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BLACKBOARD 9.1 MANUAL FOR STUDENTS

THE BLACKBOARD SYSTEM

Blackboard is the virtual classroom system used for courses at Ottawa University. Blackboard facilitates
student-to-student and instructor-to-student interactions in a web-based environment. Students can
submit assignments, access course materials, take quizzes and exams, and check grades and instructor
feedback online. This guide provides a brief tutorial on how to use the basic functionality of the
Blackboard e-learning system.

PLEASE NOTE: The screen captures, policies, and information provided in this manual are specific to fully
online classes. If you are taking a face-to-face course which uses Blackboard but isn’t fully online, you
will notice some differences between your actual course and what is shown here. Please consult with
your instructor for clarification regarding your course.

LOGGING IN TO BLACKBOARD

1. The Blackboard login is accessed from our MyOttawa portal at https://myottawa.ottawa.edu.
2. Click the link for Blackboard on the left-hand side under QuickLinks as shown below.

Home | Admissions | QU Help | Faith and Church Vitality

wou are here: Welcome

MyOttawa

Welcome
University Resources
Orttawa University Mission Statement
Reguest Login Information

Ottawa University Mission Statement

The mission of Ottawa University is to provide the
highest quality liberal arts and professional
education in a caring, Christ-centered community
of grace which integrates faith, learning and life.
The University serves students of traditional age,
adult learners and organizations through

undergraduate and graduate programs.
Student Email Learn More About Ottawa University
Employee Email
Elackh0rd | ffemm—
Gangwish Library Online Request Login Information
0OU Website Forget your account password for MyOttawa, Email, Blackboard or other
Make a Gift! systems? Click the link below to update/reset your account passwords...

MyPass - OU Password Maintenance Site

Image 1: The Blackboard link highlighted on myottawa.ottawa.edu.
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3. This brings you to the Blackboard login page. This page contains important updates,
announcements, and information about our Blackboard system. Please be sure to check this
page for new information each time you access Blackboard.

On the login screen, enter your username and password. Your username is your MyOttawa
portal username (for most students, this is the same as your OU student ID number), and your
password is the same as the one you use for your Ottawa student email account. If you forgot
your password, click the link labeled Forget Your Password?

My Courses Library Academic Advising

A/ Change Text Size ® | High Contrast Setting

You are notlogged in

Username:

QU ID (for ALL students)

MyOttawa username (for staffifaculty)
Password:

Email password (for students except PEP)

MyOttawa password (for stafffaculty and PEP students)

Login Forgot Your Password?

Image 2: The Blackboard login screen.

Blackboard 9.1 Manual for Students

Last updated: May 22, 2017

For technical assistance, contact OU Help (ouhelp@ottawa.edu or 855-268-4357).
For feedback regarding this document, contact OUAcademicTech@ottawa.edu.



mailto:ouhelp@ottawa.edu
mailto:OUAcademicTech@ottawa.edu

Ottawa

University

Prepare for a Life of Significance”

Instructional Design & Academic Technology

4. Click Login or press <Enter> on your keyboard. This is what the main page looks like:

y s Gibby Ottawa [0 hy
Ottawa 3 Prepare for a Life of Significance~

University

My Courses

Courses & Announcements E-textbook Support Motifications Dashboard

Add Module nalize Page T

My Grades FREE Tutoring available!

Courses where you are: Student

Calendar . o EDU-61745-FA2-2016-AA: EXTDNG-THE-CURRCLM-GIFTED-STU-II-
No Course or Organization Announcements have been posted in the last 7 EDU-61745-FA2-2016-AA-McLendon

Send Email 5.

Instructor: Stacie McLendon;

Tasks more announcements... EDF-8503-FA2-2016-AA: MASTER'S-RESEARCH-PROJECT-EDF-8503-
FA2-2016-AA-Coffman-Ro

Announcements

Instructor: Kim Cnﬁ%an—anero: Ottawa Online;
XTRA-OO0-Net-Tutor: Seminar for Significance

Personal Information Use the button below to check if your web browser is properly Instructor: No Instructors.
configured to use Blackboard
Goals and Assessments EDU-49002-22-FA2-2016-Research-Master: Teaching Practice: Sharing our
Test your Browser Journey to Becoming a Teacher

Goal Performance Instructor: Ottawa University Admin; Elena Oncevska;

XTRA-00-982: XTRA 00-982: TestOut | LabSim
Download Blackboard's Student App Today Instructor: Blackboard Managed Hosting Support donotdelete; Matthew
. et e e Fillo; Sample Instructor Level 1, Ima Teacher,

Image 3: The Blackboard main page.
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All courses in which you are currently enrolled are listed in the My Courses module. Courses become

available a few days prior to the term start (at 8am the Saturday before the first day of the term). Click

on the course name to enter that course in the Blackboard system.

