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Introduction

Blackboard 5 Blackboard 5 offers students a robust set of tools, functions, and features for
Student Manual  earning. The Blackboard 5 Sudent Manual details the tools and functions available
to students.

The Blackboard 5 Sudent Manual begins by contextually reviewing the teaching and
learning environment for students. The bulk of the manual is dedicated to the course
Web site tools and functions available students.

In this chapter This chapter introduces Blackboard 5 with sections covering:

Blackboard 5 Overview
Blackboard 5 Tab areas
Course Web Sites
Blackboard 5 Gateway

vVvyy
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Blackboard 5 Overview

Introduction

Blackboard 5
learning
environment

Header
frame

Tabs

Content
frame

Blackboard 5 is a comprehensive and flexible e-Learning software platform that
delivers a course management system, and, with a Level Two or Level Three license,
a customizable institution-wide portal and online communities. In addition, a Level
Three license includes advanced integration tools and APIs to seamlessly integrate
Blackboard 5 with existing institution systems.

Blackboard 5 has evolved from the Blackboard’s award winning Course Info™
software.

The Blackboard 5 learning environment includes a header frame with images and
buttons customized by the institution and tabs that navigate to different areas within
Blackboard 5. Clicking on a tab will open that area in the content frame. Web pages
containing specific content, features, functions, and tools are accessed from the tab
areas.

Your Institution
UNIVERSITY

My Institution  ReTICTEN y scRdemic m

[Ed wWelcome, Susan!
& Announcements

@ catnt Toioys Arnouncemens
alenaar
Tasks » Dining Hall open for an extra hour tanight Courses you are teaching:
more i Survey of American History
My Grades T
B4 Send E-mail
I Ui e Today's Calendar Today's Tasks
T DEETRY
I 1025 AM - 03:25 PM Persanal Tasks
g . Intramural Sports Registration = Finish draft of English paper In Prograss
Pl i ol Register to participate in an intramural =port for the fall Course Tasks
sernester. Registeration will take place at the main entrance
SEARCH THE WEB to the Student Athletics Center. Mo Course Tasks Due Today

maore.

mare...

Continued on next page
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Blackboard 5 Overview, continued

Header frame The header frame contains a customizable institution image, e-commerce space (if
enabled), and navigation buttons that allow the user to access the institution home
page, access Blackboard 5 help, and logoff of Blackboard 5.

Your Institution

UNIVERSITY

The table below details the buttons that appear in the header frame and their
functions.

Button Description
Click Hometo return an institution home page. This URL is set by the

ﬂ system administrator.

Click Help to access the Blackboard help site. This URL is set by the
ﬁ system administrator.

Click L ogout to end a session.

[

Tabs The tabs are navigation tools that access the content areas of Blackboard 5. Click on
a tab to access a tab area.

Content frame The content frame always contains one of the following pages:

* Tab area: The area that appears in the content frame when a tab is clicked.
Tab areas hold broad information and allow the user to access Web pages
containing specific content and features.

* Web page: A Web page appears in the content frame when accessed through
one of the navigational tools described below. Web pages contain specific
content or features and originate from tab areas.

Continued on next page
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Blackboard 5 Overview, continued

Navigating
within
Blackboard 5

Blackboard 5 contains several ways to move from one area or page to the next. Only
the material in the content frame changes when moving to a new area or page. The
tabs and header frame are always available for quick access to those navigation

features.

The table below describes each navigation tool available in Blackboard 5.

Navigation Tool

Description

Tab Click on a tab to navigate to an area.
Tabs are always available no matter

what page or area appears in the content
frame.

Button Click on a button to navigate to a page
within Blackboard 5. Some buttons also

E lead to areas outside of Blackboard 5.
In addition, buttons execute functions.

Link Click on a hypertext link to access

‘I- Browse Course Catalog

another Web page within Blackboard 5.
The page will appear in the content
frame. Links can also open Web sites
outside of Blackboard 5.

Image

Your Institution
UNIVERSITY

Click on an image to navigate to
another page. The customized images
that appear in Blackboard 5 can be
linked by the administrator to another
URL.

Path

ADMIMISTEATION PAMEL » CREATE COURSE

Click on one of the hypertext links that
appear in the navigation path to access
that page. The navigation path appears
at the top of pages to allow users to
quickly return to a previous page that
led to the current page.

Blackboard Inc.
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Blackboard 5 Tab Areas

Overview The Blackboard 5 tab areas contain content specific to the institution and user. The
administrator customizes the appearance and features of each area to present a
robust, individualized learning environment to each user.

My Ingtitution The My Institution tab area contains tools and information specific to each user’s

tab preferences. Tools and information are contained in modules, which users can add
and remove from their My Institution tab area. While users can choose which
modules appear, the administrator may restrict access to or require specific modules.

& Your Institution

UNIVERSITY
[ welcome, Susan!
& Announcements ;
Ep—
® Tacke « Dining Hall open for an extra hour tonight Courses you are teaching:
@ more... A Survey of American History
B4 Send E-mail ;
& User Diector
Addross ok 10:25 AM - 03:25 PM Personal Tasks
[ et e i %’%ﬁmma\ sport for the fall ;n;lj;ZQ;EHMPM' il
semester. Registeration will take place at the main entrance
to the Student Athletics Center. Mo Course Tasks Due Today
@ more s
Coursestab

The Courses tab area lists courses specific to each user as well as the Course Catalog
for the institution. User courses are listed by role: courses that a user teaches as an
instructor and courses that a user takes as a student. Users simply click on a course
from the Courses tab area to access the course Web site.

1 8 Your Institution
':%" UNIVERSITY
b Resources

My Institution JEReTEET]

COURSE SEARCH A f
[ course seancu | <# course List [E course Catalog
@ Courses you are teaching: » Fall Semester
« Spring Semester
advanesd search [EEl Sunvey of American History

Course |D: AMHISTI01 b Browse Course Catalog
Instructar: Susan Taylor

Online Tutor Courses in which you are enrolled:

Clidk here far help nith any
subject from a leading

Writing Center
Click here far help praparing
papers for olass.

SEARCH THE WEB

None

Continued on next page
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Blackboard 5 Tab Areas, continued

Academic Web
Resourcestab

The Academic Web Resources tab area provides direct access to Blackboard’s
Resource Center where users explore a number of knowledge areas. Users can
customize the Resource Center to provide quick access to their preferred subject
matters. Please refer to the Blackboard 5 Resource Center Manual for more

information.

ST

Blac
Resol

Bb

il * PR GOUF Ra WA FAGE

k

oard

Birsourits Ligin | Bogister | Ressines Man Pages | Feotha | Hels

Weltame to the Resource Cenler, yolr Soarce far
high-quality educational content and information,

I Walcnme| |
| |
| ot | STEP {2
Llick heni |
o Tohoatorpd | Gt b
i | z
[exiume | Comper & Brgmes g
» Chuskorm | Comueter apd Ifonatcn
. Hotbics
Lanmuges
Legal
e

Mathemancs

Fhpacal Edocahomn

Tomge

Blackboard Inc.
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Course Web Sites

Overview Each course offered by an institution is hosted on a Web site. Course Web sites
contain all the content and tools required to teach a course. While the instructor has
control over the course Web site, the administrator sets overrides that restrict or
require content areas and tools.

CourseWeb site A course Web site consists of a navigation path, a button bar, and a content frame.
The navigation path allows users to return to any page accessed between the main
course page and the current page. The button bar links users to the available content
areas and tools. The content frame displays Web pages accessed through the buttons
or navigation path.

Navigation
path eET—
mmauncemenss
m Wl Todin [ Wi LA T T e | VAW LA I8 By Wl s
Button bar = Judy 11 - Auguet 10, 2000
&5 st coan dring Spving T e e
Fleidd Hall will b chisad for rarawatia theaughaut Spring Tarm Clisses schadulad for Feid Hall sl be held in A
Robiinsan ard Tucker Halks. Fleasa cantact pour prakissos for infomation meganding ofec e hours. Profes sans with
Content frame — afies in Raid Hal ar encauragad b hold onkia ofica baurs 10 rabeve some of the congastion caused by tha
% T, fun 81, 000 . & mow suney bar bosm posfed PREELIS Carlo ey
Tialnrbink Tor biagin 1aking the sy 1o Somverof ihe T ho basdend tlick herg
_ Gmmmm | & Tee, Aun i, G000 - & pow quiz hes hean pocied, T by Punlf Ce
To bingn 1aking the quix litkid JoabAomdoan Misne Evace ok hew
Te, Fiunn 00, FOB0 .. & o iz foes hean posted, PRl b/ Buiolc
To binjin 1eking the quiz titkid Boosus Qus Chck o
&y Tee, Aug 0%, 20H) - Desdline for irip fa Lralandd Prarid by basita Ced
Tha dagdhre 1o sign-up for the trip b alard & May 11th

Continued on next page
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Course Web Sites, continued

CourseWeb site The table below includes information on the components of a course Web site. The

functions names of the areas are customizable by the instructor or the system administrator.
Area Description
Announcements Announcements post timely information critical to

course success. Announcements occupy the Main Frame
upon entry to a course Web site and can also appear on
the My Institution and Courses area depending on system
configuration.

Click Announcements from the course Web site tool bar
to view course announcements.

Course Information Course Information displays descriptive materials about
the course. Materials usually posted here include:
syllabus and course objectives.

Staff Information Staff Information provides background and contact
information on course instructors and teaching assistants.

Course Documents Course Documents contains learning materials and
lesson aids, such as lecture notes.

Assignments Assignments lists the due date and description for class

work. The instructor posts assignments and can modify
the task and due date.

Communication Course users communicate through the Communication
Center. The Communication Center allow users to:

¢ Send and receive email

* Read and post messages to discussion boards

e Enter Virtual Classroom

e View student roster

e View group pages.

External Links External Links connects course users to outside learning
materials. Instructors may select outside materials and
post a hyperlink and brief description for each external
source.

Tools Tools that can be used in the course Web site. The tools
include: Digital Dropbox, Edit Home Page, Personal
Information, Course Calendar, Check Grade, Manual,
Tasks, and Electric Blackboard.

Continued on next page
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Course Web Sites, continued
Course Web site functions (continued)
Area Description
Resources Accesses to the Blackboard 5 Resource Center. The
Resource Center is a customizable Web site of
educational resources. For more information about the
Resource Center please refer to the Blackboard 5
Resource Center Sudent Manual.
Course Map Allows easier course Web site navigation. The Course

Map connects to an expandable and collapsible
bookmark.

Blackboard Inc.
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Blackboard 5 Gateway

Introduction

Overview To utilize the exciting features of Blackboard 5 users must have a valid username
and password. The Gateway page welcomes users and provides a login button to
access Blackboard 5. Before logging into Blackboard 5, a user must have a valid user
name and password.

Blackboard The Blackboard 5 gateway page appears as shown below.
gateway page

F_ Blackboard 5

ﬁ Welcomel

o Bl i 1ol pary
- : Wiedaimea 10 Blackbard S, thie oo prabe rea e aned
[T | Masibds a-Lagming 5 oftwars platiaimn fom
- Blackbaad b Blackboand 5 deliers & coursa
| Cramn Caisieg | sysbarn, cusiomizaik "
@ poitaka, ofilina conmoalies, wid an atvencad
2 archibaciuie thad alows foe Wib-basad inbagratian

with adindnistrative aystims

g i 1 BT 000 B Lk s 20 e Sl N i Bl

Available The following buttons appear on the Gateway page:
functions from * Login: Users can login into their account from the Blackboard 5 Gateway
the gateway area page.

* CourseCatalog: Browse the Course Catalog.

* Create Account: Users can create an account to Blackboard 5 Gateway

page.

The Course Catalog and Create Account buttons may not

\%% appear depending on institutional preferences.
\’ 7/

Note:
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Creating an Account
Overview Users may create their own account from the Gateway page if the function is

activated by the system administrator. When creating an account, be sure to keep the
user name and password secure.

Createan To create an account, users click Create Account from the Blackboard 5 gateway
account page. The form below identifies the required information needed to create an
account.
L3 create New Account

D Personal nformation

* First famse:
Middie Hamy;

" Lt Mamu;

" Empitc

Somdemd HI;

8 Account farmation

" Usnr g
" Passwaad;

" Wy Passamnd:
&) Other Infarmation
Gender;

Edmcation Luvek

Hirsaate:

I—
e

R
ErEr =

Personal Information

First Name:

Enter the user’s first name.

Middle Name:

Enter the user’s middle name.

Last Name:

Enter the user’s last name.

Email:

Enter the user’s email address.

Student ID:

Enter the user’s student ID as defined by the institution.

