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Using the Gradebook

—

A

W

Log into Blackboard using your user name and password.
Access the desired course by clicking on the course name.

Click on the Control Panel link.

List / Modify Users Enroll User

Create User RBemove Users from Course
Batch Create Users Manage Groups

Test Manager Course Statistics

Survey Manager Gradebook

Pool Manager Gradebook Views

Hepp |
Support

Manual

Figure 1-Gradebook on Control Panel page.

Add Item

5.

Courses

COURSES = JOB-SEARCH COMMUNICATIONS-INACTIVE-SAVE » CONTROL PAMEL » GRADEEDOK

[E Gradebook View Spreadsheet

A8 Add ltem| [Tvanage tems | E=|Gradebnok Settings éIéWeightGrades &l Download Grades %{&l Unload Grades
Sort lems by | Category v | co Filter ltems by Category fels] Filter Users by La

Netiquette Policy  Student Profile Form  Discussion Board #1 Waiver Fonin  Goal Setting  Traditional Re

i Hesignmert Assignment Hesignment hasignment Pissignment

Name {Last, First) 8 i 3 i 2 g i 2 i
Pt Possible § Pts Possible § Pts Possible & Fts Possible 5 Pts Possible 5
Wiaight 4.66% Wisight 4.54% Wiaight & 54 Waight 454%  Weight 4.54

0 Users

Figure 2-Click on Add Item.
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. Under the Assessment subheading click on Gradebook (Fig. 1).

To add an item, click on Add ltem on main Gradebook page (Fig.2).

“ Chippema alley
Collaggnnical

6. Type in the ltem Name, Points Possible, and set the Date (Fig.3).



Blackboard for Beginners 5

\u.llu,r

Coﬁegghmcal (2 (5

Home Help Logou

Courses

COURSES > JOB-SEARCH COMMUMICATIONS-INACTIVE-SOWVE = CONTROL PAMEL > GRADEEBOOK = ADD/MODIFY GRADEEOOK ITH

[EJ Add/Modify Gradebook Item

1} '
" Item Name |

Description |

Date [Mar v|[20 || 2006 [+
“ Points Possible: |

Display As: | Score v|

Figure 3-Set ltem Name, Date, and Points Possible.

7. Click on Submit to update Gradebook.

Manage ltems

8. C|ICk on Manage Items on main Gradebook
l;dmcal

rlege Home Help Logout

Courses

COURSES = JOB-SEARCH COMMUNICATIONS-INACTIVE-SAVE » CONTROL PAMEL » GRADEEDOK

[E Gradebook View Spreadsheet

i Add Itern E=]Gradebnnk Settings éIéWeight Grades A Download Grades %[&f Upload Grades
Sort lems by | Category v | co | Filter ltems by Category fels] | Filter Users by La

Netiquette Policy  Student Profile Form  Discussion Board #1 Waiver Fonin  Goal Setting  Traditional Re

. bszignmert Aszignment bszignmert Bssignment Bzsignment
Mame {Last, First) anm anm 2 anm anm
Ptz Possible § Pts Possible § Ptz Possible G Pts Possible § Ptz Possible §
Nfeight 4.66% flfzight 4.54% Nizight 4.54% ‘feight 4.54% Nfeight 4545
0 Users

Figure 4-Click on Manage ltems.

9. To reorder items, change the Order Number of one of the items (Fig. 5).

Crder ltem Mame

Metiquette Policy

Student Profile Form

KL Discussion Board #1
4 |» Waiver Form

Figure 5-To change order of items, change the number of one of items in order column.
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10.To remove an item, click the Remove button corresponding to the item (Fig. 6).

Category:  Date
Assignment| 574,04 Muodify Metiquette Palicy |
Assignment 5504 haddify Student Profile Form |
Assignment| 272704 Modity Discussion Board #1 | Remove Discuzsion Board #1
Assignment| 2/26/04 Modify Wwaiver Form
Assignment 271904 Modify Goal Setting |

Figure 6-Remove an item.

11.To modify an item, click on the Modify button corresponding to the item (Fig. 7).
Categary:  Date
Az signment| 5/4/04 Modify Metiquette Policy |
Assignment 5504 haddify Student Profile Form |
Assignment 202704 | Wity Discussion Board #1 | | Remove Discussion Board #1
Assignment 2/26/04 Moty Waiver Form
Assignment 271904 Wodify Goal Setting |

Figure 7-Modify an item.

12.Click the OK button to return to the Gradebook page.

Gradebook Settings

13.To change settings, click on Gradebook Settings on main Gradebook page (Fig. 8).

l.!imhwn-wux
Collaggnnical

Courses

COURSES = JOB-SEARCH COMMUNICATIONS-INACTIVE-SAVE » CONTROL PAMEL » GRADEEDOK

[E Gradebook View Spreadsheet

st Add ltern [Tanage tems | [E=]Gradebnok Settings éIéWeightGrades &l Download Grades ®[Af Upload Grades

Sort lems by | Category v | co Filter ltems by Category fels] Filter Users by La
Netiquette Policy  Student Profile Form  Discussion Board #1 Waiver Fonin  Goal Setting  Traditional Re
Name (Last, First) .'\ssignn?\ervt .f\ssignn?\ent Hesignment Ass\gnnj\enl F&ssigr\n:\ent
Pt Possible § Pts Possible § Pts Possible & Fts Possible 5 Pts Possible 5
Wiaight 4.66% Wisight 4.54% Wiaight & 54 Waight 454%  Weight 4.54
0 Users

Figure 8-Change by settings in Gradebook Settings.

