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Blackboard Inc. Getting Started with the Blackboard Learning System

About the Blackboard Getting Started Guide

Please be aware that the Blackboard Learning System is a customizable interface so the
titles, screen captures, and features shown and discussed in this guide may not match exactly
with those your instructor has chosen to implement.

Recommended Skills

To effectively use Blackboard you should be familiar with:

Sending and receiving e-mail.

Navigating the Web using a browser (Internet Explorer or Netscape.)

Manipulating multiple open windows.
Opening, closing, and saving files and attachments.

Technical Assistance/Questions

If you need assistance accessing Blackboard, please contact the User Services Help Desk at
(718) 960-1111 for assistance. Our normal business hours are:

Monday through Thursday, 8:00 a.m. to 10:45 p.m.

Friday, 8:00 a.m. — 5:45 p.m.
Saturday & Sunday, 9:00 a.m. — 4:45 p.m.
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Accessing Your Blackboard Course

Step 1: Launch and point your browser to www.cuny.edu Click the Log-in link
(“keEsnlh Jocated on the lower left side of the screen.

Step 2: From the Portal Login screen, enter your username and password and Click
the Login button.

Step 3: At My Page, click the Blackboard link in the SSO Applications module.

FPROSPECTIVE Students CURRENT Students FAGULTY & STAFF ALUMNI & VISITORS MY PAGE

My Page Edit Content  Move Co
Warning: Some of the following applications CUMY's Online Center for Admissions and
will take you outside the CUNY Portal, however Financial Aid

your Fortal session will still be active. Pleasze
close your browser to end your partal session.

edit x
+ Blackboard There are no saved sites
e CPE Reading Material
Step 4: From the Blackboard Check In screen, click the student link or a link that best

describes your affiliation with the college.

Please select a link below to access Blackboard Enterprise.
Lehman College Student

EBaruch College zUest

Borough of Manhattan Community College  Guest

Bronx Community College Uest

Broclkdyn College iUest

Zentral Office izUest

Step 5: Click the name of your course from the personalized list in the “Courses: Quick

View” module.

Welcome, Christy
EACizreonudnacrements Courses: Quick View (=N
@ Tasks Courses you are teaching:

B Wiew Grades [ Demo Course (Slifkey)
b4 Send E-mail Announcements
& User Directory | Bl
[ Address Book ‘/ [ Introductory Oceanography (Slifke
. Ty
Ed Personal Infarmation
Courses which you are a TA
K Learning Services Trainer Toolbox
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Overview of the CourseSite

Once you have entered a Blackboard course, you will always be able to see the navigation
items down the left hand side of the screen. You use these buttons or text links to view
various areas of the course.

Note that each course varies depending on the instructor’s preferences, so your course
may look different, or have different functionality in the navigation items.

Most instructors group related items together under a particular navigation link, e.g. the
syllabus, course policies and schedule might be found in a section called Course Information,
and handouts, assignments and lecture notes might be found under a link titled Chapter
Material or Course Documents. Explore each of the navigation items in your course, and you
should soon see a pattern emerge which will help you know where to find the particular
information you are looking for.

My Institution

o

m@ﬂ

Course Updates

Staff Information

Course Documents

Announcements

Chapter Material
=s Discussions
Student Tools
Communication
Textbook \Website

@ Course Map

Course Resources

Tools

)
| CoursoResources _
T
)

Collaboration

@ Course Map

Navigating in Your Course

You can access various parts of your Blackboard course by single-clicking on the navigation
buttons, folder titles, links, Tools, and Communication buttons. There are two types of
navigation:

1. Navigating between content areas

2. Navigating within a content area

Blackboard Learning Services Copyright © 2003 by Blackboard Inc Page 4



Blackboard Inc. Getting Started with the Blackboard Learning System

To navigate between course areas, click on the link in the Navigation Menu or use the
Course Map to navigate.

Refresh (= Open Al E3 Close
< All

Select a location:

Announcements My Institution

Chapter Material

COURSES * INTH

INTH HIntroductory Oceanography
{Slifkey)

EHS Announcements

ok site EHR Syllabus

@ Course Map

Clicking the Course Map link will display an outline view of

EHS Chapter Material

v

EHE Class Discussions

the course. The Course Map can be expanded to display E Student Toals
individual items under each of the areas. Select a folder or = o
item to have its contents display in the course window. B8 Communication

When you navigate within a content area, you can use internal navigation to move between
documents and folders.

A_!?A Internal
COURSES » INTRODUCTORY OCEANOGRAPHY (5 LI R TEre AT ER AL TR 3 GLoBAL FL&] Navigation

Buttons

Internal navigation links, like these shown, will appear at the top of each page within a course.
Clicking on a title will take you to that area of the course: i.e. the course name (Introductory
Oceanography) will take you to the entry page of the course. Selecting —the name of a
content area (Chapter Material) will take you to the top level of that content area.

