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Logging into Blackboard Learn

A

% GLENVILLE
o, STATE COLLEGE

ABOUT ACADEMICS ADMISSIONS ATHLETICS

To login to Blackboard Learn, go to
Glenville State College website
http://www.glenville.edu and click

FUTURE PARENTS
STUDENTS

CURRENT | FACULTYR | ALUMNIR
STUDENTS | STAFF FRIENDS

COMMUNITY

- Cusiom Soacn | Soaren |

STUDENTLIFE MYGSC GIVE APPLY

2 NoTuition 4ike for 2017-18 at GSC

FINANCIAL AID  LIBRARY

the

the

Upcoming Events Fu

Tuesday, September 5
10.00am Ca

2 (‘JOJJ_m

11 Page Calendar In the News All News

Students Conduct Experiments during Solar
b Eclipse

GLENVILLE

o, STATE COLLEGE

ABOUT  ACADEMICS

Faculty & Staff

Home > Faculty & Staff

ADMISSIONS  ATHLETICS

Critical Info Academi
Academic Calendar (2016-2017)
Academic Calendar (2017-2018)
Academic Calendar (Summer 2017)
ADA Compliance

Admissions External Activity Form
Attendance Tracking

Attendance Tracking FAQ

Banner Science &
Blackboard Leamn
Calendar of Event
Calendar of Events (|
Crisis hotline: 1-800-78!
Degrees

DegreeWorks FAQ
Directory

Business

Education
Fine Arts

Offices

Admission:

FINANCIAL AID

Criminal Justice

Social Science

Academics

LApply.Now,

Take a Tour,

E —S——
- 4

® .l

Request Info

LIBRARY  STUDENT LIFE MYGSC  GIVE APPLY

ic Departments Campus Committees

Board of Governors

Classified Staff Council

Faculty Senate

Other committees: see Outlook Public Folders

Health & Physical Education
Land Resources
Language and Literature

Publications
Mathematics Classified Employee Handbook
College Catalog

Faculty Handbook

Student Handbook

Announcements
S

Business & Finance

EdNet Financial Aid

Email

Emergency Information
Forms

Grants Library
Holiday Schedule FY2017 Registrar
Holiday Schedule FY2018 Student Li
Kronos
News.

Grants & Contracts r
Human Resources
Technology

t 3
ADOBE' READER"

ife

Ulifeline
Work Orders S

Additional Info

elect Blackboard Learn.

Phoenix (Student Newspaper)
GSC Radio



http://www.glenville.edu/

Logging into Blackboard Learn (cont.)

(GLENV/ILLE

State COLLEGE

USERNAME

I |

PASSWORD

) Forgot Your Password?
Login

Welcome to Glenville State College!

The log in information for your Blackboard account is the same as your EdNet account. If you wish to change your
password, you must do so through EdNet. If you need assistance, please contact Robin Cottrill at 304-462-6145 or
by email at Robin.Cottrill@glenville.edu.

Glenville State College — 200 High Street; Glenville,
WV; 26351-1200 (304) 462-7361

Unava 1€
Chat s offine.

) TG

Chat s offline.

Search for Internships & Jobs in Blackboard! (Friday, March 14, 2014)
Internships, student and entry level jobs are now available inside your Blackboard! Access them directly from a search widget

on your My Institution page. You can also build your resume, assess your skills and apply for any position from a new "My
Career" tab found at the top of every page in Blackboard. This is made possible through an integration with Internships.com
the world's largest internship marketplace.

Blackbosrd

information tallation

Username/Password

Your user name and password are the same as your EdNet.

Your username is your ID number. Your password is more than likely your birthdate DDMMYY (make
sure you have the correct format.) Students also log in with their EdNet credentials. If you want to
change your password you must so in Ednet.




Overview of the Learn Dashboard
Terms to Remember

My Institution Tab

My Institution

My Institution

% = "%
lokstart

The My Institution tab displays an
overview of the courses you are
currently teaching or are enrolled in.

Modules

Add Module Persenalize Page i
EE T

Announcements Courses where you are: Instructor
Calendar — GSC LEARN TEMPLATE

Tasks New Faculty Orientation
My Grades Kickstart Your Career!
i Find Jobs and Internships Now!
The modules that you see on
User Directory What are you searching for: Where: . . .
I \ I \ your My Institution tab provide
Personl nfomaion m you with quick access to the
e Powasd courses that you are currently
NBC Leam Playlist H Intemships.com” . .
B NG Lo enrolled in. With these modules
My Career Download Blackboard's Student App Today YOU Can see your courses, the
Academic Materials ;\:&s;g’gzdes course content, and more - right from the Blackboard app en annOUﬂCGmentS that have been
Enterprise Surveys Available today on i0S, Android, or Windows . .
Student Performance Dashboard ] d L Mierosoh Created Wlthln those Coursesl
any calendar events that have
w been, as well as the tasks.
My Announcements
My Tasks:

No tasks due WU Trstitution Announcements have been posted in the last 7 days.
1 s due.

No Course or Organization Announcements have been posted in the last 7 days.
more fasks...

more announcements.




Courses

MyInstitution ~ Courses  Communfy  ContentCollection  Senvices  SystemAdmin My Career

Course Catalog

:I Go Courses where you are: Instructor [ Enhanced

The Courses tab allows you to see a list of
courses that you are currently teaching or are
enrolled in. You access your courses from this

Course Catalog

Content Collection

Content Collection

Content Collaction  usem:

View Lt

Upload w  CresteFolder  Pudd »  Link / Sel UpWebFolder  Start Workllow

Blackboard’s Content Collection is a file repository that allows faculty and
students to store, manage, and share content. The My Content area is much like
the “One Drive” feature of Office 365. The Course Content section is your actual
courses. The Content Collection functions as a virtual hard drive that can be
— accessed from any computer by logging into a user’s Blackboard account. When
: a file resides in the Content Collection, it can be easily reused and linked to any
Blackboard course. If afile that resides in Content Collection needs updating,
faculty need to update it only once, eliminating the need to go into each course
to upload an updated version of the file.