14.Select the desired setting to make a change (Fig. 9).



Courses

COURSES = JOB-SEARCH COMMUMNICATIONS-IMACTIVE- S0VE > CONTROL PAMEL = GRADEEOOHK

[ Gradebook Settings

Change the way student information is displayed in the Spreadshest.

hanage categories for weighting and filtering Gradebook items.

P Spreadsheet Settings
P Manage Gradebook Cateqories
P Manage Display Options

Create and modify grade display options and set their values.

Figure 9-Gradebook Settings page.

Spreadsheet Settings
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15.Click on Spreadsheet Settings (Fig. 10).
Courses

COURSES = JOB-SEARCH COMMUMICATIOMS- IMACTIWE- S0ME = CONTROL PAMEL = GRADEEBOOK

[EJ] Gradebook Settings

farmation is displayed in the Spreadsheet.

Manage categories far weighting and filtering Gradebook itemns.

P | Spreadsheet Settings

C:IGIIHE t:IE \'\'G_‘l' -Dtl_ll_:Ellt L}
P Manage Gradebook Cateqories
P Manage Display Options

Create and modify grade display options and set their values,

Figure 10-Spreadsheet Settings.

16.Check box to chanﬁe the wai information is listed (Fiﬁ. 11).

readsheet Settings

tions

e Last, First (example: Public, John Q)
O tarme: First Last (example; John Q. Public)

bmit
Click Submit to finish. Click Cancel to quit.

Choose spreadsheet display options (at least one must be selected)

Submit

Cancel )

Figure 11-Select how information is displayed.
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17.Click Submit to update changes.

18.Click OK to return to Gradebook Settings.
Manage Gradebook Categories

19.Click on Manage Gradebook Categories (Fig. 12).

I C¥TC Courses

COURSES = JOB-SEARCH COMMUNICATIONS- INACTIVE-SOWE = CONTROL PAMEL » GRADEEQOOHR

[0J] Gradebook Settings

b Spreadsheet Settings
Change the way student information is displayed in the Spreadshest.

b | Manage Gradebook Categories
bederrrerae-eeteaaresforwetghttreard filtering Gradebook items.

P Manage Display Options
Create and modify grade display options and set their values.

Figure 12-Manage Gradebook Categories

20.Click Add Category to bring up add category page (Fig. 13).
[l Manage Categories

E Add Categoary

Category: Description
Assignment

Attendance

Essay
Figure 13-Add a category to Gradebook.

21.Type in a name and a description if desired (Fig.14).

@) Category Information

"~ Name

Description

€ Submit
Click Submit ta finish. Click Cancel to quit.
" Required Field
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Figure 14-Fields for adding new category.

22.Click Submit to update changes.

23.Click OK to return to Manage Gradebook Categories.
NOTE: You can only modify categories you add.

24.To modify a category you added, click on the button under the Modify button (Fig. 15).

Category Description
thssignmen:
pttendance
Essay
Exam
Wity Renove
Example A Example | Example
& &
Extra Credit

Figure 15-Left click Modify Example to modify and added category.

25.To remove a category you added, click on the button under the Remove button (Fig. 16).
Then click OK button when prompted.

Category: Description

ssignment
Iitendance
Essay

Exam

Madify | Remave|
Example A Exanmple | Example
A A

Extra Credit
Figure 16-Removing a new category by left clicking Remove Example.

26.Click OK to return to Gradebook Settings.
Manage Display Options

27. Select on Manage Display Categories to add or modify a listed category (Fig. 29).

i C¥TC Courses

COURSES = JOB-SEARCH COMMUNICETIONS-INACTIVE-SAWVE = CONTROL PONEL = GRADEEQOK

[ Gradebook Settings

P Spreadsheet Settings
Change the way student information is displayed in the Spreadsheet.

P Manage Gradebook Cateqories
IWanage categones far weighting and filtering Gradebook items.

P | Manage Display Options
restearrerrodifygrade—ditplay options and set their values.

Figure 17-Manage Display Categories.

28. Select Add Display Option to bring up add a display option (Fig. 30).



31

[E:] Manage Display Options

TAY Add Display Option

Display Option
chapter 1
Completefincomplete

|_etter

Figure 18-Select to add a new display option.

29.Type in a name in the Name field (Fig. 31).
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@ Name

Name

€ Add Symbols and Values

Gradebook ltems that are automatically graded (such as assessm
according to the translations provided below In order to enter arad

Figure 19-Fill in Name Box.

30. Start at the bottom and type in the lowest grade. Select the Insert button when done with

the first line to add a line above it (Fig. 32).

[FUTET=ES.

Automatically-graded items with a grade of Manually-graded items entered as

60 v, to |70 % will display as |D will be calculated as |65 ol | nsert| | Remove
0 v, to |60 o will display as |F will be calculated as |50 o, | Insert| | Remove

Figure 20-Fill out first two rows starting with the lowest grade on the bottom and working up. The

select Insert button to add a new line.

PUTPOSES.

Automatically-graded items with a grade of Manually-graded items entered as

70 v, to |80 o, will display as |C will be calculated as |75 9% |insert| | Remove
60 o to |70 o, will display as |D will be calculated as |65 9% |Insert| |Remove
0 o, to |60 o, will display as |F will be calculated as |50 9% |Insert| |Remove

To avoid any omissions, the upper limit of a range must be equal to the lower limit of the range directly above. Thus, a
range of 80 to 90 includes all grades up to, but not including 90. The highest range does, however, include 100%.

