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Introduction to Blackboard

What is Blackboard?1 It is an online course delivery tool that works in concert with a

web server. Blackboard adds features and functionality to a web server. Password protection,
ortline testing with automatic grading;neail, and bulletin boards are just some of the

features available within Blackboard for supporting online instruction.

Java Security Certificate

After logging in to the Blackboard Learning System, you may be

prompted to accept a Java Security Certificate. If you are prompted to
answer Run or Cancel, choose Run. If you are prompted to choose Yep
or No, choose No.
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Primary Levels of Permission

Permissions provide the ability to alter information on the server. There are three primary
levels of permissions in Blackboard: Administrator, Instructor, and Student.

The Administrator sets up courses and provides the server access to the designers and
students.Instructors can log in with their STARS user name and password and create,
modify and manage course contediudentslogin and see and interact with the content
assigned by the instructor.

Administrator 1 Sets up courses.

Instructor i Creates and modifies course content. Maintains complete authority within a
course to modify course content.

Student 1 Students can see and interact with content provided by the instructor.

Accessing Blackboard

As mentioned earlier, Blackboard is a wedised product. Anyone can access Blackboard

with an Internet connection and Netscape Communicator version 4.76 or higher or Internet
Explorer version 5.0 or higher. This is true for the administrator, instructor and students, and
is also true regardless of the location. A student can use Blackboard at work, home or in a
library or College lab.
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Accessing Blackboard

1.

In your Internet browser, go to the Jefferson College sitenat.jeffco.edu

Jefféréon ?

llege m g . | =

Click on theStarstab.

Enter yourStars User nameandPassword
provided by the Administrator, then click theg in button.

- My Aq t . N
Click the Faculty Tab. conthiiayes | Welcome vicaria L Morgan \

37.UC8 Academic Services Campus Happenings Library Help Student Faculty

In the My Courses channel, click
fiClick Here t0.0

The first time you access Blackboard in your course (each semester), you will need to set
Stars to see your course in Blackboard versus the SunGard default page.

1.

Click Edit to the left of the course you want to| & » Keyboarding on Microcomp
see in Blackboard.

(O SunGard (use SunGard's default class homepage)

Choose Blackboard, then click Save Changeq® assu

You can now click on your course name and tre
course will open in a new window using Blackboard.
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Copying a Course From WebCT

To copy information from a previous semester into your current semester
course:

1. Access the previous semester course by goimgfipa/pictor.jeffco.eduYou will need
to use your STARS user name and youlid@it birth month, date, year to log in.

2. Enter the course and click on Control Panel then Manage Course, then Export Content.
Click the button next to Export Course then Continue.

3. Click Control Panel, then Manage Files. Look for the file just created (this file should
have a | ong number starting with the CRN_C
30180200903 _COURSE_20090527073436.zip).

4. Click on the box to the left of the file name then choose Download at the right. Save the
file to your computer.

5. Return to STARS and click on your course. You should see three options (Set up a blank
course, Copy Content from another course, and Import Content from file). You want to
choose Import Content from File and Continue.

6. Click on My Computer, navigate to your saved fée 0180200903_COURSE_20090527073439.zip
and click Open. The import process may take a few minutes. When it is finished, click
Return. Click Done at the bottom of the screen.

7. You should now see your files from your WebCT class. Note: your tools will have been
moved to the left column (Tests, Mail, Discussion Board, etc.)
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Tool Categories

There are five different categories of tool features which can be added to your Blackboard
Course. These features can be combined to build dynantilceooourses. They can be
accessed through tidanage Course, Designer Toolbnk at the left of the screen (in Build
mode).

Organizational Tools

Calendar - Allows students and instructors to exchange information
about class events quickly and effectively.

Search - Allows students to search for content in the course.

Syllabus - Used to provide course requirements, objectives, and policies

(not advisable for us&@ recommend to upload as a file

Communication Tools

Announcements - Post important information in a central location.

Chat - Chat with other users in the course in real time, or use the
Whiteboard to display images.

Discussions - Post and respond to messages on specific topics.

Mail - Private ircourse communications studedotstudent or
studenito-instructor.

Roster - Students can add their own profile. Students can view pro

files for course members.
Whoo6s Onl tGhatwith others who are logged into the class.

Student Learning Activities

Assessments - Create quizzes, sefésts, and surveys.

Assignments - Create assignments for Students to submit online. Students
can work independently or in groups.

Goals - Create goals that list the qualitative and quantitative

performance expected in your course.
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Tool Categories (cont.)

Content Tools
Learning Modules

Local Content

Media Library

SCORM

Web Links
Student Tools

My Files

My Grades

My Progress

Notes

Recommended Tools

- Organize and present content and activities to Students.

- Allows students to easily access large files from a portable
medium, such as GBOM, instead of downloading the files

from Blackboard.

- Create a glossary or image collection.

- Import SCORMcompliant packages, or modules, to be used
as course content. SCORM modules can be added to the Home
Page, other folders, and learning modules.

- Create links to Internet resources.

- Allow students to store their own files.

- Allow students to check their grades.

- Allow students to track their own progress.
- Allow students to take notes.

Discussion Board Whole Class & Group

Videos
Assignments

Online Testing (Assessments)

Email
PowerPoints
Gradebook

Links to websites

Updated 3/23/09
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Adding Tools to a Course (Calendar, Chat, Mail, My Grades, etc.)

Note: When you first open a Blackboard course, you can
choose the tools in which to use. The following directions are
to be used if you are adding tools after the initial setup.

