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Logging In

1. In your address bar, go to http://bb.ksbe.edu/ NS

M“ M Blackboard Learn ILE
|~

| [ http://bb.ksbe.edu/

Go to http://bb.ksbe.edu/

Have an account?
Please enter your credentials and click the Login button below.

Enter your
username and
password here

2. Enter your username and
password within the respective
fields.

Username: | |

Password: | |

Forgot Your Password?
Login

Forgot Password .

Have an account?

Please enter your credentials and click the Login button below.

Forgot Your Password?

1. If you have forgotten your

password, click the Forgot Your If you have
2 . forgotten your

Password? link above the Login oassword, click

here

button.
Login
2. Use either the Username Option or the Email Address Option to
retrieve your password. Go to your email and follow the steps instructed
to you from the blackboard email message.

1.
iassword. An aclive emall aidress must be assaciated with the account to change the password. An emall will be sent with insiructions to change the password

Use either the "Username Option"
L | == the "Email Address Option" to
mmmmm - retrieve your password via email.

First Name
Last Name

Email

3.
[ i |



Changing Your Password

& )5 [ npuson.

_tab_group_id=_2_18uri=%2Fwebapps%2Fblackboard%2Fexecute®:2Flay)
N

1. On the top of the page, click on My

Places. m:,:mw Click on "My Places"

) Kamehameha Schools

My Places
A Change Text Size My Classes
) High Contrast Setiin 2012 Senior Legacy, Alex
Ikeuchi

AP World History, Bellosi

Sth Grade Introduction
Course
Human Development,
Soares
Japanese 1. Kasukawa

2. A new page should appear. From here, s
2012 Seminar Health and

click on “Personal Information” e

Mo'olelo Hawai
My Preferences

Personal Information
Edit Notification Settings
Notifications Dashboard

Click on
"Personal
Information”

‘\- 2| Personal Information

Edit Personal Information

Edit your Personal Information. Personal Information s your contact information, nam

3. Click on Change Password. Cranga Pracwcrs

Croose a new passuoro Click on "Change Password"

Personalize My Places

Jpload a personai avatar and set which Bnks appear on your My Places page.

Set Privacy Options

‘Select which flelds of your personal information can be seen by others

Change Personal Settings

Change Personal Settings. From this page you can change your default language and conirol Text Editing and Help options.

4. Input your new password =4 change Passwora
in the Password field and _—

then again in the Verify v
Password field. Your
password should contain at

o ———— Input your new password in both
— fields. Your password must contain at
least one character and no spaces.

least one character and no

@) Aexlkewhi ¢ MyPlaces @& Home [ Help 9 Logout
gl_,- - Blackboard

e, acaress, phone number, and so forth, Use Privacy Options

spaces. Click on the Submit
button.

Click "Submit" once you're done.




Changing Class Title

CLASS MANAGEMENT | mnrerasks,l

* Control Panel [Fr—— =00
Files
Class Tools Edit Notification Seftings | Actions ¥ |

Evaluation ¥ Classes/Organizations (1)

Grade Center

Users and Groups

1. In the Control Panel, click

Guest and Parent Access

Customization and then Properties. i

Tool Avaiizbilty

[| Click on "Customization" and
then click on "Properties”.

Packages and
Utilities

Help Last Updated: February 15, 2012 113 PM

Blackboara Help
Contact Support Needs Attention
Vigeo Tutorials

=2 6|

Edit Notification Seftings | Actions ¥ |

@ Properties
Change the Class Name
Properties control he functional settings of the Class. More Help . " .
and then click "Submit

2. Change the class name in e |

L8 Name and Description

the Class Name field. Then 7 e ey A ]

Class D HHS_2012SENIORLEGACY_IKEUCH

click Submit. o ‘

&




Viewing List of Users

CLASS MANAGEMENT | I

Files

G Th Edit Notification Settings |

Evaluation

¥ Classes/Organizations (1)

Grade Center

Users and Groups

1. Within the Control Panel, click on “’“7
Users in the Users and Groups section. e

Guest and Parent Access
Propetties

Style

Tool Availsbility

Click "Users" in the
"Control Panel”.

