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LOGGING INTQ BLACKBOARD

€ Logging into Blackboard
1. Go to http://blackboard.caldwell.edu

2. Then click the Login button.

W ‘m Blackboard Learning System - Basic Edition [ ‘

Blackboard Learning System™ - Basic Edition

Welcome!

Welcome to the Blackboard e-Education platform— designed to

::> Black board' transform the Internet into a powerful environment for the

educational experience.

To log in, please click on the Login icon on the left.

Blackboard

Blackboard Learning System™ - Basic Edition (6.3.1.645)
Blackboard Learning System™ - Basic Edition
Copyright ® 1997-2004 Blackboard Inc. Patents Pending. All rights reserved.
Accessibility information can be found at http://access.blackbeard.com.

3. Enter your username and password

T:? ke ‘m Blackboard Learning System - Basic Edition | (}T B

Welcome to Blackboard Learning System - Basic Edition. Enter .
vour username and password to access the system Have an Account? Logm Here.

If you slready have an sccount, enter your login
information here and click the “Login™ button below.
If you do not have an sccount, please clidk on one of
the buttons to the left.

Blackboard ‘uSERNAME:
PASSWORD:
You can access as a guest by clicking the "Preview" button below. \

| Preview

Forgot your password?

Copyright ® 1937-2004 Blackboard Inc. Patents Pending. All rights reserved.

Accessibility information can be found at http://access. blackboard.com.
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4. After you have logged in, your screen shoulddisplay the image below.

My Bb@Caldwell

Welcome, Faculty Macify Cantert | Mo

My Announcements
& Announcements
@ Calendar
) View Grades
b4 Zend Email
B Personal Information

Mo systern announcements have been posted today. Courses you are teaching:
Mo course announcements have been posted today, A Graduate and Continuing Studies Bb Training
Mo Announcements

My Calendar

Mo calendar events have been posted today

¢ Tools Module
By clicking on the links in this module, you will have access to the
information stored in these links.

¢ My Announcements Module
This module displays the announcements that are featured in the various
courses that you are teaching. If you would like to view the announcements
for each course, you can click on thelink underneath the Course Title.

¢ My Courses Module
By clicking on any link to a course you are teaching, you can begin to build

your course. Note that once you have selected a course you are teaching, you

will move into the Courses Tab viewing the Courses Page. Your
Announcements will automatically be visible on this page. This is a default,
set by the System Administrator. The left side bar is the menu bar for the

course.

¢ Once you click on the course that you are teaching, this is how your screen

should be displayed.
1. To design the layout and content of this course youwould select the Control

Panel option at the bottom left hand corner of the page.
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€ The Control Panel

to create and design new courses.
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I CALDWELL
COLLEGE
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_ Slide Shows
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( Academics
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(" Student Activities

4 Faculty Informati

'/ﬁcademic Calendar
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( Around The Town!

V7 - =
{ Communications

VIEW TODAY ] VIEW LAST 7 DAYS

Tests

option takes you to the Content Frame

COURSES > GRADUATE AND CONTINUING STUDIES BB TRAINING...

VIEW LAST 30 DAYS

which is used

#® O W

Home Help Logout

> ANNOUNCBWENTS

| VIEWALL

April 14,2010 - April 21,2010

=
{ Discussion Board

Welcome

4 Dropbox

Tools
Carmrmunication
#€ Course Toals
Ed Course Map

@ Contral Panel

(@) Refresh
@ Detail Wiew

COURSES » GRADUATE ANDI CONTINUNNG STUDIES BA TRANING . » CONTROL PANEL

CEODD001: Graduate and Continuing

Slide Shows Academic Calendar
College ances Campus Resources
Academics Around The Town!
Residence Life Tests

Student Activities

Announcements Discussion Board
Cowrse Calendar
Staff Information
Tasks Glossary Manager
Send Email Messages
Manage Course Menu Course Copy

Cowrse Design Import Course Cartridge
Manage Tools Import Package
Settings Archive Course

Collaboration
Digital Drophox

Studies Bb Training - Faculty Manual (Instructor)

List / Madify Users
Create User
Manage Groups
Assessment
Test Manager
Survey Manager
Pool Manager Gradebook Views
detp |
Suppont
Manual

Contact Systen Administrator

Course Statistics
Gradebook
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COURSE OPTIONS

¢ The Instructor uses the Course Options area to manage all aspects of the

course. Instructors can set the availability and accessibility of a course, as well
Ar chive and Recycle courses, in addition to Importing  course content
and Course Cartridge.

¢ There are seven course options, which the course can be managed by

Manage Course Menu __, Manage Tools , Settings , Course Copy

Import Package , Archive Course and Resources .

¢ UseManage Course Menu _ under Course Options  to add a number of

features to the course, suchas tabs/buttons on the left that hold course
information such as Course Documents or Announcements , specific
items such as aCourse Syllabus, External Links , Which link to URLSs
outside of the course andCourse Links , which link to other areas within the

course. Four (4) objects can be added to theManage Course Menu:

Content Area, Tool Area, Course Link and External Link.
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Manage Course Menu

1. Click on the link Manage Course Menu _, found in the Course Options
section on the Course Content Frame . This pageshould be displayed.

[E3 Manage Course Menu

To view changes in the course view, refresh the Course Menu
Add (3w Content Area  (Fr Tool Link Course Link 0;}; External Link

I 1 'l Announcements Wity

Arnouncements

? x| Slide Shows Modify

Content Area

3 x| College Finances Madify
Content Area

4 x| Academics Wiodify

Content Area

5 x| Residence Life Wodify
Content Area

2. To add Content , click on the Content Area option on the toolbar. This is
the page that should be displayed.

3. A default name for your Area name can be found in the drop down box,
to specify chooseOther 1 Add Text Below and then type in your own title

for the content area.

