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Bb Course Map

ROTC BLACKBOARD

| nstructor's Guide to Blackboard

Course Map:

1. Click on the Cour se M ap button in the left-hand frame of your Blackboard course.

RHesources

Course Hapqﬂj_

Contral Pansl

2. A new browser window will open that contains an outline of all the items located within
your course. Click on the plus sign (+) to expand an item.

4} Course Contents - Mic

Course Contents
(click on any book to expand)

E'I;Hi Course Documents

B bl 101: Foundations of
Officership

B w451 104 Class Schedule
@ MSL101 Class Schedule —
% MSLA01 Class Schedule

E‘II:.[E Leszon 1: The Army: Fact and
Fiction

Instructor Lesson Plan
Instructor Checklist

Instructor Wondsheet
Instructions

Cadet Wakshe et
@ Cadet Wiaksheet
Cadet Chechlist
E-I;[;Ti Lesson 2: What Officars Do _:.j

£
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Bb Course Map

3. Y ou can use this pop-up outline to navigate through your course. For example, when
you click on the link Cour se Packet in the Course Map the contents of the folder Course
Packet will be shown in the main Blackboard course window.

Course Documents

Current Location: Lesson 1: The Army: Fact and Fiction
a Course E““tEﬁ:li

[ Top ]: [ MSL101: Foundations of Office

Instructor Lesson Plan Course Contents
PASLTON LT, doc ¢ 50176 Bytes)

The Army: Fact & Fiction

[click an any book to expand)

EI'@ Course Document=

Instructor Checklist B st 104: Foundstions of

MSL101 L0 CL.doc (22016 Bytes | CTe2=hip
EFR sl 104 Class Schedule

@ MSL101 Class Schedule

Instructor Worksheet Insti @ 11SL101 Clase Schedule

PASLTOT 0T O1F . doc ¢ 20429 Byte = Vo I The e Fact and

~tereotypes Fiction

Cadet wnrksheet Instructar Lesson Plan
RASLI01 _LO1 01C doc ¢ 26352 Byte Instructer Che cdist
otereotypes Exercise Instructor Wonksheet
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Bb Course Management
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Bb User Management

ROTC BLACKBOARD

| nstructor's Guide to Blackboard

Viewing your Student Enrollment
List

Enrollment Options

Enrolling an Individual Student

Student Enrollment Instruction

Removing Individual Students

Changing a Student's
Role/Availability

Allowing Guest Access

Creating a New Account
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Bb Quiz Management

ROTC BLACKBOARD

| nstructor's Guide to Blackboard
Creating a Quiz
Editing a Multiple Choice Question
Editing a True/False Question

Editing a Short/Answer Essay Question
Editing a Fill in the Blank Question

Altering the Dates an Assessment is Available to
Students

Editing a M atching Question

Editing a Multiple Answer Question

Editing an Ordering Question

Including Images in a Question

Including Links in a Question

Previewing a Quiz
Making a Quiz Available
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Question Pool in Bb

ROTC BLACKBOARD

| nstructor's Guide to Blackboard
Creating a Quiz

Editing a M ultiple Choice Question
Editing a True/False Question

Editing a Short/Answer Essay Question
Editing a Fill in the Blank Question
Editing a M atching Question

Editing a Multiple Answer Question

Editing an Ordering Question

Including Images in a Question

Including Links in a Question

Previewing a Quiz
Making a Quiz Available

Altering the Dates that an Assessment is Available to
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Bb Online Grade Book

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Viewing the Online Gradebook
Adding Items to the Online Gradebook
Reordering Items in the Online Gradebook
Adding Grades to the Online Gradebook
Weighting Grades in the Online Gradebook
Viewing Survey Results
Handling Exclamation Points in the Online Gradebook

Updating Short Answer/Essay Grades

Updating Assessment Attempts that Exceeded the
Time Limit

Clearing an Assessment Attempt
Handling Question Marks

Handling L ock |cons
Exporting the Online Gradebook
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Bb Online Grade Book
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Bb Course Statistics

ROTC BLACKBOARD

Instructor's Guideto Blackboard
Generating a Statistics
RQQOI‘t
Exporting a Statistics
RgQOFt
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Bb Digital Drop Box

ROTC BLACKBOARD

| nstructor's Guide to Blackboard

Downloading Files from your Digital Dropbox

Removing Files from your Digital Dropbox

Sending Files to Students Using the Digital
Drop Box
Storing Files in your Digital Drop Box
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Bb Discussion Board

ROTC BLACKBOARD

| nstructor's Guide to Blackboard

Creating a Forum in the Discussion Board

Posting M essages in the Discussion Board

Archiving Forums

Assigning Discussion Board Administrator Roles to
Students
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Creating a Survey in Bb

ROTC BLACKBOARD

| nstructor's Guide to Blackboard
Creating a Survey:

1. While in the Control Panel, click on Assessment Manager under the "Assessment" category.

2 Clic B Adasurvey iy |

3. Enter aname and description for the survey

(1) Mame and Description

Name: |Midterm Evaluation

Description:

This survey asks students to evaluate the first 5 ;I
weeks of the sSemester.

=
and then click Submit.

4. Enter instructions for the survey

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_survey.htm (1 of 4) [7/21/2004 7:34:04 AM]



Creating a Survey in Bb

@) Enter Instructions

Enter instructions for the assessment. Students will view these instructions prior to beginning the
assessment.
Instructions:

Please remember that sSurveys are anonymous 3o feel;l
free to answer questions honestly.

| -

and then click Submit.

5. Select the question type to add to the survey. In the example below, we chose to add a True/Fal se Question
to the survey.

(1) Select Question Type

melect the type of question to add to the assessment. If you wish, you can select questions from
a guestion poal.

Question Type: [T, ,0/False j

Fill in the Blank
Matching

Multiple Answer
Multiple Chaice
Ordering

short Answer/Essa
True/False

9 Submit

Click "Submit" to continue. Click "Cance

Subrnit

From Question Pool or Assessment

6. Click Submit to continue.

7. Enter the question in the "Question Text" field.
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Creating a Survey in Bb

@) TruelFalse Question

Question Text:

Thiz course wazs a redquired coursSe in my mwajor field *l

u Ne

8. Since surveys do not have correct or incorrect answers you do not need to designate a correct answer.

€ Answers

Answer Values
True

False

9. Click Acld Mew QuestinnJ

10. Continue to add questions into your survey. When you are finished adding questions into the survey click

P
review, 1_II||I-.-l

on

11. Your survey gquestions will be displayed. Y ou can rearrange the order of the questions by selecting the
display number in the pull-down menu next to each question.
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Creating a Survey in Bb

(oot )
Question I 1 "I

TrueiFalse

Ramowve

Question: This course was a required course in my majar field

Answer: = True
* False

Question IE "I

Multiple Choice
Question: The textbook and other course materials were
Answer: = very useful
= yseful
= fairly useful
= hot useful

_ _ Save and Make Available|H
12. After you have proofread the questions and answers, click on !

13. Click "Yes' next to the question "Make Assessment Available" to allow your students to access the
survey.

14. Click Submit to post the survey in your Blackboard course.
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Bb Group Management

ROTC BLACKBOARD

| nstructor's Guide to Blackboard
Creating Groups

Adding Usersto
Groups
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Adding aLearning Unit to a Coursein Bb

ROTC BLACKBOARD

| nstructor's Guide to Blackboard
Virtual Classroom

Creating Mulitple Virtual
Classrooms
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Bb Portal Logging In

ROTC BLACKBOARD

| nstructor's Guide to Blackboard

Logging in:

1. Go to http://rotc.blackboard.com to access the ROTC Blackboard Portal 1ogin page and click
Login.

Blackboard S
ROTC Welcomel

United Statos Army
Eadnt Command Headguariers

Blackbonrd

Welcome to ROTC Blackboard com

................... L comgrenensme and llexdle @

L ggiin J Learning softwars platfomn for the LS

Army Cadet Commmand, Blackboard
provides 5 web-based courge
I'I'?II'I-SZ_IE'T"IE‘”Z ‘S-:;"E-‘.E"I"'l and on-ime
leaering cammunibies which can ba
tasared 1o your iIndsedua needs and
preferenceas

la comenispon th e olbosr
lpadarsfun af the LS Army an-dd mddivats
LI Dreoqe b DE lller cibiiens

POWERED BY

s=w bl bboard com

Cupynghd o 1R -J00S Mlackhoard Ine &l Righdr Rersossd

2. Enter your UserName and password. If you do not know, have forgotten or just need to get a new
UserName or password, please e-mail the ROTC Bb System Administrator. Click L ogin to enter

the Blackboard Portal.
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Bb Portal Logging In

Have an Account? Login Here.

If you already have an account, enteryour
lagin infarmation here and click the "Login"
button below.

USERMHAME:
!UserNamE:

FASSWORLD:

oo

Login qﬂ' |

Accessing your Blackboard Courses:

1. The"My Courses' module in the Blackboard Portal lists linksto all of your Blackboard courses.

My Courses &

Courses you are teaching:
EH Partnership Schoal List

Courses in which you are participating:
EA Cadre Instructional Matenal, FALL 2002

EAL & T D Division 1
EH Fegion Bb Reps

2. Click on the link to access your Blackboard course.
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Bb Portal Logging In

My Courses ()

Courses you are teaching:

EH Fartnership School List

Courses in which you are participating:
EA Cadre Instructional Materpl FALL 2002
EAL & T D Division 1

EH Fegion Bb Reps

Choosing a Button Style:

1. Click on the Control Panel button in the left-hand frame of your Blackboard course.
2. Click on the Cour se Images link under the heading "Course Options'.

3. Click on Button Style to set the button style for your course.

Course Images

P Button Style
Set the'_fittan style for your course

P Course Banner
Add ar remove a course banner on the first page in your course.

4. Highlight a button style in the list box to preview it. Once you have selected a button style, click
on Submit to update your Blackboard course.
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Bb Portal Logging In

@) Select a Button Style

Button Type: ;Striped -1

Button Shape: " Rectangular T Rounded Comers @ Rounded Ends
Button Style: ANNouUncements Black Orange B
' Black Red —
Black Silver
[ GALLERY OF BUTTONS ] Black Tesl
Black %iolet
Black White =]

5. Click OK after the confirmation message.
L Button Style

Receipt: Success
Your mettings for Cadre Instructional Material; FALL 2002 have been updated.

2002-094-20 T:50:02 A

e

Uploading a Banner:

1. Go to the Control Panel and select Cour se mages under the heading " Course Options'.

2. Click on Cour se Banner to add a course banner that will appear on the Announcements pagein
your Blackboard course.
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Bb Portal Logging In

ELIJ] Course Images

P Button Style
~et the button style for your course

b Coursejfanner
=l H .
Add or tkemove a course banner on the first page in your course.

3. Click on the Browse button and select the graphics file to upload from your computer.

€ Select Course Banner

The banner appears at the top of the announcements page.

Current hanner:

Hew Banner:

™ Remove this banner

4. Click Submit to upload the banner to your Blackboard course.

5. Click OK after the confirmation message.

m Course Banner

Receipt: Success
Your Settings for Cadre Instructional Material; FALL 2002 have been updated.
been updated.

2002-09-20 75002 AM
oK )

6. Click on the Coursel D in the directory history to return to the course view of your Blackboard
course. The directory history is one way to navigate between the course view and the Control
Panel.
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COURSES = E@L # CONTROL FANEL = COURSE IMAGES = COURSE BANMER

7. Note how the banner is displayed within the course.

Announcements

ructional Material; FALL 2002

VIEW TODAY VIEW LAST 7 DAYS | WIEW LAST 30 DAYS i YWIEW ALL

April 13 - 20, 2002

UPDATE TO FIELD: New Curriculum and support materials  ooeath oo o

Instructars should review the lesson plans posted under "course

Setting Area Availability:

1. In the Control Panel, choose Cour se Settings under the heading "Course Options'.
2. Click on Area Availability to set the areas to be used in your Blackboard course.

3. Click on the pull-down menu under "Areas’ to choose the title for each button that appearsin the
left-hand frame of your Blackboard course.
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€) Set Area Availability

‘You can designate the various areas for your course below. Simply select the area title
from the lists below, and check whether it 15 "Enabled” or "Disabhled”. Y ou can also
secure the area by checking the box related to each area under the "Secure” heading.
By setting an area to "Secure”, only users who are enrolled in your course will have
access to the area.

Areas Enabhle Disahle Secure
11 Announcements - - |—
21 |Course Information j i+ . r
) | Staft Information j o ' r

- Select Staft Infarmation Area -

- i '

4 Faculty Information j r
gy |Group Leaders = t"' -

iStaff Information
Bl [Teachers ' * - o
71 |Wirual Classroom j i - r
g) Discussion Board o i [
4 Groups o ' r
10) |External Links | 'S 'S =
113 | Tools | & 's B

4. To enable a course area select the radio button under the heading "Enable". To disable a course
area select the radio button under the heading "Disable". If you disable a course area, you will still
be able to access the area through the Control Panel, however, your students will not be able to
access the course area at all.
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€) Set Area Availability

You can designate the various areas for your course below. Simply select the area title
from the lists below, and check whether it 1z "Enabled” or "Disabhled”. You can also
secure the area by checking the box related to each area under the "Secure” heading.

By setting an area to "Secure”, only users who are enrolled in your course will have
access to the area.

Argas Enable  Disable Secure

11 Announcements

21 |Course Information [ o . m
31 | =taff Information j 'a ' r
41 | Course Documents j o . m
f) | Assignments | . ﬁ{t“j -
Bl Communication o o~

71 |Wirtual Classroom =] o ~ -
81  Discussion Board o o~

4] Groups = o~

107 | External Links j . & -
1) |Tools j = -~

5. To secure a course section, simply check the checkbox under the heading " Secure”. Once you
make a course area secure, only students enrolled in your Blackboard course will be able to access
the secured sections. All other users who attempt to access the course section will receive the error
"401: Access Denied".
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€ Set Area Availability

ou can designate the various areas for your course below. Simply select the area title
from the lists below, and check whether it 15 "Enabled” or "Disabhled”. You can also
secure the area by checking the box related to each area under the "Secure” heading. By
setting an area to "Secure”, only users whao are enrolled in your course will have access

to the area.

Areas Enable Disable Secure
17 Announcements n'a n'a nia
21 |Course Infarmation | ¥ . IF‘”:.'
3 | Staff Information fhd * . -
4)  |Course Documents - @ . v
81 |Assignments R (¥ . =3
6) |Books | e & |-
/1 Communication o . nia
8 |%irtual Classroom j IC t"' néa
91  Discussion Board v i n'a
107 Groups 0 L n'a
1) |External Links | & s V
12) |Tools | o o hfa

6. Scroll down to the bottom of the screen and click Submit to update your Blackboard course.

7. Click OK after the confirmation message.
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Ll Area Availability

Receipt: Success
our Settings for Cadre Instructional Material; FALL 2002 have been updated.

2002-00-20 7 A0:02 Ak

oK )

Enabling/Disabling Communication Areas:

1. In the Control Panel, choose Cour se Settings under the heading " Course Options'.

2. Click on Area Availability to select which communication areas will be available in your
Blackboard course.

3. Scroll down to the second section: "2: Enable/Disable Communication Areas".

4. To alow student access to a communication area select the radio button under the heading
"Enable". To disallow student access to a communication area select the radio button under the
heading "Disable". If you disable a communication area, you will still be able to access the area
through the Control Panel, however, your students will not be able to access the communication
area at all.
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@) Enable / Disable Communication Areas

Within the Communication Area, you can ” Enable " or " Disable " the following tools:

~a

T

Send E-mail

.

Discussion Board

{:@ Virntual Classroom

Roster

Group Pages

* Enabled © Disabled

W Al Users ¥ All Groups
W All Teaching Assistants W All Instructars
W Select Students W Select Groups

* Ernabled © Disabled

* Enabled © Disabled

¥ Enter “irtual Classroom
V¥ “iew Archives

" Enabled ﬁ;ﬂjﬁ)isahled

* Enabled © Disabled

5. Click Submit to update the communication areas in your Blackboard course.

6. Click OK after the confirmation message.

Enabling/Disabling Tools:

1. In the Control Panel, choose Cour se Settings under the heading " Course Options'.

2. Click on Area Availability link to select which communication areas will be available in your

Blackboard course.

3. Scroll down to the third section: "3: Enable/Disable Tools".

4. To enable atool select the radio button under the heading "Enable". To disable atool select the
radio button under the heading "Disable". If you disable a tool, you will still be able to access the
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area through the Control Panel, however, your students will not be able to access the tool at all.

€) Enable / Disable Tools

Within the Tools Area, you can " Enahle " or " Disable " the following tools:

é Digital Drop Box @& Enabled © Disahled
@;‘ Edit Your Homepage ' Enabled fﬁ[\fpisahmd
{E:"EE Personal Information @ Enabled © Disahled
i@- Course Calendar @ Enabled © Disabled
@ Check Grade & Enabled € Disabled
{:% Tasks @ Enabled © Disahled
3 El:eﬁzzi:;_ﬂ:g;:_hﬁuﬁaﬁrfﬂ__zuu1m ® Enabled ' Disabled
*1% Manual @ Enabled © Disahled

5. Click Submit to update the tools in your Blackboard course.

6. Click OK after the confirmation message.
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Ll Area Availability

Receipt: Success
our Settings for Cadre Instructional Material; FALL 2002 have been updated.

2002-00-20 7 A0:02 Ak

oK )

DOLD | Edu & Futures Div | Current Ops Div | SOCC | CDT Command

Email the DOLD WebM aster

This page was last updated on February 13, 2004
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Bb Courses Tap

ROTC BLACKBOARD

| nstructor's Guideto Blackboard
Blackboard Portal:

L ogging In:

1. Go to ROTC Blackboard to access the ROTC Bb Portal login page and click on the "L ogin" button .

Blackboard S

ATy

ROTC

Velcome!

Blackbonard

- United States Army
1!:} Cadet Command Headquarters

Weicome to ROTC Blackbeand com

................... Lha camgrenensme and Heydile &

Login J Learning software platfoms for the US

Armyw Cadet Command. Blackboard
provides & web-based course
I'I'.’II'I-SZ_IE'T"IE‘”Z ‘5-_'\;"5-1‘."I""l and on-ime
leaming cammunibies which can ba
taskared 10 your indedud needs and
preferenceas

la comemisson the fuee olbcar

fpadershin of e LS Ay S ool vats

LI o bo D fmeller ciblieng

POWERED BY

e bl kboard com

Eapgmght & 1BES-GHE Mlackhoand Ine Al Righdr Rersosed

2. Enter your UserName and your password. Click L ogin to enter the Bb Portal.

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/course_tab.htm (1 of 14) [7/21/2004 7:34:45 AM]


http://rotc.blackboard.com/

Bb Courses Tap

Welcome. ‘Have an Account? Login Here::
Army
R 0 T C Yelcome to ROTC If you already have an account, enter your
! Blackboard . Please login information here and click the "Lagin"
R el -iicr your Lser Name and buttan below.
Faszsword to access your
. USERMAME:
e-Learning system. ]
FASSWORD:

|
Login }

Blackboard Portal Overview:

1. The Bb Portal provides centralized access to your Bb courses and Bb's on line documentation.

z @ W

Home Help Logouk

Acodamic
Community  Serdcas 0T -t

¥ course List [ Course Catalog
Courses you are teaching: » All Regions Discussion Boand
aduanesd swarch Cadre Instructional Material; FALL » ASERSSMENLE AN SUrays
2002 [ availasie] » Cadre Instructional Material (MSL
Course [0 Tesl QOURSES)

Instructor(sl  Abraham Tabar w» First Regeor
SEMRCH THE WER ~

# Fourth Region

[ ..... | @' Courses in which you are participating: » Leader and Training Devalopmant Diisian
EL) Cadre Instructional Material; FALL s Meszages E
2002 « Recruiting and Retention
Course EL: MW=L

fnstructonst  Sheits Visconti » Second Hegion

Darmeat Hamullen
Abe Tabar F Browse Course Catalog

My ROTC:

1. Click on My ROTC tab to view information relating to your Blackboard courses.
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ATEDE;

e o o =
W Army ROTC o P.F LT+

Courses  Community  Samnvices

2. The My ROTC tab of the Blackboard portal consolidates announcements, calendar and task information
for all of your Blackboard courses. Y ou can access all of your Blackboard courses viathe links provided in
the "My Courses' module.

