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1. Login

a. Go to concordia.blackboard.com. Log in with the same user name and password as ANGEL.

Blackboard
learn.

2. Find Your Courses
a. Look for your course under My Courses.

CONCORDIA

My Institution

Add Module

Tools

Announcements
Calendar

Tasks

My Grades

Send Email

User Directory
Address Book
Personal Information
Goals

Academic Materials

Technical Support

Looking for technical suppont? Visit the

at the top of the screen to
access help resources for Blackboard
Leam.

Nobfications Dashboard

USERNAME:

PASSWORD:

Login

My Institution

My Announcements

No Institution Ann have been posted in the last 7 days.

une

No Course or Organization

nnouncements have been posted i

more announcements

My Organizations

You are not currently participating in any organizations.

—>

B Katitocao 29 v ()

Courses Content Collection Services & Resources Help & Support

Mobile Learning Update

—
-
Keep up with your classes [ > weas
while on-the-go
@ Arssaraets
Get Blackboard Mobile Learn™
| 5=
et
| = wes

« My Courses h

Courses where you are: Instructor

CELTSW: CELT Student Worker Sandbox
nstructor: Elizabeth Evans. Justin Frisque. Justin (Test Student) Frisque, Susan
Galianis. Kaitlin Lecato, Aurora May, Hannah Seefeldt Katherine Zipay

CELT-TestAL103: Susan Test Course Transfer AL103 (import CELT-TestAL103 is
Complete, with efrors.)
nstructor Susan Gallanis, Kaitlin Lecato; Katherine Zipay

Spring 2015 Blackboard Learn Basics 201530 042715

Page | 2



3. View Course Content (like the Lessons tab in Angel)
a. Toview course content (i.e., discussion boards, assignment/drop boxes) click on Content.
CONCORDIA

Facibut

My Institution Courses

@« Home Page
[
Home Page
w CELT StudentWorker b3
Sandbox
Home Page To Do
Content @
) . No Course or Organization Announcements have been posted in the last 7 days. [}
Discussions
Groups more announcements.. What's Past Due
Tools p Allitems (0)
Help My Tasks.
Unit 1 What's Due
My Tasks:
Select Date: |11/14/2(
No tasks due.
COURSE MANAGEMENT
w Today (0)
v Control Panel more tasks..

b Content Collection

p Tomorrow (0)

4. Create a folder.
a. Inthe content pane, scroll over the Build Content area, then click on Content Folder.

My Institution Courses Content Collection
Caontent » Instructor Resources
+ Y N I 1
Instructor Resources
w Susan TestCourse
Transfer AL107 SW /
Build Content + Assessments w Tools + Partner Content
Home Page
[ Information & Create
Content Item Cantent Folder
Discussions Filz Module Page
Groups Blank Page
Audio t
Tools |
L= Mashups [
Hel i
f Video Flickr Photo
\Web Link SlideShare Presentation
COURSE MANMAGEMENT YouTube Video
Learning Module
w Control Panel i xpLor Content
ess0n Plan

Page | 3
Spring 2015 Blackboard Learn Basics 201530 042715



b. Enter the name of the folder, a description (if desired) and permit users to view the folder. If you want
the folder hidden from students, click No. Then click Submit.
Create Content Folder

A Content Folder is a way of organizing content items. Content Folders and sub-folders set up a hierarchy to group related

y . , ] .
W Indicates a required field. Cancel

1. Content Folder Information

_") 2& Name Title of folder
Color of Name . Black
Text
T T T F Paragraph ¥ Arial v 3(12pt) Y =S-i=- T~ 2" @ Hia
Xiolala|wa]EEEE | [EE| T e — = -
@@ @M fi eMstues - T « @ @ 4 B
—9 Description of folder
Path: p Words2

2. Standard Options

Permit Users fo View this @ Yes () No
Content

c. You've now created a folder.

E] Title of folder

Description of folder
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5. Add a File
a. Hover mouse over Build Content; click on File.

Content
+ | S S 1
Content
+ Susan Course Example ¢
' Home Page Build Content Assessments v Tools Partner Content ~
Information & 2
Content S New Page sr and Contact Inform
Discussions Itemn Content Folder . .
File Module Page as a file. Place file below
Groups ﬂ
Blank Page
Tools Audio L
Help Image Mashups
R Flickr Photo
| iz LTS SlideShare Presentation

b. Enter the file name. Browse your computer to find your file. Complete the Standard Options section to
allow students to view the file. Then click Submit.

Create File

Use the File content type to add a file that can be selected and viewed asa page within the course or asa separate piece of content in a separate browser window, Also, a collection offiles or an entire lesson, including cascading style sheets (CSS), can be
developed offline and uploaded into a course from a local drive and viewed in order. More Help

% Indicatesa required field. Cance! Submit
1. SelectFile

Selecta local fill by clicking Browse My Computer or one from within Course Files by dicking Browse Course. Enter a Name for the file and choose a Color for the text to appear in the list of content. Click No to display the file within the Course environmentor Yes to
display itasa separate piece of content with no Course page heading.

¢ Name I )
zcob.v of Name 1 Black

# Find File Browse My Computer | | Browse Content Collection
2. File Options 24

Open in New Window @ Yes @ No

Add alignment to content @ Yes @ No

3. standard Options

Permit Users to View this ® Yes @ No
Content
Track Number of Views © Yes @ No
Select Date and Time . ster sl mir=
Restnctions Eibiplay i @ 1)
Enter dates as mm/ad/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.

(D
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c. To move items on the content pane, click on the left side of the item (you will see yellow on the left side
of the item and up/down arrows).

Build Content ~ Assessments w Tools ~ Partner Content

B Introductery Infermation From Your Instructer and Contact Information

Upload your infredestion letier and contactinformation as a file and place attop of content pans.

D Student Module AL 107

Evaluation and Grading

DI

Ej Session |
Ej Session I
Ej Session lll
Ej Session 1V
= Introductery Infermation from your Instructor

Avalaplity: hem s nolavalable

Session ¥

D |

Session V1

D |

Instructor Resources

fem ks nolavaliabke

? y D Introductery Infermation from your Instructor and Contact Information
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d. Drag file to the desired position.