Gibby Ottawa  [)

My Courses Library Calendar Academic Advising

Personalize Page

ments have been posted in the last 7
s,

more announcements. ..

your web browser is properly

'II’ o cnntant and mora o rinht from |

_l ~ My Courses #

Courses where you are: Student

EDU-61745 FA2-2016-AA: EXTDNG-THE-CURRCLM-GIFTED-STUAI-
EDU-61745-FA2-2016-AA-McLendon

Inztructor: Stacie McLendon;

EDF-8503-FA2-2016-AA: MASTER'S-RESEARCH-PROJECT-EDF-8503-
FA2-2016-AA-Coffman-Ro

Instructor: Kim Coﬁ}lan—Romero: Otftawa Online;

XTRA-OO-Net-Tutor: Seminar for Significance

Instructor: No Instructors.

EDU-49002-22-FA2-2016-Research-Master: Teaching Practice: Sharing our
Journey to Becoming a Teacher

Instructor: Ottawa University Admin; Elena Oncevska;

XTRA-00-982: XTRA-00-982: TestOut | LabSim

Instructor: Blackboard Managed Hosting Support donotdelete; Matthew
Fillo; Sample Instructor Level 1; Ima Teacher;

T

Image 4: The main Blackboard page with the My Courses portlet highlighted.
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UNDERSTANDING THE COURSE MENU

The course menu is broken down into three sections:
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¥ Sample Blackboard Course

- Early Summer 2017
1 1. Course Info

Course Info

_ 2. Course Materials
Getting Started

3. Resources

Announcements
Polici . o Le . .
olcies Your course content is located within these three sections. This content,
Course Materials 8 . . . . .
along with your required textbook, contains all the information you need to
Syllabus

be successful in your course. Each of these sections is explored in more
Weekly Materials .
Diecuesion detail below.
Assignments
Resources 9
Resource Room

My Tools

Blackboard Tutorial

Image 5: The course menu.

COURSE INFO: GETTING STARTED

The Getting Started link under Course Info is the first place you go when you enter your course for the
first time. This area provides you with the first steps you need to take in your online course.

|
Getting Started
¥ Sample Blackboard Course
- Early Summer 2017

Course Info
- Every week you will complete various activities including readings, written g
Getting Started h the materials you need for each week are available in the corresponding Wi
self-paced course. You are expected to participate each week and td

Announcements - -
according to the schedule provided.

@ Course Structure and Flow

Policies

Course Materials
Syllabus @ In order to get started with this course...

Weekly Materials . o .
1. Print and read the syllabus so that you are familiar with

DEesEeny expectations for this course.

Image 6: The Getting Started page.
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COURSE INFO: ANNOUNCEMENTS

Each course has its own announcements. Instructors create announcements for students and typically
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provide information on course updates and developments. When you enter your course, the
announcements page always appears first. You can also view the announcements at any time by clicking
the Announcements link in the course menu.

L Institut]
Announcements
¥ Sample Blackboard Course

- Early Summer 2017

BT Let us help you!!

Getting Started Posted on: Wednesday, April 12, 2017 3:38:03 PM CDT

FETEE This course is designed to help you gain a level of comfortability within our Blackboard

Course Materials emvironment. It is not something that will impact your GPA. Each student will use this
opportunity a little bit different. That's quite OK! If you need to practice interacting with your

Syllabus course mates, feel free to do that as frequent or as infrequent as YOU need.

Weekly Materials In short, this is just a sandbox or play area.

Discussions If you do have questions about different features within Blackboard, please feel free to open a

ticket with OU Help at https://www.ottawa edufouhelp.
Assignments

Again, if you have any questions, don't hesitate to let us know!
Resources

Have fun!!
Resource Room

Wy Tools Academic and Instructional Technology

Blackboard Tutorial

Image 7: The Announcements page.
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COURSE INFO: POLICIES

The Policies link under Course Info brings you to the University-wide policies and the course-specific
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policies. You are responsible for reading and understanding these. Contact your instructor if you have
any questions. Refer to your student handbook to view all University student policies.

Policies

¥  Sample Blackboard Course
- Early Summer 2017
Ottawa Online Late Policy
Course Info .

Getting Started

Announcements

h .j Plagiarism Prevention Notice

Course Materials

Syllabus

Weekly Materials j Saving Work

Discussions It is highly recommended that you save all of your work from this course on your own computer or flash drive.
The capstone course you take at the end of your program may require you to have access to this work for
culminating assignments and/or reflections.

Assignments
Resources

Resource Room

E University Policies (IMPORTANT!)

This folder contains universityand Ottawa Online policies regarding:

My Tools

Blackboard Tutorial
lad 1

Image 8: The Policies page. The policies listed on this page are the same for every online course.
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COURSE MATERIALS: SYLLABUS

To view the syllabus, click Syllabus under the Course Materials section of the course menu. Ottawa
University syllabi are designed in a three part format, divided into Course Description and Objectives,
Activities and Assignments, and University and Course Policies. These links open files in a new window.

