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1. Adda Web Link
a. Inyour course, click on content, then find where you would like to place the link. For example, to add a
weblink inside the Session | folder, click on the folder title.

Content
+ [ I I T
Content
w TestCourse Transfer 3
AL4T4
Build Content + Assessments Tools Partner Content «
Home Page
information & D Introductory Information from your Instructor
Content - Availability: Item is not available.
Discussions
Groups
ool AL 474 Integrative Project: The Business Plan Student Module
ools
Help
COURSE MANAGEMENT B Evaluation and Grading
* Control Panel
F Content Collection
F Course Tools i
B Session |
} Evaluation
}  Grade Center

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

Content
Build Content Assessments v Tools « Pal
Create New Page r
Item Content Folder
File Module Page
Blank Page
Audio 1
Image Mashups
Video lickr Photo
Web Link

lideShare Fresentation
Learning Module YouTube Video
e ®pLor Content
Syllabus
Course Link

Content Package (SCORM)
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c. Enter the web link name and the website URL.*

* Indicates a required field.

WEB LINK INFORMATION

Name [CUW Homepagel p |

- URL [nttps: v cuw. edu/ |
For example, hitp://www.myschool.edu/

"

w

|.-

]

] This link 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.

/@ Blackboard Learn K?’ @' Concordia University Wisc % _
L B & RN Rhttps://www.cuw.edu

& CONCORDIA UNIVERSITY

wWilsCODNSEIN

d. Type a description (if desired) in the text box and click submit.
DESCRIPTION

Text
T T T T Paragraph ¥ Aral T 3(12py T =~

%[0 nla =i=={=| =S g =
Q@ EBHf oMshues - T & @ © L H

HiHa

a il
\

1

b

HTHL C55

Path: p

Cancel

e. The web link is added to your course.
Content

Build Content Assessments v Tools ~ Partner Content

@] CUW Homepage

Link to the CUW Homepage for the first assignment.
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2. Add an Item. With an Item, instructors can add a variety of content to the course. The most common are typed
text, an image, a link, and a documnet. The following steps will explain these common content types.
a. Inthe Content pane, hover mouse over Build Content. Click on Item.

L

Content » Unit 1

Unit 1

~ Susan Course Example

Home Page Build Content + Assessments v Tools ~ Parine

Information 3

A-.' 1
Content Create New Page
. . ltem Content Folder
Discussions
File Module Page

Blackboard Instructions and

Blank Page
Help Audio
Groups [TEpE Mashups
Tools Video Fliclr Phato
Help &1 HED (L SlideShare Presentation

YouTube Video

Course Eval @ Leamning Module

b. Type a name for the Item and desired text. When you are finished adding content to the Item, click
Submit to save changes.

LT — . -
" Indicates a required field.

CONTENT INFORMATION

2 Name Instructaor Introduﬂiun_

Color of Name [ ] Black

Text

For the toolbar, press ALT+F10 (PC) or ALT+HFN+F10 (Mac).
T T T T Paragraph v Arial v 3(12pt) YyE-i=E-T- 2@
XDoaQwme =E=EEE=EETT v — = o [

O@@Efx ‘:'M“hUPS'ﬂ“@©~ilﬁ HTHL [55
Welcome to the coursal I'm Susan Gallanis, your course instructor| _



Blackboard More Tools 2.0 08022018

C.

To add an image, click on the image icon (bottom row, third icon from the left).

2 MName |Ir|s|ruc’mr Introduction |

Color of Namea . Black

Text
For the toolbar, press ALT+F10 (PC) or ALT+FM+F10 (Mac).

T T T T Paragraph ¥ Arial Y 3(12pi) v CiE-T-#- &
XD oaQa o = = T"|T: . — =
0 @ [ DI f, <Mashups - T &« @ @ | HTML C55

W to the course! I'm Susan Gallanis. your course instructor.

d. A pop-up box will appear. Click Browse My Computer.

e.

m Insert/Edit Image - Google Chrome

@ Secure | httpsy//concordia.blackboard.com/webapps/vtbe-tinymce/tiny_mce/plugins/advimage/image jsp?names=

General ” Appearance ” Advanced

# Image | |

URL
. Browse My Computer  Browse Content Collection
¥

ou can drag a file from your computer to the Attach File area or use the browse functions. Files are saved i
link to an uploaded file, use the file's permanent URL in the repository.
Image Description| |
Title [ |

Find the image on your computer and click Open to choose it.
B open *
<« ~ 4 [&l s ThisPC » Pictures ~ @ | Search Pictures - R |
Organize = Mew folder =~ @ @
~ ~
O This PC
_J 3D Objects &
[ Desktop jm il
Documents L i = —
& Downloads LifeCam Files Sample Pictures Scan VC images dstudents
b e g ¢ A
|=] Pictures =
B videos ﬂ 5}&, ﬁ}b
‘e 05Disk (C:) — = S
= sgallanis A\CUW 2014 book club adele-stress-vs-a al 161 image AL 336 Critical AL_109_Basic_Col
= =9 nxiety077 Thinking and lege_Mathematic
== MarketingMedia Creativity s_Syllabu
Reading for ...
== banner (\\CUW- e e

File name: | adele-stress-vs-anxiety077 v| All Files l ~
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f. Type an image description (for people with visual impairments) and click Insert. NOTE: Image size is

important. You may need to edit the image size before inserting it in an Item.
@ Insert/Edit Image - Google Chrome

& Secure | https://concordia.blackboard.com/webapps/vibe-tinymee/tiny_m:

General ” Appearance ” Advanced |

# Image |hitps:/iconcordia. blackiboard.com/sessions/2F/2FTBEA|
URL

Browse My Computer Browse Content Collection

You can drag a file from your computer to the Attach File area or us
link to an uploaded file, use the fi

le JRL in the repository
Image Descriptionjmage of Susan Gallanis

-

Cancel Insert

g. Theimage is added. When you are finished adding content to the Item, click Submit to save changes.

% Name Insiructor Infroducion

Color of Name B Black

Text

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T T Paragraph ¥ Arial v
¥ Dogawo EEEE = T T
Q@ E R f oMstups - 1 « @ @ I H

3(pn) v

Welcome to the course! I'm Susan Gallanis. your course instructor.
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h. Toadd a link to an item, copy the link then paste it into the Item description box.

j-

# Name |Instructor Introduction |
Color of Mame . Black
Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T T Paragraph ¥ Aral T 3(12pt) yi=-iE-T-2- &
¥ DOQwou EE=EE = T T, T — — o -
Q@EEfx s Mashups - 9 “@@& H HTML [SS

Welcome to the coursel I'm Susan Gallanis. your course instructor.

https-/iweather.com/|

Highlight the link you just pasted, then click on the hyperlink icon (looks like a chain link).