Courses
COURSES » GRADUATE AND CONTINUING STUDIES BE TRAIMING... * CONTROL PANEL * MANAGE COURSEMENU > ADD NEW ARER

[EQI Add New Area

@ SetArea Properties

Type Content Area

"Name Assignments =

Assignments

Suggested maximum 18 characters

Longer names or names that use wide characters may cause prablems with the butten henu style.
See Course henu Design under Course Design to shange henu style

Allow Guest access -

Available for
Student/Participant users

© Submit

o

" Required Field

Click Submit to finish. Click Cancel to guit
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4. Select the appropriate options for guest, observer, and student/participant

access listed immediately below.
5. Click Submit.

& The following page should appear. This page indicates that Blackboard has
added the changes to the content area. Ensure that the Reeipt says,

fASuccess 0 .

COURSES » DEFAULT » COMTROL PANEL » MANAGE COURSEMENL > ADD NEW AREA

E3 Add New Area

Receipt: Success
The action you attermpted succeeded

3004-07-19 D4:05:35 PM

Click Ok .

¢ To add a Tool , click on the Tool Area option  on the toolbar. This page

should be displayed.

&% @ W

Heme Help Logout

COURSES » GRADUATE AMD CONTIMUING STUDIES BB TRAIMING... > CONTROL PANEL » MANAGE COURSERMENU > ADD MEW AREA

[EEI Add New Area

@ SetArea Properties
Type [Address Book i

“Name IAddress Book

Suggested maximum 18 charactrs.
Longer names or names that use wide characters may cause problems with the buton henu style.
5ee Course henu Design under Course Design to change hienu style

Available for 7
Student/Participant users

€ Submit
" Aequird Field

Click Submit to finish. Click Cancel to guit.

Cancel ) Submit )
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1. A default name for your Area Type can be found in the drop down box,
to specify chooseOther 1 Add Text Below and then type in your own title
for the Area name .

2. SelectMake available for  Student/Pa rticipant option listed immediately
below.

3. Click Submit

& The following page should appear. This page indicates that Blackboard has
added the update under the Manage Course Menu _ content area. Ensure

that the Receipt s a y SugcesB 0 .

COURSES > DEFAULT > CONTROL PAMEL > MaNAGE COURSEMENU > ADD MEW AREA

EJ Add New Area

Receipt: Success
The action you atternpted succeeded

2004-07-19 04:10:24 Phd

Click Ok.

To add a Course Link , click on the Course Link option on the toolbar.

This pageshould be displayed.

-
v 4 © W
{ Home Help Logout
Courses

COURSES > GRADUATE AMD CONTINUING STUDIES BB TRAIMING... » CONTROL PAMEL » MANASE COURSEMENL > ADD NEW AREA

[EE) Add New Area

@ Set Area Properties
Type Course Link

Name

Suggested maximum 18 charcters.
Longer names or names that use wide characters may cause problems with the button Menu style.
See Course henu Design under Course Design to change hienu style

Click Browse to choose an item
“Location: [<iile>Cl:CourseLink=HASH{Dx7e48e a0 <t _Browse )

Allow Guest access

Available for Ic
Student/Participant users

@ Submit
*quuiled Field

Click Submit to finish. Click Cancel to guit
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& A default name for your Area Type is given, to specify type your own
title for the Area name
Click Browse . The Course Map will appear, select a folder or item within the
Course Map to link to and click Submit .
Select the appropriate options for Allow guest access and Make available
for student/participant users listed immediately below.
Click Submit

SelectOk on the Success Receipt page. TheArea Type added will appear
at the bottom of the page.

¢ To add an External Link , click on the External Link option
toolbar. The pageshould be displayed as follows:

CALDWELL b ——y } PE P =
'CDLLE.GE' k DY) Te—— # © N

Home Help Logaut

Courses
COURSES » GRADUATE AND CONTINUING STUDIES BA TRAIMING. . > CONTROL PANEL » WMANAGE COURSEMENU > ADD NEW AREA

[E Add New Area

@ SetAreaProperties
Type External Link

“Name
Suggestad maximum 13 characters.
Longer names or names that use wide characters may sause problems with the buttan henu style
See Course Menu Design under Course Design to change Menu style
URL

For example, http /. myschool eduf

Open in a new window r
Allow Guest access r

Available for
Student/Participant users

€ Submit

"

Aequied Field

Click Submit to finish. Click Cancel to guit.

Cancel ) Submit )
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A default name for your Area Type is added and to specify type in your own
title for the Area name.

Insert the Target . Enter a Website address for the link to access. When
adding a URL , type for ex. http://www.blackboard.com

Select the check box to operthe URL in a new window when it is accessed
by a user.

Select the appropriate options for guest, and student/participant listed
immediately below.

Click Submit .

SelectOk on the Success Receipt page. The External Link added will appear
at the bottom of the page.

Modify/Remove

Click on any of the Modify or Remove tabs located to the left of that tab that
needs to bemodified or removed.

The following dialogue box should appear if Remove is selected.

Microsoft Internet Explorer x|

‘Warning: this will remove all content under this area.
Are ol sure you wank ka remove this ikemm?

a8 I Zancel |

SelectOKk if you are sure that you want to remove the Tab, or select Cancel
for other options.

4. The following page will appear if you select Modify .

COURSES » DEFAULT > COMTROL PAMEL > MANAGE COURSEMENU » UPDATE ANMOUNCEJENTE AREA

[EQ uUpdate Announcements Area

@ SetArea Properties

Area Type: Announcements

Area name: IAnnDuncements

Suggested Waimum 18 characters
Shorter names that use wide characters may cause rendering problems for graphical button-style navigation
Siee "Course Design” under Settings to change navigation style.