Instructional Design & Academic Technology

Please review these for each course you take.

¥ Sample Blackboard Course
- Early Summer 2017

Course Info

Syllabus

Getting Started

Ottawa

Policies []niVCrSity
Course Materials Prepare for a Life of Significance=
Syllabus h

Building on its foundation as a Christ-inspired community of grace and open inquiry, Ottawa University prepares professional and
Weekly Materials liberal arts graduates for lifetimes of personal signif , vocational fulfillment, and service to God and humanity.
Discussions

Assignments

Resources
Course Description and Objectives

Resource Room
My Tools

Blackboard Tutorial
Activites and Assignments

University and Course Policies

Image 9: The Syllabus link on the course menu and the three-part syllabus format.
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COURSE MATERIALS: WEEKLY MATERIALS

Your course materials are accessed via the Weekly Materials link. The Weekly Materials page shows the
folders (or links) that contain the materials and information you need to complete your coursework.
The organization of content in ground courses may vary as Weekly Materials could be named Course

Instructional Design & Academic Technology

Materials or divided into weekly folders in the course menu.

Gibby Ottawa [ ()

Otta_wa e Prepare for a Life of Significance~

University

Library

My Courses

Weekly Materials

- e .
Weekly Materials
¥ Sample Blackboard Course
- Early Summer 2017
Copyright Notice
Course Info
Gelting Started Many of the materials posted to this course site are protected by copyright law.
9 These materials are strictly for the use of students enrolled in this course and are
Announcements only for the purposes and duration of this course. They may not be further retained
or disseminated.
Policies
Course Materials
Syllabus B Blackboard Mobile Learn App
Weekly Materials h The Blackboard Mobile Learn app is enabled for use with your courses at Ottawa
University. However, please be aware that some materials and features of
Discussions Blackboard are not fully functional in the Blackboard Mobile Learn app. In order to
engage with all aspect of the course, please use a computer with the latest
AR e version of the Firefox browser. More information about the Blackboard Mobile
- Leamn app is available here. Also, Blackboard, Inc. provides support for Blackboard
Maobile Leamn.

Resource Room

Wy Tools
Discussion Participation Rubric

=

Blackboard Tutorial

B THIS IS A SAMPLE COURSE
This is not an actual course. This is a sample course used for training purposes. Any and all discussions and

assignments submitted here should be considered for practice only. They will be deleted once the term begins.
At that time, your actual course will be made available to you.

L Week 1: Weekly Materials Example

E Orientation Assessment

Image 10: The Weekly Materials page with examples of both the traditional and new formats.
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COURSE MATERIALS: DISCUSSIONS

The discussion forums are located under the link titled Discussions, under Course Materials in the

course menu. To work in a specific forum, click the title of the forum to open it.

Instructional Design & Academic Technology

Ottawa e Prepare for a Life of Significance*
University
&

" GiobyOttawa )

My Courses

Discussion Board

-G

¥ Sample Blackboard Course
- Early Summer 2017

Course Info
Getting Started
Announcements

Policies
Forum

Course Materials
Course Café/

Questions for
the Instructor

Syllabus
Weekly Materials
ez
Assignments
Resources
Resource Room
Wy Tools

Blackboard Tutorial

Discussion Board

Forums are made up of individual discussion threads that can be organized around a particular subject. Create
Forums to organize discussions. More Help

In this online café, you can visit with me (your instructor) and your 0
fellow classmates. The purpose of this forum is for you to ask your
instructor and fellow coursemates questions or request clarification on
assignments, expectations, or concepts throughout this course. In
order to ask a question, please start a new thread with a subject that
gives some idea of what your question is about. For example, if you

had a question about an article review assignment, your subject line

might read, "Article Review 1 Question” or something of that nature.

You can also use this forum to discuss any topics of interest to you,
course related or not.

Please keep in mind that this is a public forum. It can be very valuable
for you to ask questions here because other students can see them
and henefit fram the clarfication wou have received However if wour

Image 11: An example of the Discussions screen and forums.

Once inside the discussion forum, you can view all the posts already made by other students. Discussion

Forums have two view options: List View and Tree View. List View appears by default, as shown below:

Tree View

= ¢ s— | stvew
Forum: Introductions
¥ Sample Blackboard Course . . . . .
. Eanzr Summer 2017 Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular
format. The Threads can be sorted by clicking the column title or the caret at the top of each column. More Help

Course Info
Getting Started Create Thread Search Discover Content Display +
Announcements
Policies

Thread Actions Collect
Course Materials

- il Thread Author Status Unread Posts Total Posts

Syllabus [} Dat
HLEEL I EETEE [ 9/81144:44PM  Brian Long Introduction Anonymous  Published () 1
Discussions

Thread Actions Collect
Assignments

Image 12: The Introductions forum shown in List View.
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Both views provide a list of threads in the forum. However, Tree View provides the ability to expand
and collapse folders by using the plus/minus icon next to each message, and most students find this

Instructional Design & Academic Technology

view more user-friendly. Switch to Tree View by clicking on Tree View in the upper right-hand corner of

the screen.