+# Name |Instructor Introduction |
Color of Mame . Black
Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T F Paragraph ¥ Aral Y 3{12pt)

¥XDBnawvwo = EE T T 11— — o &
0 @ & B f, sMashups - 1 & @ @ A BB HTHL 55
Welcome to the course! I'm Susan Gallanis. your course instructor.

htips:fiweather.com

A pop-up box will appear. Paste the link in the Link Path box. Click on the drop down menu for the
Target field. Choose Open in New Window (_blank). Click Insert.

Insert/Edit Link - Google Chrome
@ Secure | https://concordia.blackboard.com/webapps/vtbe-tinymce/tiny_mce/plugins/advlini
General |
Link Path |https:/Aveather.com/ ____
Browse My Computer  Browse Content Collection
You can drag a file from your computer to the Attach File area or use the browse fun
a link to an uploaded file, use the file's permanent URL in the repository.
Target Cpen in This Window/Frame v |
Tt Open in This Window/Frame
e Open in New Window {_blank)
Class Open in Parent Window/Frame (_parent)
COpen in Top Frame (Replaces All Frames) (_top)

Cancel Insert
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k. The link will now appear as a hyperlink and open in a new browser window when clicked. Click Submit to
save changes.

4 Name Instructor Introduction
Color of Name [ ] Black

Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T F Paragraph ¥ Arial Y 3(12pt v
¥ hoamo = = T T. v —— <
Q@& Bl f, wmeshups - T &« ® @ L H HT

Welcome to the course! I'm Susan Gallanis, your course instructor.

iii
il
=
A
?®

htips:/lweather.com/

|.  Toadd adocument to an item click on the paperclip icon.

4 Name Instructor Introduction

Color of Name . Black

Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T F Paragraph v Arial v 3¢1pt) v =S -i=-T- @
g oo = = =TT | — =
@ a BI f, <oMashups - F & @ @ o || B HTML C55

- @
%]

\Welcome to the course! I'm Susan Gallanis, your course instructor.

htips/iweather com/|

m. A box will pop up will appear. Click Browse My Computer to locate the file(s).

[ Insert Content Link — Blackboard Learn - Google Chrome = O

@ Secure | httpsy//concordia.blackboard.com/webapps/wysiwyg/execute/picker?type=FILE&name=htmlData_text&strCourseld=CELT-Templates&course_id=_6684_

Insert Content Link

SELECT CONTENT LINK

You can drag a file from

omputer to the Attach File area or use the browse funetions. Files are saved in the top-level folder in your course's file
repository. If you want to

a link to an uploaded file, use the file's permanent URL in the repository.

#

1

: Attach Files Browse My Computer Browse Content Collection Source URL
1

1

1
1
1
1
L4

Click Submit to proceed.
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n. Locate the document on your computer and click Open to choose it.

E Open *

4 I » ThisPC » Desktop v O Search Desktop yel

Organize + MNew folder =~ [ @

I This PC N_ame Date modified Type Size “

;’ 3D Objects m Home - EMS 271472017 8:34 AM Internet Shortcut Tk
W Desktop IMG_1616 3/21/2018 3:40 PM JPG File 25K

D : Mew Fac Valentines 2/13/2018 1:30 PM Microsoft Excel W... 9k

ocuments

MNew Full-Time Faculty - Fall 2018 - as of ... 7/27/20128 12234 PM Microsoft Excel W... 18k

¥ Downloads PD Faculty Participation 6/20/2018253PM  Microsoft Excel W.. 14k
b Music Planning objectives July 2018 VPFA 7/10/2018 1118 AM  Microsoft Ward D... 7k
[&] Pictures POST-Survey_Learn_to_Teach_Teach_to_..  7/24/2018 414 PM Microsoft Word D... 27Tk
E Videos Report Ideas 02162018 2/16/2018 2:24 PM Microsoft Weord D... 14K
i OSDisk (C:) = Spring 2018 course copy issue 12182017 17472018 1:43 PM Adobe Acrobat D... 465 K

. "L SRLPosterDec2018 772372018 4:01 PM Adobe Acrobat D... 635 K

== sgallanis (WCUW N
) . " SRLPosterNov2D13 T/23/2018 354 PM A Acrobat D... 644 k
= MarketingMedia N
"L SRLPosterOct2018 772372018 3:534 PM Ad crobat D... 518K &

= banner (\CUW- wll =
File name: || v| All V|

| Open | | Cancel |

0.

Click Submit to continue.

2 Insert Content Link — Blackboard Learn - Google Chrome

O

*

@ Secure | https:;//concordia.blackboard.com/webapps/wysiwyg/execute/picker?type=FILE&name=htmiData_text&strCourseld =CELT-Templates&icourse_id=_6684_,

SELECT CON

You can drag a file from your computer fo the Attach File area or use the browse functions. Files are saved in the top-level folder in your course's file

TENT LINK

repository. If you want to email a link fo an uploaded file, use the file's permanent URL in the repository.

PLE L L P e e e e e e e

Attached files

File Name

(i Report Ideas
02162018.docx

Attach Files

Browse My Computer

Content Link Options

Browse Content Collection

Source URL

Name of Link to File

Al Text

COpen in new window

|Report Ideas 02162018 .docx

() &5 () Mo

Alt text defines what this image is for a visually impaired or blind user using assistive technology such as screen readers. All image and
multimedia files should have alt text associated with them.

Click Submit to proceed.

not
ch
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p. Click Submit to continue.
[ Insert Content Link — Blackboard Learn - Google Chrome = O

@ Secure | https://concordia.blackboard.com/webapps/wysiwyg/execute/picker?type=FILE&name=htm|Data_text&strCourseld=CELT-Templates&co id=_6684
Add Content Link

Wednesday, August 1, 2015 11:59:15 AM CDT

Report Ideas 02162018.docx (14304 bytes) added.
Report Ideas 02162018.docx

Note: This content type (Content Link) will display within the Text Editor, but cannot be selected or resized. Click Submit to preview the content within the Text Editor.

g. The document will appear as a hyperlink in the Item text box. Click Submit to save your changes.

Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T T Paragraph v Arial v 3(12pt) vIZS-I=E- T2 &
¥ Dhodawo = = = T T. | — = - |-
Q@M fi oMeshps - T « @ @ & B HTML Css
Report Ideas 02162018 docx

i

3. Embed a YouTube video into an Item. Embedding a YouTube video in a Blackboard course allows the students
to view the video within the course.
a. From the Content pane, hover mouse over Build Content. Click on Item.

My institut

Content

+ - ¢ T
Content
* World History AL 161 WK #
31830-201530 5
Build Content v Assessments v Tools Partner Com
Home Page
Information &2 Create New Page stor cont:
Content Item _ Content Folder
Discussions File Module Page as afile ar
Groups T Blank Page
Tools RIEE Mashups
Help VIR Flickr Photo
e s SlideShare Presentation

10
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b. Enter Name and (optional) description.

Edit Item

¥ Indicates a required field. Cancel m

CONTENT INFORMATION

q & Name CUW Campus Tour
Color of Name . Black
Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T F Paragraph $ Arial +  3(12py $ | =S-iE-T-~ 2" @ 3§ (=
0D Odamw. EEEE = T |T; e — = |-
@ @ Gl B fi oMashups ~ T & © © & H HTML £S5

ﬁn}atch this video prior to Week 2 class.