Packages and Lol
Utilities:

Needs Attention
Help

Edit Notification Settings |

| No Notifications

@ Users

Find Users to Enroll

search: [ Username [=] [Notbiank [<]] | | co | Clle on "Show A”"
2. On the Users

. -+ Remove Users from Class ‘ Refresh
page, click on 3 [ice = i - ==
[0 ekordei [¥ Ellen Cordeiro elcordei@ksbe edu Teacher Yes
Show All. © agnen ¢ P
[F] hi2alikeu [¥] Alex. Ikeuchi h12alikeu@ksbe edu Teaching Assistant Yes
[ yuyano [ Yui Yano yuyano@isbe edu Teacher Yes
 Remove Users from Class Refresh

Displaying 1 to 4 of 4items | Snow All|| Edit Paging. ..

@ Users

All of the users enrolled in your

[ Find Users o ot | class should be shown.
. search:| Usemame [»]| [ Notblank [=] Go
3. Alist of all of the —— , - —
users enrolled in your - e e - -
hi2akkey Alex. Ikguch: h12aikeu@hsbe edu Teaching Asgistant Yes
class should appear. . i oo prs—— Tescer s

Displaying 110 dof dilems | Retum




Enrolling Users

1. Within the Control Panel, click on Users
in the Users and Groups section. e

2. On the Users page, click on

Find Users to Enroll.

3. Find a user’s
username by using
Browse. Give the user
a Role and then click
Submit.

CLASS MANAGEMENT |

# Control Panel

Files

Class Tools | B Neffication Sefings |

Evaluation |v<:|.assesmmniznnns 1)

Grade Center

Users and Groups

Click "Users" in the
"Control Panel".

Customization
Guest ang Parent Access
Properties

Style

Tool Availability

Packages and Last Upd

Utilities
Needs Attention
Help

Edit Natification Settings |

| No Notifications

2012 Senior Legacy, Alex Ikeuchi 1LY

# 2012 Senior
Legacy, Alex
Ikeuchi

E—
b8 information m B
-
T {
| T

Click on "Find Users
to Enroll"

Find Users to Enroll

Search: | Username E‘ |Nolmank |ZH ‘ | Go ‘

> | Remove Users from Class

@ Add Enroliments: HHS_2012SENIORLEGACY_IKEUCHI

Users that have an existing account in the system can be enrolied in the Class. Click Browse to search for users. Only users that are not already enrolled in the Class will be identified in a search
for users. More Help

* Indicates a required field.

sl

Enter one or more Usernames. Separate multiple Usemames with commas. Click Browse to search

Find a person's username

“* Usemame ‘ ‘ [ Browse.. .
o and give them a role.
Enroliment Availabilty Yes C|ICk on "Submlt".




Adding Content

1. Click on Content in the sidebar of
your page.

2a. Roll you mouse over Build Content
and choose to add videos, images,
files, new pages, etc.

2b. Roll your mouse over Create
Assessment and choose to add a test,
survey, or assignment

eni
Legacy, Alex
Tkeuchi

b ome Page

1 [ B
[ ]

T

2012 Senior Legacy, Alex lkcuchi [IITLLEENT

@ Home Page =

Click on "Content”

Add Class Module

No Class Announcements have been posted in the last 7 days.

b Groups

b Toois

1 [

CLASS MANAGEMENT

* Control Panel
Fil

| e

My Tasks:

No tasks due.

more tasks.

What's New =28

Edit Notification Seftings |

Agtions ¥ |

[» Classes/organizations (1) |

m Content [+

Build Content % | Create Assessment ¥ | Add Interactive Tool % | Assign Textbook ¥

Folder empt

Click on "Build Content" to
add videos, images, files,
and new pages.

m Content =

Build Content % | Create Assessment % | Add Interactive Tool ¥ | Assign Textbook ¥

Folder empty

Click "Create Assessment" to add
a test, survey, or assignment




Adding Content Continued

m Content

Build Content % | Create Assessment % | Add Interactive Tool ¥ | Assign Textbook ¥

Folder empty

2c. Roll your mouse over Add
Interactive Tool and choose to add
blogs, journals, groups, etc.