Cioigt Communihy Snrvical

“ %wglmma, Abraham!

{ Eoment ) [ Colom. )

'i announcemant s - #

Bl Calendas — =
My Announcemernts iy Crrganizations L

B Tazks

; : You are nol curenlly & member of any

B B ame Earry: Ma & 2 ha sted tod ' . .

b Send E-rmil o annuncaments hava baee posted today piganizations in the Blackboard syster

& U=ar Dirsctory G

¥ Address Book — o6

|El. Perconal Infarrration Av 0 ol L

| My Calendar 2 G Porsonal Tasks

BEARGH THE WEE Mo calandar evends have been posted Mo Herzonal tasks due today

Mo Course or Crganization tasks dee today

[..- L T @ TG
Mare.. .
L A } My Courses =

Courses you are teaching:

B Cadra Instrectional Materal, FALL 2002 Mo Sarices Specied
(LT CR T A

Courses in which you are participating:
FA Cadre Instrectional Matenal, FALL 2002

My Cour ses:

1. The"My Courses' modulein the Blackboard Portal lists linksto all of your Blackboard courses.

My Courses @

Courses you are teaching:
EA Cadre Instructional Material, FALL 2002

[Unawailable]
Courses in which you are participating:
EA Cadre Instructional Material, FALL 2002
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2. Click on the link to access your Blackboard course.

My Courses @

Courses you are teaching:
EA Cadre Instructional Material, FALL 2002

[Unawailable]
Courses in which you are participating:
EHCadre Instructinnahﬁlaterial; FALL 2002

My Announcements:

1. The "My Announcements' module in the Blackboard Portal lists announcements for all of your Blackboard
COUrSeS.

My Announcements - Month (o I

View

Cadre Instructional Material; FALL 2002:
s Caught up in a login loop?
s Larger viewing area?

« LUPDATE TO FIELD: Mew Curriculum and
support materials

mareg...

2. The default setting in your Blackboard Portal isto list the current day's announcements only. You can
customize this setting by clicking on the pencil icon in the upper right-hand corner of the "My
Announcements’ module.
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My Announcements - Month () Ezﬁ

View

Cadre Instructional Material; FALL 2002:
# Caught up in a login loop?
» Larger viewing area?

« UPDATE TO FIELD: Mew Curticulum and
support materials

mare. ..

3. Choose the desired duration time that you would like for announcements to appear in the "My
Annoucements’ module in your Blackboard Portal and then click Submit to save the changes.

€ Modify Display Settings

Moadify display settings for the Announcement module.

Show Announcements for: | Today j

9 Submit Last 7 days
Last Manth
All

Click "Submit” to finish, click "Cancel® to abort this process. Cancel ) Suhmitn_lb

My Calendar:

1. The"My Calendar" module in the Blackboard Portal lists calendar events for all of your Blackboard
COUrSes.

My Calendar

Mo calendar events have been posted,

mareg...

2. The default setting in your Blackboard Portal isto list the current day's calendar events only. Y ou can
customize this setting by clicking on the pencil icon in the upper right-hand corner of the "My Calendar"
module.
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My Calendar

Mo calendar events have been posted,

mareg. ..

3. Choose the desired duration time that you would like for calendar events to appear in the "My Calendar"
module in your Blackboard Portal and then click Submit to save the changes.

€ Modify Display Settings

Modify display settings for the Calendar module.

Show Calendar Events for: | Today j

| Todla:
9 Submit ‘This Week
This kanth
Click "Submit” ta finish, click "Cancel® to abort this process. Cancel ) Suhmitn_ﬂ'_":.

4. To add an event to your calendar click on the more... link at the bottom of the "My Calendar" module.

My Calendar

Mo calendar events have been posted,

5. Click on Add Event to add an item into your personal calendar.
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[7] My Calendar: View by Week

Add EW | B Quick Jump | ;AIIEvents :j
L

VIEW DAY WIEW WEER [ WIEW MONTH | WVIEWYEAR

& April 28 - May 4,2002 |

Sunday, April 28

oK )
4. Enter atitle and a brief description for the caledar event.
€ EventInformation
Event Title: Instructors keeting
Event Description: This meeting is to discuss problems _:j

(3,000 eharacters maximum) related to Blackboard

:j

& Plain Text € HTML

5. Select the event's date and time in the pull-down menus.
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@ EventTime

Event Date: Apr x| |2d =] {2002 =]
Event Start Time: |02 = {30 =] |Fh =]
Event End Time: {03 = {30 =} |Fh =]

€ Submit

Click "Submit” to finish, click "Cancel® to abort this process.

Canecel ) Subimit i

6. Scroll down and click Submit to add the event to your personal calendar.

E Calendar: Add Event

Receipt: Success
Event Added.
Event Date: April 29, 2002

Title: Instructors Megting

Sun Apr2a 08:24:11 2002
QK

My Tasks:

1. The"My Tasks' module in the Blackboard Portal lists reminders of course tasks as well as personal events
& projects.

My Tasks &

Personal Tasks

Mo Personal tasks due today.

Mo Course or Organization tasks due today.
mare. ..

2. The default setting in your Blackboard portal isto list the current day's tasks only. Y ou can customize this
setting by clicking on the pencil icon in the upper right-hand corner of the "My Tasks" module.
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@&

My Tasks

Personal Tasks

Mo Personal tasks due today.

Mo Course ar Organization tasks due today.
mare. ..

3. Choose the desired duration time that you would like for tasks to appear in the "My Tasks' module and
then click Submit to save the changes.

€ Modify Display Settings

MWadify display settings for the Tasks module.

Show Tasks for: | Today =]

9 Submit ;ThE: Weelk
This kanth
Al
Click "Submit” to finish, click "Cancel™ to abort Cancel ) Euhmitﬁlb

this process.

4. To add a personal project to your task list click on the more... link at the bottom of the "My Tasks"
module.

(o)

My Tasks

Personal Tasks
Mo Personal tasks due today.
Mo Course ar Organization tasks due today.
mare. ..
W

5. Click on Add Task.
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o
Tasks
[ Aca Tas | | All Tasks =l
h,
4 - High Priarity - Loww Priarity
FRIORITY SUBJECT STATUS DUE DATE

QK
6. Enter atitle, description and due date for the task.
€) Task Information
Task Title: Complete MSL101_L0G Paper
Description: Finish paper NLT today. -]

* Srnart Text © Plain Text © HTML

Due Date: Apr ] iza:j |2002 =]

7. Assign apriority and status for the task.

@) Task Options

Priority: Morrmal -.-I

Status: Mot Started =

Nn:ut otarted
iIn Progress h
Completed
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8. Scroll to the bottom of the screen and click Submit to save the task.

9. Click OK after the confirmation message.

2 Add Task

Receipt: Success

[ Complete M5L101_L03 Paper
Due Date: Apr 28 2002
Friarity: Mormal
=tatus: In Progress

Finish paper MLT today.

2002-049-22 2:20:55 A

oK 9

Courses Tab:

1. Click on the Cour sestab to view the Blackboard course catal og.

AEOer;

A BTSN =4 .
3 Armv ROTC 2 2 %,

EBranch
Courses

2. The Courses section of the Blackboard portal contains alisting of your courses under the heading " Course
List". The "Course Catalog" organizes all of the Blackboard courses by college.
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8 Army ROTC £ 2 *

My ROTC Community  Sarvices s :n-:a":cr:n

“# course List L] Course Catalog
Courses you are teaching: # All Regions Discuzsion Boand
- : . o Azzazsments and Surays
adianead seareh ] Cadre Instructional Material: FALL :
2002 funavaiasie] « Cadre Instructional Matenal (MSL
Course I Test COURSES)

Instructor(sl  Abraham Tabar » First Regeon
SEMRCH THE WER

« Fourth Regian

r o Courses in which you are participating: » Leader and Training Devalopmant Diisian
L Cadre Instructional Material: FALL « Mes=ages Board
2002 o Recruiting and Retertion
Course ED: hEL .
Instructorfsl  Sheits Visconti » Second Region

Diarat Hamillon
Abe Tabar k Browse Course Catalog

Services Tab:

1. Click on the Services tab to view Institution Services.

ki il B
S Army ROTC o ﬂ -

My ROTC Services w,“t‘fﬁd,;ﬂﬁﬂ, __ “;;';';"

Academic Web Resources Tab:

1. Click on the Academic Web Resour ces tab to view the Blackboard Resource Center for the Instructor and
Student.
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%2 Armv ROTC

HOME > REEQOURCES kEhlN FAGE

Welcome to the Resource Center, your source for
high-quality educational content and information.

STEP s

At and Mugic

Bygingss and hManagemang
Computer & Engineanng
Compurter and Infeemation Technology
Education

Hubbines

Larguages

Legal

Latgradure and Linguitiics
Mathematics

Medicing & Haalth

Physical Educalion

Science

Social Scences and Social Study
o abonsl

Branch Site Tab

1. Click on the Branch Site tab for a preview of the different branchesin the Army.

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/course_tab.htm (13 of 14) [7/21/2004 7:34:45 AM]



Bb Courses Tap

T
= Armvy {{_}FPU

My ROTL Cowrsd  SereceE

fdjutant General Coips
Alr Defense Artilleny
fimag

fiation

Chamical Larps

Corps of Engi

Eigld Arillary

Einance

Infaning

Military Intelligance Corps
Militmry Polles Corps
Madical Service Cafps
Murse Corps

Oidnance Cofps
Quanermaster Corps
Signal Cerps
Transportatizn

T AT S P

DOLD | Edu & Futures Div | Current Ops Div | SOCC | CDT Command

Email the DOLD WebM aster
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Adding aLearning Unit in Bb

ROTC BLACKBOARD

Instructor's Guideto Blackboard
Content Editors:;

Adding Announcements:

1. Click the Control Panel link in the directory history at the top of the screen to return to the Control
Panel.

COURSES = TEST » COMTROL FANEL = COURSE IMAGES » BUTTOMN STLE

2. Click the Announcements link under the heading " Content Areas' and then click .

%:g]: Add hnri._lnuncemﬂm|
I

U

3. Type the content of your announcement in the box under " Announcement Information™. You can
use html tags in your announcement if you check the option "html".

Subject: ‘Welcome Cadre
Message: <brthiz iz our first announcement</h> =]
<p

<1i>Thiz iz an example of how Lo create an announcement
nzing html tags</ix
</ p=

@ Smart Text © Plain Text © HTML
4. Click on the Submit button at the bottom of the page to post the announcement in your course.
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5. You will receive a notice confirming the addition of the announcement to your course.

m.ﬂnnnuncement Receipt

Announcement added
Welcome Cadre
this is our first announcement

This s anh example of how to create an anhouncement using html tags

2002-04-20 2:52:93 AM

oK )

6. Return to the course view of your course by clicking on the Coursel D in the directory history at the
top of the screen.

COURSES = TEET * CONTROL PAMEL * ANMOUNCEMENTS » ANMOUNCEMENT RECEIFPT

7. Observe where your announcement is posted and how the html tags are interpreted by the browser.

Announcements

VIEW TODAY VIEW LAST 7 DAYS I VIEW LAST 30 DAYS [ VIEW ALL

April 13 - 20, 2002

Sat, Apr 20, 2002 -- Welcome Cadre e e ame)
this is our first announcement

This s an example of how to create an announcement using htmi tags

Adding Cour se Documents.

1. In the Control Pandl, select Cour se I nfor mation under the "Content Areas' section.
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(Fu Add ltem nﬂ:j

2. Click | and then click on the down arrow beside "Name" to see options for
labeling your document. Select "Syllabus' as the item name.

€) Content Information

Name: Course Documents :j

ar specify your own name: Instructar Lesson Flan

Choose Color of Name:

.

3. Scroll down to "Content Attachments' and click the Browse button to upload the file. If you would
like to specify the name of the link, enter it in the text box next to "Name of Link to File". If you leave
this box blank, the default link name will be the file name.

€) Content Attachments

Files may be attached to the above information. Click the Browse button to
select the file to attach from your computer. Also, specify a name of the link to this file.

File to Attach: GAMSLI0N_RFC.doc  Browse.. i

Mame of Link to File: MSL101_RFC.doc

Special Action: Create a link to this file :j

4. Now go to your computer, find and select and select "MS.101 RFC.doc"
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Choose file o ﬁ;.r::ﬁ i s 21
Look in: | 5 020405_1633 [G:] x| = E ¥ E-

_1301-FinalPrint 2 )ACCTracks _MFinal. s B MSL401-
] ACC-401-FinalPrint B MSL101_LOSPs:, ppt B videa-cL
] Ay ROTC Cadet €D B8 MSL101_LOsfm. s

_1MsLz01-Finaltoprint G MsL101_RFC.doc
W) 201-202 Warkbook TOC, dac 51101 _TocCadetm.doc
#4201 ReadingList s ®rsL101_ToCPrafm.dac
]| 4CC_MFinal_z01.mdb ®rsL301-Cadet-TOC. doc
M 8CC_Readings BookD4.xls 5L 301 -Inst-TOC, dac
W B acc_Readings-11.xls B rsL401-Cadet Text-TOC, dac
i = ¥ ) ACC_Readings-by Lessonig, xls MSL401-Cadet Warkbook TOC, doc
= = M AccLosz_Mz.ds ®rsL401-Cadet-Master TOC.dac
by Mebwark P | | _"I
File name: M5SL101_RFC.doc j DpEn
Files of type: Al Files [#.%] j Cancel
P

5. Scroll down and select Submit to post your Instructor Lesson Plan into your course.

6. Click on the Coursel D in the directory history at the top of the screen to return to the course view of
your COurse:

COURSES = T@T » COWTROL PANEL = COURSE DOCUMENTS = CONTENT RECEIFT

7. Click on the Cour sel nfor mation button in the left-hand frame. Note how the document is
displayed. Open the document by clicking on the link below the item name "Instructor Lesson Plan”.

Course Documents

Current Location: Course Documents

Instructor Lesson Plan
FASLT0T . doc ¢ 19968 Bytes)

Creating a Folder Hierarchy:
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1. Return to the Control Panel and select Cour se Documents under the "Content Areas' section.

(B Add Folder | " |

2. To create afolder within the "Course Documents" section click

3. Under "Folder Information” select "Course Packet" as the folder name

&) Folder Information

Name: Course Documents ghj

or specify your own name:

Choose Color of Name:
%) Pick

4. One of the options when uploading items into Blackboard is setting the visibility of items. If you
would like your students to access the information immediately, choose "Y es' next to the question
"Do you want to make folder visible?' If you choose "No", you will be able to accessthe item in the
Control Panel, but your students will not be able to view the item from the course view.

Choose "Yes' to make the" Course Packet" folder visibile to students:
€ Options
Do you want ta make folder visible: ﬁ;_lb”es " Mo

5. Click Submit to create the "Course Packet" folder.
6. Click OK after the confirmation message.

7. Note that the current folder location is still *Course Documents. To upload documents into the
"Course Packet" folder you must be inside that folder. Enter the folder by clicking on the "Course
Packet" link.

http://www.rotc.monroe.army.mil/training/ed&future...ckboard_instr_guide/htm/adding_a_learning_unit.htm (5 of 15) [7/21/2004 7:35:02 AM]



Adding aLearning Unit in Bb

Current Location: Course Documents

@ [1 =] Course Packet,

'

8. You are now inside the " Course Packet" folder. Note that the folder is empty.

Current Location: Course Packet
[ Top | : Course Packet
Folder empty

9. Click (ke _Add ltem Rh | and upload 3 documents into the folder, such as

MSL.101 instrNotes.doc, MSL101 StudentNote.doc, and PowerPoint Presentation.ppt.

Current Location: Course Packet

[ Top ] : Course Packet

m Instructor's Note

MWISLTOT Instriotes (41472 Bytes )

ﬁ}] Student's Note

MWSLT0T Studenthote ¢ 20424 Bytes)

ﬁ}] Slides Presentation

FowerFoint Presentation ¢ 1034752 Bytes)

10. Once you have uploaded the 3 documents, click on the Coursel D in the directory history to return
to the course view.

COURSES = TEST » COMTROL PANEL » COURSE DOCUMENTS > CONTENT RECEIFT
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11. Click on the Cour se Documents button in the left hand frame.

12. Go into the "Course Packet" folder.

Current Location: Course Documents

@ Course Packet

W

13. The three files that you uploaded into the folder " Course Packet" will be listed. Click one of the
links to view the file in Blackboard.

Current Location: Course Packet

[ Top ] : Course Packet

m Instructor's Note

MSLTOT Instriotes (41472 Bytes )

E}] Student's Note

MSL101 Studenthlote (20424 Bytes )

m Slides Presentation

FowerFoint Presentation ¢ 1034752 Bytes)

Adding a L earning Unit:

1. Return to the Control Panel and select Cour se Documents under the "Content Areas' section.

ik Add Learning L.Inih_'l
2. Click on i,

3. Enter the name for the learning unit under "Learning Unit Information”.
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&) Learning Unit Information

Name: Other — Add Text Below *

ar specify your own name. | aceon One

Choose Color of Name:
&%) Pick

4. If you would like the student to view the learning unit pagesin order, choose "Y es' next to the
option "Do you want to enforce sequential viewing of the learning unit?".

€) Options
Do you want to enforce sequential * vas O Mo
viewing of the Learning Unit? nﬁ

Do you want the Learning Unitto open ¢ vag & pg
in a new window?

5. Click Submit to continue uploading the learning unit.

6. Click OK after the confirmation message.

L’D Content Receipt

Learning Unit added
Lesson 1

2002-09-20 10:04:03 Ahd

7. Click on the learning unit link to enter it.

0

@ ELessnn@ne (_Modity )  ( Remove )
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Hu Add File [k
8. Click JL’ |

9. Enter atitle for the first page of the learning unit in the text box next to "Name". Click the Browse
button and choose the first file to upload from your computer.

@ Content Information

llse this option ta display anly the attached file as part of the Learning Unit. This
option provides a "slide show" perspective.

Name: Introduction

File to Attach: ChDocuments and Set Bruwse..:!ﬂ

Name of Link to File:

10. Click Submit to upload the file into the learning unit.

11. Click OK after the confirmation message.

m Content Receipt

File added
1. Introduction
MSL101 Intro ¢ 53242 Bytes)

2002-0-20 10:a7 13 A

oK )

Es AddFile  [h |

2. Click A to upload the second file to the learning unit.

13. Enter atitle for the second page of the learning unit in the text box next to "Name". Click the
Browse button and choose the second file to upload from your computer.
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€ Content Information

llse this option ta display only the attached file as part of the Learning Linit.
This option provides a "slide show" perspective.