Account Information

User Name:

Enter a user name.

Password:

Enter a password.

Verify Password:

Enter the password a second time to verify.

Continued on next page

Blackboard Inc.
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Welcome to Blackboard 5

Creating an Account, continued

Create an account (continued)

Other Information

Gender: From the drop-down menu select the user’s gender.
Education Level: From drop-down menu select the user’s education level.
Birthdate: Enter the user’s birth date.

Company: Enter the user’s company.

Department: Enter the user’s department.

Job Title: Enter the user’s job title.

Address: Enter the user’s address.

City: Enter the user’s city.

State/Province:

Enter the user’s state.

Zip Code/Postal Code:

Enter the contact’s ZIP code or postal code.

Country: Enter the contact’s country.

Web Site: Enter the URL of the contact’s personal Web site.
Home Phone: Enter the user’s home phone number.

Work Phone: Enter the user’s work phone number.

Work Fax: Enter the user’s fax number.

Mobile Phone: Enter the user’s mobile phone number.

T

Note:

All fields with an * must be completed to create a Blackboard 5
account.

Blackboard Inc.
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Entry Page

Overview By logging into Blackboard 5, users can access a secure environment to view
courses, obtain course documents, view organization information and much more.

Login page From the Gateway page, click Login. The Entry page will appear as shown below.

b Welcame Have an Accownt? Login Here,
B Walcome o Bleckiaeed 5
Blacksoard]

B | Hoyo abmady bsy aw sorcark, awhr seny
ez enler pour Liser Name i i wn g an Febe e o i B Lo

wwmbliciboarecon 10 Passwend 1o access your Eetion Bulom, DiFamstrs, e blask el
eLraming system chih ek e cpliong i ek WL
USERHAAAE
Fou Can siass &8 4 guast by chcking the
Priwsas bution bk resmaTED

(T
Yaugan creste an accaunt by dicking the
Sereate® butten bebow Eomel v copn f? Logh _}

(e}

a1 BT N0 Lk e N b

Entry fields The table below details the entry fields on the Entry page.

Account Login
Username: Enter username.
Password: Enter password.
Login: Click the Login button to enter Blackboard 5.

Continued on next page
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Entry Page, continued

Available The table below presents the functions available to users on the Entry page.
functions
To... click . ..
preview the Blackboard 5 environment | Preview.
create an account Create.
Obtain a new password Forget your password? to access the
Lost Password page.
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Lost Password Page

Overview

Forgot your
password page

Entry fields

If users forget or lose their password, they must complete the form below to obtain a
new password. Users will need to create a new password based on instructions
received in an email from Blackboard.

To receive password information, users must enter their first and last name to receive
password information. Additionally users have the option of entering a user name or
an email address to verify password information.

&

= Lost Password

&) Enter Account Information

¥ yau hawe forgetben pour pasreard, mober your Fiest Bsse, Lt Mame and Dses Rase or your st Baee, Lot Mame and e.mail belre Inorder fo change pour
pamsead, you must have prwded an acive e-mal sddeess when egpsienng far your accounk Yoo wl iecerse an emal messape wilh inshacianes {0 make the
paarrwand chamge. Your cumen] passsand will remam scimve unhl pou respand o the @-moal

FIRST MAME
LAST MAME
IZER NAME

ar
FIRSTHAME [
LASTHAME [
EnaL [

€ Submit
Click “Sulimii™ to fnih Chck "Camelnl™ 1o aban 1his pros es

Carwel ) Bibret )

The table below details the entry fields on the Lost Password page.

Account Information
First Name: Enter the first name.
Last Name: Enter the last name.
User Name: Enter the user name.
Email: Enter your email address.

Blackboard Inc.
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Course Catalog

Overview

Course Catalog
page

Available
functions

The Course Catalog lists all courses offered at the Institution, in defined categories
such a semester and subject matter. The Course Catalog page allows users to search
for courses via keyword or a specific category. The system administrator sets the
categories.

By clicking on the hyperlink of a specified course, users are given instructor
information and course description. From that point, users are also able to enroll,
preview, or log into a course depending on how the institution customizes
Blackboard 5.

ked course Catalog
Search far & S
CATEGORSES
5] Eall Coteben {3 Sprizs Catalon
& Semmer Cptpleg

The table below details the available functions on the Course Catalog page.

To... click . ..
search for a course within the search box, enter keyword
and click Go.
perform advanced searching Advanced Sear ch hyperlink and

provide the search criteria in space
provided, to complete click Search.

browse the Course Catalog hyperlink of the semester or courses to

View.

Blackboard Inc.
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Browsing the Course Catalog

Browsethe
Course Catalog

Search for a
coursein Course
Catalog

From the Login page students are able to browse the course catalog and preview
courses as guest. To browse the course catalog follow the steps below.

preview a course prior to enrollment. Thus, this option may not
\ —% | be available for all courses.

The Instructor determines whether students are allowed to

Note:
Step Action
1 | Click Course Catalog.
2 1 From the Welcome page, click Preview.
3 ] From the Course Catalog page, click the hyperlink of the course you

wish to preview.

Follow the steps below to search for a course from the Course Catalog main page.

L course Catalog

CATEGOREES

Seamch for a Cours

G Sprima Canalog

Continued on next page
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Browsing the Course Catalog, continued

Sear ching for a coursein Course Catalog (continued)

Step Action
1 Click the text box and enter the keyword or course.
2 ] Click Search.

Advanced Search: Users can search by course title or course

\%% ID by clicking the Advanced Search link
\’_ -

Note:

View all courses  Click Advanced Search hyperlink and click List All to view all courses.
in the Course

catal og TOAFE CATALD G
(d course Catalog

NRARLH Bk, 0 |

MOTE; Dapereding an the numbar of moonds, tis fanctian may
tabn some fime to proce s, Click the List All buttan o show he
list

()

2 coursa(s] boated
Displaying recands 1.3

B Ishcfunerican Hessedy (HISTEOD)

Profasdeor Dhfites Cos

Thiz course iz 3 wriual ioak 31 neh Amencan, which neludes b piso fimine, peredogy, Catholicism and English history. The logn )
raurse ands with & 12 day 1 1o Ireland YRR
B lesbAmerican Heseey (HISTE00)
Foaofemaor Denims Cow
{aan )
BO B fer Toacksss (MATHT) e
Profasdor Dt Cos
Thiz taurse iz desigread for sludents majonng in {eaching Tiagn )
o= )
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Chapter 2 — User Tools
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User Tools

Introduction

Overview

Tools box

Tools box

The Tools box provides quick access to system tools from the My Institution area.
The user tools allow users to access several tools that appear in course Web sites on
a system-wide scale as well as some unique tools such as the User Directory.

Example:

Send email from user tools provides a quick shortcut to the
send email function for users’ courses.

The Tools box appears on the left side of the My Institution area.

Your Institution

My Instifution

In this chapter

Announcements
ha\endar
@ Tasks
My Grades
B4 Send E-mail

& User Directory
Address Book

[ Personal Infarmation

SEARCH THE WEB

UNIVERSITY

[iwelcome, Susan!

Today's Announcements
« Dining Hall open for an extra hour tonight

roare. .

Today’s Calendar

10:25 AM - 03:25 PM

Intramural Sports Registration

Register to participate in an intramural sport far the fall
sermester. Registeration will take place at the main entrance
to the Student Athletics Center.

rare

Courses you are teaching:

[ Surey of American History

Personal Tasks

= Finish drat of English paper In Frogress
Course Tasks

Mo Course Tasks Due Today

rmare.

This chapter contains information on the following topics:

¢ Announcements

e Calendar

e Tasks

e My Grades
e Send Email

e User Directory
e Address Book

e Personal Information

Blackboard Inc.
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Announcements

Announcements

Overview

Announcements
page

Users view important messages from the institution staff and faculty on the
Announcements page. Users can sort announcements by category (courses or
institution) and post date.

Click Announcements from the Tools box on the My Institution area. The
Announcements page will appear as shown below. Click the drop-down arrow and
select a category of announcements to view. Click on the tabs to view
announcements for a specific time period.

NI TR e
"b!nmmmmamx

E =

WMIRWIDEAT | VA LA 7 Eerd W LT 20 T W ALL

Thureday, August 10, 2000

Reied Hol chosed dvring Spring Ferm Parked by Masiboun
Faid Hall will b closed far enovations thoughout Spring Term. Clessas s cheduled far Raid Hall wil ba ball in Rabireon and Tuckar Hals e
Fliasa conbact pour prokiseof for infoemation e anding offece hours. Proficssans with offces in Red Hall s e oisgied 1o hold oding ofice

Feuirss 1o P beae aoimie of thie congastion cauaed by iha e ovedons
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Calendar

Calendar

Overview Users manage their course, institution, and personal events through the Calendar.
Upcoming and past events can be viewed daily, weekly, or monthly and organized
into categories.

Calendar page Click Calendar from the Tools box on the My Institution area. The Calendar page
will appear as shown below. The default view shows the day’s events, however,
users may also select a weekly or monthly view.

BV HETITUTIOH & AL A

7] My calendar: View by Day
IR Asd Eveni | E e g i Evmnin -

ISV D | WEOWEER WAEW BDHTH

4 Thursday, July & 3000

=% 1]
T
[}
2m Ayvivg Ehanman Aot B:10 am HETEIO
230
am
a1
[rfix]
130
11:00
11:30
M 100

Continued on next page
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Calendar, continued

Available To use the functions available on the Calendar page, follow the table below.
functions

To... click . ..
create an event and add | Add Event.
it to the calendar
view events for a Quick Jump. From here, select a date and time and the
specific date and time | calendar will immediately display events for that time.
view events by group | the drop-down arrow and select a category. Categories
include:

e All events

e My Events

e Institution events
e Courses

* Specific courses

view events by day, either the View Day, View Week, or View Month tab.
week, or month

view previous or future | the arrows to the left of the current day, week, or month.

events Click the arrows to the right to view future events.
view event details a calendar event.
modify an event M odify.
remove an event Remove. This action is irreversible.
View Events Click on an event to view event details. The Calendar: View Event page will appear

as shown below.

WY AETITUTION & CALEHIA

[ calendar: View Event

Arrive Shannon Alrport 810 am
Dale: Thumsdy, July B, 2000
Sran Thse: 0210 AR
Eooell Tt 0210 AW
Caleygong: Cpurs [HETEDN
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Add or Modify Calendar Event

Overview Events may be added or modified through the Add Calendar Event page or Modify
Calendar Event page. The fields on the Add Calendar Event page and Modify
Calendar Event page are the same. The Add Calendar Event page and Modify
Calendar Event page function in a similar manner. The difference being, the Add
Calendar Event page opens with empty fields while the Modify Calendar Event page
opens with populated fields.

This section reviews the Add Calendar Event page. The
appearances of the page and field instructions are the same for
\ % | the Modify Calendar Event page.

Note:

Add Calendar Click Add Event from the Calendar page. The Add Calendar Event page will appear
Event page as shown below.

To modify an event, click on the corresponding M odify button.
The Modify Calendar Event page will appear.

Hint:

[T Add Ccalendar Event

@ Event information

Evaint Tilli: |smive Enannon.simpo i B0 &

Enniil Dt righe:

¥ shuwechor e d )

® PlhinTest 1 HTML

€ Event Time

Evoni [ase: T =] [ = [zn=]
Evmnt Stert Time: [e = [z [amE]
Evont End Time: [e = [0z [a=]

Continued on next page

Blackboard Inc. Page 27



Blackboard 5 Level One Sudent Manual User Tools

Add or Modify Calendar Event, continued

Create Event The table below details the entry fields on the Create Event page and Modify Event
fields page.
Event Information
Event Title: Enter the title of the event. This title will appear on the
Calendar page at the date and time indicated on the Event
Time fields.
Event Description: Enter a description of the event. Click on a text type for

the description from the following options:

¢ Smart Text: Displays text as written and creates
links to URLs and email addresses that appear in
the text.

e Plain Text: Displays text as written.

* HTML: Displays text as coded using HTML tags.

Event Time
Event Date: Click the drop-down arrow and select date values.
Event Start Time: Click the drop-down arrow and select time values.
Event End Time: Click the drop-down arrow and select time values.
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Quick Jump

Overview

Quick Jump page

Quick Jump
fields

The Quick Jump page allows users to quickly view a portion of the calendar. Quick
Jump is useful when looking for events planned months in advance of the current
date. It is also useful for looking up the events of a past day, week, or month.

Click Quick Jump from the Calendar page. The Quick Jump page will appear as
shown below.

