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: Questions and Answers

Created by Janice Poston, Asst. Blackboard Administrator

Q:  What is Blackboard?  

A:  Blackboard is course software that allows a professor or other staff member who teaches to place materials online so that all students enrolled in the course may access these materials.  Other groups on campus also may have a Blackboard course page set up.  The library has 2 such course pages set up: one for library information, including database and Blackboard help, and the other for in-depth instruction in using library resources and the Internet.  To access these pages you need to search for them and enroll; just how to do this will be explained further down.

Q:  How can I get help with Blackboard, e-mail, Web Advisor, etc.?

A:  David Tipton or I can assist you with Blackboard.  You may e-mail us at dtipton@spalding.edu or jposton@spalding.edu.  While we can help with the basic setup of your portal for e-mail, WebAdvisor, and Blackboard, we cannot assist you if you already have an account or have difficulties.  For help with these issues or Blackboard 24 hours a day, seven days a week, contact the Spalding Online Support Center at http://www.spalding.edu/bbsupport or 1-866-604-5605.

Q:  Will I need any special software to use Blackboard? 

A:  You will need Adobe Acrobat Reader (Adobe Reader for short), latest version, to access documents. Adobe Reader comes loaded on new computers.  You will also need Java and Adobe Flash.  The Adobe products are available as free downloads at www.adobe.com.  Click on Adobe Reader under products and then click on Download.  Follow the same procedure for Adobe Flash. Java programs can be downloaded at the point of need and a link is often provided.  In other words, if you try to access an option requiring Java, a box with a link will come up.  It will also be very helpful to have Microsoft Office for sending and receiving files if this is the program your professor uses.  Student versions are available at a tremendous discount for students, faculty, and staff by using the following websiste--www.spalding.edu/software .  The Microsoft Office programs will be invaluable to you throughout your classes and career.

Q:  How do I log into Blackboard?  

A:  You need to set up your student portal to access e-mail, Web Advisor, and Blackboard.  To do this, type my.spalding.edu in the browser and click on set up or reset password.  You will need to use either your Blackboard or Web Advisor password to set up the portal, or use your last name, student id number, and social security number.   Once you have done this, all you need to do to log into Blackboard is go to the portal (be sure to temporarily allow popups from the information bar by using right-click and selecting that option), enter your username and password, and click on the Blackboard logo on the left-hand side of the next screen.

If the portal is down, you may type bb.spalding.edu into the browser and click on User Login and type in your portal username (first portion or your e-mail) and password. This option is only an emergency measure and should never be your primary means of access as it does not allow access to your e-mail, WebAdvisor, or other important services.
One can access the portal for 20 minutes before it needs refreshing.  In other words, it will start to log out so click on the refresh option (green arrows) in your browser at the top of the screen periodically, but Blackboard will not disconnect if you are taking a test or completing assignments.  The time-out is for portal access only, not for Blackboard.  If you are interested only in using Blackboard you may safely let the portal expire.  If you do not see the Blackboard screen, check for a new window visible in the task bar at the bottom of the screen near the Windows icon.
If at any point you see a message and window regarding viewing secure webpage content only, you should click on No so that any websites your professor has on Blackboard will be visible to you.  Other messages may appear and clicking on Yes is appropriate for them.

Q:  What will I see after I log on?
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A:  The first screen that will appear is the My Institution Page.  On the left-hand side of the screen is an area called Tools. First note the Announcements section.  Clicking on this option will display any announcements that have been posted for the entire Blackboard system.  Checking here from time to time is a good idea so that you will be aware of system shutdowns (very rare) due to maintenance, etc.  You may also create a calendar of your very own using the Tools section on the left-hand side of the screen.  Click on Calendar, Add Event, fill in all the information about the event, and click Submit.  Also note the fourth option down, View Grades; clicking on this will allow you to view grades for any course(s) available through Blackboard.  You can also send e-mail from this section by clicking on Send E-mail and then selecting the course and instructor or classmates you wish to send e-mail to.  Course Evaluations are also accessible in this area as well as via the e-mail you will receive. 
In the middle of this page, under My Courses, will be a list of all courses you are enrolled in.  They are hyperlinked so that when you click on them the course page for that course will appear.   

[image: image4.png]osol plo -1 B3

Tie £ Vw Fovotes Tods Hep &

=t O X (2] )] Lseen Yroies @0 1 B - B
o061 ECEIECE

ke [0 o 1o g sl etmgopatalaest 5 Tab-cmesba-lon conmonlcoue ootz

o @ mD

Select Al ¥

Subject: Need More Games Rerly

Refiesh

B Communication Author: Sally Student
% Course Tools Creation date: Wed Aug 23 09:22:21 EDT 2006
@ Course Map Date last modified: Wed Aug 23 09:28:52 EDT 2006

Sroren Total views: 5 Your views: &

We need more games on campus. And | mean fun ones!