Hame: Cadet Lesson TOC

File to Attach: GAMSLI0T-Inst-TOC do - Browse... 1
)

Name of Link to File:

14. Click Submit to upload the file into the learning unit.

15. Click OK after the confirmation message.

m Content Receipt

File updated
2. Cadet Lesson TOC
MSL301InstTOC. doc ¢ 59552 Byvtes)

2002-04-20 10:22:00 Ahd
oK )
16. Follow steps 12-15 to continue adding files into your learning unit.

17. When you have uploaded al files into the learning unit, click on your Coursel D in the directory
path at the top of the screen to return to the student view of your Blackboard course.

COURSES = TITST * COMTROL PANEL = COURSE DOCUMENTS

18. Click on the Cour se Documents button in the left-hand column.

19. Click on the learning unit to enter it.
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Course Documents
Current Location: Top

Instructor Lesson Plan
FSLT0T . doc ¢ 19965 Bytes)

@ Course Packet

@ Lesson Dne

20. Note how the learning unit is displayed in the Blackboard course. Click on the arrows to traverse
through the pages.

Course Documents

Current Location: Lesson 1

[ Top]: Lesson 1, Introduction

Fage 1 of 2 @ i Cantents )

Lesson 1
MSL 101

Using the Timed Release Content Option:

Instructors can implement the timed rel ease content feature when upl oading announcements, course
documents, learning units and assessments.
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1. Thetimed release feature is listed under the" Options” section when you upload information into
your Blackboard course. The example below shows the timed rel ease content option for an
announcement:

@) Options

Always show this announcement on the course's main page. © Yes @ Mo

Restrict dates to show this announcement:
I Display After

Jun = |26 x| |2001 =]
12 =] |00 =] |AM =]

™ Display Until

Jun =| |26 x| |2001 =]
12 =] |00 =] [AM =]

2. Check the boxes next to "Display After" and "Display Until" to use the timed release content
feature.

€) Options

Always show this announcement on the course's main page. © Yes @ Mo

Festrict dates to show this announcement:
Fn_”“ﬂ[]isplay After

Jun = |26 =] |2001 =]
12 =| |00 =] |AM =]

W Display Until

Jun =| |26 =] |2001 =]
12 =| |00 =] |aM =]

3. Choose the date and time that the item will be first available to students in the pull-down menu
underneath the heading "Display After".
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€ Options

Always show this announcement on the course's main page. © Yes @ Mo

Festrict dates to show this announcement:
F Display After

i =] [o01 ] [2001 =]
DEJlDDJ Pid »
2

1EJ|DDJ|AM

4. Choose the date and time that the item will be unavailable to students in the pull-down menu
underneath the heading "Display Until".

€ Options

Always show this announcement on the course's main page. © Yes @ Mo

Festrict dates to show this announcement:
F Display After

=0 = 2001 x| &
n2j|nnj|ij
W Display Until
Aug x| |30 = |2001 ~
05 =] |00 =] [AM ~]

Ahd

T

5. Click Submit to post the item.

6. Now thisitem will only be available to students between the dates and times you specified. Y ou
will still be able to access the item at any time through the Control Panel.

Adding External Links:
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1. Go to the Control Panel and select External Links under the heading "Content Areas”.

[Fa Amdumntﬁﬂ

2. Click on | to add an external link to your Blackboard course. Typein thetitle
of your link, the url and, if necessary, a brief description.

€ Link Information

Name: Headguarters Cadet Command
URL: hitp:/fwsaee rotc monroe.army. mil
Description: This is the oficial website of the =]
T3 Army Cadet Command.
[

" Plain Text & HTML

3. Click Submit to add the external link.

4. Return to the course view:

COURSES = T%ﬁT » CONTROL PANEL = EXTERNAL LIMKS = EXTERMNAL LIMKS RECEIPT

5. Click on the External Links button in the left-hand frame. Y our links will be displayed in the right-
hand frame:

External Links

Current Location: External Links

@ Headquarters Cadet Command (http:/iwww.rotc.monroe.army.mil)
This is the oficial website of the US Army Cadet Command.

6. Open your link to view how it is displayed in Blackboard.
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Using MS Word 2000 to Create HTML for Bb

ROTC BLACKBOARD

|nstructor's Guideto Blackboard
Content Area Tips:

NOTE:These instructions can also be used to create htm code to paste into
Announcements or any other text area in Blackboard. See the alternate instructions at the

bottom of the page.

Using Microsoft Word 97 or 98 to Create htm and Symbols:

1.0Open Microsoft Word

2.Create the document (or open an existing one) in Word with the formatting, images, and
symbols you want displayed

3.Select (from the top menu) File->Save As Web Page (this may also be SaveAs htm).
Thiswill save the filein aformat that is readable on the web in Blackboard

J File Edit View Insert Format Tools Table Win
J ] mew... |+
J‘ = Cpen... Chrl+
B iClose

& save k45

e as Web Page...
Ml
&5 Print... Chrl+P

1 CHMIMDOWSDeskiophMetForum ws.doc
2 CHWINDOWSDeskioph September 24.doc
3 CHWINDOWSDeskiophwebCT 1.doc

4 CHWINDOWS, A\ CourseInfo-Slugfest. doc

. S

4.Save your document to the Desktop (or anywhere you prefer). Notice how the name will
now have .htm after it instead of .doc
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Page title: Test Change Title, .,
File narne: - EH zave
Dave as type: I'-.-'-.-'el:u Page (*.hkm; * . html) j Cancel

5.In Blackboard, (from the Control Panel) click on a Content Area (e.g. Course

Documents)

‘EEIHTENT SREAS _
Announcemenis Assignments
Course Information Books
Staff Information External Links

Course Dﬂ-(:llllll%—%ts

6.Click on the Add item button

(Fu Add ltem
.

Go to the alternate instructions at this point if you want to add the htm code into an
Announcement or other text area in Blackboard

7.Enter aname for the document and then scroll down and click on Browse...

. Eircuwse...[ |

8.Select the html file from the browser window and click on Open. Make sure you click
on the .htm or .html file, not the .doc file

File name: test bt Open ) I

Files of type: LAl Files [*.7) j Cancel |

9.Click on the Submit button at the bottom

10.Click on the OK button to confirm the upload
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11.Click on the file name link beneath your new document title

Test.htﬁ { 1551 Bytes )

12.Notice how your new docmument looks just like it doesin MS Word including colors,
images, specia characters, and formatting

Using Microsoft Word 2001 (MAC) to Create htm and Symbols:

1.0Open Microsoft Word

2.Create the document (or open an existing one) in MS Word with the formatting, images,
and symbols you want displayed

3.Select (from the top menu) File->Save As Web Page. Thiswill save thefilein aformat
that is readable on the web in Blackboard

Jl File Edit Yiew Insert Format Tools Table Win

J [ Mew... Chrl+]
J‘ @ Cpen... |0
B Close

E Save Chrl+5

&5 Print... Crl+P

1 W IMDOWS DeskiopMNetForum ws.doc
2 CHWINDOW S Deskiop) September 24, doc
3 CHMIMDCW S DeskiophWebCT 1.doc

4 CHMIMDCWSY, W Courselnfo-Slugfest. doc

W
¥ |

4.Select the option Save only display infor mation into htm at the bottom of the save
window. Make sure that the other option Save entire file in htm is not selected

5.Save your document to the Desktop (or anywhere you prefer) by clicking Save. Notice
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how the name will now have .htm after it instead of .doc

Page title: Test Change Title. .. |
File name: j H zave
Sawve as type: [weh Page (* htm; *,html) Rd Cancel

6.In Blackboard, (from the Control Panel) click on a Content Area (e.g. Course

Documents)
Announcements Assignments
Course Information Books
Staff Information External Links

Course Dﬂ-tllllll;—%ts

7.Click on the Add item button

[(Fa Add ltem
.

Go to the alternate instructions at this point if you want to add the htm code into an
Announcement or other text areain Blackboard

8.Enter a name for the document and then scroll down and click on Browse...

. Elrcuwse...[ |

9.Select the htm file from the Browse... window and click on Open. Make sure you click
on the .htm or .htm file, not the .doc file

File name:; test. i Open ) I

Files of type: [0 Files [.7) | Cancel |

10.Click on the Submit button at the bottom
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11.Click on the OK button to confirm the upload

12.Click on the file name link beneath your new document title

Test.htﬁ {1521 Bytes )

13.Notice how your new docmument looks just like it doesin MS Word including colors,
images, special characters, and formatting

Using Microsoft Word 2000 (PC) to Create html and Symboals:

IMPORTANT!: Before you follow the steps below you must have downloaded and
installed this patch (click here to download and run) from Microsoft. It fixesa bug in

Word which causes the htm that it generates to not be compatible with Blackboard.

1.0Open Microsoft Word

2.Create the document (or open an existing one) in Word with the formatting, images, and
symbols you want displayed

3.Save the document that you created or opened as a Word document

4.Select (from the top menu) File->Export To->Compact htm. Thiswill save thefilein
aformat that is readable on the web in Blackboard

5.Save your document to the Desktop (or anywhere you prefer) by clicking Save and then
OK. Notice how the name will now have .htm after it instead of .doc

Page title: Test Change Title. ..
File name: j H zave
Save as Lype: |weh Page (*.him; *.html) d Cancel

6.1n Blackboard, (from the Control Panel) click on a Content Area (e.g. Course
Documents)
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‘EEIHTENT AREAS _

Announcements Assignments
Course Information Books
Staff Infoermation External Links

Course Dﬂ-tllllll;—%ts

7.Click on the Add item button

[Fa Add ltem
oy

Go to the alternate instructions at this point if you want to add the htm code into an
Announcement or other text area in Blackboard

8.Enter a name for the document and then scroll down and click on Browse...

, Eircuwse...[ |

9.Select the htm file from the Browse... window and click on Open. Make sure you click
on the .htm or .htm file, not the .doc file

File name:; test. i Open ) I

Files of type: [0 Files [.7) | Cancel |

10.Click on the Submit button at the bottom
11.Click on the OK button to confirm the upload

12.Click on the file name link beneath your new document title

Test.htﬁ £ 1521 Bytes )

13.Notice how your new docmument looks just like it doesin MS Word including colors,
images, specia characters, and formatting
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Alternate Instructionsfor Adding htm to a Text Area:

NOTE: Theseinstructions are carried over from the steps above and users should not
start here unless they have completed the preceding steps above

1.Enter aname for the item you are adding in Blackboard
2.0pen the new htm document you created using Notepad or SimpleText
3.Select All the text in the document and Copy it (Edit->Copy)

& Test him - Holepad M=k
Edls Edi Sesch Help

chitml s#alns co=""wirn:schemas-nlerosofb-com:ofFfFiceafFFice™ -

3 I'IttFI él]hil.l'[:l:ﬂ"ltEl'lt T_I;PE' content="text/hinl; charseC=windows=125%2""»
a nane=Frogld content=tord.bocuments
a name=henerator content="HWicrosoft Word 93
nane=liriginator content="Hicrosoft Word 97
Fel=File=List hiref=""_ Tesk Files/Filelish. xml'">
{titlerTestdftitles
(t--[iF gte mso 9]>{xmli
‘o :bocunentProperties?
fosfiuthor>Hew Hedia Genber<So-Author:
foclastAuthorHew Media Centerdfo:Lasthuthors
<o:Revision»2</o:Revision? :[ -
<o:TotalTine126</ /0 TotalTime>
Eosbreated > 2080 1-10-88T17 -89 882 < 0 - Created >
foclastSaued> 288 1-1a-08T19:57 (082 fo:LastSaveds
L = i
L
O H R 14fozlinesy
£ hex 1< fazParagraphs
':Il:|.|E'I'51(II'I::"?.E??ﬂ'i;"ll!”i‘l"iiﬂl’lﬁ"
-::.-’-:r:[lul:urtentF'r‘uper'ties}
CfamlxL{t[endif]-->
Catyle:

4= Style DeFlnitions =/
JAsoHormal ; 1i.MsoMormal , div.Hsolormal

fmso-style—parent 207 )
Mo

4.Go back to your Web Browser with Blackboard open and Paste the text into the Text:
field (Edit->Paste)
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Text:

<htinl Xmwlns:o="urn:schemas-microsoft-com:office:offic
¥tmlns:w="urn:schemas-microsoft-com:office : word™
xmlna="http:/ fvww. w3 .oryg/ TR/ REC-html40™>

|'[|
k

<meta http—equiv—L'ntent—TypE content="text/html;
cha

r il
m
|_|‘

=windows-1Z5Z">

ne=FProgld content=Word.Docuwment

ne=zenerator content="MNicrosoft Word 97> [:%
ame=0riginator content="Microsoft Word 97>
File-List href="./Tezst filez/filelist.xml"™>

ftitlex ll

it
In i}

£:;
m 1

m
t T
|_. ‘r' om0
L o T . S = .
M '| oo
i g
Il

m
._]
m
]
_r

in
it

5.Select the option below the Text: box for htm (the default is Smart Text)

Text:

<p class=MNsolormal><span ;I
style='color:#FFe600; background :maroon; m3o-highlight:
waroon'>This iz a test to sZee how to add HTHL to
Blackbhoard. </spanr<s3pan

style='color:#FFaal0' »<o:pr</oip></span=</p>

</ dive
</ hody>

</ html>

6.Click on the Submit button at the bottom
7.Click on the OK button to confirm the upload

8.Click on the file name link beneath your new document title

Test.htﬁ £ 1521 Bytes )
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9.Notice how your new docmument looks just like it doesin MS Word including colors,
images, specia characters, and formatting.
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Making a Course Accessible to Studentsin Bb

ROTC BLACKBOARD

| nstructor's Guideto Blackboard
Cour se Management

Making a Course Accessible to Students:

By default, your Blackboard course is not accessible to students. This allows you to develop your course
without students accessing it in the development process. Y ou must change the course availability when
you want students to be able to access your course.

1. While in the Control Panel, click on Cour se Settings under the heading "Course Options'.

2. Click on Course Availability.

3. Select "Yes' next to the question "Make Course Available". Click Submit to save the changes.

EL course Availability

@ Set Course Availability

Do you want this course available to users?

Make Course Available: & vo  pp

@ Submit

Click "Submit” to finish. Click "Cancel™ to abort this process.

Cancel ) Submit t'{l-_ltl

4. Y our students will now be able to access your course the next time they login to the Blackboard portal.
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Student Enrollment:

Give your students the following enrollment instructions:

1. Go to the ROTC Blackboard Portal at http://rotc.blackboard.com

2. Click on Login.

Blackboard 5

Welcomel!

' United States Ammy
4 Cadet Command Headquariers
Welcome o ROTC Blackboard com
S Lhe camgrahensme and lleidle i e
L oigdeny . - ”i_-\. T comamission the M o
i ) Learning :-c-ﬂra|a|:arrc i for the LS i b Y

Oy Lo D Deirlled |'|al.||*.-

Army Cadet Command, Blackbeard 7 - I.._.||| “.
proveles & web-based courge

rmanggement sysiam and arvime

laaming cammunibies which can be
taskored 19 your Indssdus needs and
prefenencas
POWERED RBY
[fiiackboars
wew bhickioard com
Lapynghd & 188 -2 Blackbpand Ing All Fighis Rersosed

3. Enter your UserName and Password. Click L ogin to enter the Blackboard Portal.

4. Click on the Cour ses tab to view the listing of Blackboard courses.

5 _
28 Army ROTC Home EF LT+

My Institution Cm;[f;s Community  Services RT1 AR Y wiodid

5. Click on the appropriate college heading to locate the course to enroll in.
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L course Catalog

o Al Regions Discussion Board
s Assessments and Sureys

« Cadre Instructional Material (ML
COURSES)

« First Region

« Fourth Region

o Leader and Training Development Division
s MMessages Board

» Fecruiting and Fetention

« second Hegion

# Browse Course Catalog

6. Click on the Enroll button to start the self-enrollment process.

Current Location: Cadre Instructional Material (MSL COURSES)
[ Top | :[ Cadre Instructional Material (ML COLUL ]

CATEGORIES:

Cadre Instructional Material; FALL 2002 (M50
Instructorfsl. Your First and Last Mame
Lessaon Plans and supporting documents for MSL 101, MSL 20102, MSL 301, MSL 401

7. Click Submit to enroll in the Blackboard course.
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m Self Enroliment

Receipt: Success

You have been successfully enralled in ¥our Course Mame ex (=tudies in Contemporary Culture)
as kgansepo. Click ok to continue

Z002-0420 &:58:493 A Ok [ﬂ
_l._

8. Click OK after the confirmation message to access the Blackboard course.

m Self Enroliment

Receipt: Success

‘fou have been successfully enrolled in Your Course Mame ex (studies in Contemporary Culture)
as kgansepo. Click ok to continue

2002-04-20 2:52:42 A Ok fy
_I._

Requesting a New Blackboard Cour se:

If you would like a devel opment Blackboard course created for you, please email ROTC Blackboard
System Administrator with the following information: Course name, School, and your Bb Username. The

administrator will create the course for you and will send you an email confirming the course creation.
Y ou will then be able to access your new course immediately.

Reusing a Previous Blackboard Cour se:

If you would like to reuse the contents of a Blackboard course that you have used in a previous semester,
please email ROTC Blackboard System Administrator and request that the contents of the original course

be copied into a new Coursel D for the upcoming semester.

Please include the following information in your email: Y our UserName and the Coursel D of theoriginal
course
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Making a Course Accessible to Studentsin Bb

The Blackboard administrator will copy the contents of the original course into a new Blackboard course
for you and will send you an email confirming the course creation. Y ou will then be able to access your
new course immediately.
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Viewing Y our Students Enroliment Listin Bb

ROTC BLACKBOARD

| nstructor's Guideto Blackboard
Creating a New Account.

1. Go to the Control Panel in your Blackboard course.

2. Click on Add Users under the heading "User Management".
3. Click on Create User.

4. Complete the required blocks (The fields marked with *).

5. If you are adding a student, after completing all the required blocks click on Summit .Y our student now
has a ROTC Bb account and is enrolled in your course. Do not call the Bb Sys Admin to request to have
your student(s) added to your course(s). That is your responsibility.

6. If you are adding afellow instructor, select the appropriate user level in step 4 - Role and Availability
prior to clicking on Summit. Y our fellow instructor has now a Bb account and is added to your course with
the user's rights you assigned him/her. Email the Bb Sys Admin to request further addition to other courses

required by Cadet Command.

Viewing your Student Enrollment List:

1. Go to the Control Panel for your Blackboard course.
2. Click on List/Modify Users under the heading "User Management".

3. Click on List All tab to view all students.

2] List  Modify Users
SEARLCH A-Z, 0-9 ADVANCED LEST ALL .:l.l-l"l_l'rl:l
[ Search )
Search By: {* |3st Mame © User Name
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4. After the warning message, click onthe List All button to view all students.
[EL] List  Modify Users

SEARCH A-Z, 0-3 ADVANCED LT ALL

MOTE: Depending on the number of recards, this function may take
some time to process. Click the List All hutton to show the list.

