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Blackboard Icons

Blackboard uses icons to help users recognize items within the course materials.
You will see the following icons within the course.

COURSE LINK = Allink to another place within the course; also a link to a
discussion board

g ASSIGNMENT - A specific task for students to complete and turn in

EXTERNAL LINK - A link to a website outside Blackboard

[
d
-/ ITEM - Information for students (e.g. reading assignment)
FOLDER - A place that holds a collection of related items (e.g. assignments,
links etc.)
TEST - An assessment tool

The icons below are all associated with team work on Blackboard.

&l Group Discussion Board A discussion board available only to the selected team

b4 Group Emali Allows team members to email each other directly
Group File Exchange Allows team members to share files
Group Virtual Classroom Allows team members to enter a “classroom” environment
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Announcements

Why Use Announcements

When students open a Blackboard shell the announcements window appears first. This section
assists with guiding students towards the goals for the week or for the course. There are several
ways to use this feature:

e Provide an introductory welcome to the class

e Post key information for students each week

e Email urgent messages or important announcements at the same time you make
announcements within the shell

How to Create an Announcement

To create announcements, complete the following steps:

1. Access the Control Panel by selecting the link located on the lower half of the main
menu.

@ BAKER FERON

09, 2007 - 18, 2007

Faculty Blackboard Tutorial
©2008 Baker University School of Professional & Graduate Studies 3



*

2. Select the Announcement link located within the Course Tools box on the left sideﬁ
the screen.

@ BAKER FERON
| (I (covrnes ) System e

COUNSE SUPPORT Saaf) AR SLICHITEGLL UASTLIN + CONTRCL PANEL

EAF_SUPPORTSHELL_MASTER: Course Support Shell - Emily Ford {Instructor)

Contont Areas
Leaming Teams Syllabus List. [ Modify Users Rezmove Users from Course
Course Materialy Ask the Professor Enrgll User Manage Groups
I
C Collaberation Test Manager Course Statistics
[Digital Drophax
Stall Information Glossary Manager ool Manages Gradebook Views
Tasks Messages
‘Send Email Course Objsctives I
Disgussion Board | Suppor Contnct System Administrptor
T
Monage Course Meny Course Copy
Lourse Desian Import Course Canridge
Manage Tools Import Package
Bacycle Course duchive Course

3. Select Add Announcement by clicking the icon located just below the announcement
heading.

BAKER m o m

LINIVERSITY

Home Help Legout

COURSE SUPPORT SHELL (FAF SUPPORTSHELL MASTER) > CONTROL PANEL > ANNOUNCEMENTS

[E3 Announcements

% Add Announcement

VIEW TODAY | VIEW LAST 7 DAYS VIEW LAST 30 DAYS ] VIEW ALL

October 31, 2007 - November 07, 2007

No announcements found.
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Create your message by following steps A through E.

Enter a subject title that pertains to the text of your message.

Add your message.

Determine if any date restrictions are needed.

Provide a course link back to the subject of your message if required. A course
link will allow the students to view the location in the shell highlighted by the
announcement.

Check the box for sending the announcement as an email if you want your
students to read the announcement immediately.

@ BAKER FERON

COw>

m

(L) Add Announcement

@ Announcement Information

Subject

Message

(=) Sman Tesxt ) Plain Test O HTML Jx o T EPiew

@ Options

[ Display Afer

[Pesmanent anncuncement? O 'Yes & No
c Choose date restnctions

@ Course Link

Click Browse to choose an item
Location: Browis )

@ Emall Announcement

ourse users. Note that Course Links will nol be ncluded in the email

Click Submit to finish. Chck Cancel to qua

Carvel ) Suberit

4. Click Submit, located in the lower right of the screen to save the announcement, and then
click OK to accept.

5. The screen should refresh to the window the shell opens to each time (see step one for
creating an announcement). Review your work by clicking the Announcement tab
located on the main menu.
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How to Modify or Remove an Announcement

To modify announcements, complete the following steps:

1. Access the Control Panel by selecting the link located on the lower half of the main
menu.

2. Select the Announcement link located within the Course Tools box on the left side of
the screen.

3. Click Modify. The window will refresh with the announcement. Follow steps 4-6 above
to revise your announcement.

To remove announcements, complete the following steps:

1. Access the Control Panel by selecting the link located on the lower half of the main
menu.

2. Select the Announcement link located within the Course Tools box on the left side of
the screen.

3. Click Remove. A window with a warning will appear: “This action is final and cannot be
undone. Remove this item?” Select OK. The window will refresh and your
announcement will no longer appear.

Home Help Logout

[ Announcements

15 Add Amouncemond

VIEW TODAY VIEW LAST 7 DAYS VIEWLASTI0DAYS | VIEWALL

October 31, 2007 - November 07, 2007

%) Wed, Nov 07, 2007 .. Welcome!
1 look forward ta working with you! m
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Items

Why Use Items?

You can use items to communicate information to your students, such as reading assignments.
Students can read Items, but they cannot submit assignments for grading through an Item link.

How to Create an Item

To create an Item, complete the following steps:

1. Select the Course Materials tab located on the main menu.

@ BAKER b o

Courses | System Admin

[ Course Materials

Folder empty

RTESEL ASTER) > COURSE WATERIALS 2T Ve

Faculty Blackboard Tutorial
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2. Switch from the Display View to the Edit View by clicking the link located on the tht
side of the window.

B CES

Courses | System Admin

EEEEEEEN | 0 course Materiaie
Folder emety

A EezaTia

3. Click + Item on the left side of the screen.

BAKER

LINIVERSITY

Exrr
==

Tools

[“mcenens |

B communication
%€ Course Tools
[l Course Map

& cantral Panel
(%) Quick Enrall

@) Refresh

@ Detail view

m Systern Admin

SPGS5 BLACKBOARD TRAINING 2005 (BET FAGAN 08011 COURSE MATERIALS

Course Materials

Folder @@ Extemal Link B Course Link  (Ja, Tast

@ Select: [[earing Uit~

DISPLAY B

T o
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4. Your screen will refresh to show the Add Item menu.

A. Enter a title that reflects the nature of the Item.
B. Use the text box to explain the Item.
C
D

. Attach files or information that will help with the Item.

