Blackboard Training Materials


Blackboard Basics

Adding Course Content

The system administrator creates shells for all courses in Blackboard.  The shell may contain the following content areas:


Announcements


Syllabus

Outline

Instructor(s)


Discussion Boards

Instructors have the ability to modify these areas as well as remove or add new ones.  In this class, we will learn how build a course from this default shell.
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Blackbord course screen showing default side menu navigation with control panel link

Adding Content to a Course

To begin building your course, log into Blackboard, http://bb.urmc.rochester.edu.  Go to the course, History of the Stethoscope, listed in the Courses section.

Notice that the side menu navigation displays the major content areas as links.  We will be adding our own links and populating them with content.  

Below the navigation for the course is a gray box with a link to the Control Panel.  The Control Panel is the instructor’s gateway to modifying the course.  Click Control Panel to proceed to the course development area.

In this class, we will be creating content areas for a syllabus, outline, assessment, and external links.  The source files for this content can be found in the Bb_training_docs folder on your computers.
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The control panel

1. To add new links to the sidebar menu, under “Course Options,” click Manage Course Menu.
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Manage Course Menu page with Add menu displayed

2. Under the heading “Manage Course Menu” on the resulting page is the Add menu. Click Content Area. All course materials placed in the course by the instructor that should be viewed by the student must go in a Content Area. 
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Adding a new content area

3. First we’ll add a syllabus area.  Next to area name, in the pull-down menu, choose Syllabus.  This part of our class can be available (i.e., visible to all students), so check the guest access and observer access options.

4. Click Submit and OK.

5. You will return to the Manage Course Menu page where your new content area, “Syllabus” is displayed.  To the left of each menu item are numbers indicating its order of appearance in the side menu navigation.  Change the number next to Syllabus to 2 so that Syllabus becomes the second link in our course navigation.

6. Repeat steps 2 through 5 to create content areas for Outline and Assessment.  Change the order of the content areas as necessary to be the following:


1
Announcements


2
Syllabus


3
Outline


4
External Links


5
Assessment


6
Instructor(s)


7
Discussion Board

7. Click OK until you are back at the main control panel display, or click the link to Control Panel in the breadcrumb navigation at the top of the page. Notice how the content areas section of the control panel now shows the areas you just created.
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The content areas section of the Control Panel

Add the Syllabus

We created the content of the syllabus in the Word file “syllabus.doc” located in the Bb_training folder on your computers.  Open that document.

1. In Blackboard, in the control panel, click on the content area we created for Syllabus.

2. In the Add menu, click +Item.

[image: image6.png](> tern OB Folder @ External Link = Course Link (3 Test

@ Select:

Learning Unit

G





Add content items menu

3. In syllabus.doc, select all content by either going under the Edit menu and choosing “Select All” or using the keyboard shortcut CTRL-A.  Under the Edit menu choose “Copy” or use the keyboard shortcut CTRL-C to copy the content.

4. In the add item window in Blackboard, in the empty field for “Text,” paste the content from the syllabus document by either choosing the Paste option from the Edit menu, or using the keyboard shortcut CTRL-V.

5. Click Submit. Return to the control panel.

6. Close syllabus.doc.

Add the Outline

The content for our Outline is in the Word file “outline.doc” located in the Bb_training folder on your computers.  Open that document.

1. In Blackboard, in the control panel, click on Outline to access that content area.

2. First, enter the individual class session titles as folders.  From the Add menu, choose +Folder.
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Add Folder screen

3. Next to the name field, type “Session 1.”  Copy and paste or type the title of session 1 from outline.doc into the text box.

4. Click Submit.

5. Return to the Outline page. Note you now have a folder icon next to the text you entered.

6. Repeat steps 2-4 to create a second folder called “Session 2” and add the title of that session from outline.doc into the text box.

7. We can now add content to these folders.  Close outline.doc and open the Word document session_1.doc.  

8. Back on the Outline screen, click Session 1.

9. In the Add menu, click Item.

10. Name the item Session 1.

11. Select the content of session_1.doc. Copy and paste the content in the “Text” field.

12. Click Submit.  Return to the Outline screen.

13. Repeat steps 8 through 12 for session 2 (content is in session_2.doc).

12.
When you are done, return to the Control Panel window.

Add Files

There are two ways to add files to a content area. One is through the add item menu option, and one is through the pull-down menu at the right end of the Add menu. This pull-down menu is where Masterfile options are located.