In most forums, you reply to an existing thread. However, in the Introductions forum, you need to
create a thread to introduce yourself. In fully online classes, this forum and the Course Café forum are

the only forums that allow you to create a new thread. To do this, click Create Thread.

I -

Forum: Introductions

Policies
. Message Actions Collect
Course Materials
Syllabus O
; {-Brian Long Introduction Anonymous
Weekly Materials 9
Discussions B RE: Brian Long Introduction OHG'bby
awa
Assignments 3 Gibl
[m| Gibby Ottawa Introduction 1oy
Resources Ottawa
Resource Room Message Actions Collect

Gefting Started I Create Thread | — Search Discover Content
Announcements

[ | Treo View

Published

Published

Published

Sample Blackboard Course . . . . .
Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular
farmat. The Threads can be sorted by elicking the colummn title or the earet at the top of each column. More Help
Course Info

Caollapse All Expand All

9/814 444 FM

41217 523 PM

41217 5:23FPM

Image 13: The threads within a discussion forum displayed in Tree View.

All discussion posts require a subject. Type your subject in the Subject box.
typed in the Message area of the text editor.

Your introduction text is

Message
Crystals ntrecucton post h
Message
T T T T Paragraph ~ Anal - 31200 == T-2-&
D Ooamwm ESEEE = T T g — - v
@ BE S cweun - T « ® O3 HE W €55

This is my dsscussion posting.

Path p

FiRA

Woeds 5 #

Image 14: The Create Thread input screen.
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Most discussion forums are not configured to allow students to attach files. For conversational
discussions, do not attach your post as a separate file. Putting your ideas in a separate, attached file
makes it hard for your classmates to follow the conversation thread. Some special forums, such as the
Introductions forum or a forum in which students are sharing their work, allow for attachments. This is
done identically as submitting assignment documents. If you need to review those steps, please see the
section below on uploading assignment files.

At the bottom right you have three options: Cancel, Save Draft, and Submit. When you save a
submission as a draft, you can come back and edit it later. To enter your thread in the discussion, select

Submit.
Message
Subject Coyataty Piaduesten paat
Mussage
T T T T Paragraph = Aria = 3{12ph = = T #- & @ixas
£ 004Q m EE=EE = T T. q ot LA A
& EEf S - N @ D4 B wTaL £58
Thits is My GeSCLSSIoN POStEng.
Path: ¢ Words S .

Attachments

Azach File Erowse My Compuler

Submit

k Save do seve  drat of thiz message, Click Sucbwmit & it the pogt, Click Cameed to guir,

s [ e

Image 15: The Create Thread screen with the Submit button highlighted in the bottom-right corner of the
window.
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Once you have submitted your discussion post, a green bar confirms the success of your submission. You

can also view your post in the forum.

Success: Thread Thread Confirmation created. [x]
List View Tree View

Forum: Forum
Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular
format. The Threads can be sorted by clicking the column title or the caret at the top of each column. More Help
Create Thread Grading Information Subscribe Search Discover Content Display
Thread Actions Collect
[] + Date Thread Author Status Unread Pasts Total Posts
| 4M3M7 208 PM  Thread Confirmation ') Gibby Ottawa  Published (@) 1
B 212717 5:30 PM Thread 1 Susie Teacher Published () 1
> Thread Actions Collect

Image 16: The green confirmation bar appears at the top of the screen and the new thread is visible.

To reply to the instructor’s opening prompt/question or to another student’s post: Simply click on the

title of the discussion post to open it.

Create Thread Grading Information Subseribe Search Discaover Content Display ~
Thread Actions Collect
[ w+ Date - Thread Authar Status Unread Posts Total Posts
[ 411317 209 PM  Thread Confirmation 1 Gibby Ottawa Published (@) 1
[p——— [1 Susie Teacher Pubiished ) 1
"3 | Thread Actions Collect

Image 17: The title of a discussion post highlighted.
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The post you are replying to is completely visible. To reply, click on the Reply button shown in the image

Thread: Karen's introduction

Ness300 ASons Expand All Coliapse All

r Karen Ludwig wsimucion  meisses Eman Authee
¥ Karen's introduction

Hi, my name is Karen and

J Mes33Qe Acbons Expand Ml

1 Posts inthis Theead | 0 Uneead

Cokapse N

below:
Image 18: The location of the Reply button.