Allow guest access: I~

Make available for
Student/Participant users

@ Submit

7

Click "Submit"” to finish. Click "Cancel™ to abort this process

Cancel ) Submit )
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. Changescan be madeby typing the Area Name . Select the appropriate
options for guest, and student/participant listed immediately below .

8. Click Submit when finish.
9. The following page should appear. Ensure that the Receipt s§ s Succiss o .

COURSES » DEFAULT > CONTROL PANEL » MANAGE COURSE WMENU * UPDATE ANNOUNCEMENTS AREA

[EJ Update Announcements Area

Receipt: Success
The action you attempted succesded

2004-07-19 03:52:27 Phi

10.Click Ok.
11.The order of the tabs can be adjusted by changing the numbers located on the

left of each tab.

Manage Tools

¢ Instructors can control the availability of all Tools through the Manage
Tools area of the Course Options section. This tool includes all of those
available through the Blackboard Learning System , such as the Address
Book , the Communications Area, the Discussion Board , System
Extension Tools , and Content Tools that have been added by the System
Administrator. Instructors can enable these tools for use during a courseand

decide which tools Guests and Observers may access.

& Click on the Manage Tools _link, found in the Course Options section on

the Course Content Frame . This is the page that should be displayed.

COURSES » DEFAULT » CONTROL PANEL » MANAGETOOLS

E3 Manage Tools

» Enable Blackhoard Tools
Enable tools provided by Blackboard.

} Enable Extension Tools
Erable tools provided through system extensions.

} Enable Content Tools
Enable content tools.

oK )
1. Click Enable Blackboard Tools to change the properties of each tab within

the course andenable tools provided by Blackboard.
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2. The availability for guest and observers to access various tabs can be changed.
This i s done CHey kmSak hextdotthie box of thosé tools that
will be used in the course. If the tool is not checked then it will not be

available in the course.

COURSES > DEFALLT > CONTROL PANEL > MANAGE TOGLS > ENABLE BLACKBOARD TOOLS
[ Enable Blackboard Tools
Allow

Tool Enahled Guest

Address Book P
Address Book na

Announcements
Announcements

Calendar
Calendar

Collaboration
Collaboration

3. When completed, selectSubmit

& If the Instructor disables the Announcements Tool and resets the Course
Entry Point to an area other than Announcements, course Announcements
will still be available to Students from the My Institution Panel . Instructors

have to remove Announcements to make them unavailable.

Click Enable Co ntent Tools to change the properties of the content within

the course and enable content tools.Content Tools includes content for Iltem ,

External Link , Test, Survey , Assignment , and LRN package.
2. Sel eCh e akaik by the Enabled box next to those tools that will be

usedin the Course. If the tool is not checked then it will not be enabled.

COURSES * DEFAULT > CONTROL PANEL * MANAGE TOOLS * ENABLE COMTENT TOOLS

[EQ Enable Content Tools

Content Extension Enabled
I

Item

External Link

Assighment
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3. When completed, selectSubmit
4. A Receipt : Success should be received on the following page.

Settings

¢ The Settings page allows the Instructor to manage the logistics, availability,
and accessibility of a course andi t cor@ents. Instructors can use Course

Name and Description to change the name, description, and subject type

of a course Course Availability , used to make the course aailable to

Students. Course Duration , used to set the duration of the course;

Enrollment Options to set how Students will enroll in the course and

Categorize Course _ to select where in a Course Catalog the course will

appear.

Click on the Settings link, found in the Course Options section on the
Course Content Frame . This is the page that should be displayed.

COURSES » DEFAULT » COWTROL PANEL » SETTINGS

3 settings

P Course Name and Description
Set the title, description and categary for your course.

P Course Availability

Set user availahility far this course.

P Guest Access
Set guest access for this course.

P Enrollment Options
Control the enrallment options in the course.

P Categorize Course
Categaorize this course in the course catalog.

P Set Course Entry Point
Select the entry point for this course.

P Course Design
Set course banner and design.

P Observer Access
Set observer access for this course.

0K )
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1. Click Course Name and Description

to set the title, description and

category for your course. The following page should appear.

EJ course Name and Description

@ Course Title { Description

Course Name: IDefﬁu\t

Description:

@ Course Classification

Education j

Higher Education j

General

Adrinistration. Planning and Social Policy
Distance Learning

Education Policy and Leadership
{Education Technology

|Elementary and Secandany Education

Subject Area: |Educati0n

ducation
Learning and Teaching

Discipline: IHigherEducat\Dn

© Submit

Click "Submit"” to finish. Click "Cancel” to abort this process

Type the Course Name

Learning Technology
Online Teaching and Learning
Tearhar Traininm

Cancel ) Submit )

Add a brief overview of the course in the Description  Area.

Choose the appropriate Course Classification

. Select theSubject Area

that best describes the course. The subject area can be further definedby

Discipline.
SelectSubmit

A Receipt stating Success should appear. Click Ok ..

Click Course Availability

The following page should appear.
EJ course Availability

@ Set Course Availability

Do you want this course available to users?
Make Course Available: & Yes  No
@ Submit

Click "Submit” to finish. Click "Cancel™ to abort this process.

to set user availability for this course.

Cancel ) Submit )
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1. ToMake the Course Availabl e click Yes. If the course is set to available,
all users participating in the course will have access.

2. To make the course unavailable click No. Courses set to Unavailable will not
appear at all in the Studentds My Cours
in the Studentds Course List on the Cou

¢ Students may not access a course Web site that is set to unavailable.