Path: p Words:8 .

c. Locate the YouTube video embed code.

i. Open a separate browser window. The procedure will be slightly different depending on the

Internet browser you are using. For example, using Google Chrome, click on the small grey box
to the right of your current window.

Eﬂ Susan Beth Gallanis - Qui = | Y Inbex - Outlock Web Acce % 5 ANGEL Learning % [ Create tem - Susan Cour: /

L C' & nttps://concordia.blackboard.com/webapps/blackboard/execute/manageCourseltem?content_id=_36257_1&course_id=_6684_1&d:

=t Apps For quick access, place your bookmarks here on the bookmarks bar. |mport bookmarks now...

Content » Greate ltem

t I £
Create Item
¥ Susan Course Example
Home Page
Information £ * Indicatesa required field.

ii. A new window (or tab) opens. You can then type www.YouTube.com to find the video you want
to embed into your course.

msusan Beth Gallanis - Out u Inbox - Outlook Web Acce cf,, ANGEL Learning % [ Create Item - Susan Cour: * New Tab x

C' [ www.youtube.com

11
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iii. When you have the video you want to embed, click on Share, then click on Embed. Copy the link
provided (control + C).

Concordia University Wisconsin campus tour

I ConcordiaWisconsini

R 0%

=g Share Mare il 15 g

Embed

«iframe widih="420" height="315" src="httpa:/fwww youtube com/embed/ XZ2Pcx1¥TFg" framaborder="0" allowfullscreen=</iframe=

SHOW MORE

12
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d. Back in the course (within the Item) click on the HTML button. Another box will pop up. At the end of

the text in that box (p>) paste the embed code (control + V). Click Update.
CONTENT INFORMATION

# Name CUW Campus Tour

Color of Name . Black

Text

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T F Paragraph $ Arial s 3pepy & = -iE-T-2- &
XDoQwea === == T e — — o [P

@ @ El B f, wmshups - 9 « @ @ L A

HTML C55

Watch this video prior to Week 2 class.

https://concordia.blackboard.com/webapps/vtbe-tinymce/tiny_mce/themes...

¥ Word Wrap
<p*Watch this wvideo prior to Week 2 class.</p>»
<pr</pr<iframe width="420" height="315"
sro="https://www.youtube.com/embed/XEZPex11¥TFg" frameborder="0"
allowfullscreen></iframe>

e. You will see a yellow square. This means the video was correctly embedded. Click Submit.

* Indicates a required field. Cancel m

CONTENT INFORMATION

% Name CUW Campus Tour

Color of Name [ ] Black

Text

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T F Paragraph & Arial $ 3(12py) t =i E-T-#2- & Qixa
xolclaleole EEEE EE T SR D——R

@@ @ Bl fe wmnups - T &« ©@ @ L B HTHL C55

Path: p Words:8 4

13
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f.  The YouTube video is embedded into your course using the Item tool.

S

CUW Campus Tour

Watch this video prior to Week 2 class.

Concordia University Wisconsin campus tour

TR

il

4. YouTube mashup tool (another way to add a YouTube video). The YouTube mashup tool lets instructors
browse YouTube videos from the course in Blackboard.
a. Inthe content pane, however mouse over Build Content; click on YouTube Video.

Susan Course Example

Content

Home Page
Informatior (3 Build Content + Assessments v Tools Partner Content +
Content
Discussions Create New Page sr and Contact Information
Groups Item Content Folder
o0l File Module Page as a file. Place file below this item.

Blank Page
Help Audio

Image Mashups

COURSE MANAGEMENT Video Flickr Photo
Control Panel Web Link SlideShare Presentation

Content Collection . YouTube Video é y
Learning Module

Course Tools ¥pLor Content

Lesson Plan
Evaluation Syllabus
Grade Center Course Link
Users and Groups Content Package (SCORM)

Customization

14
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b. Enter key words to search YouTube. Click Go.

Search for a YouTube Video

Enter search information below. Click Go to view the results. The order of search results igdetermined by YouTube.
» Search Green Bay Packers Language | English v| Go

c. Alist of videos will appear. When you’ve found the desired video you want to use, click Select.

Search Results

Enter search information below. Click Go to view the results. The order of search results is determi

Search Green Bay Packers Language | English v | Go

Displaying 1 to 10 of 1000000 items

Colin Cowherd on where Aaron Rodgers ranks on the list of all-ti

Duration: (6:17) User: n/a Added: 7/20/13
YouTube URL: hitp:// youtube.comiwatch Pv=xmpWaJvgoQl

Colin Cowherd talks Aaron Rodgers with Albert Breer. Hear what both of them had fo =

Which Green Bay Packers rockie WR has more upside: J'Mon Mc

Duration: (4:30) Use Added: 773118
YouTube URL: hitp:/ youtube comiwatch?v=VBXaZJIpP2ZM

Get It on iTunes = hitps:/fifunes.apple_com/us/podcastirotounderworld-radio-stereo/id 1

I | Green Bay Packers 2018 Predictions
- Duration: (11:29) User: n/a Added: 7/30/18

d. You can rename the video, and enter a description if desired.

1. Add YouTube Content to Course

# Name [Seattle S

(s vs Green Bay Packer}@

Color of Name i Black

Duration: (12:24)
User: 26isheREGZ0de 52V SJEMw - Added: 11815
YouTube URL: hitp./fwww. y outube.c ombwate h?v=JJHoLSuwoYNY

Description

\ T T T F Paragraph ¥ Arial v 3(12pt) v ==~ T- 2~ @
& 0O a =EE=E = T |'T o — == .
@K T « © @ & H HTHL C55
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e. Complete the other options as desired. Click Submit when finished.
ATTACH OR LINK CONTENT

Click Browse to select the file to attach and specify a name for the link to this file.

Attach local file Erowse My Computer Erowse Content Collection
OPTIONS
Permit Users to View this Content & Yes No
Track Number of Views Yes @ Mo
Select Date and Time Display After (=]
Restrictions -

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.

Back Preview m

f.  You’ve added a YouTube video to your course.
Seattle Seahawks vs Green Bay Packers Highlights - NFC Championship 2015

Seattle Seahawks vs Green Bay Packers Highlights - NFC Championship 2015

Duration: (12:24)
User: 28isheREGZ Ode Sz'VSJEMw - Added: 11815

Watch Video

16
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5. Add aJot Assignment. A Jot Assignment lets instructors upload an image to an Assignment (drop box). Students
can add text or draw on the image and submit it for grading.
a. Inthe Content area of your course, hover mouse over Assessments. Click on Qwickly Jot Assignment.

Content

Build Content Assessments w Tools -

Syllabus | Test
Survey

Assignment

P;

Self and Peer Assessment

........................... Mobile Compatible Test i -

Chwickly Jot Assignment
McGraw-Hill Assignment

b. Add a name and assignment instructions as needed.

