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Introduction

This instructor’s guide to using Blackboard (Bb) is a guideline to the
features of the Blackboard Learning Management System and
provides illustrations of what you will see while working with your
Blackboard-based course. Circled areas in the illustrations direct your
attention to the features described while looking at the screens on
which they appear. Each screen is followed by a small description
that briefly describes what can be done from that screen.

This guide is not meant to replace the Blackboard instructor’s
manual. Where it’s appropriate, guidance to using the instructor’s
manual and specifics of what to look at in the manual are provided.
Instead, this is a simple guide to what you can expect your students
to see, and how you can use this learning management system to
help you arrange their learning experiences.
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The
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WVIEW TODAY | VIEWLAST 7 DAYS i VIEW LAST 30 DAYS | VIEWALL

November 04, 2005 - November 11, 2005

@ Course Map
@ Control Panel

Welcome Mess.age Posted by Selom Assignon

Welcome to the COL 202: Introduction to Center for Distance Learning and Blackboard
Course duration is 4 weeks. Your syllabus containg contact information.

Blackboard Leaming System Thi (Release 6) Blackboan Leaming Systen™ifekass §)- 6.2.3.3%
Copyright @ 1807-2007 Blackboard Inc. Paterts Pending. Al rights reserved
#Accassibility information can be found at ttpiisceess blackboard com
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The “Announcements” section is used to let students know things that are important for their success
in the course for the short term. Examples include (but are not limited to) information on when
assignments are due, changes in the syllabus, and exam scheduling information before any deadlines.
The 4 different time lengths — “view today”, “view last 7 days”, “view last 30 days”, and “view all”
apply to announcements you create and haven’t made permanent. If you want to guarantee that
students see a particular announcement when they enter the course, make it permanent until this
information will no longer be useful to the students.

Unless there is some overriding reason to do otherwise, the “Announcements” section should be the
first menu item as well as the course entry point.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls r6 1 _instructor/ . For more information about
announcements, select Chapter 3 — Course Tools — Announcements from the table of contents
displayed on the linked page.
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COURSES » COL20Z |NTRODUCTION TO COL & BLACKBOARD > STAFF INFORMATION

Instructor Selom Assignen
@I Email sassighoni@coc. edu
Work Phone  312-553-5358
Office Location Harold Washington College
Center for Distance Learning
30 East Lake 5t., Chicago, L. 60601
Room: 1139

Office Howrs  Mon- Fri 894M- 4PM

il |
@ Control Panel @ Email cdl@cee edu

Work Phone  Office: 312-653-58983

Office Location Harald Washington College
30 East Lake Street, Rm. 1138
Chicago, IL 60601

Office Hours  Monday - Friday: 9a.m.-6p.m.

] Powered by Blackbaard & Irternct

As the name implies, “Faculty/Staff” page contains information about the instructor. The instructor provides
a brief introduction about himself/herself, his/her educational background and experience and any other
information he thinks he needs to share with his students. He should also supply the following information:
e Email address

e  Office hours (and location if he has an office in one the CCC campuses) Central Time

e  Phone number (mostly, work phone) or the number he/she can be reached.

This page should also contain CDL information (email, phone number, location, office hours) in case
students need to contact CDL staff for any technical help.

Check the Blackboard (Bb) Instructor Manual at

http://www.blackboard.com/docs/r6/6_1/instructor/bbls r6_1 _instructor/. For more information about
Faculty/Staff, users should select Chapter 3 — Course Tools — Staff Information section from the table of
contents displayed on the linked page.



http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6_1_instructor/
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Syllabus

C)ISLZDQ Intro_to_cdl__Bb_syllabus. if ( 621692 Bytes)
This is an orientation course for Distance Learning faculty members. The course is
designed to help newly employed CDL staff and faculty members master the use of
the department learning system management (Blackboard) and to be familiar with the
school policies.

The attached file should open immediately upan clicking on the link. However, if it does not immediately open, save the file to your
@ Course Map hard drive. Then, launch your preferred word processor (Word, WordPerfect, etc.), find the file, and then open it.
@ Control Panel

Example of Standard CDL Design
.> standard_COL_design.doc ¢ 186368 Bytes)

The attached document is an example of the Standard CDL design which you'll use in setting up your course. Each course menu
has been explained to facilitate navigation through the course

EJ Powered by Blackboard & Internet

The “Syllabus” is an outline of the course content. This document will help students form their
expectations for what they will experience during the duration of the course. A master version of each
course including its syllabus is available at CDL.