*  Susan Test Courss L]

Transtar AL10T SW Content
Homs Page
Assessments v Tools Partner Content
Infrmaton
canient ! ) .
Intreductory Information from your Instructor and Contact Information
Discusslons
Groups
r

Taals

B Intreductory Information From Your Instructor and Contact Information
sz

Uiplead your introdeution letier and contactinformation as a file and place atiop of content pane.

COURIE MANAGEMENT

* Control Panel D Student Module AL 107

Ganieni Callectan

Caourse Tagls

Evaluation ) .
Evaluation and Grading

¥ Grade Cenier L_::?

Users and Graups

Cusiomizaton

Packages and Uiias

Help

6. AddaWeb Link
a. Inyour course, click on content, then find where you would like to place your Web Link. For example,
add a web link to the Session | folder.

Content
+ [ O
Content
w TestCourse Transfer F .
AL4AT4
Build Content Assessments Tools Partner Content ~
Home Page

information b | Intreductory Infermation from your Instructor
coent (N

Availability: tem is not available.

Discussions
Groups
AL 474 Integrative Project: The Business Plan Student Module
Tools =
Help
COURSE MANAGEMENT B Evaluation and Grading

Control Panel
Content Collection
Course Tools .

B Session |
Evaluation

Grade Center

- v wv v |
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b. Once in the folder, hover mouse over Build Content and click Web Link.

Content
Build Content + Assessments Tools v Pa
Create New FPage r
[tem Content Folder
File Module Page
Blank Page

Audio X
Image Mashups

Video lickr Photo
Web Link lideShare Presentation
Learning Module TouTube Video

lesson|Bian xpLor Content

Syllabus
Course Link

Content Package (SCORM)

c. Enter the web link name and the website URL.*

1. Web Link Information

<= MName |GL.IW Homepage

2 URL hitps /v, cuw.edu/ |
For example, hitp://www.myschool.edu/

|| Thislink is to a Tool Provider. What's a Tool Provider?

*Note: Include the https:// of the URL. It is recommended you copy the URL from the actual
website and paste it in the URL field above.

l Blackboard Leam x /v & Concordia University Wisc X
L e | RN ttps:// www.cuw.edu

@ CONCORDIA UNIVERSITY

WISCONSIN
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d. Add a description (if desired) and click submit.

My Institution Courses Content Collection Community Services & Resources Help & Support

AWeb Link is a shortcut to a Web resource. Add a Web Link to a Content Area to provide a quick access point to relevant materials. More Help

* Indicatesa required field. Cancel

1. Web Link Information

3 Name [cuw Homepage \

# URL tps:ifwvnn cuw. edu/ |
For example, hitp://www.myschool.edu/

(] This linkis to a Tool Provider. What's a Tool Provider?

2. Description

Text
T T T aral v|3¢12pp YT -S4

BiXy

Link to the CUW Homepage for the first assignment.

e. The web link has now been added to your course.

Content

Build Content + Assessments Tools w Partner Content w

:i j CUW Homepage
— Link to the CUW Homepage for the first assignment.
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7. Create an Assignment (Drop Box in Angel)
a. Inyour course click on Content.

ﬁ Home Page
+ = ¢ Tl
Home Page
¥ Susan Test Course E 3
Transfer AL1073W
Add Course Module
Home Page
Infermation g
T My Announcements
Distussions No Course or Organization Announcements have been posted in the last 7 days.
Groups
maore announcem
Tools
Help
My Tasks
COURSE MANAGEMENT Iy Tasks:
* Control Panel No tasks due.
» Content Collection =
b. Under Assessments, click on Assignment.
+ i .
Unit 4
¥ Susan Course Example #
Home Page Build Content + Assessments Tools + Partner Content +
Information
Testfile  Test
Content ~estile
Survey
Discussions Assignment
Groups Self and Peer Assessment
Toocls Draft Te:  Mobile Compatible Test
Help fsdflsjdf.sf  McGraw-Hill Assignment
COURSE MANAGEMENT
v Control Panel
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c. Enter assignment name, instructions, and attach a file if desired.

Create Assignment

' Indicates a required field.

1. Assignment Information

QO BB amee - 1 « 00 L B
Here are the instructions. e
Path: p

2. Assignment Files

Attach File Browse My Computer Browse Content Collection

¢ Name and Color New Assignmant ] Black

Instructions

T T T F Paragraph ¥ Arial ¥ 3(12pt) ¥YE T 2 @
¥DOoaQQmwo =SEEEE S T T: Y — -

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

HTHL 55

Qi XA

Words:d .

d. Enter due dates so the assignment appears on the student To Do list on the course home page.

DUE DATES

Due Date

e. Enter the number of points.

GRADING

2~ Points Possible

Associated Rubrics

[100 |('_

Add Rubric ¥
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f. Click on Submission Details to expand and display options. Select assignment type, number of attempts,
and plagiarism tools (SafeAssign) as desired. Note: If enabling SafeAssign, check the box to exclude
submissions from the Institutional and Global References Databases for DRAFT submissions.

Submission Details

Assignment Type + Individual Submission
Group Submission

Portfolio Submission

MNumber of Attempts Single Attempt v
Single Attemp
Multiple attempts
P | Unlimited Attempts | X X X
Plagiarism Tools Check submissions for plagiarism using SafeAssign

Allow students to view SafeAssign criginality report for their attempts

Exclude submissions from the Institutional and Glebal References Databases

Grading Options

Display of Grades

g. Click Display of Grades. Students will see the score displayed in My Grades. Click the drop down menu to
change the display students see such as percentage or letter grade.

Submission Details

Grading Options

Display of Grades

Display grade as Primary / Secondary

=

Score v and MNone ¥

#| Include in Grade Center grading calculations
#| Show to students in My Grades

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

Page | 12
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h. By default, the Assignment is visible to students. To limit when students can view the Assignment, enter
dates in the Display After and Display Until fields. Click Submit.
AVAILABILITY

ﬁf ake the Assignment Available
Limit Availability Display After &
Display Until (=]

Track Mumber oigfews

i. You have now added an Assignment.

% New Assignment
— Here are the instructions.