¥ Coflatorution

b Toom




Content Collection

My Institution Courses  Community Content Collection ~ Services  System Admin My Career

Content Collection | users
R - - | If you click on Course Content VewLis
+ Content Colection you will see the course content
{5 ColfSS Content files for your courses.

Set Up Web Folder Start Workflow

(& Institution Content
. Avallable Quota: Unlimited
itent
i 1brary Lonten
- | Bookmark Items | = Download Package Refresh Page 10f122| > |»
E Bookmarks
[0 FileType  Name Edited Size Permissions ‘ersions
v J To...
e O & 00000041 Aug 21, 2016 1:05:39 PM 0 o
} Collaboration o
» Tools O B 00000096 Jan 23, 2017 11:32:57 AM 0 @
v Search Content
earch Lomten O & 00000117 May 21, 2012 12:46:40 PM 0 o
—
Basic Search == 00000178 May 10, 2017 1:25:40 PM 0 &
Advanced Search
== ooooo272 Nov 14, 2016 1:57:37 PM 0
Saved Searches o &
= aooooao: idonicosoaooy a i

My Career

_ e o o e o S v " I|

& i

Blackboard inbernshi . . .

Connect Blackboard and Internships] The My Career tab is a direct link to

to access jobs, internships and career tools from within .

e Internships.com. Blackboard has
joined forces with Internships.com,

fathans” the largest marketplace for

crar internships, part-time jobs and

entry level positions, to expand and
[ Get updates on intemships listings and more dIVE‘rSify on_campu5 job sea rches
and career development options for

students within their Blackboard

Learn course environment.




Creating Your Course

Edit Mode

Edit Mode is: m e Edit Mode is

When Edit Mode is off, you can view the course as if you were the student. In
Edit Mode on, you can rearrange modules, within your courses, as well as add
and delete items, etc.

Student Preview

Edit Mode is

The Student Preview allows you to view the course the way a student would
see it. This is very helpful when designing your course.




Your Course Home Page

The top menu is the Course
Menu. The Course Menu
allows you to build the
content of your course.

Your course will
open with Edit

Mode on. This
The bottom menu is the Control Panel. means that your
The Control Panel allows you to design course is ready
the look of your course, as well as for editing.
perform instructor duties.

£ 3 Usites .
I Quick Unoneoll Bt Aeaebty .

Standard Template

~ Online Course Template

All new courses are created with this
template; this is the view with edit
mode off.




- Online Course Template  #

Announcaments

Creating Announcements

Step 1: To create an Announcement,
make sure your Edit Mode is on.

Step 2: Then Click Create
Announcement.

Creating Announcements (cont.)

* Online Course Template &

} Content Cobechon

Quick Unenoll

Subject I

Message

TTTT romawp . o == T -8
A% g4 S E 23T 1 -
O@ EE S, Ol - T 4 8 A

WEH ANNOUNCEMENT OPTIONS

Durancn & Not Date Festrcted

Dt Rustrictecd

Emat Annpuncement SEna 3 copy of this SnNUNTEMENt Immedibaly

COURSE LINK

Cick Browse 10 chooss an fem

Leesten

Sending an Announcement

Step 1: Give your announcement a
subject.

Step 2: Type your message.

Step 3: Decide if you want to give it a
date restriction.

Step 4: It's recommended to send an
email copy of the announcement.

Step 5: Click submit.

Cancel

Submit




Amnouncements

AT

COURIE MAMADEMENT

Control Panel

B D

= Onking Course Teempiate # ||

Start Here

Courses Community Coantent Coflucton

| cCreaw Announcement

ats appans below this line

nts faund.

This is the view with Edit Mode on, notice there are two hidden folders. The
Start Here menu item and the Course Problems Blog are hidden. The square
with the line through it tells you those menu items are hidden from student
view. If you want to unhide them, click on the drop down arrow beside the
item and select Show Link.

Start Here (cont.)

S1ant Hére

B - <

= Online Course Template  f

omenty

Start Here

Buid Content «

Asnpsmments. o

" Overview of Course Layout

The purpose of This anentaton 1S o Boquaint you witn ihe bask SeuChe of tn
180 3 good 1 10 38K 18CACA! QUAETIONE INAT My LOMA LD 38 YOU Axplons

Part 1: Course Menu

The course mend, found on th

T AnnOuNCe

P
. Syllabus:
& Course Schi

Noge: Otiver demsg in

Pam 2:

through the Orl

he le® hand $ide of the screen, containg

Tooks « Pautmer Cont

and Course Con|

b e s

The Start Here menu item is an orientation to
Blackboard for your student. It is your discretion to
use or not use the orientation. Itis recommended
for 100 and 200 level courses. The orientation
comes complete with four assignments that
acclimate students with emailing, posting
discussions, uploading assignments and the final
activity is a quiz. The quiz verifies the student read
such things as the syllabus, disability policy,
academic dishonesty policy, etc. All four
assignments are in the gradebook with zero points.
It is also your discretion to give these assignments
points.

ros work This is




Course Content

Courses

Courss Content

 Oaling Course Templats  #y
Announcements

Siart Hare

Course Content

Build Content + Asseysments » Tooks Partiwer Combent «

Sampls Moduls

rvlew [Hidden From Students)

Avalabaty. 1em i not avalats
Enatied  Adagtve Release
Madule Leaming Objectivas

At you have compiets the readings and content for B

Deeadiine 1o complebe readings and assignments for this module s, ssignments will not be scoepted.

Module 2 information will be availsble beginning on

When adding course content, it’s
recommended to label course work
by modules as the example shows.

Adding Course Content

My Instibution Courses

Course Content

* Online Course Templale  #y

Annguncements

URYE MANAGEREN

= Control Panel

e bor

m

Course Content

Build Content Axmes:

wments Tooks w

Partrer Conbend «

Create New Page ']
e Contaet Fekiee
Fae Wodule Hage
5 Buank Tage
F
image M

Leaming Mosui

Lessen Plan
Sylabus Biackbonsd Open Cosbnt
Corse ik NBC Castant

Sehotar Stmam

Scholar Bockmark

ashups

With Edit Mode on, under Course

ku-up assignments will

Content, hold your mouse over Build
Content. From the drop down menu
select Content Folder or Learning
Module. Learning Modules are set
up with an outline view of the
content. A Content Folder is just like
a folder on your desktop.




