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September 20, 2007

Off and Running!
A Basic Workshop-Booklet to Get You Up and Going Quickly

On Blackboard
Part I

Getting Started in Blackboard: Logging in, Setting up a Menu, Uploading Documents
Note that since the original writing of this workshop/booklet help with Blackboard is available not only from us—David Tipton (dtipton@spalding.edu) & Jan Poston (jposton@spalding.edu )—but also 24/7 at www.spalding.edu/itsupport or by calling 1-866-604-5605.

Purpose of the Workshop-Booklet.
This booklet training session is not intended to cover all the dimensions and capabilities of the Blackboard Academic System, but rather to acquaint you with just those areas and elements you will need in order to develop quickly and use efficiently an online electronic extension of your daily classroom.  Essentially, you will learn to configure your online course menu to your particular needs, add and remove students from your roster, upload and/or link to articles important to your class, create online tests that are scored and entered into an electronic grade book by the system, receive and send back papers through the system, and manage a discussion board and virtual classroom and office hours.

While you will learn much more by way of your own exploration later, we strongly recommend that you purchase two very helpful items, Blackboard for Dummies (and ignore the brief pooh-poohing review on Amazon that some disgruntled reader gives it as it is truly a very helpful reference and resource for learning the system) and a 6-page quick resource titled Blackboard Learning System Release 6.1, Instructor’s Edition, by Quick Source, also available through Amazon.com.  
Finding Blackboard on the Web.
The web address for Blackboard here at Spalding is bb.spalding.edu, which you can also get to from the Library and University web sites.
NOTE:  The system is on a secure server, meaning that only those with accounts (students, faculty, staff of Spalding) can actually log-in to it.  As something of a consequence, you will often get pop-up security boxes, imparting such information as “You are about to view pages over a secure connection” or “You are about to leave a secure area. Proceed?” and other such advisories.  Always click “Yes” or “OK”; otherwise, you may not get to a section you need to see or work in.

A Note on Log-ins to the System.
The initial user name and password you’ve been given by the System Administrator and Assistant are both the same, like your Spalding user name twice, e.g., icrane (user), icrane (password).  It is critically important that you change your password after first log-in—why and how to do this is the first thing we will do here.

The Blackboard Opening Screen.
The system opens to the “My Institution” screen after you log in (if yours happens not to, click on the Institution tab near the top of the screen).  Here’s how the page looks:
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The labels identify the important sections of the Institution screen.  
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The item we’re most interested in at this point is the last one on the Tools list, the Personal Information link.  Click on it now to bring up its menu.

Of the six items, the first and second will be the most important to you.  Right now, we’re most interested in the second, “Change Password,” because your start-up password, identical to your user name, is very easy to discover.  Once discovered, private grades in your grade book could become public knowledge or, worse, altered easily; also, any outsider knowing your password could as well eliminate eliminate all entries in your gradebook.  So click on “Change Password” now and enter a new password into the box beside “Password” and again into the box beside “Verify Password.”  IMPORTANT:  The safer passwords are always a combination of characters and numbers, so include a number or two in whatever word you come up with.  After entering your new password, click on “Submit” at the bottom of the page.  Then click “OK” on the success page that comes up next.

Finally, let’s check the first item on the Personal Information list, “Edit Personal Information.”  (Note that you can’t actually edit information yourself—only we as System Administrators can.)  Verify that your Spalding email address is included (and correct) as shown in section 1 of this page; if it’s not there or is not correct, let us know.  Your email is how students, System Administrator and Assistant Administrator, and (at times) the System itself communicates with you.  It is important that this be included and that it is accurate.  Once that’s checked for, check for your official Spalding ID number. This always maintains your identity in the system as unique, even if someone else should happen to have the same user name (which, while unlikely, could happen).  If it’s not there, notify us so it can be added to your account.  When finished with this check, click the “Cancel” button at the bottom of the page, which should return you to the area of Blackboard you were previously in.

Touring Your Course Site’s Opening Page
You can get from here to your opening course page by either clicking on its link on the right-hand side of the Institution page or by clicking on the “Courses” tab at the top, next to the Institution tab, and clicking it in that list.  The opening course page looks like this:
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As you can see, the page is set up in nice, neat divisions.  
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The large space, where the latest announcement is, is the area where many of the documents will open for reading and/or printing out as well as tests for taking by your students.

The thinner pane on the left is the navigation and resource menu, where you describe and give assignments, upload documents, give tests, etc., and where students access all these materials.  Below it, in a block by itself, is the Control Panel, which, for you, the instructor, is the heart of the program—in terms of modifying areas (such as the menu and even how the program looks), uploading and removing documents, setting up tests and course evaluations, creating discussion forums, holding virtual lectures and office hours, etc.  The whole of Blackboard essentially pivots around these two key areas.

Working with the Control Panel.
Click on Control Panel.  When it opens, you’ll see that there are six major areas to it:

· Content Areas

· Course Tools

· Course Options

· User Management

· Assessment, and

· Help
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To get a sense of the Control Panel and how it works, let’s begin by creating an announcement.
The tool for creating an announcement is in the second block of the Control Panel.  Click on it now and then click “Add Announcement” just under the page title on the left.

Note that the module consists of 4 parts:  1. Announcement Information, 2. Options, 3. Course Link, and 4. Submit.  In part 1, the Subject field has a red asterisk, meaning that it is required.  So, to begin making your announcement, always start by giving your intended announcement a name.

Now begin writing a brief announcement of some sort.  Note that you have tool-ribbon icons (for boldface, italic, centering, left and right align, font, font color, etc.) much like Microsoft Word, even though this editor you’re working in is in fact a GUI web page maker.  Use any of these formatting tools that you may wish in this exercise announcement.

When you have finished writing, go to section 2, “Options.”  Set the dates for the duration of the announcement as today through a week from today.  After the last day specified in the “Display Until,” the announcement will disappear.