Courses set to Unavailable will appear in the Courses you are
teaching: section of the My Courses module and in the Course List
on the Courses tab. The course will be indicated as Unavailable, but
will still be accessible by the Instructor. Courses set to Unavailable
will appear in the Courses in which you are participating:
section of the My Courses module and in the Course List on the
Courses tab. The course will be indicated as Unavailable. The course
is still accessible by Course Builders and Teaching Assistants.

3. Click Submit .

4. A Receipt stating Success should appear. Click Ok .

¢ Click Guest Access to set guest access for this corse.

The following page should appear.
[EZ] Guest Access

@ Allow Guest Access

Do you want guests to be able to access this course?
Allow Guests:  Yes & No
@ Submit

Click "Submit™ to finizh. Click "Cancel™ to abort this process.

. To make the course availablefor gueststo view click Yes.

. To make the courseunavailable for gueststo view click No .
. Click Submit .

. A Receipt stating Success should appear. Click Ok .
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¢ Click Enrollmen t Options _to control the enrollment options in the course .

The following page should appear.

[EZ] Enroliment Options

€@ Select Enrollment Options
@ Instructor / Admin
™ Allaw interested Students to e-mail requests to Instructar

' Self Enroliment
[ Start Date

Jul '”20 ~||z2004 'l
" End Date

Jul '”21 ~| 2004 'I
[~ Require Access code to enroll

@ Submit

Click "Submit” to finish. Click "Cancel™ to abart this process

i) (i)
SelectAllow interested Students to e -mail requests to Instructor if
you want this option available. Select the check box to create a link for
Students to email an enroliment request to the Instructor. The link appears in
the course catalog.

SelectSelf Enroliment  to allow Students to enroll in a course as determined

by the limits defined in the starting date, ending date, and access code.

Select Require Access code to enroll to prohibit persons not in the class
from enrolling in the class through blackboard. If selected, this access code
will be required for Students to enroll in the course.

Click Submit .

A Receipt stating Success should appear. Click Ok
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¢ To selectthe entry point for this course, click Set Course Entry Point

The following page should appear.

[Ed set Course Entry Point

© Select Entry Point

Select the entry page from the navigation areas. When a user enters a Course they are usually presented with the "Announcernents” page. This feature allows

you to select a different page to display. Select the entry page from ﬂW{

Entry Point: K
Course Information

Staff Infarmation
Course Documents
Assignments

Click "Submit" to finish. Click "Cancel™ to abort this process Communication
Discussion Board

External Links
Tools Cancel ) Submit )

Lecture Notes
Address Book

1. Select theEntry Point from the navigation areas. When a user enters a

Course they are usualy presented with the "Announcements " page. This

feature allows you to select a different page to display.Choose the desired
Entry Point from the drop down menu.

2. Click Submit

3. A Receipt stating Success should appear. Click Ok

& Click Course Design to set course banner and designThe following page
should appear

B3 course Design

P Course Design
Set navigation style and properties for this course.

P Course Banner
Add or remove a banner on the first page in your course.

oK )

1. Click Course Design _to setNavigation Style and Style P roperties for

this course. The following page should appear.

E2 course Design

@ Select Navigation Style

© Buttons @ Text

Staﬂ' Infornation
Assignnents
C—
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(A)

@ Select Style Properties

Button Type: ISDIid ,I -2 ColorPicker - Microsoft Intei
Button Shape: ¢ poynded Comers @ Rectangular © Rounded Ends

[SALLERY OF BUTTONS ]

(B)
© Select Style Properties

Instructions;
Fick an itern. Click on the color palette to assign a color to that iter. Submit your color changes whenfyou are finished.

Select background color for navigation: .

Select highlight color for igati D
© Submit

Click "Submit” to finish. Click "Cancel™ to abort this process

Cancel ) Submit )

Choose theNavigati on Style by selectingeither Buttons or Text
If Button s is chosen, choose theButton Type from the drop -down list, click
an option to choose the Button Shape , and use the drop-down list to select
the color of the buttons. Click Gallery of B uttons to view the entire button
color options.
If Text is chosen,click Pick and select abackground color  for the Course
menu, and click Pick and select ahighlight color for navigation for the
text in the Course menu.

5. Click Submit

6. A Receipt stating Success should appear. Click Ok

¢ Click Course Banner _to add or remove a banner on theAnnouncement page

in your course. The following page should appear.

[Edl Course Banner

@ Select Course Banner

The banner appears at the top of the announcements page

Current banner:

Hew Banner: Browse

™' Remave this banner

@ Submit

Click "Submit” to finish. Click "Cancel™ to abort this process

Cancel ) Submit )
2/27717200110)
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Click Browse . A di al o g u eChboseoFike & nwii It || Bstdptipde a r .
path to the new banner file to upload a new course banner.
. ToRemove the current Banner selectthe 6 ¢ h e lmkxahd the banner image
from the course Web site will be removed.
Click Submit .
4. A Receipt stating Success should appear. Click Ok

Archive Course

Archive Course creates a permanent record of a course including all the
content and user interactions. Archived Courses are a permanent record of the

course.

Archived courses are saved aszip files . Archiving a course does notremove

it from the system.

¢ To find this page, open the Content Frame and click Archive Course _in

Course Options , to open the Archive Course page.

Manage Course Menu Course Copy

Course Design Import Course Cartridge
Manage Tools Import Package
Settings Archive Course

¢ When you click on the link, the following page will appear:

COURSES » DEFALULT » CONTROL PANEL * ARCHIVE COURSE

EQ Archive Course

@ Select a Course
Source Course ID: DE-0D
© Submit

Click "Submit"” to finish. Click "Cancel” to abort this process

Cancel ) Submit )
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¢ Create an Archive
SelectSubmit to export the course contents and save it for future use.