Adding Course Content (cont.)

“¥ Indicates a required field.

CONTENT FOLDER INFORMATION

2= Name ||

Color of Name -

[v] 31200

More Help

T | T

Name your new folder and

Path:

s Mashups ~ 91 ¢

CRCEN A

select a text color. In the
textbox you can enter a
description or directions along
with a picture, sound, etc.

‘Words:D A

Adding Course Content (cont.)

STANDARD OPTIONS

Permit Users to View this
Content

Track Number of Views

Select Date and Time
Restrictions

® Yes O No

\

[] Display After | EMN! | ©
Enter dates as mm/'dd/yyyy. Time may be entered in any increme

(O Yes (@ No

[] Display Until| | & | | ®
Enter dates as mm/'dd/yyyy. Time may be entered in any increme

Make sure you have selected Yes to
Permit User to View this Content if you
want students to see this file. Also,
select Yes if you want to Track Number
of Views. You can also set Date and
Time Restrictions on the availability of
the item. When you are finished, click
Submit.

Click Submit to proceed. Click Cancel to go back.

Cancel Submit




Example of a Course Layout

[ o .....comen

* GSCA00-ALZ A

VR EF MAMAGEMENT

Control Paned

Bulld Contel «  Assessments Tooks w  Partmer Content w

'l L, Instructor content

SR AT COUAS FD U WA [ NING The COurse

= Orientation Weekend

Bxckmoan
Sykates

I =%, Week 1- Academic Success

F ==, Week 3 - Technology & Financlal Flanning

Adaptive Reieace

This is GSC 100, a web enhanced course

designed by Leslie Ward. Note how she
labeled her folders by week and posted a
description of the content. Also, note how
she turns the availability of the folders on

and off as she progresses into the
semester. You may or may not want your
students to see prior work.

ent - Week 4 . Scholarly Activities

* GEC00-HUZ #

1 BT MANAGEMEN

= Control Panel

Example of a Course Layout

Week 4 - Scholarly Activities

Build Contont Assessmonts Tools « Pastoor Content «

{Instructor] Notes - Weaek 4

AvalEbEty Bee i3 not avaistie

" [& RobertF. Kidd Library Brochure (PDF)

Enatshes Tracking
|‘: WV Deli e-Materiale Brochure (POF)
Boolean Search Tips (POF}
l,; Fake News Werksheet (PDF)
Crisbiadr Giatinica Traiics

* Robert F. Kidd Library Resources and Research

User mn - Adged: 7317

add a variety of learning avenues. Such
as, videos, powerpoints, files, websites,

When developing your course content

quizzes, surveys, activities, etc.

Glenville State Collsge Robert F. Kidd Library (Resources and Ressarch)




* Online Course Template #
Announcements Build Content +

Start Here

Create
Course Content

My Grades ffem
File
Email
Bb Help Audio
Image
Course Problems Blog
Video
Web Link

Syllabus

Leaming Module
Course Schedule g

Lesson Plan

Assessments

Adding a File

My Institution Courses

Community

Content Collection Services System Admin

My Career

Hold your mouse over the
Build Content then select File.

Tools «

New Page
Content Folder

Module Page
Blank Page

A2: Discussion]
Mashups

Flickr Photo

SlideShare Presentation
YouTube Video
MEDIAL

or this module is

Partner Content +

this module you will be able to;

. Late and make-up assignments will not be accepted.

[ 1Y Edit Mode is: m

11

n
Syllabus Blackboard Open Content
COURSE MANAGEMENT NBC Content

Course Link
¥ Control Panel Scholar Stream
b Content Collection > Scholar Bookmark
» Course Tools

Addi Fil
ing a File (cont.)
More Help

% Indicates a required field.

SELECT FILE

a Color
content w

h no Course page heading.

Select a local file by clicking Browse My Computer or
‘or the text to appear in the list of content. Clic

one from w
No to display

he file within the Coy

22 Name |

Color of Name - Black

- Find File Browse My Comp:

FILE OPTIONS

Open in New Window

Add alignment to content

STANDARD OPTIONS

Permit Users to View this
Content

Yes () Mo

Click Submit to proceed. Click Caneel to go back.

Browse Content Collection

in Course Files by clf

Name your file. Click Browse
My Computer to select the

file you wish to upload. You

can set time and date
restrictions and change the
font color. You can select
Yes to Track Number of
Views. When finished, click
Submit.

]

Cancel Submit

15



Adding an Image

My Institution Courses Community Content Collection Services System Admin My Career
Course Content B EditModeis m
H R . conen
¥ Online Course Template #
Announcements Build Content + Assessments « Tools + Partner Content « Discover Content 1L
Start Here
Create New Page
Course Content
My Grades ltem Content Folder
File Wodule Page
Email )
_ Blank Page this module you will be able to:
Bb Help Audio
mErE A2: Discu H Id
Course Problems Blog Mashups Olad your mouse
Video .
b Lk over Build Content,
Sylab eoLn SlideShare Presentation f h d d
yllabus
Leaming Module TR or this m rom the rop own s will not be accepted.
Course Schedule
Lesson Plan R b menu select Image.
Syllabus Blackboard Open Content
COURSE MANAGEMENT NBC Content
Course Link
+ Control Panel Scholar Stream
Scholar Bookmark

P Content Collection >

P Course Tools

Adding an Image (cont.)

Mare Help

¥ Indicates a reguired field.

SELECT IMAGE FILE .
Name your file. Select

# Name L | Browse My Computer to
Color of Name acl . . .
LR find the image you wish to
- Find File rowse My Compiilfe— ollection rowse Mashu
= ecsmmo e "™ upload. [Note: Supported

At Text \ Images types are .png, .jpg
- and .gif.] You can also

change the font color or
add a description.