Course Resources

@

@ Course Map
@ Control Panel

@ ¢

%Z\l

g} Powered by Blackboard

COURSES » COL202 INTRODUCTION TO COL & BLACKBOARD » COURSE RESOURCES

Important Course Policies
The folder contains information about how 1o assignments which required an attachment and the how to communicate with me.

CDL Introductery Infermation

cdl_rmanual Hf ; 255066 Bytes )

The attached document containg introductory information on the Center for Distance learning and the types of courses the center
offer. This is Unit 1 reading resource.

CDL blackboard Pelicy Sheet

COL_bh_policy_sheet rf ¢ 500122 Bytes)
The attached link is the COL Blackboard Policy sheets

Blackboard v.1 Instiuctor Manual - Online Version
This rmanual is the primary reading resource fram unit 2 to 8. This version is the online version which is available through the BB
web site. ft is the recommended, most up-to-date and complete version of the instructor manual available.

Securexam Browser Instructor Guide
Securexam_Password. exe ¢ 32768 Bytes)
secure_exarmn_guide.doc ¢ 26112 Bytes)

Select the Secure Password file above to download the password file to your cormputer.

*Since Securexarn Browser only allows access to the Announcements and Tests & Quizzes content areas of Blackboard, it is
irmportant that all secure assessments be placed in the universal Test & Quizzes area of the site™

a Internet

The organization of “Course Resources” depends on how many items you expect your students to be
using. If you have many “Course Resources” required for each unit of study, it may be helpful to break

the “Course Resources”

area up by creating folders corresponding to the study units. "Course Resources”

are items with which students are presented without requiring immediate reaction. Examples include
articles, papers, videos, and audios. If an assignment requires students to be presented with a “Course
Resource”, it’s a good idea to create a course link to the Course Resource’s location as part of the

assignment.
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COURSES » COL202 |NTROOUCTION TO COL & BLACKBOARD * IGHMENTS

Covers the following topics:
* Introduction

* Course Settings

* Lser Management

5 Unit 2 Assignments

All assignments in Unit 2 are recommended to be completed by the end of the day two.

Unit 3 Assignments
@ Covers the following topics:
* Managing the Course Menu
* Course Tools: Staff Information, Announcements and E-Mail

@ Course Map
@ Control Panel

All assignments in Unit 3 are recommended to be completed by the end of day 3 after completing Unit 2.
5 Unit 4 Assignments

Covers the following topics:

* Content Areas: Course Materials, External Links and Assignments

* Course Tools: Course Calendar
* Assessment: Course Statistics

All assignments in Unit 4 are recommended to be completed within two days after completing Unit 3.
%! Unit 5 Assignments

Covers the following topics:

* Content Areas: Course Materials, External Links and Assignments

* Course Tools: Course Calendar

* Agsessment: Course Statistics

All assignments in Unit 5 are recommended to be completed by the end of days B after completing Unit 4.

Unit 6 Assignments
! /Eﬁ Cnwers the following tonics: ¥

‘El Powered by Blackboard & Internet

The “Assignments” menu item contains all of the coursework assigned to students. It can be described as
things we want the students to do, such as essays, research, reading assignments and discussion board
coursework. “Assignments” can be accessed and modified through the Control Panel. The Assignment
content area also includes the assignment feature where students can upload their assignments.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6_1_instructor/ . For more information
proceed to Chapter 2 — Content Area — Add An Assignment .



http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6_1_instructor/

Tests & Quizzes

p Ry A . - . W -5
O .7 ﬂ E i | S~ UE \ &) T e 1 j\i i:! 'J\} o x[:
# © W

Home Help Logout

~
COURSES > COL#02 INTRODUCTION T0 COL @ BLACKBOARD » TESTS & OUIZZES

Unit 1 Test

@ This assessment will test your knowledge and understanding of the COL manual. There are 12 guestions in all (including 2
essays). Objective questions are worth 2 points and the essay questions takes a maximum of & points each. The guiz is warth a
total of 30 points. Faculty members who do not achieve a minimum of 80% on this unit are expected to review the material and
take the agzessment again.
Unit 2 Test

@] This quiz covers information contained in Unit 2 Introduction, Course Settings, User Management. Please read Unit 2 of the COL
policy sheet information CAREFULLY before atternpting to take this quiz. There are 10 guestions. The quiz is worth a total of 20
points. You may take it as many times as you wish.
Please select the correct answer to each question and each Objective question is worth 2 points.
Unit 3 Test