B3

. Apply any date restrictions, track the number of views, or make the Item available to

students
Click Submit to add your Item.

m

O CAKER n om
LINIVERST Hams Malp Lagewt
[ oneer VR

PG5 BLACYROARD TRANING J008 (BET FAGAN [£91)* COURSE MATERIARS + ADD ITEM

(L] Add ltem

Leatning Tearms
@ Content Information

"~ Name A
m Choose Coler of Name .

Ask the Prafosser

I
£

Taut
| Tools
B commurscation
& Course Tools
R Course Map
@ control Pans!
@ Quick Enrll B
@ Retresh ]
& Detail view
@ Sman Text O Plain Text O HTML Vo P [ Prevew
6 Content
Files can be attached to the abeve infarmation. Click Browse 1o select the file to attach and specify & name for the link 10 thes Sie
Artach local file Browse
Hame af Link 1o File C
Spacial Action Creata a link bo this file b
e Options
Make the content svailable ®Yes ONo D
Track number of views OYes @ No
Choose date and time restrictions ] Dizplay After O Display Unitil

03 &) | 05 ||| P 03 & | 05 = FPM o

O Submit

Click Submit to finish. Click Cancel fo qui

" Required Figld

Jan (¥ || 25 & | 2008 & [ Jan & (25 % 2008 w| [

Cancal )

)

5. Click OK to finalize the process.
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The screen refreshes to show your completed Item:

SPGS BLACKBOARD TRAIMING 2008 (BBT FAGAN 0801) > COURSE MATERIALS DISPLAY WEW

[Ed Course Materials

(T tern  C@p Folder @@ External Link [k Course Link Y, Test @ Select: | Learning Unit || Go

:_,J 1 ¥ | Module One supplement Modify | Manege | Copy | Remave

Read about Blackboard at www.smartermind.com

How to Modify or Remove an Item

To modify items, complete the following steps:

1. Select the Course Materials tab located on the main menu. Switch from Display View
to Edit View.

2. Click Modify or Remove. Modify takes you back into the screen you see in step 4 above,
while clicking Remove will cause a pop-up screen to appear, asking if you really want to
remove your Item. Click OK to remove your Item.

Faculty Blackboard Tutorial
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Assignments

Why Use Assignments

The Assignment feature in Blackboard is a great way to track and collect student work. When
you create an assignment within the Course Materials section, the assignment automatically
appears in your gradebook. There will be no questions from students about which assignments
need to be completed or if you received their submission. You will have an electronic record of

their work and your students will be able to view their current grade with your comments
instantly.

How to Create an Assignment

To create assignments, complete the following steps:

1. Select the Course Materials tab located on the main menu.

@ BAKER FERON

Courses | System Admin

STER) > COURSE WATERIALS

Faculty Blackboard Tutorial
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2. Switch from the Display View to the Edit View by clicking the link located on the tht
side of the window.

@ BAKER Do

Courses | System Admin

soum —
[ Course Materials

Folder empyy
Ask the Prolessor

3. Select the Assignment option from the drop down menu located on the right side of the
window. Click Go once you have selected Assignment in the drop down field.

@ BAKER b o®

Courses | System Admin

ISP VIEW

coum —
[ Course Materials

—
(P tem (B3 Folder @ Extemnal Link [ Course Link [k Test Select:  Assignment _ﬂ B

N | oo smey
Ask the Professor

i

Faculty Blackboard Tutorial
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4. Create the assignment.

moowx>

Enter a title that relates to the content of the assignment.

Enter the number of possible points that can be earned.

Add instructions.

Attach any handouts required to complete the assignment.

Apply any date restrictions, track the number of views, or make the assignment
available to students.

n

"

(L) Add Assignment

. Assignment Infarmation
m Choase Colar of Name .

Ask the Professor
Paints Possible .
Due Date

jon 0 [Sep ] [21 (| [ 2007 [] B

) Senart Text O Plain Text O HTML Vx o U [ Preview

. Assignment Files
File To Antach ()
@ Name of Link to File

Current tly Attached Files:

@ Options

Make the assignment available & ves ONa

E Track number of views Di¥es @Ha

Choose date restrictions [ Desplay Atar [ Display Lintil

Hov [w] (02 ] 2007 ] @ [Mov [»][08 ] [2007[~] @
ot [] [05 ] 1 [¥] 01 ][ 05 ] [ Pr (]
@ Ssubmit
Click Submit to finish Chck Cancel to qut
Required Fiskd

T (CSmcn)

5. Click Submit, located in the lower right of the screen to finish, and then click OK to

accept.

Faculty Blackboard Tutorial
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6. Review your work by clicking the Course Materials tab.

students will see, switch back to the display view.

*

To get an idea of what the

@ BAKER FERON

Sysrem Admin

SETESELL WASTER) > COURSE WATERIALS

[ Course Materials
(% ke 0B Folder @0 External Link [ Course Link 5k Test

1] Ressorch Poper
B Research a topic panaining to the class. The research paper is due by Friday at SPM CST.
»» View'Complate Assignment: Ressarch Pagar

@ Select  Leaming Linit v|

Meaity | [Manage | [Remove

Refer to the Gradebook section for more information about managing assignments.

How to Modify or Remove an Assignment

To modify assignments, complete the following steps:

3. Select the Course Materials tab located on the main menu. Switch from Display View

to Edit View.

4. Click Modify. The window will refresh with the assignment. Follow steps 3-5 above to

revise your assignment.

Faculty Blackboard Tutorial
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To remove assignments, complete the following steps:

1. Select the Course Materials tab located on the main menu. Switch from Display View
to Edit View.

2. Click Remove. A window with a warning will appear: “This action is final and cannot be
undone. Remove this item?” Select OK. The window will refresh and your assignment
will no longer appear.

@ BAKER b o

Courses System Admin

S T L P T—
[ Course Materials

(% ke 0B Folder @0 External Link [ Course Link 5k Test

&g 10%] Research Paper
B Research a topic periaining to the class. The research paper is due by Friday at SPM CST.
»> View/'Complate A nenent: B rch Papar

Faculty Blackboard Tutorial
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Discussion Boards

Why Use Discussion Boards

Each course contains two standard discussion boards, Ask the Professor and Class Discussion
Board. If these do not provide exactly what you need for the course discussion boards then you
can add more. Discussion boards can align with weekly lectures to keep students connected to
the content of a course between class sessions. Students can use the discussion boards to post
questions about research or assigned readings.