Click on "Add Interactive
Tool" to add blogs, journals,
chats, groups, etc.

m Content v

Build Content % | Create Assessment %% | Add Interactive Tool % | Assign Textbook ¥

2d. Roll your mouse over Foereney

Assign Textbook and either e - : —
search for a textbook or add Click on "Assign Textboo
it in manually. to add a textbook




Adding a Document

1. Click on Content in the
sidebar of your page.

2. Roll you mouse over Build
Content and under Create
click Item.

2012 Senior Legacy, Alex Ikeuchi [T ST

Ikeuchi

IS @ Home Page '+
Legacy, Alex Click on "Content"

i Home Page Add Class Module

B information

[:]
B | content []

o0

No Glass Announcements have been posted in the last 7 days.

[ { |

mere announcements... |

| Groups

i ‘Tnz-\s T

C—

CLASS MANAGEMENT

No tasks due.

# Control Panel [rr——
Files

Class Tools Edit Notification Seftings |

Actions +

Anouneemen s [¥ Classes/organizations (1)

Blogs
Ciass Calenosr

m Content %

Build Content ¥ Add Interactive Tool % || Assign Textbook ¥

1

Under "Build Content",
click on "Item" under
the "Create" heading.

Folder empty

10



Adding a Document Cont.

E}? Create Item

3. Add a title in the Name + I e Add a title in the
field for your folder. LT "Name" field.
-‘:':M:Iva';; o [ )= .'Ano_l.fu :":(%‘-c:'?;jt SemEEe
“BEA B B
4. Click on Submit. > —
Descriptions’ Adtach File Browse My Computer | Browse Class
attachments, or viewing E — g"ctlf O”HSUb”"t o
. . - ptionally, you can a
options can be added, but attachments or viewing
those are optional. &l e options beforehand.

x

Cancel

11



Adding Images

1. Click on Content in the
sidebar of your page.

2. Roll you mouse over Build
Content and under Create click
Image

2012 Senior Legacy, Alex Ikeuchi UL SIS

a =

2012 Senior
Legacy, Alex
Ikeuchi

bl Home Page

b information

@ Home Page v

Add Class Module

Click on "Content"

a
= 2B
i content -]
No Class Announcements have been posted in the last 7 days.
b Discussions
91 |
more announcements. .
i Groups
1 [ My Tasks S
q My Tasks:
b Heip
No tasks due.
CLASS MANAGEMENT more tasks. .
# Control Panel What's New =] x]
Files
e Edit Nofification Settings | Actions = |
Announcements | % Classes/Organizations (1)
Blogs
‘Class Calendar

m Content ¢

Build Content % | Create Assessment % | Add Interactive Tool % | Assign Textbook ¥

Folder empty

Under "Build Content” click
on "Image" under the

"Create" heading.

12



Adding Images Cont.

3. Click on one of the three
Browse... buttons to select an
image. Create a title.

4. Customize your image by
filling in the optional fields
under Image Options and
Standard Options. Click
Submit.

EF Create Image
Saluct o show o7 the page. Sat he haight

Long Desergtion

.
Il oo

Browse your
computer, class, or
mashups to find your
image. Create a title.

- '\ Customize your image.

Select viewing options

click submit.

for your image. Finally,

13



Adding Videos

1. Click on Content in the
sidebar of your page.

2. Roll you mouse over Build
Content and under Create click
Video.

E T W Ul Home Page

=
%2012 Senior > Home Page =
Legacy, Alex lick " "
Ikeuchi Click on "Content
b Home Page 2] Add Class Module
b information ® 8
s 00
B content 8 B
No Class Announcements have been posted in the last 7 days.
; 7
| ot smaouncements |
i Groups ]
&
b Tools ] b 583
My Tasks:
1 [ a
No tasks due.
CLASS MANAGEMENT more fasks..
4 Control Panel What's New CE]
Files
Class Tools Edit Notification Settings ‘ Actions ¥ ‘
Announzement s ‘ ¥ Classes/Organizations (1) ‘
siogs
Clsss Calencs

@ Content =

Build Content % | Create Assessment ¥ | Add Interactive Tool %% | Assign Textbook ¥

Folder empty

Under "Build Content"

click on "Video" under
the "Create" heading

14



Adding Videos Cont.