Generally, ignore section 3, “Course Link.”  This is usually not needed here unless the announcement is for an altered or new assignment and you want to use the course link to where it is so the students can immediately open it and look at it.  This section, how- ever, is of great importance in other areas, such as the uploading of documents, which we’ll look at soon.  Meanwhile, here’s a screenshot of the Announcement input screen. document uploads.
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Section 4 holds the “Submit” button.  Important:  You must always click “Submit” after uploading or creating something, whatever the section; failure to do so will result in total loss of your work!  Click it now to save your work and have it display when accessed.

When the “Success” page appears, click “OK.”  To check the Announcement’s success and its appearance, click on the course link for this course on the left near the top of the screen (it’s directly under the “My Institution” tab).

Menu Design.
There are many ways to organize the parts and pieces of your course, and you will design a layout that is most comfortable with your sense of your course.  The main and important thing to keep in mind, however, is that the menu representing your course and all its areas and parts is the key navigation and access device for your students and should be designed as logically and intuitively as possible.
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The menu management tool in the Control Panel lets you keep or remove any and all elements of the default menu (which is what your practice program shell comes with), as well as rename areas and add any areas (under any name you deem right and useful) you want to.

For the purposes of getting a sense of the menu management tool and some ways you can use it, we’ve established one version of a menu for you to try your hand at.

The menu that appears when you first open your Practice Course is as the list on the left; we will alter it to look like the list on the right:

Announcements


Announcements

Course Documents


Syllabus

Staff Information


Assignments 



Assignments 


Course Documents

Discussion Board


Discussion Board

External Links


Assessment


Tools






Books






First, after you’ve clicked on the menu management link in the Control Panel and the editing view of the menu contents comes up on screen, find Staff Information in the list and remove it (you’ll find a Remove button on the right-hand side of the page to click).  Do the same thing for Books and External Links.

Next, we want to add a new element to the menu, Syllabus.  The process of adding an item is simple.  First, click on “Content Area” on the Add menu running along the top of the menu-edit screen.  Second, click the Down arrow of the entry box beside the Name label.  Third, find Syllabus in the drop-down list and highlight it.  Fourth, click Submit at the bottom of the page and then OK on the Success page.  (NOTE:  For items you do not find in the drop-down list, simply erase whatever is in the secondary box under the Name box and type in what you want, in this case “Syllabus.”  What you type in will appear in the box beside the Name label and will be available there next time you want to add this to a menu.)  Finish up by clicking Submit and then OK. 

You have now altered the menu by removing three items and adding a new one.  You can check this by clicking on the small course link at the top and to the left of the menu-edit screen area (it’s just under the “My Institution” tab).

The last remaining bit of menu-editing business we have (before we start uploading) is to put the menu items into the order we want them in, e.g., Syllabus should be at the top, right under Announcements, and the rest can be better sequenced.  This is about as easy as it can get.  While you were removing and adding items, you probably noticed how each menu item has a number to the left of it, along with a drop-down[image: image14.png]2 Blackboard Academic Suite - Microsoft Internet Explorer
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 arrow.  Clicking on the down arrow, you’ll see a long list of numbers, enough to accommodate however many items you have in your course menu.  To change the position of any, just highlight the number you want it to be, and the program will show that number in its box and reorder the item according to the new number that it has.  Now that you know how to order your menu items, go back to the new list as represented on page 5 (the one on the right) and order the items of the edited menu to reflect the order in the newly created list of items.

Uploading Materials to Your Course Site.
The process of uploading materials to your course site is simple, straightforward, and fairly quick—not at all unlike attaching a file to an email.  Most of the time, you’ll be loading to Course Documents  So, to begin, click on either Course Documents in the menu or in Control Panel(Course Contents.  (If you click Course Documents, look on the right side of the screen for “Edit View” and click on it.)

· Type in a name for the document—the title in most cases—in the Name box (note the asterisk, meaning it’s required), go down to Section 2 for attaching a file, browse to that file’s location, highlight its name, and click “Open” in Window’s dialogue box.  That box disappears, and the name and path of the document appear in Blackboard’s file name box.  


· Next, the program provides a type-in box for you to name the link to this file.  You could type simply “Click here to open.” or “Read it” or the document title.


· Finally, scroll to the bottom of the page and click on the Submit button; then, when the success page comes up, click “OK.”

This is the process, and its purpose is to make for easy uploading of a document to the system and create a link to it for opening in the large, open screen area just to the right of the side menu.  NOTE!!  For your own or others’ Word writings, before uploading, always save Word 2007 documents under the Save option of Word 97-2003 so that students not having 2007 on their computers will be able to open them. 
Also, be aware that while it is possible to post an entire document to a content area rather than simply refer to it by way of a link, we discourage you from doing this for these reasons:

· A created document is formatted (i.e., layout, paragraphing, font type and size, etc.) according to the word processor environment of its creation, like Word.  When you attempt to copy and paste it into Blackboard’s visual editor space, the original formatting is partly lost and partly altered, usually; this is because Blackboard’s visual editor, while very much like Word’s in its direct use, is actually the environment of a web page, which is quite different in formatting and operation from most word processors, causing distinct (and quite ugly) differences between a paper’s original format and the format that occurs after pasting.


· If you have more than one document to include in a given content area, pasting each full into that space creates an overlong content area, with each full document lined up one after the other.  This is not only ugly; it also creates for the students endless scrolling to find what they need and extra pains to print out one item among all of them.

With all this in mind, we will now do our first upload of a document—the course syllabus.  NOTE:  We’ll be using “SampleSyllabus.doc” on the 3.5” disk by your computer, so insert it into the A: drive now (or, if you’re doing this on your own, outside the workshop, find the syllabus for your own course on your hard drive; if you do not have such, find any document in your My Documents folder for stand-in use here).

