULTY PROFESSIONAL
DEVELOPMENT SITE
Student app. Search 2158.120206: PRFD-F1161-2158-Summer2020-Best . . e
. X PracticesofonlinePedagogy Designed to support faculty in the possibility of
on “Connecticut remote/online teaching for Fall 2020.

Community Colleges” Instructor: Yi Guan-Raczkowski;

(not vour specific college). Announcements: Within this website, you will find NEW RESOURCES:



Hide/Show Course Titles in My Institution

You may hide courses listed in "My Institution” page.

Click on the setting icon #-
My Courses \® My Messages

Courses where you are: Instructor | By T e e TR Y S

1133.113106: ECE-F101-1133-5Spring 201 3-Intro to ECE
Instructor: Yi Guan-Raczkowski;

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.

¥m



MxCC Template for On Campus Classes

3301.120306 (PS5Y-
F111-3301-Fall2020-

General Psychology u The MXCC tem plate
) = Announcement, Syllabus,
Announcements Course Content,
Messages, Discussions,
- My Grades
Syllabus = Help & Tech Support:
Course Content @ HElp contact, support

services, tutorials,
training, etc.

—. =
= Academic Resources
Messages @ - = Research Support

Discussions @

My Grades

e
Help & Tech Support @

Academic Resources @

Research Support @




Blackboard Learn Layout

3503.118306 BISN-F6004—35D3—F3II2[J13—NaLu ral Gas Field Technicia_n |
Course Menu, Control Panel, Edit Mode, Content Page /

3503.118306 (BISN-F6004-3503-
Fall2018-Natural Gas Field
Technician)

Announcements

Messages &
S, Announcements

Edit Mode is: m

New Announcements oppear dimnts above the repositiohable

T T

Getting Started themn to the top of the list and ps do not see the bar anld can, :'I\E}\ré.wn;tuhmeﬁtgai;g-é%%usl _)Stﬁdégﬁfg slrlc‘:o'w-:-:. Stud

onnouncements.

1)

nt

Syllabus ’n-

Course Content [§ ‘ = : V

il A~ Create Announcement

Discussions [&)

My Grades

Né&w announcemen

Help & Tech Support
Academic Resources EXpa nd Or COI Ia pse the COU rse Men U .

Course Management

Control Panel
Content Collection

Course Tools




Course Menu

3503.118306 (BISN-F6004-

= In Course Menu, there are tools and links. 3503-Fall2018-Natural
. . Gas Field Technician)
= Tools: announcements, discussions, my
grades Announcements -
= Content Area: Getting Started, Syllabus, Messages &
Course Content, Help & Tech Support,
Academic Resources Geiting Started
= Icons next to a link Syllabus

Course Content
Course Content B £ L

Discussions &

m H|dden
= NO content

My Grades

e
= Action icon Help & Tech Support ®

= Rename, show/hide, delete Academic Resources ®
—s Reorder




Content Areas (Folders)

« Add files and tools: Syllabus, Course Content, Help & Tech Support

Content Area or

Partner Content

Content Folder

/

Build Content Assessments Tools Par
Create New Page v

Item Content Folder
File Module Page Test

Blank Page
Image Survey
Web Link

Mash ,
asps Assignment

) Flickr Photo
Learning Module

) , Self and Peer Assessment

SlideShare Presentation

Course Link
Echo360 YouTube Video Kaltura Video Quiz
Content Package (SCORM) Kaltura Media Maobile Compatl‘ble Test

Document Package

McGraw-Hill Assignment

s

Search for Textbook
Manual Entry Textbook

Content Market

Discussion Board
Blogs

Journals

Wikis

Groups
WileyPLUS

Basic LTI Tool Content ltem
(DO NOT ADD TO CONTENT
MEMNU)

OneMote

Basic LTI Tool



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 the text from
the MS Word document to Blackboard Learn.

= Step 1, Navigate to the Syllabus link in the 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 Syllabus - Content Area

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

Item and select “Edit".

Middlesex
(Middlesex
Template)

Announcements

Messages @

Getting Started

Syllabus
Course Content @
Discussions &=

My Grades

MxCC Help

Syllabus

Build Content - Assessments - Tools -

h Felease

Adaptive Release:
Advanced

......