Discussion boards can be organized by housing them within modules; they can also appear in the
Course Materials tab. Name the discussion boards with titles that pertain to key concepts from
lectures.

How to Create a Discussion Board

To create discussion boards, complete the following steps:

1. Access the Control Panel by selecting the link located on the lower half of the main
menu.

@ BAKER FERON

Courses | System Admin

IEW LAST 38 DTS AL

09, 2007 - 18, 2007

Faculty Blackboard Tutorial
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2. Select the Discussion Board link located within the Course Tools box on the left smof
the screen.

G RAER

Courses System Admin

[o

i@

i9

EAF_SUPPORTSHELL_MASTER: Course Support Shell - Emily Ford {Instructor)

Content Areas

Leaming Teams Syllabus List. [ Modify Users Rezmove Users from Course

Course Materipls Ak the Professor Enroll User Manage Groups

e T
Annguncements Lollakeration Tast Manager Course Statistics

Stall Information Glossary Manager Poal Manager Gradubook Views

Tasks Messages

sa0d Egaal Courss Objectives I
(Dissussivn Boad 3 Suppary Contact System Agministrator
Mangual Quick Tutorials

| Course Options |

Lourse Design

Manage Tools Import Package

Becycls Coursa Archive Course

Bliktosd dcpiemc Suty™
B TH0I000 Emcamonsd ins. A0 Rty Rnveved, U3, Punest de. 806LTIS. Adstonm Fateets Predeg
As4RREAty Sismaten 4t B Vst o BID U jos —

3. Click the main discussion board link (typically the first listed).

ppotshed 2 0 o

& 3TV TR Y 1 L o

gaming Team 2 1 o [

Leaming Team 3 1 o Q
saming Team 4 1 o [

Faculty Blackboard Tutorial
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4. Click the icon highlighted below to add a discussion board (they are also called foruE).

1AL TR .
@ BAKER Do ®
| O - s
COURIE SUSSCAT JUELL (FAF SUPPGRTRIELL UASTER] > COMTROL PAKEL » DISCUIIICN BOARD
m Discussion Board
Search O aker [Nov [v][275] (2007 ] @
In¢ on Board | [ Belore Nov %] 27 »| 2007 =/ @ —
| Cum i _Unread Posts  Total Partseipants . ]
rtom 0 Miaga|  [Remeve] | Copy
s Sar using this ink
I 0 0 (] Moady -agn
Post commants o QusENS panaining 1o 1388 lecturas using this link
oK)

5. Follow Steps A through C to create the discussion board (see the image on the next
page).

A. Provide a title and description for the discussion board. Be sure to save a copy of
the text from the description. Select what you’ve written and copy it so you can
use the information to create a link to the board.

B. Determine the parameters of the discussion board (there are defaults that will
appear and can be modified).

C. Click Submit to save the discussion board.

Faculty Blackboard Tutorial
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B

3 AddForum

@ Ferum Information

] ™

Description

Available @ Yes O No

@ Forum Settings

E ] Allow anonymous posts
. L Allow author o remove own posts
Al posts
Onily posts with no replies
] Allow author to modity own published pasts
=] Allow file attachments
¥ Allow membaers to create new threads
] Allow membrers to subscribe to threads

1 ol
= Mo grading in forum

© Grade forum: Peints possible
© Grade thrends

@ Submit

. Chek Submit 1o finesh. Chck Cancel 1o quit
Reguired Field

SOURSE SUPRORT SMEL JEAF SUSPCRTSIMELL WASTER) » CONTROL FWNEL * IECUSSION BOARD » ADD FORUM

© Sman Text O Plan Text OHIML Yx o U5 [ Prevew

.

6. The screen will refresh and a list of discussion boards for the shell will appear. To view a
discussion board, click the appropriate link. The order of discussion boards can be
modified by using the drop down field posted to the left of the discussion board.

oD @

Courses || System Admin
SOURSE SUSPCST BHELL [EAF SUPPORTEHELL WASTER) > CONTRCK FANEL » DISCUSHION BOARD
ﬂ, Discussion Board

5 Forum

Soarch ] amar [Nov [l [27 (] (2007 ] @

In| Currert Discussion Board [v] [ Beforel Nov ] (27 [v] (2007 [v] (@ —

Fost comments of QUESHONS pertaning 10 class lectures using s link.

1lw|  Askihe Professer 0 0 0 ussainy anegs |
Post questions for your professor using this knk.
2w Glats Distussion Boa [} [} [ Msaity anags |

To link the discussion board to a specific location within the shell, complete the following steps.

Faculty Blackboard Tutorial
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1. Select the tab that will house the discussion board. Switch from the Display View to the
Edit View by clicking the link in the upper right hand corner of the screen.

0 RAKER B o

Courses System Admin

P —— — TEE] » COURSE VATERIALS (o s

Folder emety
Ask the Professor

2. The screen will refresh to the following image. Select Discussion Board from the drop
down field located on the right side of the screen. Then click Go.

@ BAKER D om

Courses System Admin

ISP VIEW

——
% W e
P kem (B0 Folder (@0 External Link [ Course Link 2k Test @ Select | Discussion Board | o |

[ orvcusson o[
| smes | —_
Ask the Prolessor

Faculty Blackboard Tutorial
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3. The Add Link: Discussion Board section will appear. Select a Discussion Board o
forum from the list and click Next to continue.

B CES

Courses

System Admin

Ask the Prolessor

Toals
B Communical tion
R Course Tools
M Course Map

@ Control Fanel
B Quick unenrcll

() nefresh

() Detail View

oAy gL ERgRTE B) » FYLABUS » ACD LINK. CIBCUSTICH BOARD

4% Add Link: Discussion Board

@) Add Link: Discussion Board

Lirik ta the Discussion Board page, link to a specific Discussion Board forum, or

) Discussion Board page
@ Select a Drscussion Board forum
forum below-

~Gelect
Agk the Profassce
Class Discussion Baard

6 Submit

Click Mexi to comtinue. Click Cancel 1o quit

create a new Drscussion Bo

ard forum,

)

[

Faculty Blackboard Tutorial
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4. To complete the process of adding the link, follow steps A through C.

A. Insert the copied text from step 5 above into the Text box.

B. Determine if the discussion board should be available or hidden. Use the date
restrictions to assist with hiding the discussion board.