Quwickly Jot Assignment

Assignments are a form of assessment that adds a column to the Grade Center. L
submission.

F#Indicates a required field.
ASSIGNMENT INFORMATION

# Name |NFL Teams é

Instructions

L B I Y &£ & = &= 1 T ©
On the picture provided, please type in/draw the names of the NFL

teams provided. 1 point for each team.

17
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c. Upload an image from your computer by first clicking on the Computer icon. Then browse your
computer to locate the image and add the image.

# ASSIGNMENT FILE

If you select a file you do not want, click Cancel fo remove the attachment from the content item.
Compigar

d. Set a Due Date (if necessary), the Points Possible, and Grading Displays. Click Submit when finished.
DUE DATES

Due Date Yes @ Mo

Date

EVALUATION

% Points Possible 16

Grade Displays Percentage v || None v

Grading Period MNone

AVAILABILITY

Make the Assignment s Yes (Mo
Lvailabla

Track Mumber of Views Yes a Mo
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6. SafeAssignment. You can enable the SafeAssign tool when creating an assignment/drop box (see the Create an
Assignment tutorial, a separate document). You can also submit assignments directly to SafeAssign without
creating an assignment/drop box.

a. To submit a paper directly to SafeAssign, in your course click on Course Tools, then SafeAssign, then click
on Direct Submit.
SafeAssign
SafeAssign Items

View Safedssign Items in this course.

DirectSubmit

Manage and submit papers to the SafeAssign service.

Suggest URL

Suggest a new URL (website) as a SafeAssign service match lookup source.

b. Click on Submit Paper (right side of screen).

Private Shared

gl Submit Paper

c. Click on Submit as draft, upload or copy/paste the file, then click Submit. IMPORTANT: If this is a draft
paper, check the Draft box. If this is not checked, the draft will be submitted to the SafeAssignment data
base. When the final paper is submitted, it will appear 100% plagiarized. Then click Submit.

DirectSubmit
Folders viewrse Private Direct Submit for Susan Gallanis
New Folder Add Paper Submission
Submission Options
3 Top Falder Submit as draft (do not add papers to Institutional Search Database)
Skip Plagiarism Checking (only add papers to Institutional Search Database
Remove / p Flag g (only add pap )
File Upload
% Upload File

Copy/Paste Document
*Paper Titie
*Paper Text

“File To Attach Choose File | No file chosen
Acceptable File Formats: zip, .doc, .docx, .docm, .ppt, .ppix, .odi, .bd, .pdf, rif
and _htmi

Submit

Cance' m

19
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d. The file will appear here. When the SafeAssignment report is ready, it will look like this. Click on the
arrow to download the paper, view the matching percentage (0%). Click on the green check to view the
SafeAssignment report.

> Delete m

O H

Matching Submitted

(7]

nam

m

[ pools.docx Tue, Aug 11, 2015, 11:27 AM

[ =sample student essay.docx Wed, Oct21, 2015, 03:51 PM

[ Sample 1 Essay.docx 100% o i Mon, Apr 11, 2016, 01:26 PM

7. Create a Discussion Forum
a. To create a discussion board, click on Content, click on the folder where you want to add a discussion
board, click on Tools, then Discussion Board.

CONCORDIA
My Institution Courses Content Coll
. 1 Content » Session |
T Success: Test SafeAssign deleted.
¥ Susan Test Course E .3 -
Transfer AL1075W Session |
Home Page
Information & Build Content . v Assessments v Tools . v Partner Content . v
Content &
Discussions i [Post First Discussion] 1.1 Discussion Board
Develop an initial postin respon Blogs 250 words. Then provide a substantive reply of at least 100 words to two
Groups and depth of your cantribution as|  Journals nd replies. If you refer to specific sources, cite them at the end of your post
students have adequate time to n not see others’ posts until you have completed your first post.
Tools Wikis
b Hel Share your prior educational exp G ns of what worked well for you and what challenges you may have had. Sp
&P reading abilities, use of technolol roups taking strategies, and memory techniques. What skills from this list could
would a course on studentsucce|  Chat wre CUW coursework? Within your post complete these two statements: 1)
education | wantto be able to. . assmates’ posts, note the similarities as well as the differences between yt
COURSE MANAGEMENT Virtuzl Classroom
Tools Ar
* Control Panel poR AR
* Content Collec tion . More Tools
i [Post First Discussion] 1.2
¥ Course Tools
Achievements Develop an initial postin respanse to the question(s) of approximately 250 words, Then provide a substantive reply of at least 100 words to two
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b. Click on Create New Forum, then click Next.

Create Link: Discussion Board
Adding a link fo a Discussion Board forum places the forum in the Content Area. This creates a streamlined experience where users inferact with each other in the same area where they discover content. A link can
connect to an existing forum or a new forum can be created and linked. More Help

e N

1. Create Link: Discussion Board
Link to the Discussion Board page, link fo a specific Discussion Board forum, or create a new Discussion Board forum. Creating a link to a forum here and making it hidden will make the forwn hidden as well
f@) Link to Discussion Board Page

(& Select a Discussion Board Forum

Select a Discussion Board Forum [—Select forum below— .
[Post First Discussion] 3.2 Online Discussion

[Post First Discussion] 5.2 Online Discs
[Post First Discussion] 1.1 Online Discs
[Post First Discussion] 1.2 Online Discs
[Post First Discussion] 2.1 Online Discs
[Post First Discussion] 2.2 Online Discs
[Post First Discussion] 3.1 Online Discs
[Post First Discussion] 4.1 Online Discs
[Post First Discussion] 4.2 Online Discugs

Create New Forum Create New Forum
2. submit
Click Next to confinue. Click Cancel fo quit.
S e

c. Name your forum and add a description (if desired). B default, the forum will be visible to students.

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

¥ Indicates a required feld. S m

1. Forum Information

% % Name [New Forum

Description

T T T T pParagraph ¥ Arial ¥ gty Y Er S-S T 2 @ DiXa
¥xDoamwo EEEE = T T N — - Y

QOBES omnm - 1 «o00d @ s

% My description

Path: p ‘Words:2 4

2. Forum Availability

% Ayailable @® Yes @ No

Enter Date and Time Restrictions ) Display Aﬁer,\—i L—J @

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

[ Display Unti | ]

Enter dates as mmy/dd/yyyy. Time may be entered in any increment.
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d. If you want students to post first before viewing other posts, click on the second button shown below.

Enter the number of points, add a rubric if desired, and click to allow students to subscribe to the forum.

Click Submit.

3. Forum Settings

If a Due Date is sef, submissions are accepted after this date, but are marked late.

iewing Threads/Replies . Standard iew

@ Participants must create a thread in order to view other threads in this forum.
If participants are required fo create threads in order fo view ofher threads in the forum, they can
Jfor you automatically.

Grade 3 Mo Grading in Forum
% @ Grade Discussion Forum: Points possible:
SradeThreads
# Show participants in “needs grading” status [ after every [1 ¥ | Posts

Dwe Date [ |

[ 0=

ldyyyy. Time may be entered in any increment.