8. How to grade an assignment using Inline Grading
a. Click on Grade Center and then click on Needs Grading. Click on the student name to show their
assignment submission.

+ Susan Course Example

Home Page Grade All Filter

gomkon Category Item User Date Submitted

Content All Categories ¥ || All Items ¥ || All Users v/ AnyDate ¥ &= Go

Discussions

Groups 4 total items to grade.

Tools

Category Item Name User Atternpt Date Submitted Due Date
Help
Discussion  Friday Forum Susan (Test Student) Gallanis February 13, 2015 11:12:54 AM

SULLEE L EE ST Assignment  Essay 1 Dropbex (with rubric) Susan (Test Student) Gallanis (Attempt 2 of  April 22, 2015 2:12:09 PM
¥ Control Panel )
¥ Content Collection » Assignment Essay 2 Susan (Test Student) Gallanis (Attempt 1 of  April 27, 2015 9:51:57 October 31

2) AM I3 2014
b Course Tools
" Assignment  Essay 2 Susan (Test Student) Gallanis (Attempt 2 of  April 27, 2015 9:56:35 October 31
P Evaluation »
2) AM =3 2014

+ Grade Center »

Needs Grading — Displaying 1 to 4 of 4 items Show All || Edit Paging...

Full Grade Center

Assinnments
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b. You'll see the student’s paper. Click on the Comment button to add your feedback. There is no need to

download the paper. All comments will be saved. Click on the small down arrow for an additional
feedback box. If you enabled SafeAssign, click on SafeAssign to view the similarity report. Enter a score.

Click Submit when finished.

Grade Assignment: Essay 2

Wiewing 4 of 4 gradable items

€ (0 I susan (Test Student) Gallanis (Attempt 2of

2)

Assignment Instructions

Q|® || 1 of 1

¢™erocodoc

Comment button

STUDENT APATHY

"Wiary students in schoaks show a lack of interest and motivatian in their studies. Discuss the reasans
why they are scademically uninterested.”

I every schoal, while there sre herdworking students, there are slza lazy students wha are not
ng about schaol. They just come to schoal, Sit ot the bac

the clazz, talk and
disturk the others. Thers may be some reazans far such behwiar such sz family, peer influance
and financial prablems.

Jump to... Hide User Names Refresh

Exit

Assignment Details ~

GRADE

LAST GRADED ATTEMPT

ATTEMPT 2 (LATE)

= 7
4/27/15 9:56 AM /100

Safefssign ~ 100% overall matc

Enter score

+

The mast cammen factar which influsnces the scademiz perfermance of studerts & famity. Fihe
parents are imterested in haw their child i daing st schoal, the studsnt will be mers interested in his
lzzzars 1o, Eclussted parentz generslly sthaw mors intarast in the scsdermic performance of their
children; however, thiz should be a practice common to all families nat only to the educated ones.
\When the parents are nat interestad in the success ar failurs of their children, the child will nat cars
shut schac] ar lessans, and will parfarm pacrhy.

Click to show
SafeAssign report

Click to show
feedback box

In zzhalz, the bastinown stutients are the anes whe do sverything sxcapt for studying, They seam the
coslest students ot schacl and sverybacy admires their reputsticn. Whan the parsnts fail to shaw any
imtarect in their children, they are kel 1o bacome cne of those students who look cocd but dizglay o
academic achisvernent. Because in these sges teenagers do not understand the Tmportance of uzeful
things, they da triviel things which seem really imgertant ameng their peer group. Their enly aimis te be
well kngwn at szhoal and have = group. Ttudying leszans, then, s not ane of the wayz to become
popular st schoal.

U SO S O SO U U SR SR S PR ST
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9. Set up the Grade Center

a.

View Full Grade Center

i. After adding content to the course (example: Assignments, Discussion Forums) view the Full
Grade Center: Click on Grade Center, then Full Grade Center. You will see columns that were
automatically added when course content was added (examples: Paper 1 Drop Box, Paper 2

Drop Box).
Grade Center : Full Grade Center
v g“i?n Test Course Grade When screen reader mode is on the table is stafic, and grades may be entered on the Grade Details page, accessed by selecting the table cell for th
enter the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit, Use the arrow keys or
Home Page
Information g3 Create Column  Create Calculated Column ~  Manage.~  Reports . v
Content
Discussions
Groups Move To Top || Email
Grade ion Bar
Tools _ - S - = v
Help Selected Rows: 0

COURSE MANAGEMENT
* Control Panel
* Content Collection

* Course Tools

¥ Evaluation

9 Grade Center

Meeds Grading

+ Full Grade Center
Assignments

Tests

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen reader mode is off, grades can be typed
directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center.

More Help

Create Column

Create Calculated Column ~ Manage Reports + Filter Work Offline

Move To Top Email

ii. View all columns by using the scroll bar. Or, click Manage then Column Organization.

Grading Periods

+% | Move ToTop | = Email Grading Schemas Sort Columns BY: | | ayout Position Order.| 4 Ascending
Grade Information Bar Grading Color Codes Last Saved:January 19, 2015 8:14 AM
B 1ot Nare B - ,,,,,\,“ Categories !2 - - - B . m_
Smart Views
(] Evans Elizabeth - - - - - -
Column Organization
(| Frisque Justin (Test Student] August 14, 20 C(175.00) 75.00% (C) - - - 100.00
Row Visibility L
[ | Gallanis Susan (Test Studen| Send Email
(] Lecato Kaitlin November 14 McGraw-Hill Connect Reports
LI Zipay Katherine November4.| e craw-Hill Connect To Do List - - - - - -
Selected Rows: 0 S |
-3 | Move To Top Email \ } Icon Legend
Y Edit Rows Displayed
Scroll Bar
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(The columns are shown below as a list. More about this view will be explained later in this document.)

