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Course Tools

Course Tools are communication and collaboration tools that enhance interaction between users. These tools
are set up and designed by Blackboard for you to make unique to your class. Each course tool, along with its
description, and brief instructions on using the tool are listed below.

% Shortcut: When you see the mouse icon, instructions on how to use the tool will follow.

Announcements: This tool allows instructors to post important information about the course, such as
assignment due dates, content changes or guest speakers.

% From the Control Panel, click on Announcements. Click Add Announcement.

EQ Announcements

&B}_‘ Add Annnunoememé

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

February 21, 2005 - February 28, 2005

No announcements found.

After you choose to add an announcement, specify the following options and submit your announcement.

= Announcement Information: Subject and message of your announcement. Your announcement
will automatically include the date, time and the person’s name who posted it.

= Options: Choose to permanently display your announcement (I advice against it) or choose to
specify the period of time the announcement displays. By leaving these fields blank, your
announcement will default to the Blackboard tabbed dates (last 7 days, last 30 days, etc.)

= Course link: Add a course link to your announcement. A course link will take the user directly to
another area within your course.



Course Calendar: Instructors can use the Calendar to indicate important course
related events. The dates and events that appear on the Calendar are for all users in the
course.

C’@ From the Control Panel, click Course Calendar. Click Add Event.

[] Calendar: View by Day

[ Add Event Cluick Jump

WVIEW DAY VIEW WEEK VIEW MONTH VIEW YEAR

4 Monday, February 28, 2005 [

AM 6:00
6:30
7:00
7:30

Once you’ve chosen to add an event, specify the following and submit your event.

= Event Information: List your event’s name and description. Remember that the
event name will be the first thing the end user sees about the event.

= Event Time: Give the specifics for the event — choose the date, start time and end
time.



Staff Information: Staff Information provides background and contact information
on Instructors and Teaching Assistants.

From the Control Panel, click Staff Information. Click Add Folder or Add
Profile.

[EJ staff Information

Add £33 Folder [EEh Profile

Folder empty

Adding a folder allows you to create an organizational area for storing profiles. Adding a
profile will allow you to specify the following options for a single person.

= Profile Information: Title (this title will precede the first and last name, for
example, Miss, Mr., Dr.), first name, last name, email, work phone, office location,
office hours, and Notes.

= Options: Make the profile available (visible), attach an image (Blackboard
recommends 150x150 pixels, however, whatever you submit will automatically
shrink down to size), and include a personal website link.



Tasks: This tool allows the instructor to organize course projects, priorities, and details.
By creating tasks, you set up an area for students to track their progress for each task.

C@ From the Control Panel, click Tasks. Click Add Task.

Ed Tasks
(B Add Task

a - High Priority - Low Priority

Priority Subject Due Date

There are no tasks in this course.

Before you submit a task, you must first specify the following options:
= Task Information: Specify the task name, description and due date.
= Task Options: Set a priority level of normal, high, or low.

To View Student Progress on Tasks:
From the Control Panel, click Tasks. Click on the name of the task to view student’s

progress.



Send Email: Send Email provides options for sending email to other participants or
groups of participants within a course.

From the Control Panel, click Send Email. Depending on whom you want to send
email to, select one of the following options.

[EZ send Email

P All Users
Send email to all of the users in the Course.

b AN Groups
Send email to all of the Groups in the Course.

P All Teaching Assistant Users
Send ernail to all of the teaching assistant users in the Course.

P All Instructor Users
Send email to all of the instructor users in the Course.

P All Observer Users
Send email to all ohserver users.

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

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

P Single / Select Observer users
Send an email to selected observer users,

Important Notes about Sending Email:

= By choosing to send email to ALL USERS you will be sending that message to
everyone, including instructors, and yourself; you will always receive a copy of your
email automatically.

= One thing to remember: Blackboard is NOT an email client. What that means is that
you cannot pick up email from Blackboard and neither can your students. When you
send email from Blackboard, it will send the message to the email account that is
listed for the students — that is where they will pick up their messages. When students
reply to you they will be sending email to the account that you have listed in
Blackboard (your Gonzaga email).

= Blackboard will not track the messages you send. Once you send it, it is gone.



Discussion Board: The Discussion Board is a communication medium for posting and responding to

messages. Conversations are grouped as threads that contain a main posting and all related replies. An
advantage of the Discussion Board is that threads are logged and organized.

% From the Control Panel, click Discussion Board, Click Add Forum.

Discussion Board

Ij}.‘ Add Forum

This discussion board has no forums.
Click Add Forum to create a forum.

Ok )

Before you submit a new Forum:
= Give the Forum a meaningful Title.

= Describe what you want the
students or users to discuss or use
the Forum for.

= Choose your Forum Settings:

o Allow anonymous posts — |
discourage letting users post
anonymously as it can
encourage irresponsible
posts without accountability.

o Allow author to modify
message after posting — |
discourage this as well, for
the same reasons listed
above.

o Allow author to remove
own posted messages — see
above.

o Allow file attachments —
allow file attachments if you
want your students to be able
to share documents in the
forum

o0 Allow new threads - this is
a given if you want your
users to be able to add posts
to the forum. However, if
you want to lock out a forum
from future posts, you can
not allow new threads.

