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Note: For your protection, please close all browser windows to log out of Blackboard
completely. If you fail to do so, any subsequent users of the computer might be able to
access your account.

You need the latest version of Java installed and it can be downloaded free from
http://java.sun.com/javase/downloads/index.jsp.

How courses are entered into Blackboard:
Fed through CUNYfirst (Constance Tate (X5353), Instructional Staff Relations (x 5353)
enters the faculty.

If you are not in CUNYfirst, contact ISR). Courses entered by Dean’s office or your Chair.
Please contact Dean's department if you do not see your Courses under your Course List:

Department Contact Person

School of Arts & Science Denise Martin

Email: dmartin@citytech.cuny.edu
Phone: 718-260-5008

School of Professional Studies Liza Linton

Email: llinton@citytech.cuny.edu
Phone: 718-260-5345

School of Technology and Design Hope Reiser

Email: hreiser@citytech.cuny.edu
Phone: 718-260-5526
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How do | logon to Blackboard?

Go to CUNY website at www.cuny.edu.
From upper right corner, hover mouse over LOG-IN and click Blackboard.

Login A

CUNY Portal

CUNYfirst

Blackboard

You will be landed on the CUNY Applications Login page.

wALogin

M Blackhoard  PegreeWorks FACTS

Log in with your CUNY Login credentials
(CUNYfirst Username@login.cuny.edu and CUNYfirst Password)

Username

‘ [@login.cuny.edu ‘

Password

Type in your CUNYfirst Username & Password and click Log in. For example, if you log into CUNYfirst as
george.washington76, you will log into Blackboard as george.washington76@login.cuny.edu.

Alternatively, you can access Blackboard by visiting the school website at http://www.citytech.cuny.edu.
Hover mouse over QUICKLINKS and click Blackboard under LOGINS. It will take you to CUNY Applications
Login Page.

IS LIFE QUICKLINKS Q

LOGINS
CUNYTirst

Faculty/Siaff Email

Faculty/Siaff GroupWise Email

Student Email
GroupLink Request System
CUNY Porial

board

BA&G System
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You can still access Blackboard through CUNY Portal, however, you will need to enter your credentials
twice. It is simpler to use Blackboard Log-in link for Blackboard access, however, you will need to login to
CUNY Portal for other services, i.e. eMall, ePermit, etc.

Note:
For the security reason, CUNYfirst password needs to be changed every six months. You can change
password at https://home.cunyfirst.cuny.edu.

Should you forget your CUNYfirst challenge questions, you can reclaim your CUNYfirst account by
creating a New User account at https://impweb.cuny.edu/selfservice/activation/start.action.

Blackboard Global Navigation menu:

The new Notification area combines notices, alerts, messages, and other items from all of
your courses in one place. Now you can find alerts in one place and even respond to
discussion board posts from all your courses from the same area. Click on the arrow next to
your name in the upper right-hand corner to get to Notification area. You can easily access
another course through the Notification area instead of going back out to the Home page.

CUNY B UseraGuesta 4 a {D

MBlackboard

Courses

Home Help Content Collection City Tech Library
& RECEMTLY VISITED

Test Course

MNotifications Dashboard

Blackboard Workshop £

Add Module *** Faculty Test Course
' Spring 2017

Blackboard Sandbox

1-8-14-Faculty Blackboard
Workshop Test Course Fall
2013

CUNYfirst Mylnfo

Desktop

CUNY Virtual ‘

e To log off Blackboard click on the power button Ein the upper right-hand corner.
e Bb Home - displays recent notifications, such as items that are due and
announcements.

e Posts E - shows new posts from areas such as discussion board, blogs and wikis.

e Updates - shows courses that have updates, such as items that needs grading,
new assignments, announcements, and tests that have been completed by students.

e My Grades ﬂ - for students, shows students their grades.

e Retention Center - shows how many students are at risk for such things as lack
of course participation (for example, shows last access by a student to the course.)
You can send out a notification to student to log into the course and participate.

e Calendar - shows anything that is due shortly. You must set a due date for
events to appear in the Calendar.

Edit options, chevrons and handles are now hidden. You must mouse over to
reveal options.
My Courses module (box) image shown below before mouse over:

My Courses

Courses where you are: Instructor

2013 Fall Term (2) COLLEGE NOW WORKSHOP [000110] (NYC College of Technology)

Bb Training Practice Course 26
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My Courses module image after mouse over:

' My Courses

Courses where you are: Instructor

Bb Training Practice Course 26

2013 Fall Term (2) COLLEGE NOW WORKSHOP [000110] (NYC College of Technology)

O

Blackboard Course Interface

Help

Home Page
Tools

Announcements

B2 Collaborate
Course Information
Content
Discussion Board
Groups

Staff information @
Help

Content2

Colab®@

My Groups

b Group #1

¥ Control Panel
* Content Collection

¥ Course Too

¥ Evaluation
¥ Grade Center
b Users and Groups

¥ Customization

b Packages and Utilities

b Help

Library Class Web Sites

Blackboard 9.1

My Announcements

> My Tasks

My Tasks
TEC Sample Course

Complete Task

What's New

Edit Notification Settings

¥ Discussion Board

Needs Attention

Edit Notification Settings

what's Past Due

b All Items

What's Due

Select Date

* Today

¥ Tomorrow

b This Week

Future

Actions

Alerts

Past Due

Actions

Retention Center Alerts

Edit Notification Settings

Actions

Actions

Edit Notification Settings

Actions

iTEC Sample Course (4

Activity Alerts

1) Edit Mode allows instructors to add or edit content of a course. Edit Mode must be

turned ON to edit or add content, such as course documents. When Edit Mode is off, you
see the student view.
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2) Course Menu helps you to navigate through the course to find course documents,
discussion forums, etc.

3) Banner Area is where the optional course banner appears.

4) Control Panel is the interface that allows instructors to manage the course’s content,
grade center, features, and the appearance.

5) Content Frame is where announcements, tasks, and reminders appear.
6) Arrow collapses the course menu so that content can cover the full screen. It allows the

user to view the content of the course in the full screen area.

Content Area:

1

ontent Area Reorder: Menu Items 4
Module Page Tiems
Blank Page Home Page
H P Tools
. pme Eage Announcements
Tool Link
I BE Collaborate
Web Link Tools Course Information
Course Link Announcements | i
BB Collaborate &
Subheader Cancel Submit
. Course Information
Divider

Content
Discussion Board

Groups

Staff Information &

Content2

O\

Rename Link

Hide Link

Colab & .
ete

1. Add Items to Course Menu Area (+ sign): drop-down menu descriptions:

a. Create Content Area contains links to navigate to different areas of the
course.

b. Create Blank Page allows you to create your own content area page that
can be accessed through the course menu. Add text, links, or multimedia to
the page.

c. Create Tool Link creates links to functional areas of Blackboard (for
example, Discussion Board, Groups, Announcements, or Blogs). Enter a name
for the link (for example, Private Journal), in the Type: field’s drop-down
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menu, choose a tool from the list (for example, Blogs), and click Available to
Users, then Submit.

d. Create Course Link sets up a direct link from the course menu to any
frequently used part of your site, such as the course syllabus. Click Browse
to identify the target of the link.

e. Create External Link allows you to link directly from the course menu to an
external Web site that you might use as a primary reference for the course.
For example, if you are teaching an English course, you might want to link to
the CUNY WriteSite (http://writesite.cuny.edu) to make it easily accessible.

f. Create Module Page lets you create and link to pages in your site which can
be customized to include a variety of resources and tools. (For example,
Calculator, Dictionary, To Do list, Alerts.) You might find that the options here
duplicate others already available.

g. Create Subheader allows instructors to create a description heading under
course menu items for clarification.

h. Create Divider allows the instructor to separate menu items into sections
with a dividing line that shows up on the course menu.

2. View Options:
a. List View: displays the names of the file system
b. Folder View: displays the tree structure of the file system. This view also
provides the ability to expand and collapse folders.
c. Display course menu in a window: It opens up menu in a new browser
window

. Refresh Browser: When clicked, it refreshes the browser.
. Reorder Menu Items: Users can reorder menu items using keyboard

a b w

. Drag-and-Drop Menu Items: The Drag and Drop Arrows enable you to use the
mouse to reposition items directly on the course menu by clicking on the item,
dragging it to the desired location on the menu, and releasing the mouse button.
(Drag-and-drop works only within the course menu.)

Content Area:

Name of the Course: Shows you the name of the Course
you are in.

Home Page: Contains Course Announcements,
Notifications, such as what needs attention, etc.

Content: Contains links to different areas of the Course.
Content area links may not appear on student side if there
Home Page are no items included.
Information Discussions: Allow instructors to create a Discussion topic.
Content Group: Create small sections of students within the Course.
Discussions Tools: Allow instructor to create wiki, blog, contact info

(staff info), etc.
Help: Links to official Blackboard help sites for students.