The process of writing a reply is like creating a new thread. One difference is that the subject is already
filled in for you. As with your initial post, you must click Submit to post to the forum.

- Karen Ludwig wirocion  suwors Email Aumhor
Fi Karen's introduction

M, my name 18 Karen and

0 —_—
e ) o

Subject RE: Karen's Introduction
Message
T T TT Porsgraph - Aral * 312 I E=E i ESaE ISy AR 4 QixXA
Do S=E=EE = T . 9 -
AR S cvnws - T « DL E o
Path p Woess 0 ¢

Image 19: An example of a reply to a student’s introduction. Note the location of the Submit button.
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Once you submit your reply, a confirmation appears at the top of the thread detail screen.

m Crystal Ball ) mines 3

RE: Karen's introduction

Hello my name is Crystal and 'm new to Ottawa Unwversity. This is my fiest online class!

Reply Quote

Image 20: The green confirmation bar appears at the top of the screen.

Click the OK button in the bottom-right corner to return to the forum’s main page.

Hella vy name is Crystal and Nin new 1o Oftaes Univeraity. This is my first oalne class!

Reply Cucte

Select AN Moae  Messaje Adions Expand Al Collapss All

——

Image 21: Note the location of the OK button.
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ASSIGNMENTS

To submit an assignment, locate Assignments in the main menu. Important Note: Ground courses and

Instructional Design & Academic Technology

online courses still in the traditional format do not have a menu item for Assignments. In those courses,

assignments are in the Weekly Materials (or Course Materials) menu item.

- Early Summer 2017
Course Info @
Getting Started
Annguncements
Policies
Course Materials
Syllabus

Weekly Materials

Assignments

Best Practices for Test Taking

Taking quizzes and exams online requires that you pay attention to several details that will help ensure that the
assessment doesn't freeze while you are working in it or that you are not “kicked out” of the exam or quiz.
Please review this document for details. This item must be marked as reviewed before the first quiz or
exam in this course will be displayed for you. However, even after you've reviewed this important
information, the exam/quiz will not appear until the date listed on our syllabus. If you experience
problems while taking an exam or quiz, please notify your instructor and contact OU Help
(wwwi.ottawa.edu/ouhelp) immediately.

Link to info: http-//onl ottawa edu/documentation/student/docs/Test-Taking-Best-Practices pdf

Discussions
dp | B
Resources

Week 1: Practice Assignment

PLEASE WATCH THE FOLLOWING

DEO TO LEARN HOW TO SUBMIT ASSIGNMENTS.

Image 22: Some courses have assignment links located within the Course Material or Weekly Materials
area (this is common for face-to-face classes, and online courses in the traditional course format).
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1. Click on the title of the assignment to open it. All the assignment information including the title
of the assignment, the instructions, and the points possible appear in the Assignment
Information section. Below that is the Assignment Submission section. There you have a choice
of either typing your submission or attaching a file. Most often you will not type your
assignment. In many instances, you will be asked to prepare your assignment in an application
such as a word processing program, and upload the file as explained below.

2. To upload an assignment file, scroll down to the Attach File option and click on Browse My
Computer.

Assignment Submission

Text Submission Write Submission

Aftach File Browse My Computer Browse Content Collection

Add Comments

Comments

B

Character count 0,

Submit \

When finished, make sure to click Submit.
Optionally, click Save as Draft to save changes and continue working later, or click Cancel to quit withut saving chan

[ Cancel J Save Draft

Image 23: The Browse My Computer button is located to the right of the Attach File option. The Submit
button is at the bottom right corner of the screen.

Blackboard 9.1 Manual for Students 17
Last updated: May 22, 2017

For technical assistance, contact OU Help (ouhelp@ottawa.edu or 855-268-4357).

For feedback regarding this document, contact OUAcademicTech@ottawa.edu.



mailto:ouhelp@ottawa.edu
mailto:OUAcademicTech@ottawa.edu

Ottawa

University

Prepare for a Life of Significance”

Instructional Design & Academic Technology

3. Aseparate window launches that allows you to look on your computer for the file you want to
attach. Click on the document and select Open (this does not actually open your file).