1 Shown in All Grade Center Views N
& Last Mame (Frozen) Institution
+ First Name (Frozen) Institution
4+ Everything sbove this bar is afrozen column. Drag this bar to change which columns are frozen.
5 e
&
o+ Last Access Institution
& Availability Institution

| Notin a Grading Period N

& Waighted Total (Extemnal Grade) Mot in & Grading Pariod Caleulsted Grade Jul 22, 2014 23.5 (may vary by
student)

3 Total Mot in & Grading Pariod Caleulsted Grade Jan 5, 2015 580 (may vary by
student)

& OVERALL Dropbox Mot in & Grading Period Caloulated Grade Jan B, 2015 84 (may vary by student

& Paper#1 Drophox Not in & Grading Period Assignment None Aug 26, 2014 100

& Photoshap Project Mot in & Grading Period Assignment Jan 8, 2015 Jan 8, 2015 10

& design 1 project Not in & Grading Period Assignment Jan 8, 2015 Jan 8, 2015 10

& Essay #3 Mot in & Grading Period Assignment None Aug 14,2014 100

3 Essay 2 Mot in & Grading Pariod Assignment Oct 31, 2014 Oct 21, 2014 100

& Talk about Testing Mot in & Grading Period Discussion None Oct 28, 2014 10

3 friday test Mot in & Grading Pariod Test Nons Dec 5, 2014 10

& Wind Chill Advisary Discussion Mot in & Grading Period Discussion None Jan 7, 2015 10

& In Class Presentation 1 Mot in & Grading Period Mo Category None Jan 8, 2015 30

& Participation Not in & Grading Period Caze Studies None Jan 8, 2015 100

& Draft Papers Mot in & Grading Period Safedssignment None Jan 14,2015 0

& Finsl Papar Not in & Grading Period SafeAssignment Jan 15, 2015 Jan 15,2015 100

Show/Hide Change Category to.. Change Grading Period fo...

Click Submit to proceed. Click Cancel to quit.

b. Create a New Category (i.e. for manually graded items such as participation)
i. View all categories: Click on Manage, then Categories.

Grade Center : fullGradeCenterMsg

When screen reader mode is on the table is stafic, and grades may be enfered on the Grade Defails page, accessed b
the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enfer key to

Create Column Create Calculated Column . v

Grading Periods
Grading Schemas
Grade |nformation Bar Grading Color Codes

Move To Top Email

Selectzd Rows: 0 Smart Views
Move To Top Email Column Organization
Row Vigibility
Send Email

McGraw-Hill Connect Reports
McGraw-Hil Connect To Do List

Page | 16
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ii. The Grade Center has several default categories (see below). To create a new category, click on
Create Category.

Categories

A Grade Center Category is a classification of Grade Center Columns. Categories are used fo organize and view Grade Cenfer data and can be ust
Columns in a Category. The Grade Center has nine default Categories: Assignment, Blog, Discussion, Journal, SafeAssignment, Self and Peer, Sur

Create Category
Title \ Destription Columns

Assignment Paper 1 Dirop Box,Paper 2 Drop Box
Blog

Discussion

Journal

Self and Peer

Survey

Test

iii. Name the category (example: Class Participation) and click Submit.

Create Category
Cafegories tag Grade Colwmns so that actions can be performed against all Columns in the Category. Create a new Category by giving it a Nenne and Description. The Description is optional, but can help differentiate
Categories and explain a Category’s purpose.

* Indicates a required field. Cancel m

1. category Information

S Name [Class Participation €
Description
2. Submit

Click Submit to proceed. Click Cancel to quit.

Page | 17
Spring 2015 Blackboard Learn Basics 201530 042715



iv. The new category appears. Return to the Full Grade Center by clicking OK.

Categories

A Grade Cenfer Category is a classification of Grade Center Columns. Cafegories are used to organize and view Grade Center dafa and can be used when creafing Calculated Columns to perform operations on all Grade
Columns in a Category. The Grade Center has nine default Cafegories: Assignment, Blog, Discussion, Journal, SafeAssignment, Self and Peer, Survey, and Test that cannot be removed or edited. More Help

Create Category

Delete

Title 5 Description Columns
Assignment Paper 1 Drop Box,Paper 2 Drop Box
Elog

(1 Cless Participation
Discussion \
Journal
Self and Peer
Survey

Test

Delete

Displaying 1 to 8 of 8 items Show All Edit Pagir

— 0K

c. Create a column in the Grade Center and attach it to the category created above
i. Now that you’ve created a category (example: Class Participation), create a column in the Grade
Center for manually grading that item such as Session 1 Class Participation. Click on Create
Column.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the gra
the cells on the Grade Cenfer page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the &

Create Column Create Calculated Column . ~ Manage Reports

Move To Top Email
Grade Infiormation Bar

ast Name First Name Weighted Total -/ Total Paper 4 Drop B aper 2 Drop

Selected Rows: 0

Move To Top Email
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ii. Enter the name, choose the category, and enter the points. Click Submit.

Create Grade Column

Grade Columns represent any student effort that is measured. Columns for gradable ifems are added to the Grade Center automatically. Work that is not automatically graded can be measured in the Grade Cenfer by
creating a Grade Column. More Help

¥ Indicates a required field. Cancel m

1. column Information

- Colirn e
Grade Center Name |
Description
T T T F Paragraph ¥ Arial v 3(12pt) v = - i=- T|- #- & B i a
D 0Oq EEEE = T T. (| — = ||V
@ @ @ B oMshus - T « @@ 4 H HTHL €55
Path: p ‘Words:D 4
Primary Display Score r

Grades must be enfered using the selecied formai. Grades display in this format in both the Grade Center and My Grades.

Secondary Display

This display option is shown in the Grade Center only.

egory
4 Points Possible

Associated Rubrics ﬂ Add Rubric %
Name Type Date Last Edited Show Rubric to Students

iii. You’ve now added a column for a manually graded item and linked it to a category.
Grade Center : Full Grade Center

When screen reader mode is on the fable is static, and grades may be enfered on the Grade Details page, accessed by selecting the table cell for the grade. When screen re
the cells on the Grade Center page. To enter a grade: click the cell, fype the grade value, and press the Enfer key to submit. Use the arrow keys or the tab key to navigate

Create Column Create Calculated Column . + Manage . v Reports . v

% | Move TeTop | | Emai Sort !
(Grade Information Bar
Last Name First Name Weighted Total Q_T':-" Paper 1 Drop B Paper 2 Drop B
Selected Rows: 0
Move To Top || Email
Page | 19

Spring 2015 Blackboard Learn Basics 201530 042715



d. Check that categories are correctly connected to gradable items

i. From the Full Grade Center click on Manage, then Categories. You will see all categories on the
left. On the right are the assignments that are linked to each category. Click OK to return to the
Full Grade Center.