Groups

Tools

Help

New York City College of Technology-City University of New York (CUNY) 8
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Control Panel

Content Collection

Course Tools

Achievements
Announcements

Aszzess Campus Pack Wikis
Blackboard Collaborate

Blogs

Collaboration

Configure Campus Pack Blog Tool
Contacts

Course Calendar

Courze Merge Membership Roster
Course Messzages

Date Management

Dizcussion Board

Glos=ary

Journals

Link Checker

Manage Campus Pack Podcast
Recycle Campus Pack Blogs
Recycle Campus Pack Wikis
Rubrics

Zafelfssign

Self and Peer Assessment
Send Email

Tasks

Tests, Surveys, and Pools
Wikis

WilsyPLUS

iTunes L

Control Panel: is the interface that allows instructors
to manage content, features, and the appearance of the
course.

Content Collection: Allow instructors to search a
course for the files you uploaded. You can quickly
search for a document.

Course Tools: Allow instructors to create a test,
announcement, journal, emails, etc.

Achievements: It is an indicator of an
accomplishment, skill, competency, or interest students
complete and achieve.

Announcements: Allow you to post important
messages for your students to know about. For
example, assignment reminder or class cancelled, etc.

Blogs: allows students to focus on a theme or topic
while having others contribute.

Collaboration: a lightweight chat session.

Contacts: Formerly Staff Information on Blackboard 8.
Instructors can provide students with their office
location

and hours.

Course Calendar: Instructors create important events
for students.

Glossary: Instructors create terms that students
should know for the course.

Journals: A Journal is a self-reflective tool for
Students. Only the Student and the Instructor are able
to add Comments to Journal Entries. Journals can be
made Public

by the Instructor, so all enrolled users can read all
Entries made to the Journal topic.

Link Checker: This tool verifies that the links within
the course are valid.

Manage Campus Pack Podcast: Synchronize users, enrollments, groups, & copied sites in
a Campus Pack. See section How do | create a Campus Pack Podcast Episode?

Messages: Private and secure text-based communication that occurs within a Course and
among Course members. Users must be logged into the Course to read and send Messages.

Rubrics: A tool that lists an evaluation criterion for an assignment.

SafeAssign: View SafeAssignments in a course.

Send Email: Instructors can send emails to all students or individual students. Students

New York City College of Technology-City University of New York (CUNY) 9
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don’t need to be signed into Blackboard to check since the email goes to the student’s
separate account (the City Tech account).

Task: Instructor creates a task, which will appear on the student’s course home page as a
reminder.

Tests, Surveys, and Pools:
Tests: are sets of questions that are graded to measure a student’s performance. Once the

test is created, it must be deployed within a content folder before students can take the
test.

Surveys: are used for gathering data from students. Surveys are not graded.

Pools: are sets of questions that can be added to any Test or Survey. Pools are useful for
storing questions and reusing them in more than one Test or Survey.

Wikis: a wiki is a website of one or more pages that allows people to add and edit content
collectively.

iTunesU: gives instructor the option to upload audio, video or pdf files through Blackboard
so students can download those from iTunes interface.

Evaluation: allows an instructor to see statistics of the course, create rules, view students’
last access to the course, etc.

Grade Center: allows an instructor to calculate the students’ grade, weighted total, drop
lowest grade, etc.

Users and Groups: allows an instructor to view students and groups in a course.

Customization: allows an instructor to make a course available, change course appearance
and enable usage of tools.

Packages and Utilities: allows an instructor to copy, export, archive, import a course, etc.
Help: Links to official Blackboard help sites for the instructor.
How do | create an Announcement?

A) Click on Announcements, then on Create Announcement.
- ¢ T

Announcements

2015 Spring Term (1) a« New Announcements appear dirg

Fundamentals of i 4 o
Mathematics MAT 1175 new positions. Move priority ann

(NYC prevent new apmeyncements from
J Students do ifo

College of Technolooy)

Announcements

Create Announcement

Information B
.

Content & New announcements appear belo
Discussions

Home Page No Announcements found.

Groups
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B) Click Create Announcement

Announcements

New Announcements appear directly below the repositionable bar. Reorder !
superseding them. The order shoun here is the order presented to students. S

Create A@ou ncement

New announcements appear below this line

C) Add a Subject and Text to the

D) Optional settings include Select Date Restrictions and Course Link. You can restrict
this announcement by date by selecting Display After and Display Until.
For Course Link you can link it to another content area location by clicking the

Browse button.

body with the necessary information.

E) Click on Submit to complete the process.

More Help
*Options are shown after
clicking the Browse

button under Optlon 3. Indicares a required field.

Email Announcement

. Course Link

Location

4. submit

Click Browse to choose an item.

Create Announcement
New Announcements appear directly below the repositionable bar and can be dragged to new positions to modify the order.

* Select Course Link: (TEC Sample Course 1- Announcement Information
4 Subject | | Black
Message
T T T T | Paragraph 3  Arial T~ 2 &
¥0Doa =EEEEE ===l %]
G @ & B fe ovesus - @ HTML 55
Path: p
2. Web Announcement Options
Tool
i bie Texthook Tool Duration Mot Date Restricted
@ Date Restricted
Select Date Restrictions [ Display After =] =
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
[ Display Until =)

Enter dates as mm,/dd /yyyy. Time may be entered in any increment.

[ Send a copy of this announcement immediately
Students are still notified of this announcement even if this aption,

Browse..!

Click Submit to finish. Click Cancel to quit.

el m

Cancel

B iXA

Waords: 0

&4

Note that Announcements can be created from Control Panel area too.

Content Text Editor:

Several new features have been included in the Text Editor Tool bar, such as Record from
Webcam, Mashup, enhanced Math Editors, multi-language spell check, Emoticons, etc.
When using Math Editor, click on LaTex for support.

New York City College of Technology-City University of New York (CUNY)
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Preview
Find/Replace Text Font Size (Web & Print) ‘ Bullet List Number List | Remove Format | Full Screen
Paragraph 4 | Arlal 3(2P =t 1=~ '_'[' ra 0 i 2

SpeIIChecker
.)\!.DDQ =E=EE=EE TT, vy g — =

Recordfrom E @ [ B f. o Mashups - ©® @ m,,_ =5 Edit CSS Style
Webcam 3 | \ f / |
| ‘ Inserf.’
{ insert Mashup Edit HTML Code View
Emoticons Tables

Launch Math Editor

Anchors ‘ Text Direction || Horizontal Rule Insert Nonbreaking
Space Character

Insert/Edit Image

Insert/Edit Insert
Embedded Media Special Character

How do | access Student Preview?

Blackboard’s Student Preview gives the instructor the chance to see exactly what students
see in a course. In Student Preview, the instructor can get into a course as a regular
student, interact with a course, i.e. take a test, participate in the Discussion Board, submit
assignments, etc. When the instructor exits Student Preview, the instructor can save the
student data as a test student or not save the data if you are just viewing. This feature
gives the instructor student access in a course without Blackboard Admin’s involvement, yet
gets all the dummy user’s advantages. Until this feature, the instructor had to rely on
Blackboard Admin to add a dummy user into the course.

Click on a course from Blackboard Home page.

Click on Student Preview icon located on the upper right hand corner next to Edit Mode.

B CEditModeis: m

An orange color Student Preview mode indicator bar will appear across the top of the screen.

'E-E Announcements - Faculty .. * \+

€ | @ nhitps//bbhostedstage.cuny.edu/webapps/blackboard/execute/announcement?method=search& c g' G

Y EEEE

G [} eWaste | | Stapleslink #* Sch of Classe

|8 Most Visited @ Bb [l - {7 cA [ WS1 «¥ CUNYfirst Login { | Which-Server I3 Bb-Stage-Envrnt | | C15 [@ 6 o - %

g Student Preview mede is ON Settings | Exit Preview

Announcements I

= &

Faculty Blackboard Test
Course for Fall 2014

Course

Announcements

Announcements

Essay Assignment

Posted by: Rezaul Hogue
Posted to: Faculty Blackboard
Test Course for Fall 2014

Assignment Term paper due

Infarmation Posted on: Saturday, September 6, 2014 12:32:19 PMEDT

Caontent

A dummy user account is added to the course and will appear in Users and Groups and in Grade
Center when an instructor enters the Student Preview mode. This user can also interact with other
students in the course.
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Users

Find Users to Enroll

Search: Usemame -  MNotblank « Go

> Remove Users from Course

Username First Name Last Name -
Anna Banana

Usera Guesta

i Rezaul Hoque
_previewuser Rezaul Hogue_PreviewUser
Karen Lundstrem

All course activities are saved and can be viewed as long as the course is active; however, the
instructor has option to delete the preview user and all data at Exit Preview.