M IMITITUTION * CALEHEAR
calendar Quick Jump
@ Calendar Quick Jump

Vi Cakandar evants for @ specific daba by selecting the daba and view below
3 Fleama wlart the date yau wish arcese
[duy =] [z [z =]

O Fleasa chioasa 1ha 1ype of siw o wsh 1o aocess the apacifed date

= wianth
ek
= Ciay
8 Submit
Click ™Subimi™ o fnkah, chok "Casleba ™ 1o abar this pros s Cariel ) Bybrrsf

The table below details the entry fields on the Quick Jump page.

Calendar Quick Jump
Please select the date | Click the first crop-down arrow to select a month. Click
you wish to access. the next drop-down arrow to select a day and click the
last drop-down arrow to select a year. The My Calendar
page will appear with the entered date.

Please choose the Click on an option to indicate the type of calendar view:
type of view you wish ¢ Month will display the month that the date falls.
to access the ¢ Week will display the week that the date falls.

specified date. ¢ Day will display that date only.

Blackboard Inc.
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Tasks

Tasks

Overview The Tasks page organizes projects (referred to as tasks), defines task priority, and
tracks task status.
A user can create tasks and post them to the Tasks page. Each user can post personal
tasks to their page, instructors can post tasks to users participating in their course,
and system administrators can post tasks to all users’ Tasks pages.

Tasks page Task information is arranged in columns that display the priority, task name, status,

and due date.

Click Tasks from the Tools box on the My Institution area to access the Tasks page.
The Tasks page will appear as shown below.

B HETITUTICH » TAGHE

[ Tasks

e Tk |41 Tmzben =

- High Prisaity L Pricaity

BRORTY SUBIELT BrATiS L LeTE

@ = e American ey Tem in hook repor mlarn e, I S

@+ Sell bak bealy por grarren Aug 10, 2000 (Can ) (e )

& = Find oul whed secigements gan dun helor class heging gt gtanren Aug 17, 2000 (im ) (R
(= |

Continued on next page
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Tasks, continued

Available To use the functions available on the Tasks page, follow the table below.
functions

To... click . ..
narrow the list of task | the drop-down arrow and select a task category.
to one subject
create and post a task | Add Task to access the Create Task page.

modify a task M odify to access the Modify Task page for a particular
task.
remove a task Remove. A box will appear asking to verify that a task

should be removed. This action is irreversible.
change or update the on the current status. Task status can be one of the
status of a project following three options:

¢ Not Started
* In Progress
e  Completed.
view the details of a on a task link to view details.
particular task

View Task details Click on a task from the Task page to view task details. The task details display the
task name, due date, priority, status, and description of the task.

B RATITMLE » TASkD

B Tasks

7 I Amorican By T In hook sepord
[ue Ot o' S 5000
Prionly: Nomal
Satus: Hal Started

A boak reparl on one of the requined readings is due Juby Sth
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User Tools

Add or Modify a Task

Overview

Add Task page

The Add Task and Modify Task pages contain the same fields and function the same
way. The Add Task page opens with empty fields while the Modify Task page opens
with the fields populated with information on a specific task. This section reviews

the Add Task page.

Click Add Task from the Tasks page or M odify corresponding to a specific task.

The Add Task page will appear as shown below.

BRETITUTEH o TSN = ARD T,

EA

@ Task information

Task Tidha- [Eal bk booka

D Mgt

& Srmart Tewt © Flain Teel © HTRL

D Dtz [P =] |1|;| =] [ =]

€ Toask Options

Painrisyg: I“U"""U' P
S ETE

€ Sutmit

Continued on next page

Blackboard Inc.

Page 32



Blackboard 5 Level One Sudent Manual User Tools

Add or Modify a Task, continued

Add Task fields  The table below details the entry fields on the Add Task or Modify Task page.

Task Information
Task Title: Enter the title of the task.
Description: Enter a description of the task. Select a text type for the
description from the following options:
¢ Smart Text: Displays text as written and creates links
to URLs and email addresses that appear in the text
¢ Plain Text: Displays text as written
» HTML: Displays text as coded using HTML tags.
Due Date: Select the date the task is due from the drop-down list. Click
the drop-down arrow and select date values.
Task Options

Priority: Select a priority. The options are:
¢ Low (task appears with a blue arrow pointed down)
¢ Normal

¢ High (task appears with a red arrow pointed up)
The selected priority appears on the Tasks page.
Status: Select a status. The options are:

¢ Not started
* In progress
e Completed.

The selected status appears on the Tasks page.
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My Grades

Overview

Course Grades

My Grades

Users can check grades and performance statistics from the Check Grades page. The
Check Grades page lists each user’s courses. Users click on a course to access a
report.

Click My Grades from the Tools box on the My Institution area. The Check Grades
page will appear as shown below. Click on a course to view grades or performance
statistics for that course.

MY INSTITUTION » MY GRADES

My Grades

Courses you are enrolled in:

P liish-American History (HISTE00)

P Irish-American History (HISTG00A)

Organizations you are enrolled in:

P College Democrats (CDEM)

OK )

Continued on next page
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My Grades, continued

View Grades

Click on a course from the Check Grades page to view statistics for that course. The
statistics report displays an overview of user performance and below that, a Scores
table that details performance on tracked assignments. The Scores table displays the
date, name, score, points possible, and class average of each tracked assignment.

B AT TICH » i $A0ER » 6RALES FOF: HETAM

£ Grades For HISTE00

§ UserSiatistics
Axerags Ponisifesesemen] 15
B g ek o e n 3508
Taisl Paim= 0n

& Gcores
[rase ltem Seaan Possihle Clags fumrage
Sug 1, 7000 B iz k] i,
Aug A, 2000 nish-American Hisiney Exam ) B 1
Aug B, 7000 Eursay af this Trig 1o Iredand B4 i, i,

oE_ )
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Send Emall

Send Emalil

Overview Users access email functions for specific courses through the Send Email page. Users
are able to send messages to other course participants.

Send Email page  Click Send Email from the Tools box on the My Institution area. The Send Email
page will appear as shown below. Click on a course to access the Send Email tool for
that course.

B AT (DT B = Sim b AL
[ gend B-mail

Camezns yom sa0 nnrpiied i
b e Amnracan Hessey HESTEO)
b sk Aunerican Hissery (HISTEODE)

Orgaadzations e an anreled i
b Colese Damomats [COEM)

Send Email tool Click a course and the Send Email tool for that course will appear as shown below.

COURERE r HIETS

R

e

I e

SR DDGUmEnty ¥ Al Tnacking Assisanis

kAl Insirstions

| comminicrion

BEEITI s

-
Hescurees
Gouris Map

Continued on next page
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Send Email, continued

Available The following functions are available from the Send email page.
functions
e All Users: Sends email to all users in a specified course.
e All Groups: Sends email to all of the groups in a specified course.
» All Teaching Assistants: Sends email to all of the teaching assistants in a
specified course.
e All Instructors: Sends email to all of the instructors for a specified course.
» Select Users: Sends email to a single user or select users in a specified
course.
* Select Groups: Send email to a single group or select groups in a course.

Send Email —All Click All Users and the Send email page will appear as shown below.
Users

To minimize the distraction of long lists of To: addresses, and

to make the re-use of the address lists more difficult for
\ —% | potential spammers all destination addresses are placed into the
’ mail message’s Bec: (Blind Carbon Copy) field upon receipt.

Note:
COMRSES & HISTEDS
| smowonvarte B Al Users
e
m To; Smalh, John; WcEnira, Laura; Clndon, 'Wiliamg Protter, Hanep;
O, Jane, Cox, Deniss, Smih, Bk
From- bemithgrymrneivion com
-
Ewiemal Liske
Hessage- [
Wi
L rse Man

) SetMesgage Oplions

I EBard Copy of Whsaage ta salf

Continued on next page
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Send Email, continued

Entry fields The table below details the entry fields on the Send Email page.
Select Students
To: All users enrolled in the course will appear.
From: The user’s email address will automatically be displayed
in this field.
Subject: Enter the subject of the email.
Message: Enter the email message.
Select Message Options
Copy of message to | Click the check box to send a copy of the message to the
self: sender.
Add Attachments
Add: | Click here to add attachments.
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User Directory

User Directory

Overview Users can list and contact, via email system, users through the User Directory. A
search function at the top of the page creates a list of users. From the list, users can
click on a listed user’s email address to send a message.

User Directory Click User Directory from the Tools box on the My Institution area. The User
page Directory page will appear as shown below.

MM TITUTION = USEF MRECTORY
(2 user Directory

LTS | AL

Select umber ar letler comesponding 1o the lasi ramea
Rigaddeied
ERSREESHIIELMHDEQEETUYSIYE

4 ftemis) located

Dicplapiag m a4
B2 Sellerm Sally - ssfenfyoursstiig.con
[BF]  Smih, Bes - Gl o
BT smith, lessier - furrithifyourinstitaniom com

B2 smih, bl - _fanbi@roarissuion com

LU |

S(_aarch the User The User Directory contains a search function at the top of the page. User can search
Directory using different variables selected from the search tabs. The following search tabs are
available on the User Directory page:

e Search: Click Last Name or User Name and enter a value. The search
function will create a list of users with that last name or user name.

* A-Z, 0-9: Click the letter or number that represents the first character of a
last name. The search function will create a list of all users with a last name
that begins with that character.
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Address Book
Address Book

Overview Users store contact information in the Address Book. The Address Book is empty
until the user enters contacts. Users must enter in a profile for anyone they wish to
add to their address book, even if the contact is a system user.

Address Book Click Address Book from the Tools box on the My Institution area. The Address

page Book page will appear as shown below.

MY IHITITUTION = AR REE BO0K

L address Book

B A Contam

(T
o

Search the The Address Book contains a search function at the top of the page. User can search
Address Book using different variables selected from the search tabs. The following search tabs are

available on the Address Book page:

¢ Search: Click Last Name or User Name and enter a value. The search
function will create a list of contacts with that last name or user name.

e A-Z, 0-9: Click the letter or number that represents the first character of a
last name. The search function will create a list of all contacts with a last
name that begins with that character.

Available To use the functions available on the Address Book page, follow the table below.
functions
To... click . ..

create a contact and Add Contact. The Add Profile page will appear.

add it to the Address

Book

modify a contact M odify for a contact.

remove a contact Remove for a contact. This action is irreversible.
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Add or Modify Contact

Overview

Add Contact
page

Users create contact profiles for their Address Book from the Add Contact page.
Users can create profiles for any contact, including contacts outside of the institution.

The Modify Contact page contains the same fields as the Add contact page. To
Modify a contact, click Modify for a contact and edit the profile on the Modify

Contact page.

I mportant:

The user must create a profile for each contact, even those
contacts that are also system users.

Click Add Contact from the Address Book page. The Add Contact page will appear

as shown below.

L Add contact

& Personal information

" First Mame:

REdde Haing:

" Lkt Hasse:
Title:

Email:
@ Other Information

Coarsig ity
Dageatiment:

DAL & POOAE r AR CONTALT

Timiny

SRR
Faera

|
En:s-ﬁi—;nu:mmmnu

s

ES-E'.-'.-' ks Dirkva

frow oty

Continued on next page

Blackboard Inc.

Page 41



Blackboard 5 Level One Sudent Manual

User Tools

Add or Modify Contact, continued

Add Contact
fields

The table below details the entry fields on the Add Contact page.

Personal Information

First Name: Enter the contact’s first name. This field is required.
Middle Name: Enter the contact’s middle name.

Last Name: Enter the contact’s last name. This field is required.
Title Enter the contact’s title.

Email: Enter the contact’s email address.

Other Information

Company: Enter the contact’s company.
Department: Enter the contact’s department.

Job Title: Enter the contact’s job title.

Address: Enter the address.

Address: (cont.) Enter any additional address information.
City: Enter the contact’s city.

State/Province:

Enter the contact’s state or province.

ZIP/Postal Code:

Enter the contact’s ZIP code or postal code.

Country:

Enter the contact’s country.

Web Site:

Enter the URL of the contact’s personal Web site.

Home Phone:

Enter the home phone number of the contact. The phone

number will display exactly as entered.

Work Phone: Enter the work phone number of the contact. The phone
number will display exactly as entered.

Work Fax: Enter the fax of the contact. The phone number will display
exactly as entered.

Mobile Phone: Enter the mobile phone of the contact. The phone number will

display exactly as entered.
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Personal Information

Personal Information

Overview

Per sonal
Information

Available
functions

Users manage personal data and privacy settings from the Personal Information
page. Users can edit their account profile, change their password, identify a CD-
ROM drive to Blackboard 5, and define privacy settings.

Click Personal Information from the Tools box on the My Institution area. The
Personal Information page will appear as shown below.