5. All students enrolled in your Blackboard course will be listed.

NOTE: Any student (or cadre) with an X next to their name are disabled from your Blackboard course so
they no longer have access to your course. Although disabled students are listed in the "List/Modify User"
section of Blackboard, they will not be listed in the online gradebook.

5 user(s) located
Displaying records 1-5

NAME USER NAME  E-MAIL ROLE
:_:ﬁgm:mgi: ' student!  studentifirotc.edu Student
:_:ﬁ,gmgmgg' student? studentZfrote.edu Student
tﬁ,gmgmgg' student? student3firoteo.edu Student
g:ﬂggg:i' studentd studentdfirotc.edu €3
vourLastName, .. ov) ttorl JoeDoefrote. edu Instructar

YourFirstMarme

Enrollment Options:

1. Go to the Control Panel for your Blackboard course.
2. Click on Cour se Settings under the heading " Course Options".

3. Click on Enrollment Options.
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4. There are 2 choices for student manual enrollment options.

If you choose the enrollment option "E-mail instructors when students request enrollment”, Blackboard will
send you all enrollment requests through email. It isthen your decision if you want to enroll that student.
This option is best if you prefer to monitor who enrolls in your Blackboard course.

m Enroliment Options

0 Select Enrollment Options

' Instructor / Admin: ¥ E-mail Instructors when Students request enrollment
' Self Enroliment: " [ Starting Date : Jul = |12 = |2001 =
I Ending Date : Jul = |13 =||2001 =

r Require Access code to enroll:

If you decide to use this option, please see the "Enrolling an Individual Student" section for further
instructions.

The other option isto allow student self-enrollment. Thiswill alow any student to enroll in your ROTC
Blackboard course during the dates specified. Y ou can aso restrict manual enrollment by requiring students
to enter an access code before they can enroll in the course. For example, you can announce this access code
on thefirst day of class so only studentsin attendance will be able to enroll in your Blackboard course.
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m Enroliment Options

0 Select Enrollment Options

' Instructor / Admin: ™ E-mail Instructors when Students request enrollment

' Self Enroliment: " [¥ starting Date : Aug x| |27 = 2001 =
¥ Ending Date : Sep =| |06 = |2001 =
v Require Access code to enroll: | Golriey

If you decide to use this option, please see the " Student Enrollment Instructions” section for further
instructions.

Enrolling an Individual Student:

1. Go to the Control Panel for your Blackboard course.
2. Click on Add User s under the heading "User Management".

3. Click on Enroll Existing User.

4. Select "User Name" asthe " Search By" criteria, enter the student's UserName and then click Sear ch.

m Enroll Existing User

SEARCH A-F 0-9 LIST ALL
fakeid Search "
Search By: " Last Name ™ User Name

5. Check the box next to the student's name and then click Submit to enroll them in your Blackboard
course.
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1 user(s) located
Displaying records 1-1

=
o
m
a

aADQ HAME HEHE E-MAIL ROLE
v LastMarmes, fakeid fakeidirote.edu None
Firsthameh
Cancel Subrnit ﬂ'-l
) W

6. The student is now enrolled in your Blackboard course.

m Enroll Existing User

Receipt: SUCCcess

Lzer fakepid enrolled as a student.
2002-04-20 2:52:43 Ahd

OK. ™)

Student Enrollment Instructions:

After you've enabled self-enrollment in your Blackboard course, give your students the following
enrollment instructions. See the section "Enrollment Options' for more information.

1. Go to the ROTC Blackboard Portal at http://rotc.blackboard.com

2. Click on Login.
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Blackboard 5

Welcome! _ United States Army
W Cadet Command Headguariers
Welcome fo ROTC Blackbeard com
Lhe carmgrenensme and lleidla a
Logen )} Leamning software platfomn for the LS eudi ’_": ::'T - "| o ) e I,h“r s
Army Cadet Command, Blackboard . ange 1o Da arI;--L| i 4 |'|el.||*:-.
provides & web-based courde ¥
I'I'?II'I-:'-Z_IE'T"IE‘“Z ‘5-;"5-1E"I""l and or-ime
learming cammwnibies which can ba
tasgared 1o your indsaduad neads and
preferences
POWERED i'."‘-_
Blackboard]
wew bk kboard com
Lwpynghd & 1EES d Mlackhpard Ine &l K rlepsmind

3. Enter your UserName and password. If you do not know your UserName or passwor, please contact the
ROTC Blackboard System Administrator. Click L ogin to enter the Blackboard Portal.

4. Click on the Cour sestab to view the listing of your ROTC Blackboard courses.

arEbes

e . i . -
28 Army ROTC Home ﬁ; LT+

BN R Courses  Community  Services w:ggg:mﬁ“ i"ﬁ:ﬁ{,‘;‘

5. Click on the appropriate catalog to locate the course to enroll in.
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Ll course Catalog

« Al Fegions Discussion Board
s Assessments and Surveys

« Cadre Instructional Material (MSL
COURSES)

« First Region

« Fourth Regian

« Leader and Training Development Divisian
« Messages Board

« Fecruiting and Retention

+ —econd Hegion

# Browse Course Catalog

6. Click on the Enroll button to start the self-enrollment process.

Current Location: Cadre Instructional Maternal (MSL COLIRSES)
[ Top ] :[ Cadre Instructional Material (MSL COLL. ]

CATEGORIES:

No Subcategories under Cadre Instructional Material (MSL COURSES)

COURSES:

EE] Cadre Instructional Material; FALL 2002 (M50
Inatructons): Sheila Visconti, Daniel Harmilton, Abe Tabar

Lesson Plans and supporting documents for MSL 107, MsL 20102, MSL 301, MSL 401

7. Click Submit to enroll in the Blackboard course.
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m Self Enroliment

@ Enroll in Your Course Name (Cadre Instructional Material: FALL 2002)

Instructor: YourFirstMame YourLasthame
Description:
Categories: At/ Music : General

€ Submit

Click "Submit” to enroll or "Cancel” to abort this process.

Cancel ) Submit t'{l-_l.*"
8. Click OK after the confirmation message to access the Blackboard course.

m Self Enroliment

Receipt: Success

You have been successfully enralled in Your Course Name ex (Studies in Contempoarary Culture)
as kgansepo. Click ok to continue

Z002-04-20 8:528:33 Ahd (8] 4 W
_l._

Removing Individual Students:

1. Go to the Control Panel for your Blackboard course.
2. Click on Remove User s under the heading "User Management”.

3. Select "User Name" asthe "Search By" criteria, enter the student's UserName, and then click Search.
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m Remove Users
SEARLH A-Z, 0-9 ADVANCED LIST ALL
fakepid @@
Search By: " Lact Hame ™ User Hame

4. Check the box next to the student's name, enter "Y es" in the textbox next to the question "Please type the
word Yes', and then click Submit to remove the student from your Blackboard course.

1 user(s) located
Dizplaying records 1-1

USER ROLE
REMOVE MAME ENE E-MAIL o=t
LastMameh, : :
v Firstharma fakepid fakeidi@rotc.edu Student

FPlease type the waord "Yes™.

Click "Submit™ to remove selected items: ves

Cancel ) Submit J:"_'I‘hl,

Please note that you can remove a student from your class but you cannot delete his’lher name from the
Blackboard database. Only the system administrator has that right.

1 user(s) located
Dizplaying records 1-1

REMOVE HAME % E-MAIL ROLE
Lasthame, :
[ Firathame  Studentt fakeid@rotc. edy €3

Fleasze type the word "Yes"™. Ii
Click "Submit" to remove selected iterms:

Cancel ) Sulbrrit )

5. The student is now removed from your Blackboard course. Please note that this removal only affects the

http://www.rotc.monroe.army.mil/training/ed&futures...guide/htm/viewing_your_students_enrollment_list.htm (9 of 14) [7/21/2004 7:35:39 AM]



Viewing Y our Students Enroliment Listin Bb

Blackboard course and does not remove the student from the ROTC Blackboard database.

m Remove Users

Receipt: SUCCcess
The following users were successfully removed:
Firsthamehl Lasthameh;

2002-04-20 2:52:42 Al

OK Ejll-"

Changing a Student's Role/Availability:

The user rolesin Blackboard define what a user is allowed to do in a course. Please note that if you change a
Student user to a Teachers Assistant in a course, that change is only in effective for that one course. User
Roles are defined on a course by course basis.

Instructor Role:
The instructor has full accessto all parts of the course.
Teachers Assistant
The Teachers Assistant has full accessto al parts of the course.
Course Builder
The Course Builder has accessto all parts of the course except those listed below:
= Cannot Remove Users
» Cannot Manage User Groups
= Cannot Access the Virtual Classrooms
« Cannot Send Email through Blackboard

« Cannot Access any itemsin the "Assessment” areain the Control Panel (eg,
gradebook)

Grader
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The Grader can only access the parts of the course listed below:
= All itemsin the "Asessment" areain the Control Panel (eg, gradebook)
Student

The Student does not have access to the Control Panel. They can only access areas of the
course through the area buttons on the main page (Announcements, Course Information,
etc...). Students cannot edit any parts of a course.

1. Go to the Control Panel for your Blackboard course.
2. Click on List/M odify User s under the heading "User Management”.

3. Click onList All tab to view all students.

[EL]] List  Modify Users
SEARLCH A-Z, 0-9 ADVANCED LEST ALL .:l.l-l"l_l'rl:l
Search
Search By: {% |25t Name (' User Name

4. After the warning message, click on the List All button to view all students.

2] List  Modify Users

SEARCH A-Z 0-9 ADVANCED LIST ALL

MOTE: Depending on the number of recards, this function may take
some time to process. Click the List All hutton to show the list.

5. All students enrolled in your Blackboard course will be listed. Click on the Properties button to view the
student's account information.
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5 user(s) located
Dizplaying records 1-5

NAME USER NAME  E-MAIL ROLE
LastName -

' Frr)
Firsthamad studentt  fakeid1@rotc.edu Student
sashames i
Firstharma? student?  fakeid2@Grote. edu Student Properties
LastMNames -

Eirethamo studentd  fakeid3@rotc. edu Student ((_Properties )
studentd, students  fakeidd@rotc. edu Student
studentd

rourLasthame, oo ctor joedoe@rote. edu Instructor

YourFirstMarme

6. Choose the user'srole in your Blackboard course by selecting the radio button in front of the desired role.
Select the user's availability in the course in the pull-down menu. An "available" user can be seen by other
usersin the course. An "unavailable" user is only seen by the instructor. Click Submit to save the changes.

m Modify User in Course

€@ Role and Availability

User Role

" Student © Instructor @ Teachers Assistant © Grader O Course Builder

Availahle (this course only)

I“*r’es 'I
@ Submit

Click "Submit™ to finish. Click "Cancel™ to abort this process.

Cancel ) Euhmitqlh,

Allowing Guest Access.

Sometimes it is necessary to allow access to your Blackboard courses to individuals who do not have a
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ROTC Bb UserName, such as aguest. If you enable guest access in your Blackboard course, users without a
ROTC Bb UserName will be ableto login to your course using the following account information:

username: guest
password: guest

Please note that users who login as "guest” will not be able to access any secured sectionsin your
Blackboard course, such as the Student Tools and Communication sections.

1. Go to the Control Panel for your ROTC Blackboard course.
2. Click on Cour se Settings under the heading " Course Options".
3. Click on Guest Access.

4. Click "Yes" next to the question "Allow Guests?' and then click Submit to save the changes.
m Guest Access

0 Allow Guest Access

Do you swant guests to be ahle to access this courge?

Allow Guests: o vas T Mo

€ Submit

Click "“Submit™ to finish. Click "Cancel™ to abort this process.

Cancel ) Subermit :._l:l'_":,

5. Your course has been updated to allows guest access.
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m Guest Access

Receipt: SUccess
Your Settings for Your Course Name eX (Studies in
Contemporary Culture) have been updated.

2002-04-20 252423 Ahd
'I::'K. T '-I"J
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Creating aQuizin Bb

ROTC BLACKBOARD

| nstructor's Guide to Blackboard
Creating a Quiz:

1. Go to the Control Panel and select Assessment Manager under "Assessment”.

Add Quiz/Exam I
2. Click -

3. On the screen that follows, title the quiz and provide a brief description
@ Assessment Properties

€ Name and Description

Name: |Quiz #1
Description:
Thiz quiz covers M3IL 101, chapters 3 v 4. __j_j

and then click Submit.

4. Now enter the instructions for the quiz
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€) Enter Instructions

Enter instructions for the assessment. Students will viewe these instructions
prior to beginning the assessment.

Instructions:

The Officers code applies to this u:;[uiz| _:_j

and then click Submit.

Editing a Multiple Choice Question:

1. Y ou should now be on the main page for editing aquiz. Y ou can select from avariety of question types.
Select "Multiple Choice" as the question type

(1) Select Question Type

=elect the type of question to add to the assessment. If you wish, you can select questions fram
a gquestion pool.

Question Type: [n,jtiple Choice B

Fill in the Blank
Matching

Submit Multinle Answer
e Multiple Choice
Ordering
Click "Submit™ to continue. Click "Cance -1 Answer/Essay
True/False

Submit

From Question Pool or Assessment
and then click Submit.

2. Enter the question in the "Question Text" field.
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@) Multiple Choice Question

Question Text:

J

Who i= the author of the Harry Potter series of
children's books?

| off

3. Typein answersin the "Answer Values' boxes and choose the correct answer with the radio buttons. Y ou
may select "Remove" at the end of each row for fewer than the default amount of 4 answers. Y ou may select
the number of possible answers in the pull-down menu.

@ Answers

=elect the number of possible answers, fill in the fields with possible answers, and check the
answers that will create a carrect response.

Number of Answers: |4 "’I

Correct Answer

Answer Values

r

=

r

r

4. Under "Options" enter responses for correct and incorrect answers.

ahel Silkverstein

J.E. Fowling

DOr. Seuss

tdadeline L'Engle

an
5 &) 13 3
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€) Options
Enter a response to a correct answer and a response to an incorrect answer.

Correct Response: Incorrect Response:
Good Job! “|  |study Harder! =)

H | |

- Preview [
5. Click leiEesnd) to continue or select A{PJ iIf you are finished adding questions. If you
select "Preview", go to Previewing a Quiz for further instructions.

Editing a True/False Question:

1. Choose "True/False" as the question type

(1) Select Question Type

=elect the type of question to add to the assessment. If you wish, you can select questions from
a question pool.

Question Type: [T, ,./False j

Fill in the Blank
Matching

Multiple Answer
Multiple Chaice
Crdering

=hort Answer/Essan
True/False

9 Submit

Click "Submit™ to continue. Click "Cance

Submit

From CQluestion Pool or Assessment

and then click Submit.

2. Enter the question in the "Question Text" field.
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@ TruelFalse Question

Question Text:
Harry Potter and the 3orcerer's 3tone iz the first hn:u:l}-:;l
in the =series.

.
1| | b

3. Choose either "True" or "False" asthe correct answer.

- Preview: [
4. Click leiEesnd) to continue or select A{P_.J if you are finished adding questions. If you
select "Preview", go to Previewing a Quiz for further instructions.

Editing a Short Answer/Essay Question:

1. Choose "Short Answer/Essay"” as the question type

o Select Question Type

=elect the type of question to add to the assessment. If you wish, you can select questions from
a question pool.

Question Type: [y .4 Answer/Essay j

Fill in the Blank
Matching
Multiple Answer
Multiple Choice
Ordering

9 Submit

Click "Submit™ to continue. Click "Cancef
True/False

Subrmit

From Cluestion Poal or Azsessment

and then click Submit.

2. Enter the essay question in the "Question Text" field.
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€ Short Answer/Essay Question

Question Text:

Please describe the svibolism of the mirror in Harry ;I
Fotter and the Sorcerer's 3tone.

[~

3. Enter an example of a correct answer to be viewed by teaching assistants and instructors when grading the
question. Please note that Short Answer/Essay questions are not automatically graded by Blackboard. If you
include this type of question in your assessment, you must grade these questions manually. All other
questions in the assessment will be graded automatically.

@) Answer

Enter an example of an answer to assist graders and students in determining the value of a
student answer,

Look for these key words: ;I
self-perception, desire, goal, self-worth, wanity,
subconscious. .. .

H

- Preview,
4. Click Add New Question) to continue or select J\j iIf you are finished adding questions. If you
select "Preview", go to Previewing a Quiz for further instructions.

Editing a Fill in the Blank Question:

1. Choose "Fill in the Blank" as the question type
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(1) Select Question Type

oelect the type of question to add to the assessment. If you wish, you can select questions fram
a gquestion pool.

Question Type: [ the Blank #|
Fill in the Eilank

Matching
Multiple Answer

Submit
9 Multiple Chaice
Ordering
Click "Submit” to continue. Click "Cancel >0 AnswerEssay
True/False

Subrmit

From CQluestion Pool or Assessment

and then click Submit.

2. Enter the question in the "Question Text" field. Use underscores to create the blank part of the question

@ Fill In the Blank Question

Question Text:

Then Harry looks into the mirror he =sees his . ;I

.
1| i B

3. Choose the number of variants of the correct response in the pull-down menu and then enter the possible
answersin the "Answer Values' text boxes.
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€ Answers

The drop down menu below allows you to enter multiple variants of the carrect response. Choose
a number of variants, then enter the correct response and all variants in the fields provided.

Number of Answers: IE 'I

Answer Yalues

family

ancestors

- Preview: [
4. Click leiEesnd) to continue or select A{P_.J if you are finished adding questions. If you
select "Preview", go to Previewing a Quiz for further instructions.

Editing a Matching Question:

1. Choose "Matching" as the question type

(1) Select Question Type

=elect the type of question to add to the assessment. If you wish, you can select questions from
a question pool.

Question Type: Matching j

Fill in the Blank \
f

ultiple Answer
Multiple Chaice
Crdering
=hort Answer/Essay
True/False

9 Submit

Chek "Submit™ to continue. Click "Cance

Subrmit

From Cluestion Pool or Azsessment

and then click Submit.

2. Enter instructions for the matching question.
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@ Matching Question

Question Text:

Match the character name with the appropriate Hoguwart :J
Lower.

.
1| i B

3. Enter the first list of matching items. Note that you can select the number of items in the pull-down menu.

€) Question ltems

Enter the number of question items and fill in the fields with values that will match to answer
items.

Number of Questions: IE "'I

Question ltems

Draco Malfoy

Fon lWeasley y—

4. Enter the second list of matching items:
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€) Answer Items

Enter the number of answer items and fill in the fields with values that will match to question
items.

Number of Answers: |2 ~

Answer ltems

Gryffindor

Slytherin

Continue ﬂ'"-*
and then click ———

5. Match the question and answer items:
@ Assign

Match each question item to the correct answer item using the drap-down lists.

Match Question ltems Answer ltems
B = 1. Draco Malfoy A, Gryffindor
A 2. FHon YWWeasley B. Slytherin

- Preview,
6. Click i) to continue or select J«j If you are finished adding questions. If you
select "Preview", go to Previewing a Quiz for further instructions.

Editing a Multiple Answer Question:

1. Choose "Multiple Answer" as the question type
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o Select Question Type

oelect the type of question to add to the assessment. If you wish, you can select questions fram
a question pool.

Question Type: |1, tinle Answer #

Fill in the Blank
Matching

Multiple AnSwer

Submit
9 Multiple Choice
Crdering
=hort Answer/Essay

Click "Submit™ to continue. Click "Cance
True/False

Subrmit
From Cluestion Pool or Assessment

and then click Submit.