As with Course Documents and other content areas, you can access the editor/upload screen by clicking the name of the content area in the Course Menu.  Click on “Syllabus” at this point.  The following screen will come up:
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The screen, or folder, as it is, is empty the first time you access it.  To begin using it, click on the “Edit View” in the upper right-hand corner.

This will bring up a screen (pictured below) where you will choose the type of content that you will be putting in, including (if wished) information about the element to be uploaded or created, create a link to it, and submit it all to the system.  The editor-upload screen looks like this:
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As you can see, there are a lot of add options available. This Add toolbar is standard and appears in all the content and course tool areas that you wish to add items or folders to. Clicking on any one of them will bring up the Visual Editor screen you will use in order to upload and link to a new item for the area you are working in.  Click now on the Item icon of the Add menu.

The new screen, as you see, consists of four separate sections—the first (this one showing) is Content Information, where you provide a name for the new item and, if you wish, a brief description of it.  The name of it, again, is a required field.  Text area information is not required, but it can be handy and helpful for students, such as guiding the reading of the document. 

Scrolling down a little way, you’ll find section 2 of the screen, “Content,” which is where you (1) select by browsing your computer folders the file to be uploaded and (2) type in a link name for it.  

The first thing you will do on this screen is click the browse button, which will let you find your file on your hard drive or other disk and also to specify automatically the path to the file and the file name.  Next, you’ll give the link to your file a name, which can be something as simple as “Click here.”   At this point, browse to drive A (or your hard drive), find the SampleSyllabus.doc (or your actual syllabus or some stand-in file for it) and highlight it, and click “Open” in the Windows dialogue box.  When that Windows dialogue box closes, note that the path and file name now appear in Blackboard’s browse input line.  Now, go down to the middle box and type in “Click here to read.”

The third section, “Options,” essentially allows you to make the document available or not to the students or to define a period of time when the document will become available and a time for its availability to end.  Normally, you would leave the availability option set to “Yes,” the default setting.  In some instances, though, you may want it set to unavailable, such as if you are keying in an item by hand into the text area and don’t want it visited until completion.  One other setting in this section is the middle one showing in the screenshot, “Track number of views.”  It is set to “No” by default.  But if you’re interested in keeping track of the extent to which an item is being accessed (which does not mean necessarily read), then change this setting to “Yes.”  Finally, if you want to define a time period for an item’s availability to students (for, say, encouraging them to both read it at all or read it by a certain date), then check mark the “Display After” and Display Until” boxes and set the range of time you are allowing it to be visible and accessible to students.

The fourth and final section is, of course, the standard Submit button.  Again, you must click this to save your work and get to the “Success” page, where you click “OK.” 

Setting up Assignments and Course Document Folders.
Now that you’ve seen how to use the upload feature, it’s time to go ahead and set up your assignment and course document folders.  Note that the organization strategy in the following activities is only one way to set up a course.  There are essentially as many ways to do it as there are instructors and philosophies of pedagogical philosophies.  The one we’ve adopted is straightforward and certainly not fancy; but it would be an effective one for students to follow and for you to keep track of all items you have loaded into your course.  It also provides an excellent opportunity for some hands-on application of what you have seen and learned thus far in layout and basic functions of Blackboard.  From this point on, we’ll proceed simply by topics and activity instructions under each.

Set up Folders in “Course Documents.”
1. With your course site opened, click on “Course Documents” in the site menu.


2. Click on “Edit View” in the upper right-hand part of the page.


3. When the Edit page opens, click on “Folder” on the Add bar.  This will open the Visual Editor, where you will name your folder and add any descriptive text (in the large, open typing area).  Note:  Remember that you can put the folder name in colored font if you wish.  Name the folder Week 1 (though in your actual course you can name your folders after progressing themes or sections of the course).


4. Scroll down the page and click on the Submit button.


5. Repeat doing this until you have 6 folders, one for each of the six weeks of the term.


6. Return to the Display view (what the student would see) of the Course site.

Folders for the Assignments Folder
In the Display view, go to Assignments in the Course menu and click on it.  Make the same folders you made for Course Documents for Assignments.
Folders inside a Folder
Yes, you can do that in Blackboard!  What we want to do now is make a series of folders located inside the folder for Week 1 (and by extension the same would be done for all the other folders inside the Course Documents folder).

1. Click on Course Documents in the site’s menu, which will display all the folders you’ve just created.


2. Now click on “Edit View” again, upper right-hand corner.


3. Click on the folder for Week 1.


4. Now inside the empty folder for Week 1, make four folders named, respectively, Monday, Tuesday, Wednesday, and Thursday.  Such folders would be made for each of the other weekly main folders, but for now we’ll work just with Week 1.

5. Choose now the Monday folder and open it; click Edit View. Inside the Monday folder make these folders:  Readings, Activities, and Papers.

6. When finished with each in turn, click on the Submit button at the bottom of the page, and when all are made, click Submit a final time, then OK on the Success page.  You have now added three folders as the contents of the parent folder named Monday (of Week 1).


Loading Articles and Other Reading Materials into Deep Folders.
1. Insert the 3.5” disk no. 1 into the A: drive (or be ready to find a stand-in document on your PC).


2. Click on “Course Documents” in the course menu on the left.  When the page opens, click on the folder named “Week 1” and then on the one named “Monday,” and finally on “Readings” inside it.

3.  With “Readings” open, click on “Edit View” in the upper right of the screen.

4.  On the Add bar, click on “Item.”

5. In the work screen that comes up, type in a name for the document you are about to load.  Note that this is required, and should be simply the title of the document.  Next, in the text area below the title input space, you can put in a brief description of the piece or advise the student things to be aware of in reading it—such is optional, not required.