C. Click Submit to save the discussion board link. The screen will refresh to reveal
the section where the link has been placed. Students can access the discussion
board via the Discussion Board tab or from the new location.

@ BAKER FERON

Courses | System Admin

) EOUREE SuPRoRY BHELL AR SURPORTRNIEL WASTER) > FYLLABUS > ADO LI DUBCUESICH BOARD.
.Im [ Add Link: Discussion Board

@ Link Information
E Link Hame Ask the Professor

Link Descussion Board: Ask the Professor

Text

® Sman Text O Fiain Text OHTML Vi e ¥ I Prevew

. Options

Available ®Yes ONo

Track number of views (O ves & No

FRICEIEEIER

Date restrictions O Display after O Ovsplay until
o [v] (27 [w] (2007 [w] @ [Now ] [27 (] 2007 [v] (2
10 x| |00 ] | At [ 10 ] |00 (| AM [w

@ Submit

Chck Submit to finsh, Chek Cancel to quit
Required Fiekl

Carvel ) Submt )

How to Edit a Discussion Board

To modify, remove, or copy a discussion board complete the following steps:

1. Click Discussion Board. The window will refresh to reveal the discussion boards for the
course.

2. Determine which discussion board you would like to modify, remove, or copy. Then
select the appropriate task you would like to perform and click the corresponding button.
Follow steps a, b, or ¢ to complete the task.

Faculty Blackboard Tutorial
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a. To modify the discussion board, make the necessary changes and click Submit to

save the revised discussion board.

AAKER o

[
UNIVERSTY

U o O

»
o Logout

[

=T T SHEL R > HECILESION BOARD » MCOIFY FORUM
= Q Modify Forum
IERIERI || © foromietomten
-

Tools

B communication
& Couree Toale

Herw

Tools

B communication
it Course Tools

Herw

Tools

) Smant Text O Plain Text ©HTML Vx < W Povew

B communication
i Course Tools

Avallable & Yes O No

€ Forum Settings

[Toats
B Communication [ Allow anonymous posts
z i ::’" [ Mllow austhor to ramave own posts
Gurse Map
Al posts
@& control Panel Qnly pasts with na replies
) Quick unenrol [ Allaw author ta madify awn published posts
[ Allow file attachments
@) refresh [] Allow members to create new threads
& vetail view [ Allow mambers ta subscribe to threads.

[ Allow members to rate posts
[ Force moderation of posts
Grade (3 Mo geading in forum

& Grade forum: Points possible
© Grade thrvads
Submit
Click Submit to finish Chck Cancel to qut
" Required Fiskd

ol )

Sk}

Faculty Blackboard Tutorial
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b. To remove the discussion board, confirm the action by clicking OK. The screen

will refresh and the board will no longer be visible. Caution! When you perform

this action all threads in this discussion board will no longer exist.

B KR TS

yees » BISCUSSION BOARD

[¥3 Discussion Board

[’

B o

Discussion Board Search

0 Atier [Nov ] (28] (2007 [«] @ =
in | Cument Discussion Board || [ Before Nov (] |28 [x] 2007 [»] [@

| sk the Protossor

‘Windows Internet Explorar (%]

rofggace
sons for your professon wsing this \?} Frermoving this lorum will erase ol of its threads, Corbmue?

Post comments or questions peraining lo dag
& corarol Panel
{9 Quick Uinenret E

;.@ﬂrhn‘ln
| (@ Detail view

c. To copy a discussion board, provide a name for the discussion board, determine if
you want to copy the entire forum or the forum settings only, and select the

location. Click Submit to finish the process.

Copy
Toals

B Communical tion

R Course Tools

M Course Map

& controt Panet
) Quick unenroll
() nefresh © suoin

() Detail View Click Submit to finish Chek Cancel to qut
" Ruquired Field

—)

s TR
@ BAKER D o®
UNIVERSITY e bl Logeut
Courses | System Admin
SoLREE uTeoaT B

e

BE—

m Specify a name for the copy and a Discussion Board where the copy should be placed, Also select whether the enting fanum o only its settings should be copred to the selected location, ¥ copyng the
entire fonam, all content except for uplaaded fili attachments will be copsed 1o the: niw location

i
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Learning Teams

Why Use Learning Teams

B3

Faculty can further enhance the effectiveness of the learning teams through Blackboard. Within
Blackboard, there is a group component that allows for file sharing, group discussions within a

team, and emailing. This feature is housed under the Learning Teams tab. This section will help
to facilitate learning outside of the classroom, increase communication within a learning team,

and provide a virtual workspace for project completion.

How to Create a Learning Team

To create learning teams, complete the following steps:

1. Access the Control Panel by selecting the link located on the lower half of the main

menu.

@ BAKER FERON

09, 2007 - 18, 2007
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2. Select the Manage Groups link located within the User Management box on the rig_ht
side of the screen.

@ BAKER FERON
| (I (covrnes ) System e

COUNSE SUPPORT Saaf) AR SLICHITEGLL UASTLIN + CONTRCL PANEL

EAF_SUPPORTSHELL_MASTER: Course Support Shell - Emily Ford {Instructor)

Contont Areas
Leaming Teams Syllabus | Listi Modify Users 2 rom Course
Course Materials Ask the Professor Enrgll User Manage Groups
B
e T
Annguncements Collaboration Tast Manager Course Statistics
Stall Information Glossary Manager Pool Manager Gradubook Views
Tasks Messages
Cours Objectives I
Digcuzsivn Board Suppor Contnct System Administrptor
Manual Quick Tutorials
T
Manags Courss Manu Course Copy
Lourse Desian
Manage Tools Import Package
Bacycle Course duchive Course
[T
8 THY00 Sacaticeed e AD Mighty Fonpar vt U 3. Paieet Mo 9,950,130 At Faieets Pty
eskphmaty tmaten can S 1A 8 i B0cal) St o

3. Select the group you wish to modify first by clicking Modify, located on the right side of
the screen.

@ BAKER Do
U O

QAT HELL |

PECRTEMELL

5] » GEMTROL PANEL » MANAGE GRGUFE

) Manage Groups

W Acd ooy

 Leaming Team 1 @E

B Geoup File Exchange B Group Discussion Board B Group Vinual Classmoom B Group Email

Leaming Team 2 TR
& Group File Exchangs B Group Discussicn Board B Group Virtual Classreom B Group Email

@ Leaming Team 3
18 Group File Exchange B Group Discussion Board B Group Virual Classioom B Group Email

§f Leaming Team 4 Meddy ) [ Fumaee)

& Geoup File Exchange B Group Discussion Board B Group Virual Classroom B Group Email
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The screen will refresh to reveal the following image. Click Add Users to Group o
enroll students in their respective learning teams.