Exit Student Preview

You are leaving student preview. Using student preview created a preview

ay impact the course experience for you and your
at would you like to do?

@ Delete the preview user and all data (Recommended)
Ifyou are finished previewing the course as a student, delete the
data and remove the preview user from your course.

7 Keep the preview user and all data
Ifyou are temporarily leaving the student preview to complete
your task in your real account, keep the preview user and data.
You can delete the user and data by returning to student preview
and changing these settings.

Remember this choice and do not ask me again
This can be changed in Student Preview Settings, located in the

Student Preview control bar.

The Exit Student Preview prompt can be disabled from the Settings button by checking Do not

New York City College of Technology-City University of New York (CUNY) 13
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Student Preview Settings

Do not ask me about the preview user when exiting student preview.
Alwahg, take the following action:

preview user and all data (Recommended)
: 'finished previewing the course as a student, delete the
data and remove the preview user from your course.

i@ Keep the preview user and all data
If you are temporarily leaving the student preview to complete your
task in your real account, keep the preview user and data. You ean
delete the user and data by returning to student preview and

changing these settings.
L

If Keep the preview user and all data are selected, there will be a green dot in the Student
Preview icon.

% B EditModeis: @)

How do | upload a document?

A) Click Content in the Content Area, to open the Content Page.
B) Click Build Content to show the drop down menu.

C) Under Create, click Item.

Home Page Build Content ~ Assessments

Tools

Content

ontent Fo
File Module Pag

Announcements

D) Add Name and Instructions in the text box.

1. content Information

# Name

Color of Name

W Black
Text

T T T T | Paragraph ; | Aral
¥00a =SEEEE =
2 @ E [ f, ©vashups -

BliHA

HTML 55

Path: p Words:0 4

E) Attach a File from your computer/ removable device or from a Course.
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F) Click Submit to save the page.

m| imi || =~ || G2 files :| (q
Name | Dat
"] upload-files.doc
Path: p Words:0 P
2. Attachments | Cancel | | Choose

If you select a file you do not want, click Do Not Attach to remove the attachment from the content item. The file itself is not deleted.

Attach File Browse My Computer  Browse Course

Attached files
File Name Link Title File Action tem's Alignments

3 upload-files.doc upload-files.dac Create a link to this file Add alignments to content Do not attach

3. standard Options

Parmit Users to View this & Yes & No

Content
Track Number of Views Yes @ No
Select Date and Time Display Afrer E

Sl Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Display Until =] =
Enter dates as mm/dd/yyyy. Time may be entered in any increment.

4. submit

Click Submit to proceed. Click Cancel to quit.
Cancel

Note: 25 MB is the file size limit for a single file.

Watch video at

http://ondemand.blackboard.com/r91/movies/bb91 course_files attach_course_file_to_con
tent_item.htm

How do | upload multiple files or folder?

A) Click Content in the Content Area, to open the Content Page.
B) Click Build Content to show the drop down menu.
C) Under Create, click Item

- ¢ T
Content
Home Page Build Content ~ . Assessments |
Tools

Content

Create

Item
File Module Pag

Announcements

D) A Name in the text box.
E) Click Browse Content Collection

CONTENT INFORMATION

2 Name

Color nmlatk
Text

T T T T Paragraph - Arial - 3(12pt) ~EE | | T | |2 ] | 3=
0 Ooa EE=EE = T|T: 0 — = ([ [
Q@ @ Bl aMeshups - T & © @ 5 AT £s5

a il

< (0 »
Path: p ‘Words:0 4

ATTACHMENTS

If you select a file you do not want, click Do Not A move the attachment from the content item.
The file itself is not deleted.

Attach File Browse My Computer Browse Content Collection

F) Click Upload Multiple Files under Upload.
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Browse Content Collection

:j Browse Upload Advanced Search

Upload Files
- Location: @

Upload Multiple Files

] Upload Zip Package
=} = Bb-banner.gif

G) Either click Browse or drag and drop files or folder you want to upload.
H) Click to Submit.

Browse :
Name Size Remove
B0  To begin uploading, drag and drop files and folders here.
[} [% Or, you may click Browse.
.
[C] Skip hidden files and folders LA
Cancel Submit

1) Select the files or folders you want to upload.
J) Click Submit.

Content Collection | QO EE S vuawm - T 4 004 H mEE R ,m_m
Browse Content Collection
View List
': Browse Upload Advanced Search
1 Location: < flcwi14 Search Content.
Available 01§
[¥] Last Modified
[ = o_work_order_i pdf Off Jun 25, 2012 2:55:31 PM
: - = file
™ & What's New in Blackboard sp13UpdateJan13.pdf Off Jan 15, 2014 4:38:18 PM

TN
Displaying 1 to 2( 3 ) Show All
™ |

Select Items: Cancel m v

< >

Note: 25 MB is the file size limit for a single file.

Watch video at
http://ondemand.blackboard.com/r91/movies/bb91 content collection upload files.htm

How do | create a Web Link (External Link)?

A) Click Content in the Content Area, to open the Content Page.
B) Click Build Content to show the drop-down menu.

C) Under Create, click Web Link.
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Faculty Test Course
Winter 2015

Build Content « As
Announce

Create

Information B

Home Page ltem
File
Link to NOOK Study

Groups Audio

Tools Image

Help Video
Web Link

D) Add Name, URL, and Instructions in the text box.

E) Change Options as needed.
F) Click Submit to complete the process.

1. web Link Information
¥ Name

¥ URL

For exampile, http: //unw. mys

This link is to a Tool Provider. What's a Tool Provide

2. Description

Text

T T T T Paragraph

% 0D 0O Q E=E=E =S
o A-NolEA

Path: p

3. Attachments

If you select a file you do not want, click Do Not Attach to remove the attachmen

Attach File Browse My Computer  Browse Course

4. Web Link Options

Open in New Window & Yes o No

5. Standard Options

Permit Users to View this & Yes - No

Content
Track Number of Views Yes & No
Select Date and Time Display After 7l (=]
D Enter dates as mm/dd/yyyy. Time may be entered in any in
Display Until ] S
Enter dates as mm/dd/yyyy. Time may be entered in any in
6. Submit

Click Submit to proceed. Click Cancel to quit.

7

Words:0

it from the content itern. The file itself is not deleted.

Crement.

Cancel

Note: If you do not see a tool you are looking, you need to enable it from Tool Availability

under Customization.

How do | create a Mashup?

The Mashup feature allows instructors to find content outside of Blackboard and bring it
into a course. It provides a simple way to add multimedia to a course without having to

New York City College of Technology-City University of New York (CUNY)
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create it ourselves. (A mashup is the integration of two or more tools together.) In this
case, we will "mash” YouTube Video with Blackboard.

A) Click Content in the Content Area, to open the Content Page.

Content

Build Contant « Assessments v Tools
8 1)

Groups Create New Page

ltem Content Folder

Tools

File Module Page

Help

Link to NOOK Study Blank Page
Audio Mashups
e Flickr Photo
Video

*ouTube Video
Web Link

B) Under the Build Content tab, select YouTube Video. If YouTube Video is not under
Built Content tab, enable it from Tool Availability under Customization.

C) Search for Content. List of videos will appear on the screen. Click Preview to watch
before selecting the title or click Select.

Search Results (1] Tube

Enter search information below. Click Go to view the resuits. The arder of search results is derermined by YouTube.

Search English

All of the words H Language [ Any Language H

Go

Page 1 of 100000 »

Sort by (ares ) Uploaced (e 7) G

Displaying 1 to 10 of 1000000 items
versation = Learn English Speaking [English Subtitles]

" kenhhoctienganh Added: 9/21/13
wuTube Rating: 4. 7309184 of > stars - 1240 Yotes View Count: 483713
YouTube URL: http:/ fwwnw youtube com 'watch?v=de_nb96%txM

Fluent English in 3 months: heep:/ /bt ly/Fluentin3manths Learn English Easily and Fast:
http:/ fbit.ly/EffortlessEnglishLesson Best Software To Learn English...

Preview
Select

D) Give a name in the Name field and a description is optional.

E) Editing Mashup Options, Attach or Link Content and Options are optional. Note: If
selecting a YouTube video, you can embed the video so it plays on the page, and this will
not add to your content quota. You should check the box to show the YouTube link for
credit.
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F) Click Submit to complete the process.

Create Mashup Item You -

Embed YouTube content directly in a course. The content is streamed from YouTube and is not stored within the course.

* Indicates a required field. Back Preview m

1. Add YouTube Content to Course

# Name [English Conversation - Learn English !

Color of Name Black
Duration: (27:16)

User: kenhhoctienganh - Added: 9/21/13
YouTube WRL: http: [ [wwiw youtube.com/watch?yv:

Description

T T T | Al sllapepy (4| T - =125 - Qi 3y
"

Path: p Words:0

A

2. Mashup Options

Show YouTube URL creates @ link to the YouTube web site enchling students to browse videos. Show YouTube
informarion displays length of video, name of creator and the dare video was added.