6. In section 2, browse to the place on your computer where the file to be upload resides.  In this case, with the 3.5” disk in the A: drive, or for a file on your hard drive, navigate to that drive, locate the document “Preliminary Considerations.doc” or any document from your PC and double-click on it so that its path and name will be entered into Blackboard’s file-name box.

7. In the next box under the “Attach Local File” box, type in a name for the link that will open this document.  You can simply type “Click here to read.”

8. Note that the third and last area of section 2 is “Special Action.”  It is set by default to “Create a link for this file,” which, in this case, is what you want.  At other times you may want to use one of the other settings, such as “Display media within this page” (which is like video clips, PowerPoint, etc.) or “Unpackage this file” (meaning unzip a zipped file).

9. In section 3, “Options,” you make the file available or unavailable (it’s set to “available”) and indicate whether you want to track viewing of the file, which is a good thing to set to “yes” for getting a view of overall student visits to the document.  Finally, you can set a beginning time and ending time for the document’s availability—from a beginning date and time to an ending time for its access (which could be useful for forcing students to read all the course material you’ve uploaded).

10. Finally, don’t forget to go to section 4 and submit your work.  If you fail to do this, all the work you’ve put into this page will be lost and students will never see this document.

Now that you’ve walked through uploading a Word document (and it three folders deep), upload now to the same area the .pdf document on disk  2 or use one you may already have on your C: drive.  You do them the same way.

Special Note:  Until such time as Adobe Toolbox (which includes the .pdf file maker) is installed on the computer or copier of your school or department’s Administrative Assistant, you can use the photocopier in the Learning Resource Center to scan journal articles and other published materials to .pdf electronic files and then send them via email to your campus email account.  If you have never done this before, Kathy Reesor or her assistant, Frank Collazo, will show you how it’s done.

Setting up Folders for the Assignments Folder
In the Display view, go to Assignments in the Course menu and click on it.  What we want to do now is make a series of folders like the ones made for Course Documents.

1. Click on Assignments in the site’s menu.


2. Now click on “Edit View” again, upper right-hand corner.


3. Click on the folder for Week 1, then click on “Edit View” in the upper right-hand area.  Make the same set of folders, Week 1-Week 6, you made for Course Documents and inside them the folders Monday-Thursday.


4. Make the following folders for inside of Week 1, Monday:  Readings, Paper, Test—and/or any others you deem necessary for your course.


5. Such should be in each of the other weekly folders, though we won’t actually do them for this exercise.


6. Having made these folders and returned to the display view of the course (what the student sees), now open Assignments in the course menu.  Next, in the larger area, open “Week 1,” then “Readings.”  Click on “Edit View” in upper right area of the screen.  On the Add toolbar, select “Item.”  In the small space for title that’s provided, type in “Reading Assignment for Monday.”  In the larger typing space, type in any particular or specialized instruction or description, such as—

NOTE:  Reading folders of each week always contain a study guide of some sort or other, like notes to the lecture, study questions, a lecture outline, etc.  These will not be referenced specifically in the Readings Assignment folder but they should automatically be included as part of each week’s readings and as well read first.
Read chapters 1, 3, and 5 from the course text.  Additionally, read the document titled “Preliminary Considerations” in the Course Documents Week 1 folder.
Continue adding “Reading Assignment for…” each of the other days as other items in the “Reading” folder.


Now go back to the main folder (enter Display mode) and click again on “Assignments” in the course menu.  Open again “Week 1” folder, then “Monday,” and finally the “Papers” folder inside of Monday.  Click “Edit View.”  We’re gong to add a paper assignment.


To add a paper assignment, scroll right and find on right side of the Add toolbar the “Select” box, which is a drop-down list. Click the down arrow and select “Assignment.”  When it’s highlighted, click “Go.”  The input screen will come up, with the standard 4 sections.  Be sure in section one to give the assignment a title, like “Reflection Paper,” and type in the number of points it’s worth just under the title box.  Give brief instructions and the date the paper is due in the large text area (if you’ve already typed this information in Word and intend to upload the full instructions, then you should skip typing anything into the large text area).  In section two, click the button to the right of the input box to browse to where you have stored your instruction sheet on your hard drive (this would normally be “My Documents” or some specific folder you’ve made inside “My Documents”).  The browsing displays the path and file name in the input field for uploading to Blackboard.  Just under this input box, type the name for the link that will open this document when clicked on—it can be something simple, like “Clear here to read.”  In section three, make sure that “Available” is checked “Yes.”  Also, click on “Yes” for “Track views,” so you can see if all are accessing the assignment.  Finally, in section four, be sure that you click on the “Submit” button—failing to do so or accidentally hitting the “Cancel” button will lose all your work!  Note that in using the “Assignment” manager from the drop-down box, this assignment will now automatically be added as an item in your grade book.

All this, of course, has just been a sample of one way to set up a course—i.e., by a weekly progression.  You will want to set up your course according to your perceptions of the progression—it may be by theme, by unit, by your identification of the main chapters in the text book you’re using, etc.  And that’s the organization you should follow instead of this strictly time sample.  But whatever you choose as your organization principle, the overall point is that it should be clearly logical, straightforward, and intuitive as possible.  And remember to use folders to organize the readings and assignments of your course.  And however you do it, whatever way you go, you should  now have a general picture and understanding of the Blackboard system and how to set up menus and load materials to it. 

This concludes the first part of this booklet on Getting Started with Blackboard.  See you in Part II!

Off and Running!
A Basic Workshop-Booklet to Get You Up and Going Quickly

On Blackboard
Part II
Communication and Assessment Tools

By Janice Poston
Communicating with Students Using Blackboard

There are many tools available on Blackboard that allow you to communicate with students.  These same tools also allow students to communicate with each other greatly enhancing learning.  The links for these are listed in the Tools section of the course menu under Communication.  Click on Communication to view some of these options such as Collaboration, which allows you to meet with the entire class in the Virtual Classroom at specified times or individuals in the form of a chat.  