2. Enter the question in the "Question Text" field.
@ Multiple Answer Question

Question Text:

The following students represented Gryffindor in the :J
TriWizard Tournsanent

4 Ne

3. Choose the number of possible answer choicesin the "Number of Answers" pull-down menu. Enter the
answersin the "Answer Values' text boxes. Designate the correct responses by selecting the check box next
to the appropriate answers.
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@ Answers

melect the number of possible answers, fill in the fields with possible answers, and
check the answers that will create a correct response.

Number of Answers: |4 ~

,ﬂﬁ Answer Values
E‘lb Cedric Diggory
- Fubeus Hagrid
W Harry Potter
r Hermaoine Granger Remaove

- Preview,
4. Click leiEesnd) to continue or select Jj if you are finished adding questions. If you
select "Preview", go to Previewing a Quiz for further instructions.

Editing an Ordering Question:

1. Choose "Ordering" as the question type

(1) Select Question Type

=elect the type of question to add to the assessment. If you wish, you can select questions fram
a gquestion pool.

Question Type: Ordering j

Fill in the Blank
Matching

Multiple Answer
Multiple Chaice

9 Submit

=hort Answer/Essay

Click "Submit™ to continue. Click "Cance
TruefFalze

Subrmit
From Cluestion Pool or Assessment
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and then click Submit.

2. Enter the question in the "Question Text" field.

@ Ordering Question

Question Text:

J

Order the following books by their publication date :J
starting with the earliest.

ol

3. Enter the answersin the correct order:

@ Answers

select the number of answers and fill in the fields with the answers in the correct order.

NHumber of Answers: Id 'I

Correct Order

1 [Harry Potter and the

Sorcerer's Sto

2 |Harry Potter and the

3 |Harry Potter and the

4 |Harry FPotter and the

Continue ﬂ' T,
4. Click —/

Remowve
Chamber of ZSec -
Remowve
Pri=zoner of iz
xobhlet of Fire y—

5. Change the display order by selecting the order in the pull-down menus next to each item.
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) Select Display Order

=elect the order in which the answers will appear from the drap-down lists.

Display Order Correct Order

1 =] Harry Potter and the Chamber of
Secrets

1. Harry Potter and the Sorcerer's Stone

2 =l Harry Potter and the Sorcerer's Stone 2. Harry Patter and the Chamber of Secrets

3 = Harry Potter and the Goblet of Fire 3. Harry Potter and the Prisaner of Azkaban
1
3 Harry Potter and the Prisoner of 4. Harry Potter and the Goblet of Fire
n
4

- Preview, |
6. Click leiavesnd) to continue or select A{U if you are finished adding questions. If you
select "Preview", go Previewing a Quiz for further instructions.

Including Imagesin a Question:

1. Y ou may include images in any question type. In this example, we'll use Multiple Choice so select
"Multiple Choice" asthe question type.

(1) Select Question Type

=elect the type of question to add to the assessment. If you wish, you can select questions from
a guestion poal.

Question Type: [14,tiple Choice -l

Fill in the Blank
Matching
Pultiple Answer
Multiple Choice
Crdering

ohort AnswerEssay
True/False

9 Submit

Click "Submit" to continue. Click "Cance

Subrmit

From Question Pool or Assessment

and then click Submit.
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2. Enter the questions text and then click on the Advanced button.

 Morma IAﬂuan:eﬂ.ﬂ“‘.
€) Multiple Choice Question

Question Text:

In which hook does Harry meet & relative he didn't :J
know he had?

3. Click on Add Image/File to add a picture to the question text.

" Normal || Avsncad
@) Multiple Choice Question
Question Text:
In which book does Harry meet & relative he didn't :J

krnow he had?

 SmartText ¢ PlainText ¢ HTML

Question Image/File:  ( Add image | |=|eran

Question Link Name:

Ouestion Link URL: http:/

4. Click on Browse to upload the imagefile.
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€) Add Image / File to Question

Click the Browse hutton to find a file to attach, then choose an action for the attached

file.
File: Eircuwse..;pj
Action: Create a Link to This File Al Files) j

5. Choose the file and then click Open.

Choose File

Loak in: I'_jq.lima;us 3 = B et -

Hizhory
Deskiop

=

Iy Dhocuments

U

"l

My Cotrgiber

Cr &
o Fil name: ||:harrbamecret j Dpen o

My Network P
S Files of ype: | 4l Files [7.7) -] Cancel 1

6. Choose Display on Page in the pull-down menu

€) Add Image / File to Question

Click the Browse button to find a file to attach, then choose an action for the attached

file.
File: CADocuments and Settings\Administra Browse...
Action: Create a Link to This File (All Files) j

Create a Link to This File (All Files

and then click Submit.
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7. Theimage is now associated with the question text.

(_Normal || Advanced
@ Multiple Choice Question
Question Text:
In which book does Harry meet & relative he didn't :J

know he had?

& SmanText ¢ PlainText © HTML

Question ImageFile:

S ] ("Moaiy ) (Remove)

Question Link Name:

Question Link URL: hittp:/f

8. Scroll down to section "2: Answers'. Click on "Add Image/File" to add an image to an answer.
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9 Answers

Select the number of possible answers, fill in the fields with possible answers, and
check the answers that will create a correct response.

Number of Answers: I 3 "I

Correct
——— Answer Values
Answer -
(Add Image ! Filg|r
i J
Remowve
Add Image [ Flle
f-.
Remowve
I Add Image | Flle
r-
Remove

9. Click on Browse to upload the imagefile.

€) Add Image / File to Question

Click the Browse button to find a file to attach, then choose an action for the attached

file.
File: Elruwse..gi*j
Action: Create a Link to This File Al Files) j

10. Choose the file and then click Open.
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Chouoxe file

Look in: I'_jmima;lss 3 = B ¥ EB-

History

Desklop

=

Iy Dhocuments

Il Cinrrgaber

RS

i File narme: | chambarsacrat |
=l

My Netwark B

Files of type: | 4l Files: 7]

11. Choose Display on Page in the pull-down menu

€) Add Image / File to Question

Click the Brovwse button to find a file to attach, then choose an action for the attached

file.
File: ChDocuments and Settings\administra Browse...
Action: Create a Link to This File (All Files) j

[Create a Link to This File (All Files

and then click Submit.

12. Theimage is now associated with the answer.
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B Answers

Select the number of possible answers, fill in the fields with possible answers, and
check the answers that will create a correct response.

Number of Answers:; |1 ™

Correct
Answer Values
Answer
o
- ‘. - T
=l
#I
':.
T B IO Byl
(" Modity ) (( Remove )
I Add Image [ Flle
f-
I Add Image | Flie
r

13. Repeat steps 8-11 for al answer items and then click Aidd New Question ) to continue or select

F'rcvlcw5|l-rl
! if you are finished adding questions. If you select "Preview", go to Previewing a Quiz for
further instructions.

Including Linksin a Question:

1. You may include links in any question type. In this example, we'll use a multiple choice question so select
"Multiple Choice" as the question type.
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o Select Question Type

=elect the type of question to add to the assessment. If you wish, you can select questions fram
a question pool.

Question Type: [14,tiple Choice =

Fill in the Blank
Matching

9 Submit Multiple Answer
Multiple Choice
Crdering
=hort AnswerEssay

Click "Submit™ to continue. Click "Cance
True/False

Submit

From CQluestion Pool or Assessment

and then click Submit.

2. Enter the questions text and then click on the Advanced button.

IAﬂvan:egﬂ'jl
@ Multiple Choice Question

Question Text:

In which book does Harry meet a relative he didn't ;I
know he had? ¥You mway use the following link to f£ind
the answer.

3. Enter the link name and the link URL.
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7 MNormal || Bcheaiicad
€) Multiple Choice Question
Question Text:
In which book does Harry meet a relative he didn't :J

know he had? You mway use the following link to £ind
the answer.

& SmantText O PlainText 0 HTML
Question ImageFile:

Question Link HName:

Harry Fotter Homepage

Question Link URL:

hitp: A schaolastic.com/harrypotter
4. Scroll down to section "2: Answers' and enter the possible answer values:

ﬂ Answers

Select the number of possible answers, fill in the fields with possihle answers, and
checkthe answers that will create a correct response.

Number of Answers: I 4 "I

Correct Answer Values
Answer
~ Harry Fotter and the Sorcerer's Stane
- Harry Potter and the Prisoner of Azkak;
Remove
~ Harry Fotter and the Gohlet of Fire
~ |Harr‘_~; Patter and the Chamber of Secre

g
:
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- Preview, |
5. Click leiEesnd) to continue or select A‘[P_.J if you are finished adding questions. If you
select "Preview", go Previewing a Quiz for further instructions.

Previewing a Quiz:

Preview |
1. After you select A{PJ the quiz information will be displayed. Be sure to enter point values for each
guestion.

. .
uuestiun|1 "I Multiple Choice |25 Paints

Question: YWho is the author of the Harry Potter series of children's books?

Answoer: X Shel Silverstein

v K. Rowling

X Dr. Seuss

X tdadeeine L'Engle
Correct Feedback: Good Job!
Incorrect Feedbhack: study Harder!

2. If you wish, you can modify the order of the questions by pulling down on the number besides each
guestion.

|
|25 FPaints

Fill In the Blank

Question

Question: When Harry looks inta the mirrar he sees his

l'_l\.'lll“'-\.'ll—l-'_r_\.‘I
4

Answer: W family
o ancestors

3. Check over your quiz for mistakes. Click on the "Modify" button to return to the question editor to change
any questions or answers.
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Mo i T
ﬂuESﬁDn I2 1"'I TI'LIEIFE.'EE IEE F'Dintg
Question: Harry Potter and the Sorcerer's Stane is the first boak
in the series.
Answer: + True
X False

Making a Quiz Available:

o o ) ] Save and Make Available
1. When you are finished editing your quiz, click ./ at the bottom of the screen.
Please note that if you " Save and Make Available" and then later you make the same assessment unavailable,
you will lose all of the students' scores for that assessment.

2. Click "Yes' next to the question "Make Assessment Available?'. Designate if you would like an
announcement alerting students of this assessment. Also, choose the folder where you would like alink to the
quiz displayed. If you would like to use the timed release content option, please see Using the Timed Release

Content Feature for more information.

@) Assessment Availability Information

You can make your assessment "Available” ar "Not Available” for access by users. If you are
making this assessment "Available”, you will need to designate the aption details for this
assessment. If you are making this assessment "Linavailable”, you will be removing access to this
assessment. By making this assessment "LUnavailable” you will lose any grade infarmation that

has already been associated with this assessment.

Name: Cluiz #1
Description: this quiz covers Unit 1: Chapters 1,2 and 3
Status: Not Available {will be made available on submission)

Make Assessment Available? & Yes O MNo

Generate an Announcement? & Yes O Mo

Place & Link In: |Assignments E@

3. Under Options, check the boxes next to "Show Detailed Result?' and "Timed Quiz". Choose the time
length for the quiz from the pull-down menus.. Y ou may also enter a password for the quiz, but please note
that no spaces are allowed in the password.
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@) Options

¥ Show detailed result: Show your students the results for each question instead of simply
their final grade.

[T Reveal correct answer: Show your students the carrect answer for each question. (Shown
only when show Detalled Result checked.)

[T Feedback enabled: Allow your students to view the feedback that you have entered for
each guestion. (Shown only when Show Detailed Hesult and Reveal Carrect Answer
checked.)

™ Allow multiple attempts: Allow your students to take this assessment multiple times.

¥ Settime for quiz: Students are shown a running clock and warned when the time limit is

approaching.
Huurs:|1 "'I I'I.I'Iinutes:IDEI *I

Password protect: Allow anly those students with the specified passwoard to take the
assessment. Mo spaces are allowed. (Leaving it blank means no passwoard required.)

Enter password: [secretpasaward Mo spaces are allowed.

4. Click Submit to add the online assessment to your Blackboard course.

5. Click on your Coursel D in the directory history at the top of the screen to return to the course view.

COURSES = T%T * CONTROL PAMEL = ASSESSMENT MANAGER

6. Notice that alink to your quiz islisted in the "Announcements' section. Click on the link to view the quiz.
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Announcements

VIEW TODAY VIEW LAST 7 DAYS I VIEW LAST 30 DAYS I VIEW ALL

Sunday, April 21, 2002

P ed by Your Last

Sun, Apr 21, 2002 -- A new quiz has been posted. and First Name
To begin taking the quiz titled Cuiz #71 click here.
This quiz covers ML 101, chapters 3 v 4.

P by Your Last

Sun, Apr 21, 2002 -- A new quiz has been posted. and Frst Name
To begin taking the quiz titled Quiz # click here.
Thiz guiz covers MSL 101, chapters 3 y 4.

Altering the Datesthat an Assessment is Available to Students:

If you specified specific dates to display a quiz when you made the quiz available as in the example below,
you can alter these dates by changing the display date for the generated announcement and the quiz link.

Make Assessment Available? ™ Yes O Mo

Generate an Announcement? ® ves O Mo

Place a link In: | Assignments =]

Choose date restrictions for visihility of Announcement andfar
Link to Assessment

¥  Display After

Sep = |21 =] |2001 ~]
03 | oo =| |PM =]

W Display Until

Sep x| |21 =] |2001 ~]
n5qﬂ|nnj|wj

1. First, change the display dates for the generated announcement. Go to the Control Panel for your
Blackboard course.

2. Click on Announcements under the heading " Content Areas’

3. Click on the M odify button next to the annoucement.
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VIEW TODAY VIEW LAST 7 UAYS I VIEW LAST 30 DAYS P VIEWALE

April 14 - 21, 2002

Sun, Apr 21, 2002 -- A new quiz has been posted.

To begin taking the quiz titled Gz #7 click here.
This quiz covers MSL 101, chapters 3 v 4. (_Modity ) (Remove )

Paswd by: Yo Lastand Fivt Hame

4. Scroll down to "2: Options'. Modify the display dates for the announcement that allows students to access
the quiz. In the example below, the students will have an extra 2 hours to access the quiz since the
annoucement will now be available until 7PM instead of 5SPM.

e Options

Abivays shiow this announcement on the course's main page. " ves ™ Mo

Festrict dates to show this announcement:
V¥ Display After

Sep =| |21 =] |2001 ~]
03 x| oo =| |PM =]

' Display Linti

Sep »| |21 =] 2001 =]
n?ﬂj]nnj [PM =]

5. Click Submit to save the changes to the announcement.

6. Click OK after the confirmation message.

mﬁnnnuncement Receipt

Announcement updated

sun, Apr 21, 2002 -- A new quiz has been posted.
To begin taking the quiz titled Gz #1 click here.
This quiz covers MzL 101, chapters 3 v 4.

2002-04-21 12:02:12 P

oK )
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Current Location: Assignments

[1 =] quiz #1 (Mhoclty, (Remove)

auiz #1 is not available. twill be available
7. Next, cha between Fri, Sep 21 15:00 and Fri, Sep 21 17:00 nge the display

dates for the quiz link. Return to the Control Panel for your Blackboard course.

8. Click on the appropriate Content Area. In the example above, we placed the quiz link in "Assignments’ so
we need to click on the Assignments section to modify the quiz link.

9. Click on the M odify button next to the quiz link.

10. Scroll downto "3: Options'. Modify the display dates for the quiz link that allows students to access the
quiz. In the example, below the students will have an extra 2 hours to access the quiz since the annoucement
will now be available until 7PM instead of 5PM.

@ Options

Do you want to make the content * vas O pp
visible:
Do you want to add offline content? " vas O plg

Do you want to track number of views? (.- & g
Do you want to add Metadata? " ves O Mo

Select Date(s) of Availability V¥ Display After

Sep x| |21 x| |2001 ~]
03 = o0 =] [PM =]

W Display Until

Sep x| |21 x| |2001 ~]
D?Lﬂlﬂﬂj |PM >

11. Click Submit to save the changes.

12. Click OK after the confirmation message. Note that the display time for the quiz link has been extended
from the original cut-off time of 5PM (17:00) to 7PM (19:00)
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m Content Receipt

Content updated
Uiz #1

Quiz #1 is not available. [twill be available between Fri, Sep 21 15:00
and Fri Sep 21 19:00

2002-04-21 12:05:13 P

OK k)

DOLD | Edu & Futures Div | Current Ops Div | SOCC | CDT Command

Email the DOLD WebM aster

This page was last updated on February 13, 2004

http://www.rotc.monroe.army.mil/training/ed&futures_div/blackboard_instr_guide/htm/creating_a_quiz.htm (29 of 29) [7/21/2004 7:35:57 AM]


http://www.rotc.monroe.army.mil/training/index.htm
http://www.rotc.monroe.army.mil/training/ed&future_div.htm
http://www.rotc.monroe.army.mil/training/currentops_div.htm
http://www.rotc.monroe.army.mil/training/socc.htm
http://www.rotc.monroe.army.mil/
mailto:tabara@monroe.army.mil

Viewing an Online Grade Book in Bb

ROTC BLACKBOARD

Instructor's Guideto Blackboard
Viewing the Online Gradebook:

1. In the Control Pandl, click on Online Gradebook under "Assessment".
2. Click Spreadsheet View to view alisting of the students' grades.

3. Thisisasample view of a Blackboard gradebook. Note that the students names are listed in the left-hand column and
their grades appear below each assignment name. In this example, the student "FirstNamel LastNamel" received a91.7
out of 92.2 on "Midterm Exam" and a 60 out of 81.5 on "Quiz #2". Please note the legend at the bottom of the
spreadsheet view which explains the meaning of the special charactersin the online gradebook.

)
Spraadshaat View
bl Add tem | 2" Modity hem &’ Remove lsom | 4 Export Gradebook
Sort Rems 0. Rem Order  Dale Added  bame  Typs
5 ol S herar Al = - H . =F i = f’ Filer Lale AOOed  Remes YT
Filter users by last name: |-|"-M 4 | Filter items by type: f?ﬂ W A _] Sori users e Last Name First Name Lser D
Ouiz #1 Midterm Exam Midlm_m Quiz &2 Tatal Tatal
el o Evaluation B Points Weighted
Chiangs Rem Oroer SRy . Points
LastHamel, FirstHamel (sudeni "] 91.7 v 6l 151.7 ]
LastHame?, FirstHame? (student?) : ! W ] 1] 1]
LastHamed, FirstHamed (stusent: ; W (7L (1t} n
Points Possible 175 922 H/A 815 BT ]
Weighi Wi Caracies H/A 0%
W' Commpleted oK J
&} In Progrezs
- NG It ormalion
| Meeds Crading
7 Gracing Error

" RpACE endlo & non-nsiie jem

Adding Itemsto the Online Gradebook:

1. In the spreadsheet view of the online gradebok, click (P Add item q-lb | to add an assignment to the gradebook.

2. Name the entry, choose the appropriate entry type from the pull-down list, assign the maximum points, and then click
Submit.
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Add Gradebook ltem

€) Enter Item Information

Name: Attendance
Type: Attendance =l
Points possible: 100

3. After the confirmation message click OK to return to the spreadsheet view.

@Receipt: Add Gradebhook Item

Attendance ‘Attendance’ has been created.
Click the Ok buttan to return to the Spreadsheet Yiew

Mote that if wou are filtering the spreadsheet, wou may not see ywour new entry until you "Show AllY

2002-00-21 95648 Akl

ok F b

4. The item addition will be reflected in the spreadsheet view. Please note that the gradebook items will not display if
you do not have any students in your cour se.
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Spreadsheet View

S8F Aad e

| 27 neodily liem

]ﬂ’nnmm

i A’ Export Gradebook |

Filter users by last name: | Show A1 =] Filter ftems by type: | Show Al

Cuiz M1
Change Rem COrder | Stk

|LastHame1, FirstHame1 is1u:l!-1’t1'ji [+
|LastMame2, FirstHame2 (stusert2) '
LastName3, FirstName3 (susenis) i
Points Possible T
| Waight Wit Grades |

v Complsted

i In Progress

- No Infarmation

| Mecds Grading

7 Gradirg Erroe

¥ Rabcs denole & noniske fesm

Filtmr
;I {'_} Sort users ne
[ . ._H{:Hu-rm
Midterm Exam Evafieskion Culz &2
Gtz PR : Guiz
917 | v j 60
J % !
i v 69
9z.2 NiA 81.5
[ NAA

Reordering Itemsin the Online Gradebook:

Sor wems by fem Order  Cabs Added  Hame  Type
Last Name Frst Name User D

Amtendance | Tatal iw::::rlllnd
Attendance Pnlnl:i Points
|17 o |
0 0
e | o
100 “Hﬂ,? i 0
| 0%
oK )

1. In the spreadsheet view of the online gradebook, click on Change Item Order. Please note that students must be
enrolled in your coursein order for you to use the spreadsheet view of the online gradebook.