User Tools

M IHATITYTION » PERSOHAL HF ORMAT 0N
Tl Personal Information

¥ £ o sdgamation
Charege personad kil i ass o ialed waih por e ool

b S C0F0M Dvpes

ek the CO-ROK drve usad 0 a2eass canbant an your kcal compaler

Select which falde of pour parsaral infrm ahion ae publicly weilabie

The following functions are available from the Personal Information page:

» Edit Personal Information
Make changes to the account profile.
» Change Password
Change the password associated with the user name.
» Set CD-ROM Drive
Identify a CD-ROM drive to Blackboard. This must be done during each
session that the user uploads material to Blackboard 5.
» Set Privacy Options
Choose the information from the account profile that other users can view.
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User Tools

Edit Personal Information

Overview Users control the information that appears in their account profile from the Edit
Personal Information page. Users can change the values in fields, populate empty

fields, or remove information from fields.

Edit Your Click Edit Personal Information from the Personal Information page. The Edit

Information page  Personal Information page will appear as shown below.

D Perzonal Information

" First Mame:
Midrlln Rame:

" Lagt Rpmmec

" E.mail;

Sturdent 1=

6 Other Information

Gender:
Educesisn Lewnl;
[thrlan;
Compamy;
[egariment;
Joks Tithes

B AT IPUTRON » ERER Nk AHECE e il = BT PEFE DAL WA MATION

L Bdit Personal Information

Rty
s
i
Ty
EEE

T |
rErEr =
S omes o
s
s

Continued on next page
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Edit Your The table below details the entry fields on the Edit Personal Information page.
Information

fields

Personal Information

First Name: Edit first name. This field is required.

Middle Name: Edit middle name.

Last Name: Edit last name. This field is required.

Email: Edit email address. This field is required.

Student ID: Edit student ID as defined by the institution.

Other Information

Gender: Edit gender.

Education Level: | Edit education level.

Birthdate: Select birthday by clicking on the drop-down arrow and
selecting date values.

Company: Edit company.

Department: Edit department.

Job Title: Edit job title.

Address: Edit address.

Address: (cont.) Edit any additional address information.

City: Edit city.

State/Province:

Edit state or province.

Zip/Postal Code:

Edit ZIP code or postal code.

Country:

Edit country.

Web Site:

Edit the URL of the user’s personal Web site.

Home Phone:

Edit the home phone number of the user. The phone number

will display exactly as entered.

Work Phone: Edit the work phone number of the user. The phone number
will display exactly as entered.

Work Fax: Edit the fax of the user. The fax number will display exactly
as entered.

Mobile Phone: Edit the mobile phone of the user. The phone number will

display exactly as entered.
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Change Password

Overview Users manage their account passwords from the Change Password page. Each user
must enter a user name and password to enter the system.

It is recommended that users change their passwords
periodically to ensure security.

Hint:

Change Y our Click Change Password from the Personal Information page. The Change Password
Password page  page will appear as shown below.

BT LT R0 = EREE N iksL | L TIE Y = CHANHE P ST R

L change Password

D Resel Password

Complede fhix fgam In resed your passamrd
" PASEWRD-
TWVERIFY PASSWORD-

6 Submit

* . Anguirnd Fiakd dor Form Ends

Click "Submli™io fnah Chok "Caseral™ 1o abad 1his po e s

Carwel Subre

Change Your The table below details the entry fields on the Create Task or Modify Task page.
Password fields

Reset Password
Password: Enter a new password for the user’s account. The
password must be at least 1 character and contain no
spaces or special characters. This field is required.
Verify Password: Enter the user’s password again to ensure accuracy. This
field is required.
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Set CD-ROM Drive

Overview

Set CD-ROM
Drive page

Set CD-ROM
Drivefields

Users identify the CD-ROM drive location on the current workstation to Blackboard
5 from the Set CD-ROM Drive page. The CD-ROM drive must be identified to
Blackboard 5 before files can be uploaded from a CD-ROM to Blackboard 5.

Click Set CD-ROM Drive from the Personal Information. The Set CD-ROM Drive
page will appear as shown below.

B AT VTN = EREROHAL IECE WA TIOH = SET Cb-Fomd 0 FIVE

L set CO-ROM Drive

D Select CORODM Drive

COLROM fae PO =
COLROM for BACE T
& Submit

* . Raqaied Fiakd ko Fomn Bndy

Cick “BubmH 4o fnish. Chck “Camsenl“ 1o abod 1his process.

Carcal SiEma

The table below details the entry fields on the Set CD-ROM Drive page.

CD-ROM Drive Information
CD-ROM for PC: Click the drop-down arrow and select the drive letter that
maps to the CD-ROM drive from the list.
CD-ROM for MAC: Enter the CD-ROM drive location.
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Select Privacy Options

Overview

Select Privacy
Options page

Select Privacy

Optionsfields

Users manage their profile in the User Directory from the Select Privacy Options
page. Users must choose to make information available through the User Directory
and what information will be displayed. The default setting excludes the user profile
from the User Directory.

Click Select Privacy Options from the Personal Information page. The Select
Privacy Options page will appear as shown below.

B AT TAT e~ EfeFo ik LME R e TIR Y = SET PRIVALT QP TIOHE
LA set Privacy Options
) User Directory Statug

F Waka skaimnatin sealsbk 1o pubibic

) Contact Information

Foumay choass 1o inchide any af the Flkewing fam your user profle
F Emal addeas
F  Addass [Etraet, City, Etaite, Zig]

F Wik Information [Canpany, Dep 1, Jodi Trika, WWark Pheana, Waik Fas)
F addtianal Comtact imatan Home Phane, Mabik Phione, Web Sitg)

) Submit

* . Auguirnd Fiakd for Form Ends

Click “Subimi™ 1o fnkh Chck "Casetal™ 10 aban ths process

Carwel ) Byt )

The table below details the entry fields on the Select Privacy Options page.

User Directory Status
Make information Select this check box to make information available to
available to public other users through the User Directory.
Contact Information
Email address Select this check box to make the email address available
to other users through the User Directory.
Address Select this check box to make address information
available to other users through the User Directory.
Work Information Select this check box to make work information available
to other users through the User Directory.
Additional Contact Select this check box to make additional contact
Information information available to other users through the User
Directory.
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Introduction

Overview

Tabs

Tabs

In this Chapter

Within Blackboard 5, there are six core areas: My Institution, Courses, Community,
Services, Academic Web Resources, and The Web. Within each of these areas the
user is able to search the Web for additional links and information.

The Web area is an additional tab area that the system administrator can link to a
URL. The Web area, if enabled, will provide content from outside Blackboard 5.

Click on a tab to access that tab area.

Your Institution
UNIVERSITY

@Welcome, Susan!
& Announcements
Today's Announcements
O Calendar
i Courses you are teaching:
® Tasks « Dining Hall open for an extra hour tonight ¥ Ll
o . ¥ W
¥l BErlEs mare. A Survey of American Histor
B4 Send E-mail
& User Director Today’s Calendar Today's Tashs
10:25 AM -03:25 PM
Address Boak Personal Tasks
B Personal Infarmation Intramural Sports Registration = Finish draft of English paper In Progress
== Register to participate in an intramural sport far the fall Course Tasks
sermester. Registeration will take place at the main entrance
to the Student Athletics Center. Mo Course Tasks Dus Today
@ mare.
I more

This chapter includes information on the following tab areas:

e My Institution Area
e CoursesArea
e« Academic Web Resources Area
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Tab Areas

My Institution Area
Introduction

Overview From the My Institution area, students are able to access User tools, courses and

institution information. Users are able to customize the content and appearance of
their My Institution area.

My Institution An example of the My Institution area appears below.
area
3 foonmcanents LLiwelcarme, Bath! ) ()
Latargen [ sy orgarszations 0|
Tasks

Mo announcements hae besn posted iy Orgaadzations ol which yes aae a membare:
Wiy Groses 3 B Lo lege Demogmbs

Wb E. ol

Care E-mail
B e Diactar ®y Calenidar

Pessnnal Tasks
Adress ook Wit hawi re cakinder asanta doday = Siell bach boaks HOT STARTED  DevszDn
Parsanal Infmation e . Fird oul what assigrments amdoe oo
beitr clyes bagins iy
ST e ] |27 cun oo Tk
Joh Eaarch = Tum in book report WOT BTARTED 74000
Tastirg Cartar Commsns: In which yom san nnrelied: mare
B et anican Heilers
B kish-American Hiifors

Customization Users can customize the content and colors of the My Institution area. After

customizing, when a student logs in again, the My Institution area displays their
desired settings.
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Customizing Content

Overview

Per sonalize Page
L ayout

Available
functions

Students can customize the content that will appear on their My Institution area.
Content such as the news, stocks, horoscopes, weather and other items are presented
in modules that can be customized from the Personalizing Content page.

Click Content from the My Institution area to personalize the page layout.

.EE, Personalize Page Layout
& Personalize Your Layout

Insirections:

Add a maduls 1o pour pordal by highighing il n 1he “Feaishle Modules® Bet ard cliclong Sedd for sther the “Lek Panel® aribe Fight Paned®. Femove 3 moduls
Fom pour podal by highighing if and cickng Aemove. Change the oderibs madules by uzing {he parels’ Up® and “Down® arewe. Yoo may move 3 moduls
Fom ane panei b another by cickng the “Up® and Tlown® amows 0t “Seich Pareis® seclion Click Sebed when poy are dniched customizing your fagoud

Avadable Modules Left Panel
AEL Maws ] -
Ak o Fiacs 0UnCi & - ek ,:z:‘::;::fm'm' =
Ak o Fies O UnCa & - 0 e m‘!_l:m““
Acackimic Fesouwces - Refanans .
Shidant- icluds HTHL
Shdnt- ok UAL =
Shdant- hstant Cpinion Poll =
Shudart- Foll () ()
Bookmaik
Cakcul o —
Cuiom Saan Gl Pamtle =
D mctory
EEFN Sports Tone
Ecika fukc Guida Right Panel -
Excitar Buginas Mirws = * bty Ongpan el ion & =
" iy Thisks
" Echood Saicss

Emlart the module poy with o move
1o 3 e, then click the Add bution

|i 1]

from the pane

The following functions are available from the Content customization page:

Personalize Your Layout
Available Modules Click the module to include on the customized My
Institution area.
Left Panel Click Add to add the selected module to the left panel of
the customized My Institution area.
Right Panel Click Add to add the selected module to the right panel of
the customized My Institution area.
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Tab Areas

Customizing Color

Overview

Per sonalize color
pr efer ences page

Students can customize the colors of the modules and banner text on their My
Institution area.

Click Colors from the My Institution area. The Personalize Color Preferences page
will appear as shown below.

.SE, Personalize Color Preferences

“ Pergonalize Your Colors

Tiesirectinis:
Click an thi the dem oo wiah b @sign @ new cakirio CHok egainan the colof paldta 10 as2ign a ool o thal dem. Bubmi your cakir changas whan o s
fnishicd

Solect Module Basses Calps; . T

Sulec Banner Texd Color I:l.; T

& Submit

Click "Subimit™ 1o finkh, chch "Casdal™ 1o aban 1his proces s

Gl J Subrel )

Personalize Color Preferences

Select Module Banner
Color:

Click Pick and click on the desired color from the Color
Palette pop-up window.

Select Banner Text

Click Pick and click on the desired color from the Color

Color:

Palette pop-up window.
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Editing, Minimizing and Removing Content

Overview Blackboard 5 allows users to edit, minimize, and remove modules from the My
Institution area unless a module has been set as required by the system administrator.

Editing content The Pencil icon located at the top of each module allows the user to edit the content
of that specific module.

Minimizing The minus (-) button located at the top of each module allows the user to minimize
the individual modules.

Removing The remove button located at the top of each module allows the user to remove the
individual modules. Click Remove and a confirmation receipt will appear when the
process is completed.
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Courses Area

Introduction

Overview The Courses area allows the user to do the following:

*  View courses

*  Browse the course catalog

* Search for a course

*  Search the Web

*  Access off-campus learning materials

Coursestab page Click the Courses tab and the Courses area will appear as shown below.

{?L"mm List mL"MM Catalog
2 | Courses s whick you ane ssanlled: « FallCaabg
| Egmrgd gk | B I fune rican sy » EuiingCatalag

| Cawrae IO HIETEXD * Summer Catalog
Insiructar Dieibaie Coe
* Baowsek Coucse Catalog

il [rish Amprigan Hisgey
Parises | parsieg Couwse D HESTEA
Sapichisgar Ineinuctor Oenize Cox

Gk bk @ o
| wkamution am Tasl
Vark b

(e Tstoming

Chel haw o eain |
S TR 8 BN |
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Tab Areas

Course Listing

CourselList page

Search the Web

The user can access all courses in which the user is enrolled. Click on a course to

access the course Web site for that course.