When you click on the Submit button, a new page will be displayed:

COURSES » DEFAULT » CONTROL PANEL * ARCHIVE COURSE
“%& Archive Course
Receipt

Click here to download the generated package file
With sarme browsers, you may need to click the right rouse button and select "Save Link As" from the context menu.

Archive Log:

2004-0%-04 10:50:34 - ATATUS: The archive operation has completed.

Click here to wiew the detailed |og file

ied Aug 04 1005034 EOT 2004

On the following page, selectClick here to download the generated
package fi le to save the file. The package will not be saved in theBlackboard

Learning System! If the package is not downloaded from this page,it will be

lost and the export operation must be repeated.
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COURSE TOOLS

€ The Course Tools Section allows you to change items on the pages which
will be viewed by students. Use Announcements __ when you would like to

1.

add an announcement to the opening page of your course.

Course Tools

Announcements Discussion Board
Course Calendar Collaboration
Staff Information Digital Drophox
Tasks Glossary Manager
Send Email Messaqges

Announcements

. This is

In your Control Panel, ¢ lick on the link labeled Announcements
the page that should be displayed.
alle

=

CALDWELL
COLLEGE

S [

COURSES > GRADUATE AND CONTINUING STUDIES BB TRAIMING... » CONTROL PANEL > ANMNOUNCBWVENTS

[EEl Announcements

% Add Announcement

VIEW TODAY | VIEW LAST 7 DAYS VIEW LAST 30 DAYS ‘ VIEW ALL

April 14, 2010 - April 21,2010

Courses

- Permanent - Welcome

Pasted by Roselle Laza-Schmitz

Velcome Continuing Education
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2. To add an announcement,click on the button at the top of the page labeled
Add Announcement
3. The new page should be as following:

COURSES > DEFAULT > CONTROL PANEL » ANNOUMCBVENTS > ADD ANNOUNCBJENT

EJd Add Announcement

© Announcement Information

“Subject: |

Message: INDrmaI = |3 vllT\mesNewHaman;l B I U iZ IZ iE i
Y ok B o o= @& 0O 7 £ A [x <5 <himl= Preview
=

H

@ Options

Alwzys show this announcement on the course's main page. © Yes @& Mo
Restrict dates to show this announcement:

[T Display After

€ Course Link

Click "Browse" to choose item to link to

Link location:

O Submit

Click "Submit” to finish. Click "Cancel” to abort this process.

Canesl ) Submit ) |
=

SRS ae—

The first step is to name/label the announcement in the Subject box. This is

what students will see directly after the date that is posted.

Information for the item can be added in the Message area. The toolbar at
the top of the window is similar to the one fo und in a Word document.

Under the Options Section, is where you will be able to make the
announcement permanent or put time restrictions on the announcement.
You will choose whether this announcement will ALWAYS be shown on the

announcemeoat®seds mai n pBbex. Thiswil mdke ¢ ki n
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it PERMANENT.

. Then you will proceed to put date and time restrictions if need be Once you
choose the date and time, youMUST check the box above labeledDisplay
After/Before . There must be a Display After times to have the
announcement appear initially.

. The third section is Course Link .

. To attach a file to the added content, chooseBrowse and find the link
location and click to add.

8. You then must click Submit !
9. An announcement receipt will appear this page indicates that Blackboard has
added the item under the Announcement content area. -

COURSES » DEFAULT » CONTROL PAMEL > ANMOUMNCBWENTE > AMMOUNCBWENT RECEIPT

EJ Announcement Receipt

Announcement added
Welcome

2004-07-20 03:33:28 Al

10.Clicking on OK allows you to follow through the steps to make the
announcements appearon your homepage.
11.You will then click OK on the next again and it will bring you back to where

you started.

¢ ToModify or Remove an Announcement you must click on the

Announcement _ link in the Course Tools Section of the Content Frame

1. When clicked upon, a page with all current announcements will appear.

COURSES » GRADUATE AND CONTINUING STUDIES BB TRAINING... > CONTROL PANEL » ANNOUNCEMENTS

[EE Announcements

VIEWTODAY |  VIEWLAST 7 DAYS VIEW LAST 30 DAYS | viewaLL

April 19, 2010 - April 26, 2010

-- Permanent - Weicome

Posted by Roselle Laza-Schmitz

Welcome Continuing Educatio

Thu, Apr 22, 2010 -- Assessment Posted
The Test Test 1 has been made available in the folder Tests. 5
wsted by Faculty Manual
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2. If you would like to Remove the announcement, click the Remove button
3. and hit Ok.
4. To modify it, click the Modify button and a new page will appear.

COURSES » DEFAULT » CONTROL PANEL » ANNOUNCEWENTS > MODIFY ANHOUNGEWMENT

[EEl Modify Announcement

@ Announcement Information

“Subject: [#velcome

Message: [Momal =] [3 'I [TimesNewReaman =] B 7 O

N @. ¥ & @ o % | & E €2% =himl> Preview

@ Options
Always show this announcement on the course's main page. © Yes & Mo
Restrict dates to show this announcerment
¥ Display After
Jul =] [z0 =] [z004 =
09 = I3EI || Ak =
™ Display Until
[aur =] [21 =] [z004 =
IDB 'I|35 || Ak =

€ Course Link

Click "Browse" to choose item to link to
Link location:

© Submit

Click "Submit” to finish. Click "Cancel™ to abort this process

e = e

5. Here you can change the Subject, Message, Permanent Stat us,
Time/Date Restrictions and any Links you currently had on the
announcement.