Begin by clicking Outline under the “Content Areas” section of the Control Panel.  Click "Session 1".

Method 1: Add Item

1. Click +Item from the Add menu.

2. Type Lecture Notes
3. Scroll down to the section called “Content.”  For file to attach, click Browse….  Choose the file called “stethoscope_history.doc” from the Bb_training folder.  In the name of link field, type “A Brief History of Stethoscopes.”  For special action, accept the default of “Create a link to this file.”
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4. Type a name in the “Name of Link to File” box, if you do not the filename of the document will display.

5. Click Submit. Click OK.

Method 2: Masterfile Add A File

Masterfile is a shared database repository. Items entered into the Masterfile database are stored once and can be shared among courses. You also have some advanced viewing options, Masterfile can convert most files to an html format or provide more viewing choices through downloadable application players. 

1. Under the Masterfile pull-down in the Add menu, choose Add a File.  Click Go.
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Add A File option under Masterfile pull-down menu

2. To specify the file, click Browse….  Choose the file called “stethoscope.ppt” from the Bb_training folder.

3. In the name field, type “History of the Stethoscope.”  You can also add descriptive text and notes if desired.

4. Under “Options,” select Yes for making the content visible, display newer versions, view in HTML, and include more viewer choices.
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Options available under Masterfile Add a File

5. Click Submit. Click OK.

6. Note in the Files content display, the first file we added has a document icon, while the Masterfile file has a red database icon.  Note also that the Masterfile file has more viewing options available to the student.

Add External Links

As with adding files, there are also two methods for adding links: through the add external links menu option and through the Masterfile pull-down.

Begin by clicking External Links from the Content Areas section of the control panel.

Method 1: Add External Link

1. Click External Links from the Add menu.
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Add External Link screen

2. Open the file, “external_links.doc” from the Bb_training folder.

3. Copy and paste descriptive text for the first link from the Word document to the name field.

4. Copy and paste the URL for the first link from the Word document to the URL field.  If desired, a detailed description of the link could also be added.

5. Click Submit.

Method 2: Masterfile Add a URL

1. Under the Masterfile pull-down in the Add menu, choose Add a URL.  Click Go.
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Masterfile Add a URL screen

2. Copy and paste the URL for the second link from the Word document to the URL field.

3. Copy and paste the link name for the second link from the Word document to the name field.  If desired, additional descriptive text could be added to the Text field.

4. Click Submit. Return to the control panel.

Settings (under Course Options)
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Settings Menu


a. Settings allow the instructor to modify options that deal with the overall maintenance of the course.

b. By default, the Course Availability is set to Unavailable. You must change it in order for your students to see the course.

c. Course Duration allows you to make the length of the course continuous or date specific.

d. You can change the start page of a course by going to Course Entry Point. By default your course will start with the Announcements page. The start page, or course entry point, is the page displayed when a student first enters the course, after logging in.

e. You can explore the other options at your leisure. The URMC is not using Categorize Course or Observer Access at this time.

Course Design
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Course Design Menu
a. Course Menu Design allows you to change the look of the Navigation menu. 

b. Manage Menu Display Options allows you to set the menu display in Quick view or Detail view. Detail view allows you to expand and collapse the entire menu from the side navigation.

c. Manage Tool Panel allows you to choose which items to place in the Tool box or whether to display the Tool box.

d. Course Banner allows you to place a branding image on the Announcements page only. 

Assignment Manager

Assignments allow the instructor to collect homework, papers or other text or files from students through Blackboard. The files or text will all be aggregated in one place and the instructor can view the assignments through the gradebook. The assignments can be graded.
1. Select Assignment from the Select Drop down menu.
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Assignment option in the drop down menu
2. Enter a name, points possible if applicable and instructions.
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Add Assignment area

3. Attach a file to the assignment
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Assignment options
4. Once the students have submitted their assignments go to the Gradebook in the Control Panel and select the name of the assignment in the column heading, you will see the Item Options for that assignment.
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Assignment options in the Gradebook
5. To view the files, select Item Download.
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