Fit

.A new line appears. Now enter information about the next grade. Press Insert button on
that line until all grade ranges are filled in for that assignment (Fig. 33).

Figure 21-When next line appears fill that line in and select Insert button on that line.

32.Follow the directions on the Add Symbols and Values section.

NOTE: The first % box is for the lowest percent, for example 90. The next % box is for
the highest percent, for example 100. The next box is for the display name, for example
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A. The final box is for the calculation, for example 95. Clicking the insert button adds a

row above the lowest row (Fig. 19).

@ Name

“ Name | |

@) Add Symbols and Values

Gradebook Items that are avtomaticaly graded (suchas assessments) will be corwerted to this dsplar optior accordir
tothe translations provided below. In crder to enter grales into the Gredebook rranually using this disday opt on,
trenslations from each symbal into a rumeric score must also be provided (on the right) for calculstion aurposes.

Agtonatically-graded iterns with a grzde of Manually-jraded iterms enlered as

% to % will displey as WiII be calculaed as °,JE Insst | Remove
I % to (100 % will display as will be calculaed as |50 % Inst| Remove |

8 % to <0 % will displey a5 |B will be calculaed as |38 % | Inzatt [—Fariove

Figure 19- Gradebook Display.

Weight Grades

33.To set the weight of grades, click Weight Grades (Fig.

.".?gé%"ical m (7]
College

ome Help Logout

Courses

COURSES » JOB-SEARCH COMMUNICATIONS-INACTIVE-SAVE » CONTROL FANEL » GRADEEOOK

[ Gradebook View Spreadsheet

i Add lterm [TManage iters | EoiGradebook Setiings éIéWeigmGrades At Download Grades %A Upload Grades

Sont ltems by | Cateqory v | GO Filter ltems by Category GO Filter Users by Lag

Netiguette Policy  Student Profile Fonin  Discussion Board #1 Waiver Form  Goal Setting  Traditional Re:

. hasignment Assignmert hssignment Hesignmert Assignment
Name (Last, First) g i 2 i o i 8 i 3 i
Fts Possible 5 Pts Possible 5 Pts Possible & Pts Possible 5 Pts Possible §
Waight 4.66% Waight 4 54 Wiight 4.54% Waight 4.54%  Wieight 4.54%

0 Users

Figure 20- Weight Grades.

34.Choose to weight grades by Category or ltem (Fig. 21).

35.Enter the percentages for each category or item (Fig. 21).

Note: All percentages must equal 100%.

[ Weight Grades
@ Weighting
Choose either category or item.
()Weight by Category () Weight by ltem
Assignment % Metiguette Policy 466 %
Attendance % Student Profile Farm 454 %
Essay % Discussion Board #1 454 %
Exam % Waiver Form 454 %
Extra Credit % Goal Setting 454 %
' o
v P et | 45

Figure 21-Choosing a grade weight type and adding percentages.

36.Click Submit to add changes.

37.Click OK return to main Gradebook page.
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Download Gradebook

38.To download Gradebook, left click Download Gradebook (Fig. 22).

B
Coltag maal

Courses

COURSES » JOB-SEARCH COMMUNICATIONS-INACTIVE-SAVE » CONTROL FANEL » GRADEEOOK

[ Gradebook View Spreadsheet

i Add lterm [TManage iters | EoiGradebook Setiings éIéWeigmGrades At Download Grades| *{A Upload Grades
Sont ltems by | Cateqory v | GO Filter ltems by Category GO Filter Users by Lag

Netiguette Policy  Student Profile Fonin  Discussion Board #1 Waiver Form  Goal Setting  Traditional Re:

. hasignment Assignmert hssignment Hesignmert Assignment

Name (Last, First) g i 2 i o i 8 i 3 i
Fts Possible 5 Pts Possible 5 Pts Possible & Pts Possible 5 Pts Possible §
Waight 4.66% Waight 4 54 Wiight 4.54% Waight 4.54%  Wieight 4.54%

0 Users

Figure 22-Downloading grades.

39. Select the Delimit Type and left click Submit.
NOTE: Comma produces a spreadsheet file, Tab produces text file (Fig. 23).

[J Download Gradebook

@ Select Delimiter

Select the delimiter type for the downloaded file

Delimiter Type: | Comma O Tab

Figure 23-Select Comma for spreadsheet type file or Tab for text type file.

40.0n the next page right click using right mouse button on the Download button to Save
Target As or Save Link As the file (Fig. 24). Then in the Save As box, save the file to the

folder that iou want to use (Fii. 44).

COURSES » JOB-SEARCH COMMUNICATIONS- (NACTIVE-SAVE » CONTROL PANEL » GRADEBOOK » DOWNLOAD GRADES

[EAiDownload Gradebook

Instructions
The Gradebook has been saved to a delimited file. Download this file and view it using any software that accepts such formats

Click on Download with the right mouse button and select Save As to save the file locally.

_-i. Open Link in Mew ‘Window
& Open Linkin Hew Tab
Open with Anonymauser
Open with Anonymauser in Kew Tab
? Bookmark: This Link...
‘% Save Link As. .,
Add Link to Dawnload Queue...
uﬂ Send Link. .
j Copry Link Location

Figure 24-Right clicking in browser.