Enter dates as m

Associated Rubrics % Add Rubric %

Name Type Date Last Edited
Subscribe » Do not allow subscriptions
» Allow members to subscribe to threads
% m Allow members to subscribe to forum
5 Include body of post in the email
@ Incluede link to post
Create and Edit . - =
thor-to-Delete - Plesrt
Ad-pests

= Only posts with no replies

Hew—Sttherte-Edit-OwnPublish

« Allow Members to Create New Threads
# Allow File Attac hments
# Allow Users to Reply with Quote
Force Moderation of Posts
Additional Options Allow Post Tagging

Allow Members to Rate Posts

4. submit

Click Submit to proceed. Click Cancel fo quit.
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e. To link the forum to your Content page, click Next.

Create Link: Discussion Board
Adding a link fo a Discussion Board forum places the forum in the Content Area. This creafes a streamlined experience where users interact with each other in the same area where they discover content. A link can

connect to an existing forum or a new forum can be created and linked. More Help

S

1. create Link: Discussion Board
Link to the Discussion Board page, link to a specific Discussion Board forum, or create a new Discussion Board forum. Creating a link to a forum here and making it hidden will make the forum hidden as well.
) Link to Discussion Board Page

i@ Select a Discussion Board Forum

Select a Discussion Board Forum |[Post First Discussion] 1.2 Online Discussion .
[Post First Discussion] 2.1 Online Discussion
/ [Post First Discussion] 2.2 Online Discussion
[Post First Discussion] 3.1 Online Discussion
[Past First Discussion] 4.1 Online Discussion
[Post First Discussion] 4.2 Online Discussion
[Post First Discussion] 5.1 Online Discussion
[Post First Discussion] 6.1 Online Discussion

[Post First Discussion] 6.2 Online Discussion
e -

Create New Forum Create New Forum

2. submit

Click Next fo continue. Click Cancel fo quif.

f.  Enter the discussion forum prompt, then click Submit.

Create Link: Discussion Board

* Indicatesa required field, el Suem
1. Link Information

= Link Name [NewFarum
Color of Name e
Link Discussion Board: New Forum
Text

T T T T Paragrapt ¥ | Arial Y 3y ¥ S (o | BECIE
¥Doamw T T o) ] o e e

GBS EE L v - 1« ®@L B e o

Here is the question prompt:

ific lkfdkfi=fklzdfklsd ifklsdsfed kifidliF

Path: p Words:8

2. options

Avsilable Yes. @ No

Track Numbsr of Views @ Yes @ No

Date Restrictions (o | | —

Enter dates as mm/éd,yyyy. Tine may be entered in any fncrement.
iy — ] — )
‘Eneer dates as mm/dd yyyy. Tine may be entered in any increment.
3. submit
Click Submit to proceed. Click Cancel to guit,
Cancsl Submit
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g. Here is the newly created Discussion Forum.

Here is the question prompt:
iidikfjdkfjsthisjdfkisdifklsdifsdkfjsdl; kf
asjlkfidkfsdifklasfhlzdifsdikfias, dkifs; kfjsd

8. Discussion Boards: View, subscribe, read, and respond

a. Toview a discussion forum, click on Content, then click on the session folder that you want to view.
CONCORDIA

My Institution Courses Content Collection Services & H

Content
w Susan TestCourse F 3
Transfer AL107 SW
Build Content + Assessments Tools + Partner Content v
Home Fage
Inforrmation 2 D Introductory Information from your Instructor
Vi Contznt Availability: Item is not available.
Discussions
/ Groups
o0l AL 107 Enhance Student Success Strategies Student Module 08072014
ools
Help
COURSE MANAGEMENT B Evaluation and Grading
+ Control Panel
» Content Collection
} Course Tools .
B Session|l
} Evaluation
b Grade Center 7’

/

b. Within that folder, click on the discussion board you want to view.

Session |

Build Content +~ Assessments v Tools « Partner Content ~ Discover Content 1L

[Post First Discussion] 1.1 Online Discussion

Develop an initial post in response to the question(s) of approximately 250 words. Then provide a substantive reply of at least 100 words to two of your classmates. You will be graded on proper
grammar and the clarity and depth of your contribution as well as the timeliness of your post and replies. If you refer to specific sources, cite them at the end of your post. Be sure that your post
is completed early in the week so that your fellow students have adequate time to reply to your post. Remember you will not see others’ posts until you have completed your first post

Share your prior educational experiences with your classmates in terms of what worked well for you and what challenges you may have had. Specifically, address your experiences in time
management, test taking. reading abilities, use of technology. writing papers, researching, note-taking strategies. and memory techniques. What skills from this list could you improve upon? What
would you like to learn in this course? How would a course on student success strategies help prepare you for future CUW coursework? Within your post complete these two statements: 1) “What

| want from my education is. . .* and 2) “When | complete my education | want to be able to. . . * When you respond to two of your classmates’ posts, note the similarities as well as the
differences between your responses.

!
‘ %_\ [Post First Discussion] 1.2 Online Discussion e
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c. Click on the Subscribe button to receive email notifications wen others post to this forum.

List Wiew Tree View

Forum: [Post First Discussion] 1.1 Online Discussion

Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The Threads can be sorted by clicking the column title or the caret at the top

of each cohumn. More Help

Search Discover Content Collapse All Expand All

Create Thread Grade Discussion Forum Subscribe

.Message Actions Collect = Delete
‘-:-' Thread Author St Date
7 Susan (Test Student) Published 11/25/14 12:27 PM
Susan (test student) Response Gallariig
Message Actions Collect = Delete
d. Click on the thread to read and/or respond to it.
List View Tree View

Forum: [Post First Discussion] 1.1 Online Discussion
Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The Threads can be sorted by clicking the column title or the caret at the top

of each column. More Help

Search Discover Content Collapse All Expand All

Create Thread Grade Discussion Forum Subscribe

Message Actions Collect = Delete
& Thread Author Status Date
[ Susan (Test Student) Fublished 11/25/4 12:27 PM
Susan (test student) Response Gallaig
Message Actions Collect = Delete
e. Click on Reply to respond to the post.
O | ]

Thread: Susan's new thread
Select All None =~ Message Actions Expand All Collapse All

= n Susan (Test Student) Gallanis
Susan's new thread

Test student thread is created.

El <
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f.  You will see the screen below. Type your response then click Submit.