& In Progress
- Mo Information

| heeds Grading
? Grading Errar

* talics denote a non-visible tem.

2. Select the order of the itemsin the pull-down menus and then click Submit to save the changes.

Midt Midterm Total
Quiz #1 | oot | Fyaluation | Quiz #2 |Attendance | Total | o0
. Exam . . Weighted
iz _ ELiT Attenclance | Points ,
iz Points
Change rtem{,-!:rilrrder SLFYEY
LastName1, Firstdame1 (stfiﬂ':anﬂj g 91.7 v 60 - 151.7 0
LastMame2, FirstHame2 (student2) - ! v ! - 0 1]
LastHame3, FirstHame3 (student) - - v 69 - 69 1]
Points Possihle 175 92.2 /A 815 100 448.7 0
Weight Weight Grades N/A 0%
v Completed ._)GK
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Reorder Gradebook ltems

ltem Order

=
-
[=
bl
-
=
hl
=

Guiz # 2wz

Midterm Exam nduiz)

Midterm Evaluation rSurvey)
Gz #2 r2uiz)

Attendance (asttendsnce)

denate a non-visible tem.

Tl il il

3. Click OK after the confirmation message to return to the spreadsheet view.

‘/‘@ Receipt: Reorder Gradebook ltems

Item ordering has been updated.
Click the OK button to return to the Spreadsheet “iew

Mote that changes may not appear until vou =&t tem soring options to 'Course Order' |

'DK.;'.ﬂ'l'rl I

2002-04-21 95645 Al

4. Note how the gradebook item order has changed.

Date Added Puoints Possihle

Apr 22, 2002 175

Apr 22, 2002 922

Apr 25, 2002 0

Apr 25, 2002 g1.5

Apr 25, 2002 100
Cancel ) Submit )
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Midterm
Midterm Total
Attendance &uiz_ #1 | Quiz #2 Fog Evaluation ;rn:atls Weighted
Aftendance (AT EUIT Quiz oin Polnts
Change tem Crdet Survey
LastName1, FirstName1 (student1) - ] 60 N7 | v 151.7 0
LastMame?2, FirstiName2 (student?) - : ! ! | v 0 0
LastName3, FirstName3 (students)| - : 69 N 69 0
Points Possible 100 175 815 92.2 N/A 448.7 0
Weight Vieight Grades | NA 0%
[ Completed ' oK )
& InProgress
- Mo Information
I Meeds Grading
? Grading Errar

* Ralice denote & non-visible tem.

Adding Gradesto the Online Gradebook:

1. Click on the assignment's name to enter alist of student grades. Please note that students must be enrolled in your
coursein order for you to use the spreadsheet view of the online gradebook.

= Midterm
Attendlance | Quiz #1 | Quiz #2 Mf'dta"" Evaluation Total WTFt:tI .
Adnce | Quz Guiz T Paints| 3T C
= iz Points
Change ftem Order Survey
LastMame1, FirstName1 (student1) - 8 60 91.7 | v 151.7 ]
LastName2, FirstName2 (student2) - - ! ! | v 0 ]
LastName3, FirstName3 (stucerts)| - : 69 v 69 0
Points Possible 100 175 81.5 02.2 N/A 448.7 ]
Weight Weight Grades : H/A 0%
W Completed ' oK )
& InProgress
- Mo Information
I Meeds Grading
? Grading Errar

* Ralics denate & non-vizible dem.

2. Typeinthe student's score in the textbox next to their name.
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Scores

Date Graded User Sort users by Last Hame First Hame User ID Score

LastMamel, FirstMame (student1) 100

LastMameZ, FirstMame? (student2)

LastMamed, FirstMame3 (students) 75

3. Click Submit to save the changes to the online gradebook.
4. After the confirmation message click OK to return to the spreadsheet view.

5. The new student grades will now appear in the spreadsheet view.

Midterm
. . Midterm ; Total
Attendance Qm; #1 ﬂulaf HZ B Ewaluation Tn.tal Weighted
Attendance @iz QLT : Points :
Rz Paoinis
Chande fem Order . Survey
LastHame1, FirstName1 (studenti) 100 g : &0 0.7 v 29197 0
LastName?2, FirstName?2 (ztudert2) | - e : ! ! W 0 0
LastName3, FirstName3 (stusertsy| 75 | - | 69 : v 144 0
Points Possible | 100 175 81.5 92.2 N/A 448.7 | 0
Weight Wisight Grades | . N/A 0%
v Completed oK )
& In Progress
- ho Information
I Needs Grading
'-‘ Gra[mng Error ol
* tafics denole & non-visble fem.

Weighting Gradesin the Online Gradebook:

1. In the spreadsheet view, click on Weight Grades. Please note that students must be enrolled in your coursein order
for you to use the spreadsheet view of the online gradebook.
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| Midterin o R Total
ot . :
Attendance | Qm; #1 QIIII- #2 o Evaluation Tn.tal Weighted
Attendance Quiz Gz ; Paints .
Gz Paoints
Change fem Order _ SUrvEY
LastHame1, FirstName1 (student1) | 100 - g 60 91.7 v 251.7 0
LastNameZ, FirstName? (studsr2) : - > ! ! L' 1] 1]
LastMame3, FirstName3 (student3) | 75 2 69 = v 144 0
Puoints Possible 100 175 815 92.2 N/A 448.7 0
Weight Welght-Grades | | N/A 0%
v Completed oK )
£l I Progress
- NoInformation
I Needs Grading

2 Grading Error

* talics denole & non-visble dem.

2. Enter the weight for each item and then click Submit.

Adjust Gradebook Weights

@) SetWeights for Grades

Grade Points Poss Weight %

Attendance { Attendance ) 100 20 W

Midterm Evaluation { Survey )0 10 %

Mlidterm Exam ( Quiz ) 922 A0 %o

Quiz #1 ¢ Quiz ) 175 15

Quiz #2 ( Quiz) 815 15 o
@ Submit

Click "Submit™ to finish. Click "Cancel™ to abont this process.

Cancel ) Suhrnmﬂ:'l‘j

3. Click OK after the confirmation message to return to the spreadsheet view.
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Adjust Gradebook Weights

Gradehook weights have been adjusted.
Click the QK button to return to the Spreadsheet Wiew

2002-04-21 9:56:492 Ahd

OKEIEI)

4. Note that the spreadsheet view now contains a new column "Total Weighted Points" which contains the student's
overall percentage score.

Atendance (4% 0% o Evaluio Total yintod
Change tem Order Quiz | Guiz iz o Points
LastName1, FirstName1 (studert1) 100 2 | 60 91.7 v 251.7 | 65.68
LastName2?, Firstdame? (studert2) - - ! ! v 0 0
LastMame3, FirstHame3 studert) i = 69 - v 144 29.35
Points Possible 100 175 815 | 92.2 N/A 448.7 | 95.355
Weight Wieight Grades 20% 15% [ 15% | 40% N/A 100%
v Completed —MK

& In Progress
- Mo Information

| Meeds Grading
? Grading Errar

Viewing Survey Results:

1. In the Online Gradebook option screen, click on Report by Item.

2. Enter the survey's name and then click Sear ch.
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# L

Report By ltem
SEARCH A-Z 08 LIST ALL
Midterm Evaluation (ﬂﬂi«!
Search By: ¥ Jtem Hame O Type

3. Click on Gradesto view the survey information.

1 item(s] located
Displaying records 1-1

MHAME TYPE POINTS POSSIELE STATUS

Midterm Evaluation Sunvey 0 Yisible

* ltalics denote a non-wizible item.

4. Students who have taken the survey will have a check next to their name. Since surveys are not graded the student
does not receive a score.

Scores

Date Student Score
Apr 10, 2002 FirstMame?, FirstMame ¢ studentt ) v
Apr 10, 2002 LastMame2, Firstilame? ¢ studentz 3 v

Apr 10, 2002 LastMame3, FirstMame3 ¢ studentz )

5. Click on the Detailed Analysislink to view alisting of the student responses.
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Report for Midterm Evaluation

Iltem Information
Foints Possible: 1]

Total Paints: MAA,
Class Awvg.: MR
Sevston: NiA
“ariance: MR,
High: MIEA,
Loy MiA

Detailedjfnalysis
'\_{I_lll

6. The percentage of student responses appears next to each question. In the example below, both survey takers
responded "False" to the statement "This course was arequired course in my major field". Since surveys are anonymous,
students names are not associated with their answers.

Analysis for Midtenn Evaluation
Total Responses=2

GZuestion 1: TrueiFalse

This course was a required course in my major field o
Responses
True 0%
False 100%

7. Click OK to return to the survey report.

8. Click on Online Gradebook in the navigation bar at the top of the screen to return to the online gradebook option
screen.

COURSES » COURSES » TEST = CONTREOL PANEL = IIINLINEI’P&JHADEEIEIEIH * SPREADSHEET WIEW

Handling Exclamation Pointsin the Online Gradebook:

1. In the Online Gradebook option screen, click on Spreadsheet View.
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m Online Gradebook

4 Report By User
LIse this area to find a specific user. You can view statistics and assessment results, and
madify and update scares for a user.

b Report By ltem
LIse this area to view information about a specific gradebook item.

4 Spreadsheetiew
i . . .
¥ our standar&‘@adehnnk view 1= located here. You can add, madify and remove gradebook
entries, including assessment results.

4 Export Gradehook
Export the gradebook as a comma-delimited text file.

2. Red exclamation points alert the instructor that a particular assessment attempt requires attention. Red exclamation
points appear in place of a student's assessment score for one of the following reasons:

- The assessment contained a short answer/essay item that must be graded manually by the instructor. In this case, the
instructor can view the attempt and assign points for the short/answer essay question. Please see Updating Short

Answer/Essay Grades for more information.

- The student exceeded the assessment time limit. In this case, the instructor can view the attempt and the extra time the
student used. The instructor can either allow the attempt or assign a score of zero for exceeding the time limit. Please see
Updating Assessment Attempts that Exceeded the Time Limit for more information.

- The student was unabl e to submit the assessment due to a browser or network failure. In this case, the instructor can
reset the attempt to allow the student to retake the assessment. Please see Clearing an Assessment Attempt for more

information.

Updating Short Answer/Essay Grades.

1. Once in the spreadsheet view, click on the exclamation point to view the assessment attempt.

http://www.rotc.monroe.army.mil/training/ed&futur...d_instr_guide/htm/viewing_an_online_gradebook.htm (11 of 25) [7/21/2004 7:36:21 AM]



Viewing an Online Grade Book in Bb

o 5 5 P o 1ot i
Changs tem Order Quiz | Guiz iz S— Points
LastName1, FirstName1 (ztudert1) 100 2 | 60 91.7 v 251.7 | 65.68
LastMame?, Firstdame? (=tudert2) - - ! : o v 0 0
LastMame3, FirstName3 student=) b= = 69 - v 144 25.35
Points Possible 100 175 (815 | 922 N/A 448.7 | 95355
Weight yyieight Grades 20% 15% [15% | 40% N/A 100%
W' Completed _.MK

& InProgress
- Mo Information

| hleeds Grading
? Grading Errar

2. The short answer/essay question will be flagged by the icon.

3. View the student's response and assign the appropriate point amount. Notice that the grading suggestions that you

entered during the assessment creation process appear under the student's answer to aid grading.

Gluestion 5:
10 points possible

Short AnswerEssay

Question: FPlease describe the symbolism of the the mirrar in
Harry Potter and the Sorcerer's Stone.

21

Firstdame3's answer:

The mirrar reflects your inner desires.

Suggested answer:

Look for these key wards:

selfperception, desire, goal, selfwarth, vanity, subcaonscious....
Points assigned: MN/A,

Points given: I"-1

4. Click Submit to update the student's score.

5. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook.
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The score has been updated.
Click the Ok button to return to the previous page.

2002-04-21 9:55:42 AM

OK, Ji)

6. Note that the student now has a grade for the assessment instead of an "!". The student will see this updated score the
next time they check their grades.

oo 5 5 LT o ot e
Change tem Order Quiz | Quiz @iz S— Points
LastHame1, Firsthame1 (student1) 100 2 | 60 91.7 v 251.7 | 65.68
LastName?, FirstHame? ztudert2) - - ! g0 v a0 36
LastHame3, Firstdame3 rstudert3) 75 = 69 - v 144 29.35
Points Possible 100 175 (815 | 92.2 N/A 448.7 | 95.355
Weight Wieight Grades 20% 15% |[15% | 40% N/A 100%
v Completed Ok )

£ In Progress
- Mo Information
I heeds Grading

7 Grading Errar

Updating Assessment Attemptsthat Exceeded the Time Limit:

1. In the spreadsheet view, click on the exclamation point to view the assessment attempt.
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s 5 5 LT ol 1t e
Change tem Order Quiz | Guiz auiz S Points
LastName1, FirstName1 (studert1) 100 2 | 60 91.7 v 251.7 | 65.68
LastName2, Firstdame? (studert2) - - !q g 90 v 90 36
LastHame3, FirstHame3 rstudert=) i) = EHI_. - v 144 29.35
Points Possible 100 175 815 | 92.2 N/A 448.7 | 95.355
Weight Wieight Grades 20% 19% [ 19% | 40% N/A 100%
v Completed _JGK

& In Progress
- Mo Information
| Meeds Grading

¢ Grading Errar

2. In the example below, the student exceeded the five minute time limit by one minute and 30 seconds.

Fesults of Quiz #2 for FirstName2 LastName2

If you would like to clear this student's attermnpt,
yau can do so by clicking this buttan.

Timed assessment:

This assessment attempt exceeded the time limit (00:05:00% by 1 minute, 30 seconds.

3. At thistime all of the questions have been automatically graded by Blackboard. It is the instructor's decision whether
to alow the student's attempt or not. If you decide to allow the attempt, simply click on the Submit button at the bottom
of the screen. Thiswill update the student's score.

Firstiame? scored 57 out of 81.5 points.
Note: One or more ungraded questions were found.
Your total score does not include these points.

Cancel ) _ Submici'™

4. If you decide not to allow the student's attempt, you may assign a zero for the attempt by manually entering a zero as
the score for each question.
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Question1:  Multiple Choice
25 points possible

% Question: YWho 15 the author of the Harry Potter series of children's books?

FirstName1's answer: ./ J. k. Rowling
Possible answeris):

s X Shel Silverstein

« ' 1K FHowling

o X [Dr Seuss

o X Madeeine LEngle

Points assigned: 25

Points given: ID

Click on the Submit button at the bottom of the screen to update the student's score to a zero.
5. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook.

The score has been updated.
Click the Ok button to return to the previous page.

2002-04-21 9256498 Abd

OK |y

6. The student's updated score will replace the exclamation point in the online gradebook.
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o 5 5 P i 1o i
Changs tem Order Quiz | Guiz iz S— Points
LastHame1, FirstName1 (ztuderti) 100 2 | 60 91.7 v 251.7 | 65.68
LastName2, FirstHame? (studert2) - - 67 90 v 157 46.05
LastMame3, FirstName3 student=) b= = 69 v 144 25.35
Points Possible 100 175 (815 | 92.7 N/A 448.7 | 95.355
Weight Weight Grades 20% 15% [(15% | 40% N/A 100°%
W' Completed _.MK

& InProgress

- Mo Information
| hleeds Grading
? Grading Errar

Clearing Assessment Attempts.

1. In the spreadsheet view of the online gradebook, click on the exclamation point to view the assessment attempt.

o 5 5 LT ol 1t e
Changs tem Orer Quiz | Quiz iz S Points
LastName, FirstName1 (ztudent1) 100 2 | 60 91.7 v 251.7 | 65.68
LastName2, FirstHame?2 (student2) - !ﬂrpl 67 90 v 157 46.05
LastName3, FirstName3 istudent) Fis) - 69 - v 144 25.35
Points Possible 100 175 815 | 92.2 H/A 448.7 | 95.355
Weight Wight Grades 20% 9% [15% | 40% N/A 100%
w' Completed _JGK

& In Progress

- Mo Information
| mMeeds Grading
? Grading Errar

2. If the student was unable to submit the quiz, the following notice regarding incomplete attempts will appear at the top

of the quiz results.
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Results of Quiz #1 for FirstName2 LastName2
If you would like to clear this student's attempt,
yau can do so by clicking this button.

Incomplete attempt:
This attempt was not completed. The student's attempt may have been interrupted by a
network ar browser failure. You may have to clear this attermpt to allow a legitimate
submission by clicking the Clear Attempt button above.

3. At thistime it isthe instructor's decision whether to allow the student to retake the assessment. If you decide to allow

_CIBAE’ ﬁ.llum Fra
the student to retake the quiz, simply click on the i putton at the top of the screen. Thiswill delete the
students first attempt and allow the student to retake the assessment.

4. If you decide to not let the student retake the quiz, you must manually enter a score of zero for each question.

Question1:  Multiple Choice
25 points possible

% Question: YWho 15 the author of the Harry Potter series of children's books?

FirstName1's answer: ./ J. k. Rowling
Possible answeris):

X Shel Silverstein

« ' 1K FHowling

o X [Dr Seuss

> Madeeine L'Engle

Points assigned: 25
Points given: ID
5. Click Submit at the bottom of the screen to update the student's assessment.
6. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook.

7. 1f you chose to clear the assessments attempt, a small blue "-" will appear in place of the exclamation point in the
spreadsheet view of the online gradebook. This signifies that the student has not yet retaken the assessment.

http://www.rotc.monroe.army.mil/training/ed&futur...d_instr_guide/htm/viewing_an_online_gradebook.htm (17 of 25) [7/21/2004 7:36:21 AM]



Viewing an Online Grade Book in Bb

oo 5 5 LT o ot e
Change tem Order auiz | Quiz @iz S Points
LastHame1, FirstName1 (student1) 100 2 | 60 91.7 v 251.7 | 65.68
LastHame?, FirstName? student2) - 67 90 v 157 46.05
LastHame3, FirstHName3 (students) =) - 69 - v 144 29.35
Points Possible 100 173 815 | 92.2 N/A, 448.7 | 95.355
Weight Wisight Grades 20% 15% [15% | 40% N/A 100%
v Completed e

£ In Progress
- o Information
I heeds Grading

7 Grading Error

8. If you chose to mark the assessment as a zero, this grade will appear in the spreadsheet view of the online gradebook.
The student will be able to view this grade change the next time they check their grade in the Student Tools section of the

Blackboard course.