Subject: Need More Games Rerly
oK

(&1 Al idder_nebea_appet sared © Inemet

Bstar| B (0] (& ] Basics o Acsessing and. || 2] Biackboard Academ i szan




[image: image5.png]-1 B3

Fle Edt View Favoites Took Help

| &

Qi - © - [x) B D Dot Sermie @2 o @ B

[ e ————

21

BRI

Courses

[

Caurses

— o

System Admin

Courses you are teach

3 PCO0Bb1; Basic Guide to Using
Blackboard for

Instructor
Jan Poston
£3001_Shel
Instructor

Jan Poston
David Tipton
£ Liblnfoa: Library Instruction
Instructor

Jan Poston

£ PCO00Bb_Workwhop: PCO00
Blackboard Workshop

b_Mock_Course

Course Catalog

» Browse Course Catalog

Dore.

Aisat| & o]

B e

[0 B @ et

) s o cosssg |

1 Blackboard Acaden.

[« BBV soran



Once you click on the link for a course, the Course Page appears. The Course Menu for each course appears on the left-hand side of the course page.  The [image: image6.png]Blackboard



middle portion of the page will display [image: image7.jpg]
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Menu.  Announcements displays by default. Clicking on another menu option, such as Course Documents (articles and other required readings), etc., will display its contents.  

Q:  How do I print a Course Document? 

A:  Clicking on any option listed in the menu will display its contents or a listing of contents in the middle of the screen.  Click on the link for the document, choose Open, and then choose File and Print.   You may also click on Save if using your own computer. The file will be saved in 2010 format.  If the item is a PowerPoint, see the additional instructions below.
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Q:  How do I print a Powerpoint show?  

A:  Most of the time you will not want to print all the slides from a Powerpoint, but handouts instead.  To do this, double-click on the link and choose Open in the new window that appears.  When the next screen comes up, click on Print, go to the Settings section, go to Full Page Slides, click on it, and using the drop down menu click on the handouts format you prefer.  Some suggested formats are 6 per page if you do not need space for notes, or 3 per page to leave a margin for notes.  Be sure that the slides are not set to print in color (see the drop-down menus in this same section) but grayscale or pure black and white instead. Lastly, click on Print. If the PowerPoint will not print using these instructions then you may need to copy the document into Word.  To do this use the left-mouse to copy all the text you need to print, go to Edit and choose Copy, and then open Word from the Start menu in the lower-left hand corner of the screen and choose Paste.  Now the document is ready to use File and Print.

Some PowerPoint’s may have been saved as PDFs, and if so, you may follow the instructions below for printing articles.
Q:  How do I print a PDF article?  

A:  Most articles will be in PDF format so you will need to use the printer icon in the Adobe Acrobat toolbar directly above the article.  Do not use File and Print as you will get blank pages and not your article.  

Q:  How do I submit an assignment?  How do I submit an assignment using Turnitin?  (Please note--Messages and e-mail can also be used to submit assignments as well so be sure to make a note of which option your professor is using).
A:  Many professors will opt to use Assignments to create online assignments that are submitted electronically and graded.  Assignments appears on the left-hand side in the Course Menu.  Online assigments must first be completed by clicking on view and then submitted.  Essentially, you will need to access the assignment twice, once to view or download and then to complete or submit it.  Follow all directions for the assignment carefully.  In addition, if your professor is using anti-plagiarism software (Turnitin), then you will need to follow the following instructions to submit your paper to this service:

1. After saving and completing your assignment, click on Assignments a second time for submission.  

2. Click the view/complete link next to the assignment you wish to submit.  
3. Next, click on the Submit icon and enter the title of your paper.  Third, choose file upload from the drop-down menu beside Submit a paper by. Turnitin is designed to accept the following format when uploading papers:  Word, WordPerfect, HTML, Adobe Postscript, Plain text, Rich Text Format, or Portable Document Format (PDF).  Submissions will be accepted only during the time period specified by your professor.  When you click on View/Complete for the assignment you will see these dates listed.  If you have a different format, submission is possible, but you will need to cut and paste.  First, select cut and paste from the drop-down menu then highlight information from your original document and choose copy from the Edit button, click in the text box and select paste using the browser’s edit option.  Never type your paper directly into the text box as this can result in loss of data.  As you can see, it is a lot easier to use one of the standard formats, such as Microsoft Word.  Again, Microsoft Office (which includes Word along with other Office software products) can be purchased at a special price for students and faculty/staff by going to the web site: www.spalding.edu/technology.
4. After copying and pasting, click on the Browse button, locate the file, and click on Submit.  

5. Lastly, you will be asked to review and confirm the text submission; if the text is correct, click on Yes.  It is very important to complete this final step so that your professor will be able to access your paper.  A receipt will appear on the screen, and it is critical that you print this receipt for your records. 
Q:  What is the Messages tool and what is it used for?  Will I be able to submit assignments and papers using it?

A:  Some professors use Messages for you to submit assignments or communicate with them instead of using-mail or assignments.  Please check with your professor first and use the option they suggest.  Clicking on Communication in the Course Menu on the left-hand side will allow you to use the Messages to exchange files, communicate with, or submit papers or assignments to your professor.  Note that any messages sent using the Messages option will remain on Blackboard and will never appear in your e-mail.  Most professors prefer e-mail for communication so use the Send E-mail option under Communication unless instructed otherwise.