41. Click OK to add changes and return to main Gradebook page.
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Upload Gradebook

42.To upload a Gradebook file to the Blackboard site that was either downloaded to your
computer or created on your computer, select Upload Gradebook (Fig. 25).

COURSES = JOB-SEARCH COMMUNICATIONS-INSCTIVE-SAVE » CONTROL PANEL * GRADEBOOK

[Ed Gradebook View Spreadsheet

i add tern [TlManage tems | ESjGradebook Settings <[ewieight Grades | & Download Grades | %A Upload Grades

Sort ltems by | Category | GO Filter lterns by Category [ela] Filter Users by Lag
Netigquette Policy Student Profile Form Discussion Board #1 Waiver Form  Goal Setting  Traditional Re:
Name (Last, First) sesignment fesignment desigrment fesignment fesignment
Pts Possible 5 Pis Possible 5§ Pts Possible & Pis Possible 5 Pts Possible 5
ieight 4.66 % ieight 4.54% ifeight 4.54% ieight 4.54%  Wisight 4.54%
0 Users

Figure 25-Uploading grades from a file to Gradebook.

43.Select Browse to find the file you wish to upload. In the File Upload box, select the file
and select Open (Fig. 26 and Fig. 27).

Courses

DURSES = JOE-SEARCH COMMUMNICATIONS-INACTIWVE-SAWE » CONTROL PANEL = GRAOEED

[Hl Upload Gradebook

P Choose File

__WWhen nploading grades  download the Gradehook  then modify

) Submit

Click Submit to finish. Click Cancel to quit.
Figure 26-Select browse to find grade file.




File Upload

Loak in: |L’leades v Q T e M-

E TEijgh_export.csv

My Recent
Documents

My Documents

My Computer

File name: i| R4 | [ Open l

My Nework | Fies of ype: |l Files v| [ Cancel |

to b

Figure 27-File upload box showing the folder and file to be uploaded.

44, Select Submit to upload file.
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45.0n the next page, select the column to import item and its existing column. In the
Existing Item column there is an option to Create New Gradebook ltem if the information

is. (Fig. 28).

@ Choose Imported Item

melect the calumn to upload fram a file.

@ Metiquette Palicy
() Student Profile Form
) Discussion Board #1
O WWaiver Form

@) Choose Existing Item

=elect the destination column for the uploaded data, or =g

51 Metiquette Palicy
O student Frofile Farm
) Discussion Board #1
O WWaiver Form

Figure 28-Choose the Imported Iltem from upload file and choose and Existing Item to upload it to.

46.Select Submit button to import information.

47.Select Submit button again to update information in column.

48.Select on OK button to return to return to main Gradebook page.
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Using the Discussion Board
Creating a new forum
1. Log into Blackboard using your username and password.
2. Access the desired course by clicking on the course name.

3. Click on the Communication button located in the menu on the left of the screen (Fig. 1).

Aoy
A% echnical
College
Courses
COURSES > JOB-SEARCH COMMUNICATION S-INAC"
[ sovoncemens
Course Information VIEW TODAY l VIEW LAST 7 DAYS l \
Communication »
Student Tools )
WELCOME!
Assignments Dear Student:
Faculty Informati Welcome to the Job-Search Commt
Blackboard.
| Tools | Ynu mav nurchase the cnurse text |

Figure 1 - Click on the Communication button
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4. Click on the Discussion Board link (Fig. 2).

Courses

COURSES > JOB-SEARCH COMMUNICATION S-INACTIVE-SAV

Announcements

[ sonouncements |
| Course wformaton |
T
| stentToos |
| Assigmonts |
——

Course Information L!« Collaboration

=

Communication

Student Tools 3 Discussion Board

Assignments

Faculty Informati ﬁ Group Pages

KA Course Map ﬁ Roster

Figure 2 - Click on the Discussion Board link

5. Click on the Add Forum button located in the upper portion of the screen, near the
breadcrumbs area (Fig. 3).

Courses

Announcements
Add Forum
Course Information a

Communication Meet and Greet Your Classmates

Student Tools Answer the following questions about yours
not share items that you believe are too per

COURSES > JOB-SEARCH COMMUNICATION S-INACTIVE-SAVE >

Assignments

lm 1. Tell us about yourself, including your maj

2. Explain why you enrolled in this course.

B 3
(-]

0 &

c

w

[1d

=

)

o

3. Explain what your expectations are for th

| @ Control Panel 4. Share some information about your hobb
Figure 3 - Click on the Add Forum button
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6. Enter the title of the new forum in the Title box (Fig. 4).

COURSES = JOB-SEARCH COMMUNICATIONS-INACTIVE-SAVE > COMMUNICATIONS > DISCUSSION BOARD > ADD FO

Title Type the title of the new forum in this box.
Description
'T';pe a description of the new forum in this box. This
text will ke displaved to users on the Discussion Board
page.
@ Smart Text () Plain Text ) HTML Vx & ¥ Ffrevew

Figure 4 - Enter a title and, optionally, a description

Optionally, enter a description of the new forum in the Description box. This text is
displayed to users on the Discussion Board page.

7. Check the selection boxes to allow users to perform certain actions in the forum. Actions
allowed by default include anonymous posting, file attachments, and new thread creation
(Fig. 5). Unchecking a selection box will not allow the action to be performed.

Forum Settings:
«| Allow anonymous posts
Allow author to modify message after posting
Allow author to remove own posted messages
+| Allow file attachments
«| Allow new threads

Figure 5 - Choose the forum settings

Modifying a user’s forum privileges
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8. Highlight a user from the user list (Fig. 6).