@ BAKER b o®

[l Manage Group - Learning Team 1

P Group Properties
B on

S

¥ Remove Users from Group
_ox )
Add students to the learning team by completing the following steps:
a. Click List All from the three tabs located at the top of the selection box.
O BOKER 222
=)
o

b. The screen will refresh to reveal notes regarding the List All option. Click List All,
located in the lower right corner of the selection box.

@ BAKER Do

[l Add Users to Group - Learning Team 1

Hate: Depending on the number of records, this inclion ma

an ma
take soma tima 1o process. Chck List All 1o show the Insf
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c. The screen will refresh to reveal the students enrolled in the course. Check boxeﬁvill

appear next to each name. Enroll students by marking the respective check boxes, and
click Submit (see example below).

***Students are already assigned to official learning teams. To obtain the official
learning team assignments contact the class representative for the cohort.

@ BAKER FERON

Courses | System Admin

[ Add Users to Group - Team Four
AEARCH sTaRTEwTH | usTAL
Note: Depanding on the number of records. this funclicn may
take some time to process. Click List All to show the Est

1 users located.

[mi———

[ Bame Ussrmame Bale

Student

=4 Fagan, Carol carol

e /=D

6. Often learning teams will have selected a name. You can modify the heading for each
team to increase ownership of the team’s site within the Blackboard shell. To modify the

name for the learning team, follow steps 1 through 3 above, making sure to click Group
Properties from the Manage Group section.

@ BAKER Do n

=5 UANASE JRCUP

L manage Group - Team Four

G Puspsuy

P agdd Users to Group

P List Users in Gioup

¥ Remove Users from Group
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7. The window will refresh to the image below. Rename the group and click Submit. Your
changes will be saved and the students will be able to view their team’s name when they

click the Learning Teams tab.

*

(@ BAKER Do

. ATTER 5507 » COATEOL FANEL » MAMANE DECUPS » UANASE SESUE s BROLUP PROFERTIES

[ Group Properties - Team Four

@ Group Information

(@ Smant Toxt ) Plain Test CHTML VX @ ¥ PPredew

How to Modify a Learning Team

To modify a learning team complete the following steps:

1. Toremove a student from a learning team, complete the following steps:

a. Follow steps 1 through 3 from the section above, and then click Remove Users from

Group.

@ BAKER FERON

Courses | System Admin

O Manage Group - Team Four
P Group Proparies

P Add Users o Group
b L .

(F Bemove Users from Group
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b. Click List All from the three tabs located at the top of the selection box.

B3

B BAKER D om
[ o Ve

VASTER) » SOATESL BANEL » MANAGE GECUBE » WANAGE GESUE » ADD USERS TO SROLS

L) Add Users to Group - Learning Team 1

G

o
c. The screen will refresh to reveal notes regarding the List All option. Click List All,
located in the lower right corner of the selection box.
O BACER oO®
w Add Users to Group - Learning Team 1 o
OK )

Faculty Blackboard Tutorial
©2008 Baker University School of Professional & Graduate Studies

30




4
d. Check boxes will appear next to each name. Remove students by marking the
respective check boxes, typing the word Yes as it appears, and clicking Submit (see
example below).

@ BAKER FERON

Courses | System Admin

UL TRAM CHAT CTC WASTER OIG7) » CONTROL BANEL » MANAGE QRCUSS » MANAOE QEoUS » RENOVE USCRS FROV OROLS

[ Remove Users from Group - Team Four

Mote: Depending on the number of records, this function may
take some time to process. Click List All to show the Est

(o)
1 users located.
irlapiong rwosseds 11
Bemave Hame Ussmame Email Bole
& Fagan, Carol carol clagan@bakery edy Student

Typo the woed Yos
Click Submit ta ramove salctad e
Cancel )

2. To review your work, go through the steps above, making sure to click List Users in
Group. You will be able to view each group of students.

9 RAKER Do
SUSFRCULUM TEAM CHAT ICTC MASTE g WANATE

L) Manage Group - Team Four

¥ Group Properties

¥ Remove Users from Gr
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Monitoring Learning Teams

As the instructor, you have access to your learning teams’ tools. You can use your access to:

e Monitor each team’s work
e Provide feedback when appropriate

Click Learning Teams in the course menu.

BAKER

LINIVERSITY

SPGS BLACKBOARD TRAIMING 2008 (BET FAGAH 02013 » AHNOUNCEWE

Announcements

VIEWTODAY | VIEWLAST7DAYS | VIEW LAST 30 DAYS

Course Materials

Discussion Board

No announcements found.
Syllabus

Ask the Professor

Tools

Communication
# Course Tools
Hd Course Map
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Click the Learning Team whose work you want to review.

SPGS BLACKBOARD TRAINING 2008 (BBT FAGAN 02011 > LEARNING TEAWS

[ Learning Teams

*.'f-:l Learning Team 1
*.f-:l Learning Team 2
*.'f-:} Learning Team 3
*.'f-:} Learning Team 4

Click Group Discussion Board.

SPGS BLACKBOARD TRAIMIMG 2002 (BET FAGAN 0201 » COMMUNICATIONS > GROUP PAGES » LEARNING TEAW 1 » GROUP TOOLS

Group Page: Learning Team 1

e

P Collahoratic

P File Exchange

P Send Email

P Group Members
Hame Email
Emily
Arnanda
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You’ll see all of Learning Team 1’s forums. If you want to make sure that your teams are using
their discussion boards, this screen gives you some useful information:

A. This section shows you how many posts there are in the forum.
B. Here you can see how many people are taking part in the discussions on each forum.

SPGS ALACKANARD TRAINING 2003 (BT FAGAN 0201) » COMMMUINICATIONS » GROUP PAGES » LEARNING TEAW 1 » GROUP DISCUSSION BOARD

@ Discussion Board

[ Forum
Search| O Afer |Jan %|[18 v [2008 ~| EJ

in| Current Discussion Board V| | Before‘ Jan v || 18 VH 2008 V|

Unread Total
I TGS | Posts Participants

Display [Forum

Order
Learning Team 1 Discussion 2 i] 2 Wodify Manage
Usze this board to discuss your team's projects and assignments. E

Click Learning Team 1 Discussion if you’d like to read what the students have posted.