Character count: 0

Provide a description for people who cannot see the image.

IMAGE OPTIONS

Click Submit to proceed. Click Cancel to go back.

Cancel Preview Submit




Adding an Image (cont.)

IMAGE OPTIONS

Dimensions

Border
Image Target URL
Open in New Window

Add alignment to content

STANDARD OPTIONS

Permit Users to View this
Content

Track Number of Views

Select Date and Time
Restrictions

Click Submit to proceed.

Provide a description for people who cannot see the image.

@ Yes O Ne

O Yes @ No

@ Yes () No

) Yes (@ No

Character count: 0,

finished.

You may add a border to
your image. Further down
the page you will see Track

Number of Views; select
Yes if you wish to track the
item. You can set Date and

Time Restrictions. Click
Submit when you are

[[] Display After | | [

| &

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

[] Display Until | ] [

©

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

Click Cancel to go back.

Cancel Preview Submit

Adding a URL (Web link)

Course Content

Build Content ~ Assessments Tools + Partner Content

i’4 Edit Mode is: w

Discover Content

Hold your mouse over the

Build Content action link and

select Web Link.

Create New Page
Item Content Folder
File Module Page
Blank Page this module you s
Audio
Image A2: Discussion]
ups
Video Flickr Photo
\Web Link SlidesShare Presentation
Learning Module IR HEEE or this module is
Lesson Plan MEDIAL bn
Syllabus Blackboard Cpen Content
Course Link NBC Content

Scholar Stream

Scholar Bookmark

. Late and make-up assignments will not be accepted.

1L




Adding a URL (Web link)(cont.)

More Help

Indicates a required field.

WEB LINK INFORMATION

Name || I

URL [ |
For example, http://www.myschool.edu/ N ame yo ur U R L' a d d t h ewe b

[] This link is to a Tool Provider. What's a Tool Provider? Ilnk (make sure the web Iink
includes the http://) and
then give it a description.

DESCRIPTION

Text

T T T T Paragraph ﬂ Arial ﬂ 3 (12pt) ﬂ == 2 e Q@ixsa
D oa EEEE = T T, — == |-

0 @ [ D1 f; <oMashups - T @& @ @ 3 B HTHL

Path: ‘Words:0 4

Click Submit to proceed. Click Cancel to go back.

Cancel Submit

Notes:




Adding a URL (Web link)(cont.)

Path

ATTACHMENTS

Words0 .

You can drag files from your computer to the Attach Files area or use the
repository. If you select a file you do not want, click Do Not Attach to r

o
]
1 Attach Files Browse My Computer Browse Con

WEB LINK OPTIONS

Open in New Window @ Yes (O No

STANDARD OPTIONS

You can add Date and Time
Restrictions and choose
tracking, viewing, and
opening options. Once you are
finished, click Submit.

Permit Users to View this @ Yes (O No

Content

Track Number of Views ) Yes @ No

Select Date and Time [] Display After [ | [

Restrictions

Enter dates as mm/dd/yyyy. Tim

may be entered in any ir

[ Display Until | ] [

Click Submit to proceed. Click Cancel to go back.

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

Cancel Submit

Notes:

19



Creating a Test

Course Content

H X

¥ Online Course Template #

Announcements Build Content +
Start Here

Course Content Module *
it
el After you
Bb Help - Dist
Course Problems Blog + Obj

Syllabus

Course Schedule

Course Content

[

Discover Content

Edit Mode is: m

T

Assessments v Tools + Partner Content +

Test

Survey \
Assignment

Self and Peer Assessment

2nt for this module you will be abl

McGraw-Hill Assignment .
y. [M1A2: Discussion]

Hold your mouse over
Assessments, from the drop
down menu select Test.

+ Objective [Assessment]
+ Objective [Assessment]
+ Objective [Assessment]

Deadline to complete readings and assignments for this module is

Module 2 information will be available beginning on

. Late and make-up assignments will not be accepted.

Creating a Test (cont.)

My Institution

Courses Community

Content Collection

Services Systemn Admin

My Career

jate Test

ADD TEST

Create a new test. There are no tests to add.

B

Edit Mode is: m e

Create a New Test

Add an Existing Test

i Create‘é”

— Select Test Below —

To create your test, select
Create. If you have
created your test in the
Test, Survey, and Pools
area you will see it in the
box and be able to select
Add an Existing Test.

Help




Creating a Test (cont.)

More Help

Indicates

s a required field

Name your test, give it a
description, and provide

TEST INFORMATION

instructions. Click Submit.
Name 1 |
Description
T T T TF Paragraph |v

Arial
% 0O Oaq

BHi ZAa
QO & @ [ fi =Mashups - A e =
Path: Words:0
Instructions
T T T T Paragraph |v| Arial ﬂ 3 (12pt) ﬂ ST -2 @ =i A
% 0O OQ EEE=EE = T T,
Q© @ [ [ f. <Mashups - 9

—=T= -
“« @ @ H=

HTHL

Click Submit to proceed. Click Cancel to go back.

Cancel Submit

Notes:




Creating a Test (cont.)

Success: Test ! created. (%]
Hold your mouse over the
Create Question action link;
from the drop down menu
Create Question Reuse Question v Upload Questions SE|ECt a type Of question. In
Calculated Formula which some of these types
Calculated Numeric include: Multiple Choice, Short
Eitherlor Answer, True/False, etc. Each
Essay . . .
A — question has a slightly different
Fill in Multiple Blanks creation process. We will
M T2E e demonstrate how to create a
Hot Spot o . .
J° D:’”ﬂ o 0 Multiple Choice question. To
umoie entence .
atehin This test has no qud  pegin, select Multiple Choice
g
Multiple Answer Create questions or add questi from the menu.
Multiple Choice resources.
Opinion ScalefLikert
Ordering
Quiz Bowl
Short Answer
TruelFalse
—
Creating a Test (cont.)
g :
More Help
Title your question and add your
¥ Indicates a required field. . . .
ce e text in the appropriate field.
QUESTION
Question Title E
4= Question Text
T T|T|E Paragrapn.qrial 3(12pt] 55-55-'_[‘-,-@ Eixa
XDoa =EEEIEE ke — - -
O@ @[ fi oMsrups - T & © © & HTHL
Path: Words:0 y




Creating a Test (cont.)