& File Upload ——
@: . » Libraries » Documents » Documentation » Blackboard 9 1 Manual for Students - | +y

Organize « New folder

] »

Documents library

{ Favorites

Arrange by: Folder »

Bl Desktop Blackboard 9_1 Manual for Students
& Downloads T = e
= Recent Places
& OneDrive |Ra| Announcements
| |

|Ba Assignment Submission Area

B Assignments

4 Libraries
% Documents 5 Blackboard 9_1 Manual for Students_V1
J‘. Music 1% Blackboard 9 1 Manual for Students_V2 L
[ Pictures 3 |Ra| Blackboard Landing Page
B videos |ms| Blackboard Login PAge

B Click Thread Title
8 Computer N
J:‘_':' Local Disk (C3) |W| Discussion Subject
8 AZFACULTYS (\\azpxfile01) (F:) |Ra| Discussions
% 001§ (ksotvweb06) (M:) |R| File Attachments in Discussions
=¥ blackboard (\\10.1.1.238) (N:) B Getting Started
S8 AlIOU (VWksotfile01] () B List View
£ Public (\Wksotfile01\TheCollege) (Q:) | Location of OK Button
59 matthewfilla (\\azpsdiled1\usersS) (U:) Bl My Courses Module
% bbhelp§ (\101.1.1) (Z) % Il o iz Blarbhoard Ir‘r;w

ified: 4/12/2017 1:12 PM

File name: - IAII Files V]

[ open |I[ cance | |

h

Image 24: Files are attached by clicking on the document and then clicking the Open button.

4. The selected file appears in the Attached files area. Important Note: Do not use special
characters in your file name (such as &, %, or #) or a file error may occur.

Assignment Submission

Text Submission Write Submission

Aftach File Browse My Computer Browse Content Collection

Aftached files

File Hame Link Title

[ Blackboard 9_1 Manual for Students_V1.docx Blackboard 8_1 Manual for § Do not attach

Add Comments

Comments %

Image 25: The selected file appears in the Attached files section when properly attached. The instructor
can view this file after the assignment is submitted.
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5. You can also add any comments you would like in the Comments box to your instructor (only
your instructor can see these comments — other students are not be able to view them). To
submit your assignment, you must click the Submit button. If you click Save as Draft, it will save
the information for your future access but it will not be available to your instructor until you
return and click Submit.

Add Comments
Comments
-
Character count:0
Submit
When finished, make sure to click Submit.
Optionally, click Save as Draft to save changes and continue working later, or click Cancel to quit without saving changds.
Cancel ][ Save Draft m

Image 26: The Upload Assignment page with the Submit button highlighted.

6. After you click submit, you are brought to the Review Submission History screen. A green bar
appears at the top showing you that the assignment was submitted successfully. If for some
reason the submission failed, this bar would be red and you would be instructed to resubmit the

assignment.

This assignment is complete. Review the Submission History. 0

Review Submission History: Assignment Test

Assignment Details ~

Assignment Instructions

GRADE
LAST GRADED ATTEMPT 50.00/10

ATTEMPT 7
4/24/17 4:23 FM

SUBMISSION
D Blackboard 9 1 Manual for Students V1.docx

Blackboard 9_1 Manual for

Students_V1.docx Start New
This file is being converted. The

estimated wait time is 5 seconds

I«

Image 27: The green confirmation bar at the top of the Review Submission History screen.
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7. Furthermore, the Review Submission History screen shows the date and time the assignment

was submitted as well as the student’s comments and any files that have been attached.

Assignment Details ~

GRADE
LAST GRADED ATTEMPT

ATTEMPT 7

4/24/17 4:23 PM

Attempt 1 50.00

4/3/17 3:33 PN

Students V1.docx

Sartew

I«

Attempt 2
4/13/17 7:28 PM

Atternpt 3

4/13/17 7:28 PN

Attermpt 4

41317 7:30 PM

Atternpt 5

413117 T:37 PM

Atternpt 6
417017 1:42 PM

Attempt 7

4/24/17 4:23 PM

Image 28: The Review Submission History screen.

RESOURCES
RESOURCE ROOM

The Resource Room contains academic resources, technical help, bookstore access, and other support
services. To access it, click Resource Room on the menu.

==a
- Early Summer 2017

Course Info
Getting Started
Announcements
Policies

Course Materials
Syllabus

Weekly Materials
Discussions
Assignments

Resources

Resource Room R“")

My Tools

Blackboard Tutaorial

New Announeements appear directly below the repositionable bar. Reorder by dragging announcements to new positions.
abouve the repositionable bar to pin them to the top of the list and prevent new announcements from superseding them. The
presented to students. Students do not see the bar and eannot reorder announcements.

Create Announcement

New announcements appear below this line -~ === === o e oo e oo

Let us help you!!
Posted on: Wednesday, April 12, 2017 3:38:03 PM CDT
Hello!

This course is designed to help you gain a level of comfortability within our Blackboard environment. It is not something that will imp|
GPA. Each student will use this opportunity a little bit different. That's quite OK! If you need to practice interacting with your course
feel free to do that as frequent or as infrequent as YOU need.

In short, this is just a sandbox or play area.

If you do have questions about different features within Blackboard, please feel free to open a ticket with OU Help at https-//www oft
louhelp.

Again, if you have any questions, don't hesitate to let us know!

Image 29: The link to the Resource Room is located toward the bottom of the course menu.
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~~~Resource Room~~~

Technical Assistance

0U Help

Available 24/7 for technical support via email, phone and live chat. The
web site will open in a new browser window or tab.