& Designer Tools

1. From the Build Tab view, clicManage Courseunder € Manage Course
DesignerTools. File Manager

Grading Forms

] <
= Selective Release

2. Next, click on the Tools link.

3. Click on the box next to each tool you wish to add (note, you can now add more than
one tool at a time).

4. Scroll to the bottom of the screen and click 8avebutton.

5. Click on the Add button. The tool(s) you added will now will appear on your
homepage.
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Uploading Files into Blackboard

—
Creating a course syllabus using MSWord

1. Start the MSWord application.

2. Type the information for your syllabus in the MSWord document.
(Office 2007).

3. Under the Office button, seleSave aghen choos&/eb Pageunder Save As Type

4. Provide a name for your syllabus in thige Namefield and click on th&avebutton
Blackboard Course

Do not place spaces or characters other than letters or numbers in the file name.
MSWord will format the information correctly to be used in Blackboard.

Placing a Syllabus, or other html files, pdf files, or PowerPoint files in your

1. Login to your course and go to your course page. If you want the file to be placed in
a folder, then you must next navigate to the appropriate folder

2. Click Course ContentunderCourse Tools

&) Course Tools

P & Course Content | ¥
3.

Q Discussions
£ Mail
Click Add File then clickBrowse for Files

B Add File %

]

4. Next, click onMy Computer.

My Computer

E
Browse for Files

Click on the file then cliclOpen.

B Create File
5. Navigate through your computer and find the file you wish to add to the course.

or the folder you placed it in).

6. The file is now added to the course and the appropriate place (either the home page

Note: It is recommended that you save Word documents,

Smart Notebook documents and PowerPoint files to an Adol]
Acrobat file (.pdf) to upload into your course.
Updated 3/23/09
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Using E -mail in a Course

1. Click on theMail link underCourse Tools Thi s action will open BI
feature.
2. Click on theCreate Mail link. Clicking on this link will Mail: Inbox

open theCreate Messageavindow.

| Create Message |

3. Click on theBrowse for Participants button located above the To: field. Only students in
the course will bdisted in this window. Click the box next to each student you wish to
email. You also have the option to send a carbon copy and a blind copy.

4. Type in aSubjectfor your message.

5. Complete the body of the message and click ors#relbutton.

Checking E -mail for Messages
The mail link under Course Tools will display a green asterisk wher|& wmail 0]
have received new mail.

Click on theMail link. This opens the Blackboard mail feature. New mail will have a bold
subject line. Click the subject line of the message and it will open the email message into a
new window.
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Creating a Discussion Topic

1. Click on theDiscussiondink located under the Course Tools.
The Blackboard Discussion feature opens.

2. Click on theCreate Topicbutton.

| Create Topic

TheCreate Threaded Topicdialog windowopens.

3. Type the title of the topic in the first box. You also have the option to type a

description for the topic in the second box.

4. Scroll down to the bottom of the screen
theGrading area. If you want the topic t¢
be a graded item, you can click the butt
next toNumeric Grade and fill in theOut
of box. You can also add a title for the
grade book column title and choose to
release the grade to your students.

5. By default, students are able to edit theilr@
messages once they have posted them.

If you wish to change the default
setting for your course, click the
double down arrows next fioopic
Behavior Options. Click in the box

Grading
® Topic is not gradable
Allow the topic to be graded
O Numeric grade: Out of

O Alphanumeric grade
O Grade by Grading Form:

Grade Book column title:
Release grade to Students in My Grades

A column is automatically created for this topic in Grade Book

Topic Behavior Options (Expand this area to see more options.)

(2) Topic Behavior Options (Expand this area to see more options.)

Student Posting Rules
® Students can post messages and reply to messages
O students can reply to messages but cannot post messages
O students can post messages but cannot reply to messages
Students can edit their messages after posting them

next toStudents can edit their

O Lock this topic for Students (Section Instructors can post in a locked topic)

messages after posting thenf you

do not want students to be allowed to edit their messages.

6. Click Save.

Posting a Thread in the Discussion Board

1. Click on theDiscussiondink located under the Course Tools. The Blackboard

Discussion feature opens.

2. Click on the Topic in which you wish your thread to appear.

3. Click theCreate Messagdutton.

4. Type your subject and message in the respective boxes.

5. Click thePostbutton when you are ready to post the message.

Updated 3/23/09
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Installing the PDF Add -in for Microsoft Office 2007 Programs
First, see if you have the PDF add -in already installed:

1. Click on the Office button

2. Click Save As

3. If the PDF aden is already installed on your computer, you will see PDF or XPS as
one of the available file formats.

If you do not have the PDF add -in already installed:

1. If you do not see PDF or XPS as one of the available file formats under Save As, click
A Fi

If
Findnasdd or other fil formats. o
2. You will now see the Word help window. Scrol
down until you see Microsoft Save As PDF or XP|S
Add-in for 2007 Microsoft office Programs. Click on
the link.

3. You will now see an internet browser window open. Click Download, then click Run
and click Run one more time.

zzzzzzzzzz

4. Click the box to accept the Microsoft Software License
Terms, then click Continue.

((((((((( S s sl s T =

5. You will now receive a window stating
that the installation is complete. Click Ok.

Once the PDF add -in is installed:

You are now able to click the Office button, Save As then choose the PDF or XPS format.

NOTE: If you have any difficulties during your installation
on your office computer, please call Kari at ext. 182.
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