Forum User Settings:

m = Forum moderator privileges
M = Permanent forum moderator
b = Blocked Users

'M Gallistel, Keith (team3c) [+

M Lee, Kathleen (team3ajlw
M Perra, Kelly (team3b) MODERATE | NORMAL _|
'M Reid, Paul (preid) ) BLOCK | UNBLOCK |

Figure 6 - Set user privileges

9. Click on the Moderate, Normal, Block, or Unblock button to change the user’s forum
privileges (Fig. 6).

10. Click on the Submit button to create the new forum.
Modifying an existing forum

1. Click on the Modify button for the course you wish to modify. The button is located
parallel to the forum title on the right edge of the screen.

2. Modify the properties of the forum as needed. This process is identical to creating a new
forum (see step 6).

3. Click on the Submit button to finalize changes.
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Creating a New Assignment Link
1. Log into Blackboard using your user name and password.
2. Access the desired course by clicking on the course name.

3. Click on the Control Panel link.

4. Click on ASS|gnments in the Content Areas section (Fig. 1).

.' il &
Collzgc hnlcal :me 2Ip Sgoul

COURSES > JOB-SEARCH COMMUNICATIONS-INACTIVE-SAVE > CONTROL PANEL

1-801-175-PR: Job-Search Communig

Course Information Course Documents
Assignments Bibliography
Course Tools

Announcements Discussion Board
Course Calendar Collaboration

Staff Information Digital Dropbox
Tasks Glossary Manager

Send Email

Course Options

Figure 1 - Click on Assignments

5. Click on the drop down menu where it says Select on the upper right hand side of screen.
Select ASS|gnment from the list (Fig. 2). Click the Go button.

(280G
Hume Halp Logout

TIONS-INACTIVE-SAVE > CONTROL PANEL > ASSIGNMENTS

External Link Course Link  [Za Test @ Select: v Learning Unit ()
Survey

1 Policy o
Discussion Badrd
Chat

quette Policy that is located in the Course Information button in this course. After Virtual Classroom

olicy. please acknowledge to me that you have read the Netiquette Policy and Group

/ the policy. You can indicate your agreement to adhere to this policy by clicking Tool

elow and in the comment box type in that you agree. Then click on Submit. Syllabus
Offline Content

lue by the end of Week 1.

how to use the Assignment Link, read the directions to the link that are found in
ice Folder under the Course Information button.

ssianment: Netiquette Policy

Figure 2 — Select Assignments from drop down menu
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6. Enter the title of the assignment in the Name box, the number of points possible in the
Points Possible box, and a short summary of the assignment’s instructions in the
instructions box (Fig. 3).

(7))

Home Help Logout

COURSES > J. EARCH COMMUNICATIONS-INACTIVE-SAVE > CONTROL PANEL > ASSIGNMENTS > ADD ASSIGNMENT

[ Add Assignment

@ Assignment Information

Name Sample Assignment -1
Choose Color of Name
.
Points Possible 10
Instructions This assignment is due mm/dd/yy.

Please work individually. |

©Smart Text OPlain Text OHTML [ «2s %% [EF Preview

@ Assignment Files
Cila Ta Attanh [ =T S S

Figure 3 - Enter assignment information

7. If you are attaching a file to the link, go to next step. If not, leave the Assignment Files
section blank and move on to step 11.

8. Select the Choose File button in the Assignment Files section (Fig. 4).

9
Home Help Logout

@ Assignment Files

File To Attach (Choose File *l no file selected
Name of Link to File

Currently Attached Files:
€ Options
Make the assignment available & Yes O No

Track number of views OYes ®No

Choose date restrictions [ Display After
Mar I'5) (08 1%) [2006 I%)

(o51%) (301%) [pMm 1)

[3][5]

¢ Submit

Figure 4 — Select Choose File



e til=
IlcoeEm
13 -

=
iq 8 Powersoo.
L] gMacinto;h...
ou

@ iDisk

1
m @ Network

ﬂ“ Student
5] A Applications
ke B Documents
acl ﬁ Movies

10¢ é Music
Q Pictures

i : Deskto
)

ﬂ Sample-1.doc .

( [ Desktop m
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Select the document you want loaded (Fig. 5). Click the Choose button.

Name: Sample-1.doc
Kind: Microsoft Word
document
Size: 20.5 KB on disk

(19,456 bytes)
Created: Mar 7, 2006 10:40

AM
Modified: Mar 7, 2006 10:40

(o) (@D |

Figure 5 — Select document

10.Enter the title of the document in the Name of Link to File box (Fig. 6).

B
Cof?éz'hmcal

lege

@ Assignment Files
File To Attach

Name of Link to File

i (7))

Choose File

Home Help Logout

™ Sample-1.doc

Currently Attached Files:
€ Options
Make the assignment available &) Yes (O No

Sample -1 Assignment k

Track number of views OYes (*)No
Choose date restrictions 4 Display After
(mar 13) (08 1%) (2006 |%) |

Figure 6 — Enter title

(05 %9 (3014 (Pm 159
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11.Edit your options for the assignment in the Options section by clicking with the cursor
(Fig. 7). Once satisfied with all information, select Submit button.