Blackboard Learn Tutorials
Print and video tutorials on how to use the features of Blackboard (for both

students and faculty). The web site will open in a new browser window or
tab.

Gangwish Library

Access to library resources has been moved to the Library tab. Please
return to your Blackboard browser window and click the Library tab at the
top of the page:

Library

N

Faculty Course Issue Reporting Form

Technical Course Issues:
Instructors (not students) should fill out the Faculty Course Issue Reportin
Form when there are issues with any of the following:

® Missing/Incorrect Content
® Broken Links
® Grade Center Issues
® Spelling/Grammatical Errors
® Errors or inconsistencies in syllabus
Issues will be addressed ASAP when reports are submitted properly. Please
do not use the form for login or password problems. Please direct those
types of issues directly to OU Help (see link to OU Help above).

Content Revision Suggestions:

Instructors should also use the Faculty Course Issue Reporting Form to
provide suggestions for content revisions. Design Studio staff will do their
best to address instructor suggestions for the next time the course is
offered if suggestions are found to be appropriate in improving course
quality. Significant content revisions may require a written proposal sent to
the Academic Dean of Online Education. Instructors will be notified if their
revision suggestions require this process.

Collaborate Resources
Collaborate is the virtual classroom/conferencing system built into Blackboard Learn. Faculty can use it to schedule office hours,

class sessions, meetings, and tutorials with students.

Check that your computer meets the minimum system requirements:
System requirements for Blackboard Collaborate Web Conferencing

Find Collaborate in your course:
1. Click My Tools on the course menu
2. Click this icon:

Blackboard Collaborate

Schedule and join Blackboard Collaborate web

conferencing sessions and view recorded archives.

(Alternatively, your course may have one or more links to Collaborate within the course materials.)

Participant Resources
How to participate in a Collaborate meeting (all items open in
a new window or tabj:
Video tutorial
web-based Participant’s Guide
Quick-Start Guide (PDF)
Audio Setup Wizard (PDF)

Instructor Resources

How to moderate (lead) a Collaborate meeting (all items open
in a new window or tab):
- Video orientation (MP4)

Video orientation (Collaborate Recording)
- Web-based Moderator’s Guide
- Quick-Start Guide (PDF)

Introduction to the Participants Panel (PDF)
- Using the Audio & Video Panel (PDF)
- Using Chat (PDF)
- Audio Setup Wizard (PDF)
- Loading a PowerPuoint File (PDF)
- Using the Whiteboard (PDF) | recording)
- Using the Polling Feature Wizard (PDF)

Using Application Sharing (PDF)| (recording)
- Using Web Tour (PDF) | (recording)
- Using Telephony (PDF)

Getting Started with Recordings (PDF)

Image 30: The Resource Room web page.
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MY TOOLS

The My Tools area is where you can find the class roster, send email, and where you can go to check

Instructional Design & Academic Technology

grades and view instructor feedback.

Sample Blackboard Course
- Early Summer 2017
Course Info @j Achievements Groups

Getting Started

Tools

Achievernents [} Create and manage formal groups of students to
Announcements collaborate on work.
Policies
. E Blackboard Bookshelf =

Course Materials IDEA Online Surveys
Syllabus Blackboard Bookshelf Module

IDEA Online Surveys
Weekly Materials
Discussions Blackboard Collaborate

@ Journals

RO IETE Schedule and join Blackboard Collaborate web
RESOIIEES conferencing sessions and view recorded archives. Create and manage journals that can be assigned to each

user in a group for the purposes of privafe communication

Resource Room with the instructor.

A — 2borte Ultra
SER e Schedule and join Blackboard Collabarate Ulira web m MeGrawsHill Hinhar Edisatinn

Image 31: The My Tools Page

TOSEND AN EMAIL
1. Click Send Email in the My Tools area.

- Create and manage personal Fortfolios and Arfifacts.
#11¥ Calendar

Track important events and dates through the Calendar. IE Roster

Contacts
Instructors ean post contact information about themselves send Email _
and others. i]%

Send emarl messages to different types of users, system
Glossary

View a list of users enrolled in the Course.

roles, and groups.
Image 32: The location of the Send Email link.
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2. Choose the set of users whom you would like to email. It is suggested that you choose Select

Users and choose the specific people whom you want to email from a list. That option is
demonstrated in this manual.

All Instructor Users

Send ematl to all of the Instructor users in the Course.

All Observer Users

Send ematl to all Observer users in the Course.

Select Users

Select which users will receive the email. _

Select Groups %

Select which Groups will receive the email.

Single / Select Observer users

Send an email to selected Observer users.

Image 33: The Select Users option is located toward the bottom of the Send Email screen.