Atendanco G0 0% M cam Fvaluio Total yiontod
Change tem Order Quiz | Quiz Qwiz - Points
LastName1, FirstName1 (studert1) 100 2 | 60 91.7 v 251.f | 65.68
LastName?2, FirstName?2 | ztudert2) - 0 67 90 v 157 46.05
LastName3, FirstName3 istudent) 7o 69 - v 144 25.35
Points Possible 100 175 815 | 922 N/A 448.7 | 95.355
Weight Wigight Grades 20% 15% 15% | 40% N/A 100%
v Completed _MK

& In Progress
- Mo Information

| heeds Grading
? Grading Error

9. Click on Online Gradebook in the directory history at the top of the screen to return to the online gradebook option

page.

COURSES » COURSES » TEST = CONTREOL PANEL = IIINLINEI’P&JHADEEIEIEIH * SPREADSHEET WIEW
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Handling Question Marks:

A guestion mark in the online gradebook signifies that the student's quiz attempt failed. Y ou can reset the student's quiz
attempt so they can retake the assessment or you may assign "0" points to the quiz attempt by following the instructions
below:

1. In the spreadsheet view of the online gradebook, click on the question mark to view the assessment attempt.

s 5 5 LT ol 1t e
Change Rem Order Quiz | Guiz Gz Survey Points
LastName, FirstName1 (ztudert1) 100 2 | 60 9.7 v 251.7 | 65.68
LastName?2, FirstName?2 i student2) - ?nﬂ“ 67 90 v 157 46.05
LastName3, FirstHame3 (student3) 75 - 69 - v 144 25.35
Points Possible 100 175 815 | 92.2 N/A 448.7 | 95.355
Weight Weight Grades 20% 159% [15% | 40% N/A 100%
v Completed OK )

S In Progress
- Mo Infarmation
I Meeds Grading

? Grading Error

2. If the student was unable to submit the quiz, the following notice regarding incomplete attempts will appear at the top
of the quiz results.

Results of Quiz #1 for FirstName2 LastName2
If you would like to clear this student's attempt,

you can do so by clicking this button.

Incomplete attempt:
This attempt was not completed. The student's attermpt may have been interrupted by a
networl ar browser failure. You may have to clear this attempt to allow a legitimate
submiszion by clicking the Clear Attempt button above.

3. At thistime it isthe instructor's decision whether to allow the student to retake the assessment. If you decide to allow

_CHAH ﬁull&l‘l‘l ﬁ
the student to retake the quiz, simply click on the ‘' button at the top of the screen. Thiswill delete the
students first attempt and allow the student to retake the assessment.

4. If you decide to not let the student retake the quiz, you must manually enter a score of zero for each question.
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Question1:  Multiple Choice
25 points possible

% Question: YWho 15 the author of the Harry Potter series of children's books?

FirstName1's answer: ./ J. k. Rowling
Possible answeris):

s X Shel Silverstein

« ' 1K FHowling

o X [Dr Seuss

o X Madeeine LEngle

Points assigned: 25
Points given: ID
5. Click Submit at the bottom of the screen to update the student's assessment.
6. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook.

7. 1f you chose to clear the assessments attempt, a small blue "-" will appear in place of the exclamation point in the
spreadsheet view of the online gradebook. This signifies that the student has not yet retaken the assessment.

o 5 5 LT ol ot e
Change fom Order Quiz | Quiz Guiz Survey Points
LastName1, FirstName1 (student1) 100 2 | 60 91.7 v 251.F | 6568
LastHame?, FirstName?2 student2) - - 67 90 v 157 46.05
LastHame3, FirstHame3 (student) =) - 69 - v 144 29.35
Points Possible 100 173 (815 | 92.2 N/A, 448.7 | 95.355
Weight Wyeight Grades 20% 15% [15% | 40% N/A 100%
v Completed _JDK

& In Progress

- Mo Infarmation
I heeds Grading
? Grading Errar

8. If you chose to mark the assessment as a zero, this grade will appear in the spreadsheet view of the online gradebook.
The student will be able to view this grade change the next time they check their grade in the Student Tools section of the
Blackboard course.
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e 5 5 LT ol 1t e
Change ftem Order @uiz | Quiz aiz s Points
LastName1, FirstName1 (ztudent1) 100 2 | 60 91.7 v 251.7 | b65.68
LastName?, FirstName? (student2) - 0 [T 90 v 157 46.05
LastName3, FirstHame3 (student?) 75 - 69 - v 144 29.35
Points Possible 100 175 815 | 92.2 N/A 448.7 | 95.355
Weight wisight Grades 20% 19% [15% | 40% N/A 100%
v Completed ol

L In Progress
- Mo Infarmation
I hMeeds Grading

? Grading Error

9. Click on Online Gradebook in the directory history at the top of the screen to return to the online gradebook option
page.

COURSES = COURSES = TEST » CONTROL PANEL * EINLINEI’P%IHADEEIEIDK * SPREADSHEET WIEW

Handling L ock | cons:

Thelock icon in the online gradebook signifies that the student's assessment attempt isin progress. Please note that
clicking on the lock icon while the student is taking the assessment will disrupt the quiz attempt. However, if a student
contacts you to report aquiz or network problem, you may reset their quiz attempt to allow them to retake the assessment
or you may assign "0" points to the quiz attempt by following the instructions below:

1. In the spreadsheet view of the online gradebook, click on the question mark to view the assessment attempt.
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o 5 5 LT ol 1t e
Changs tem Orer Quiz | Quiz iz S Points
LastName, FirstName1 (ztudent1) 100 2 | 60 91.7 v 251.7 | 65.68
LastName2, FirstHame?2 (student2) - %ﬂm 67 90 v 157 46.05
LastName3, FirstName3 istudent) Fis) = a 69 - v 144 25.35
Points Possible 100 175 815 | 92.2 H/A 448.7 | 95.355
Weight Wight Grades 20% 9% [15% | 40% N/A 100%
w' Completed _MK

4 In Progress
- Mo Information
| mMeeds Grading

? Grading Errar

2. If the student was unable to submit the quiz, the following notice regarding incomplete attempts will appear at the top
of the quiz results.

Results of Quiz #1 for FirstNamez2 LastNamez2
If you woauld like to clear this student's attempt,

yau can do o by clicking this button.

Chear Attempt

Incomplete attempt:
Thiz attempt was not completed. The student’s attempt may have been interrupted by a
network ar browser failure. You may have to clear this attempt to allow a legitimate
submission by clicking the Clear Attempt button abave.

3. At thistime it is the instructor's decision whether to allow the student to retake the assessment. If you decide to allow

_Clau' Attempl @
the student to retake the quiz, simply click on the ' button at the top of the screen. Thiswill delete the
students first attempt and allow the student to retake the assessment.

4. If you decide to not let the student retake the quiz, you must manually enter a score of zero for each question.
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Question1:  Multiple Choice
25 points possible

% Question: YWho 15 the author of the Harry Potter series of children's books?

FirstName1's answer: ./ J. k. Rowling
Possible answeris):

s X Shel Silverstein

« ' 1K FHowling

o X [Dr Seuss

o X Madeeine LEngle

Points assigned: 25
Points given: ID
5. Click Submit at the bottom of the screen to update the student's assessment.
6. Click OK after the confirmation screen to return to the spreadsheet view of the online gradebook.

7. 1f you chose to clear the assessments attempt, a small blue "-" will appear in place of the exclamation point in the
spreadsheet view of the online gradebook. This signifies that the student has not yet retaken the assessment.

o 5 5 LT ol ot e
Change fom Order Quiz | Quiz Guiz Survey Points
LastName1, FirstName1 (student1) 100 2 | 60 91.7 v 251.F | 6568
LastHame?, FirstName?2 student2) - - 67 90 v 157 46.05
LastHame3, FirstHame3 (student) =) - 69 - v 144 29.35
Points Possible 100 173 (815 | 92.2 N/A, 448.7 | 95.355
Weight Wyeight Grades 20% 15% [15% | 40% N/A 100%
v Completed _JDK

& In Progress

- Mo Infarmation
I heeds Grading
? Grading Errar

8. If you chose to mark the assessment as a zero, this grade will appear in the spreadsheet view of the online gradebook.
The student will be able to view this grade change the next time they check their grade in the Student Tools section of the
Blackboard course.
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e 5 5 LT ol 1t e
Change ftem Order @uiz | Quiz aiz s Points
LastName1, FirstName1 (ztudent1) 100 2 | 60 91.7 v 251.7 | b65.68
LastName?, FirstName? (student2) - 0 [T 90 v 157 46.05
LastName3, FirstHame3 (student?) 75 - 69 - v 144 29.35
Points Possible 100 175 815 | 92.2 N/A 448.7 | 95.355
Weight wisight Grades 20% 19% [15% | 40% N/A 100%
v Completed ol

L In Progress
- Mo Infarmation
I hMeeds Grading

? Grading Error

9. Click on Online Gradebook in the directory history at the top of the screen to return to the online gradebook option
page.

COURSES = COURSES = TEST » CONTROL PANEL * EINLINEI’P%IHADEEIEIDK * SPREADSHEET WIEW

Exporting the Online Gradebook:

1. Once in the Online Gradebook option screen, click on Export Gradebook.

2. Tosavethefileto a PC, right click on Save Exported Gradebook, and select "Save link as... (Netscape) or "Save
target as..." (Internet Explorer). To saveit to aMacintosh, click and hold down the mouse button on " Save Exported
Gradebook", and select "Savethislink as..." (Netscape) or "Save Target as..." (Internet Explorer). Note that for

Netscape 6 on the Macintosh, the menu will only appear if you hold the control key down while clicking on the link.
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Export Gradebook

Instructions

The exported gradebook has been saved according to the sorting and filtering
options on the Spreadsheet View. To download the file to your computer, follow
the instructions below.

1. Ta save the file to a PC, right-click on "Save Exported Gradebook’, and

select "Zave link as ..." (Metscape) or "Save target as ..." (Internet

Explarer). To save it to a Macintosh, click and hold down the mouse

button on "Save Exported Gradebook', and select 'Save this link

as ... (Metscape) or "Save target as ..." (Internet Explarer). MNote that for

Metszcape B on the Macintaosh, the menu will only appear it you hold the

control key down while clicking on the link.

Choose the directory in which to save the file.

After saving the file, open Microsoft Excel or a similar program, and go ta

the File menu. Select Open. On a Macintosh, this may be the only way

to apen the file, as the system may not automatically associate the saved

file with Excel.

4. Locate the directory where the file 15 saved and double-click the filename
(the file is named gradebook csv by default)

Lo b

o Exported,Gradebook
ave Expo eﬁbraeun o] S

3. Browse to your Desktop and save the file as gradebook.csv

4. Launch the application Microsoft Excel. Open the gradebook.csv file by clicking on File and then Open. Browseto
the desktop. In order to view the gradebook.csv file, you must choose "All Files' in the "Files of Type" pull-down menu
in the browse window. Select the gradebook.csv file and then click OK.

DOLD | Edu & Futures Div | Current Ops Div | SOCC | CDT Command

Email the DOLD WebM aster
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Generating a Statistics Report in Bb

ROTC BLACKBOARD

Instructor's Guideto Blackboard
Generating a Statistics Report:

1. Inthe Control Pandl, click on Cour se Statistics under " Assessment”.

2. Choose the type of report to generate in the pull-down menu.

m Course Statistics

0 Select Report Filter

Report type: Orverall Summary of Course Usan:_qu
Time period: Chyerall Summary of Course Usage L
. . tdain Content Areas Report dates:
Communication Areas Report
Group Areas Report iy "]
otudent Areas Bepon _
To [Ocr ][0 =]T2001 =)

3. Choose the time period for the report in the pull-down menus.

0 Select Report Filter

Report type: | Overall Summary of Course Usage

Time period: " Alldates % Between the following dates:
From: [Aug = |27 =] |2001 =]
To:  [Sep v na_gjﬂznm;

4. Select the users to include in the report in the selection box. Y ou may choose more
than one user by clicking on the CTRL key while making your selections.
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9 Select Users

Users: " AllUusers {* Selected Users:

LastMamel, FirstNamel
Lasttamez, Firsthame?

LastMame3, Firsthamel J
LastMarmek, FirstMamek h
“YourLastMame, YourFirstName |

5. Choose "Yes' to refresh the dataset, choose the information to include in the report
and click Submit to generate the report.

9 Options

Do you wish to refresh the dataset: & ves { mMo
Updated: Unknown
Mote: Oataset i= limited to 100,000 hits for memory and performance.

What information do you want to display: Fﬂ]r'pntal number of accesses per ares
Fﬁ'l.-‘flumher of accesses overtime
W Useraccesses per hour of the day
¥ Useraccesses per day of the week
¥ Total accesses by user

6. The course statistics are displayed in graphical format.
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n Total Humber of Accesses per Area

Aria Hadie Hits Parceml
Communication Argas 1 i.85%
Main Conbant Angas 43 BE.56%
Sludent Areas 5 9 15%

Total 54 1 (il

Exporting a Statistics Report:

1. Once you have generated a statistics report, you may export the data into acomma
delimited file (*.csv) that can be read by MS Excel for further evaluation of the data. At
the top of the graphical report, click on Export Data.

@ Course Statistics

B&1 Change Filter | & Print | Export Data nf:j |

2. Click OK after the warning message. Note that you may need to manually change the
file extension to .csv

Microsoft Internet Explorer x|

& Change file extension ko .csv if necessary.

ok ' |

3. Select "Save thisfileto disk" and then click OK.
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File Download x|
ou have chosen bo downboad a file from this lacalon.

access_statishics. pl from v leam vt edu

What would pou like to do with thes hle?

" Dpen thiz fle from its cument location
+ Save this file to disk

W | Elways gk before openmg thas lvpe of e

oK J-er; I Cancel More Info

4. Type "access_statistics.csv” as the file name and then click Save. Be sure to include
the extension ".csv", otherwise MS Excel will not recognize the file.

5. Openthefilein MS Excdl.

E=1 Microsoft Excel - access statiskics =10 x|
| File Edit view lInsert Formet Tools Deta Window Help Acrobat ;Iilﬁﬂ
D SRY 2B »- @ 44 @328 =
nE
B2 j =

A | B | C 0] | E F | G | H =
1 i
2
3 |Total Accesses Par Area
4
5 |Arps MNarme Hits Percant
b |Communication Areas 1 1.951
7 |Main Content Areas 45 B88.68
B [Student Areas ] o269
9 | Taotal G 100

DOLD [ Edu & Futures Div | Current Ops Div | SOCC | CDT Command
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Generating a Statistics Report in Bb
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Downloading Files from Y our Digital Dropbox in Bb

ROTC BLACKBOARD

Instructor's Guideto Blackboard
Downloading Files from your Digital Drop Box:

1. You can use the Digital Drop Box to exchange files with your students. Go to the Control Panel and
then click on Digital Drop Box under the heading "Course Tools".

2. The files that students have uploaded to your dropbox are shown within the Digital Drop Box. Note
that the date and time that the file was uploaded is displayed. Thisis useful to track late assignments.

8 Digital Drop Box

Sl Add File | [P Send File

l!{ Homework #1 Remove
= submitted by: Firsthame Lasthlame (student)
Heceved on: Wed Mar 28 11:00:48 2001

H Homework #1 Remove
= submitted by: Firsthame1 LastMamel (studentT)
Heceved on: Wed Mar 28 10:59:49 2001

In order to organize your student files, we recommend that you create a folder on your computer. This
folder can then be used to store all student files that were received from the Digital Drop Box

3. There are two ways to save files from the digital dropbox to your computer. The easiest way isto right-
click or option-click on the link name and then choose Save Tar get As.
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H Homework #1
E |

Submitted by: Open student?)
Hecewed on: Open in New Window

Sawve Target ﬂ'n.,

Frint Target

4. Browse to the folder that you created in your computer. When you save the file, rename it in away that
you will know later who it belongs to.

Save Az ..
Save i | engl 1105 1111 digital dropbox =1

File narne: Firstt amelLastM ameH omework#4 Save q{l"'

Save a3 lwpes Al Files [#7] j Cancel

i

5. If your want to view the file before saving it, ssimply click on the file's link.

= Homeworl,#1 Homibnie
= submitted h'_-,-'?L-'IiFS’[NEIrTIEE LastMameZ (studentl)
Feceived on: Wed Mar 28 11:00:43 2001

6. In the above example, the file "Homework #1" is a Microsoft Word document. Since MS Word
recognized thefile, it opened it when the link was clicked.

7. In order to save the downloaded file to your folder, go to "File->Save As' from within the application

that opened the file. Browse to the folder that you created. When you save the file, renameit in away that
you will know later who it belongs to.
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Save Az

Save in: (] engl 1105 1111 digital dropbos | = | @ > ﬁ * Tools -

o

History

L+ §

Fawvaorites

File name: SandyMillerHomeworktz - E Save 'R{h"‘

Web Folders

2ave as tvpe: |Word Document

| 4

Zancel

Thefileisnow saved to your folder.

Removing Files from your Digital Drop Box:

1. Toremove afile from your Digital Drop Box, click on Remove next to the filename.

H Homework #1 {Hﬂmﬁﬂ

submitted by: Firsthame Lasthamel (student)
Fecewed on: YWed bar 28 11:00:48 2001

2. Confirm the removal of thefile by clicking OK.

Microsoft Internet Explorer x|

@ Are pou gure pou want ko rermave this ikem?

3. Click OK after the confirmation message.
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E8) Drophox Receipt

Receipt: Success
Homework #1 rermoved

2002-04-20 2:52:93 A

OK Jt)

The file has been removed from your Drop Box.

Sending Filesto Students Using the Digital Drop Box:

1. To send afileto a student, go into the Control Panel and click on Digital Drop Box under the heading
"Course Tools".

5 click [BP Send File n{:, |

3. Designate the recipient of the file by selecting their name in the list box. Y ou may choose more than
one recipient by holding down the CTRL key as you select names.

@ SelectUsers

To: LastMamel. FirstiameTl (studentl)

Lasthame?s, Firsthlame? student?
‘Lasthamed Firsttamel istudentd],

4. Next, click Browse to select the file to send to the student.
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@) File Information

Select file: |_ j
OR upload
new file:
Title: Caorments on Hormework #1
File: Chkdy Documentsidemo files\homewoark] .c Bruwseaﬂﬂ!l
Comments: =

=
5. Click on Submit to send the file to the student's own Digital Drop Box.

6. The student can now access the sent file by logging into the course and then clicking on Student T ools.
When the student clicks on Digital Drop Box alink to the file will be shown.

Storing Filesin your Digital Drop Box:

1. To store afile in your drop box, go into the Control Panel and click on Digital Drop Box under the
heading "Course Tools".