@'Cnurse List

Courses in which you are enrolled:

EH Irish-Aimerican History

Course |D: HISTEOO
Instructor: Denise Cox

EH Irish-American History

Course |D: HISTe00A
Instructor: Denise Cox

This box allows the user to search the Web.

SEARCH THE WEB

@
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Tab Areas

Course Catalog

Overview

Course catalog
page

Users can browse all courses offered by their institution from the Course Catalog

arca.

The Course Catalog appears as shown below within the Courses area. Click on a

category to view courses.

L course Catalog

« F[all Catalog

e opring Catalog
e ourmmer Catalog
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Browsing and Searching Course Catalog

Overview Users have the option to browse and search the institution’s course catalog from the
Courses area.

Browsing the The Courses Catalog Browse and Search page appears as shown below.
cour se catalog

L Course Catalog

Search o & Coureas
@

CAHTEGOREES

G Fall Catates B Sprima Catalog

3 Semme Cadping
Available The table below describes the available functions on the Course Catalog page.
functions

To... click . ..
search for a course the text box, enter the course keyword,
then click Go.
complete a broad search the advance search option.
browse course categories the hyperlink of the desired category.
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Academic Web Resources Area

Academic Web Resources Area

Overview The Blackboard Resource Center provides the user with a wealth of academic
resource information. The user can reference the Blackboard Resource Center
manual at http://resources.blackboard.com for more information on how to use this
feature.

Academic web The Resource Center area will appear as shown below.

e Your [nericurion [ECF SRS
..1}, URIWERSTTY
POy TR P By

resour ces

o Mcochemic
By irgon & B Oy il Bk SOl web fmicure: | Wab

Bb Blackboard " [FT/Knowledge

winrd Busnes Educakion =

Brgourets Lign | Beghter | Resmices Men Page | Feotbss | Hels

HOBIE ¢ P S0l B WA PG E
Welcame o the Resaurce Center, your gourse far
high-quality educational content and information,

I Weltnma! |
|
| ot | STEP
| Llick hers |
| e Tehmatwrend | Aetind Moo
| seemipew | Ewarss s Waosemen
! [parfyrm e i Compoter & Ergmn seng
| = Ctagh o | Comeuterand iformation
| helpsegiign | Technolugy
| |  Echuafion
L ) Hebbits
Lamggens
Lewal
Pethiem abics
Tedicios & Henil
Fimpical Education
b i
Saial Spisnices and Sscial St
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Introduction

Overview

Course Web site

Button names

In this Chapter

Course Web sites contain information in content areas such as course information,
course documents, and staff information. Click the corresponding button from the
button bar to access a content area.

An example of a course Web site appears below.

COURSES  HISTEDD

Cowrsa Informaiien
tou e Wik LAHT 30 Bl
reT— wh Wi AT T | W s

[ervm bvamars| T At 20
Apakgn e \%, Faid Hall ciorsd durfsg Sprfeg Tarm m.-::.:;:::d.
Reid Hall will e chsad for randsatiain thiaughaul Speing Tam Clisses schadukad for Rad Hall will b hdd in
Rebinzan and Tucker Halk. Fleasa candact pour prakassor for information reanding afice hours. Piofessars wih
uficics in Fabd Hall ar encouragad to hald onbie ofica boues 10 rakeve some of thi congastion ca e by 1ha
e
Tooks ‘%. Twe, g 01, 3080 — & move sunvey bas boss postod =
R T biayin Tabing Hie @urvey 1t Sonsy of the T o bedend Click i
_Gmnamm | & Toe, Aun 1, 000 - & move quiz hus bean posied, o T o
Tio biegin 1aking thie quiz ki d Malb-doadoen Hisiney Evace fgk gy
e, fur B0, 3000 - & mow quir bes heao posted, = bt B
To biegin 1aking the quiz Hkid Boous Quwr oick ek
% e, Aug §1, 3000 . Capdling for b fo Il Parked iy banim Cocs

Thea tacd b 10 2k n-up fof the tip o kakard & Ky 11th

The names of the content areas in a course Web site are configured by the instructor
or the system administrator and may differ from the names given in this chapter. The
function of each area will not change even if the name and purpose of the content
area is different.

This chapter includes information on the following course Web site areas:

¢ Announcements

e Courselnformation
» Staff Information

¢ Course Documents
» Assignments

e Assessments
 External Links
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Announcements

Introduction

Overview

Announcements
page

Students can view important messages from instructors on the course announcements
page. Users can sort announcements by current date, last seven days, last thirty days,
or view all course announcements. Use the drop-down menu to select a view or click
on the tabs to view announcements for a specific period of time.

Click Announcements on the left side navigational bar of the course web site to
view the course announcements. An example of the announcements appears below.

ECURSES *HISTEDD

T

SRRSTERRHI oo VRS
o Docms| T Aguet o, 2000
g MM ciomd ks S o P
Riid Hall will b chasad fof randsatiai thiaughaid S ping Tam Chisses schadakd fof Rad Hall wil be hddin
Richinzan and Tucker Halk. Pleasa cantact your prakssof for information reanding office hours. Profesears wih
afices in Faid Hal ara encauragad to bald onbing ofice haurs 1o ralese some of e congastion caused by tha
e
m % Towe, Aug 0, 2000 — & mov survey bax boew postod G EmED
—— Tor begin 1aking the auvey T Sy of Me Trg o bsdend dick e
_Gmnamm | &y Tee, Aug 0, G000 - & pow quiz fes hean posied, T b Pl
To e 1aking the quiz ikl Wab-deaocen Hisioy Evase gk g
T, Aug B0, 3000 . & row quiz s Beon posted, L
To biegin 1aking the quiz ikl Boous Qs Cick ek
% Te, fiun 01, 7000 .- Depdling for i fo Il Farisd ip boniam L

The chacadbioa 10 2K neup fof thi tip t kaland & Kay 11th
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Course Information

Introduction

Overview Users can view course information such as the course objective and required course
materials.
Course Click Course Information. The Course Information page will appear as shown

information page below.

Cusrent Location: Course Infasmabion
Sl Intarmation @ Rirerary for Irekand

 coure vovements | e
by & Lervs Dyl Airpord 530 pmoon &r Lingus

by B Anwe Shannon Ao S 10 am G 1o The Cronked Chmrey or The Oomer. Sker s boaf et go to Burestly Castls and
= —— Lmenck

-m by ¥ Head for beach {own of Killse, then (o CEfx of Moher, then (b Bumen, Stay owsmigh] st B £ 8
in Lisdoomeama Eurren Erseze or Surwile
Rtk

by G G on (o Gabwary Cily, sea wanous gems slong way belors ansmg. Walk smound oly in momng and sae whal's going on n he

Coursa M mearineg. Sty 3l Ross House
Juby 9 Caul of {owm though Oughterand, 1o the coastal vibge of Cliden, hiough Connemars Park, b Kylsmare Sbbey and b Wasipot
For night. Sty

3l Cadar Ladge

Wby 10 Lewwe boward Caslisbar, Chadesiown, and 1o Boyle snd nesiby Lough Key Forest Park; po southeast b Sirg estren snd visit
museum ataut famine; b
&ihlone for night. Siay at Habor Houss

Juby 11 Lok sround Alhlone, o Clonmocnoiss Ah by, thiough Tulsmons snd Potaringlon. Sas Emo Cout and Gandens about 45
mies muth of Pordadngtan Coabansghe s Chuch and an o Dubin. Thiouph sauth sdge of oly on bypasss b Dun Lsaphaire Lyndan
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Staff Information

Introduction

Overview Users can view staff information such as instructor name, email address, office
location, and office hours.

Staff Information  Click Staff Information. The Staff Information page will appear as shown below.
page

coumEEE: + HEre0n

Current Location: Stalf Infarmation

ECIITIEN [ Professor Jack Smith

CowEe DpsUmess E-mail; Lui i rexfdulian
Werk phemes 121112220

Ofioe Lacatinn: sty Biiking

Offce e 717,800

Toale |= Teachers” Ass|stants

Amscarcos

Gouries Map
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Course Documents

Introduction

Overview Users can obtain course documents such the grading policy, syllabus, or suggested
reading list within the Course documents page.

Extgmal Liske
_ Plamz e folkrw the guidsl e vw when q & barm paper for this clase

Course Click Course Documents. The Course Documents page will appear as shown below.
documents page
ey
| snnowosmerts_|
CowrE Informartion Current Location: Courge Docwments
. Survey of the Trip to eland
e
Cowrse Documents
W Term Papar Standands
1. Lizs double spacing
_ Mmouon | 2. Sl right and et manging to 1,25

P 3. el thee uppear and loweer margine ko 10
Gauria Mam d. Late papers wil rol be screptedh

§. includ e 3 1tle page with rmes, dale, courss rams and id and (He
. Fleams uze spel check and review qrammar
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Course Content

Introduction

Overview

Assignments
page

Assignments

Users can access course assignments such as homework, exams, quizzes, or term
papers from the Assignments area.

Click Assignments. The assignments page will appear as shown below.

coumEEE: + HEM0D

AnmgunceEmente
Caurse Information

Amscarcon

Gour Map

Current Location: Assignments

7, Reading Asgignments
b Tls mnd Suther

1916: A Mewed of 1he izh Rabalion
by Wargan Lirwatyn

Hrw the Insh Swed Cralzstion

by Thomas Cakil

The Amancan nzh
by Kean Kenny

Angaby's Ashes & Mamar
by Frank Mo ourd

. Bonus Guiz
P Lmai

\:;‘_ Irigh-frmerican Histroy Exam
Takm myip
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Assessments

Introduction

Overview An assessment is a quiz or survey created by an instructor or teaching assistant.
Students can take assessments developed by the instructor or teaching assistants
within any content area of the course Web site, such as Course Documents or
Assignments. The assessment option permits the instructor to assign point values
questions on exams or quizzes. Student answers can be submitted for grading, and
the results can be recorded in the Online Gradebook.

Types of There are several types of questions that can be included in an assessment. A
questions description of each question type is provided below.

* Multiple Choice: Allows the users a multitude of choices. In multiple-
choice questions, users indicate the correct answer by selecting a radio
button.

* True/False: Allows the user to choose either true or false. True and False
answer options are by default limited to the words True and False.

* Fill inthe Blank: Users enter into the text fields provided and those answers
are evaluated based on an exact text match.

* Multiple Answer: Multiple answer questions allow users to choose more
than one answer.

e Matching questions: Allows users to pair questions to answers.

» Essay Questions: Instructors provide students with a question or statement.
Students are given the opportunity to type or cut and paste an answer into a
text field.

Continued on next page
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Introduction, continued

Taking
Assessments

Click the hyperlink of the assessment you wish to take and click Y es to begin the
assessment. If the assessment is timed, the time remaining will appear in the left
hand corner of the browser. An example of an assessment is shown below.

CUREES & HIE TR0

Saif Irdgrmadiaon

Course Documenis

Apaignmante

BT

Course Map

Hame;

[ e

Bz Cuiz

Fleams anmwer the sesay bk

Shon Aurswed § Essay
Oppetignc  Dimpues e Bactors that led b nsh 1o immigrabs {o the UST

|

|
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External Links

Introduction

Overview Users can access external links posted by course instructors. Usually these links
provide content consistent with the course’s objective or area of study.

External links Click External Linksto view the external links. An example of the external links
page page is below.

COURERE » METH

Current Location; External Links

| St nfurmatios | @ [rishPeatiand Conservation Council (nttp:Hindiga jel-ipccl
il ihs Wik site bo ke e about Indends baet sourca, paal, and wha is beneg dor 1o consars 1his s meoens
g Iretand's Weather (nitp: fuk weather yahoo com/Ewropeiirelan di}
m G ba ihds link b fred o ol akand's weaibar
“ a hitp:fwanw, hawms edul~mearsoniclonmacnass, i)
Ruazirces Wi stark & play an irmgoitant ok 0 aland s hstary. This Wi sile provides on overvirs o thie Clanmat ik kanastary
Coarms Map
g The brish Famine Musewm (hitp- Mo strokestoanpar jef)

“Wieas 1his Weds site for information 1ha patata faminas
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Chapter 5 — Communication
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Introduction

Overview

Communication
Center page

Within the Blackboard 5 environment, students are encouraged to communicate with
fellow classmates and instructors from the course Web site. The Communication
Center allows users to send email, access course discussion boards, participate in the
virtual classroom, review the student roster, and access student group pages.