OPTIONS

If partial credit is allowed, each incorrect answer can specify what percentage of the t

e b 0T Bo o Lo sk os Lo

Answer Numbering

Answer Crientation

Vertical v

Allow Partial Credit o
Show Answers in Random o
Order

ANSWERS

Select your Answer Numbering
from the drop down menu. Then
select your Answer Orientation
and whether or not you would
like your answers to be random.

Select the number of answer choices, fill in the fields with possible answers, and select /90

MNumber of Answers

Correct

Answer 1

Remove

T T T F Paragraph ﬂ Arial

¥ 0D OaQ =
O fi omanups - T « @ @ & H

3 (12pt)

Path:
Answer 2.

T T T TF Paragraph [v| Anal v s0zn [v]i= - = T3 A
% 0 OQ = T T — =]

Next select the Number of
Answers you would like to
have and type the
answers in the boxes
provided. Be sure to
indicate which answer is
the correct. Once you are
finished, click Submit.

Click Submit to proceed. Click Cancel to go back. Click Submit and Create Another to save th

Cancel Bubmit and Create Another Submit

Creating a Test (cont.)

TESTTaRITY TP

Before starting your guiz or test, it is important for you to follow a few guidelines to ensure that you will not experience fechnical problems that might cause your assessment to "lock”

Close all windows on the computer and then launch a new window te login to Blackboard

Close other applications before taking the guizitest (including chat programs)
If there is a specific start ime for the test, login 10-15 minutes early fo test the connection.
After opening the test, scroll to the bottom of the page fo be sure the save and submit butts

Do NOT use any of the browser navigation buttons (i.e. Back, Forward, Home, efc.) during
Da NOT leave the assessment page without completing the assessment and clicking the "

Do NOT open other browser windows or applications while taking a Forced Completien qui

Do NOT while taking a quiz/test. HH
I you are| at a time (guestions present themselves on sed th ea bl I Ity
Edit the Test
Takingthe @ .. - s nderstanding
1. ACCESS YO 4 4antive Rel te course module. Select the Lears
2 You will st EABIEEED ust complete the quiz once yoy rt, you will ny
3. Your quiz| Adaptive Releass: Advanced
4 Begintaki . swer for each question
happens Set Review Status(Disabled) UBMIT your quiz in orde

Hereisalinktog Metads

Blackboard Lean  Statistics Tracking (On/Off)

Do NOT click "Save and Submit” until you have completed the exam When you C||Ck on the drop-down
Do NOT click the Refresh or Reload buttens in your browser while taking the quizitest. arrow bESIde a tESt or q UIZ yOU have

2. edit the test options 3. set
R adaptive releases 4. move the test or
are not required to 5. delete the test e event something

to: 1. edit the actual test

ake the assessmer]

Hereisalinkiog UserProgress
hitps:/fwww. yout

Quiz Activity
In this activitity you will verify and confirn you agree to the policies and procedures related to taking an online course.
You must complete this activity before the first module of your course can be accessed.

t/listContentEditable jsp?content_id=_246583_1&course_id=_13466_l#contextMenu
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Edit the Test Options

-

* Online Course Template

ARNOURE Ot

Control Panel

»
»
»
o
»
»
g
"

TEST INFORMATION

*H :“ You can give your test a name and

e e description. You can set it to open in

et Ul sl ik a new window. Test Availability
bl =5 settings are very important. If No is

=ity YOu WL Vesity ana confrm you S5res 19 18 Doicies and procedures elated io taking an cnine course
Yo musd complete this actiily before e irst module of your course can be accessed.

selected for Make the link available
students will not be able to see the
s test. You can also create an
e e announcement for the test.

TEST AVAILABILITY

Makia I bk available & You o No

Add & rew srounceect e the O Yes @ No
st

Munipis Attempts

Edit the Test Options (cont.)

Bt000 amOMpts Lsing

Force Compiton

You can allow multiple attempts,
R force students to complete test, set
Eal AR Y R RCE RTINS a timer, have an exact start and end
time and even make the test
password protected.
puE Dare
v e X




Edit the Test Options (cont.)

DUE DATE

It's preselected for the test grade to post
y 5 in the grade center. You can allow
e o feedback to student. You can also select
SELFASSEISHENT:ORTIONS different test presentations, some of
which prohibit cheating. When finished
s e click Submit.

SHOW TEST RESULTS AND FEEDBACK TO STUDENTS

Aler Subimsion v Al Arvstes
Erinn. v Al Angmecs
TEST PRESENTATION
& AlalCnce O it Time Protete Backiracking

Sandomze Cuesions

Cantal Submbt

Creating a Test (cont.)

Assignment Activity

BN £, Gt Wil Qe yOu DOnuS SO, 870 OTrS Wil Tiake L & COUSE feCuifement Wi nd ponts allehed

g
5 Upioad and submit

QuiaTost Too Directions From the drop down button of the Quiz
A o Activity item you also have the ability to
: el Move the test to another section within

the course or Delete the test.

- 1oy ane]

Taking the O

it Course modue. Select N Lessners Responsibishes Ouit Activity when you ioe fessy
usl o o wil bl 1y e ! you leave

Metacacs
vt Tracing (Onid

ser Progress

Mo

tem tambyuin

Detete

Quiz Activity

In g aetninty you Wil veedy 3ng Zonlm youU B3RS 10 9 DOICES NG DAOZACLANG TEIIRD 1 10D BN CAENG CoUrER
Ci L COUTSE Can be accessad.