      Using the Virtual Classroom, students and faculty can meet from anywhere there is an Internet connection as a group at times specified using the Control Panel.  Announcements may be posted regarding these meetings, especially in cases where inclement weather or disaster has suddenly led to a regularly scheduled class being called off.  Office hours will allow you to meet with individual students or small groups of students using the chat feature.

This feature operates in the same manner that all chat functions do.  These meetings or lectures may also be easily recorded or archived for future reference.  Students who have emergencies and miss a lecture could access these archived sessions.  If you are not familiar with chatting, it might make you more comfortable to join some online chats or even play some games to become familiar with the multi-tasking and deluge of text you may face in this online environment.  In actuality, using the virtual classroom is really quite easy once you become familiar with it.
Before using this tool, it would be wise for both you and students to download the latest version of Java Runtime Environment (which is fairly quick and easy to install from java.sun.com/j2se/1.4.2/download.html) so that you and they will have the plug-ins needed to run the chat or virtual classroom.  It is possible to click on a link and download the plug-in at the point of need, but this is similar to having to rewind a tape or search for a transparency while the class is waiting and takes valuable time often not available.  In the case of students they may miss vital information while the plug-in is downloading.  

Now that it is clear what the purpose and capability of this Blackboard tool is, let us set up a virtual class meeting and office hours.

Setting It Up

· Click on Control Panel and go to the Course Tools section (second main box on the left-hand side of the screen).
· Click on Collaboration and then on the line beginning with Lecture Hall click on the Manage button.
· If you will be doing a session or lecture on a specific topic or for a specific purpose you many specify that in the session name in Section 1.  Otherwise, simply use the default name of Lecture Hall.
· Several sessions may be set up, depending on the class needs.  To add another session, simply click on Collaboration Session.  (Note that if you will be recording or archiving sessions you should use the Collaboration Session option and give a different name to each session to avoid sessions being overwritten.)
· The next section, Schedule Availability, is where you will select the date range that the Virtual Classroom will be available.  You will click on the box in front of Start After and also the one preceding End After and use the drop-down menu boxes for dates and time of day.  Important:  Days of the week are not an option you can specify so use the Announcement tool to make an announcement regarding the day(s) you will meet to avoid any confusion.  
· Available is set at Yes so as soon as the Start After date has been reached students will be able to access the Virtual Classroom.
· Section 3 is already set at Virtual Classroom for the Collaboration Tool.

· Go to section 4 and be sure to click on Submit to add this to the system.  Click on OK to return to the Collaboration page.  Your virtual classroom is ready!
· Office Hours are set up in the same way except that you go to the Office Hours line and click on the Manage button there.
· Follow the instructions above except choose Chat under Collaboration Tool in Section 3 of the page.  Your virtual office is now ready!

Accessing a Session
After clicking on Collaboration (available from the Communication item of the Course Menu) to get to the virtual areas, simply click on Join beside the Virtual Classroom, Office Hours, or any named session. 

· If nothing happens after you click on Join, click on the link for an “accessible version” (though it is not a full version of the classroom but will permit chat).  Also note that the virtual chat or classroom screen sometimes comes up behind the current screen, requiring that you minimize the current screen to see it.
· If you have to select the “accessible version,” check to see that you (1) have pop-up blockers turned off, (2) the security level on your computer set to no higher than “medium” (though “low or low-medium” is recommended for your sessions), and (3) have the latest version of Java Runtime Environment, 
Pieces and Parts of a Session

Once you click on Join for the Lecture Hall, the Virtual Classroom screen appears.  This screen has many different sections (displayed under Tools on the left) and can seem overwhelming at first.  Note that clicking once on any of these tools causes an arrow to appear along with options in the middle of this column.  Clicking on any of these options twice will display their contents, allowing you to enter text, raise a question, etc.  The tools and what they do are the following: 

.
· The first is Map, which allows you to display a map of the course and all its sections to users; you have the option of deciding which sections to display.  Click once with the left-mouse button to display all the sections of the course.  Double-click once on a section to display its contents.
· The next listing going down is Whiteboard, which is a large space similar to a chalkboard.  Click on it once with the left mouse button to display tools in the middle of the left-hand side of the screen.  You will use these tools to write text of all kinds here as well as formulas, equations, etc.  The tools include a T for text, an E for equations, shapes, etc.  The arrow at the beginning of this toolbar allows you to select what is on the Whiteboard and delete it using the X at the top of the whiteboard space on the right-hand side of the screen.
· The third section going down is the Group Browser that allows you to display a website to all users.  Click on Group Browser and type the address in the Enter Address box that appears and click on Go.  The next section is Ask Question. 
·  Type a question in the box and click on Send.  Questions will go into the Question Inbox.
· The next section is Question Inbox.  The question as well as who sent it will be displayed to all users.  To respond to a question, click on the small backwards arrow that appears on the left directly under Question Inbox.  Note that a new window appears where you may type your answer and click on Send.  To respond privately, click on the box beside Private.
·  Next appears a list of all participants currently in the room.  Highlighting their name and clicking on I will give you information about them.
· Highlighting their name and clicking on the arrow beside Private will allow you to send a message that only the individual student and not the entire class can see. Hey, students can get rowdy online also so this may come in very handy indeed!
· Now let’s look across the top of the screen.  Across the top of the screen will be a Toolbar that allows you to control what features are available to users in the chat room (Controls), to have breakout sessions (Breakouts) with specific groups, and also the means for you to record a session (the four buttons in the upper far right-hand corner). 
· If you plan on recording a session, it will be best to give each session a name, during the set-up process, which readily identifies it, such as dates or topics covered.  Please note when recording that it is not possible to record for long periods of time, such as a day, because the system needs time to refresh.
· The first button looks like a circle.  Click on it when you want to begin recording.  The next button going from left to right looks like two columns and will pause recording.  The third button that looks like a square will stop recording.
· Finally, beginning in the middle of the screen, under the Whiteboard, and going over to the right-hand side is a large blank space where whatever is typed in the Compose box at the bottom of the screen will appear for the entire class to see.  Anytime you wish to interact with the entire class, type text into the Compose box and click on Send. 
· Information may be entered here in the form of text, lecture notes, questions, links, files, etc.  When you or anyone clicks on Ask Question in the upper left-hand column, that question will appear in the Compose box and once you click on Send will be shown to the entire class.  If you have a private question or message for a student that the entire class does not need to see, use the Private Message icon on the left-hand side of the screen at the bottom of the page.
· We recommend that before using this tool with your class you test it with a fellow faculty member or us to check for any potential problems.  
· Given the nature of technology, it would be best to test it off-campus and have an alternate plan in case things go awry.
· All participants should turn off any pop-up blockers and check Internet security settings as well as download Java prior to the session.
Also under Communication is a link for the Discussion Board, a tool which allows you to set up a forum (discussion topic) and have students respond.  The forum can be graded and students may attach files, include links, or even include links to video clips (video clips cannot be used directly as we do not have a streaming video server at this time).

