How to create a content area folder

1.

Content links are folders like exams & assignments.
a. Click onthe +sign

W OB

BB Exemplary Training

HOMEPAGE

b. Click content area
® W O B

Add Content Area

Name: |

Available to Users

Cancel Submit

c. Name the folder
d. Click submit

How to create a Tool link folder

2.

Tool links are folders like announcement, Discussion, Course Messages, & Email.
a. Click the +sign

W QB

BB Exemplary Training

HOMEPAGE

b. Click Tool link



c. Name the folder example: Announcement, discussion, course messages or email
® W QB

Add Tool Link

Name:

Announcementsl

Type: Announcements v

Available to Users

Cancel Submit

d. Make sure you select the type: Announcement, discussion, course messages or
email. (The name and type must be the same)
e. Click submit

How to create an Announcements

https://help.blackboard.com/Learn/Instructor/Interact/Announcements

1. Click on the Announcement folder
N QB

BB Exemplary Training
HOMEPAGE

Homepage

Start Here
Announcements
Discussion Board

HELP

Help

Tool

Group

2. Click Create Announcement

Announcements

Create Announcement

New announcements appear below this line



3. Type your Subject and message
ANNOUNCEMENT INFORMATION

Subject || | [

Message
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Path: p

4. Click Submit

How to create an Assignment

Black

https://help.blackboard.com/Learn/Instructor/Assignments/Create and Edit Assignments

Create an assignment

You can create assignments in content areas, learning modules, lesson plans, and folders.

From the Assessments menu, select Assignment and provide the name, instructions, and the
files students need. You can use the functions in the editor to format text and add files. You can

also add files in the Assignment Files section.

Select Browse My Computer to upload a file from your computer. The file is saved in the top-
level folder in your course's file repository: Course Files or the Content Collection. You can also

attach a file from the repository.



Create Assignment

* Indicates a required field.
ASSIGNMENT INFORMATION

Name and Color Planet Presentation B Black

Instructions
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Please write a 1500 word essay about a planet of your choice. Use an introspective approach on what we have
learned about the planet and how we have used that knowledge to grow our understanding of the science of

astronomy.

Path: p Words:40 4

ASSIGNMENT FILES

'--------------------------------------------------------‘
Attach Files Browse My Computer Browse Content Collection (

!
1
1
)
1
’

o -----

DUE DATES

[ Submissions are accepted after this date, but are marked Late.

Due Date 10/22/2018 08:00 AM @

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

3. Optionally, select a Due Date. Assignments with due dates automatically show in the course
calendar and in the To Do module. Submissions are accepted after this date but are marked
late. If you don’t want students to access an assignment after the due date, choose the
appropriate display dates.

4. Inthe Grading section, type the Points Possible.
If you set the points possible to less than 1, letter grades may not be assigned correctly.

5. Optionally, add a rubric. Expand the sections to make selections such as anonymous grading,
how the grade is displayed, and the number of attempts. You can allow more than one
attempt on an assignment.



6. Make the assignment available when you're ready for students to access it. Select the
appropriate options for availability, tracking, and display dates. Display dates don't affect an
assignment's availability, only when it appears.

7. Select Submit.

How to create a discussion question

https://help.blackboard.com/Learn/Instructor/Interact/Discussions/Create Discussions

1. Click on Discussion in the Content Area
As an instructor, on the Control Panel, expand the Course Tools section and select Discussion Board. From this link,
access the course discussion board and the group discussion boards for the groups in your course.

m Week 2: History

¥ Introduction to A
Oceanography
Build Content v Assessments v Tools v Partner Content +
Course Updates M
SRR r ] Oceans in the News l
This week, please post a link t¢ a relevant news article related to oceq

Week 1: People This assignment is worth 25 peints, and you must post by Monday at

Week 2: History

Discussions
‘ ) Video Assignment
Blogs
Enabled: Statistics Tracking
My Grades The Vikings in America
Duration: (2:28)
| Tools Use this quick video to review the vikings route tq

COURSE MANAGEMENT

Watch Video

¥ Control Panel
Watch this video about ocean exploration with the Vikings discovering
» Content Collection

v Course Tools
Announcements.
Blogs
Contacts
Course Calendar

Course Messages

Discussion Board

—

Just for Fun

| am impressed with the fun presentation technique. View it and smil¢g
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2. Click Create Forum



The Discussion Board page contains a list of all the forums you've created. You must first create one or more forums
before users can start message threads. You can also search for discussion content. By default, the search field appears
collapsed to save screen space.

Discussion Board

'\{Crea(e Forum Search

Delete
FORUM o DESCRIPTION TOTAL UNREAD REPLIES TOTAL
POSTS POSTS TO ME PARTICIPANTS
Unit 1: Astronomy What did you think of the chat session to get you ready for [ 20 o o 7 ]
Overview e what is ahead? Your candid thoughts are appreciated.
Unit 2: You will be graded on your discussion and critique of the 20 (16 2] "

Astrophotography/Imaging equipment you used and your description of your photo
experiment. You may post as many times as you like, You are
not required to post your photos at this time, but do hang on
to them. We will browse through them at some pointand |
will give you instructions for uploading at that time.

This post is worth 10 points.

3. Name your discussion question and create a description telling the students what you
want them to write about.

FORUM INFORMATION

Name \/ I l

escription
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FORUM AVAILABILITY

4. Make your discussion available to the students. Then enter your display after (start
date) and your display until (due date).



FORUM AVAILABILITY

Available @® Yes () No
Enter Date and Time ¥ Display After 03/13/2020 11:59 PM @
Restrictions

11:59 PM ’JO

| Display Until 03/15/2020

5. Select the following:
a. Participants must create a thread in order to view other threads in this forum.

b. Points Possible

c. Make sure your display until and due date are the same.
FORUM SETTINGS

Viewing Threads/Replies Standard View

e Participants must create a thread in order to view other threads in this forum.

Grade ) No Grading in Forum
® Grade Discussion Forum: Points possible: 10

GradeThreads

[ Show participants in "needs grading” status (J) afterevery 1 v Posts

Due Date ¥ 03/15/2020 11:39 PM @
Associated Rubrics Add Rubric ¥

Name Type Date Last Edited
Subscribe () Do 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 Al 4 = Pact
AllewAnenymeusPests
All +. ot Daoctc
How-Authorto-Detete-OwnrPosts
All + o
How-Author-te-Edit-Own-Published-Pests

¢! Allow Members to Create New Threads
¢! Allow File Attachments
¢ Allow Users to Reply with Quote

Force Moderation of Posts

Additional Options ] Allow Post Tagging

[ ] Allow Members to Rate Posts

d. Click Submit



Additional links that will help you with Blackboard:

1. Test
https://help.blackboard.com/Learn/Instructor/Tests Pools Surveys/Create Tests and
Surveys

2. Email

https://help.blackboard.com/Learn/Instructor/Interact/Email

3. Messages
https://help.blackboard.com/Learn/Instructor/Interact/Messages

4. Grade Center
https://help.blackboard.com/Learn/Instructor/Grade/Navigate Grading

5. Respondus
https://help.blackboard.com/Learn/Instructor/Tests Pools Surveys/Respondus