@] This quiz covers infarmation contained in Unit 3: Manage Course Menw Course Tools: Staff information, Announcements, E-Mail
Please read Unit 3 of the COL policy sheet carefully before taking the quiz. The guiz containg 10 questions (including 1 essay)
and is worth & total of 28 points.
Please select the correct answer to each question and complete the essay. Objective questions are warth 2 points, the essay
question is worth 7 points
Unit 4 Test

@I This quiz covers information contained in Unit 4 of the CDL policy sheet.: Course Content,Course resources, Compression and
Generic File Formats. The guiz containg 10 guestions (including 1 essay) and is worth & total of 25 points. You may take it as
rnany tirnes as you wish
Please select the correct answer to each question. All obective questions are warth 2 points and the essay is worth 7 points. 2

£] Powered by Blackhoard & Internet

One way to find out if students really understand what the instructor is teaching them is to test their
knowledge by asking a series of questions. Each test contains a set number of questions which are
divided either into chapters or units/modules depending on how the instructor classified his course
outline. Generally, the “Tests/Quizzes” are self-graded by the Bb system and the students will be able
to check their grades after they finish the tests.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6 1 instructor/ . For information proceed to
Chapter 2 — Content Area — Add Test section, and the Chapter 6 — Assessment — Test Manager & Test
Canvas sections.
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City Colleges of Chicago
Thiz is the link 1o the CCC main website

Center for Distance Learning
The Center for Distance Learning is the central coordinating unit for all distance learming courses available through the City Colleges
of Chicago. Located at Harold ¥Washington College, COL enrolls over 8,000 students each year and offers over 75 college-credit and

professional development courses in over 20 different disciplines using the Internet, television and combined technologies.

@) Course Map IIIinoi_s inine Network {ION} ) ) ) o _ _

The lllinois Online Metwork {1OM) is a collaboration of forty-eight community colleges and the University of lllinois working together
@ Control Panel to advance utilization of Internet-based instruction and service throughout the state of lllinois.
Adobe Acrobat Reader
Acrobat Reader is free software used for viewing and printing Adobe Portable Document Format (PDF) files on all major hardware
and operating system platfarms.

CCC Student Manual
This manual is the official version for the City Colleges of Chicago. It is main faculty orientation resources for Unit 1.

HWC Adjunct Faculty Handbook

HWC_Adjunct Faculty Handbook FAZ005. doc ¢ 236022 Bytes)
The attached document is the Harold Washington College Faculty Handbook for Fall 2005, It contains impartant information as to
the rules, requlations, procedures and policies relating to the operation of the College and the relationship that must exist between
the college and the Adjunct faculty.

@ Powered by Blackboard 4 Internst

The “External Links”, should include links to items that will enhance a students’ learning experience.
External Links can also contain links regarding information on the Center for Distance Learning or Harold
Washington College that will be helpful to students’.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6 1/instructor/bbls r6 1 instructor/ For more information look at
Chapter 2 — Content Area — Add or Modify External Link.
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] Address Book

Calendar

@ Digital Drophox

@ Course Map
@ Contral Panel

3 Glossary

@ Homepage
My Grades

Personal Information

Tasks

@ The Electric Blackboard

@ User Manual - v
@Powered by Blackboard 4 Internct

“Student Tools” contains miscellaneous links for student use only. The most used links are “Digital Dropbox”
and “My Grades.” The availability of student Tools is subject to the instructor’s selection. An instructor has
the option to turn tools “on” or “off.”

Check the Blackboard (Bb) Instructor Manual at

http://www.blackboard.com/docs/r6/6_1/instructor/bbls r6_1 instructor/ or click-on the Control Panel and
select Help and choose Manual to find more information on using the “Student Tools” link. Different tools are
discussed and demonstrated in different sections of Chapters 3 and 4.
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The “Digital Dropbox link” under “Student Tools” is for student use only. Instructors can access this link by
the Control Panel on the Main Menu.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6 1 _instructor/ or click-on the Control Panel and
select Help and choose Manual to find more information about using “Digital Dropbox” under the Student
Tools link that resides in Chapter 3 — Course Tools — Digital Dropbox section.
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The “My Grades” link under “Student Tools” is for student use only. Instructors must go to the “Gradebook”
link that resides beneath the Assessment section within the “Control Panel” page to see student grades.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6_1_instructor/ or click-on the Control Panel and
select Help and choose Manual to find more information about using “My Grades” under Chapter 6 —
Assessment — Gradebook section.
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Announcements