The steps in setting up the a forum in the Discussion Board are as follows--

 Setting Up the Discussion Board—


1.   After logging into Blackboard and clicking on the link for the course you wish to work with, click on Control Panel, go to the Course Tools section, and click on Discussion Board.  
2.  The Discussion Board’s entry page will appear with a link to your course.  Click on the link and a new screen—the editing page—will come up.

3.  Click on Forum, and type in a name and description in Section 1—Forum Information.  The description will let students know what topic is being addressed by the forum.  Note that you can, simultaneously or sequentially throughout the term, add more forums to the Discussion Board.
  
4.  The next section is Forum Settings.  This section controls who can post and remove items, whether or not the forum will be graded, how many points it will be worth if being graded, and so forth.  Some items, such as allowing files to be added, will be preset, but many are not.  If you will be grading the forum, mark the appropriate option and advise students of this and how much it will be worth.

5.  Finally, in order for the information you entered to be added to Blackboard on this or any section, you must click on Submit.


6.  Access to the forum(s) you’ve set up is by clicking on Discussion Board on your course’s main menu, which will bring up the Discussion Board main page with all questions you’ve set up listed as hyperlinks.

If the Discussion Board becomes cluttered with too many threads, you may wish to archive it using the Discussion Board Archive.  To do this, after you click on Discussion and the forum you wish to archive, click on Archives and Add Archive.  Enter a title and description and click Submit.  Click the Modify button next to the archive and select the threads you wish to move there.  Click Submit again.  

Note that the Discussion Board may be modified later by using the Modify Button available in the edit mode. With modifications, as with initial set-up, click on Control Panel and then Discussion Board and then the course name.  If you wish to remove a forum, click on the Remove button.

Another important communication tool available in Blackboard is Send Messages and Send E-Mail.  You get to both of these by going to the Communication section of the Control Panel after logging into Blackboard.  These are very similar tools yet different in one crucial way.  Send Messages is done solely through Blackboard, with messages being both received and sent through it.  The message does not go through any external gateways or the Internet, making this an excellent means of sending information of a confidential nature.  Messages do not appear in a student’s e-mail but in their Blackboard mailbox.  Send E-Mail, on the other hand, allows one to send e-mail through Blackboard, but the messages go to the recipient’s external e-mail account.  Students and faculty must check their external e-mail accounts for these messages.  It is therefore critical that all students set up an e-mail account, preferably on the Spalding network as external e-mail often experiences being blocked by the network’s spam guard.  Faculty will also need accounts set up and may do this through the Administrative Assistant in their department.  It is possible to have Spalding e-mail forwarded to a personal or other e-mail account; so if this is something you would like set up alert the Administrative Assistant to this and give them the primary e-mail you would like Spalding e-mail diverted to.

The steps for sending a message, which are similar to those for e-mail, are these:

1. After logging in, go to the Communication section of the menu and click on Messages.

2. Click on New Messages.

3. Click on To and a small window appears listing available recipients.

4. Click on the recipient’s name and the arrow in the middle going toward the box on the right-hand side to add their e-mail.  CC and BCC are used in the same manner.

5. To delete a recipient, highlight their name and click on the arrow in the middle pointing left.

6. Click on Submit and the smaller window disappears returning you to your message with all recipients’ names (e-mail addresses are attached to each name but do not appear on-screen, just like in campus e-mail) filled in beside To.  

7. Type in a Subject, your Message, attach any attachments, and click on Submit to send the message.

8. All messages you have received or sent will appear under Messages and may be viewed by clicking on Inbox or Sent. 
Finally, also in this section there is a Roster listing all students and faculty enrolled in 
the course.  This roster can be used for attendance purposes and is very important. Anyone not listed on it has not been officially enrolled in the course and must talk to the Registrar’s Office before attending class.
While files can be exchanged through messages or e-mail another option is also available through Course Tools (the link for which is also located in the Tools section of the Course Menu), the Digital Dropbox, must be accessed using the Control Panel on the course screen.  It is a tool whereby students may upload and send files to you, but a word of advice is in order and that is this, it may be easier, better for students and more time-saving for you to create assignments using the Assignment Manager and have students submit them online rather than use the Digital Dropbox.  The system automatically creates a category for tests and online assignments, but does not create a category for files and assignments submitted via the Digital Dropbox.  Also the student’s name is automatically added and assignments for all students may be downloaded at one time.  Finally, there appear to be fewer bugs using the online Assignment Manager as opposed to the Digital Dropbox. To use the Assignment Manager click on Control Panel and a content area such as 

Course Documents, Assignments, etc., or click on a Content Area from the menu and click on Edit View.  Click on Assignments from the drop-down menu on the Add line.  Forms will come up where you can name the assignment, give instructions, provide links to any documents needed, etc.  Students will need to download assignments to their computer and make changes before submission when submitting online assignments.  Please note students and faculty will need to remember file names for downloaded items to work with them or retrieve them later.  It is best to have very clear instructions for any assignments given regardless of how they will be submitted.  Students should always use Microsoft Word when submitting documents as you may not be able to read documents created using other word processing software. 