Set Review
Status(Disabled)

Metadata

Statistics Tracking
(On/Off)

Edit Mode is: LD

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

Wid9-0F 4= SyllabusPSY111Falll 2Ima

m Home Insert Page Layout References Mailings Review View Add-Ins
B X Cut

= | AN A B E-EE | EE
Paste = 2 AT AL EEEE| A= . i

- FToTmat Painter B I U-abex x — = = = = | = Q =

Clipboard . Font Paragraph
Navigat copy (Ctrl+C) I O SN '1'2
search| Copy the selection and put it on
the Clipboard.
g e [=

This document does
not contain
headings.
Middlesex Community College
To create navigation
tabs, create -
headings in your - Course Syll:lbus
document by -
Spnunatesding : 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.

[ Edititem

4 Content ltem is any type offile, text, image, or link that appears io users in a Content Area, Learning Module, Lesson Flan, or Content Folder. More Help

% Indicates a required field.

Cancel

1. Content Information
F Mame [Svllabus |
Color of Mame | Black
Tt e o )
“Norma\ ;IllAr\aI ;lllB I gabe|"z xZ\E§E|Qﬂ|§E = i iE

A E @ v QO JARS xR oO®
‘EEERE BE

Select All

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




Add a MS Word Syllabus: Step 4

= Review and Edit the Syllabus in Blackboard Learn.

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.

Syllabus
"~ Middlesex
{(Middlesex .
Template) Build Content .~ Assessments Tools «
Announcements
% Syllabus
Messages & o
Getting Started Ad Edit | Release
Syllabus Adaptive Release:
Advanced
Course Content @ )
Set Review
Discussions & Status(Disabled)
My Grades Metadata
Statistics Tracking
(Dn/Off)
MxCC Help




Files in Blackboard Learn

= You can upload files in Blackboard Learn. Before upload
any files, you will:
= Classify the files by function, learning units, or weeks.
For examples

= Study Guides

« Lecture Notes

= Weekl, Week 2, etc.

« Unit 1, Unit 2, etc.

= In Course Content, you may create file folders first
and then add files to each associated folder.

= .PPT files, two formats — printing friendly (.ppt) and reading
friendly (.pdf)

= Use short file names for mobile friendly reading.
= You may add a content area in the Course Menu and
upload files.



Create a Content Folder

s Click on Course Content
to view the content area.

= Go to Build Content
and select Content
Folder.

= Type a name and
click on Submit.

= For mobile friendly,
use a short title
without a symbol for
a content folder.

ke Indicates a required field.

MxCCSandboxGuan #
(MxCCSandboxGua
n)

Announcements

Messages &

Getting Started

Syllabus
Course Content &
Discussions =

My Grades

MxCC Help

Course Content

Build Content - Assessments Tools

Create New Page
ltem Content Folder
File Module Page

_ Blank Page
Audio
Image Mashups
Web Link

SlideShare Presentation
YouTube Video
Kaltura Media

Learning Module
Lesson Plan

Syllabus

—

1. Content Folder Information

& Mame

( Study Guides| 5

Colar of Mame

W Biack




Add the Files to a Folder

= Click on the folder link “Study SUTTETRE
Guides” to enter the folder page. ERTTETV I e
= Go to "Build Content” and select
“FiIe”. Create New Page
= At next page, click on “Browse My .
ComPUter," Pearzon's MyLab / Mastering Blank Page
= Locate the file you would like to -
upload and double-click on it. I — s
= Click on “Submit”. I B = o H
= You will use the same steps to add | st e
any type of files in Blackboard
Learn.
= You may add a web link, course link, &
a discussion board, an assignment s
dropbox, a test, or an URL in the i —— 3 Cedfo..
content folder. Lo Iz ERE-)

# Find File Browse hy Compljer Browse Content Callection

Je Mame | |




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 1 ’ ] ABC . 1
Home Insert Page Li File name: |5.:,||a|:,._,5p5y111|:a||12|,:|,:,,:x

=l
I save save 35 BYPe lwvord Document (*, doc) -
: Wiord 97-2003 Document (%, doc) .
| =
E‘h Save As Iﬂ fD 4 Word Template (*.dok:x)
mxan:lmirj Wiard Macro-Enabled Templake (*.dakm) _I
B a Word 97-2003 Ternplate (*,daok
[¥PS Document (. xps) LI
I__f Close ) _ L
File name:  |SylabusPS111Fall12, pdf -]
Save 25 et G A -

v Open file after publishing
Optimize for: % Skandard {publishing online and printing)

" Minimum size {publishing online) Cptions. .. |

A

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




Edit Files and Reload Files

Content Collection

If you need to make revision in a file such as MS R
Word or MS PowerPoint file, you will edit it off line co e

A" cnursm- oot e s

and save the updated file. . _
To reload the file, please follow the steps:
= Under Control panel, click on “Content Collection”.