Wiew

Thumbnail will show as full size when Linkis clicked. Embed Video will show the video

player directy in the page.
Show YouTube URL = Yes o Mo

Show YouTube ® Yes o Mo
infarmation

3. Anachments

Files can be artached here. Click Browse to select the file to artach and s a rmame far the link to this file.

Attach local file Browse My Computer | Browse Course

4. standard Options

Permit Users to View & Yes & Mo
this Content

Track Number of Views & Yes @ Mo

Select Date and Time Display After | 1 B[ |(=]

Restrictions Enter datesasmm/dd,/yyyy. Time may be entered in any increment.

Display Until | 1|E I0=]
Enter dates as mm/dd/yyyy. Time may be entered in any inecrement

5. submit

Click Submit to proceed. Click Back to back. Click Preview to preview. Back Preview

How do | create an Assignment?
A) From a content area, hover over Assessments tab and select Assignment.
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Content ﬂ

Build Content Assessments 1ools

Test
Survey
Assignment

Self and Peer Assessment

B) In the Create Assignment page, enter the info required under Assignment
Information. If there is an attachment associated with this assignment, attach it under
Assignment Files. If you wish to put a due date for this assignment enter that under Due
Dates.

Create Assignment

Assignments are a form of assessment that adds a eolumn to the Grade Cente|
assign grades and give feedback to each student. More Help

* Indicates a required field.

ASSIGNMENT INFORMATION

++ Mame and Color | . Black
Instructions

T T T T Paragraph - Arial +  3(12pt) LERR
% 0O OQ EEE=EE = T"| T: -

@ @ B f omshes - T « @ © 4 H

Path: p
ASSIGNMENT FILES

Attach File Browse My Computer Browse Content Collection
DUE DATES

Submissions are accepted aﬁ e, but are marked Late.

Due Date E : ©

Enter dates as mm/dd/yyyy. Time may be entered in any
C) Under Grading type in Points Possible.
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GRADING

Puoints Possible

Associated Rubrics Add Rubric

D) Click Submission Details to expand it. Change optional Assignment Type and Number

of Attempts if necessary. Expend Grading Option and Display of Grades as well if

desired.
Submission Details

If any students are enrolled in more than one group recetving the same d
than one attempt for this assignguept. It may be necessary to provide the|
|for the assignment.

Assignment Type @ Individual Submission
=) Group Submission
) Portfolio Submission
Selecting this option will require students to submit a
assignment

Mumber of Attempts  Single Attempt -

E) Chose optional assignment availability and Track Number of Views.
AVAILABILITY

Make the Assignment Available
This assignment cannot be made g

X until it is assigned to an individual or group of students.

Limit Availability [] Display After &

>

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

[ Display Until ®

Enter s ¢/dd/yyyy. Time may be entered in any increment.

[ Track Mumber of Views

F) Click Submit to complete the process.

How do 1 find a student’s submitted Assignment?

A) Click Grade Center.

B) Click on Full Grade Center.

C) Locate the column for the Assignment you want to view a student's submission and click the small
drop-down arrow located on the right side of the exclamation sign and click View Grade Details.

New York City College of Technology-City University of New York (CUNY)
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Here is where y ' \Week # 3 work: Luurse pi

Wiew Grade Details

Exempt Grade

Atternpt 2715 ()

(1) (1)
L= L=
(7] (7]
L= L=

D) Click on View Attempts.

How do | create a SafeAssign?

SafeAssign is now integrated with Blackboard Assignments. A SafeAssign assignment is
created directly under Assignments instead of a separate button.

A) From a content area, hover over Assessments tab and select Assignment.

Content ﬁ

Build Content « Assessments w 1ools +

Test
Survey
Assignment

Self and Peer Assessment

B) In the Create Assignment page, enter the info required under Assignment
Information. If there is an attachment associated with this assignment, attach it under
Assignment Files. If you wish to put a due date for this assignment enter that under Due

Dates.
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Create Assignment

Assignments are a form of assessment that adds a column to the Grade Center. Use the G
assign grades and give feedback to each student. More Help

Indicates a required field. Canc

ASSIGNMENT INFORMATION

Name and Color

B Black
Instructions
T T T T Paragraph ~ Arial - 3(12pt) iEri= T T - 2
¥ 0 0OAQ EEEE

= T T. o — -
@ @m0 f oMesnups - T « @ © L B

pls

Path: p

ASSIGNMENT FILES

Attach File

Browse My Computer Browse Content Collection
DUE DATES
Submissions are accepted this date, but are marked Late.
Due Date

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

C) Under Grading type in Points Possible. Click Submission Details to expand it.
GRADING

Puoints Possible

Associated Rubrics Add Rubric

Tl

Submission Details

Grading Options

Display of Grades

D) With Submission Details expanded, select Check submissions for plagiarism using
SafeAssign. If you want student to be able to see the SafeAssign report, select Allow
students to view SafeAssign originality report for their attempts. If this is a draft

assignment select Exclude submissions from the Institutional and Global References
Database.
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Submission Details

If any students are enrolled in more than one group receiving the same assignment they will submit more

than one attempt for this assignment. It may be necessary to provide these students with an overall grade for
the assignment.

Assignment Type @ Individual Submission

) Group Submission
) Portfolio Submission

Selecting this option will require students to submit a portfolio as a response to this
assignment

Number of Attempts  Single Attempt A

Plagiarism Tools

Check submissions for plagiarism using SafeAssign

Safedssign only supports English-language submissions. See Blackboard Help for more
details.

If SafeAssign is enabled with Anonymous Grading, SafeAssign Originality Reports will be
hidden from Instruetors until Anonymous Grading is disabled. However, Students may
still be able to see SafeAssign Originality Reports depending on the state of the "Allow
students to view Safedssign originality report for their attempts" setting.

[7] Allow students to view SafeAssign originality report for their attempts

[] Exclude submissions from the Institutional and Global References Databases

E) Expand Grade Options and Display of Grades, fill in any info pertaining to your
SafeAssign assignment.
Grading Options

You can choose fo i} ent names from submission attempts during grading, md

anonymous. You cag oose to delegate grading to multiple graders. Each grad
grades, feedback and Totes to students. Users with the ability to reconcile grades mg

given to a submission and set the official grade for the attempt. By default, instructo|
abilities.

[] Enable Anonymous Grading

Student names are hidden during the grading process.

[7] Enable Delegated Grading
Delegate grading responsibilities to one or more additional grader.

Display of Grades

Grades must be entered using the format selected for Primary display. Grades displ
both the Grade Center and My Grades. The secondary display option is shown in the

Display grade as Primary Secondary
Score ~ and None -
(displayed in Grade Centd

Include in Grade Center grading calculations

Scores on anonymously graded assignments will not be included in colurnn calculations
are no longer anonymous.

Show to students in My Grades

[] Show Statistics (average and median) for this item to Students in My Grades

F) Chose optional assignment availability and Track Number of Views and hit Submit
button.
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AVAILABILITY

Make the Assignment Available

Thisegig ‘i “ cannot be made available until it is assigned to an individual or group of students.

[7] Display After (=]
Enter dates as mm/dd,/yyyy. Time may be entered in any increment.

Limit Availag

[] Display Until &
Enter dates as mm/dd,/yyyy. Time may be entered in any increment.

[] Track Number of Views

Click Submit to finish. Click Cancel to quit without saving changes.

Cancel

How do I see a student's submission?

A) Click on Course Tools, select SafeAssign and click SafeAssign Items.
Control Panel

Content Collection > SafEASSign

Course Tools

Recycle Campus fack'Blogs
Recycle Campus
Rubrics

SafeAssig
Hlrn

B) Click on the name of the assignment located under Item Name.
SafeAssign Items

SafeAssign ltems

View Safedssign Items in this q

Synchronize this course

Search: Category Any = anp Due Date Any - 01/08/2015 Go
Category ltem Name o Due Date - Submissions
Assignment Home Work 1 1

Displaying 1to 1 of 1 items Show All || Edit Paging...
C) Click on the name of the student under User Attempt to see the student’s submitted

aper or ion or click on green icon to view a SA Report.
View SafeAssign Submissions

Home Work 1
Download All Submissions
Student User verage Highest SA )
D 2 Attempt atch Match Report R
= Anna Anna Banana 100% 100% -E( ed, Jan 07, 2015,
Banana 03:08 PM

Another way of viewing the submission through Grade Center. Please see Inline Grading
section.