Note: Due to the dynamic nature of many of the pages within the course it is strongly
recommended that you use the internal navigation links instead of the browser's Back and
Forward buttons.
Blackboard Learning Services Copyright © 2003 by Blackboard Inc Page5



Blackboard Inc.

Getting Started with the Blackboard Learning System

To open folders and files:

Click on the title of the folder./

Click on the file you wish t0 OPEN ==

basins.

Chapter 3: Glohal Plate Tectonics

A Frrnotion of the

continents and the changing shapes of the ocean

LLLLL)

Chapter Slide Presentation [MS PowerPoint] ¢ 120620 Bytes )
L

- ] 4o
STHE T T TICALT

prpelerer=fITTITAL] [ Fackage file )

Mate an file formats: This presentation is attached in both
the original PowerPoint format and a YWeb format. To view

Completing Course Assignments

Your instructor may create Assignments for you to complete online. Links to these
assignments will appear within a content area, and will contain some basic instructions and a
link to View/Complete the assignment.

Step 1.

Step 2:

@ Chapter 1 - Questions and Exercises

After reading and reviewing all of the material in Chapter 1, please

complete the following assignment.

To complete the assignment:

download it to your desktop

answear the questions

save and rename your file

browwse to your completed assignment

and click submit to send it to the gradebook

0 F b —

== Wiew/Complete

Click on the View/Complete link.

If your instructor has attached a file to the assignment (such as related
readings, or a list of essay questions), you can open that file and review the

contents by clicking on the file name.
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Assignment Files: % Chapter 1 - Questions and Exercises (Chl-Cuestions&Fxercises. doc)

@ YourFiles

Comments: I would like to schedule an office hours visit to |=]
review this assignment with you. I look forward to
TOUr Contients.

[ |
File To Attach: (W
Currently Attached Files:
Step 3: Follow your instructor’s requirements for completing the assignment. For

example, your instructor might ask you to write an essay in a word processing
program, and submit it for a grade by a specific date. You can write your
essay, and come back to the Assignment area at a later date to submit your

work.

Step 4: After the work is completed, add your Comments for the instructor (if any) in
the text box. Browse to attach files (such as your essay) related to this
assignment.

Step 5: Submit the page.

You can check on the grading of this assignment by revisiting the View/Complete link in the
course, or using the “View Grades” tool.
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Communication Tools

The Communication Tools allow you to send email, view student Web pages, and patrticipate
in discussion boards or class chat sessions.

Note: Your instructor and Blackboard Administrator decide which Communication Tools
are available in your course, so your options may not include all of those listed here.

Announcements

Send E-mail Send E-mail Send email to other students & instructors in
the course.
E-mail will be sent to your Lehman Oracle
Collaboration E-mail account.
Collaboration Synchronous Virtual Classroom & Lightweight

Communication Function
Announcements New information about the course —room
changes, quizzes, chat room meetings.

Chat tools allow for a chat room, whiteboard,

Roster web browser, and Q & A area.
Roster List of student’s names and their email
Group Pages address, and links to the Student Web Pages
in that course.
Group Pages Listing of groups in the course and access to
Q@ Discussion Boards private group areas.
Discussion Asynchronous tool with discussion threads and
Boards responses.

Working with the Discussion Board

Step 1.

Step 2:

Step 3:

Navigate to the class Discussion Board using the appropriate links. (via an
individual link in the Course Menu or under the Communication link)

Click on the name of a forum to enter that discussion.

YWelcome and Introductions

This discUss 1= Tor Introductions among class [ 12 Messages |
members. You are required to participate in this [ Al New ]
discussion forum.

Click the title of a message to read the posting.

- My Bio - Tricia Ca@ Casey, Tricia Fri Nov 1 2002 7.38 Mew
Tue Jan 28 2003 ;:;711
Re: My Bio - Tricia Casey  Slifkey. Christy ue Jan m Newid
Hi. I'm Beth M. Thomas! i Tl_m_mas Beth Fri Hov 1 2002 7:38 New
Millicent am
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Step 4: To respond to a message, click the Reply button following the text.

Current Forum: Welcome and Introductions

Date: Fri MNov 1 2002 7:35 am

Author: Thomas, Beth Millicent <_bthomas@emailaddress edu=
Subject: Fe: Hi, It's me

Hi Jodi, it's Beth! I'm so glad to see you're gaoing to be in this class toal

Wifant to form a study group like we did to get through Psyc%
Reply

Working with Group Pages

Step 1: Navigate to the class Group Pages area using the appropriate links. (via an
individual link in the Course Menu or under the Communication link)

Step 2: Click the Group Name to enter the area for that group.