Click on your course title such as "2090.117206". f| — |;
= Navigate to the directory where the original file o0 View

Iocates' = Edit Settings |
= Click on the icon next to the file, select “"Overwrite Gverwrite File

File". Permissi| If selected, the 5}-‘5tem':a

Alignments (Mone)

= Click on “"Choose File"”. Locate the file on your
computer and double-click on the file.

Download Packz | Download Package

File Type Nz

. . Copy
= Click on “Submit”. . 9| Move
FILE INFORMATION = or|  Delets

T, SY111sy sWinter14 pd
& P yllabusWinter14.p IO

PSY111syllabusWinterd 4_c|ea[ Options Menu: P5¥111s

Browse to select a file to upload. The file selected will replace the current file.

File Choose File §No file chosen




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.

' Practee
= Add an item and copy text.

= Add a blank page and copy text. Create New Page
Content Folder
File Module Page

Blank Page
Audio



Add a Link in Course Menu

= YOU can add various links in the

Course Menu.

= Content Area
= Module Page

Content Area

. = Blank Page

Tool Link = ool Link

S = Web Link

susheader = 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.

wr -
" Indicates a required field. Cancel Submit

1. Announcement Information

- Subject Greetings . Black
Messzage
T I T T Paragraph - Arial - 3{12pt) =i T~ 2@ i A
0 OJQqQ o =S=E=E = T  T. o — =
Q@ @ [ fi oMshps - T « ©@ © 4 M HTML 55
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. Time ma 3. Course Link
Click Browse to choose an item.
. Email Announcement [7] Seng a copy of this announcement
Link the announcement to a Course LinK.. Fremermmam o= —



Edit/Delete/Reorder an Announcement

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

Course Name in “My Institution" page L 3462112306 - General Psycholodgy | Sample Course
. . ] Annodncements:

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.

To delete an announcement, ( ! ) .
. . Greetings
= Click on the Action icon of the announcement
and select Edit. Posted on: Fi... e
. . . Edit
= Edit the text and click Submit. Welcome! T
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
“Messages” link.

Select “Show Link”.

Announcements ‘
1 Messages# -

e ?
Messages menu item options

Rename Link
Getting Started SHameE =

Syllabus




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 communication 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 Unread 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.
Click on “Submit”.
' Compose Message

e private and s e text-hased communication that occurs within a Course and among Course memhbers. Although similar to email, users must be logged into the
urse t d nd send M g =. Mare Help

Indicates a required field.

Select Recipients: Ta line Recipients
i -

T 7
Deanna Arnusawanh
Christopher Bergers @
Natalie Bishop <

Takisha Bryant
Janice Carter
Ashley Carvalho - -

Invert Selection Select All Irnvert Selection Select Al

|LL

2. Compose Message

J Subject (Held)

Body Texxt Ecttor is: [JE0 |
“[wermal =] [3 =] [avial | B 7 g e x A S E E =
“iﬂﬁﬂhl@nm @DJAI_]?’IJ_()O.(VS
‘BERRE BB

muass. If you hawe any questions, feel free to contact me. Thanks, T
\-‘-‘-‘-‘-‘—h__‘__




-
-

(il
f

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 Aicle Review

Date

Tuesday, May 15, 2012 8:16 FM

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

piee osithin s T Anee s AaEE A E e s EeE e b m e

Messages are private and Secure texthaged coummmietios teat - - -
Course to read and send Messages. More Help WSiUEEROEER T T Ry X

‘fou have chosen to open
Delee
Py - @ﬂ LaRosaJournalfrticleReview.rtf

From Audrey LaRosa which is & Rich Text Farmat

To ¥i Guan-Raczkowski

from: https:{fcommnet-staging.blackboard.com

Cc what should Firefox do with this file?

Sent Tuesday, May 145, 2012 8:16 PM
Subject Journal Aficle Beview

Attachmenmt<LaRasalournalAdicleRevigm

HE

" Save File

Here iz my journal article review. Thanks again! ™ Do this automatically For files like this From now on.