Collaboration

@ Discussion Board

@ Contral Panel

@ Group Pages

@ Messages

@ Roster

£] Send Email

@Powered by Blackboard @ Internet

The “Communications” menu item permits users to conduct numerous online activities; they can review
announcements, arrange groups for collaborative assignments, and add discussion board activities. In addition,
pages for groups are accessible, the capacity to send and receive messages to course members is offered, along
with the ability to manipulate the class roster. The facility to send and receive e-mail messages is presented, as
well.
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Th
E ?_ CENTER FOR DISTANCE LEARNING

VIEW TODAY | VIEW LAST 7 DAYS i VIEW LAST 30 DAYS | VIEWALL

November 04, 2005 - November 11, 2005

(@ control Panel Welcome Message Posted by Selom Assignan

Welcome to the COL 202 Introduction to Center for Distance Learning and Blackboard.
Course duration is 4 weeks. Your syllabus contains contact information.

Blackboard Leaming System TM (Release ) Sackboar Leaming Systes™{FRiease 6)- 6.2.3.23
Copyright @ 1397-3003 Blackboard Inc. Patents Pending. Al rghts reserved
Aecassibiity information ean be found at hp:i/aceess blackbosrd.com.

-@ Powered by Blackboard & Internet

This section can also be found on the Communication page. The “Announcements” section is used to let
students know things that are important for their success in the course for the short term. Examples
include (but are not limited to) information on when assignments are due, changes in the syllabus, and
exam scheduling information before any deadlines.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6 1 _instructor/. For more information proceed
to Chapter 3 — Course Tools.
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%€ Collaboration Sessions

Fitter Search by (%) Session Name () Start Date () End Oamte (MWDDAYY)
Show Al v| oo | search
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__ Session Name
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@ Control Panel @ Office Hours Chat
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The “Collaboration” is a link on the Communications Page. Once you click on the Communications link,
a “Collaboration Sessions” page is shown. You can access the Collaboration Tools on this page. The
Collaboration Tools are the virtual classroom and the lightweight chat. Instructors and students can
participate in real time lessons and discussions and view archives of previous Collaboration sessions
when using these tools. The “Collaboration Tools" are used to conduct online classroom discussions and
instructors can offer virtual office hours. Guest speakers and subject matter experts can also communicate
with the class using this page.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6 1 instructor/ . Further information about
collaboration is available under Chapter 3 — Course Tools — Collaboration, Virtual Classroom, and
Lightweight Chat sections.
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COURSES > COL30Z INTRODUCTION TO COL & BLACKBOARD > COMMUNICATIONS > DISCUSSION BOARD
|j}: Add Forum
1 ~| Introduction
Flease take a few minutes to introduce yourself to the rest of the class Mumber of
Messages: 1
= Your full name [ Al New ]
@ Course Map » Where you live
@ o » Why you're taking this course
R = fourfield of expertise and
« any other information you think we need to know about you.
Please, only one posting per persan
2 +| SuggestionsiReflections - Unit 1 Modity
After reading the materials under Unit 1, and especially the employee's manual, offer your comments about the Mo Messages
rnanual and which area you think the Center needs to improve upon?
3 v| User Management - Unit 2
Briefly describe the process involved in registering CDL students into an online course? YWhat do you think Mo Messages
about the process in general?
4 ~| Standardized Course Menu - Unit 3 Remove
As a current, or future, COL faculty mermber, please comment on the utility of course rmain menu Mo Messages
standardization. Do you agree that COL needs such standardization? Yhy or why not?
Also comment on the information presented in the Pre-Term Announcements. Should anything be edited, ~

g} Powered by Blackboard & Internet

“Discussion Board” is a link on the Communication page. Instructors use it to post discussion topics

for the various groups. The only difference between group discussion and a discussion board is students
belonging to a particular group will ONLY have access to their group discussion board assignments and
cannot view assignments from other groups.