Setting Adaptive Release

Course Content

Build Content Assessments v

Module 1 Overview

Tools ~

Availability: ltem is not 3

Enabled: Adaptive Rele|
Module Learning Obje:

After you have complete
« Discuss the role ¢
= Objective [Assesy
-+ Objective [Assess
» Objective [Assess
» Objective [Assess

Deadline to complete 1

Module 2 information v

Module One

Edit

Adaptive Release
Adaptive Release: Advanc
Set Review Status(Disabled)

Metadata
Statistics Tracking (On/Off)

User Progress

Copy

Move

Delete

Availability: Item is not available.

Partner Content

| B

Discover Content T

Edit Mode is: m

s module you wi

this module is

You can set adaptive releases for tests

and other items. When you open the

drop-down menu beside an item you
will see Adaptive Release.

Notes:




Setting Adaptive Release (cont.)

DATE
Select the dates that you
would like the item to be
Choose Date ] Display After [ | [ J
Enter dates as mm/dd/yyyy. Time may be entered in any increment. aValIa ble. YOU may a ISO Choose
[ Display Unti || () to release to individual

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

Setting a Date eriterion for this itern will restrict the dates and times of the visibility of this item.

students or groups of
students. Don’t forget to add
the item to the grade center
This content item is visible to all users until a Membership eriterion is created. Users must be spec and Set gradlng OptiOﬂS. Click

MEMBERSHIP

Usermame [ || Browse... Submit When fInIShed.

Enter one or more Username values or click Browse to Search. Separ

GRADE

This content item is visible to all users until a Grade criterion is created. Possible points for a Grade Center grade or calculated column are listed in

brackets beside the column name. The score enfered must be numeric.

Select a Grade Center column | None v

Select Condition User has at least one attempt for this item
ttemnpt is recorded in the Grade Center when the user submits a Test, Survey, or Assignment, or when a grade is entered or

edited.

Score
Yy Score

() Percent|Lessthan orequalto || |

") Percent Between and

REVIEW STATUS

Click Submit to proceed. Click Cancel to go back.
Cancel Submit

Notes:
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Sending Email

Send Email B | EditModeis: d

H B

~ Online Course Template #

Announcements
Start Here &
Ci Cy
ourse Content All Users
My Grades Send email to all of the users in the Course.
Email
Bb Help All Groups

Gourse Problems Blog & Send email to all of the Groups in the Course.

All Teaching Assistant Users
S Send email to all of the Teaching Assistant users in the Course.
Course Schedule Within your course on the
All Student Users . . o
COURSE MANAGEMENT Send email to all of the Student users in the Course. Slde menu C“Ck Emall' Then
~ Control Panel — from the screen prompted,
» Content Collection > All Instructor Users .
Send email to all of the Instructor users in the Course. se | eCt th e 0pt|0 n that beSt
» Course Tools
S e . fits your needs.
N . All Observer Users
= : Send email to all Observer users in the Course.
b Users and Groups
b Customization g single / Select Users
P Packages and Utilities » Select which users will receive the email.
» Help

Single / Select Groups

Select which Groups will receive the email.

Quick Unenroll

Single / Select Observer users —

Notes:




Sending Email (cont.)

EMAIL INFORMATION Browse to select your
. S recipient, and then provide a
From Robin Cottrill - robin_cottrill@glenville edu (robin_cotiril@glenville.edu) SUbjeCt and message for the
Subject 1 | . ) A
eseage email. Attach a file if you
TTIET Prnaw My [EqiE-Tos- e wish, click Submit when
¥0DOa EEEEEE T ===
OT«ec0dm finished.

Once you have sent your email, a copy of the message will be

Pl sent to your Glenville email and the actual message will be
Reti Recepy vl be sentfo e sender sent to the student’s Glenville email account. [Note: Messages
Attachments Attach afle are external and will NOT be saved in the Learn system!]

Click Submit to proceed. Click Caneel to go back.

Cancel Submit

= Onling Course Template

Control Paned

Bl Help

Bb Help

Bulld Conent « Assessments « Tools + Parmes Coment

Technical Suppornt

After Hours Help Deak

Blackboard On Demand Learning Center

SRGE WANAGEMENT Enabled. Slabstes Tracking

Drscorvir Comntent t

For Blackboard technical support, please contact the Blackboard help desk at 304-462-6448 between ihe hours of 3.00am and 4.00pm or by emad at Blackboard Help@glenville.edu

and H you nesd halp after 4:00pm but bafors 8:00am pleass contact WYNET at 1-304-293-5192.

Ciick on this link for

Bb Help is built into every course, it has contact
information for local and after hours help. It also has
educational videos for faculty and students.




Course Problems Blog

Institution Courses Comemunity Centant Cofaehon Saraces Systam Admin
Btags K o Y
* Onkne Course Template ¢y
Create Blog
Dishy Blogs | a8 pogs v
= s Biny Cowse INT TSP o
Dk
Svia
‘tetalt Shes Al Pnge
REE MANAGEMENT

Comrol Panel

This feature comes hidden. If you want to use it, you will have
to make the link visible to students. The blog is a place where
students can post about the class and either faculty or other
students can answer those posts.

Syllabus

Courses

Sylabus

Syllabus

= Oniina Cowse Tamplate

A Tl Consoat T —— m

Create

It's time to add content...

Use functions above to add it

m The Syllabus section is where you post your syllabus. You can
either add it as an item or a file. It is recommended to post
your syllabus in Word format. PDF formats are harder to
manipulate for those students with disabilities that have to
increase the font size.




Creating an Assignment

= Oaling Courss Template

Control Panel

Course Content

Parmner Content ~

Build Coment ~ 5 Toals +

Sample Module © T dents)
R . Survey

Avaitablity. Nemign =
fnabled Adactve R &
Module Leaming OF

Click on Assessments, then
select Assignment.

Creating an Assignment (cont.)

“

= Omling Courss Tampime

Qurick Unenroll

ASSIGNMENT INFORMATION

Mama ang Color I ]
Instrctons

TTTT Paagraph v Aral ¥ 3{tapn Yy S E-T- 2 & (B 4 -3
£ 009 EEEE = T % o — = B

OF DE S vwew - 1 w5 @3

Name your assignment and type

Pam

ASSIGNMENT FILES

Altach Files [ My Computar

Hrowse Content Collection

instructions. You can attach a file
if you would like. You can also
assign a due date.