3. Select the names of the people you want to email and use the arrow to add them to the
Selected list.

Email Information

To
Available to Select Selected

Abdul-Rahmaan, Monica I - -
ams, Darrel [

Adams, Dedra

Admin, Ottawa University
Ahmad, Ogai

Alvidrez, Liliana
Applegate, Lindsey
Armold, Jessica

Arra, Shashank

Ayre, Sarvesh
Balakrishnan, Karthikeyan
Bellino, Dominique

Invert Selection Select All Invert Selection Select All

Image 34: The Select Users page.

If you accidently move the wrong names over, you can deselect them by clicking on their name and
using the left arrow button to move them back to the Available to Select list.
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4. Type in your Subject and message. You can add an attachment to the message if desired. This is

done the same way as submitting an assignment document file. If you need to review those

steps, please see the section on uploading an assignment file. Once you are satisfied with your
message, click Submit.

From

Subject e

Message

T T T F Paragraph - Arial

- 3Zpt) I EERIERIT | #0)e &idA
% 0 OQ E=E=EE = T | T Mo — — o[-
O « @@ & E HTHL CS5
Path: p Words0
A copy of this email will be sent to the sender.
Aftachments Attach afile
Submit

Click Submit to proceed. Click Cancel to go back.

Image 35: The Subject and Message areas of the Select Users page.

After you submit, the main Send Email page appears along with a green confirmation bar at the top

showing that the email was successfully sent. You also receive a copy of this email in your OU student
email account Inbox (not in your Sent folder) for your records.

Edit Mode is: (R0FE) @)

Email was sent to intended recipient/s. (x]
Fillo, Matthew

Send Email

Instructors can send email to all or selected individual Users, Students, Groups, Teaching Assistants, Instructors

or Observers. From a Blackboard Learn course, email eannot be sent to anyone who is not a member of the
course.

All Users

Send email to all of the users in the Course.

Image 36: The green confirmation bar appears at the top of the screen.
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To access view your grades for a course in Blackboard, go to My Tools > View Grades.
ST eTra TU O eTenT [JPes O USeTs, SYSTent
) roles, and groups.

@ Glossary

View a list of important terms and their definitions. § :ﬂ] View Grades I}

| IDEA Online Surveys and Gradebook

Goal Performance
View goal performance within a course. [EE] Wikis
Create and manage wikis for Courses and Course Groups

Image 37: The View Grades button is located on the bottom-right side of the Tools menu.

A screen showing all the grade book items appears showing your total grade so far, items that have
already been graded, items waiting to be graded, and future assignments. Click on the title of a graded
assignment to view details such as your instructor’s feedback.

My Grades

All Graded Upcoming Submitted Order by:  Course Order -

Total
View Description Grading Criteria

Running Total 0.00
View Description Grading Criteria

Week 1: Practice Assignment -
Asgsignment

Week One Discussion
Discussion

Orientation Assessment
Test

Image 38: An example of a student’s grade book.
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This brings you to the Review Submission History page. It section provides a snapshot of your
submission. The date and time of your submission, comments for and from the instructor, and the file
submitted (if one is attached) are viewable.

Review Submission History: Week 1: Practice Assignment

Assignment Details ~

Assignment Instructions v

GRADE
LAST GRADED ATTEMPT

ATTEMPT

Spicy jalapeno bacon ipsum dolor amet tongue bacon veniam brisket 522117 517 PM 1.00n
pork chop kielbasa, prosciutto short loin kevin. Jowl frankfurter officia
landjaeger. Pork belly porchetta kevin duis tongue brisket alcatra sed
shoulder short ribs prosciutto shankle voluptate. Duis quis excepteur SUBMISSION
officia sausage consequat veniam picanha sunt cupim ea ut est [] Submission Text
andouille elit. Strip steak t-bone beef, ham excepteur qui ad quis ball
tip pork belly turkey. Pancetta ut non dolore ham hamburger mollit COMMENTS
officia magna beef. Excepteur sirloin tempor minim pork in.
Gibby Ottawa

SIZ2M7 5:17 PM
Spicy jalapeno bacon ipsum dolor amet tongue bacon
veniam brisket pork chop kielbasa, prosciutto short loin
kevin. Jowl frankfurter officia landjaeger. Pork belly porchetta
kevin duis tongue brisket alcatra sed shoulder short ribs
prosciutto shankle voluptate. Duis quis excepteur officia
sausage consequat veniam picanha sunt cupim ea ut est
andouille elit. Strip steak t-bone beef, ham excepteur qui ad
quis ball tip pork belly turkey. Pancetta ut non dolore ham
hamburger mollit officia magna beef. Excepteur sirloin
tempor minim pork in_

Feedback to Learner

52217 5:29 PM

Good Job!

Save As Arifact m

Image 39: The Review Submission History page provides detailed information about submitted
assignments, the grade received and any comments from the instructor.
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