6. When you are finished, you will click the Submit button and obtain an
Announcement Receipt.

7. Click Ok and again on the next page until you arrive back at the Content

Frame .

COURSES » DEFAULT > CONTROL AANEL » AHNOUNCEWJENTS » ANHOUNCBWENT RECEIFT

E2 Announcement Receipt

Announcement updated
Tue, Jul 20, 2004 -- Welzome

2004-07-20 00:40:43 Al

oK )
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Course Calendar

€ To make changes to theCourse Calendar , click upon the Course

Calendar link inthe Course Tools Section.

Announcements Discussion Board

Course Calendar Collaboration

Staff Information Digital Drophox
Tasks Glossary Manager
Send Email Messaqges

€ When the link is clicked upon a new page should be displayed.

Courses

COURSES » GRADUATE AND CONTINUING STUDIES BB TRAINING... > CONTROL PAHEL » COURSE CALENDAR

Calendar: View by Day

[T Add Event Quick Jump

VIEW DAY | VIEW WEEK | VIEW MONTH VIEW YEAR

& Monday, April 26, 2010
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The page that is displayedis shown for a single day . You can also view the
calendar weekly, monthly , andyearly .

¢ At the top of this page, you will see a gray toolbar which gives you to buttons
to utilize this page. The firstis the Add Event and the second isQuick
Jump. When the Add Event button is clicked on, a new page will be

displayed:

COURSES » DEFAULT > CONTROL PANEL > CALENOAR > ADD EVENT

[] Add Calendar Event

@ Eventinformation

Event Title: I

Event Description: Homal = |3 v | | Times Mew Raman = B I U
(4,000 characters I e I = —

maximum) TRV s B@A v~ @O0 2

© EventTime

Event Date: IJuI 'I 19 | |2004 =

Event Start Time: IDS 'I 4 Phd 'I

Event End Time: |D3 'I 4 Fhd =
© Submit
Click "Submit” to finish, click "Cancel™ to abort this process. Cancel ) Submit )

[T [ internet =

&1 Powered b Blackboard

1. Under the heading Event Information , you will give the event a name. This

Event Title will appear in the calendar as typed. This becomesa link so the

student will be able to view the description.
. The Event Description  box is where you can type a brief description of the
event if need be. The student will view this when the student clicks
on the event link in the calendar.
. Under the heading Event Time , is where the date and times of this event are
chosen to be accessed by the student.
4. When a date is picked it will be entered into the calendar and stay there
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through the ¢ ouMAKEGYREtyoum baveptle ICORRECT
Month, Day, and Year.

. The start and end time allows you to restrict when the student will be able to
see the description.

. When all the information is entered correctly, you MUST click on the
Submit button to enter t he data. Then click onOk until you are back to
the Content Frame.

& ToModify an event in the calendar you must click on the Course Calendar
link in the Control Tools Section.

& You then should view the calendar by month, by clicking on the View Month

tab above the date posted. The page should look as the following:

% @ W

Heme Help Legaut

[Tas Add Event Cick Jump

VIEW DY '| VIEW WEEK | VIEW MONTH VIEW YEAR

« April, 2010

Tuesday YWednesday Thursday Saturday
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Click upon the event in the dated box to which you would like to modify.
When you click upon the event in the right date box, a new page will appear.

7

Thepage will look liket hi s é

COURSES » DEFAULT > CONTROL PAMEL » CALENDAR > WIEW EVENT

E Calendar: View Event

Assignment

Date: Tuesday, July 20, 2004
Start Time: 09:20 Abd

End Time: 12:30 P

Category: Course (DE-O0)

Read Chapter One and do guestions 1-5

If you would like to Remove the event, click Remove and all the Ok that

follow.
To modify click on the M odify button and a new page will appear.

COURSES > DEFAULT > CONTROL PAMEL » CALENDAR > MODIFY EVENT

[[] Modify Calendar Event

@ EventInformation

Event Title: IAssignmEmt

(Ed\:gl;'l;[:ﬁ:lr’;igg':s“= [Momal =] [3=] [TimesNewFoman =] B 7 U = | i= i iE &
mazimum) @& = % B - o« @& 0O 7 # E%«% =htrnl= Preview  (2)

B

Read Chapter One and do questions 1-5

H

@ Event Time

© Submit

Click "Submit” to finish, click "Cancel” to abort this process. Cancel ) Submit )

-
—rrr=—
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5. When you are on this page, you can begin to make any changes you need

to.
6. The title of the event, description, date, and time restrictions can be

changed.
7. When changes arecomplete, you MUST _click on the Submit button.
8. You will then get a Calendar Receipt letting you know if Blackboard

acceptedit or if there are any problems.

COURSES » DEFAULT » CONMTROL PAMEL » CALEMDAR > RECEIPT

E Calendar Receipt

Event Maodified.

Event Date: July 20, 2004
Title: Agsignrment

Tue Jul 20 00:24:44 2004

9. Click Ok to accept and proceed by clickingOk on the calendar page to

return to the Control Panel.
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Staff Information

¢ When making changes to the Staff/Faculty Information page.
Click on the Staff Information link in the Course Tools Section on the

Content Frame

Announcements Discussion Board

Course Calendar Collaboration

Staff Information Digital Drophox
Tasks Glossary Manager
Send Email Messaqges

¢ When the link is clicked upon the page should be displayed as:

COURSES » DEFAULT » COWTROL PAMEL » STAFF INFORMATION

[EQ staff Information

Add B Folder B Profile

Folder empty

¢ If the page is already established, this page will be filled with information that
is posted.
& If the page is empty and you are beginning a new onehere is how to add

information.
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¢ To add a quick profile, you must click on the Profile button in the gr ay

toolbar. The page will appear as the following:

COURSES » DEFAULT » CONTROL PANEL » STAFF INFORMATION * ADD PROFILE

EQ Add Profile

@ Profile Information

Title:

First name:

Last name:

E-mail:

Work phone:

Office location:

Office hours:

@ Options
Do you want to make the Profile * Yeg  No
wisible?
A picture may be attached to the above information. For best results, the picture size should be about 150x%150 pixels. You can also specify a personal link.