Instructors and system administrators have the option to disable

@% these features.

Note:

To access the Communication Center, click Communications within the course
Web site.

GOURERE » METSN

=

.
e
ETE

Ccawma Map

Continued on next page
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Introduction, continued

In this chapter This chapter includes information on the following communication tools.

* Send Email
* Discussion Board
+ Virtual Classroom

e Roster
e Group Pages
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Send Emall

Introduction

Overview Users can access email functions for specific courses through the Send Email page.
From this page users can send email to fellow classmates, instructors, teaching
assistants or groups within a course. Send email allows users direct access to course
participants and Web email, from the Tools box on the My Institution area, allows
users to send email via the Web.

Send email page  Click Send Email from the Communication area. From this page select the users
who will receive the email message. The Send Email page will appear as shown

below.

coumEzE * WEM

| it inormiio: R

m b Al Tracking Aesidtants

| assigoments [T

m b Snlnct s

[ etomal Links | ¥ Saluc Ganups

B
Mescarces
o]

Available The following functions are available from the Send email page.

functions

e All Users: Sends email to all users in a specified course.

* All Groups: Sends email to all of the groups in a specified course.

* All Teaching Assistants: Sends email to all of the teaching assistants in a
specified course.

e All Instructors: Sends email to all of the instructors for a specified course.

» Select Users: Sends email to a single user or select users in a specified
course.

» Select Groups: Send email to a single group or select groups in a course.

Continued on next page
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Introduction, continued

Send Email —All
Users

Entry fields

Click All Users and the Send email page will appear as shown below.

Sudent Tools

To minimize the distraction of long lists of To: addresses, and
% to make the re-use of the address lists more difficult for
\ & | potential spammers all destination addresses are placed into the
-~ mail message’s Bec: (Blind Carbon Copy) field upon receipt.

Note:

CQURSES # HISTEOD

% ) Ender Meseage Detaile

Smalh, John; WcEnira, Laura; Clndon, 'Wiliamg Protter, Hanep;
O, Jane, Cox, Deniss, Smih, Bk

hemithigryrurmetiution com

Ewiema Liske

i

i
Course Rap

) SetMesgage Oplions

I EBard Copy of Whsaage ta salf

The table below details the entry fields on the Send Email page.

Select Students

To: All users enrolled in the course will appear.

From: The user’s email address will automatically be displayed
in this field.

Subject: Enter the subject of the email.

Message: Enter the email message.

Select Message Options

Copy of message to | Click the check box to send a copy of the message to the
self: sender.

Add Attachments

Add: | Click here to add attachments.
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Discussion Board

Introduction

Overview The Discussion Board is another communication tool that can be used to enhance a
course Web site. This feature is similar to the virtual chat, but is designed for
asynchronous use, meaning students do not have to be available at the same time to
have a conversation. An additional advantage of the discussion board is that student
conversations are logged and organized. Conversations are grouped into threads that
contain a main posting and all related replies for easy retrieval.

Discussion board  Click Discussion Boar ds from the Communication area to access the Discussion
page Boards page. If allowed by an instructor a student can create a forum, otherwise
students will only be able to add threads.

LOURSES + TN
e |
| st iniomuio= A
m Use this fanm 1o discuse your thoughts an 1he bip 1o bebrd. Plesse nclude thraade sbol whal you lked most and leaet [ 4 WMaesages |
m Almn nclud e any suggestions faribs met np [ &0 e |
Reacirces
Coars Map
Available To access a forum listed on the Discussion Board page click a forum topic link. The
function Discussion Forum Board will appear. Additional functions are available on this page

and are discussed in the following section.
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Accessing Discussion Boards

Overview

Forum discussion
board page

Available
functions

On the Discussion Board page students may access listed discussion boards by
clicking on the appropriate link. Once a forum has been accessed a new Discussion
Board page appears. Students are able to create new threads from the discussion

board.

The Forum Discussion Board will appear as shown below.

Anssunsemnents DigcLigsion Boand

Lmﬂ{m.@l!.- Tum fasg 1 80 12:15 pm

i~
o, Deonie B, Tue A # 2120 12:15 pin bew'
[RENIL Tum fag 8 0080 12:17 pm e
Lo, Do 3. Tue e § FHIE AZAT pin bew
Crarse Map St fiy: [Dztmnit =]
ox  j

The table below details the functions available on the Discussion Board page.

To..

click ...

start a new discussion,
which is called a thread

Add New Thread. The Add Thread page will appear. On
the Add Thread page a new subject title and new
discussion description may be added.

view all messages

the View all M essages up arrow. All messages will be
shown.

view unread messages

the View Unread M essages down arrow. All unread
messages will be shown.

see all the threads and
responses

the EXPAND ALL plus option. All threads and responses
will appear.

see only the threads

the CLAPSE ALL minus option. The topic threads will
appear.

Continued on next page

Blackboard Inc.

Page 80



Blackboard 5 Level One Sudent Manual Sudent Tools

Accessing Discussion Boards, continued

Available functions (continued)

To... click . ..
read a message a link, such as This is a top level message (thread). A new
Discussion Board page will appear. Depending on the
settings a user may modify, remove, or reply to a message.

view tool bar Optionstab. The options tool bar will appear.
resort the list of drop-down list and select one of the following options to
messages sort by:
¢ Default to have the message sort by the earliest
date.

¢ Author to have the messages sort by the author of
the message.

¢ Date to have the messages sort by the earliest
date. Note this is the default.

*  Subject to have the messages sort by the subject.

About the The table below describes the options available on the Options tab.
Optionstab
To... Then...
select all threads and messages in the | click Select All.
forum
unselect the selections click Unselect All.

unselect the threads and messages that | click Invert.
have been selected and select the
threads and messages that have not
been selected

mark messages as read select the threads and messages and click
Read.

mark messages as unread select the threads and messages and click
Unread.

view multiple threads or messages select the threads and messages and click
Collect.

lock a thread or message select the thread and messages and click
L ock.

unlock a thread or message select the thread and messages and click
Unlock.

remove a thread or message select the thread and messages and click
Remove.
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Create New Message

Overview The Create New Thread page is used to add a new discussion. The new thread will
appear in the discussion area.

Create New Click Add New Thread on the Forum Discussion Board. The Create New Message
M essage page page will appear as shown below.

COUMERE * HETSN

| ansouncenents [ Discussion Board
EIEEEEEY ¢ .ie ew Message

m Curdeint Fonese Trip 1o e d
Date; 20000608 11 07:32
IR o o,
o R
i 5

Arsoarces

o Map

Dpfeasr = Smart Tewl © Flain Test © HTRL
I Post meseags ms Aoomgmous

Pt chssegt: | Hiowsa...

Frovie J Cancel ) Subrd p

Entry field The table below details the entry fields on this page.

Message Information
Subject: Enter the subject of the thread.
Message: Enter a message.
Select a text type for the message from the following
options:
¢ Smart Text: Displays text as written and creates
links to URLs and email addresses that appear in
the text.
e Plain Text: Displays text as written.
e HTML: Displays text as coded using HTML

tags.
Options
Post message an Check the box to post an anonymous message.
Anonymous
Attachment Enter the file path or click Browse to locate the desired

file.
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Your Response

Overview Click Reply to Respond to a message. This section describes the Your Response
page.

Discussion board  Click Reply on the Discussion Board page. The Your Response page will appear as
page show below.

COAERES » HESTROD
s |
Eoeran Infasmition Vou Re 4
2
Comresd Fgaum; Tnp to ek
= Dae: 000121 1 D553 34
| romoneers N
Smbject; [Fle:vhal | ke most mhout the tip o ietnd
“ Memsegec [T think ny fmvncitm was Ehe tizm wm apant in Cock. =
Renvarzes |
Coarma s |
-
OpHons: % Sroan Tast © Plain Tast T HTML
" Peil massa)e as Anomenes
Asschment: | mj
Available To preview a message click Preview. The Discussion Board page will display as the
function message will appear to the reader.

Continued on next page
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Your Response, continued

Entry fields The table below details the entry fields on this page.
Message Information
Subject: Subject defaults from the Add Thread page.
Message: Enter a message.
Select a text type for the message from the following
options:

¢ Smart Text: Displays text as written and creates
links to URLs and email addresses that appear in
the text.

e Plain Text: Displays text as written.

e HTML: Displays text as coded using HTML

tags.
Options
Post message Check the check box to post an anonymous message.
Anonymous
Attachment Enter the file path or click the Browse button to locate the
desired file.
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Virtual Classroom

Introduction

Overview The Virtual Classroom allows the instructor and students to participate in real time
lessons and discussions and also view archives of previous classroom sessions. The
virtual classroom, as we call the chat room, can be used to hold “live” classroom
discussions, TA sessions, and office hour type question/answer forums. You can
even have guest speakers and subject matter experts talk with the class in the Virtual
Classroom.

When participating in an activity that requires a Virtual
Classroom, consider the following:

e The Virtual Classroom is a Java application and may

initially take a few minutes to load into a browser
window. Users must have a Java enabled browsers.

\ % ¢ Due to the synchronous nature of the Virtual

— Classroom, multiple users must participate at the same

) p p p

time. Be sure to check for scheduled Virtual Classroom
Note: sessions.

Virtual Click Virtual Classroom from the Communication Main menu. Users may also find
classroom page access to the Virtual Classroom from the course Web site navigational bar.

COURGES » HISTAN

Wirtual Classraom

Ceurse Isfermation ¥ Ested Wirtual Olassnnin

Entarbe Yidusl Clazsmam & JweErabled browser is mpured

b Brpwn fackinms
Blioswsa 1ha archisas for @ prerdous Virual Classrm sasamn

Communicatan

|

Resciman

Crares Map

Available The following functions are available from the Virtual Classroom page:
functions
» Enter Virtual Classroom
Allows users to enter a real-time discussion with instructors, students, and
colleagues.
» Browse Class Archives
Allows users to browse the virtual classroom archives for previous
discussions.
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Enter Virtual Classroom

Overview Selecting the Enter Virtual Classroom link calls the Virtual Classroom, which allows
real time interaction between the student and instructor. This section discusses the
whiteboard tool bar, the discussion tabs, and the menu items.

Virtual Click Enter the Virtual Classroom from the Communication Area and the Virtual
classroom Classroom page will appear as shown below.

Menu items > Tuboinet  Mawigation  Whisooand

B
FLOOR

Locafiors i

Whiteboard
tool bar

1 | r

rﬁchalmncl TE guestions Tﬁ user info

Discussion _y Tutornet Virtual Classroom

tabs froem Tremet com, o, - bEtpimomnet . oo

Warming: Applet Wndor

Continued on next page
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Enter Virtual Classroom, continued

Whiteboard tools

The table below details the tools available for use on the whiteboard. The tool bar
has been highlighted in the page shot above.

To..

click . ..

request access to the
floor

Floor in the upper right hand corner of the screen. Once
access is given a pop-up window appears. Click OK and

select an item

the Arrow. Then click on the item for selection. The
following may be performed on selected items:

Enlarge — Click on one of the small black boxes
that surround the item and drag it to the desired
size.

Move — Click on the item and move it to the
desired location.

Delete — Click on the Whiteboard menu item then
click on selected object then click delete.

Bring front — Click on the Whiteboard menu item
then click on selected object then bring to front.
Bring back — Click on the Whiteboard menu item
then click on selected object then click bring to
back.

draw free hand

the Pencil drawing tool.

enter text using the
keyboard

the Insert Text.

draw a straight line

the Slanted Line tool.

highlight something
with an arrow

the Pointer.

draw a multi-sided
object either filled or
unfilled

the Polygon drawing tool.

Hint;

To change the direction of the
object single-click. To stop
drawing, double-click.

Continued on next page
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Enter Virtual Classroom, continued

Whiteboar d tools (continued)

To... click . ..

draw a rectangle or the Rectangle drawing tool.

square
To change the direction of the
object single-click. To stop
drawing, double-click.

Hint:
draw a circle either the Oval drawing tool.
filled or unfilled

To change the direction of the
object click once. To stop drawing,
double click.

i

Hint;

draw unfilled objects | unfilled oval.

For example, to draw an unfilled
rectangle, click on both the rectangle
tool button and the unfilled oval.

Example:
draw filled objects filled oval.
select a color color palette. The color will appear in the color display
window.
make the color lighter | in the color palette below. The color will appear in the
or dark color display window.

Continued on next page
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Enter Virtual Classroom, continued

Virtual chat

The table below describes the virtual chat tab functions.