Bl add File [k
2. Click ‘{D |

3. Enter the title & description. Click on the Browse button to select the file to upload.
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@ Digital Drop Box

n File Information

Title: Friday's Motes
File: Eiruwse.nﬂ“!l
Comments: :l

[
4. Select the file to upload and then click Open.

Choose file R II Il

My Decurnents

L

a5
iy Cioenput e a I LI

£ - -
i Fiba Frickay Mot = -
Iy Meborks P F'lg.::; : I F . j ,—I
ol Fles 7] =
A

5. Click Submit to upload the file into your own drop box.

6. Note the warning message that states that you are only uploading the document into your drop box and
not sending the file to another user's drop box. Click OK to continue.
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Microsoft Internet Explorer |

please use the Send File butkon,

& This File will be added but MOT sent. In order ko send the file,
Send File can be used ko simultaneously &dd and Send a file,

K Rﬁrr!l

7. Click OK after the confirmation message.

Receipt: SuUccess
Fricigi's Notes has been added to yvour drophosx.

2002-04-20 2:55 92 Al
OK o)

8. Note that the fileis now listed in your own drop box.

m Digital Drop Box

S Add File | 5P send File |
l!‘[ Friday's Notes Remove
| Fosted on; 2002-04-20 2:52:42 A
Comments: by notes for Friday's class
1207101
l!‘[ Homework #1 Remove
5 |

Submitted by student demao {derma)
Received an; 2002-04-20 8:55:43 A
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Creating a Forum in the Discussion Board of Bb

ROTC BLACKBOARD

Instructor's Guide to Blackboard
Creating a Forum in the Discussion Boar d:

1. Inthe Control Panel, click on the Discussion Board link under the heading "Course Tools".

|j]: Add Forum “-j[t';l |

2. Click on

3. Enter the forum title and description.

Mndify Forum

Title:  Injscyss the Army sthos

Description:

In the last class we talked about it. Find :j
characteristics within yourself that vou think
vou cah associated with Army ethos.

.7

* Srart Text © Plain Text T HTML

4. Choose the appropriate forum settings and then click Submit to create the forum.

Forum Settings:
™ Allow anonymous posts
™ Allow author to edit message after posting
™ Allow author to remove own posted messages
W Allow file attachments

WV Allow new threads

5. Click on the link to view your forum.
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" :Discussion Board

|j]: Add Forum |
]1 v! Discuss the Army ethos (_Modity j ( Remove ]
In the last class we talked about . Find characteristics within [ Mo Messages ]

yourself that you think you can associated with Army ethos.

QK )

Posting M essages in the Discussion Board:

|j]: Add Mew aneadt._lﬂ

1. Oncein the forum, click on

2. Enter the subject and message of your thread. If you include html tags in your message, be sure to click the
option HTML at the bottom of the message.

http://www.rotc.monroe.army.mil/training/ed&future...e/htm/creating_a_forum_in_the_discussion_board.htm (2 of 9) [7/21/2004 7:36:52 AM]



Creating a Forum in the Discussion Board of Bb

Create New Message

Current Forum: Discuss the Army ethos
Date: Sat Apr 20 2002 1:19 pm
Author: Tabar, Abraham

Subject: |Fhysical stress against mental stress

Message: |Thi= iz the content of my message. |

Notice that I'm using plain text to format my mwessage but I

could also use html tags as <brholt</h>, <irxitalic</i>, or
<urunderline</uxr.

Options:  © Smart Text © Plain Text © HTWL

3. You may also attach afile to your message. Click on Browse to locate the file.

. Browse, 9

Attachment: |C:"-,h.e1y Documentshydemo course imageshismallhok.c

4. Click Submit to post the message.

5. The paperclip image next to the title of the message signals that this message contains an attached file. Click
on the messagettitle to view the full message.
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|j]: Add Mew Thread |

VIEW UNREAD MESSAGES W EXPAND ALL [+ COLLAPSE ALL |—
SEARGOH [7

SHUW QP TIONS

-
Physical stress against mental st 1 Your First and Last Name sat Apr 20 2002 1:29 pm

[ Click Here far Archives ]

Sort By: iDefauIt 'i

GKEII

6. Thisisthe full message view. Note that the author's name and email addressis displayed as well as the date
and time posted. In the right hand corner you can see how many times this message has been read. Click on the

link of the attached fileto view it.

Current Forum: Discuss the Army ethos Read 3 times
Date sstdmr D e 0
Author: Your First and Last Name =Your e-mail Address=

Attachment: msldl1-cadet-master toc. doc (83450 bytes)

Subject: Physical stress against mental stress

This iz the content of my message.
Motice that I'm using plain text to format my message but | could also use html tags as bolt, #alc, or

undetling.

7. Click on Reply to post a comment to this message.

8. Note how the subject line automatically refers to the previous message. Enter the message text and then click
Submit to post the message to the discussion board.
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Your Response:

Current Forum: Discuss the Army ethos
Date: Sat Apr 20 2002 1:50 pm

Author: Your First and Last Name

Subject: |Fe: FPhysical stress against mental stress

Message: |Here iz what I think about the Army ethos....... |

Options: ™ Sraart Text © Plain Text © HTML

9. Note how the threaded messages are displayed.
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|j:|,]: Add Mew Thread |

VIEW UNREAD MESSAGES W ExXpaMD ALL [+ COLLAPSE ALL |—
SEARCH |7

SHOW QP TIONS
-
Your Firstand Last Name  Sat Apr 20 2002 1:23 pm
Your First and Last Name  Sat Apr 20 2002 1:53 pm

Fhysical stress against mental stress Il
Fe: Physical stress against mental str..

[ Click Here for Archives |

Sort By: iDEﬂE ";

oK )

Archiving Forums.

1. Inyour Forum, click on the Click Herefor Archiveslink.

|j:|,]: Add Mew Thraad |

YIEW UNREAD MESSAGES W EXPamMD ALL |+ COLLAFEE ALL |—

SEARCH |7

SHLNY G TIGNS
b

Your First and Last Name Sat Apr 20 2002 1:29 pm
Your First and Last Name oat Apr 20 2002 1:53 pm

Physical stress against mental stress i
Fe: Physical stress against mental str..

[ Click Here far ﬂ-rlrl::hives ]
)

Sort By: |Date |

K )

Add Archive d'™
2. Click on % ey |

http://www.rotc.monroe.army.mil/training/ed&future...e/htm/creating_a_forum_in_the_discussion_board.htm (6 of 9) [7/21/2004 7:36:52 AM]



Creating a Forum in the Discussion Board of Bb

3. Enter atitle and description for the archive.

Archive Archive #1
Title:
Description:
Thi=s is the archiwve of Forum #1. ;I

[

& Smart Text © Plain Text © HTML

4. You can limit the availability of the archive. If you want the students to be able to view the archive, click the
box next to "Available".

Available: W The archive and its messages are available to students

5. Click Submit to create the archive.

6. The archiveis empty when it isinitially created. Note how it contains “[No Messages|”. Click on M odify to
move messages from the forum into the archive.

|1 ""'I Archive #1 ": Mﬂdih‘ﬂh(ﬂamw&]
Thiz is the archive of Forum #1. [ Mo Messages |

7. To move messages from a forum into an archive, click on the check box next to the main thread and then
click Submit. All messages within that thread will be moved into the archive.

Select threads to move to Archive
¥ My Thoughts on Chapter One ourLastMame, YourFirsthame Tue Mar 27 2001 11:058 am

8. Click on the archive name to view the contents of the archive.

1 +| Archive#1 (_Modity ) ((Remove )
7S] Archiveg1

This is the archive of Forum #1. [ 2 Messages |
[1 New ]
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9. Note that the messages appear in the archive just as they did in the forum.

VIEW UNREAD MESSAGES W EXPAND ALL |+ COLLAPESE ALL |-
SEARCH |7

SHLY G TIGRNS
-

Physical stress against mental stress i Your First and Last Mame at Apr 20 2002 1:29 pm
Fe: Physical stress against mental str.. Your First and Last Name mat Apr 20 2002 1:53 pm

Sort By: i!—‘«uthnr ';
oK ]

Assigning Discussion Board Administrator Rolesto Students:

1. Instructors have the option of assigning students the right to administer individual forums. Once the student
is given administrative rights to the forum, the student has the same rights as the instructor of that forum.
However, the student cannot remove the instructor from the forum.

2. To assign an administrator role to a student, go into the "Control Panel” for you course and click on
Discussion Board under the heading "Course Tools".

3. Click on M odify next to the forum name.

[1 =] Forum #1 Discuss Chapters 13 C Mﬂdwﬁj (Remove )
Fleaze discuss chapters 1-3 in the texthook. [ Mo Messages |
[ 1 Archive ]

4. Scroll down to "Forum User Settings'. Highlight the student's name and then click on Admin to give that
student administrative rights to the forum.
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Forum User Settings:

a = Forum Administrator privileges
a = Permanent Forum Administrator
v = Uzer iz blocked from posting

Guest, Blackboards

Lastamel, Firsttamel
LastMamee, Firsthlames
LastMame3, Firsthame3
“ourLastName, YourFirsthame BLOCK | UNBLOCK |

ADMIN th NORMAL |

5. Click on Submit to save the changes.

6. Notice that the student is now flagged as having forum administrator privileges. If you ever want to remove
these privileges, just highlight the student's name and then click Normal.

Forum User Settings:

a = Forum Administrator privileges
&= Permanent Forum Administrator
v = Llser is blocked fraom posting

Guest, Blackhoardb

a LastMNamel, FirstNamel
LastMamed, Firsthlame?
Lasttames, Firsthlames
YourLastName, YourFirstName BLOCK | UNBLOCK |

ADMIN__ | anﬁ}\_ﬂﬂ
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Creating Groupsin Bb

ROTC BLACKBOARD

|nstructor's Guideto Blackboard
Creating Groups:

1. Go to the Control Panel for your Blackboard course.
2. Click on Manage Groups under the heading "User Management".
3. Click on Add Group.

4. Enter the group name and description.

€ Main Group Information

Group name: Group #1

Description: This group responsibility is to :J
discuss the new Army Phvysical
Fitness Test.

3

5. Select the Group Options. Note that only members assigned to the group will be
able to access these group functions.

9 Group Options

I¥ Enable Group Discussion Board Function
Iv¥ Enable Group Virual Classroom Function
I¥ Enable Group File Exchange Function

I¥ Enable Group E-mail Function

Make group visible now: * Yes Mo
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6. Click Submit to create the group.

7. Click OK after the confirmation message.

m Add Group

Receipt: Success
The action you attempted succeeded

2002-09-21 25693 A

oK )

Adding Usersto Groups:

1. Click on the M odify button next to the group name.

m Manage Groups

ﬁ. Add Group |

€& Group #1- This group responsibility is to discuss the
new Army Physical Fitness Test. B Groun File Fuchanoe

| Group Discussion Board - 2 Group Yirttual Classroorm
b Group Email -

{: h'lm:l:l"p:) {:Flemmle:l

2. Click on Add Usersto Group
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m Manage Group - Group #1

4 Group Properties
et options for this group.

P Add Users To Group
Enrall usﬂr_n] in this group.

P List Users In Group
List all the users in this group.

P Remove Users From Group
lIn-enroll users fram this group.

CK )

3. Select "User Name" as the " Search By" criteria, enter the student's UserName
and then click Sear ch.

m,ﬂdd Users To Group - Group #1

SEARCH LOMZ 09 LIST ALL
Aclt1 234 (%%n_)
Sedrch By £ LastMame ™ User Mame

QK )

4. Check the box next to the student's name and then click Submit to add them to
the group.
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1 user(s) located
Displaying records 1-1

USER

oo LME HAME E-Mall EOLE
Lasthames ;

7 : ' fakepid O @R Marne
Firsthameb i

Cancel ) Subrnit R{I-_'tl

5. Click OK after the confirmation message.

m Add Users To Group

Receipt: Success
The action you attermpted succeeded

2002-04-21 9:56:492 A 0K E._I-I-""
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Bb Virtual Classroom Overview

ROTC BLACKBOARD

Instructor's Guideto Blackboard
Virtual Classroom:

1. Inthe Control Panel, click on the link Virtual Classroom under the heading "Course Tools".
2. Click on Enter Virtual Classroom.
3. The Tutornet Classroom Chat will now load in a separate window.

4. The top window of the chat screen is the whiteboard. Y ou can write pertinent information on the
whiteboard during the chat for all chat participantsto view.

Location: I

4 This is the whiteboard

AR
Lal

Yoo can use itto display notes ar drasing during your chat

L 2
1| | b

5. You can also use the whiteboard to display a web page. Just type the url of the website in the box next to
"location” and hit Enter on your keyboard. When you display a web page in the whiteboard, you can draw
and write comments on the page.
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Location: - | www.rotc.monroe.army.mil

i
-u.l.u.i:

United States Army
Cadet Command Headquai

to commission the future offi—
leadership of the US Amy andn |
young pecple to be better citiz

Cadet Command Briefings

Whats New NEW! Advocacy Briefings NEWIRO

What'e Newr 1 Sﬂldﬂ:j
3 |

6. The bottom window is the instructor's control panel for the chat. Click on the Microphone Tab.

EEEEEEE

7. Thisisthe "Group Discussion” panel. Y ou use this panel to chat with studentsin the Virtual Classroom.

(2 [a]a =] = I

Tutornet Virtual Classroom

fromn Taabomet oo, Bac. -- hitpShatomet  com

Schalarships

FirstName LastMame @ This 15 the "Group Discussion” Area.
Dharnrny Student has joined. <- note how each participant’s entrance is recognized.
Dummy Student : ¥es, it i3 Motice how each person's name precedes their comments.

You type in this swindow and when you hit"Return” your comments go to the main window for all to see.

8. Click on the Inbox Tab.

BEEEERE
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9. Thisisthe "Incoming Questions" panel. Thisiswhere you view the questions that students have asked you
directly viathe virtual classroom. The student's question is located in the middle window and you type your
response in the left window. After you have finished your response to the question, click on Send to display
your answer in the "Questions and Answer" sections for all chat participantsto view.

2[5  [ v I

Firstiime | LestHan s Profeszor, what wagz the reading aszignment “ou were to read pages 1-28 in vour textbool,
en . HaSE
for today? There will be a quiz Friday.

I 3

[~ Private Rezponsze

10. Click on the Access Control Panel Tab.

BNEIEERE

11. Thisiswhere the instructor controls the student's ability to conduct the four Virtual Classroom activities:
Question, Chat, Drawing, and Navigating. Y ou'll notice that in the example below, drawing and navigating
have been restricted to the students that have been granted the floor by the instructor.

|4 [ D[] e I

L] ALL FLOOR NOME

FLOOR pre— == T —

=l QUESTION £ — i —
CHAT — — —
DR & e | — rm— i
Ny GATES ™ — — ——

12. Now click on the Filebox Tab.

(@ Telal=Talre]

13. Thisisthe "Participant Information” section. Click on the student's name to view their email and IP
address. If the student has requested the floor, the grant floor button will be highlighted. Click on the Grant
Floor button to permit student access to areas that are restricted to the floor, such as drawing and navigating.
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|4 bS][ I

FrctHame LactHane
Doy Staderd -1_.-' FLOOR name FirstName LastMName

FEUTH

-'ﬂ#
"

email  X000COOOIEDOOO0 XK

host 123.456.789.10

14. Now click on the Presentation Tab.

[ [=laE]al]

15. Thisiswhere you organize a series of whiteboard slides to present during the chat. Use the yellow arrows
to navigate to the next, previous, first and last dlide. Use the green button to advance to the slide highlighted
in the left-hand frame.

|2 [t Y@Hﬂm

Wﬁhde Mavigation Contrals: @ L H_J o
Slide 3

shae 4 Slide 2
Position: 2 (current slide)

Media URL: null

Background color: #TIfff

Creating Multiple Virtual Classrooms;

1. Y ou can create multiple virtual classroomsin Blackboard by creating groups of students and then allowing
those groups to conduct their own chats. To create groups of students, go into the Control Panel and click on
M anage Groups under the heading "User Management".

$ o Add Group n_{ij

2. Click on

3. Enter the group name and description.
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@ Main Group Information

Group name: Group #1

Description: This group will discuss Chapters 1 ;I
through 5 in the texthook.

|

4. Be sure to select "Enable Group Virtual Classroom Function” as one of the group options. Click Submit to
create the group.

@ Group Options

W Enable Group Discussion Board Function
W Enable Group %irtual Classroom Function
W Enable Group File Exchange Function

™ Enable Group E-mail Functian

Make group visible now: & Yes Mo

5. Click OK after the confirmation message.

6. Click on the M odify button next to the group name to add users to the group.

m Manage Groups

ﬁ, Add Group |

Group #1 - This group will discuss Chapters 1 through 5 in the textbook. Maodify| ™,
Group File Exchange : 2l Group Discussion Board : B Group Yirtual

Mlassrnnem

7. Click on the Add Usersto Group link.
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m Manage Group - Group #1

4 Group Properties
=et options for this group.

P Add Llsersﬁ];n Group
Enroll usera_h this group.

P List Users In Group
List all the users in this group.

P Remove Users From Group
LIn-enroll users from this group. oK )

7. Click onthe List All tab to view all the studentsin your course.

ILDAdd Users To Group - Group #1

SEARCH A-Z, 0.9 LIST ALL n_{t'lj

Search By 2 |3t Name ) User Mame

8. Please note that this function may take awhile to processif you have alarge number of studentsin your
course (200+). If you have alarge number of students enrolled in your course, you may want to add them
individually using the "Search by Lastname" function. If you do not have alarge classroll, click on List All
to view al the studentsin your course.
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CL] Add Users To Group - Group #1

SEARCH SEARCH LIST ALL

NOTE: Depending an the number of recards, this function may
take some time to process. Click the List All button to show the

li=t.
9. Select the students to add to the group and then click Submit.
4 user(s) located
Displaying recards 1-4
ADD  HAME USER MAME E-MAIL ROLE
W LastMarnel, FirstMame? studentl  studenti@nooooos oo Student
W LastMarme2, FirstMamez2 student?  student2@nooooon oo Student
™ LastMame3, FirstMame3 students  student3i@ooooos e student
r YourLastMame, YourFirsthlame fakeT Llserhlame@l oo xx Instructar

Cancel ) Euhﬂmﬂr:r

10. Click OK after the confirmation message.

L Add Users To Group

Receipt: Success
The action you attempted succeeded

200Z-04-21 9:56:45 Ahd

OK. [fr)
11. To access the individual group chat, return to the course view of your Blackboard course.
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COURSES = %EL » CONTROL PAMEL » MANAGE GROUFPS

12. Click on Communication in the left-hand frame and then Group Pages.

Grnuq@ages

13. A listing of al groups within your course will be shown. Click on Group #1 to enter the group.

Group 1 - This group will discuss Chapters 1 through 5 in the
texthod.

ﬁ Group #2 - This group will discuss chapters b through 12 in the
texthoolk.

14. Now click on Group Virtual Classroom to enter the chat for Group #1.
Group Pages - Group #1

P Discussion Board
llse your group discussion board for course-related debates and
conversations.

4 Group Uirtualrﬁilassruum
Meet yvour grl:uﬂ,_.-'fnr a real-time discussion.

P File Exchange
Exchange files with your group members.

P Send E-mail
=end e-mail messages to one or all of your group members.

4 Group Members

NAME EMAIL
LastiMamel, FirstMamel student 1@ oo K
LastMame, FirstMame student 2@ KKy ¥y
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