DUE DATES

Due Date. =




Creating an Assignment (cont.)

DUE DATES

GRADING

Submission Decally

Agsignmens Type

Nurioar of Assmpts

Piageariam Tosls

Exciido susmesskons from Me issstubonal and Global Referens

Grading Ogtians

Enatiie Ananyricus Grading

Enabie Doiegatd Graging

You must enter the number of points
possible. [Note: Setting Points Possible
automatically creates a column in the
Grade Center]

You can choose to add a rubric. If you
click on Submission Details you have
more choices. If you decide to use the
plagiarism tools, the student’s work will
be checked for violations and you will
receive a report.

Creating an Assignment (cont.)

ABcer SIUSHS 5 v SR0ASSIN SgINIRy foart for THOr atemess

Exciun SUSMissions Hom the Instnsonal and Gional Agfmaces O

dunading Optigr

Eruable Anampaus Sradng

bl Delegated Gragng

Deamiy. of Grages

Evapiay grase 34 Prirnary

% Inchade in Grade Conter grading cakulatons
o Ghow 10 students in My Grades

Show SLTACS [3varage and Mmeaian] for e e in SIS in My Srates

AVAILABILITY

) Mae e Assgrren) Avatatie

Ll Arcataigy

Datasases

When you click on Grading
Options and Display of Grades
more options become visible.
You can set the availability of
the assignment and track the
number of views and then
click Submit when finished.

Gancel Submit




Creating a Discussion Board

Course Content

Build Content « Assessments

Module 1 Overview
Availability: tem is not available.
Enabled: Adaptive Release
Module Learning Objectives

After you have complete the readings and cq

+ Discuss the role of government in soc
+ Objective [Assessment]
+ Objective [Assessment]
+ Objective [Assessment]
+ Objective [Assessment]

Deadline to complete readings and assigi

Module 2 information will be available be¢

Module One

Availability: ltem is not available.

Tools «

Discussion Board

Blogs

Journals

Wikis

Groups

Tools Area

Big Blue Bution (recorded)
CafeScribe Content
Achievements

Brainfuse HelpNow
Cengage Learning MindLinks™
Big Blue Button
MecGraw-Hill Content

More Tools

Partner Content «+

. Late and m

great tool that can create
communication within
your course. To create a
discussion, select Course
Content from the course
menu. Then, hover your
mouse over the Tools tab,
then click Discussion
Board.

A discussion board is a I

*If you are teaching a course that is 100% online is it imperative that you have several discussion

activities thought out the semester to show good communication between faculty and students.

Creating a Discussion Board (cont.)

B B

¥ Online Course Template
Announcements
Start Here @
Course Content
My Grades
Email
Bb Help

Course Problems Blog &

Syllabus

Course Schedule
Forum

COURSE MANAGEMENT

Control Panel

Content Collection »

Course Tools

Evaluation »

Grade Center »

Users and Groups

Customization »

Packages and Utilities »

v v v w w w o w w {

Help

Link to the Dis
making it hidden

Select a Discussion Board

Create New Forum

CREATE LINK: DISCUSSION BOARD

E Link to Discussion Board Page

() Select a Discussion Board Forum

Discussion Activity

Click Next to continue. Click Cancel to quit.

Create New Forum

n Board page, link to a specific Discussion H
ill make the forum hidden as well.

—Select forum below—

then click Next.

Cancel

Click Create New Forum, [~




Creating a Discussion Board (cont.)

urse Content > Create Forum L5

Help

5 Idioates a required fiid. Title your forum and add a description.

FORUM INFORMATION

<= Name i

Descripticn

T T T F Paragraph j Arial ﬂ 3 (12pt) j = [-l= - T-|[#]- @i A
¥ D0 Oa == E T  T. — = |-

QO @& @ [ Ff omMashups - T « @ @ & H HTHL

Path WordsD

Edit Mode is: (JERD) J

More

Creating a Discussion Board (cont.)

FORUM AVAILABILITY

Available

Yes () Ne

Enter Date and Time
Restrictions

[[] Display After |

||E | T
Enter dates as mm/dd/yyyy. Time may be entered in any increment. Set th e aval | a bl | Ity a nd

[ Dispiay Uniil| I choose the settings
Enter dates as mm/dd/yyyy. Time may be entered in any increment. .
that would like, and

FORUM SETTINGS then click Submit.

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

Viewing Threads/Replies o oo dard View

() Participants must create a thread in order to view other threads in this forum.
If participants are re hey cannot

delete or edit their own posts, and cannot post anonymously. Those options will be set for you
automatically.

quired to create threads in order to view other threads in the foru

Grade @ No Grading in Forum
) Grade Discussion Forum: Peints possible:
() Grade Threads

Subscribe

> De not allow subscriptions

(& Allow members to subscribe to threads

(@ Allow members to subscribe to forum

() Include body of post in the email

) Include link to post

Create and Edit [] Allow Anonymous Posts

[] Allow Author to Delete Own Posts
[] Allow Author to Edit Own Published Posts
[w] Allow Members to Create New Threads

Click Submit to proceed. Click Cancel to go back.

Cancel Submit
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Creating a Discussion Board (cont.)

More
Help
Search Discover Content 11

~7 | Delete

[0 Forum Description

Knowing more about each other is helpful in building good interaction in the discussions. 0 Q 0

[0  Discussion Activityg
elf to the class. In your infroduction, address the following questions:

1. Tell us about your background”
2. What is your major?

Once you have created
3. Your goals for this course
4 How computer literate do you consider yourself? your forum, you can start a

Response Guideline: thread. Click on the name
or this discussion guestion, you only need to have your initial response.
of your forum.

> | Delete

Displaying 1to 1 of 1 items Show All || Edit Paging

Creating a Discussion Board (cont.)

Click Create Thread.