* : Open with: I Micrasoft Waord [default) j

] Cancel |




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 FeReReReresponsy
- @ Fachelle Kallaugher Peycholooy

r @ Dramian 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

Messages are private and secure text-based communication that occurs within a Course and amaong
d and send Messages. More Help

Create Message | Create Folder

|
|

Inbox

ent




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. <El Grade Corjet
Azzignments
Tests

mMowe To Top | Email

Grade Information Baf| * Email Selected Users

n Email Selected Users
and their Ohservers

[~ @ Adkins Ernail Ohservers for

E..,..-; I'-"||Eﬂ Selected Users




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 ean be organ;
“Discussions” link. Click on the Option icon next to organize discussions. More Help

Discussions link. Click on “Show Link”".
= In Course Menu, click on Discussions link.
= Click on Create Forum.
= Type a name and description. R
= In Forum Availability o] Fi el
= 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'."."EII|EI|:I|E @YES r ND ¥ Name Week 1 Discussions

Ml  Forum Availability
Enter Diate and Time Dijzplay Aﬂer| Description

o T T T T Paragraph - Arial = 3(12pt) EFER|T 2| € Bida
Restrictions Hates as mmiddieyyy. Timemay % D @ Q SEEEESESTT e = Y
@ @ Bl B f| oMshups - (6 @ @B EE D EE BB B O D mwes
[ ) ISplEI'g.-' Unt” | Introduce yourself to the class)|

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

Grade = Mo Grading in Forum
v Grade Discussion Forum: Paints possible: (10




Discussion Forum Setting

For a discussion forum, you are able to reorder,
change settings, delete, Mange student roles, copy,
and delete.

Click on the Action icon next to a forum,

Wilgelk 2 Discussions -

Chapter 1

Yileek 3 50

Ch2
wieak 3 Cig

Edit: change forum name, description, grade —
points, etc.

Reorder the forum.

A\ 4

Chapter 2

Grade the forum.

Wileel 4 Dig
Chapter 3

Wi peeb-E
Chapter 4

Wiregk 5 S0 M

CIpen
Edit
Grade
Manage

Crofay
Defete

T

chd

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. [l create Thread
Type the messa ge. 1o share pasts on siilar topice. reating » head posts he ret message Marsrile
If you wish to attach a file, click on [ swse e R <iim |
“Browse My Computer”. Locate the | « T ————
file on your computer and double S—
click on it. Click on Submit. el I LA E LS
Click on “Submit”. ST T A

Hello! Welcome to this course. |

B henmens .
Attach File Browese My Computer Browwse Content Collection

Browse My Computer




Operations on a Discussion 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 Read

Mark as Unread

Set Flag
Clear Flag

Hide
Make Unavailable

Lock
Callect

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:::ls‘::d ljlt;::ipants
[T Guestions 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
Introductions wou take this course, your expectations about the
roiree webhatwanr rareer nnales are ptr 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 Ui
Locked COnly
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 Té) Leply, click on Reply button. Type your message and click on
“Submit”.

Discover Content Display

Create Thread Grade Discussion Forum Subscribe Search

Thread Actions Collect Delete
[ w Date - Thread -
Thread: Hello
7 713013 3:11PM {Helld)
Thread Actions Collect || Delete Select All Mone | 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 Em;
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 Menu.

Drag the reorder icon to reposition the
Essays link.

+ C I

Content Area

Module Page

Blank Page

Tool Link
Web Link

Course Link

Subheader

Divider

Add Content Area

MName:

'u'ailabletn Users

Cancel

Tl



Create an Assignment Dropbox

Assessments v Tools

Test

= In Course Menu, click on the “Essays” link. i
LInvey
= 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) -IEIET-#2- @& @isa
0 O0am.o =S =E=E = T T. I | — | =T

@ @ @ 01 i, oMshps - T « @ @ § H HTML Cs5

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



Assignment Dropbox

Al Assignment Files

Aftach File Browse My Corputer | Browse Cortent Collection |

= Enter the grade points in Points * *? oo

POSSibIe_ Associated Rubrics Add Rubric ¥ |
. Availability VS. Due Date ame vpe ate Last Edited Show Rubric

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

Until, students are unable to se
the Assignment link.

= Due Date

= After the set-due date, students . _ —

. ¥ Display Until[ow/302012] | [ [11:59 PM =]
are able to see the - (] nment | Ecter clefes =z muninlr, Time inau e sotered o =ny inrearmert
link and submit their work:

However their work is labeled as

4.

¥ Make the Assignment Available

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

Mumber of Attermpts {= Allow zingle atternpt
 Allow unlimited attempts

e Numberufattempts:l:l

[~ Display After| | E|| =]

et dates az mmiddieyyy. Time may be entered inany incremert.

[~ Track Mumber of Views

late. M Due Daiss
Submissions are accepttdfer this date, but are marked Late.
Due Date W 091162012 | B [11:59 PM =]
e T T Ty T ey O BT e e TRy e Emerit.



Grade Center

Last Access: show a time stamp of when a student last time
accessed the course.