To download all students’ submissions:
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A) Click on Course Tools, select SafeAssign and click SafeAssign Items.
Control Panel

Content Collection » SafEASSign

Course Tools

SafeAssign Items

View SafeAssign Items in this d

B) Click on the name of the assignment located under Item Name.
SafeAssign Items

Search: Category Any ~ ano Due Date Any * 01/22/2015
Category ltem Name o Due Date -
Assignment SA-1

C) Click on Download All Submissions to download.
View SafeAssign Submissions

Home Work 1

Download All Submissions

Student Name User Average Highest SA
D Attempt Match Match Report
= Usera Usera Guesta 100% 100% ¥
Guesta
- Anna Anna Banana 100% 100% ¥
Banana

To view the report click on the icon under SA Report of the student you wish to see.
Reading the SafeAssign report. The citations are highlighted in different colors. You can
uncheck a citation and resubmit the document.

v H a2
safe 2 ¥ asﬁsgﬂ
) tees Guiden - Paculty Safefﬁssi_gm -

presented below provide wseful i
- oty + 3 video
¢ coemon Blackboa—d tasks.

P e st ot IR -

<1 bl

L

o) Coure 583 100%
Citatians (4/4)
e
4 = Y 2
Wedsaeday that it might
L] &
bmowm 3 thee Mecchant Customer Exchangs, said that it could yet e -+
desid i Communieation eapabdlity, the technology that Apple Pay rellos L] ]
on L L r
UMY compter U -
e 0w gl servios () 1 it il mmlasion, CUY
trapects, uphulds = e e

D) To resubmit the document, click on Select Sources & Resubmit.
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Citations (1/1)

+ Select Sources & Resubmit _p

o hitp:/fwww.citytech.cuny.e... ye

E) Uncheck the citations you want to remove from the report and click Resubmit.

Citations (1/1) o

Cancel Resubmit p

Un-check any citation sources you want SafeAssign to
ignore during reprocessing

= o http:/fwww_citytech.cuny.e... re

How do | create a Discussion Board forum?

You need to hover over the post/thread to get Search or Refresh options. Also, the Unread
Posts are now highlighted. There is a new option that instructors can select: students must
create a thread in order to view other threads in the forum. If you select this option,
students must post their own answer and thoughts to the discussion board before they can
read what other students wrote before them.

A) Click on Discussion Board.

B) Click Create Forum.

+ |l

Discussion Board

Forums are made up of individual diseussion threads that can be organized around a particular subject. Create
Home Page Forums to organize discussions. More Help

Create Forum o Search TL

C) Add a Name and Text to the body with the necessary information.
D) Change the Forum Availability and Settings as needed.
E) Click Submit to complete the process.

Discussion Board

Tools
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Create Forum

Forums are made up of individual discussion threads thatean be orgarized around a particutar subject. Create Forums to organize
discussions. More Help

¥ Indicates a required field Cancsl m

1. Forum Information
# Name

Description
T T T  Alal 4 3(12pt) |&| T -

i Xz

Fath: p Words:Q

2. Forum Availability
Available = Yes O Mo

Enter Date and Time Display After =

Restrictions Enter dates as mm/dd/yyyy. Time may be entered in any increment

Display Until iw =
Enter dates as mm/dd/yyuy. Time may be entered in any inerement.

3. Forum Settings
If @ Dhie Date 15 set, subrmissions are ancepted after this date, but are marked late
Viewing Threads /Replies g grandard View

Participants must create a thread in order to view other threads in this forum
If participants are required fo ereate threads o view ather threads in the farim, they sannat delete ar adit their aum
posts, and cannot post anonymously. Those opi 1l be set for yau cuomatically

Grade @ Mo Crading in Forum
Grade Discussion Forum: Points possible:
Crade Threads
Allgnmenzs Forum alignments
@ Thread alignments
Subscribe Do not allow subscriptions
Allow members 1o subscribe 1o threads
@ Allows members to subscribe to forum
Include body of post in the email
& Include link to post

Create and Edit Allow Annymaus Posts
Allow Author ta Delets Own Posts
e
Only posts with no replies
Allow Author to Edit Own Published Posts
o Allow Members to Create Mew Threads
o Allow File Attachments
o Allow Users o Reply with Quote
Force Moderation of Posts
Additional Options Allow Post Tagging
Allow Members to Rate Posts

4. Submit

Click Submmit to proceed. Click Cancel fo guil. Cancel

How do | create a group?
Blackboard 9 gives the option to design a group as a self-enroll group that allows students
to add themselves; Manual enroll group--the instructor assigns students to a group;
Random enroll -- Blackboard randomly enrolls for you after you indicate how many
members will be in each group.

A) Click on Groups.

B) Point to Create and select Manual Enroll under Single Group.

Groups

You can facilitate collahoration among students by setting up groups. Groups ailow students to establish a closer virtual

Home Page

Discussion Board
Groups Create ~ ey Export Group Settings
Toals
single Group op Ser

Content

Self-Enroll o Random Enrall
Announce ments

Manual Enroll Selt-Enroll Ders Self-Enroll Available
BB Collaborare g Manual Enroll

Yes Yes

Course Information

C) Add a Namé and Text to the body with the necessary info.
D) Select Yes to make the group available.
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E) Select the tools that you want to make available to the group. Allowing members to add
modules to the group page is optional (only the person who added the module can view it).
F) Select the members of the group by clicking users from the Add Users pop-up window.
G) Click Submit to complete the process.

1. Group Information

¥ Name

Description

T T T |Adal #lspzpt) |4 T - =-1=- % - @iR¥

Path: p Words:0 4

¢ Group is visible to students o Na @ Yes %
2. Tool Availability

2 Blogs
® Mo gradin
Grade : Paints possidle

@ Calendar
@ Collaboration
@ Discussion Board
& Allow any graup members to create foru
Do not allow student group members to cry
@ Email
# File Exchange
@ Journals
@ Mo grading
Grade - Points possible
& Tasks
@ Wikis
@ Mo grading
Grade : Points possible
Toals below are nerned offfor the course. They can il ] /glfimed on/of for the group but they will not be availeable wntil they are furned on for the course.

@ Commercial Content Taols

3. Module Personalization Setting

Allowindividual group members ta personalize group space mosules

@ Allow Personalization

4, Group Options

Craate smart wiew for this group

5. Membership

Add Users  Remowe All Users

Username First Name Last Name Role
200, Student -
200 Student =
200 Student x
200, Student -
200 Student
6. Submit

Cancel

Click Submit ta proceed. Click Carel to quit.

Tools: Itis a very important area where an instructor can go to communicate with
students and perform many things with few clicks.

How do | create a Contact (Staff Information)?
A) Click on Tools, then on Contacts.
- ¢ T

Building Block Testing #
Announcements &

Course Documents

Assignments

Discussio~ Board
Tools

Browser Test

B) Click on Create Contact.
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Contacts

Create Fold=r Create Contact

No items

C) Add the necessary Contact information. Email is the only required field.
D) Click Submit to complete the process. Students see staff information
from Tools area.

Create Contact
* Indicares a required field. Cancel m

1. profile Information
Provide an email address and a title, first name, or last name.
Title
First Name
Last Name
& Email
‘Work Phone

Office Location

.

s [
Character count: 0,
Office Hours
sl
Character count: 0
4
Notes

@i Ry

T T T |ana s lapzpy &

Path: p Words:0
2. options

Make the Profile Available @ Yes o No

Attach an image, For best results, the image size should be 150x150 pixels,

Current Image None

Attach Image Browse

Personal Link http://
3. submit

Cancel Submit

Click Submit to finish. Click Caneel to quir.

How do | Send Email to all students?
A) Click on Tools, then on Send Email.

Home Page

Send Email

Send emuoil messages to different types of users, system roles,
and groups.

Discussion Board

Groups

Taols
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B) Click on All Student Users.

Send Email

Instructors ean send emai to all or selected individual Users, Students, Groups, Teaching Assistants, Mstructors or
Observers. From a Blackboard Learn course, email cannot be sent to anyone who is not @ member of the course.

All Users

Send email to all of the users in the Course.
All Croups

Send email to all of the Groups in the Course.

All Teaching Assistant Users
Send email to all of the Teaching

All Student Users
Send email to all of the Student users in the Course.

C) Add a Subject and Message to the body with the necessary information. Attaching a
file is optional.
D) Click Submit to complete the process.

All Student Users

1. Email Information

To All Student Users

From @ECITYTECH.CUNY EDU)

Subject
Message
T T T |Adal £ 3(12py Qi B ¥
Path: p Waords:0

&
A copy of this email will be sent to the sender.

Attachments Attach a file

2. Submit
Cancel Submit

Click Submit to proceed. Click Carcel to quit.

How do I create a Task?
A) Click on Tools and then on Tasks (select more tasks link)

Tools
Home Page A

=

Use tasks to keep track of work that must be completed. Each
Task has a sratus and a due dare.