Select All None | Message Actions Expand All | Collapse All

o n Susan (Test Student) Gallanis
Susan (test student) Response
Here's my responsel

Overall Rating:

ilkfidilkjs dikfifkljcfks
Klfjds kfdsjflkjalk:fidskIfasifklsadif

[dikljdsflksdiflks diflk: sdffs IkdfjdsIk fjdsIkfjads : kfjasdlk fids: fkjdsIfjads: fkjas df

1 Posts in this Thread

0 Unread

3 minutes ago

A WA A

¥ Indicates a required field. Cancel Save Draft

¥ Subjedt RE: Susan (test student) Response

Message

T T T F Paragraph ¥ Arial v 3(12pt) YyiE-iE-T-#-&

0 OQmw EE=EE = T | T g — =
@@ @ M f SMshus - T « ©@ @ & H HTML CS5
I agreel|

Path: p

Aftach File Browse My Computer | Browse Content Collection

9. Grade discussion forums
a. Click on the discussion forum you want to grade, then click on Grade Discussion Forum.

Forum: [Post First Discussion] 1.1 Online Discussion

R
'Y
»

Words2

List Wiew

Tree View

Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The Threads can be sorted by clicking the column title or the caret at the top

of each cohunn. More Help

Create Thread Grade Discussion Forum Subscribe

Collect || Delete

Date

Thread Author

7 Susan (Test Student) Published

Susan (test student) Response Gallanis

Message Actions Collect | Delete

Search Discover Content Collapse All

Expand All

1172614 12:27 PM
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b. Click on Grade.

Grade Discussion Forum Users
Grades entered or changed here are automatically entered or changed in the Grade Center.Points possible: 100 More Help

Grade Exempted for this User

Email
-._u LastName First Name Username Posts Grade
] Gallanis Susan (Test Student) 1 sgallanis_s 1 o
Email
1101 0f1items Show All
¥ Override

Edit Paging...

c. You can read the student’s posts, enter feedback to the student, and enter private notes only for the

instructor to view. To grade, enter a score in the Grade box. Click Submit. The grade will be entered into

the Grade Center and the student will see the grade and feedback in My Grades.

Select All None | park

Sortby | pate of Last Post

Order  pescending

[
B | Toread: Susan’s new thread Posted Date: October 26,2014 12:24 PM
Post: Susan’s new thread Status: Published 10/28/14 12:24 PMGrade
Author: I] Susan (Test Student) Gallanis
Test student thread is created. FEEDEACK - SHOWN TO LEARNER
Nice work|
Reply = Quote | Mark as Unread /
1=} Thread: My response or question Posted Date: October 28, 2014 12:01 PM =
Post: RE: My response or guestion Status: Published M A
Author: [] Susan (Test Student) Gallanis =
= Add Notes
Here is test student response.
Reply | Quote = Mark as Unread

Select All None | pmark

10. Color Code the Grade Center. The cells in the Grade Center can be color coded based on criteria you select.

a. Inthe Full Grade Center, click on Manage and then Grading Color Codes.

Grade Center : Full Grade Center

The Full Grade Center displays all columns and rows in the Grade Center and is the default view of the Grac

Create Column
Grading Periods
% | MoveToTop | | Email Grading Schemas /
lérade Information Bar Grading Color Codes
2 o -
B Last Name First Name P LT  Categories
= Smart Views
|| |Frisgue Brittany March 12, 201 90.00%
Column Crganization
[ |Frisgue Justin (Test Student’ Row Visibility { 80.00%
[] |Frisgue Justin (Test Student, Send Email | 70.00%
[ |Frisque Kolyssa McGraw-Hill Connect Reports -
: Manage Pearson MylLab &
Ll |Frisque Marshal Mastering Grades 60.00%

£ [ 1 susan (Test Student) Gallanis (2}[9 > |

8/10
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b. Check the box for Enabling Grading Color Codes.

Grading Color Codes

Grading Color Codes apply background and

COLOR CODE INFORMATION

Enable Grading Color Codes ] é

c. The first color codes you can set are on the grading status of items. Click to choose the desired color for

each status: In Progress, Needs Grading, or Exempt. The default color is white.
COLOR CODING OPTIONS

Grading Status

Colors can be defined for items that are In Progress, Need Grading, or Exempt. Attempt 5t

Background Color

In Progress | W | White o

Needs Grading Select a swatch color

Exempt Color value # ml Preview @ Skip

Grade Ranges

Grade Ranges can be defined by 1
ahvays inelusive. For example, 2¢
less than 8o, less than 4o.

L

Criteria [

Between v| [gz | Color Preview White 5
] (#FFFFFF)

Betuieen v 0 : Cancel = Apply
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d. Grade ranges can also be color coded. This can help you quickly identify students who may be
struggling. Click Add Criteria to set a percentage range. Choose background color and text color.
Continue to add criteria until all desired percentage ranges have been set. Click Submit when
finished.

Grade Ranges

Grade Ranges can be defined by Less Than, More Than, or Befween criteria. You can use multiple Grade Ranges. Make sure that Grade Ranges do not overlap. The upper |
ahways inclusive. For example, 20 does not matech the rule 'between 10 and 20, but 10 does. Grade Ranges are evaluated in decreasing range order, so it is possible to wrife
less than 8o, less than 4o.

Criteria Background Color Text Indicator Preview
Between v| @2 % and [100 % . Dark Hard Green i . Black [ Delete Criteria
Between v 0 % and |60 % . Dark Hard Red & . Black ¢ [ NN Delete Criteria

Add Criteria e
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11. Notifications

a. To access and edit notifications click on your name in the top right corner, click settings, then Edit
Notification Settings. /D

1 Kaillin Lecaio 2 a

Courses

RECENTLY VISITED

CELT Blackboard for F2F BL
Facuity

Teaching Via Video Conference

Susan Course Example

Teaching Via Video Conference
FIF

_earning Update Courses

Links

Settings

Change Text Size

High Contrast Setting

{]% L hm"’"““‘:ko

Personal Information

Edit Notification Settings <——_|

1% Wt Roriapygy,

Motifications Dashboard

rses
here you are: Instru

Linnl/

Settings

tkboard for F2F Bl
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2. settings
® On/Off
=
@

@
.
v
v
@
@
.
v
v
@
@
@
v
3. submit

b. Click on the course you want to edit. The triangle appears after you’ve edited your notifications.

Edit Notification Settings

¥ indicates settings have been changed from defaulf vahies

Edit General Settings

EditIndividual Course Settings

COUrse.
» ALZTZ Organizational Management Principles - Pilot

Athletic Training Practicum W HHP 491 0 10461-201510

Athletic Training Seminar HHP 285 0 10442-201510

Bob's Course

CELT Student Worker Sandbox

Cheryl's Course

Dale's Course

Enhanc ed Algebra

Fam Cen Murs: OB & Wom H Pract NURS 426 0 11058-201510

= Gerontological Mursing MURS 202 0 30927-201530

= Justin Test Course - Pilot

= Justin Test Course &A1

» Justin Test Course AAZ

= Justin Test Course CUW

= Justin Test Course CUWZ

= Kathy's Course

= Katie L's Test Course

= Lig's Course

= Lois' Course

» IMBA-875 | D Business Ethics 201310 12-14-2012 CELT COPY

= MBA-890 | D Strategic Management 201430 2-25-14 CELT COPY

= MNURSZ02 - Gerontology Mursing - Pilot

= Pharmacotherapy I/ PHAR 550 0 12548-201510

» Pilot Playground 2013

= Sheri's Test Course

= Susan Course Exa*le {:5

» Susan Test Course - it

Diefine general notific ation settings, such as email format and reminder schedule, for ¢ ourses and organizations.