To send a message:

1. Click on Communication and then Messages.  
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Click on New Message and then click on To. 

3. Highlight your professor’s name and anyone else you are required to send the assignment or paper to and click on the arrow in the middle between the Select Recipients To line box and the Recipients box. 
Q:  What if the course page I needed is not listed on the My Institution Page?  

A: This indicates you are not enrolled in the course; if you have officially registered for the course, you will want to contact your instructor and the Registrar’s Office immediately.  If you just enrolled in a course that day, allow overnight before you contact them as the system must refresh itself. Unpaid fees or lack of current address can block your presence in Blackboard courses.
If it is a department or a non-course and not a regularly taught class, you may need to search for the course and enroll in it.  To do this, click on the Courses tab, type in a keyword (usually the name of the group or department) in the Course Search box on the left-hand side of the screen, click on Go, and a listing of all matches will come up.  To the right of the link you should see an Enroll button.  Click on this to enroll yourself and gain access to the department page.  You will need to click on Submit and OK to go to the page.  

Q:  What if my course menu looks different?  What if I don’t have an Assignments, Course Documents, Syllabus, etc. section on my course menu?  

A:  Your professor should make it clear which portions of the software he/she will be using.  If you have course-specific questions and have looked in all the basic areas covered here and still have not found what you are looking for, get in touch with your professor and ask him or her.  We are covering only basics and generalities, so for specifics your professor is your best resource.

Q:  How do I access the Virtual Classroom or Discussion Board?  What other communication options are on Blackboard?  (Please note these instructions are for the whole class Discussion Board, which is the default.  If your professor is using groups, you must first go to the Group Pages link under Communication and click on your group first).
A:  Under Tools--Communication is a Discussion Board, Collaboration section (for chatting with the class or one-on-one with your professor), Messages, etc.  


Click on Collaboration, and then click on Join on the appropriate days and times.   Note there are two options-- a Virtual Lecture Hall to meet with the entire class and Office Hours to meet with your professor.


To view a Discussion Board Forum, click on Discussion Board in the menu, and then click on the Forum name.  Discussion Board is also accessible by going to Tools and clicking on Communication and then Discussion Board.
To add a thread or posting (respond to the forum), click on Thread, which will open a screen where you can type in your post or message.  You can even add attachments.  If you wish to print some or all posts from a forum, mark the box in front of each thread and click on Collect and then Print. 

To reply to a thread that has been posted, click on the forum name, click on the thread name to open it, and click on Reply.  Type the response in the Message box and click on Submit.  In fact, when responding to any posting, assignment, or assessment (test), you must click on Submit or your answers will be lost.  Although Save appears as an option for many areas, we have discovered, at least with the Discussion Board, that it should not be used as your posting may disappear.  When typing a long posting it is best to type it in Word and save it and then attach it as a file to a posting.

Q:  How do I take a test on Blackboard?

A:  Assessments, commonly called tests, may also appear in the Course Menu on the left-hand side of the screen.  Before taking a test or quiz, if you are using IE 8 and the test is timed, (if you are unsuret, it is a good idea to go ahead and follow these steps before beginning the test or quiz) you should do the following: 
1. Go to Tools on the ribbon menu across the top of your computer screen, click it open, and then go down to Compatibility View Settings and click on it.
2. When the Compatibility Settings Box opens, type into the input box spalding.edu. This is all you need to put into it—only the domain address where our Blackboard program resides, not the specific Blackboard address itself. After you type in the domain address, then click on Add out to the right, and then Close at the bottom of the box.


After doing this, you can go to the Blackboard quiz of any course, both now and any time in the future, and be able to complete and submit your tests with no interference from the timer bar.

  Sometimes professors may also put tests under Assignments or Course Documents.  Click on the area of the Course Menu and the name of the assessment or test you want to take.  Click OK to confirm that 
  you are ready to take the test.  Be sure to read and follow all instructions carefully.  Many tests are designed to be opened and taken immediately or accessed only once so be sure you have enough time to complete the test before opening it. Click on Submit when you are finished with the test and ready to 
  submit your answers.  Click OK to confirm the submission and then click OK again to review your results.  A final click on OK takes you out of the test area.  Click on the My Institution and View Grades to see your grade.  Note that essay tests will not have a grade available until graded by your professor, so be patient with these.  If you have any technical difficulties, you should contact your professor immediately by clicking on Communication and Send E-mail.
Q:  How do I leave Blackboard when I am finished using it?

A:  To leave Blackboard, click on Logout.  If at any time you need help, simply click on Help to go to the manual.  Or use the 24/7 help desk or contact one of the BB System Administrators (David or me).  Be sure to click on Logout on the left-hand side of the screen in the portal also, especially when using public computers in the library or campus computer labs.
Rev. 4-15-11
Click on me to display important announcements specific to this course.





Professors will often load articles and documents to this area. 





Online assignments may appear here.  Always save the assignment to your hard drive or disk and follow all directions given.





Click here to display all the communication options available—Discussion Board, Collaboration, Send E-Mail, etc.





The Digital Dropbox for exchanging files is available by clicking here.