Create Course Task

C) Type the Task Name and Description.
D) Select a Due Date and Priority.
E) Click Submit.
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Create Course Task

1. Task Information

Task Mame
Descripticn
T T T |aal s apzpy QiR
Path: p Words:0
Due Date 1|

Enter dates as mm,/dd gy

2. Task Options

pirity

How do I create a Calendar event?
A) Click on Tools, then click on Calendar (then select more calendar events link)

. = +
Tools

Home Page .
Calendar

Content Track important events and dates through the Calendar,

B) Click Create Course Event.

Calendar ol & B

28 30 3 1 2 3 4
C) Type in the Event Name and Description.
D) Select Event Date and Time.
E) Click Save.

Create Event ®

Calendar

[ TEC Sampie Couse $)

Staris: ! Ends:

AllDay []Fapaat W
Event Descnption: D

o/
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How do | send a message?
A) Click on Course Tools, then on Messages.

-G Tools

Faculty Blackboard Test
Course for Winter 2014

Announcement & @ Blackboard Help for Students | Hide Link

Home Page

Open Blackboard Help in a separate window.
Information

Content

E& Course Messages | Hide Link

Create and send p qnd secure Messages to course members.

% Discussio

Create and manage Forums within the Discussion Board.

B) Click on Create Message.
Course Messages

Course Messages are private and secure text-based communication that oceur:

Discussions

Groups

Tools
gard | Hide Link

Create Message

C) Click on To and select the recipient(s) under the Select Recipients: To line box. Click
on the right arrow to add the recipient(s).

D) Add the Subject and Body in the text box.

E) Click Submit.

Compose Message

Course Messages are private and secure text-based communication that occurs within a Course and amaong Course
members. Although similar to email, users must be logged into the Course to read and send Messages. More Help

¥ Indicates a required field. Cancel m

1. Recipients

o Select Recipients: To line Recipients

Anna Banana

1]

Anna Banana weeess

Invere Selection || Select All Inwert Selection || Select All

[

Beo

2. Compose Message
= Subject

Body
T T T aral 5]

———— e
Path: p A
3. submit
Click Submit to proceed. Click Cancel to quit. Cancel
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What is an Achievement?

Blackboard Achievement, found under Course Tools, is an indicator of an accomplishment,
skill, competency, or interest students complete and achieve. Create achievements for
course completion.

Evaluation: It provides the tools an instructor needs to view and get data of the course.

How do | get a Course Report?

A) Click on Evaluation, then on Course Reports.
B) Select the type of report you want by clicking on the drop down arrow next to the
heading and then clicking on Run.

m ¢ M

Course Reports

Faculty Test Course 1.3 Run course reports to view information about course usage and actiy
Winter 2015 based on keywords in the names or deseriptions to find the report the
Announcements More Help
Information 8
Home Page Search pame -~ Containg
Content
Discussions All User Activity inside Content Areas
Groups This report displays a summary of all user activity inside

Last Run: Wednesday, December 25, 2013 10:45:43 PM g
Tools
Help

Course Activity Overview .:
COURSE MANAGEMENT Course ity Dveri
Data indjude thfe tota] RUn

Control Panel in the co

o7 AR
Content Collection N Last Run: Wednesday, January 7, 2015 9:46:26 AM EST

Course Tools

4| - 4

Evaluation

> Course Performance

Course Reports This report displays information showing how a single BI
Performance Dashboard elected set of aoals Pedformance taraets and a range

C) Change the start and end dates as needed.
D) Click on Submit to open report.

Run Reports

* Indicates a regquired field. Cancel m

1. Report Information

Name Caurse Activity Overview

Description Course Activity Overview displays overall activity within a single course, sarted by student
and date. Data includes the total and average time spent per user and the total amount of
activity the user had in the course.

Elapsed Time of Last  6.608 seconds

Run

2. Report Specifications

All report types will open in o new browser window upon Submit.
< Select a Start Date =
Enter dates as mm,/dd/yyyy

2 Select an End Date | =
Enter dates asmm,/dd/yyyy

3. Run Report

Cancel Submit

Click Submit to run this report. Click Caneel to quit.
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E) Click on Download Report to save the report.
Successful Run: Course Activity Overview

Download Report —
Save rhe file containing the report dara to a local sysrem. E

Run a new Report
Run the report again using different report criteria.

How do I use Performance Dashboard?

Performance Dashboard gives you a quick view of user activity of a course.

A) Click on Evaluation.
B) Click on Performance Dashboard.

- Performance Dashboard
¥ Evaluation )

The Performance Dashboard provides an up-to-date report on the activity for all students. Information appears in a table
Jformat. Click a column heading or the caret in the header row of a column to sort the table data by that column. More Help

Course Repons
Performance Dashboard

RetentonCent
SCORM Reports

I

Instructor 1

What is a Retention Center?

Retention Center shows the instructors which students are at risk. It is the upgraded version

of the previous Early Warning System.
retention Center. The retention center
problem areas.

From Control Panel, click Evaluation then select
will show a chart of the students at risk and the

Students currently at risk

STUDENT = MISSED GRADES
DEADLINES ALERT
Userb Guesthb [ ]
«% Anna Banana .

View students not at risk

ACTIVITY ACCESS
ALERT ALERT
L] L]
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Click on an area to see more information

Students currently at risk

View students not at risk

STUDENT & MISSED GRADES ACTIVITY ACCESS
DEADLINES ALERT ALERT ALERT
Userb Guestb [ ] ° L]
!% Anna Banana °

MATCHING RISK FACTORS

Total Grade: 17.25%

wer tha

Alternatively, Retention Center can be viewed from the Blackboard Home page.

How to create a Retention Center Rule?
A) Click on Evaluation to expand the menu and select Retention Center.

Evaluation Py »

SCORM Reports

B) Click on Customize located on the right hand side.

Customize

ep track of patterns over Eme.

C) Hover mouse over Create Rule then select the type of the rule you want to create. For
this demo click on Grade Rule.

Customize Retention Center

You can use the four default rules to begin receivin

Create Rule w

Course Activity 9

Grade Rule

Course Access Rule

Missed Deadline Rule

D) Under Rule Information, enter a name for the rule and click Yes to Include in Risk
Table.
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Add Grade Rule

Grade rules are based on a defined score for any gra
their observers. More Help

* Indicates a re quired fiel

RULE INFORMATION

<~ Rule Name
Rule Type Gr
Included in Risk Table @ Yes & No

D) Under Rule Criteria, select a grade item either final grade or a specific item; and define
the grade criteria to specify a threshold or use an average. Once done, hit Submit button.

RULE CRITERIA

To define the score thres cB‘o a particular Grade Center item, first select the item from the drop-down
list. Posstble points for th itemyd appear in parentheses.

- Select Grade @ Monitor Final Grade

© Monitor Specific ltem

@ Set Grade Value
Grade is Above « Points

) Use Average Grades

Click Submit to proceed. Click Cancel to go back.

How can | use Inline Grading?

Comments can be added to the student’s documents without having to download the
document, and students will see all the comments in a PDF. Students can upload their
assignments as Microsoft Word, PDFs and PowerPoint Presentation files.

A) From Full Grade Center, locate the assignment and click a student’s Attempt.
Last Saved:January 7, 2015 3:08 PM

Grade Information Bar

FY
W

' Home Work 1

M Last Name " First Name " LastAccess | Availability " Weighted Total =~ Total

[[] Banana Anna January 7, 2015 Available - -
[ Guesta Usera Available -- -

View Grade Details
[ Hogue_PreviewlUse Rezaul January 7, 2015 Available - - r

Selected Rows: 0 Exempt Grade

3 | Move To Tap Email Attempt 1775 ()
e

To add text and comments, click on the Comment button. There are 3 comment tools:
Point, Area and Text. Click on Comment then select one of the three.

Point — click to place the pointer, then type in the comment.
Area — drag the mouse over an area to create a box, then type in the comment
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Text — highlight the text in the document, then type in the comment

bt Comment | v | & Draw £ Highlight aA Text s Strikeout Drawtool:....
[ Point Comment

[ Area Comment . .
Parzimmons are the adible frut of a number of spasies of trees in Rezaul Hoque: point comment

‘ the genus Diospyros. Diospyras is in the family Ebenaceas. The most
ral‘) Text Comment | widely cubtivated species iz the Asian persimmon, Dicspyras kaki. [n

calar the rige fruit of the cultivated strains range from Bght yeliow- Rezaul Hoque: area comment
arange t= dark red-crangs depending on the species and varisty.