Categories

A Grade Center Category is a classification of Grade Center Columns. Cafegories are used to organize and view Grade Center data and can be used when creating Calculated Columns to perform operations on all
Grade Columns in a Category. The Grade Cenfer has nine default Categories: Assignment, Blog, Discussion, Journal, SafeAssignment, Self and Peer, Survey, and Test that cannot be removed or edited. More Help

Create Category

Title =

Assignment

Deseription

Columns

: <€

Class Participation (

Discussion
Journal

Self and Peer
Survey

Test

) Paper 1 Drop Box, Paper 2 Drop Box
é Session 1 Class Participation

Displaying 1 to 8 of 8 items

Show All | Edit Paging...

ii. If there is an item connected to the wrong category, you can change it from the Full Grade
Center. Click on the column heading that you want to edit, and then click on Edit Column
Information.

Create Column

+% | Maove To Top
Grade Information Bar
-

W Last Name

[ Frisque

[ Gallanis
[ Lecato

| Seefeldt

| Move To Top

Grade Center : Full Grade Center

Create Calculated Column +

First Name Essay #3
Justin (Test Student, 100.00
Susan (Test Studenl --

Kaitlin

Hannah

Selected Rows: 0

Email

Manage

Photoshop Proj

Reports ~

Photoshop Proj

friday test

Sort Columns By | | ayout Position

Friday Forum

Last Saved:April 27, 2015 9:56 AM

Draft Test Fssa

Filter

Work Offline ~

Order:| & Ascending

Quick Column Information

View and Add Alignments
View Grade History

Edit Column Information
Column Statistics
Setas External Grade

Hide from Students (on/off)

Sort Ascending
Sort Descending
Hide from Instructor View

Delete Column

—
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ii. Change the category and click Submit.

* Indicates a required field. Celiz _]m

. Column Information |

¢ Comn are

Grade Centrtame E—

Description

T T T T Paragraph v Arial v [3¢py v == T 2] @ Bi¥da
D 0OQ = T T | el e R |l

Q@@L oM - 1 « @@ 4 B HTHL €55

Path: p Words:0 .
Primary Display [Score v

Grades must be entered using the selected format, Grades display in this formai in both the Grade Center and My Grades.

Secondary Display [Mone T
This display opfion & shown in the Grade Center only.

Category [ Cisss Participation ¥ | (

3 Peints Possible [too ]
Associated Rubrics Add Rubric
Name Type Date Last Edited Show Rubric to Students

e. Create a weighted total column for a percentage-based gradebook
i. This will weight each category according to specific percentage (example: Assignments 30%,
Class Participation 15%, Discussions 15%, and Tests 40%). Click on the Weighted Total column,
then Edit Column Information.

* Susan Course Example #¢
Grade Center : Full Grade Center

Home Page

Information &2 Create Column Create Calculated Column + Manage Reports +

Content

Discussions

> | MoveToTop | | Email Sort Columns By: | | ayout Posi
Groups
Grage Information Bar
=
= B Last Name First Name Total + Weighted To y OVERAII Proje " Essay 1 Droph
Help [ Frisque Justin (Test Student, 244.00 84.50% (B)
Quick Column Information
(] Gallanis Susan (Test Studen! 160.00 80.00% (B-)

COURSE MANAGEMENT BLecan Kaitlin Edit Column Information
ERC o Panel O Seeteiat T 80.00% (3 alumn istics | Edit Colum furmatmn )
) Content Collection > Selected Rows: 0 TR

* | Move To Toj Email Sort Descendin:
P Course Tools P Y
Hide from Instructor View

P Evaluation >
¥ Grade Center >

Needs Grading

Full Grade Center

Assignments
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ii. Select a category used for this course. Click on the arrow to move it to the box on the rigt. Then
enter the percenage for this category. If items in one category have the same point value, the

Weight Columns line should stay set to Equally. If the items in one category have different point
values, on the Weight Columns line click Proportionally.

Select Columns

Select the columns and cafegories to include in this weighted grade and then set the weight percentages.
Include in Weighted Grade

Columns to Select: Selected Columns:
Total

" Enter the weight percentage for each item. Percentages should add up fo 100 percent.
Paper 1 Drop Box

Paper 2 Drop Box - . [x]
Session 1 Class Participation y|| ®[5 % Category: Discussion
‘Weight Columns: @ Equally Proportionally @

% Drop Grades OR Use only the
Column Information | Sron Highest Grades Lowest Value to Calculate
Highest Valus to Calculate
Categories to Select: Cron Lowest Grades
Assignment - |
Survey

Blog |
Journal | L4
Self and Peer |
Class Participation |

Test - |
Category Information ‘

lass Participation:Session 1 Clasi Fanicipation

Total Weight: 15%

iii. Continue until you have moved all categories for this course to the right and the total weight is
100%. Then click Submit.

3. select Columns

Select the colwmns and cafegories fo include in this weighted grade and then set the weight percentages.
Inc lude in Weighted Grade

Columns to Select: Selected Columns: i
Total N Enter the weight percenfage for each ifem. Percentages should add up fo 100
Paper 1 Drop Box percent.
Paper 2 Drop Box
Session 1 Class Participation *| % |% Category: Test o -
Weight Columns: (@ Equally Propaortionally
b
Columin Information % Drop Grades OR Use only the
§ Lowest Walue to
. Drop Highest Grades Caloulate
Categories to Select: Drop Lowest Grades ~ Highest Value to
Survey N Calculate
Blog
Journal #[30 | % Category: Assignment o
Self and Peer 2
Weight Columns: @ Equally Propaortionalhy
- ®) Drop Grades OR Use only the
Category Information Drop Highest Grades Lowsst Value o
Calculate
Crop Lowest Grades Highest Value to
Calculate
. Discussi o
% [15 % Category: Discussion

<
% Total Weight: 100%

Submit

Click Submit fo proceed. Click Cancel to quit.
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f. Set weighted total column as the External Grade
i. This will make this overall weighted total for the course visible to students in My Grades. From

the Full Grade Center, hover your mouse next to the Weighted Total heading. Click on Set as

External Grade.