Important: There is a different procedure for setting up discussion board for the whole class to access
from that of a group discussion board.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6 1/instructor/bbls r6 1 instructor/
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“Group Pages” is a link on the Communication page which displays information about the number of
groups created by the instructor as well as the names of students that belong to each group. One of the
benefits of putting students into groups is to encourage collaboration and team work between group
members.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6_1_instructor/ . For more information go to
Chapter 5 — User Management — Manage Groups in the Blackboard Manual.
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“Messages” is a link on the Communications page. This page permits students’ enrolled in the course to
send messages among themselves and to the instructor. Users are permitted to check new messages that
are incoming, they can add new folders to categorize messages. By default, folders should exist for the
Inbox and Sent messages.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6_1_instructor/. For more information go to
Chapter 8 — Application packl — Message section of the Blackboard manual.
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The “Roster” page is a link on the Communications page. Once students’ or instructors’ click-on this link
they can search students’ Last Name, Username or Email address using the A-Z tab or numerically by
using the 0 -9 tab. The Advanced search feature tab can be used against the course roster or by using List
All where the entire student population enrolled in the course can be displayed.
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The “Send Email” page is a link on the Communications page. Once students’ or instructors’ click-on this
link he or she can choose to send email to All Users, All Groups, All Teaching Assistant Users, All
Instructor Users, Select Users or Select Groups.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6_1/instructor/bbls_r6_1_instructor/. For more information go to
Chapter 3 — Course Tools — Course Send Email section.
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The “Course Map” menu item is opened from a link, below the Main Menu. It contains all of the course
menu items.
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The “Control Panel” is below the main menu and beneath the Course Map link. It is a menu item used

exclusively by instructors and permits him/her to manage and control the course offering. It only appears
when you log on as course instructor.

Check the Blackboard (Bb) Instructor Manual at
http://www.blackboard.com/docs/r6/6 _1/instructor/bbls r6_1 instructor/ or click-on the “Control
Panel” and select Help and choose Manual to find more information on using the “Control Panel” link.
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FACULTY_ORIENTATION_COURSE: CDL202_Introduction to CDL & Blackboard - Jaami

Dawan (Instructor)

(O Corien rens
™= Tests & Quizzes List/ Modify Users Remove Useis from Course

Course Resources External Links Create User Manage Groups
Assignments Enroll User
{<ml] Course Tools
Announcements Collaboration Test Manager Gradebook
Course Calendar Digital Drophox Survey Manager Gradebook Views
Staff Information Glossary Manager Pool Manager Course Statistics
Tasks Messages
Send Email Turnitin Assignments _
Discussion Board Support
Manual
( Contact System Administrator
[liia M Import Package
Manage Tools Expont Course
Recycle Course Archive Course
Settings Course Copy

Import Course Cartridge

Leaming Svystem ThiiRelease B) B Leaming Systes™ilease 8] 6.2.3 23

The “Course Content Area” is where the instructor can manage information and materials used in the
course. The Content Areas allows Instructors to post course documents, input staff information,
incorporate text, spreadsheets, slideshows, graphics files, audio and video clips, and interactive
simulations.

The “Course Tools” contains communication and collaboration tools that enhance interaction between
students and instructors with asynchronous discussion boards and synchronous chat tools. These tools
allow users to share important information such as course calendar items and tasks. Users can interact
and learn from each other with threaded discussion boards. In addition, it is possible to manage online
discussions through features that sort messages by author, date and/or title, collect messages in a printer-
friendly format, and archive discussions.

The “Course Options” area is used to manage all aspects of the course. The Instructor can archive and
recycle courses, in addition to importing course content and course cartridges.




Control Panel — (Cont’d)

COURSES » COL202 INTRODUCTION TO COL & BLACKBOARD > CONTROL PAMEL

FACULTY_ORIENTATION_COURSE: CDL202_Introduction to CDL & Blackboard - Jaami
Dawan (Instructor)
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The “User Management” section enables the instructor to manage the users in their course web site. For
example, instructors may add and drop individuals or groups of students to and from a course, create
new users and create groups of users within in a course.

The “Assessment” area is where an instructor tests student knowledge, measures student progress, and
gathers information from students. There are two types of “Assessments” test and surveys. In addition,
the “Assessment” area allows instructors to follow a simple, systematic process to create tests and
surveys, and create several different types of questions, which can include multimedia or other
attachments. Instructors can re-use questions from pools and previous tests. A password can be
provided to protect tests. Tests can be timed. In addition, instant feedback can be provided to students
from which statistical reports of student answers may be created.

The “Help” area allows the instructor to research the online support site, browse the online instructor
manual, and contact support.