They similarly vary in size from LB to 8 cm [0.5 10 4 in) in diameter,
and in thaps the varisties may be spherical, acom-, or purnpkin-
shaged. The cabyx generally remaing sttached to the fruit sfter
haruesting, but becomes sszy ta remave orce the fruit iz rips. The
ripe fruit has a high glucase content. The protein comtent is low, but
it haz s balsnced protein profile. Persimman fruits have been putta
various medicinal and chemical uses. Like the tomato, persimmons are not popularly considersd ta be
berries, but in terms of botanical morphelogy the fruit is in fact a berry. The word Diaspyros comes from
the sncient Greek words “dios” |Bube] snd “pyroz” {mupoc). In contest, this mesns mare or lez: “divine

B) To download the original, click on the download button ~ next to the document name
on the right-hand side under Submission.
(5;. @l [J 1 of 1 g = i-,__ Assignment Details ~

GRADE
LAST GRADED ATTEMPT

ATTEMPT

Persimmeons are the edile fruit of 8 number of species of tees in 1715 3:07 PM /100
the gerus Dicspyros. Dicspyros i in the family Ebenacese. The most
widely cultivated species is the Asian persimmnon, Diospyros kaki. In
colar the ripe fruit of the cultivated strains range from light yellow-
arange to dark red-orange depending on the spacies and varisty. SafeAssign ~
They similarty vary in size from 1540 9 cm (0.5 to 4 in) in diameter,
and in thape the arietie: may be spherical, scom-, or pumpkine
shaped. The caly: generslly remains sttached to the fruit after
hervesting, but becomes easy to remove ance the fruit s ripe. The
ripe fruit has 2 high glucose contert. The protein content is low, but SUBMISSION
# has & balanced protein profile. Persimman fruits have been putto
variows mecicinal and chemical uses. Like the tometo, persimmons are not popularly considered to be D Home Work 1.docx
berries, but in terms of botanicel morphalogy the fruit is in fact s berry. The word Dicspyros comes from -

Draw tool — Click on the Draw icon, select a color and start drawing. Click complete when
done with drawing.

Draw . Highlight aA Text sseStrikeout Draw tool: Il I [l 0

[+

ipsum dolor sit amet, consectetur adipisicing elit, sed do ejusn &/ Complete 3¢ Cancel 4

Text tool — Click on text, select a color and font size, then click on an area and type in text

ad Text s Strikeout  Texttool: [l I 10pt ~

' Text tool :

Strikeout tool — Click on Strikeout, then drag the mouse over the words to strikeout on the
document

Highlight tool — Click on Highlight, select a color then drag the mouse over the words to
highlight them on the document.

Deleting an annotation:
To delete a comment, hover over the comment, and click Delete and confirm.

e the =dible fruit of a number of species of trees in
pyros. Diospyros is in the family Ebenaceae. The most
ed species is the Asian persimmon, Diospyros kaki. In -

wit of the cultivated strains range from light yellow- “IRe SII‘."- .@ Delete
red-crange depending on the species and variety.

ary in size from 1.5 t0 0 cm (0.5 to 4 in) in diameter,

Rezaul Hogue: text comment
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To delete drawings, text, strikeouts and highlights, right click on it, click Remove and
confirm

—_—— T

' Text tonl
| “ Remove Text

C) After all grading is done on the document, enter a grade on the right-hand side, click Submit to save.

la v/ 4 a = [JEOE

ATTEMPT

17115 3:07 PM 95|00
Persimmons are the edible fruit of 2 number of species of treesin
the genus Diospyros. Diospyros is in the family Ebenacezse. The most Rezaul
widely cultivated species is the Asian persimmon, Diospyros kaki. In SEfEASSigI"I ~ 9% overall match

| color the ripe fruit of the cultivated strains range from light yellow-
orange to dark red-orange depending on the species and variety.

They similarly vary in size from 1.5 to @ cm (0.5 to 4 in) in diameter,
&nd in shape the varieties may be spherical, acom-, or pumpkin- =| FEEDBACKTO LEARNER

1l

shaped. The calyx generally remainz attached to the fruit after
harvesting, but becomes easy to remove once the fruit is ripe. The
ripe fruit has a high glucose content. The protein content is low, but
it has a balzanced protein profile. Persimmon fruits have been putto
warious medicinal and chemical uses. Like the tomato, persimmons are not popularly considered to be

berries, but in terms of botanical morphology the fruitis in fact a berry. The word Dicspyros comes from Cancel Save Draft Submit
the ancient Greek words "dios” (Suac) and "pyros" (mupoc). In context, this means more or less "divine

Rezaul

Customization: It is one of the most important but least visited areas of Blackboard.
This is the place an instructor needs to visit to make a course available to students.

How do I make my Course Available to students?

Click the course you want to make it available for students. Make sure the Edit Mode is
ON.

Edit Mode is: | ® OFF %Ednw

Click Edit Mode from OFF to ON

A) Click on Customization to open the drop down menu in the Control Panel,
and then click Properties.

Cuest and Observer Access

Quick Setup Guide
Teaching Style
Tool Availability

B) Under "Option 3. Set Availability", click YES to make the course available to the
class.

hd

3. set Availability

Make this course available to users? B) Under "Option 3. Set Availability", click Yes

to make the course available to the class.

Make Course Available Yes

@ Mo

How do I change my course name?
A) Click on Customization, then click Properties.
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Customization »

Enrollment Options

Guest and Observer Access
Properties
Quick Setup
Teaching Style
Tool Availability

B) Change the Course Name.
C) Click on Submit.

Properties

Properties control the functional settings of the course, including name, availability, classification, duration,
categorization, language, files, and structure. More Help

Indicates a required field. Cancel

1. Name and Description

Course Name [Faculty Blackboard Test Course for Winter 2014 x

fiew14

How do I add a Course Banner?

A) Click on Customization then select Teaching Style.

B) Click on Browse My Computer to locate a banner
SELECT BANNER

The banner appears at the top of the course's entry point page. We recomr,
approximately 480 by 8o pivels because users resize brow \ows an
and resolutions. If your banner exceeds the width of the pag

Current Banner Image

New Banner Image  Attach File Browse My Computer

C) Click Submit button after selecting your image.

Packages and Utilities: It is a very useful area that includes many tools to save time
for the instructors.

How do | copy my course?

A) Click on Packages and Utilities, then click on Course Copy.
Packages and Utilitig
Bulk Delete
Check Course Linj
Course Copy
Export/Archive Course
Import Course Cartridge
Import Package / View Logs

B) Select Copy Course Materials into an Existing Course from the Select Copy Type

drop down menu.
C) Type in the Destination Course ID or click Browse to search the course ID. Once the
course is found, click on the radio button and then click on Submit.
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D) Select and check the areas you want to include in the copy process.

*Do not include Enrollments in the Copy or you will copy all previous (old) students into

your new course in addition to the new students.

E) Click on Submit. You’'ll receive a verification email that process has been completed.

1. Select Copy Type
Select Copy Type ((Copy Course Materials into an Existing Course | & *

2. Select Copy Options

Copy Course
(Cource eopy ean make an exact eqpy of the eourse. O oy ean alsomak: ials and eveate a new eourse or add the materials to an existing eaurse. You must
have manage, issil capies of them. Mare Help

Destination Course ID

Courses

Senrsh by () Couraw B8 ) Ikt () Mame Benelptions

Select Course Materials

Select All | Unselect All

Content Areas
Home Page
D Coment

Course Information

Content2

Adaptive Release Rules for Canten
[

Announcements

Blackboard Collabarate Voice Authoring

Blackboard Collaborate Vioice Board

Blackboard Collabarate Voice Podcaster

Blackboard Collaborate Vioice Presentation

Blogs.

Calendar

Collaboratian Sessions

Contacts

Content Alignments

Discussion Board

& Include starter posts for each thread in each forum (anonymized)
Include only the forums, with no starter posts

Glossary
Grade Center Columns and Settings
Group Settings
Journals
Reteniion Center Rules
Rubrics
Settings
Aavallability
ganner Image
Cource Guest Access

Course Observer Access
Duratian

Language Pack
Navigation Settings

Tasks
Tests, Surveys, and Pools
Wikis

3. File Attachments

Sel prion for copuing vour file If cantent will be reused i
information
Course Files Copy links ta Course Files

® Copy links and copies of the content
Copy links and copies of the content (include entire course home folder)

4. Enroliments

Copy enrollments f sers in the eaurse. This option dves nat copy user records in the esurse, such a

Enraliments Include Enroliments in the Copy

5.
Submit *Do not click this option.

ifferent course, copying links and capies of the content is the recommended option. Click More Help for additianal

Cancel

What is Date Management?

This tool changes dates of any item that is date restricted or has a due date in it. Use it for

Course Copy.

Click Course Tools from the Course Control Panel then click Date Management
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Select List All Dates for Review and click Start. If you do not see Select Date Adjustment
Option, click Run Date Management Again button.