“iew the eurrent netific ation settings for courses in which you are enrclled. Make changes to the notific ation settings for a specific

Bulk Edit Notificatig

Select the set of coursg
notific ations should be

= Courses | am tea
= Courses | am taki

Edit Individual Org

“fiew the current notific
specific crganization.

c. Click on the notifications you wish to receive via email. Click Submit when finished.

Notification
Announcement Avaiable
Assignment Available

Assignment Due

> Assignment Meeds Grading

Assignment Past Due

Blog Needs Grading

Centent ltem Available

Course/Organization Available

Course Queta Soft Limits
——% Discussion Board Forum Nesds Grading

Discussion Board Thread Needs Grading

ltem Due

Journal Needs Grading

Retention Center Rule Details

Survey Available

Click Submit fo proceed. Click Cancel to quit.

@ Dashboard

Email @ Mobile

—_—
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d. You can also edit several (or all) courses at the same time. From Edit Notifications click on Courses | am

teaching.

Edit Notification Settings

“ indicates seftings have been changed from defaulf valies

Edit General Settings
Define general notific ation settings, such as email format and reminder sc hedule, for courses and crganizations.

Edit Individual Course Settings

“iew the current netific aticn settings for courses in which you are enrclled. Make changes to the netific ation settings for a specific course.

AL-Blackboard Faculty Orientation fL\,

Athletic Training Practic um /' HHP 491 0 10461-201510

Athletic Training Seminar HHP 289 0 10442-201510 /iy

CELT Blackboard for F2F BL Faculty @

Fam Cen Nurs: OB & Wom H Pract NURS 426 0 11059-201510 i\
Justin Frisgue Test Course

Justin Test Course AAT /i)

Justin Test Course CUW1 /i)

Justin Test Course CUWZ /&

o W Rdericte S eaeeee

Bulk Edit Notification Seftings

Select the set of courses or organizations to upd:
should be sent with & method that will deliver that

é « Courses | am teac hing
= Courses | am taking

= Organizations | am leading

Edit Individual Organization Seftings

“iew the current notific ation settings for organizal
organization.

= AL Faculty Orientation
= AL Student Orientation

e. Select All. Alternatively click on the course(s) you want to edit, then click the arrow to move them to the
Selected Items box on the right. Then follow instruction above (c.).

1. Select Course

— (3 Al

Selected

ltems to Select

AL-Blackboard Faculty Orientation -

Athletic Training Practicum ' HHP 421 0 104581-20 7
1510

Athletic Training Seminar HHP 285 0 10442-201351 >
o

CELT Blackboard for F2F BL Faculty

Fam Cen Murs: OB & Wom H Pract NURS 426 01
1055-201510

Selected ltems

Invert Selection Select Al Invert Selection

Select All
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12. Announcements
a. Inyour course, click on Course Tools, then Announcements.

* Susan Course Example 4y
Home Page
Information g
Content
Discussions
Groups
Tools

Help

COURSE MANAGEMENT

* Control Panel

¥ Content Collection

‘ * Course Tools

Achievemants

Add Test Student
‘ Announcements

Blogs

Collaboration

Cormmercial Content Tools

Contacts

Course Calendar

Course Messages

Discussion Board

Glossary

Joumals

MeGraw-Hill Higher Education

b. Click on Create Announcement

Announcements

New Announcements appear directly below the rep
prevent new announcements from superseding then

é Create Announcement
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c. Enter the Subject and Message. Choose if the announcement will be restricted by date. Chose if a copy
of the announcement will go to student CUW email inboxes.

1 . Announcement Information

) Sutiect I &
‘ Message

T T T T rParagraph ¥ Arial Y 3(12pt) Y =i T- #- @
¥ D 0OQ = T T.
@@ EEf v - T « @ 5 H

Black

HTHL !

Path: p

2. Web Announcement Options

Duraticn ) Mot Date Restricted

|  Date Restricted

Select Date Restrictions

[ Display After | | & | | &
Enter dates as mm,/dd/yyyy. Time may be enfered in any increment.

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

Email Announc ement [l Send a copy of this announc ement immediately

’ Students are still notified of this announcement even if this option is not selected
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d. You caninclude a course link. Click Browse. Click on the area in the course you want to include a course

link. Click Submit.

Select Date Restrictions () Display After| |
Enter dates as mm,/dd/yyyy. TH

[ Display Untl ]

Enter dates as mm,/dd/yyyy. Ti

Email Announc ement Il Send a copy of this announc

| Ir=¥

@ Select Course Link: Su... |- 5] [ S

https://concordia.blackboard €,

— 5 Content

=-E5 Unit 1

Students are still notified of this & L[ Unit Objectives

3. course Link

Click Browse to choose an item.

[® Paper #1 Dropbox
i~ Talk about Testing
[ friday test
=B Unit2
[ Essay 2
=B Unit 3
-[® Essay#3
[ Photeshop Project

Lot ation Browse... [® design 1 project

4. submit

Click Submit fo finish. Click Cancel fo quit.

e. The announcement (with a course link) is complete.

i~ Draft Papers

i—[® Welcome to the course

L[ units
l-E5) Folder 7

B rone srdis | nivare iy Toor iden

Create Announcement

New announcements appear below this line -----------

Test Announcement

Posted on: Tuesday, January 20, 2015 10:00:24 AM CST
Hello!

Course Link /Content/Final Paper

[B Introductory Information From Your i

| -E5 Unite
B Introducton on from your In
L~[® Final Papel

E‘ Seattle Seahawks vs Green Bay Pac

Cancel
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13. Email
(NOTE: email can only be sent in Blackboard Learn. Any subsequent responses will occur in CUW/CUAA
[Outlook] email.)

a. Inyour course click on Course Tools, then Send Email. Choose who you want to send the email (example
All Student Users).

-+

w

T o

Susan Course Example
Home Page

Information g

Content

Discussions

Groups

Tools

Help

COURSE MANAGEMENT

Control Panel

Content Collection

Course Tools @

Achievements

Add Test Student
Announcements

Blogs

Collaboration

Cormmercial Content Tools
Contacts

Course Calendar

Course Messages
Discussion Board

Glossary

Joumals

MeGraw-Hill Higher Education
Maobile Compatible Test List
Rubrics

Safedssign

Self and Peer Assessment
Send Email

Tasks

Tests, Surveys, and Pools
Wikis

==

Tl

Send Email

Instructors can send email to all or selected individual Users,
course.

All Users
Send email fo all of the users in the Course.

All Groups
Send email fo all of the Groups in the Course,

All Teaching Assistant Users
Send email fo all of the Teaching Assisfant users in the Course.

All Student Users

Send email fo all of the Student users in the Course.

All Instructor Users
Send email fo all of the Instructor users in the Course.

All Observer Users
Send email to all Observer users in the Course.

Single / Select Users
Select which users will receive the email.

Single / Select Groups
Select which Groups will receive the email.