Create Column Create Calculated Column ~ Manage ~ Reports +

+» | MoveToTop  Email Sort Colum|
Grade Information Bar
=
B LastName First Name  Total Weighted Total __Overall Escave * OVERAII Proj
o
[ Frisque Justin (Test Student] 244.00 84.50% (B)
Quick Column Infarmation
[ Gallanis Susan (Test Studeni 160.00 80.00% (B-)

Edit Calumn Information

[ |Lecato Kaitlin - -
Column Statistics
[ Seefeldt Hannah 80.00 80.00% (B-)
SelecEd R o Setas External Grade
| Move ToTop = Email Hide from Students (q <" ¢, a1 Grad}

Sort Ascending

Sort Descending

Hide from Instructor View

Delete Column

A green checkmark will appear next to the Weighted Total heading indicating this column is Set
as External Grade, visible by students in My Grades.

Grade Information Bar

_| Evans Elizabeth Available -- -- --
_| |Frisque Justin (Test Student| August 14, 2014 Available 75.00% (C) C (175.00) Th.
_| Gallanis Susan (Test Studen! January 7, 2015 Available 82.50% (B-) B- (185.00) 82.
_| |Lecato Kaitlin November 14, 2014 Available -- -- --
_| |Zipay Katherine Movember 4, 2014 | Available -- -- --

Selected Rows: 0
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g. Create a weighted column for a category

i. From the Full Grade Center, click on Create Calculated Column, then Weighted Column.

+ - ¢ T Success: edited column: Weighted Total.

¥ Susan Test Course Grade iy

Center Grade Center : Full Grade Center
Home Page When screen reader mode is on the table is static, and grades may be enfered on the Grade
Information o reader mode is off, grades can be typed directly into the cells on the Grade Center page. To

- submif. Use the arrow keys or the fab key fo navigate through the Grade Center. More Helj
Content
Discussions Create Column Create Calculated Column. v Manage . v Reports . v
Groups

Average Column
Tools
> [ Move To Ton Minimumy/hMaximum Calumn
Help °
S BT
B LostNane \Weighted Column e
COURSE MANAGEMENT a1
*  Control Panel > | Move ToTop | Email

* Content Collection

ii. Name the column Overall and the name of the category (example: Overall Assignments). Enter
an optional description. Then click Submit.

Create Weighted Column

A Weighted Column calculates and displays a grade based for a selected number of Columns based upon each column's respective worth of the total grade. Columns

* Indicates a required field. CalE m

1. column Information

.6-}{- Column Name |overal Assignments| ]

Grade Center Name

Displays as the column header in the Grade Center. Cannof exceed 15 characfers.

Description
T T T F Paragraph ¥  Arial Y 3(izpt) Y = - 1= T|- £ & @iYa
%D 0OQ =S=EEE = T T e — = || T
@ @ B F Smestups - 9 & 0 4 B HTHL €55
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iii. Click on the Category, then the arow to move it to the box on the right. Enter 100%. Click
Submit.
3. select Columns

Select the columns and categories fo include in this weighted grade and then set the weight percentages.
Include in Weighted Grade

Columns to Select: Selec ted Columns: i
i Enter the weight percentage for each item. Percentages should add up fo 100
Weighted Total ~ gt pe g g p
Total percent.
Paper 1 Drop Box
Paper 2 Drop Box . . ]
Session 1 Class Participation q * % Category: Assignment
- Weight Columns: @& Equally ) Proportionally
{Column Information | @ Drop Grades oOR () Use only the
N Lowest Value to
B Drap [ |Highest Grades Caleulate
= = Highest Value to
urisy " Drop [ | Lowest Grades Caleulate
Test
Discussion e
Blog itd
Journal
Self and Peer
Class Participation -
[Category Information |

Total Weight: 100%

Submit &
Click Submit to proceed. Click Cancel fo quit.

iv. The new column is added to the rigtht.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen
reader mode is off, grades can be typed directly into the cells on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to

Create Column Create Calculated Column . v Manage v Reporis . v Filier Discover Content

Work Offline . v

Move To Top | | Email Sert Celumns By | ) auout Position Order:| 4 Ascending

‘Grade Informnation Bar

= Last Name First Name Weighted Total - Total Paper 1 Drop B Paper 2 Drop B Session 1 Clas: :nﬂ_ : -!WI st
Selected Rows: 0

Move To Top Email

leon Legend

Edit Rows Displayed
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h. Rearrange columns
i. To rearrange columns, click on Manage then Column Organization.

Create Column Create Calculated Column « Manage + Reports +
Grading Periods
-3 | Move To Top Emil Grading Schemas
Crade Infermation Bar Grading Color Codes
B | azt Name Firet Name | ast Arress CateQDries To T4
- E— Smart Views
[] |Evans izabe --
Column Crganization é :
|| Frisque Justin (Test Student] August 14, 2 C
Row Visibility |
|| Gallanis Susan (Test Studeni --
- : Send Email |
[ Lecato Kaitlin November 14 o - v Hill Connect Reports --
U |Zipay Katherine November 4, ycGraw-Hill Connect To Do List -
Selected Rows: 0 | G | F

> Maove To Top Email

ii. You will see all Grade Center columns. Move your cursor to the icon. You can then drag
columns up and down to rearrange the order. You can also check the box to show/hide the
column or to change the category. Click Submit when finished.