To...

click . ..

read the discussion

Chat Panel. The discussion log appears. The discussion
log announces when a new person joins the chat.

add to the discussion

small lower box.
e Enter a comment.
e Press enter to have the comment added to the
discussion.

ask a question

Questions.
e Click in the box in the right hand corner.

*  Enter the question or answer.
»  Click Send.

view a students name
or other information
about the student

User Information.

Menu items

The table below describes the functions of the Virtual Classroom menu bar items.

To... click . ..
quit the virtual File menu, then click Quit.
classroom

move to a specific slide

move to the first slide

move to the previous
slide

move to the next slide

last slide.

Navigation menu, then click Set Current Slide. Then
click the slide title that you wish to move to.
Navigation menu, then click First Slide.

Navigation menu, then click Previous.

Navigation menu, then click Next.

Navigation menu, then click L ast slide.

Continued on next page
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Enter Virtual Classroom, continued

Menu items (continued)

M ove and scale

an object

To

Click

clear the whiteboard

bring a selected object
front

move a selected object
back

delete a selected object

Whiteboar d menu, then click Clear Draw Layer.

Whiteboar d menu, then click Selected Object, then
select Bring to Front.

Whiteboar d menu, then click Selected Object, then
select Moveto Back.

Whiteboar d menu, then click Selected Object, then
select Delete.

select font as bold or
italics, font type and
font size

Whiteboar d menu, then click font.

select a line width to
be used with the
freehand drawing
pencil tool and the
object lines

Whiteboard menu, then click Line Width, then make
selection.

add grid lines to the
whiteboard

Whiteboar d menu, then click Show Grid.

Once an object has been created on a slide it maybe scaled and moved. Follow the
steps below to perform these functions.

Step

Action

1 Click on the arrow from the Whiteboard Tool bar.

2 Click on the object.

3 Scale the object.

¢ Click one of the black boxes that surround the object.

¢ Drag it out to make the object larger or drag it in to make the
object smaller.

Note:

A text box may not be scaled. However a text box
may be moved.

4 Move the object.
e Click in the middle of the object.
* Drag the object to the desired location.
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Browse Classroom Archives

Overview

Browse
classroom
archives page

Available
functions

The Browse Classroom Archives feature gives instructors and students the option to
review the discussions and questions raised during a virtual classroom setting. The
virtual classrooms are archived by date. The option to remove an archive is available.

Click the Browse Classroom Ar chives link on the Virtual Classroom page. The
Browse Classroom Archives page will appear as shown below.

COIMERE o HETA0D

Browss Arcnives

oo [ —

[Coree vommeres | —=
Asgigrments

Amscarces

o Map

The table below details the available functions on this page.

To... click ...

access an archived classroom the date of the virtual classroom. The Virtual
Classroom page will appear with the course name
and date. The time that the classroom started and
ended is provided as well as the discussions and
questions that were raised.

delete a virtual classroom Remove.
archive
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Roster

Introduction

Overview Users can search the roster and view lists of students, instructors, and teaching
assistants associated with a specific course.

Roster page Click Roster from the Communication area. The course Roster page will appear as
shown below.

CEAIFES » HETBOD
T T —
BEMATH | azua | wmwacen | LETML
— =
Bk By = Lart terwn T 1wy Memn
S -
T
Cauras g i
Search the The Roster contains a search function. Users can search using different variables.
Roster The table below details the search options that are available.
To.. Then...

search for auser using |e Select the Search tab.

the user’s last name or |«  Enter either a last name or a user name.

user’s ID ¢ Select either the Last Name or User ID option. All
matching entries will be displayed.

search for a group of ¢ Select the A-Z, 0-9 tab.

last names that start ¢ Click on the first letter of the last name or on the first
with a particular letter number of the user’s ID. All matching entries will be
or a user ID that starts displayed.

with a particular number

search using a value e Select the Advanced tab

found in the user’s * Enter a value in the Containing: field.

name e The search will return all users with that value in

their User Name.

e (Click the check boxes and select values from the
drop-down list to narrow the search.

list all users e Select the tab.

¢ Click List All to list all the names enrolled. All
entries will be displayed.
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Groups

Introduction

Overview

Groups page

Available
functions

Students are able to review homepages created for groups of students. From a
group’s page, users are able to send Email to group members, exchange files, enter
discussion forums and enter a virtual classroom discussion. All of the functions
available from group pages with the exception of the file exchange, function the
same in the course Web site.

Click Group Pages from the Communication area. The Groups area appears as
shown below.

COIMERE * METAD

 Sntmsimn il
Darisa Cax, Jara Do, Heniy Poltar, Bath Sidth, Jabn Smih

Arszurces

Gouries Map

Click on a group and the following functions are available for that group:

» Discussion Board
Users can enter discussions within various group forums

» Group Virtual Classroom
Users can meet their classmates and instructors for real-time discussion or
class lessons

» File Exchange
Users can exchange files with their group members

» Send Email
Users can send email to one or all of their group members.

» Group Members: The names of all members of the group will appear along
with their address.
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File Exchange

Overview The file exchange function allows users to easily exchange files with their fellow
group members.

File exchange The File exchange page displays the current files available for use by the group
page members and the option to add files by clicking Add File. The file exchange page
will appear as shown below.
GOURGEE » HGTSX
Flegannge
e
:
. Example of & prévious project
e R -
e
o =
Add files Click Add File to upload files for your group members to view or modify. Users can
easily upload portions of group assignments for review and editing by other group
members.

COIMERE - HETA0D

Fl Exchange

Course Infarmatsan

oo [
| Govrre Documesss | Thte [Eemple o previous project

Asgigrments
Fig: ||:I'.E|uul RAepod on Angels' s s bes doc Bircwes, _ I
m Comments: De. Cox sugguatsed looking me thim 5]
m projmct for idens on conpleting
our projsce.|
Arscurcos 'ﬂ
Couris Map
) Submit

Cick “Sabei” o finish. Click “Cancel™ o short this process

atmay) (Sae)

Continued on next page
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File Exchange, continued

Entry fields The table below details entry fields on this page.
File Information
Title Enter the title of the file.
File Enter the location of the file or click Browse and select
the file to upload from your computer.
Comments Enter any comments to be viewed by the group
members.
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Chapter 6 — Student Tools
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Introduction

Overview

Student tools
main menu

In this chapter

From the Student Tools area, users can upload files, edit their personal information,
view the course calendar, check grades, view the Blackboard 5 student manual, view
course tasks and access the course electric blackboard.

Click Student Tools from the button bar. The Student Tools page will appear as
shown below.

COIMERE o HETAD

Course Isfarmatan

Edil Yowr Home
<
:

m * Persanal infarmation
-
\f_l Course Calendar

Elecleic Blackboard . HISTEOD

This chapter includes information on the following Student Tools:

e Digital Drop box

» Edit Your Homepage
e Personal information
» Course Calendar

e Check grade

Manual

e Tasks

e Electric Blackboard
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Digital Drop box

Introduction

Overview

Digital drop box
page

Available
functions

The Digital Dropbox page allows users to exchange files with the instructor.

Click Digital Dropbox from the Student Tools area. The Digital Dropbox page will
appear as shown below.

COURSES & HIETEOD
[ “irnoincemens [ Digtad Drop Box
Covres Information
B s row | ¥ 5and ris |

Course Documents IH Wighi-An erican Haskory Praject L

Pote e 1,200

er (&
e
ek Commanks: Hare's my completed praject. Thanks:
Towts
[ s | ok )
Sy
Caursa Min

The following functions are available from the Digital Drop box page:

e AddFile: Allows users to upload files to digital Drop box for access by
others.

» Send File: Allows users to send files that are located in the digital Drop box
or on the users computer.

* Remove: Allows users to remove files from the digital Drop box.
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Adding, Sending and Removing Files

Overview

Add file page

Entry fields

The Add and Send Files pages contain the similar fields and function the same way.
The Add File page requests information regarding the title, file and any comments
attached to the file. The Send File page is pre-populated with a list of users who are
enrolled in the course. Students can send a file to pre-selected users.

Click Add File on the top navigational bar of the Digital Drop box main menu.

COUmERE + HEMM
Digta Drop Box

o

e R

Azl 1] [} i
Files [Crifevtey thee lieh Immigreted I Amenice doc [CEowes
m Comments; Hace's =y conpleted projece. Thanka 5]
Aescarces —I
G ourier Map
8 Submit

Chck “Smlmit” by finish. Click “Cancel™ to short this pracess

The table below details the entry fields on this page.

File Information

Title: Enter the title of the file.
File: Click the Browse button upload a file.
Comments: Enter the description of the file. Select a text type for the

description from the following options:
¢ Smart Text: Display text as written and creates
links to URLs and email addresses that appear in
the text.
e Plain text: Displays text as written.
e HTML: Displays text as coded using HTML

pages.

Continued on next page
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Adding, Sending and Removing Files, continued

Send file page Students are able to forward files to instructors from Send file page. Click the Send
File button to from the Digital Drop box page.
COURGEE » HSTSX
PR
i
o
Gowrin Docunmsts Eelict S | :J
R 08l uplnad
S| e I
“ Fill: | Erowes:
RAeszircaa Comimniints: :I
E
6 Submit
Chck "Sabasdt™ to Brish. Click “Cancel™ o shor this procass
Caneed ) Sulbev, }
Entry fields The table below details the entry fields on this page.
File Information
Select File: Click the drop-down arrow and select the file to send.
Title: Enter the title of the file.
File: Click Browse button to upload the file to send to the
selected users.
Comments: Enter any comments about the file.

Removingafile  Click Remove next to the file to be removed. The Digital Dropbox page will

automatically refresh with the new settings.
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Edit Your Homepage

Introduction

Overview The Edit Your Homepage screen allows users to their edit homepages. Every
registered student has a course Web site Homepage where they can post information
about themselves. This area is created by default, each time a new student registers
into the course. The default page is blank until the user edits the page.

Edit homepage Click Edit Your Homepage from the Tools area. The Edit Your Homepage page
screen will appear as shown below.

EEERS » HEATRO0

@ Homepage infarmatian

Stalf Infcrmatan

f 5

Inire Message:  [upece aoes chis sppesc” =
mmusicaios
|
Fassanal Fanior BAloT it in BiloBsiiosl Soienoes =
e | Tl i
Cadres Mg |
H

€ Upload a Picturs

Coresd bugts  Hire
Bewlmage: [ Browees

T Raere 1his Imaga

Continued on next page
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Introduction, continued

Entry fields The table below details the entry fields on this page.

Homepage Information
Intro Message: Edit or enter the introductory message that users see
when viewing the homepage.
Personal Information: | Edit or enter any personal information that appears when
the homepage is accessed.
Upload a Picture

Current Image: The current image is displayed.
New Image: Click the Browse button to upload a new image.
Remove this Image: Check the box to remove the existing image or any new
image.
Favorite Web Sites
Site Title: Edit or enter the site title.
Site URL: Edit or enter the site URL.
Site Description: Edit or enter the site description.
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Personal Information

Introduction

Overview Students can access functions to edit personal information, change password, set CD-
ROM drive and set privacy options from the Personal Information page. These
functions have been previously discussed in the Personal Information section.

Per sonal Click Personal Information from the Tools menu to access the Personal
information page  Information functions. The Personal Information page will appear as shown below.

DQUIET  HITRE

Personal information

b Edit Pessonal Infnrmpsiss
Changs parsanal information assaciatad with yiuw accont

Haft Indarmation
L] st Passwanl

Course Documenis Chooms & nesw password for access b your apcount

b S COAOM Dri

Elarl ibwa CO-FOR i e 10 sacie s comien on your local conngubar

-

Sad Privaiy Optinig
Salact which §elds of your personal inl rmelian are publicly sesishls
T
Byaraoer
Laarsa Min

Available The following functions are available from the Personal Information page:
functions from

the personal

X s » Edit Personal Information
information page

Edit your personal information displayed to fellow students and instructors
» Change Password
Users can change passwords
» Set CD-ROM Drive
Users set the CD-ROM drive
» Set Privacy Options
Set the options to limit or increase the amount of personal information
displayed to fellow students and instructors.

Users must set the CD-ROM drive each time they want to

upload files from a CD.
S

Note:
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Edit Personal Information

Overview

Edit Your

Information page  Personal Information page will appear as shown below.

Users control the information that appears in their account profile from the Edit
Personal Information page. Users can change the values in fields, populate empty
fields, or remove information from fields.