ﬁ@ceanugraghg Gruué #i> his group will investigate the following issues:

o How does human population growth threaten coastal areas?
o How can we measure these threats?
+ Whois responsible for solving the problem?

Sraun members include: T, 34, WF

Note: You must be a member of a Group to enter the area for that particular group.

Step 3: Select the Group Tool you wish to use.
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Student Tools

The Student Tools area, like the Communication Tools, is customizable by course based on
instructor preference. All options here may not be available for your course. These tools
allow for such actions as: electronic file exchange, checking your grades, building a course
Web page and viewing calendar events.

@ Digital Drop Box To.ol.s Button Function :
Digital Drop Box Electronic file exchange
between instructor and
. students.
@ Edit Your Homepage Edit Your Homepage | Build and modify your course

homepage accessible
through the Roster.

@l Personal Information Personal Information | Update email address,
change password, set CD
drive on own computer.

@ Calendar Calendar Listing of course and/or
institution events.

View Grades List of personal grades
. completed through online
View Grades assessment in Blackboard or

added by the instructor.

Student Manual Online resource guide to the
@ Student Manual functions and features of the
Blackboard software.

Tasks Listing of course related
Tasks tasks created by the
- instructor.

Electric Blackboard Notepad area to add

. personal course notes that
@ Electric Blackboard will be saved in the

coursesite.

Address Book Store contact information
Address Book about fellow students in the
course here.

Working with the Digital Drop Box

Step 1. Navigate to the Digital Drop Box area using the appropriate link. (via an
individual link in the Course Menu or under the Student Tools link)

To Add a File
Step 2: Click Add File.
Step 3: Enter a Title for your file and Browse to find the file. You may enter Comments

describing the file, if you wish.
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Title: ) |
File: Browse...
| (e

Comments: =]
H
Note: Adding a file does not send the file to the instructor. This places a copy of the

file in your digital drop box where you can access it or send it at a later time.

Step 4: Click Submit. The file will be in the Drop Box noted with the words “Posted
on”
To Send a File
Step 2: Click Send File.
Step 3: Select a file that has already been added. OR Browse for a file to send to the
instructor.
Select file: |_ j
OR. uplodg]
new file:
Title: I
N
File: rowse. .
| - __
Comments: =
| -
Note: Sending a file will add this file into your Digital Drop Box as well as make a link
to the file available to the instructor.
Step 4. Click Submit. The file will be in the Drop Box noted with the words “Submitted
by.”
[ add File | [ Send File |

irst Draft Remowve

-' P o
- Fosted on: 2803-03-13 5:17:34 Pha
Commentge®l ease review my first draft of

the position paper.

Submitted by: ia Casey (fcasey)
Submitted on: 2002-11-20 10:49:11 Ak

P ———
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Viewing Grades

Step 1:

link in the Course Menu or under the Student Tools link)

Step 2:

Navigate to your Gradebook area using the appropriate links. (via an individual

Click the Grade indicator to see the final score for any online Assessments or
Assignments you completed within the course.

Itern Marme
Ch1 Disc.
Chi Survey
Ch1 Assign
Ch3 Disc.
Sec 3.4 Quiz
Ch3 Test
ChT Disc.
ChT Survey
Ch¥ Assign
Sec 7.5 Quiz
ChT Test

EJ View Grades

Date
1202 10:23 AM
92302 2:40 PM
1171702 3:44 Ak
219/02 5:04 Al
9/19/02 5:44 PM

22502 11:94 AM
22402 10:44 AM
11303 1:53 P

Grade
A

©,

Foints Fossible

100

25

Class Average

8.75
0
96667
§.429
0
10
0.643

23125

225

Weight
0%
0%
0%
0%
0%
0%
0%
0%
0%
0%
0%

Note: Only Assessments and Assignments created within Blackboard will display additional
information about scoring. Any manual entries the instructor created will not be
clickable or provide more grading details.

Working with Tasks

Step 1: Navigate to the course Tasks using the appropriate links. (via an individual link
in the Course Menu or under the Student Tools link)
Step 2: Click on the name of a task to read more information about that task.
a - High Priarity - Lowe Priarity
PRIORITY SUBJECT STATUS DUE DATE
[ = Extra Credit MNOT STARTED  Apr 20, 2003
i Discussion Board) [N PROGRESS Mar 18, 2003
Summa
Step 3: Change the Priority and/or Status of a task by clicking on the Modify button
and adjusting the fields on the page.
Step 4: Click Submit.
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