» | Show/Hide Change Category to... Change Grading Period to...
Shown in All Grade Center Views R
Last Mame (Frozen) Institution
ﬂ:' First Mame (Frozen) Institution
++  Everything sbove this bar is a frozen column. Drrag this bar to change which columns are frozen,
&+ Uzemame {Hidden
&
oS
& Avalability (Hidden nstitution
1 Motin a Grading Period L
ﬂ:* Weighted Total Mot in @ Grading Perod Calculated Grade Mone 100 (may vary by
student)
0{0 C Owerall Assignments Mot in @ Grading Perod Calculated Grade Mov 28, 2014 100 (may vary by
student)
4 Total (External Grade) Mot in & Grading Period Calculated Grade Mone 300 (may vary by
student)
Q:‘ Paper 1 Drop Box Mot in @ Grading Perod Assignment Mone Mov 26, 2014 100
4 Paper 2 Drop Box Mot in @ Grading Perod Aszsignment Mone Mov 26, 2014 100
4 il Sesszion 1 Clazs Participation Mot in @ Grading Period Class Participation Mone Mov 26, 2014 100
/ Show/Hide Change Category to... Change Grading Period to...
Click Su fo proceed. CligCancel to quit.

)
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i. Points-based gradebook: Set Total column as external grade
i. The Total Column will accumulate points as a running total. The Total column will need to be set
as the external grade. (The Weighted Total column is not used.) From the Full Grade Center,

click on the arrow next to the title Total Colum, then click Set as External Grade.

+ - &

Home Page
Information
Content
Discussions
Groups
Tools

Help

COURSE MANAGEMENT
Ceontrol Panel

Content Collection

Course Tools

Evaluation

- - - ¢

Grade Center

Needs Grading

T

~ Susan Course Example #

Grade Center : Full Grade Center

Create Column

% | Move To Top
Grade Information Bar
=

B |astName

Create Calculated Column ~

Email

First Name Total

Manage ~ Reports ~

-~ Wainhtad Too Overall Essays

[ ] Frisque Justin (Test Student’ 244.00
Quick Column Information
[ | Gallanis Susan (Test Studeni 160.00
Edit Calumn Information
[ |Lecato Kaitlin
Column Statistics
[ Seefeldt Hannah 80.00
T T e Setas External Grade
-3 | Move To Top Email Hide from Students (on/ Setashm

Sort Ascending
Sort Descending
Hide from Instructor View

Delete Column

ii. The Total column will now have a green checkmark.

- Total

C (175

.00) T

j. Points-based gradebook: Hide the weighted column
i. From the Full Grade Center, click on the arrow next to the Weighted Total column, then click
Hide from Instructor View.

+ - ¢ T

+ Susan Course Example #¢
Home Page
Information &2
Content
Discussions
Groups
Tools

Help

COURSE MANAGEMENT
Control Panel

Content Collection

Course Tools

Evaluation

(v v v 4

Grade Center

Needs Grading

Eull Renda Prntar

Grade Center : Full Grade Center

Create Column

* | Move To Top Email
Grade Information Bar
-

B Last Name

| |Frisque

First Name

Justin (Test Student, 244.00

Create Calculated Column +

[ ] Gallanis Susan (Test Studenf 160.00
|| Lecato Kaitlin

| | Seefeldt Hannah 80.00
SF{BEIBGRG\AB.G

: > | Move To Top Email
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— Setas External Grade

Manage v Reports v

Sort Cc

Ovarall Fssays OVERALL Pro

Quick Column Information

Edit Column Information

Column Statistics

Hide from Students (on/off)

Sort Ascending
Sort Descending
Hide from Instructor View

Delete Column

Hide from Instructor View
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k. Create a grading schema

i. If you want to display letter grades to students, you will need to create a grading schema that

matches your course grading scale. From the Full Grade Center click on Manage, then Grading

Schemas.

Grade Center : Full Grade Center

When screen reader mode is on the table is sfafic, and grades may be enfered on the Grade Defails page, accessed
Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enfer key fo submit. Use 1

Create Column Create Calculated Column . + Manage . v Reporis . +

Grading Periods
Mowve To Top Email Grading Schemas e
Grade [nformation Bar Grading Color Codes
Last Name First Name Last Access Categories I Total i
Evans Elizabeth Smart Views - )
Frisque Justin (Test Student] August 14, 2014 Column Organization | cason ;
Gallanis Susan (Test Student Row isibility I N .
Lecato Kaitlin Movember 14,2 =end Email I i, B
Fipay Katherine Movember 4, 20| McGraw-Hill Connect Reports b [ )

Selectad Rows: 0 — McGraw-Hill Cennect To Do List —

Move To Top Email

ii. Click on the default Letter schema, then Edit.

Grading Schemas
Grading schemas take the actual points scored from a graded item and compare if to the total points possible for that item to derive a pen

Create Grading Schema

Title 5 Drescription

Letter

PassF, Edit €
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iii.
1.
== MName

Description

Schema Information

'.EttE[

2. schema Mapping

Edit the schema to match your course grading scale. Click Submit when finished.

Grade Center columns that are aufomatically graded, such as Tests, will be converifed fo this display option according to the grad
mappings from each symbol info a percenfage of points possible must be provided.

\Gmdes Scored Between Will Equal I Grades Manually Entered as \NWiII Calculate as insart Rows
7 [%and 100% At fas %
s [%and Less Than 97% [n | A s | Delete Row :
bo_ [%and Less Than 4% [o- | A b1s = Delete Row )
7 [ and Less Than 90% B+ ss % Delete Row )
[p4 % and Less Than &87% B s | Delete Row :
o [%and Less Than 84% B- 15 [ Delete Row :
[f7__ [%and Less Than 80% C+ [fas |% Delete Row :
4 [%and LessThan 77% [ | c s | Delete Row :
ffo Peand Less Than 74% [c= | C- F1s | Delete Row -
B7 [%and LessThan 70% [p+ | D+ s |% Delete Row -
4 |oand LessThan 67% b | D s | Delete Row :
Bo  [%and LessThan 64% [p- | D- B15 |% Delete Row -
o | and Less Than 60% F s | Delete Row :
=

10.

grade (it will have a blue outline), enter a score, then hit the Enter key.

Grade Information Bar

Grade Type: Grade | Points Possible: 10,00 | Displayed As: Score | Visible to Users: Yes

fi

L P

il

——r o

_| Evans Elizabeth -- -- --
| Frisgue Justin (Test Student -- 100.00 %000
| Gallanis Susan (Test Student -- -- 85.00
| Lecato Kaitlin -- -- -

_ Zipay Katherine -~ - B
a‘-:elected Rows: 0

L3 [ Kmien T Ton Crnnil
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Manually grade an assignment (i.e., class participation), From the Full Grade Center click on the box you want to
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11. Student Preview Mode
a. Inyour course, click on the icon in the upper right corner.