It is very important that students realize that sending files via the Digital Dropbox or using the Assignment Manager is a three step process.  First, students will view the file and save it to the hard drive or a portable device (e.g., floppy).  Secondly, students will load or attach the file, and thirdly they will send it.  Students should always save all work to the hard drive or floppy before loading and sending the assignment to avoid any loss of work.  It is also important to carefully check file names and be sure you are sending the correct assignment.  The Digital Dropbox is most useful for submitting rough drafts or non-graded assignments while the Assignment Manager is most useful for graded assignments.   

Creating Tests in Blackboard

Creating tests with Blackboard is very easy.  Many types of test formats are available, allowing one to create virtually any type of test needed.  Surveys are also available to allow for course evaluation.  Test(s) may also be created and added to any content area such as a unit, folder, assignment, etc.  Essentially, one creates a test and then adds it to any content area needed.  Please note this will only create the test.  It will still be necessary to add it to this section after it has been created.  


For example, suppose we want to create a test for Unit 1 under Course Documents.  Access Control Panel, go to the Assesments section and lick Test Manager.  

All previously created tests 

will appear on the Add Test page.  Click on Create to create a new test for the Unit.  Be sure to click on the Submit button at the bottom of the page.  This will take you to the Test Information page.  


At this point give the test a name and fill in a description of the test as well as instructions for your students.  No need to be fancy as this is just a sample.

You must click on the Submit button to avoid any loss of work.


This is the Test Canvas page where you select the type of test questions for this specific test.  There are many choices available.  For this exercise, please choose multiple choice as that is the easiest to use.  One could even create a survey for the purpose of a student’s evaluating a course.  To learn more about each choice, consult the instructor manual or check out Blackboard resources.

After clicking on Go, a screen appears where text is entered for each test question along with point values, answers, and feedback (the response students will see as each correct/incorrect answer is given).  Enter question text, answers, and feedback (have at least five questions).  Be sure to click on Submit to save the test.  As with all other sections, failure to click on Submit results in a loss of your work.  Now that can really ruin one’s day!

 
Once a test is created, it must be added to a content area before it becomes available.  Go to a content area such as Course Documents, click on a specific unit, and click on Test on the Add line.

To make the test available to students it must be deployed.

After selecting the test you want added to this content area and clicking on Submit, the Modify Test page appears.  Here you may set up availability options by clicking on Manage Test Options.  Please note that while you need not use all the options given, you must at least make the link available or students will never see or be able to complete the test.  On this page you can add an announcement about the test, set number of times it may be taken, force completion at first attempt, set time limits, set up display dates, and even enable a password for access.  Feedback options and how the questions are presented are also set up here.

Another part of Assessment that is very useful is Course Statistics and Performance Dashboard.  Whenever adding documents or setting up almost any option on Blackboard you may choose to make the views trackable, so that whenever a student uses or views them the system will record this.  These options may be useful to you in tracking student progress. The User Progress feature allows instructors to see if an item is available to a user and whether or not it has been viewed.  A special feature under Assessment called Performance Dashboard will allow for a comparison for a few key areas of the page such as log-in amongst all students in the course.  Course Statistics will allow you to see how many times individual students have accessed all areas of the Course Menu that have trackable items for any given date.  


However, one of the nicest features of Blackboard is the spread-sheet-type Gradebook for every course.  To access the Gradebook, go to Control Panel and then click on Gradebook under 

Assessments.  Here you may add categories using Add, like categories for grading, set up options and percentage points for a letter grade, change the way items display, and set up what percentage of total grade a category such as test, assignment, discussion board, attendance will count for.  

Please note you will never need to add the categories Tests or Assignments as tests as tests and online assignments will automatically be added to the gradebook.  You may click on any ungraded assignment (marked by an !) and send comments back to students simply by clicking on the !.  Click on Weight Grades to set up percentages for at least two categories, e.g., Tests and Assignments, and click on Weighted Total to exempt items not yet taken.

It is even possible to upload grades from another program such as Excel or download grades to another program such as Excel.  Please note at this time grades are not automatically loaded into Datatel so one still must send grades to the Registrar’s Office.  The best way to do this is to import the gradebook into Excel for University records and then Recycle it.  Please note only use Recycle after saving names and grades to Excel as Recycle erases all names and grades.
It is possible to click on a student’s name and manually override a grade given by the system, or give a grade for an in-class assignment not listed on the course page.

Displaying and printing the gradebook is also possible.  The gradebook may be printed for specific assignments or for all assignments in a course with student names.  Names and grades may be sorted and filtered using various options prior to printing.  

Exercises to be Completed On Your Own-

Creating a Discussion Board and Setting Up Virtual Office and Classroom Hours

Discussion Board
1. With your practice course open, go down to the Tools menu just below the Course Menu and click on “Control Panel.”

2. With the Control Panel open, find the Section titled “Course Tools” and click on the last item in the first column of this section “Discussion Board.”

3. A screen called Discussion Boards comes up with a link for your class.  Click on the link on the far-left under the section “Discussion Board.”  

4. The Discussion Board page will come up and at the top will be Forum.  Click on “Forum.”  

5. Fill out the “Add Forum” page with a name and description.  Also go to “Forum Settings” and click on the radio button for “Grade Forum” and assign 20 points.