Add Forum

Title

Description

Vi

@ Smart Text O Plain Text O HTML

Forum Settings:
O Allow anonymous posts.
[ Allow authar to modify message after posting.
[ Allow authar to remove awn postad messages.
[¥] Allaw file attachments.
[¥] Allow new threads.

Forum User Settings:

a = Forum moderator privileges
&= Perrmanent forum moderator
v = User is blocked from posting

MODERATE
ELOCK

MNORMAL
UNELOCK

[ Blackhoard, Training (blackboardl)

RE =] 1
g %‘?Prewew




Collaboration: The Collaboration Tools allow users to participate in real-time lessons and
discussions. Examples of these sessions include real-time, online classroom discussions, TA sessions, and
live question and answer forums. Archives of previous sessions are also available for review. Guest
speakers can also lead sessions using the Collaboration Tools. Users can search for and join Collaboration
Sessions and view session archives.

= From the Control Panel, click Collaboration. You can modify an existing collaboration session by
clicking on the Manage button. You can create a new collaboration session by clicking the
Collaboration Session button.

%¢ Collaboration Sessions

P Collaboration Session

Filtar Search by (&) Session Name () Start Date () End Date (ub/DOVY Y
Shiow All W | GO Search
w
Session Name End Date | |
!3_] Lecture Hall virtual Classroom
(@ Ofee Hours e
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Once you’ve chosen to add or modify a session, specify the following and submit the collaboration session.

= Session name: Name the session. %¢ Modify Collaboration Session

= Schedule availability: You can create limits
on your collaboration sessions by setting
starting and ending dates for the session.

@) Session Name

Session Name || octyre Hall

@ Schedule Availability

= Available: Choose to make the session Select Dates of Availability Start After
available (visible) to users. Mar (v|[21 %[ 2005 &
02 |+ |50 |%||FM |+
= Collaboration tool: Choose which tool you L1 End After

bar v || 21 v | 2005 v
02 v [50 |»||PM »

want to use: Live chat or Virtual classroom.

Available ®Yes ONo

€) Collaboration Tool

Choose tool for this Session | “inyal Classroom

@) Session Name
Click Submit to finish. Click Cancel to guit.




Digital Dropbox: This tool provides information for exchanging files between the
Instructor and course participants.

C_/@ From the Control Panel, click Digital Dropbox. You can add and send files in the
Digital Dropbox by clicking Add File or Send File.

[Ed Digital Dropbox

B Add File | 5# send File

No files found.

oK )

Important notes about the Digital Dropbox:

= The Digital Dropbox is a communication tool between instructors and students.
Instructors can send files to all of the users in a course; however, students can ONLY
send files to the instructor.

= Adding a file will only store the file in the Digital Dropbox. The file will not be sent to
users until the Send File button is used.

= The Send File button can be used to both add and send a file.
= Instructors access the Digital Dropbox through the Control Panel.

= Students access the Digital Dropbox from the Communications area in Blackboard.



Assignments: Assignments list the name, point value, and a description for class work. Instructors also have
the option of including attachments to an Assignment. Students complete the assignment in a separate file and send it
back to the Instructor.

C’_/@ From the Control Panel, click on the Content Area you want to add an assignment to.

Content Areas

Class Handouts Additional Help
Software Tutorials Surveys

Practice Tests

From the Content Area, choose Assignment from the Add Content Dropdown Box. Click the GO button.

[E3 class Handouts

Add  (Faltern £33 Folder @ External Link  B=s Course Link [ Test @ Select: | Leaming Unit v zo

1% a
@ | Access Handouts LRN Package
This folder containg Access handouts. M :
Turnitin Assignrent

Before submitting the Assignment, specify the following options:

o R = Name: Name the Assignment something
- meaningful to you. This name will appear in
M the Gradebook.
Polnts Possible 0 = Points possible: Assignments are
nstructions automatically entered in the Gradebook. You
can specify the number of points possible for
the Assighment in this section.
= Instructions: List the instructions the student
will need to complete the assignment.
= Make the assignment available: make the
O SmanToxt OPanTot OMVL V5 @ & [ Provew assignment available (viewable) to the
@ Options students.
Make the assignment available G Yes O No =  Track number of views: views are not
Track number of views Oves @No tracked uniquely per student. This option will
Choose date restrictions Display After ) track ALL views of the Assignment.
L = Choose date restrictions: You can choose
O Dispay Urtil date limits for the availability of the
Ao |14 20 Assignment.
© Aesignment Fles = = Fileto Attach: You can attach a document to
File To Anach the Assignment.
Name of Link to File = Name of Link to File: Name the link to the
I file to hide the file path of the Assignment.

Important Notes about Assignments:
= Assignments must be created and added through a Content Area.
= Once a Student completes and submits an Assignment, the Instructor may access this file in the Gradebook.
= The Assignment feature is similar to the Digital Dropbox feature. Assignments add more organization and
the Gradebook option to the Digital Dropbox framework.