Click Edit Personal Information from the Personal Information page. The Edit

ArEguncements

REszidcie

Crarnes Mip

Edit Pergonal Infosmalion

@ Personal information

" Fist Has:
ME&8E Haini:

" Las Maima:

" Eanal

Sawdeat ID:
@ Other information

!
Edwtation Level
Hirdedane:
Company:

Dt o P

b Tiils:

e
S &
.
I

e
arar =
oo
S
e s

Continued on next page
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Edit Personal Information, continued

Edit Your The table below details the entry fields on the Edit Personal Information page.
Information
fields

Personal Information

First Name: Edit first name. This field is required.

Middle Name: Edit middle name.

Last Name: Edit last name. This field is required.

Email: Edit email address. This field is required.

Student ID: Edit student ID as defined by the institution.

Other Information

Gender: Edit gender.

Education Level: | Edit education level.

Birthdate: Select birthday by clicking on the drop-down arrow and
selecting date values.

Company: Edit company.

Department: Edit department.

Job Title: Edit job title.

Address: Edit address.

Address: (cont.) Edit any additional address information.

City: Edit city.

State/Province:

Edit state or province.

Zip/Postal Code:

Edit ZIP code or postal code.

Country:

Edit country.

Web Site:

Edit the URL of the user’s personal Web site.

Home Phone:

Edit the home phone number of the user. The phone number

will display exactly as entered.

Work Phone: Edit the work phone number of the user. The phone number
will display exactly as entered.

Work Fax: Edit the fax of the user. The fax number will display exactly
as entered.

Mobile Phone: Edit the mobile phone of the user. The phone number will

display exactly as entered.
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Change Password

Overview

Change Your
Password page

Change Your
Password fields

Users manage their account passwords from the Change Password page. Each user
must enter a user name and password to enter the system. It is recommended that
users change their passwords periodically to ensure security.

Click Change Password from the Personal Information page. The Change Password
page will appear as shown below.

GOURGRD » HISTSM

[oemuncemis QN Chsnge Password
[
Cosran Documests Commplete this Tars W iesel yae passwenl.

e | ) '
" WEREFY PASSWORD: I

6 Submit

* - B ed F il rui Fawn Ewip

Ciick “Swbemd” 1 fnich. Click “Cancel™ o short this procees

Rzt

Coarms Mip

Emel) Rt

The table below details the entry fields on the Create Task or Modify Task page.

Reset Password

Password: Enter a new password for the user’s account. The
password must be at least 1 character and contain no
spaces or special characters. This field is required.

Verify Password: Enter the user’s password again to ensure accuracy. This
field is required.
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Set CD-ROM Drive

Overview

Set CD-ROM
Drive page

Set CD-ROM
Drivefields

Users identify the CD-ROM drive location on the current workstation to Blackboard
5 from the Set CD-ROM Drive page. The CD-ROM drive must be identified to
Blackboard 5 before files can be uploaded from a CD-ROM to Blackboard 5.

Click Set CD-ROM Drive from the Personal Information page. The Set CD-ROM
Drive page will appear as shown below.

LOUAGRS » HSTEX
moneee WlseicoRouone
@ Select COROM Ovive
o ey 73
oo —
[ -
e Chik Sl to rish. Click "Canoel™ o abiot this pracass
Coarms Map
Caneed ) Gaderdl,

The table below details the entry fields on the Set CD-ROM Drive page.

CD-ROM Drive Information
CD-ROM for PC: Click the drop-down arrow and select the drive letter that
maps to the CD-ROM drive from the list.
CD-ROM for MAC: Enter the CD-ROM drive location.
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Select Privacy Options
Overview Users manage their profile in the User Directory from the Select Privacy Options

page. Users choose to make information available through the User Directory. The
default setting excludes the user profile from the User Directory.

Select Privacy Click Select Privacy Options from the Personal Information page. The Select
Options page Privacy Options page will appear as shown below.

gounez: = wETen

Course Isfarmagion

Amscarcon

Gouries Map

& Submit

| _arouncoments Qi Sot Privacyoptons |

@ User Directary Status

m F  Maokie information awailable by public
m € Contact information

¥ may chomse b nelude any of fhas falowng from your ussr profile
F Einal sddracs
F  bodieas iStrea, Cily, Siata, D)
F iodk nkamnation (Gomparg, Dapanmant, Jab Tile, Wiork Phone, Work Fad)
F  addiiona Cantact Information [Hame Phone, Mobile Phara, Wab Sia)

¥ Bapsrd Fiald fur Fuen Eniyp

Select Privacy The table below details the entry fields on the Select Privacy Options page.

Optionsfields

User Director

Status

Make information
available to public

Select this check box to make information available to
other users through the User Directory.

Contact Information

Email address

Select this check box to make the email address available
to other users through the User Directory.

Address

Select this check box to make address information
available to other users through the User Directory.

Work Information

Select this check box to make work information available
to other users through the User Directory.

Additional Contact
Information

Select this check box to make additional contact
information available to other users through the User
Directory.

Blackboard Inc.

Page 109




Blackboard 5 Level One Student Manual Sudent Tools

Course Calendar

Introduction

Overview The Calendar tool allows users to add, view, modify, and remove events from the
calendar. Follow the steps in the Calendar section to perform functions.

CourseCalendar  Click Course Calendar and the Course Calendar page will appear as shown below.
page

LOURSES * HESTROD
[ wry calendar: View by Wiek
B oo
L LT
4 dayz-.2000 b
——
il
Course Man Mignday, Juby §
Tuwstlay, July &
Weednarday, ey 3
S30PM [ L Dylles Aipon &30 pm on &er Linms o
Thursdsy, Sy &
aam [0 Anwe Sharpn Aimod G100 am i

Continued on next page
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Introduction, continued

Available
functions

View Event

To use the functions available on the Calendar page, follow the table below.

To..

click ...

and time

view events for a specific date

Quick Jump to access the Quick Jump page.
From here, select a date and time and the
calendar will immediately display events for that
time.

month

view events by day, week, or

on a tab to view events for the current day,
current week, or current month.

view previous or future events

on the arrows to the left of the current day, week,
or month to view events for the previous day
week, or month. Click on the arrows to the right
to view future events.

view event details

on a calendar event to view details.

Click on an event to view event details. The Calendar: View Event page will appear
as shown below.

COUBSES FHETED

Course Documenis

Emiemal Liske

i i |

Cauree Man

[7] calendar: View Event

[E1LH

Stard Tome:
[ R
Calogong

Wadnesday, Jul &, 200
0630 Prd

06530 P

Course (HETE)

Leave Dulles Airport 5:30 pm on Aer Lingus
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Quick Jump

Overview

Quick Jump page

Quick Jump
fields

The Quick Jump page allows users to quickly view a portion of the calendar. Quick
Jump is useful when looking for events planned months in advance of the current
date. It is also useful for looking up the events of a past day, week, or month.

Click Quick Jump from the Calendar page. The Quick Jump page will appear as
shown below.

EEARS  HER TR0

MM o Catana cuick dump

m D Calendar Guick Jumg
Wieww Calendar everts far a spacilic dale |.'I'5' 'S-E'F:"l'.lll'll:.l the date and view bakin
m O Plaiie sl ha dale o wish @ooass
EESp (s E [ ERFwE
“ 1 Plense chomse the bppss of wew you wish b scoess fhe speciied date
Flstcrd 1k |
Coams i | ™ Monih

™ Wk
* Dy

B Submit

Cick “Sabemdt™ to frich, click “Cancel™ ta sbort this process ] Submic

The table below details the entry fields on the Quick Jump page.

Calendar Quick Jump

Please select the date | Click the first down arrow to select a month. Click the
you wish to access next down arrow to select a day and click the last down
arrow to select a year. The My Calendar page will appear
with the enter date.

Please choose the Click on an option to indicate the type of calendar view:

type of view you wish «  Month will display the month that the date falls
to access the in.

specified date ¢ Week will display the week that the date falls in.
¢ Day will display that date only.
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My Grades

Introduction

Overview Users can check their grades from within the course Web site.

Check Grade From the Student Tools page, users can click the Check Grades hyperlink to review
page user statistics and scores for a particular course.

COUNERE  HETSH

Check Grade

© User Statstics
[ [, 5
sy e

Amsesmen| Average EIN

Asgigrments
Tobal Podnis 30

I . scoce
Dale ] Eckin Bosilile e Al
Aegcarins
o Aug 10, 2000 Bonus Quz | 5 [Ty
A B, 2000 Irtahe-uranic o Histray Exann e B L
Aug S, 2000 Survey of fhe Trip b e barsd o [{TE) [TTeY
ey

The ! means the instructor has not graded the essay part of the

\%% assessment. When a grade is entered, you will see the final
score.
\’ 7/

Note:
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Introduction

Manual

Overview

fully utilize all the Blackboard 5 tools.

The Student Manual offers users a reference point and tool that will help students

Student Manual

page Manual.

Click Manual within the Course Tools area to access the Blackboard 5 Student

CCLImEES = HISTEOG

Saft Irdarmation

A psign mans

A= T et I B, B 1 - | e

Table of Contents

Chapter 1 - Welenme i Blackboard 5 I
Imtradmetiom e o A 3
B oy Blackhoand 5 Ovemiew o 4
PR [ilackbrord & Tabs Areas ... 1
Cosarse Weh Bl .
lilackhoard 3 Cateway ... 13
Inredistion .. ............ 13
Creating s Aogoosb ... o
Eniry Page ...ooooen.e 1&
Lost Pesssword Page.... 13
i A e s o,
Chapter 2 - User Tanls |
Intmoduciinn LA R B i Rl b L e B B e S vl
Ty o R et e O P 4
Anneuncomenis.. .. M
Calenhar..... ... I5
Clmmar s i ¥
Crisite or Mo fy it Eviest 1
L EEER L L K EraEEa i b ] [
Blackboard Inc. Page 114



Blackboard 5 Level One Student Manual Sudent Tools

Course Tasks

Introduction

Overview The Tasks page organizes projects, defines task priority, and tracks tasks status.
Users can create tasks and post them to the Tasks page. Each user can post personal
tasks to their page.

Course Tasks Task information is arranged in columns that display the priority, task name, status,
page and due date.

Click Tasks from the student Tools area to access the Tasks page. The Tasks page
will appear as shown below.

EOAEES = HETROD
[
Tt
 Course vocamerts e Jul 5, 200 )
e | o)
R
el |
e |
Fetsmcra 124 |
Ciaares Mg |
Available To use the functions available on the Tasks page, follow the table below.
functions
To... click . ..
modify a task Modify to access the Modify Task page for a particular
task.
remove a task removeto remove a task. A box will appear asking to
verify that a task should be removed. This action is
irreversible.
view the details of a the task to view details.
particular task

Continued on next page
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Introduction, continued

View task details

Click on a task from the Task page to view course task details. The task details
display the task name, due date, priority, status, and description of the task.

CCLImEES « HISTEO0

o [ Tormeti o

SHaff Intarmation

 cauree ocaments |
| inas kil
Coarss M

Tasks

i) Iyt Aimerscan Heseoy: Teen in hook repord
e Diate: W' 5 20000
Pripaly. Momal
Sratus: Wl Staried

A ok rapar on one of the e quired resdings is due July Sth
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Modifying a Task

Overview Students are allowed to modify course tasks, but are limited to modifying the task
priority and task status.

Createtask page  Click modify next to the task to modify. The modify task page will appear as shown
below.

OGRS » HETEO
@ Task information
Task T Tum & book repot

m Iresrrpsea- A bk report o one of the recprred readng= is dos July Sth

Coersa Informmlion

BTN © ek ovions
Fettrd 12 I
Casra b | Prinrsy Tonmal =]

Siate Fok Siartad =
g Susbamit

Click “Swbesdt” 1o fnish ar click “Casenl® 1o short

emenl) Ly

Continued on next page
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Modifying a Task, continued

Create Task The table below details the fields on the Modify Task page.
fields

Task Information
Task Title: Pre-populated with the task title entered by the course
instructor.
Description: Pre-populated with the task description entered by the course
instructor.
Due Date: Pre-populated with the task due date as entered by the course
instructor.
Task Options
Priority: Select a priority. The options are:
¢ Low (task appears with a blue arrow pointed down)
¢ Normal
¢ High (task appears with a red arrow pointed up)
The selected priority appears on the Tasks page.
Status: Select a status. The options are:
e Not started
* In progress
e Completed
The selected status appears on the Tasks page.
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Electric Blackboard

Introduction

Overview The Electric Blackboard allows users to save notes for a particular course within the
Blackboard 5 environment.

Electric From the Tools area, click Electric Blackboard to access the Electric Blackboard
blackboard page.
+} Inzh-American History Electric Blackboard for bsmith - Micr._. !E[E
m Electric Blackboard - HIST600
=
[
Click "Submit™ to finish. Click "Cancel™ to abort this process.
Cancel ) Submit )
[
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