3. Click on one of the three
Browse... options to find a

video. Give the video a title.

Customize your video.

4. Select viewing options
for your video. Click
Submit.

@ Create Video

Salect a videa 1o show on he page. The video playes will appear directly an the page. Set the helght and width ogtians 1o display e video at the right size, and include a lianseriptfor those hat
cannal ses or hear e video. When upioading an MPEG fle, you have the oplian af Including a SAM transerit fle. Oferwise, use a separale fext fie in the same foider (0 provide a ranscrpt for
bore Help

the video.

# Find Fe Browsa My Compuwter  Browse Class  Erowse Masnups

e Name ) ",

omoams m e ‘\
PN video options

p— o oo

i e
o e g bo
o v g 1o

Find a video either
through browsing your
computer, class, or
mashup (youtube). Give
the video a title.
Customize your video.

M standard Options

Permit Users to View this Content

Track Number of Views

Select Date and Time Restrictions

s o No

) No
DisplayAter @[]

Enter ates as mmicdiyyyy. Time may be entered in any increment.

osemyunal @[]

Enter dates as mmiddiyyyy. Time may be entered in any increment.

=]

=]]

Select viewing
options for your
video. Click "Submit"

.

Cancel  Preview [[ETELLY

15



Adding Videos Using Youtube

2012 Seior Loy, Al heuchi JRLUOEN
=

22012 @ Home Page =
Click on "Content"
fome e

b information

]
o ents + 0B
B content ]

No Class Announcements have been posted in the last 7 days.
1. Click on Content in the oo

. b Tools b s
sidebar of your page. ‘
i Heip
No tasks due.
 Control Panel What's New -
:
Edit Notification Settings Actions ¥
[¥classesiorganizations (1) |

m Content =

Folder empty

2. Roll you mouse over Build

Content and under Mashups click ) _
Youtube Video. Under "Build Content” click

on "Youtube Video" under
"Mashups".

Powered by
Search for a YouTube Video )
Youf-

Enter search information below. Click Go to view the results. The order of search results is determined by YouTube.

3_ Sea rch for‘ a V|de0 W|thin the Search | [All of the words [=] Language[Any Language  [=] Go
Search field. I

Search for the title
of a video.




Adding Videos Using Youtube

4. Click on Select
under the thumbnail
of the video you want.

5. Click on Submit.
Descriptions, links,
or viewing options
can be added, but
those are
optional.

Show YouTube URL

Show YouTube information

Files can be attached here. Click Browse to select the file to attach and specify a name for the link to this file

Atach local file

Permit Users to View this Content

Cont.

Search Results
(1 Tubey

Enter search information below. Click Go to view the results. The order of search results is determined by YouTube

Search [cats |[ Al of the words [=] Language [ Any Language

Bl

Displaying 1 o 10 of 1000000 items Sort

Funny Cats

Duration: (7:50)

User: nguoap Added: 7/S/07

YouTube Rating: 4 91835 of 5 stars - 67144 \otes View Count: 35344522
YouTube URL:
it's soo funny D audio content is licensed by UMG Song 1- Gioachino Rossini - The Thieving Magpie Seng 2: Thy
The Nuteracker Song 4: Smash Mouth - All Star Song & The Wiseguys - Goh La La PS: i will ignore messages v

Preview
Select

After finding a video you
want, click on "Select"

Funny cats in w:
Duration: (3:19)

User: schneideryuri Ade
YouTube Rating: 4911
YouTube URL:
wyiw_Sehneideruri.com - my fun blog Music Nicoleta Dara - Is it true. wwuyoutube.com Compozitor: www.youtl

\iatar oo

Preview

Thumbnail will show as full size when the View Link is clicked. Embed Video will show the video player diectly in the page.

© Yes © No

© Yes © No

Browse My Gomputer | | Browse Class

Click on "Submit". You can
add optional descriptions,

@ Yes @) No

Track Number of Views 5 Yes @ No

o g N || I -]

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

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

Select Date and Time Restrictions.

links, and/or viewing
options beforehand.