The grade columns carried over from graded discussion
forums, assignment dropboxes, and tests.

Under “Control Panel”, click on “*Grade Center”.

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

| Student names, Last Access Ifradelnformationaar

= Columns for Discussion Forums ™ ounRaczons_suen
= Columns for Assignments — use Inline Grading Move To Top | Email
=« no need to download and upload papers.
Grading

= 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.

Jul 3, 2012 Jul 3, 2012 4:38:549 a
4:38:59 PM Pl
(Meeds Grading)

Control Panel
Content Collection
Course Tools

Evaluation

Grade Center

MNesds Gradinog

Full Grade Center

Aszsignments

Tests

a

Last Savec

»
v

x

Wiew Grade Details
Exempt Grade
Atternpt 713012 [

(| Grade Atternph |

C|E1 Grade Attempl

lgnore Attermpt
Edit Grade



Copy Course Content

You are able to copy selected content or entire course to another course.

You will need to first go to your “source” course from which you need the content.
Go to “Control Panel”, under “Packages and Utilities”, select “Course Copy”.
Choose “"Browse”, find the “destination” course which you want to copy content to.

Select the components or tools you would like to copy. Do not check “Getting Started, MXCC
Help, Blackboard Resources, Academic Support, and Faculty Resources” since these four pages
are already built in MxCC's courses. If you have graded discussions, tests, and assignments, you

need to check “Grade Center Settings” option.

Click on “Submit”. SELEGT COPY TYPE

Select Copy Type Copy Course Materials into an Existing Course ¥

Packages and Utilities

. SELECT COPY OPTIONS
Check Course Links

Destination Course 1D 3208 114308

Export/Archive Course Select Course Materials
Import Course Cartridge SelectAll || Unselect Al
Import Package / View Logs ¥ Content Areas
Manage LTI Links B Home Page

| Syllabus

Mowe Files to Course Files

«| Course Content

#| Discussion Cuestions



Faculty - Learning Blackboard Learn

= Group training
= Training schedules are posted at
https://mxcc.edu/techbootcamp
https://mxcc.edu/ett
Online Training - learn on your own
= In My Institution page, click on the training class named as

Course_Design_and_Delivery_Competencies: Course Design and
Delivery Competencies (self-paced course)

Instructor: Tobi Krutt; Tobi Krutt; Francine Skalicky;

Announcements:

This is a SELF-PACED TRAINING COURSE for faculty
About the "Course Design and Delivery Competencies" course

= Additional instructions on Blackboard — How-to-Documentation
= http://mxcc.edu/distance/faculty-online-teaching/how-to-documentation/
= Faculty Remote Learning Resources

» https://www.ct.edu/facultypd
=« More system wide training
=« CSCU Technology Youtube Channel
=« One-on-One Faculty Peer Tutoring Network



https://mxcc.edu/techbootcamp
https://www.ct.edu/facultypd

Inform Your Students

You MUST inform your students when you start using
Blackboard for your on-ground course.

Students will log on to Blackboard 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.

Blackboard resources can be found at

» http://mxcc.edu/distance. — Blackboard Tutorials



mailto:BannerID@student.commnet.edu
http://mxcc.edu/distance

Students — Learn Blackboard Learn

= Tutorials and Orientations
= Blackboard Tutorials
http://mxcc.edu/distance2/orientation
= Blackboard FAQs
http://mxcc.edu/distance2/orientation/fag.shtml
= Campus Orientation
https://mxcc.edu/distance/campus-orientation

= The above three pages are linked in all MxCC Blackboard shells — Help &
Tech Support page

= https://mxcc.edu/ttfs - Tech Trail for Students
= Schedule an appointment Distance Learning
= (860-343-5756), mxccdistance@mxcc.commnet.edu
= Technical Support Center — 24 x 7
= 860-723-0221
» https://ccsu.edusupportcenter.com



http://mxcc.edu/distance2/orientation
http://mxcc.edu/distance2/orientation/faq.shtml
https://mxcc.edu/distance/campus-orientation
https://mxcc.edu/ttfs
https://cscu.edusupportcenter.com/

Technical Help in Blackboard Learn

= Distance Learning/Educational Technology

= Chapman 701b/701C, Middletown Campus — schedule an
appointment

= (860) 343-5756
=  Mmxccdistance@mxcc.commnet.edu
= Monday — Friday, 8:00 am to 4:00 pm

« Technical Support Center
« http://websupport.ct.edu
« 860-723-0221 — 24/7/356



mailto:mxccdistance@mxcc.commnet.edu
http://websupport.ct.edu/