My institution Courses Content Collection Community Services & Resources System Admin
'S
A Content RO
o
Content
¥ Susan Course Example #
Home Page Build Content «~ Assessments v Tools ~ Partner Content +
Information i:
Unit 1
P B
Discussions
Groups
Tanle [Z= Unit2

b. At the top of your screen you will see a message Student Preview mode is ON. When finished click Exit

Preview.

Student Preview mode is ON

12. Add a User
a. Inyour course, from the left side bar, click on Users and Groups, then click on Users.

COURSE MANAGEMENT
 Ccontrol Panel

} Content Collection
P Course Tools

b Evaluation

}  Grade Center
Users and Groups

Groups
Users

Customization
P Packages and Utilities
b Help

b. Click on Find Users to Enroll.

Find Users to Enroll

search: |Usemame v| |Notbiank v| | Go

7 | Remove Users from Course
] Username First Name Last Name Email Role

[ [0 sqallanis Susan Gallanis susan.gallanis@cuw.edu Instructor
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c. Click on Browse to search by last name (recommended).
Add Enrollments: CELT-TVVC

Users that have an existing account in the system can be enrolled in the Course. Click Browse to search
will be identified in a search for users. More Help

% Indicates a required field.

1. Enroll Users

Enter one or more Usernames. Separate multiple Usernames with commas. Click Browse to search.

22 Username [ | [ Browse... |

Role | Student v

Enroliment Availability Yes

d. A pop-up box will appear. Click on the triangle and choose search by last name. Enter last name, then
click Go.

@ Users - Google Chrome

https://concordia.blackboard.com/webapps/blackboard/execute/userManager?context=us¢

Users

Search | astiMame * | |Contasing ¥ | Evans Go ONS: | User Information ¥
Usernams

First Mams
Last Name

e. Click on the box next to the person’s name and click Submit
[ Status First Name Last Name -, Username Email

[+ Elizabgth Evans eevans elizabeth evans@cuw.edu
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f.  The username will be populated on the enrollment screen. Change Role to Instructor and click Submit.

¥ Indicates a required field. Cancel

1. Enroll Users

Enter one or more Usernames. Separate multiple Usernames with commas. Click Browse to search.

¥ Username [zevans | [ Browse... |
Role

Enroliment Availability

Course Design Preview

. Wiew Only
2. Submit Onlinelnstructor

Click Submit to proceed. Click Cancel to quit.
Cancel

13. Open Course to Students
a. Inyour course click on Customization, then click on Properties.

+ - T

~ Susan Course Example ¢
Home Fage
Information &2
Content
Discussions
Groups
Tools

Help

COURSE MANAGEMENT
Control Panel

Content Collection

Course Tools

Evaluation

Grade Center

Users and Groups

d v w w w w 4

Customization

Enrgliment Opticns

Guest and Observer Access
Properties

Qick Setup Guide
Teaching Style

Tool Availability
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b. Scroll to #3 (Set Availability) and click Yes. Then click Submit.

1. Name and Description

3+ Course Name [susan Course Example
Course 1D CELT-Templates
Description

ﬁ:} -
Term 201430

2. Classification

Subject Area [ Education v |

Discipline | Higher Educaticn v

3. Set Availability

Make this course available fo users?

Make Course Available @® Yes

; Mo

() Use Term Availability
(201430 is Available)

8. Ssubmit

Click Submit to proceed. Click Cancel to quit.
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14. Download Grades to an Excel Spreadsheet
a. Inyour course, click on Grade Center, then Full Grade Center. In the upper right corner of the Grade
Center there is a button called Work Offline. Click on that button and click Download.

L T
Grade Center : Full Grade Center
* SusanCourse Example When screen reader mode is on the table is static, and grades may be entered on the Grade Details page, accessed by selecting the table cell for the grade. When screen reader mode is off, grades can be typed directly info the cells
Home Page on the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submit. Use the arrow keys or the tab key to navigate through the Grade Center. More Help
Information g
Content Create Column Create Calculated Column . v Manage . v Reports .+ Filter Work Offine v
Discussions Upload
Groups MoveToTop | Email Sort Columns BY: | | ayout Postiof _D°WMod
Tools Grade Information Bar Last Saved Janusry 20, 2
Help Last Name First Name Last Access Availability ' W _otal OVERALL Disc ~ Wind C Talk about Tes ' OVERALL Drop  Papers Dropt  Photosh
Evans Elizabeth Auailable 99.63% (A) A-(118.85) 95.00% (A) P .00
COURSE MANAGEMENT Frisque Justin (Test Student] August 14, 2014 Available 75.00% (C) 75.00% (C)
Gallanis Susan (Test Student Available
QContro! Panet Lecato Katlin November 14, 2014| Avaiiable
* Content Collection Zipay Katherine November 4, 2014 | Avaisble
» Course Tools Selected Rows: 0
»  Evaluation Move To Top | Email Icon Legend
~ Grade Center T
Nesds Grading
Full Grade Center

Assignments
Discussion Bosards
Tests

1. Data

Select Data to Download

2. Options

Choose either the tab delimited (XLS) or comma delimite

Delimiter Type

Include Hidden Information

3. save Location

Select the data to download. The default is to download all grades. Under Options, click Comma for
delimiter type. Click Submit.

i Full Grade Center

) Selected Column | Weighted Total v Include Comments for this Column

i) User Information Only

.CSV) delimiter type fo open the file directly in Microsoft Excel. Select comma delimited for importing to third-party applications that do not support Excel.

@ Comma () Tab

) Yes @ Mo
Hidden informaticn inc ludes columns and users that have been hidden from view.

Select where to save the file.

Download Location

4. submit

i My Computer
i) Content Collection
Browse

Click Submit to proceed. Click Cancel to quit.

c. Click the Download button. An Excel file will download to your computer.

Download Grades

The data has been saved to a file. To download the file and work off line click Download to Open the file.

DOWMLOAD
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