B ithnical ol
College Toe on Sgﬂul

Courses
G TR Sampie -1 Assignment
Currently Attached Files:
© Options
Make the assignment available @& Yes O)No

Track number of views QOYes {_-'iNo
Choose date restrictions [ Display After ¥ Display Until

Mar 5] (08 %) (2006 %) (mar %) (13 1%) (2006 15) [
05 13) [301%) (M 3] 05 13) (301%) (v 13)

@ Submit
Figure 7 — Edit options

12. When the updated page appears, select OK to return to the previous screen.
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Creating and Posting a Test/Quiz

1. Log into Blackboard using your username and password.
2. Click on the Assignments tab on the left side of the screen.

3. Click on the Edit View link in the upper right hand corner (Fig. 1).

Blackboard Learning System - Basic Edition

~ Mac UW-Stoutw Writing Technical Manuzls  Fraclancing/.. nal Writing  STC-Twin Cities

fl

This folder houses various Word doct

en:a tha: contain the guidelires, Web site information, checklist, and a

This assignment will be due by the end of Week 4.

a

lass. It aleo containe useful Wek

This foldar contains decumerts explain

e irtar ew assignment ir thie

The samole inteview critique is due by the and of Weak 6 of the course.

‘Wee< 7 ard at the time of your one-on-one interview  Please scheduls your indiv dual interview with you-
ingiructor well n advaice.

‘:3 This folder housas various Word docurrents that contain the guidelires Web site information, checklist, and
arading rubrc for crealing a career sortfoio.

This aszignmeni will be due by the end of Veek 7 anc at tha time of your one-on-one irterv ew.

Figure 1 — Edit View

4. Click on the test icon (Fig 2).
(e & a Blackbozrd Learning System - Basic Edition =
_I < > ﬂ?w [ + | EAhtp:/bs.cvic.edufwebapps/portal frameset jspab—coursestur|— bin jcaommor fcourse ;& =1 Q- Google

Technical Manuals  Freelandni STC-Twin Cities

[ Assignments

7
oo | (Fllem (3 Folcer (@ Extama Link  [= Course Linc (7 Test @ Select: | LeamingUnt %) (ca)
1 %) MNetigustte Policy [Modiy | | Wanage | |Ramova |
acuity Informati

item s nof aveiiaols.

P ease rezd the Netiuet:e Pol cy that Is locatec In the Codrse Information
bullur i1 his Goase. &7l you have read be policy, please acknow edge Lo me
that you nave read the Neliquette Nelicy and thet you will abide by the policy.
‘¥au can irdicate your agreamert to adhere to this policy by olio<ing on
' @w/Comolete below and ir the comment bex type in that you agree. Then
clirk on Subrit

This assignment is cus by ths ond of Week 1.
(@) Refresh Ifyou 1 Are nsLre nf how t ISE The ASSIGMENt 1ink, ear 1@ i rect ons to the
link that are found In t1e Stucen: Assisiance Fode under the Courss

Inforration batten.

»> Vlew/CoTplete Assignment: Netlgette Policy

2 &) StudentProfile Form Modty | Manage| Ramova

[ewrn is 1o aveilails

Cick on View/Comblete below and complete the linked forr. Click on Submit
after you havs completed :he fam.

This form mus: be comoleted by the end of Week .

Ir VO are unsLre u_r how to use ihe Asslqnmeﬂt Lnk, "ead e drectons to the

Figure 2 — Test Icon
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5. Under Add Test next to Create new test, click Create (Fig. 3).
' ——

| course information

Student Tools

- Salect Tast balow —
lest Name

Faculty Informati

| Toois
| Fd Couze Ma

Click Submit to add ‘his Tast. Click Cancel to qut.

Figure 3 — Add Test

6. Type in the name of the test/quiz and add a description and instructions if needed (Fig.

Ente- tho name, description, anc instruct ons
@ Test information

Name type test name here

Description | type descriptior here

Faculty Informati

Tools

BH cou-ze Map

) SmatTaxt OPlain Taxt DHTML [T a2y %5 |5 Prevew

Instructions

Figure 4 — Test Information

7. Select Smart Text (below the description) — smart text is the easiest way to make the text
show up correctly on the test/quiz (Fig. 4).

NOTE: Click the ABC icon to use the spell check.
NOTE: Click the Preview icon to preview the text appearance.

8. Click on Submit to save the changes.
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In the Add field, choose which type of test to make (Fig. 5).
e

Blackboard Learning $ystem - Rasic Edition

Faculty Informati

| Toois I

Select a question type from the Add Questlon diop-doan lisT and click Ga.

Figure 5 — Test Type
10.Click Go (Fig. 5).

11.Next to the Question Text field, write the first question to ask (Fig. 6).

s s 0 —— Biackbozrd Learning System - Basic Edition
« s foaflc A http: /b3, cvic.sdu/wabapps {portal {ramaset jspTtab=coursas&ur|= sbin jcammor fcoursa.fG) & Clr Coogle

COURSZS > JOB-SZARCH COMUNICATIONS-INACTVE-SANE > CONTROL PANEL > TEST MANAGER » ADL/MODIFY MULTIPLE CHOICE QUESTION &
ET D [] Add/Modify Multiple Choice Question F
|
Add TE UASTION TEXT, TIRN AT I3 POt valliz Aand the NUMDer of ANSWRTS 4rd The ANSWEr £InInes | INdIRATS the "OMect ANSWer, And

Communication provida feedback for usar lesoonses |

@ Muitipie Choice Question o

T Question Text o i e

Assignments

Faculty Informati

[ 1

B Cou=e Map

I@ ant-cl Pansl |

(@ Refresh
@ Smart Text O Plain Text OHTM. [y o2 0 [F7 Preview

* PointValus

2 Optione
2 o

If parial crodit is zllowsd, each incanact answer can sascify what parcentzga of the total poirts should be gven for that
Answar

Answer NLmbering | None =
Answer Onentatinn [ Wertical = K

Allow =artia (et =)

Figure 6 — Question Field

12.Choose how many points the question is going be worth (Fig 6.).
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13.Under the Options section, choose how the answers will be labeled (Fig. 7).
- = |

Answer Orlentation Crerncal [ # ‘

@ smart Text OFlanTex: OHTML fy ass 15 55 Creview

Figure 7: Labellng, Orlentatlon and Partial Credit
14.Choose how the answers will line up underneath the question (Fig. 7).
15.To allow partial credit, select the Partial Credit Field (Fig. 7).