Back || Preview  [[ETECH

17



Adding Links/URLs

2012 Senior Legacy, Alex Ikeuchi TSNS

=

42012 Senios » @ Home Page =
i Click on "Content"

Ikeuchi
B Home Page Add Class Module

(]
o ents * B3
(]

:
1 . CI ic k o n Content i n t h e ; E | Ne Class Announcements have been posted in the last 7 days.

. b Groups
sidebar of your page. y Tasks o
I My Tasks:
)
No tasks due.
# Control Panel [Fr— =] <)
Files.
Class Tools Edit Notification Seftings | Actions + |
Amnounement is [¥classesiorganizations (1) ]
-
Class Calendar

m Content [+

Build Content % | Create Assessment ¥ | Add Interactive Tool % | Assign Textbook ¥

Folder empty

2. Roll you mouse over Build
Content and under Create Under "Build Content"

click URL. click on "URL" under
the "Create" heading.

18



Adding Links/URLs Cont.

3. Add the URL and a
title for it in their
required fields.

4. Click on Submit.
Descriptions,
attachments, or viewing
options can be added,
but those are optional.

@ Create URL

AURLIs a shorteut to a Web resource. Add a URL to a Content Area to provide a quick access pointto relevant materials. More Help

3.

4.

te d field.
2 ple, htp v myschool.edur
Attach File Browse My Computer | _Browse Class
POt USers 10 View NS Content @ Yes @ No
Open in New Window
Track Number of Views

Select Date and Time Restrictions

Add a title and the URL
in their respective fields

Click Do Not Attach 1o remov

Click on "Submit".
Optionally, you can add
descriptions, attachments,
and/or viewing options
beforehand.

19



Adding Folders

1. Click on Content in the
sidebar of your page.

2. Roll you mouse over Build
Content and under New Page
click Content Folder.

E T W Ul Home Page

%2012
Ikeuchi
-

b information

]
S >
Legacy,

B content

-

i Groups

8
4]
1]

[~]

b Tools

g|le|a

1 [

CLASS MANAGEMENT

# Control Panel

Fi

Class Tools
Announzement s
Blogs

Cisss Calengar

Add Class Module

@ Home Page =
Click on "Content”

T
No Ciass Announcements have been pasted in the last 7 days.
| e |
My Tasks =]
My Tasks:
No tasks due.
more fasks..
What's New =S
Edit Nofification Seffings | Actions ¥ |
[¥classesiorganizations (1) |

m Content (v

Build Content % | Create Assessment ¥ | Add Interactive Tool ¥ | Assign Textbook ¥

Folder empty

Under "Build Content", click
on "Content Folder" under
the "New Page" heading.

20



Adding Folders Cont.

3. Add a title in the Name
field for your folder.

4. Click on Submit.
Descriptions or viewing
options can be added, but
those are optional.

Create Content Folder

A Content Foider i a way of organizing content items. Content Folders and sub-folders st up a hierarchy o group related matersal iogether. More Helg

S o |
i = Add a title in the
oot ame Ws) sace ) "Name" field.
. Test Eanor s m

Click on "Submit".

options beforehand.

Optionally, you can add a
description or viewing

21



Adding Discussion Boards

1. Click on Content in the
sidebar of your page.

2. Roll you mouse over Add
Interactive Tool and click Discussion
Board.

3. Click on Link to
Discussion Board Page,
Select a Discussion Board
Topic, or Create New Topic.

Home e

@ Home Page v

Add Class Module

Click on "Content"

No Class Announcements have been posted in the last 7 days.

z
1
H
E

My Tasks o8
My Tasks:
No tasks due.
more tasks...
What's New =28
it Notfication Sefings | Actions + |
[+ classesiorganizations (1) |

m Content

Build Content ¥ || Create Assessment ¥ | Add Interactive Tool ¥ | Assign Textbook ¥

1 Test ¥l I

Under "Add Interactive
Tool", click on
"Discussion Board"

AMl Create Link: Discussion Board

Link o the Discussion Baard page, ik 1o @ specific Dscussion Board logc, of el @ new Discussion Board opic. Creaing a nk o a opic here and making i hidden w
make e toic hidden as we
@ Link o Di Page .«
Selecta Discussion Boara Topic Click on "Link to
SelectaDiscussion Boara Topkc |

Discussion Board Page",
"Select a Discussion
Board Topic", or "Create

G

Creale New Tapic

»

Creale Hew Topic

8. Click Cancel 10 quit

New Topic". Click "Next".

cance | |20

22



Adding Discussion Boards Cont.