SPGS BLACKBOARD TRAINING 2003 (BBT FAGAN 08017 > COMMUNICATIONS » GROUP PAGES » LEARNING TEAW 1 » GROUP DISCUSSI0N BOARD » COURSE DISCUSSIONS:LEARNING TEAM 1 DISCUSSION

@ Course Discussions:Learning Team 1 Discussion

Change Status to: | Fublished % | Go

s Thread s Remove  $F Collect & Lock  gf Unlock
O afer |Jan v |18 v| 2008 ~| @

o a0 co|  Soach | .
v‘ ] Befnre‘Jan VH18 v||gggg v|

in‘ Current Forum

v v - v v -
| Date Thread Author | Status | Unread Posts \J::;I
O 1M18M0a 10:08 AM Let's get starled on our projectl =D Drave Student Published 1] 2
.
‘ 7| Selact Al v| 5ol
OK )
Faculty Blackboard Tutorial
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You can click any of the posts to see what the students are talking about.

] Thread Detail

¥ Collect W Flag % Clear Flag

Search O After | Jan v ||18 v | 2008 v
in | Current Thread ~| [ Before Jan || 18 |v| 2008 + <o)
Thread: Let's get stared on our project! =0 M =0
Total posts: 2 Unread posts: 0
O =l | et's get started on our project =D Dave Student 1/18/08 10:06 AM
| El* RE:Let's get started on our project =D Aaran 141808 10:09 AM

I
[#]|Refresh 17| Select Al =

Subject: Let's get started on our project! =0

Reply Moify Remowve

Mext Post

Author: Dave Student

Creation date: Friday, January 18, 2008 10:08:25 AM CST
Date last modified: Friday, January 18, 2008 10:06:25 AM CET
Total views: 3 Your views: 3

Hi everyonel Let's start brainstorming.

Subject: Let's get started on our project! =D

Reply Maciify Remowve

oK )
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Replying to Learning Team Discussion Boards

Replying lets you offer students feedback, but if you do not reply to a thread, the students will

not know that you have read their forums. To reply, click the thread or post you want to address.
The thread you select will:

A. Be highlighted in blue.
B. Appear in the bottom frame.

SRS BLACKBOARD TRAINING 2008 (BBT FAGAN 0801) > COMMUNICATIONS » GROUP FAGES » LEARMING TE#M 1 > GROUR DISCUSSION BOARD > LEARNING TEAM 1 DISCUSSION » THREAD DETAIL
1 Thread Detail
% Collect W Flag % Clear Flag
Search O After |Jan ¥||18 v 2008 v
— oo
in| Current Thread hd [] Before| Jan || 18 » || 2008 v
Thread: Let's get started on our project! =0 Reply F=g
Total posts: 2 Unread posts: 0
O B et's get started on our project! =D A Dave Student 1/18/08 10:06 AM
O = RE:Let's get started on our project! =D Aaran 1/18/08 10:08 AM
.
[£] | Refresh 17 | Select All v| oo
Subject: Let's get started on our project! =D Reply Wadify Remave
Author: Dave Student Mext Post
Creation date: Friday, January 158, 2008 10:08:25 AM CST
Date last modified: Friday, January 18, 2008 10:06:25 AW CST
Total views: 5 Your views: §
Hi everyonel Let's start brainstorming
Subject: Let's get started on our project! =D Reply Wadify Remave
OK )
As you can see, there are three Reply buttons:
$FGS BLACKBOARD TRAINING 2008 (BBT FAGAN 08011 > COMMUNICATIONS > GROUF FAGES » LEARNING TESM 1 > GROUF DISCUSSION BOARD > LESRMING TESM 1 DISCUSSION > THREAD DETAIL
] Thread Detail
& Collect W Flag % Clear Flag
Search [ After |Jan % |18 » || 2008
]
in | Current Thread | [0 Before Jan %[ 18 »||2008 |«
Thread: Let's get started on our project! =0 Reply FEE
Total posts: 2 Unread posts: 0
O G iefs el started on our projecti =0¢ Dave Student 1118/08 10:06 AM
] E RE:Let's get started on our project! =D Aaran Mielsenshultz 11808 10:09 AM
~.
[#] [ Refresh 1~ | Select Al v| oo
Subject: Let's get started on our project! =0 ? Reply | Modify | Remove
=
Author: Dave Student e Mext Post
Creation date: Friday, January 18, 2008 10:06:25 At CST
Date last modified: Friday, January 18, 2008 10:08:25 AM CST
Total views: 8 Your views: 8
Hi everyone! Let's start brainstorming.
Subject: Let's get started on our project! =D ? Reply Madify Remave
-
— oK )
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Number 1 replies to the first post in the thread—no matter which post you’re reading! Numbers 2

and 3 reply to the post you’re reading. Make sure you reply correctly to avoid confusion. When
you reply, you have three steps:

A. You can rename your response.
B. Enter your message in this box.
C. Click Submit to post your reply.

Reply to Post
@ Message

Show Original Post

" Subject: [REINSTRUCTOR Let's get started on our project

Message

Good idea. 3tarting early can only help.

B

@ Smart Text O Plain Text O HTML Jx ¢ & B Preview

@ Attachments

Attachments Attach a file

© Submit
Click Sawve to save a draft of this message. Click Submit to submit the post. Click Cancel to guit.
Cancel ) Save ) Submit )
Your reply appears right in the thread.

Thread: RE:Let's get started on our project! =0 Resly FEO

Total posts: 3 Unread posts: 0 Frevious Thread

O = Let's get started on our project! =D Dave Student 1ABI08 10:08 Abt

O = RE:Let's get started on our project! =0 Aaron 1418/08 10:08 AW

F E-RETNSTRUCTOR Let's get started on our projectl =0: Aaron Mielsenshultz 118108 11:32 AM

",
[#]|Refresh 1~ | Select Al v| 6o

Subject: RE:INSTRUCTOR Let's get started on our project! =D Reply Madity Remave
Author: Aaron Nielsenshultz

Creation date: Friday, January 18, 2008 11:32:50 AWM CST
Date last modified: Friday, January 18, 2005 11:32:50 AM CST
Total views: 1 Your views: 2

Previous Post

--Show Parent Post-

Good idea. Starting early can only help.