16.To have the answers shown in random order, select the Show Answers in Random Order
field (Fig. 7).

17.Next to the Number of Answers field, under the Answers section, select the number of
answers to be displayed with the question (Fig. 8).

Blackbozrd Learning System - Basic Edition

Dhttp:  /ba.evicedu/wzbapps/portal frameset jspPtab=coursesdurl= bin/commor feourse.t @ = O Coogle

Wring  STC-Twin Clules

-

& Answers L
Select the 1umaer of answar chaices, fil in the fields wiih possible answers, and select the comect answer.

Number of Answers ﬁ

e | ...

 J

Faculty Informati

Tools

BH cou-ze Map
@& cont-cl Panel
(&) Refrech

@ Smart Texl OPlain Tex, OHTML ' e2s 25 [ Proview

Answer 2.

@ 3mart Text OPlainTex: OHTML 3 <2y &7 [ Proview

Figure 8 - Answers

18.Type in answers next to their corresponding numbers or letters. On the left, choose the
answer to be the correct answer by clicking on the circle to the left of that question (Fig.

8).
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NOTE: If you type an answer you’d like to remove, click the remove button, which is to
the right of each answer.

Correct/Incorrect response feedback

19.Insert a message to be displayed to the student if the correct or incorrect answer is
chosen (Fig. 9).
[ & & &

Blackboard Learning System - Basic Edition |

‘I'__.‘—; Bl — el — R
" [ meple Ma: UW-Stoutw Writing Tachmical Manuals  Fracl

&% Feedback &
Erler feedback Whal il dspay in respoise L a comecl answar and an incomecl answer. I7 particl oredil s @ lowed, answers
that ere partialy somect will recsive the ‘eedsack for an incormect arswer.

[
tudert Tools

A |
\ ’%I

1 Course Map i
(i Refresh
Incorrect Response Feedhack

o

Figure 9 - Feedback
Categories and keywords

20.To type in a category for the students so they know what chapter the question is based

on, or what material the question is based on, click Modify (Fig. 10).

otnCE
Course Information

@ O o — Praview
@Smar Taxt CPlain Text OHTML ([ e 25 B
Student Tools
9 Categories and Keywords
[
Faculty Informati ories - %)
Tools Lo
W Couse Map Levels of Difficulty | Muuiy |
(& cuntcl Panel Lo
Tapics. noary
| Refresh
Enter keywords separatad by covmas.
Keywords
@ Submit

Click Submit ta finish. Gick Cancel to quit.
* Requirsd Field

Cancel Subrmit ) .
&

Figure 10: Categories and Keywords

21.To show the student the level of difficulty of this question, click Modify.
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22.1f you'd like to show the student what topic this question is on, click Modify.

NOTE: In the keywords section, you can type in any word(s). A comma will always
separate that word(s) in this test/quiz.

23.Click Submit to save the changes.

24. Click Manage to modify and/or remove previously created categories.

Add/Modify question categories

Available shows the categories that have already been created.

Studert Tools |

add medi’y ard reTova Categaries available within this coures.

€ submit

Figure 11: Add/Modify
25.Click on Submit.
26.To add another question to the test/quiz click Add Question Here.

27.1f there are no more questions to be added, click OK.

Add test

28.Go back to the Add Test page (see Steps 1-3)

29.Click on the name of the test that you’d like to add.

30.Click on Submit.

31.When the test added successfully appears, click OK.
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Modify the test

32.Click on Modify the Test to modify questions or Test options to change availability or
feedback (Fig. 12).

Bty Tou

&
P mModify the Test

s availabiily end feedbacs

UK J

Figure 12 - Modify

33.Check the appropriate options to change avallablllty and feedback (Fig. 13).
mog m R o e senine mn!1'.?5:'I.‘ii’ii‘ii",iiil:ﬂmfiifEf'.,'.‘fjfm.r,(.m o Coog
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) Settimer. Ss: expected campletion fire. Selscting this option also records comp etion tiTe fo- this Test
aa = Heges (1 20 My s (g )
Facuny Informati & Dlsmaj afte- & Dlsma‘, Uil

2006 ) [@ 2006 =

) Password. Recuire a pessord lo sceass ihis Tast
|@| Tanteel Panel | Pessword. ||

@) kefresh € Test Feedback

Feeaback Mode

e

= Score Only
= Only the final score is presenied.

~  Detailad Results
= The user's enswers. whether they re comect. anc the fna sccre a'e prasented. LUL NOT e COT2CT answe's.

~  Show Correct Answers
= The user's enewors, the coroct answers, and the final scare arc prasented, but a0t ary quostion foodack.

Detailed Resuits, Corract Answers, and Faedback
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Figure 13 — Test Optlons

34.To change the test’s availability, Select Display after.
35.Set the date and time to have the test to show up for the students to take.