4a. If you clicked Create
Topic, create a Name. Click
Submit. Topic Availability or
Topic Settings options can be
added, but those are
optional.

4b. Once a link or
discussion board page is
selected, create a Link
Name. Click Submit.
Descriptions or Viewing
Options can be added,
but those are optional.

@ Create Topic

Topics are made up of indhidual diSCUSSion MMeads INat can ba 0ganized around a pArHCular sudject Creals TORCS 10 OIGanize discussions. More Help

Mame
Description
“Momal v 3w Al v B S U sk % X == 0RO == e

‘ekp e s | If you clicked "Create Topic", create a

name. Click "Submit". Optionally, add
"Topic Availability" and "Topic Settings"

Tont tor o [T

. Create Link: Discussion Board
L

Indicates a required field.

1.

Link Name [Discussion Boara ]

Color of Name W o Black \

L DiscussionBozrd Once chosen to link to or

Text

E P— — 573 = - select a discussion board page,

CAS Y MNP @ v PEIARL TS O

e create a "Link Name". Click

"Submit". Optionally, add a
description or viewing options.

23



Adding Tests

1. Click Tests, Surveys,
and Pools under the Class
Tools header.

@ Tests, Surveys, and Pools

# Tests

Tests are sets of questions that are graded to measure student performance. Once a test is created Nere, it must be deployed within a content folder before students can take the test. Test results

CLASS MANAGEMENT

# Control Panel
Files
Class Tools
Announcements
Blogs
Class Calendar
Collsboration
Contacts
Gourse Health Check
Discussion Bosrd
Glossary
Joumals
Manage Announcements
Messages

Respondus LockDown
Browser

Rubrics
Send Email

Tsks

Tests, Surveys, and Pools
Wikis

Evaluation
Grade Center

¥ All Items (0) |

What's New =20

i Edit Notification Settings |

Actions » |

[#Classesiorganizations (1)

|+ content (1)

Click "Tests, Surveys,
and Pools" under the
"Class Tools" header.

ted: March 29, 2012 10:25 AM

8 o Notfication Settings |

Needs Attention =20

Actions ¥ |

No Notifications |

What's Due

‘Select Date: [03/29/2012

#Today (0)

¥ Tomorrow (0)

¥ This Week (0)

¥ Future (0)

8 EattNotification Sattings |

Past Due
Early Warning System

are reviewed in the Grade Center. Note that some question types are not automatically graded

2. Click Tests.

> Surveys

Surveys are not graded. They are useful for gathering data from students thatis not used fo evaluate student performance. Surveys must be deployed in a content folder for students to respond
10 the survey.

» Pools

Click "Tests"

Fools are sets of questions that can be added to any Test or Survey. Pools are useful for stering questions and reusing them in more than one Test or Survey.

3. Click either the Build Test
or Import Test buttons to
either create a new test or
upload a test from the
computer or blackboard,
respectively.

Tests

Tests are a means of assessing student performance. More Help

impor o

Click Build

Either click "Build Test" or
"Import Test" to upload a
test from your computer.

24



Adding Tests Cont.

4a. If you chose to
import a test, click either
the Browse My
Computer or Browse
Class buttons to find a
test from your computer
or blackboard. Click
Submit.

4b. If you chose to create a
new test, create a name in
the Name field. Click
Submit. Descriptions and
instructions are optional.

? Test Import
&

Test Impon dds an exparisd Test 1o the sat
atother institutions, and Tasts craated with of

ard Leam ¢an ba imparted as long a roper forma. More Help

Attach Filg Browse My Computer | _Browsa Class

1. A

Hame

sergion
~[Nomat = u[u»—&:;;_.ﬂ 1= i e e

Ll way 10 rewuse 3 Test. Only Tes! packages created by BIschboard Lear can be imponied. Tests creaied by olhers, Tests crested
i s they are in i pr

Click either "Browse My Computer or /
"Browse Class". Then, click "Submit".