Subject: RE:INSTRUCTOR Let's get started on our project! =D Reply Madity Remave
Ok )
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Gradebook

The Gradebook feature is an assignment management system. It can be used to accomplish the
following:

Electronically collect student work

Track cumulative grade status for each student
Provide immediate feedback to students

Offers students 24/7 access to their grade status

Click Control Panel to find Gradebook.

B BAKER D om
mr Courses | System Admin

SGURSESUEPORT AL INCKOE STUDINT MASTIEY » CONTROL PAMIL

BEGUIDE_STUDENT_MASTER: Course Support Shell - Emily Ford (Instructor)

Learning Teams Syllabus List | Modify Users Remove Users from
Course Materials Ask the Professor Enroll User Course
Modube | Manage Groups

D Board

Test Manager

Course Calendar Survey Managfr

Staff Glossary Manager _Ponl Manager |
Tasks Messages

Send Email Course Objectives Help ____________________________|
i | Support Contact System

Manal Aominisirator

Manage Course Meny Courss Copy | Quick Tuterials

Course Design Import Course Cartridge

Manage Tools Import Package

Settings Export Course
_mmle Course Archive Course

This is the opening screen when you click Gradebook.

© BAKER B 0w
UNNVERSITY Home Help Logout
M System Admin

COURSE SUPPORT SHELL (RBGUIDE STUDENT MASTER) > CONTROL PANEL > GRADEBOOK

[ Gradebook View Spreadsheet

g Add ltem [[Manage items = [EZJGradebook Settings $[*Weight Grades = % Download Grades (& Upload Grades

Sort ltems by _ ﬂ Filter ltems by Category _ ﬂ Filter Users by Last Name ﬂ

Position Paper Final Exam Quiz#1 Case Study 3 Presentation Current Event Article Total Weighted Total

R (Lasl, Firs‘] P;’::::&::;ﬂ Pts P::;w'k::e 100 :;:Li::::) ;’::::;:1"5‘[} PQE:BS:S‘:::D Pts Possible 500

Weight 0% Weight 0% Weight 0% Weight 0% Weight 0%
Ford, Emily 95 = = = = 95 Mot Applicable
Kulp, Amanda S S -
Nielsenshultz_Aaron = = = = S S
Student. Dave 92 88 45 148 100 473 Mot Applicable

4 Users
Displaying records 1 -4

& In Progress

- No Information

I Needs Grading

? Grading Error

+/ Completed

* Denoctes an unavailable item
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From this screen, you can add Items (in this case, Item means assignments), manage Items,_
change the gradebook settings, download or upload grades, view individual student grades, view

grades for the entire class, access assignments to be graded, and provide feedback to students on
those assignments.

Adding Assignments to the Gradebook
Assignments can be put into the Gradebook in two ways:

One: When you create a graded assignment using the Assignment and/or Discussion Board

selection from the drop down menu and you assign a point value, the assignment automatically
appears in the gradebook.

Two: You can manually enter an Assignment into the Gradebook using the Add Item link.

Caution: When you use Add Item, be sure to name the assignment exactly what you originally
named it. Modifying the name at all will cause the Gradebook NOT to recognize the assignment.

Click Add Item

BAKER B @ m

UNNVERSITY

M System Admin

COURSE SUPPORT SHELL (BBGUIDE STUDENT WASTER) > CONTROL PANEL > GRADEBOOK

3 Gradebook View Spreadsheet

A Add Item )FIManage items  =|Gradebook Settings #[*Weight Grades & Downlioad Grades %@ Upload Grades

Home Help Logout

Sort ltems by | Position ~| co Filter ltems by Category | All ~| co Filter Users by Last Name G0

Position Paper Final Exam Quiz #1 Case Study 3 Presentation Current Event Article Total Weighted Total
Name (Last, First) Assignment Exam Assignment Assignment Assignment.

Pts Possible 100 Pis Possible 100 Pts Possible S0 Pts Possible 150 Pts Possible 100 Pts Possible S00
Weight 0% Weight 0% Weight 0% Weight 0% Weight 0%

Ford, Emily 95 95 Not Applicable
Kulp, Amanda B = =
Nielsenshultz. Aaron = = = = = = =
Student, Dave 92 88 45 148 100 473 Not Applicable

4 Users
Displaying records 1-4

8 In Progress

- No Information

| Needs Grading

? Grading Error

+/ Completed

™ Denotes an unavailable item

You have many options open to you when you Add Item.

A. Item Name: Add the assignment name.

B. Category: You may assign a category in the drop down menu , but it’s not required.
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C. Description: A brief explanation of the assignment.

D. Due Date: We strongly recommend adding this date so students can see it when they
view their grades.

E. Points Possible: We strongly recommend adding this information as it allows the
Gradebook to calculate for you.

F. Display As: Choose an option as to how you want the grade displayed.

G. Make Item Available to Users: This makes the assignment visible (or not visible) in the
Gradebook to students.

H. Include Item in Gradebook Calculations: Check NO only if you do not want the item
included (extra credit, for example).

I. When you’re finished, click Submit.

Add Gradebook Item

@ Item Information

" ltem Name A
Category Asgignment v||B
Description C o

Creation Date 1/18/403

Due Date O oec «|[20 «| 2007 ~|[F D
" Points Possible E
Display As Scare b’ F
@) Options

Select No for the first option to make this Gradebook item unavailable in My Grades. Select No for the second option to exclude this

Gradebook itern fram summary calculations. Gradebook items excluded from summary calculations are also excluded from weighting.
Also note that if some weighted items are included in calculations and other weighted iterns are not, grade weight calculations will be
skewed.

Make item available to users. ®¥es OMNa G

H

Include item in Gradebook score calculations. & yes O g

€ Submit

Click Submit to finish. Click Cancel to quit.
" Required Field I

Cancel ) Submit )
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Modifying Assignments in the Gradebook
You may Modify an assignment once it is in the Gradebook.

If you need to modify one assignment, click the assignment you want to Modify.