6. Lastly, click on “Submit.”

Setting Up Virtual Office and Classroom Hours

1. With your practice course open, go down to the Tools menu just below the Course Menu and click on “Control Panel.”

2. With the Control Panel open, find the Section titled “Course Tools” and click on the first item in the second column of this section “Collaboration.”

3. A screen called “Collaboration Sessions” comes up with two options listed: “Lecture Hall” and “Office Hours.”

4. Click on the “Manage” button on the far-right on the line for “Office Hours” and select the starting and ending dates and times you will be available to meet with students.

5. Make sure “Available” is marked “Yes” and that the “Tool” has chat in the drop-down menu box.  These are the default setting so you should not have to change them.

6. Lastly, click on “Submit.”

7. Please note the exact days of the week are not listed and may not be set-up so you may want to make an announcement regarding which days of the week within a date range you will be available.

8. The same steps are followed to set-up a “Lecture Hall” session to meet 

a. with the entire class except click on “Manage” on the line with “Lecture Hall” instead of “Office Hours.”

Creating a Test and Using the Gradebook

Creating a Test

1. With your practice course open, go to “Control Panel” in the “Course Menu” under “Tools” and click on it.

2. Go to “Assessments” and click on “Test Manager”.

3. Click on “Add Test” in the toolbar.  

4. Type in a test name like “Practice” and a description of practice test. Type in instructions of “choose the best answer”.  Click on “Submit.”

5. Choose “Multiple Choice” and click on Go.

6. Type in a question, the answer choices, feedback, and skip the keywords section.  Click on Submit.

7. Click on “Add Question” and select “Multiple Choice” and add another question using the same steps as before.

8. Lastly, click on okay to add the entire test to the “Test Manager”.

9. Notice test says “No” under the column “Deployed”.

10. Click on “Control Panel” at the top of the screen and then click on the “      Area” in which you want the test to appear.

11. Click on “Test” in the toolbar and highlight the test you want added to the “Content Area” you chose to add it to and click on “Submit”.

12. Click on “Ok” and then “Modify Test Options.”   Go to the “Test Availability” section and click on the radio button for “Yes” to make the test available.  Also note time options are available.

13. Go to the “Test Presentation” and click on “One at a Time” to make questions appear one at a time on the screen.  

14. Lastly, click on “Submit” to completely add the test and make it available to students.
Using the Gradebook—Please note that you must add a test and the essay before assigning percentages or working with the gradebook..

Add an Item Category

1.  With your practice course open, go to “Control Panel” and click on it.

2. Click on “Gradebook” under “Assessments”.

3. Click on “Add Item” in the toolbar and type in the name of an item category you wish to add.  

4. Change the “Category” to “Essay” using the drop-down menu.

5. Type in “Points Possible” of 10.

6. Click on “Submit”.
        Assign Percentage Values to Each Category

1. Click on “Weight Grades” in the toolbar and change percent values of final grades using the drop-down menu.  

2. Click on “Submit”.

As you can see, Blackboard allows a great deal of flexibility and creativity with communication with and assessment of students.  Students may complete tests or meet with you without ever leaving their home.  Tracking a student’s progress before problems arise (something difficult if not impossible using traditional methods) is also possible via the Performance Dashboard and review options.  As with all portions of Blackboard these tools are very easy to set up and use and may even be copied in part or total to other courses later on. While initially there will be a time investment to set up a course, in the long-run you will save time and have an even more accurate picture of student performance than ever before possible.  If you need any help with Blackboard after the training session, you may contact David or me or use the instruction manual and resources provided on the training website (a new self-help section is available there, under Blackboard | Faculty Bb One-Min Lessons).  Help is also now available 24 hours a day 7 days a week at 1-866-604-5605 or at the following Internet web site:  

http://supportcenteronline.com/ics/support/default.asp?deptID=4065.  
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Your personal Tools menu.





List of classes you are teaching or are enrolled in.





Announcement – By default, course page opens with latest one posted.





Control Panel – Heart of the program for instructors. Student page does not include this.





Course Menu – Student’s means of navigation and access to materials.





The Announcements tool is here.





Menu-management tool is this link, under “Course Options.”





Click here, on “Edit View.”





Add a folder.  Note—You can put folders inside of folders!





Link to a web site.





Add an individual item (e.g., a document).





This is the “Add” toolbar.





Create a test for this area you’re in (though one would not normally do that for the Syllabus area).





Link to an item already loaded to another part of your course.





Huge toolbar for word processing if composing your information.





Large, expanding typing area.





Color picker for title of document.





Name field.  You must give a title to your item, folder, link, etc.





Instruction to the program for what to do with the file in the first imput box.  It is defaulted to “Make a link…”, which is what you want for upload-and-link files.  Use the second option for media files.





Click this button to browse to the folder and the file you want to upload. 





Input box for path and file name of file to be uploaded.





Options section—for setting visibility, permanence, or time limits.





Give your link a name, e.g., “Click here.”





Choose Assignments from the Add Line drop-down menu in any content area. Working with a content area is possible using Control Panel or Edit View.





To create a test click on Test.  This will pull up Add Test page.





Type a description of the test such as the unit or readings being covered.  Scroll down and fill in instructions for your students.  Finally click on the Submit button.





Type in a name for the test to make it easy to locate.





Select the type of test you wish to create from this drop-down menu and click on Go.





Click on Test to display a screen where you select the test you wish to add and click on Submit to add the test.





Gradebook Settings allow the instructor to decide how student names will appear in the gradebook, add and manage categories in the gradebook, and decide how grades will display in the system.








Weight Grades set what percentage each category will count for in the total grade for the course.  








Very important--clicking on the Weighted Total column allows the instructor to exempt items that have not been taken and graded yet so that a running total is what appears.