Create Thread Grade Discussion Forum Subscribe Search Discover Content Display v




Creating a Discussion Board (cont.)

More Help
¥ Indicates a required field.
FORUM DESCRIPTION

Knowing more about each other is helpful in building good interaction in the discussions. Introduce yourself to the class. In your introduction, address the
following questions:

1. Tell us about your background?

2 Whatis your mapor? Type in the Subject of your thread
4. How computer literate do you consider yourself? and add a message' YOu Can aISO
add an attachment. When you are

Response Guideline:
For this discussion question, you only need to have your initi

MESSAGE flnlShEd, click Submit.
2+ Subject |
Message
T T T F Paragraph |v| Aral V31200 v|=-E=E-T- 2 - @ =IEEES
X/nlola EE=EE =TT — =[-8
Q@ @Bl f Mt - T« @ @ & B
Path Words:0 i
Click Save Draft to save a draft of this message. Click Submnit to submit the post. Click Cancel to quit.
Cancel Save Draft Submit

Creating a Discussion Board (cont.)

Create Thread Grade Discussion Foruam

Toreplytoa
message in the

}- Thread Act forum, click on F Delaete

] w Date Thread. Thread

] G247 12:29 PM test

} Thread Actions Collect Celete




Creating a Discussion Board (cont.)

I o

¥ Online Course Template #

Announcements
Select Al Mone

Start Here #1 CIICk Reply

Message Actions Expand All | Collapse All

Course Content

My Grades

Email

Bb Help test

Course Problems Blog &
Quote Edit Delete

Syllabus
Creating a Discussion Board (cont.)
2 Subject | RE: test

Q@ EE L s - 91« 0 © & @ | TYpe your message,
attach a file and
click Submit.

Path:

Attach File Browse My Computer Browse Content Collection

Cancel Save Draft Submit




Navigating the Grade Center

Announcements

Announcements
Start Here &
Course Content
My Grades
Email

Bb Help

Course Problems Blog &

o B

~ Online Course Template #i

Syllabus

Course Schedule

COURSE MANAGEMENT
Control Panel

Content Collection

Course Tools

Evaluation

{4:v v v o

Create Announcement

The Grade Center is broken down into four areas: Needs
Grading, Full Grade Center, Assignments, and Tests.

Needs Grading shows only items that need graded. 4 successful

ackboard

/ Full Grade Center shows all users and all items in the course. | ...

’ or in shorter

. . re likely to
Assignments shows only assignments for all users.

Tests shows only tests for all uses.

Grade Center

Needs Grading

Full Grade Center
Assignments
Tests

»  Users and Groups

Email Teol (Linked to your GSC Email account)
Discussion Tool

. Assignment Tool

. Quiz/Test Tool

R =

The rest of this orientation will provide you with information on how to use these tools as well as provide you with an opportunity to
practice using them.

Notes:




Full Grade Center

My institution Courses Community Consant Collacton

Grag Centur

= Online Course Template oy

Croate Calcmlated Column  Manage « Reports +

SO COUmER By Layout Postion

£ Rows Dupiayed

- The Full Grade Center displays
the student’s ID number, last
access date, and grades.

Courses Community Consent Colaction Services System Admin

A

Grate Center . B s D@

* Ouline Course Template &

Croate Colwnn— Create Calonlated Colomn « Mamage . Regorts

Work Offfine

Arvs

B0 Columed By _gyour Posmon D06 4 sazpeang Hide Color Codng

. nﬂ When you click on the

C down arrow by the
L column you have several et T
options, including i g

« Control Panel Sort Ascenang

i deleting the column.

Aunignment A Dicssasen Acl | Email Activity

Gtk Cotume istoemason 120 Lagend
Sens Remnger

0t Flows Duplayed
e Tiace Hinksry

Sort Descending
e from inatrosior View

Deletn Coumn




Grads Conter

~ Onfine Course Template ¢y

Apnounzemen

Courss Problems Biog &

Syfabis

COURIE MANAGEMENT

« Control Panal

b Coment Cobaction -

. Toohs

P Evaleaton

= Grade Center -

Create Colmmn

prer=pe—y) -
Fr— = CaheTr Cramizaban
Row sy
Sena Emad

Full Grade Center (cont.)

Content Colactio

Community

My instiuton

Coursas

Creote Calculsted Column + Manage ~ Heports

Discovecs Contenl

To change the display of the
Grade Center click on Manage
and then Column Organization.

Work Offfine

Full Grade Center (cont.)

* Onlite Course Template
i

* Control Panol

b o

b ol

You can move columns by clicking on the
cross arrows and then dragging it where
you want it. Click Submit when finished.

Shawn In All Grade Conter Views

Inattuson

4m colimn. Crag I B4 s enangm wesn casomns ara i

—— You can hide columns by - s
selecting the box and then -
clicking on Show/Hide. Click
Submit when finished.




Full Grade Center (cont.)

You can create a column by
clicking Create Column.

Full Grade Center (cont.)

= Opting Cowrse Tompisie #

COLUMN INFORMATION

Beticus %Dola

You must give your
column a name and
list the number of
points possible.




Full Grade Center (cont.)

SR ]

= Onkne Course Template  é

Arnouncemants

COLUMN INFORMATION

Column Kame
irzcs Coantar Nams
2esCnphon
T L= A 3 (vapti =T A i =2
%0 da EE=SEE =TT T v — = -
O & @ ELL e o 1 2 & i

Make sure you select
the correct value.

WorasD

e You can add a rubric and
S set due dates. The

options are mostly likely
R set how you would like,

smevRe T but you do have the
) ability to change them.

When finished click
Submit.

Cancel

Submit




Notes:

Questions or for More Information

For Blackboard technical support, please contact the Blackboard help desk at 304-
462-6449 between the hours of 8:00am and 4:00pm or by email
at Blackboard.Help@glenville.edu.

If you need Blackboard help after 4:00pm but before 8:00am please contact
WVNET at 1-304-293-5192



mailto:Blackboard.Help@glenville.edu