[Ed Gradebook View Spreadsheet

it Add Item [[JManage tems | ES]Gradebook Settings 6_':&1.ﬂ.feighterades Haf Download Grades %{&Y Upload Grades

Sort ltems by GO Filter ltems by Category GO Filter Users by Last Mame I:l

Position Paper Fiphal Exam Quiz #1 Cay

Assignment Exam Assignment
=roscibke 100 | Pts Possible 100 | Pts Possible 50
Weight 0% Weight 0% Weight 0%

Ford. Emily 95 E -
Kulp. Amanda - - -
Nielsenshultz. Aaron - - -
Student_Dave 92 88 45

4 Users
Displaying records 1-4

Hame (Last, First)

(]

Click Modify Gradebook Item

[E item Options: Position Paper

P ltem Grade List
Wiew and modify users’ grades.
P Item Detail
iz i ook item.

lModify Gradebook Item
{ ipti Mty. and other properties of the Gradebook item.

P Item Download
Download files submitted by users for this item.

P Item File Cleanup
Remove files submitted by users for this item.

oK )
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Make any modifications to the information on the screen. Click Submit.

Modify Gradebook Item

@ Item Information

- Item Name |F'ositi0n Paper

Description

Creation Date 1/10/08

Due Date [Jan v][20 v [2008 |

" Points Possible [1qg

Display As | Scare v|

@ Options
Select Mo for the first option to make this Gradebook item unavailable in My Grades. Select No for the second option to exclude this
Gradehook item from summary calculations. Gradebook items excluded from summary calculations are also excluded from weighting.

Also note that if some weighted items are included in calculations and other weighted items are not, grade weight calculations will be
skewed.

Make item available to users. ®Yes ONo

Include item in Gradebook score calculations. @& ves O Mo

€ Submit

Click Submit to finish. Click Cancel to quit.
" Required Field

Cancel ) Submit )

If you need to modify multiple assignments, click Manage Items.

[J Gradebook View Spreadsheet

tern [EManage tems | 5)

Sort ltems by G0 Filter ltems by Category GO Filter Users by Last Name I:I GO

il Ad

radebook Settings &[weight Grades = ¥[af Download Grades ®{a¥ Upload Grades

Position Paper Final Exam Quiz #1 Case St 3 Presentation Current Event Article Total Weighted Total

. Assignment Exam Assignment Assignment Assignment
Name (Last, First) ) ) ) : : §
Pts Possible 100 | Pis Possible 100 | Pts Possible 50 Pts Possible 180 Pts Possible 100 Pts Possible S00
Weight 0% Wiight 0% Weight 0% Weight 0% Weight 0%
Ford. Emily 85 - - - - 95 Mot Applicable
Kulp. Amanda - - - - - - -
MNielsenshultz Aaron - - - - -
Student. Dave 82 88 45 148 100 473 Mot Applicable
4 Users

Displaying records 1-4
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Select the Item you want to modify and click Modify.

[ Manage ltems
Add ltem

Select the order in which to display items. Select Removwe to remove a Gradebook ltem and all of its grades. Only Gradebook ltems that were
added in the Gradebook can be removed on this page

Crder ltem Mame Category Due Date

15 Position Paper Assignment 1/20/08 [odify |
2% Final Exam Exam 1/31/08 [ Modity |
3 Quiz #1 Assignment 1/7/08 [Modify |
4 Case Study 3 Presentation Assignment 1/25/08 [Modify |
5w Current Event Article Assignment 1/15/08 [Modity |

Ok )

The Item can be modified from this screen. Click Submit.

Modify Gradebook ltem

@ Item Information

*

ltem Name Position Paper

Category Assignment  |v

Description

Creation Date 1/10/08

Due Date Jan ~|[20 «|[2008 «

Points Possible |4

Display As Score v

€ Options

Select No for the first option to make this Gradebook item unavailable in My Grades. Select No for the second option to exclude this
Gradebook item from summary calculations. Gradebook items excluded from summary calculations are also excluded from weighting
Also note that if some weighted items are included in calculations and other weighted items are not. grade weight calculations will be
skewed

lMake item available to users. ®Yes ONo

Include item in Gradebook score calculations. & vyes O Mo

€ Submit

Click Submit to finish. Click Cancel to quit
" Required Field

Cancel ) Submit )
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Removing Assignments from the Gradebook

o

Assignments can be removed from the Gradebook using the Manage Items link. The sample
page we have been using, however, does not offer that option because all the assignments were
added to the Gradebook using the Assignment function. To remove these assignments, you must
return to the location in the shell where you created the assignment and remove it from there.

1
2

= ||

£ £ £

(53]

E" Add ltem

Order

s

s

[£J Manage Items

[tem Mame
Position Paper
Final Exam
Quiz #1
Case Study 3 Presentation

Current Event Article

Category
Assignment
Exam
Assignment
Assignment

Assignment

Due Date

1/20/08
1/31/08
1/7/08
1/25/08

1/15/08

Select the order in which to display items. Select Remove to remove a Gradebook ltem and all of its grades. Only Gradebook ltems that were
added in the Gradebook can be removed on this page

oK )
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The sample below includes assignments that were added within the Gradebook; therefore these
Items may be removed using the Remove button.

[EJ Manage Items

TR Add ltem

Select the order in which to display items. Select Remove to remave a Gradebook tem and all of its grades. Only Gradebook ltems that were

added in the Gradebook can be removed on this page.
Order ltem Mame Category Due Date
1 |%| | Stress and Disease Discussion Board Forum Grade 2/2/08
1 v SRRS Assignment Assignment 2/3/08
1w Week One Discussion Board Forum Grade 22108
2 v Psychology, Anger and Stress Forum Grade 2/9/08
3 v PMR Discussion Forum Grade 2/9/08
4 v Meditation Discussion Forum Grade 2/9/08
5 v Spirituality Discussion Board Forum Grade 2M16/08 [odity |
6 |v Autogenic Discussion Forum Grade 2M16/08 [
7 » Visualization Discussion Forum Grade 2/16/08
8 v Spirituality Exploration Paper Assignment 2/24/08
9 ¥ Relaxation Experiment Assignment 3/9/08
10w Coping Strategies |l Forum Grade 301008
" Coping Strategies | Forum Grade 2123108
12 v Relaxation Discussion Board Forum Grade 3/1/08
13 |» Relaxing and Coping Forum Grade 3/1/08 [Modify |
14 |%| Relaxation Techniques Discussion Board Forum Grade 3/8/08 Jodify
15 & Week Six Discussion Board Forum Grade 3/8/08
16 v Final Discussion Board Forum Grade 3M15/08

OK
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