Create a name under the
"Name" field. Optionally, create
a description and instructions.

Then, click "Submit".
= paths pae )

cancel | [ETIEN

Tt e [

ot Ecvor s [0 |

25



Editing Content

1. Go to the content you want
to delete, possibly in the
Content Folder or a Custom-
made Folder.

2. Click on the Item Options
Icon to bring up a drop-down
menu. Click on Edit at the top
of the list.

2012 Senior Legacy, Alex Ikeuchi LU

2012 Senior
Legacy, Alex
Tkeuchi

| Home Page
1 ([ — B

i content

| T
|

b Toois

-————

CLASS MANAGEMENT

# Control Panel
Files
Class Tools
Evaluation
Grade Center

Users and Groups

Customization

@ Home Page (=

Add Class Module

My Announcement

My Tasks:

Go to wherever

you uploaded an
item, such as in the
"Content" folder or

in a custom-made
folder

more tasks

Edit Notification Settings

Actions ¥ |

[¥Classes/organizations (1)

[+ content (1)

m Content |

Build Content %% | Create Assessment ¥ | Add Interactive Tool ¥ | Assign Textbook ¥

! Test |
This ig

> Edit

> Metadata

> Copy
> Move

> Delete

> Adaptive Release
> Adaptive Release: Advanced
> Set Review Status(Disabled)

> Statistics Tracking (Cn/Cff)
> User Progress

Click on the

"Item Options”

icon to bring
down this
menu. Click on
"Edit".

26



iting Content Cont.

@ Edit Item

AContent ltem s any type offile, text, image, or link that appears to users in a Content Area, Learning Module, Lesson Plan, or folder. Mare Help

Indicates a requirec

3. You can edit either the e —
name in the Title field or the =" W oo Here, you can edit
Tert either the "Name rexteator s: [T

description in the R EFE IR or the "Description”
YDA e v QEIABSLS [T O

Description field. EIEEIERE

[This is a test.

“|path: body

Atach a file from a local drive or Class Files. All atached files are saved in Class Files. Click Do Not Attach to remove the attachment. The file itself is not deleted

. . Aftach File Browse My Computer Browse Class
4. Click on Submit. O] Ciick o "SUBMI.

3 Optionally, you can

DeSCI’IptlonS or viewing * emiUsis o view s ot @ ves 0 1o edit the attachments
Opt|0nS can be ed|ted as Track Number of Views 5 Yes @ No / or the viewing

Select Date and Time Resticions [ pispiayaner [ @ [ |6 options beforehand
well.

Enter dates as mm/ddlyyyy. Tme may be entered in any ncrement.

Cospayum [ J@ [ @

Enter dates as mn/ddlyyyy. Time may be entered in any nerement.
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Deleting Content

2012 Senior Legacy, Alex Ikeuchi IS

+

8 =0

22012 Seni » Home Page =~
Legacy, Alex
Ikeuchi

T |

:\nfurmaﬁun ® ——— GO to Wherever __
1. Go to the content you want oo B loaded
to delete. possibly in the fomeon: i you uploaded an
P y o item, such as in the

[Tools S
Content Folder or a Custom- i "Content” folder or
made Folder.

CLASS MANAGEMENT In a CUStom_made more tasks.
e ez folder
Files
Edit Notification Settings | Actions ¥ |

Class Tools

Evaluation [+ ciassesiorganizations (1) |

‘Grade Center ¥ Content (1) ‘

Users and Groups

Customization

I M Content »
—

Build Content ¥ | Create Assessment ¥ | Add Interactive Tool ¥ | Assign Texthook ¥

! Test 7| S—
2. Click on the Item Options B : FIICk on the .
Icon to bring up a drop-down e e .Item Opt.' ons
menu. Click on Delete at the s | CON to briNg
bottom of the list. B down this
o menu. Click on
MLE—I "Delete”