36.Select Display Until.

37.Set the date and time to have the test to disappear from the students’ view.
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Batch Enrolling Students in a Course

1. Locate the course’s five-digit CRN number on either the student roster or the SIS
(Student Information System).

Note: These steps cannot be completed without the CRN number—make sure you have
it prior to continuing.

2. Log into a computer at CVTC using your user name and password—this procedure must
be completed from a computer on campus.

3. Log into Blackboard using your user name and password.
4. Access the desired course by clicking on the course name.
5. Click on the Control Panel link.

6. Click on Batch Create Users in the User Management section (Fig. 1).

List [ Modify Users Enroll User
Create User Remove Users from Course
Batch Create lsers Manage Groups

Figure 1: Control Panel Screen

7. Scroll down the Batch Create Users screen until the File Upload section appears (Fig. 2).

@ File Upload
File Location: | Browse... |
Delimiter Type: & Automatic  © Comma  © Tab € Colon

Figure 2: File Upload Screen

8. Click on the Browse button.

9. Select My Computer and then select Data on Cvtc-Adm [S:] (Fig. 3).
I B2
Look in: | i My Computer j L g B2

e Local Disk {C:)

o2 DVD/CD-RW Drive (D:)

igpreid on 's-ech-fsadmin‘userss' (M:)
.;“zdata on 's-ecb-fsadmin’ {5:)

5% utility on 's-ech-fsadmin' (U:)

5% =ys on 's-ech-fsadmin’ {v:)

Figure 3: My Computer Screen
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10.Open the CLT folder in the S drive (Fig. 4).

2%
Look in: I 5 data on 'secbfsadmin’ (5:) j &= £ B
Absence Reports [C3Enroliment Management  [COLIBRARY
Academic Services IC)Estream ChMairoom
Banner Reimplementation  [C)eTech [C3PUBLIC
BROCHURE ICExecutive Coundl ICRiver Falls
) BUDGET | Fadiities Team [=ysst
BUSOFF ChFaculty IC)staff Development
Centra [)Faculty Required Training  [C5)State Reporting
CLT IC3)FINAID [Chstudent Life

Figure 4: S Drive Screen

11.Scroll to the left and select the Rosters folder (Fig. 5).
21
Lookin: | 5 CLT R I s

i Marcy Bruflat [C3PENtorf

= Mark Puig [C=)PowerPoint templates
) Marketing [CD)Rasann H

_ZiMary Kolstad [S)Raney

I Melizsa Dieckman [)range photos New

SiMichelle O'Connell [CT)Rebecca Kitelinger
Desktop =i Michelle Umnland [ Ric Messner
[ Mike Davis [ Rick Mechelke
‘ _JPalser () Roger Stanford
|_JParalegal [CC)Rosters

Figure 5: CLT Folder

12.Scroll to the right and highlight the CRN number for your course. Make sure you select
the correct number—failure to do so will result in the wrong set of students being enrolled

(Fig. 6).
8 2x
Look in: IE)HDsters j = EF Ef-
2] 20021 2] 20033 [£] 20059 [£] 20074
[£] 20022 [£] 20040 [£] 20060 [£] 20075
=] 20023 =] 20041 [£] 200861 [£] 20076
2| 20024 2 20042 [£] 20062 () 20077
2] 20025 2] 20043 %) 20063 T) 20078
2] 20027 2] 20044 %] 20084 2] 20079
2] 20028 2] 20045 %) 20085 2] 20080

Figure 6: Rosters Folder

13.Click on Open. The file location will now appear next to the Browse button (Fig. 7).
@) File Upload

File Location: |S:\CLTRRosters\20133.t Browse... |
Delimiter Type: & Automatic O Comma  © Tab 0 Colon

Figure 7: File Upload Screen

14.Click on Submit. A screen will appear displaying the results of the enrollment (Fig 8).
Batch Create Users for Course
Line 1: User 00356438 is already enrclled as 5.
Line 2: User 00367133 is already enrclled as 5.
Line 3: User 00303510 is already enrolled as 5.
Line 4: User 00303510 is already enrclled as 5.
Figure 8: Batch Enroll Results
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Run the batch enroll procedure multiple times during the first two weeks of the semester, as
changes in class rosters may happen on a daily basis.
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Glossary

Breadcrumbs

A navigational “notation” that shows a user where he or she is located based on the website's
structure or information hierarchy. This area is usually located near the top of the webpage. A
user viewing the announcements in a communications course may see the following
breadcrumbs:

Courses 2 Communications = Announcements

Course Reference Number (CRN)
A five-digit number assigned to each course for identification purposes. These numbers are
listed on semester schedules and also available via the Student Information System (SIS).

Dropdown menu

A menu of commands, choices, or options that appear when the selection area is clicked. The
initial item in a dropdown menu is generally located at the top of the display, and the menu
appears just below it, as if the menu had dropped down.

Iltem

Anything category that can be added to the gradebook is considered an item. This would
include tests, quizzes, and assignment links, but would also include user-created additions like
peer evaluations, discussion board grades, or extra credit assignments.

Selection box

A clickable box generally used to set options or preferences. Checking a selection box
generally allows an action or sets a preference; unchecking a box generally does not allow the
action.

User privileges

User privileges are rules that determine what actions users are allowed to perform within a
system. A user may or may not be allowed to edit his or her post, for example. User privileges
are most always set by administrators.