Date Management

Automatically adjust all content and tool dates for this course. Select Use Course Start Date or Adjust by
Number of Days to adjust the dates accordingly. You can also review all dates and adjust them later. More Help

Select Date Adjustment Option

(@) Use Course Start Date (1)
() Adjust by Number of Days (7 )

@ List All Dates For Review ({)

Start

Ready to get started?

Click Next when date management progress is done.
Date Management Progress

Date Managemen! process stalus lor course name. Facully Collaborate Workshop

S e

Date

3 ProCess comp uccesstully. 2 seconds

Processing will continue to run in the background, even if you cheose to leave this page. You will aluways receive an email
reminder once processing has completed.

Any item that has a date restriction or due date will be listed

NAME .. DUE STARTS ENDS
Assignment 1 8 NOV 2013 r.
Assignment Fri 12:35 PM

] Midter Exam 200CT2013 26 OCT 2013 &
Announcements Sun 01:12 PM Sat 11:59 PM

] Midterm 24 SEP 2013 2
Test Tue 11:59 PM

To edit the dates, click on the Edit Dates button = next to the item. Edit the date(s) and

click on green check mark (Submit button) ﬂ to save.

Midter Exam “© u
Availability Starts Availability Ends
10/20/2013 01:12 PM 10/26/2013 11:59 PM

Assignment 1 “© u

Due
11/08/2013 12:35 PM Availability Starts Availability Ends

After changes have been made, you will see the new dates and under the name it will say
Updated.
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[[] MAME .~ DUE STARTS ENDS
[ Assignment-1 2B NOV 2013 31 DEC 2013 &
Assi Thu 11:58 PR Tue 11:59 PM
Updated
[[] ddd 9 DEC 2013 &
Assignment Mon 12:00 AM

How do 1 Export my course (Export allows you to select files)?
A) Click on Packages and Utilities, then click on Export/Archive Course.

¥ Packages and Utilities

Bulk Delete

Check Course Linkg
Course Copy
Export/Archive®Course

Import Course Cartridge
Import Package / View Logs

B) Click on Export Package.
Export/Archive Course

Export Course creates a package of course conten
is created. Export Common Cartridge creates a pg

Export Package Archive Course

Refresh

C) If needed, click Calculate Size to check the file size of the course.
Select the Course Materials to export.

D) Click on Submit.

Export Course

Export Course ereases @ package of courss comtent for sing Semings, and Tools, bur user recards. capy of 3 course
inchuding user reconds, use Archive Course. More Help

1. Seleat Copy Options

# Sowrce Course HD WYCTC,

Z. File Attachments
ChaaR Benrwm copying only tu ks to filas arithe links and e oo of aery file armched wxen th cour. (Tiok Calesslats St 2 masky Sure that the parkoga T does 1of evreed the (it
Course Files Default Direciony -, Copy anly links. 1o course dafaui disctnsy fieg

& Copy links and includs copees of the (i in the course detast dincory

;‘:' ?'“:;"“ of the Counis g Cagy andy links. files stored outs e of the course delauk: dreciory
AR D Capy linkx and include copees of the fies outsice of the coune detan’t drwciany

Package Sire Calculate Siz

3. Select Course Materials

Selort materiols in o o pocka e exact recond, ineluckng saer resoeds, s sreboe ined of export.

Salect All

Note: 25 MB is the file size limit for a single file.

How do 1 Archive my course (an archive includes all files except Grade Center, which you
must select)?
A) Click on Packages and Utilities, then click on Export/Archive Course.
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¥ Packages and Utilities »
Bulk Delete
Check Course Lin
Course Copy
Export/Archive®Course
Import Course Cartridge
Import Package / View Logs

B) Click on Archive Course.
Export/Archive Course

Export Course ereates a package of course conten
is created. Export Common Cartridge creates a pq

Export Package Archive Course

Refresh o

C) Click on the small box to Include Grade Center History.
D) If needed, click Calculate Size to check the file size of the course.
E) Click on Submit. A notice will appear on the screen saying “This action has been..”

Archive Course

Archive Course creates a permanent record of a course including all the content and user interactions
available at the time the Archive is initiated. More Help

Cancel

SELECT COPY OPTIONS

= Source Course ID Fac_GC_EP

[] Include Grade Center History (increases file size and processing time)

FILE ATTA! NTS

Choose between copying only the links to files or the links and new copies of every file attached within the
course. Click Calculate Size to make sure that the package size does not exceed the limit.

Course Files Default

 Copy only links to course default directory files
Directory -

gandgclude copies of the files in the course default directory

Files Outside of the
Course Default b . . .
Directary @ Copy link§fand include copies of the files outside of the course default directory

0 files stored outside of the course default directory

Package Size Calculate Size Manage Package Contents

folder.
Export/Archive Course

Export Course creates a package of course content that can latq
different course. Archive Course creates a permanent record of]|
interactions available at the time the Archive is created. Expori
can be shared across learning management systems. You must|
operations. More Help

Export Package Archive Course

Refresh

ArchiveFile Fac GC_EP_20150109126544 zip

Note: 25 MB is the file size limit for a single file.
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How do | add a Module to my Homepage?

A) While on the homepage click “Add Course Module”>

Add Course Module

B) Click on “+Add” under the Module that you would like to add.
C) Click OK to submit.

Add Module

Modules are itemns that include cantent, [inks, or tools that can be added to personalize a page. Userscan browse for a module by caregory ar search
module tirles and descriptions by keyword. Select a module More link ar the Show,/Fide wogle to preview that module. Selecrmodules to appear on the:
page: Home Page

Search Browsing: My Blackboard

Go

My Tasks
Browse by Category Display your personal tasks. ik
All = =

My Blackboard

Student Life Displaying 1to 7 of 7 items | Shaw Al || Edit Paging

What’s in my Modules?

A) The My Announcements”: All announcements from the past seven days will here.
B) The “My Task™: All upcoming task will appear here.

C) The “What’s New” Module: Every time you post an announcement, assignment, etc.
within a content area a notification will appear.

D) The “Needs Attention” Module: Shows a notification when a student submits an
assignment that needs your attention for grading.

E) The “To Do” Module:

- What’s Past Due:
o Shows a notification to the students whenever an assignment is past
due(Must have the Due Date set up in the assignment)
- What’s Due:
o Shows a notification to the students whenever an assignment is due within
the week or by the due date. (Must have the Due Date set up in the
assignment)

F) The Alerts Module:

- Past Due Alerts:
o Shows a notification when an assignment is past due. In order for this to
work you will have to set up due dates on assignments.
- Early Warning System:
o Shows a notification when a student meets the criteria of the rule set
within the Early Warning System.
- Activity Alerts:
o Shows when you have created “Last Access Rule” and the students meet
the criteria of the rule set. See How to set up an Early Warning Rule
section.
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My Announcements % To Do _— E
NoCourse or Organization Announcemenis have bee) Edit Motification Settil

posted in the last 7days.

What's Past Due Actions »

» All Items ()

My Tasks What's Due Actions =
Select Dare' | B | co

My Tasks:
iTEC Sample Course  Today {0)

Complete Task Nothing Due Today

mare announcements...

» Tomorrow (0)

more tasks...

b This Week (0)

» Future (0}
What's New
T Last Updated

t Motification Settings | Actions -

» Content (1) Alerts F

» Discussion Board (7) Edit Motification Settings

Last Updated: Past Due Actions
NaoNatifications
Needs Attention
Retention Center Alerts
Edit Notification Settings | Actions = i
b iTEC Sample Course (4)
No Natifications
Activity Alerts

Last Updated: No Natifications

Last Updated:

How do | arrange the modules?
Drag and drop the module. You must have the latest version of Java installed.

Home Page
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How do I change the Theme of the modules?
A) While on the Home page click on “Personalize Page”.

Home Page
Add Course Module & Customize Page T

B) Select your theme
C) Click Submit (Within the course, select Customize Page).

Blackboard Collaborate:

Automatically each course has a course room already created, as well as a room for the
course instructor. The course and instructor’s rooms by default are available as long as the
course is available. Students will enter as participants, instructors will enter as moderators.
To change the settings, click Edit Room. To invite outside guests, click Allow Guests. You
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will send Guests an emails with the link to the room.

Blackboard Collaborate

Blackboard Collaborate offers a robust tool set that allows you to web conference and connect with one student or
your entire class. You and your students can collaborate using audio, video, and recording capabilities. You can also
use private and public chat, a whiteboard, application sharing, a clip art library, and the ability to add and edit

* Course Room “ Evelyn Pak's Room “ Schedule a Session
Edit Room Add Link Allow Guests Edit Room Add Link Allow Guests Set Defaults

A new session can be created by clicking on Create Session. Defaults can be preset for

these sessions by clicking on Set Defaults before creating the rooms. Visit the CUNY website

at http://cuny.edu/about/administration/offices/CIS/functions/bb/userguides/faculty.html

for additional help, or email itec@citytech.cuny.edu.
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