Single | Select Observer users
Send an emuail fo selected Observer users.
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b. Enter a subject, message, and attachments (if desired). Click Submit.

1. Email Information

To Zipay, Kathering; Frisgue, Justin (Test Student), Lecato, Kattlin, Evans, Elizabeth; Gallanis, Susan (Test Student)
From Mrs. Susan Gallanis (susan gallanis@c uw.edu)

Subject I ] @

Message

T T T F Paragraph ¥ Arial v (3¢12pyy v = - = T~ - @

% D 0Oa EE=EE = T T, il ot B e
@T«e09d@d HTHL C55

Path: p

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

Aftac hments Attach a file

2. submit

Click Submit to proceed. Click Cancel fo quit.

14. Course Messages

DiHA

Words0

(NOTE: Course messages stay within the course and are not sent to CUW/CUAA [Outlook] email.)

a. Click on Course Tools, then Course Messages. To compose a message, click on Create Message.

+ = ¢ n .
|
| Course Messages
¥ Susan Course Example | Course Messages are private and secure text-based communication that occurs within a course and among course members, Alff
Home Page | Help
Information g
— Create Message
Discussions
Groups Folder Unread
Tools Ea Inbox ]
Help
Sent 0

Lili-

COURSE MANAGEMENT

¥ Control Panel

¥ Content Collection

* Course Tools@

Achievements

Add Test Student
Announcements

Elogs

Collaboration

Commercial Content Tools
Contacts

Course Calendar

Course Messages
Discussion Board

37



Blackboard More Tools 2.0 08022018

b. Click on TO and select recipients. Click on the arrow to move the selected recipients to the right box.

* Indicates a required fleld.

\ Recipients

—

Select Recipients: To line

\ Recipients

Justin Frisgue (Instructar)
Justin (Test Student) Frisque
Susan Gallanis (Instructor)
Susan (Test Student) Gallanis
Kaitlin Lecato

Angelika Paul (Instructar)

Katherine Zipay

Invert Selection Select All

Invert Selection Select All

c. Enter asubject and type your message, then click Submit.

2. Compose Message

< Subject Hello!

Body

T T T T Paragraph ¥ Arial

sDhDoamw. E =
@ @ o [ fi ohasups -
Good merning,

See you in class today.

Susan|

Path: p

3. submit

HTML LS5

d. You can view the messages sent in the Sent folder.

Course Messages

Words:7 &

Gl Inbox

Cal Sent

Displaying 1to 2 of 2 items Show All | EditPaging...
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e. View messages sent to you by clicking on Inbox, then clicking on the message.

Course Messages

Create Message
Folder / Unread Total

& Inbox 1 1

i Sent 0 2

Displaying1to2of2i

15. Panopto
a. The Panopto Video Link tool is available in your course. To add the tool, click on Content, Tools, More
Tools, then Panopto Course Tool Application.
1

= |8
Content

* Susan Course Example  #¢
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Content @ %  Introductory Information Fr\  Discussion Board Achievements Glossary
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Upload your introduction letteran Journals Blackboard Help My Grades
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\irtual Classroom Course Messages
Tasks
COURSE MANAGEMENT Tools Area Emai
| | McGraw-Hill Content
* Control Panel y
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¥ Course Tools | B r

Achievements
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b. Enter a name. Add an optional description. Click Submit.

1. Link Information

9 Link Name W@

Color of Name ] Black

Link Tool: Panopto Fotus Contant

Text

T T T T Paragraph v Arial Y 3¢ v =iz~ T- 2~ & Qi A
¥Doa SEEEE = T Y — - Y

QO EE S vwews - T 004 B WL ez

c. The Panopto link will be added to your content area. Click on the Panopto link.

@ Panopto Focus Content
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d. Click on Configure. It may take several minutes for Blackboard Learn to configure Panopto.

Configure

This course is not provisioned with Panopto. Before a course can be used with Panopto it must be provisioned.
Please press the configure button to provision.

e. You'll see the courses where you have Panopto added. Find your course, click Add. You can add previous

semester recordings to your current course if desired. When finished click Submit. It may take several
minutes for the configuration to finish.

1 Select Panopto Folders

You may update the list of Panopto folders associated with this course.
Instruetors of this course will be able to ereate content in any folder associated with it and students will be able to view the content.

Available Folders: Selected Folders:
Bjobe

rFY
Brenda Jobe Recordings
Brenda Ulmen Recordings

Cathy Cero-Jasger Recordings Spring 2014 ‘&,

Cathy Cero-Jasger Recordings Spring 2015

== Remove
CELT Recordings

CELT-TEST: Justin Frisque Test Course
CELT-TestMS: Susan Test Master Shell -
Charlie Sykes - | & 105 -

Create New Folder

f.  Panopto is now configured for your course.

Caonfigure

CELT-Templates: Susan Course Example 2
Mo recordings.

B} Audio Podcast (RSS)

E} Video Podcast (RSS)

Panopto Folder Settings

Links

Download Panopto Focus Recorder (Windows | Mac)
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16. Change course theme colors. From the course home page, click on the colorful icon. A drop down menu will

My Institution

appear. Click on the color name. The course them colors will be updated.

w Susan Gallanis 127 ¥

U]

Courses Content Collection Community Services & Resources System Admin

—2

Help & Support

L

| | | |

Default 2
Success: Course Style updated. .
Celor
Citrus
Home Page Coral
Flame
Add Course Module - . N - N - % - o - I Fuchsia
A N T N A A A R A R OO NN S
Gold
My Tasks To Do Ink
« Lavender @‘
My Tasks n Edit e
No tasks due. Night
What's Past Due
Ccean
more tasks... b Allltems (0} = ] r' |
Actions

My Annonnrements

17. Add a course banner.

What's Due

' ' ~
Edit Mod= is: (LD ! w

a. Inyour course, click on Customization, then Teaching Style. You can edit the course theme color here as

well.

DT TN

Tasks

Tests, Surveys, and Pools
Wikis

b Evaluation

b Grade Center |

+ Users and Groups

Groups
Users

w Customization

Enroliment Opticns
Guest and Observer Access
Properties

Quick Setup Guide
Teaching Style @
Tool Availability

F Packages and Utilities

b Help | |

3. Select Course Theme

Color
— —
B ) =
I =
| |
Basico ==
Standartinis e
P Citrus Cc

4. select Menu Style

Preview
w Susan Course Example
(CELT-Templates)
Menu ltem 1
Menu ltem 2

Menu Item 3
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b. To add a banner, scroll to #6. Browse your computer to find the image to attach, then click Submit.

6. SelectBanner

Current Banner Image
New Banner Image Attach File Browse My CO ter

Selected File File Name Blackboard Learn logo.PNG
Do not attach

7. Submit

c. Theimage will be added and viewable from your course home page.
‘ &  Home Page B | ctucseis @ DD |

- Blackboard | €—

Information i | ea r
™

Content

Discussions

Home Page
Groups
i Add Course Madule Custonize Page ket

= My Tasks + To Do