Current Image: MNone

Profile image: Browse...

Personal link: Ihﬁp i

© Submit

Click "Submit" to finish. Click “"Cancel™ to abart this process.

Cancel ) Submit )

-

=

Here you can follow the outline to add a profile. When this is typed in it is will
appear on the Staff Information Page in a simple format.

Under the Options Section, click YES to make the page visible.

To add a picture you must go to Profile Image, choose Browse and find the file
location and click to add. A personal link can be typed in also.

When you completely filled out the profile, you then MUST click on Submit

You will then receive a Receipt page tell you that it succeed or that there are
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problems. From this point on you must click on the Ok at the bottom right
hand corner of every page until you are at theContent Frame again.

¢ To add aFolder to the Staff Information page you are creating a page

from scratch. You form your own outline and can put graphics, heading, and
other accessories.

¢ When you click on the Folder button in the gray toolbar area a new page
appears.

COURSES > KATHLEEN'S COURSE > CONTROL PAMEL * STAFF INFORMATION > ADD FOLDER

EJ Add Folder

@ Folder Information

Name: Staff Infarmation . IStaff

or specify your own name:

Teachers' Assistants

Guest Lecturers

. COther —Add Text Below

Choose Color of Name:

Text:

INnrmaI = IE ITlmEs NewRoman | B 7 U = | i = iE i
‘@.% y BB@A - o« @ @O F # Jz<%>=hlml= Preview @
Thaa R s

@ Options

Do you want to make the folder @ vag Mo
visible?

© Submit

Click "Submit” to finish. Click "Cancel” to abaort this process.

Cancel ) Submit )

-

==

1. You first have to give aName to the folder. There is a drop box that pulls
down and has a few options. A default name for your item can be found in

the drop down box, to specify chooseOther 1 Add Text Below and then
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type your own title for the Name .

. A color palette is stored under the button labeled pick. To change the color of
the item name click on pick

Information for the item can be added in the text area. The toolbar at the top

of the window is similar to the one found in a Word document. In the TEXT

box you are able to create you page. Here you can add graphics, text, heading,
pictures, and any other accessory to the page you wish.

Next you s houl dundehtlee®ftions Beetiorfitd rEaiedyour

information visible to the students

5. Thenclick the Submit button.
6. You will get a Receipt toinsure Blackboard accepted your data or if there

was a problem. This page indicates that Blackboard has addedthe item under

the Staff Information Area.

COURSES » KATHLEEN'S COURSE > COWTROL PAMEL > STAFF [MFORMATION > STAFF INFORMATION RECEIPT

[EQ staff Information Receipt

Folder added
Staff Information
Notes:

2004-07-20 03:39:13 P

From this point on keep clicking the Ok until you return to the Control
Panel Page. This is the last page you will see before you reach the Control

Panel Page. This page will let pyu see how the contextis outlined .

COURSES » RATHLEEN'S COURSE » COWTROL PAMEL > STAFF IMFORMATION

[EQl staff Information

Add 3% Folder [E5h Profile

1 x| Staff Information
Notes:

oK )
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¢ If the information is already in the folder and you would like to make changes

these are the steps you would take.

¢ When you click on the Announcement link in the Content Frame, a page will

be displayed similar to the following:

[EQ) staff Information

Add (2 Folder @;L-,Pmﬂle

m Student Academic Affairs & Advisement Office Modity | _Remove
Email mrmcnish@caldwell edu

Work Phone (573) 515-3374

Office The Student Academic Affairs & Advisement Office is located in the

Lecation Administration Building (Building #1) in Room 1009,

Office Hours  Our office is open Monday thru Friday from 8:30 am to 4:30 pm

Notes
Welcome Freshrnan Class of 201211

Wye hope that you are all energized to begin the Fall 2008 semester at Caldwell College. We
wish you a productive and successful semester and look foreward to meeting you in TSD. Be
sure to stop in our office to say helloll

Harriet Schenk,

Assistant Dean Student Acadermic Affairs
hschenkigcaldwell. edu

(973) B15-3253

Sandra Jennings,

Director of Academic Advisernent
sjenningsi@@caldwell. edu

{973) 618-3680

Maureen Mchish,
Administrative Agsistant
mmecnishi@caldwell. edu
(973 618-3374

1. If you would like to remove this page, click the Remove button.

2. To modify the page, click the Modify button and a new page will appear.
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Heme Help Legaut

Courses
COURSES » GRADUATE AND CONTINUING STUDIES BA TRAINING

[EE) Modify Profile

» COWTROL PAMEL > FACULTY INFORMATION > STUDENT ACADBMIC AFFAIRS & ADMVSBIENT OFFICE » MODIFY PROFILE

@ Profile Information

Title IStudent Academic Affairs

First Name I& Advisement

Last Name Iofﬁce

- Email Immcmsh@caldwe\l.edu

Work Phone |(9?3) 618-3374

Office Location The Student Academic Affairs &

Advisement Office is located in the
Adminiscration Building (Building #
1) in Room 1009,

Office Howrs our office is open Monday ghru

Friday from S5:30 am to 4:30 pm

Notes
Welcome Freshwan Class of zZ01z!!! il

We hope that you are all energized to begin the Fall
2008 semester at Caldwell College. We wish you a
productive and successful semester and look forward to :J

@ Options
Make the Profile available @ ves C o

Animage can be attached to the above information. For best results, the image size should be 150x150 pixels. A personal link can also be added.

Current Image MNone

Attach Image | Browse.. |

Personal Link Ihﬂp'ﬁ"

€ Submit

Click Submit to finish. Click Cancel to guit.

Cancel ) Submit )

¢ Here you can make any changes you would like to the page.

3. When you are all finished with the changes click the SUBMIT button.

4. A new page will appear and be displayed as the following. This page indicates
that Blackboard has updated the Staff Information Area. At the bottom click
Ok until you reach the Control Panel page.
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Courses

COURSES * GRADUATE AND CONTINUING STUDIES BB TRAINING... » CONTROL PANEL * FACULTY INFORMATION * STAFF INFORMATION RECEIPT

[EQ) staff Information Receipt

Profile updated
Student Academic Affairs & Advisement Office

Email mrncnishi caldwell edu

Work Phone  (973) 518-3374

Office Location The Student Academic Affairs & Advisement Office is located in the Administration Building
(Building # 1) in Room 1002,

Office Hours  Our office is open Monday thru Friday from 8:30 am to 4:30 pm

Notes

Welcome Freshrman Class of 201211

‘We hope that you are all energized to begin the Fall 2008 semester at Caldwell College. ¥We wish you a
productive and successful semester and look forward to meeting you in TSD. Be sure to stop in our office to
say hellolll

Harriet Schenk,

Assistant Dean Student Academic Affairs
hschenk@caldwell. edu

(373) 618-3253

Sandra Jennings,

Director of Academic Advisement
sjenningsicaldwell. edy

(973) 618-3650

Maureen Mohlish,
Administrative Assistant
mmecnish@caldwell.edu
[973) B18-3374

2010-04-21 02:51:62 PM
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Tasks

€ To add or make changes to theTasks section of the course click on the
Tasks link in the Course Tools Section on the Control Panel Page.

Announcements Discussion Board
Course Calendar Collaboration
Staff Information Digital Drophox
Tasks Glossary Manager
Send Email Messaqges

€ When the link is click ed upon, a new page will be displayed.

COURSES » DEFAULT » CONTROL PAWEL > TASKS

EQ Tasks

[ Add Task

a - High Priority - Low Priority
PRIORITY SUBJECT DUE DATE
There are currently no tasks in this course.

1. To add a task to the course, click on theAdd Task button near the top of

the page. A new page will be displayed.

# © E

Home Help Lagout

[ Add Task

@ Task Information

Task Name

Description

& Smart Text © Plain Text © HTML @ =P review

Due Date Aar = |21 'I 2010 'I

@ Task Options

Priority NMormal =

Lo

© Submit High

Click Submit to finish or click Cancel quit.

Cancel )
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In the Task Title box, name the task you will be giving the students.
. The Description box allows you to include a description of what the students

are expected to do.

4. There is alsothe option for the Due Date of the project.
Under the Task Options section, you can pick what Priority  this task will
have. You can choose betweehow , Normal , or High .
Next click the Submit button to fully complete your task input.

7. ATask Receipt will appear. This page indicates that Blackboard has

accepted your input to the Task Section.

[EQ) Add Task

@ Task Information

Task Name

Description

© Smart Text © Plain Text © HTML Jx ¢ U EpPrevew

Due Date apr =] [25 =] 2010 =

@ Task Options

Priority Marmal 'I

€ Submit

Click Submit ta finish or click Cancel guit

Cancel ) Submit ) T

-

8. This page shows you the information that wasputin. Click on Ok to

accept the pageand a new page will be displayed.

COURSES » DEFAULT » COMTROL PAMEL > TASKS

EQ Tasks

(B Add Task

a - High Priarity - Lowi Priority

PRIORITY SUBJECT DUE DATE

i 4 Solar System Sep 23, 2004
—_—
oK )
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9. Click on Ok again to fully establish the page and return to the Control
Panel.

10.When you enter the Task Section again, this is the page that will appear. It
will show all previous tasks that were entered.

11.To Remove a task, click on the Remove button and then click OK.

12.To modify a task, click on the M odify button and a page will be displayed.

@ Task Information

Task Title: ISQIﬁr Systern

Description: |Normal = IE |Times MewRoman =| B 7 U = £ iZ &

ES

Ry Y EBRR o o @0 2 A Vx €5 =htmi= Preview

Build a model of the solar system and write a brief description on it j

Be creativelll Any form of a model will be excepted

[
Due Date: Isep v”23 | |2004 'l
@ Task Options
Priority: IHigh -

© Submit

Click "Submit” to finish or click "Cancel™ to abort

Cancel ) Submit )

13.Here you can make any changes that need to be and then cliclSubmit and

the Ok that follow s to complete the input of the task.
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Discussion Boards

¢ The Discussion Board  is a communication medium for posting and
responding to messages. This feature is similar to the Collaboration Tool
but is designed for a synchronous use. The Discussion Board allows the
Student and Instructor to interact and learn from each other with threaded
discussion boards. An advantage of the Discussion Board is that conversations
are logged and organized. Conversations are grouped in threads that contain a
main posting and all related replies. It also details how users may participate
in an on-line discussion with other users in a course.

Click on the Discussion Board _ link, found in the Course Tools section on
the Course Control Panel.This is the page thatshould be displayed:

1. To add a Discussion topic, click onAdd Forum .

This is the page that should be displayed.
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