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Logging into the System

Bb

Elaclrl:u:nar

Entering into the Blackboard Learning Management System

1. Open a browser such as L.E. or
Firefox and enter the URL (web
address) for Kamehameha
Schools’ Blackboard site.

http://blackboard.ksbe.edu

m BiachBeard Asadamie Sulte™
Rsciaod

Wit
)

e —_—T T

Click the Login button

2. Enter your Username and Password.

4P Change Text Size

®/High Contras

Press the Login button and you will
be given access to the course.

Blackboard

Have an account?

Please enter your credentials and click the Login button

If you forgot your password click b
Forgot password? link. Enter either —

your first and last name and login or
your fist and last name and email
address. Click Submit. You will
receive an email instructing you on
changing your password.

Ramebametia Schools
Distance Learning

Username:

Password:

Forget Your Password?

3. This s your “Homeroom” page. Homeroom

a. It has boxes called “modules I Hameroom N

with important links. b [ |
rreres C —
b. Drag the title bar of any module e e I
to move it. Click the horizontal N - m
bar to collapse or expand the b Conutseancrmioti
module. | I —
ycuensar

Click Personalize to change the
colors of your Homeroom page

Ha calendar events have been posted for the next 7 days.
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Bb My Places, Change Password

Blackboar

Personalize your Blackboard account — Change Password, add an Avatar

You can change your password and add an avatar via the My Places link. It is visible at the
top of the window any time you’re in Blackboard.

To access your Personal Information: & My Places # Home H Help ¥ Logou
1. Click the My Places link at the top of the Blackboard TE—
window. ’

A 'change Text Slze 2" a| Personal Information
#® High Contrast Setting =

2. Click the Personal Information link below the
image placeholder.

Edit Personal Information

The Personal Information page opens A your Personal Informatan. Persona 1
ptions to set who can see your Personal |
i My Preferences mation
| (> Personal Information )
To change your password the first time you use | Edit Personal Information
Blackboard and as necessary: Options 1o sct who can see your Personal |

Change Password *-'"-‘-

Choose a new password.

1. Click the Change Password link.

2. Enter your new password and then verify it by
entering it again.

3. Click Submit. Anemail will be sent to you
confirming your password change. 1.

Reminders: Password
Choose a password you can remember and no one Verify Password =
else can guess. Forgot your password? See page 1.

Always log out of Blackboard when you leave a lab
or other shared computer. If you don’t, someone
could change your password or send messages and
take or submit work as if it were you.

To choose an avatar if you wish. An avatar is an image
that represents you. To add an avatar.

1. Click the Personalize My Places link. Personalize My Places
2. Click the Browse button to locate an image file on Upload a personal avatar and 3
your computer. Click the Submit button.

Your avatar will display on you’re My Places page and
blog posts.
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‘Bb | Entering the Course

Blackboard

Navigating through the Entry Portal into a Course

Kamehameha Schools

1. Once you login and your Homeroom Dustance Learuius

page opens, you can enter your course by e s
clicking on its link in the My Courses
section. O

@ Announcements No Institution Announcements have been posted in the C =

(] Calendar last 7 days. @tan(e Learning Orientation (Fall 200
B Tasks Distance Learning Orientation (Fall 2009)

{3 View Grades
& Send Email

(% Address Book
R Darcanal Infrrmatinn more.... 7 Inan's Dema Coursa

+ Aloha and Welcome to the Distance Learning + Aloha and Welcome to the Distance Learning
Orientation Orientation

This will bring you into the course. The
course homepage opens with several
modules to help you keep up-to-date an
organized. The modules in each course
may vary.

2. Several features help you navigate
within the course. o
a. The Navigation Path links Navigation
backwards to the last section of S —
.. (Fall 200! Eﬁ Announcements
the course you visited.

b. Click a Course Menu button b
to go to that section of the

2009)
[
[

. @) Anmnouncements ) | g
¢. To Hide or Show the Course |

Menu click the < button on < | pr—

itS “ght border' Technical Training . Aloha and Welcome to the Distance Learr
Course

[ ek |
d. Check the Announcements Menu m C

area daily. Important

information is posted for you in F_u=s )
this location. You can also [ unes |
check announcements from the \
Announcements module on
your Homeroom page.
C() © 2010 Kamehameha Schools Distance Learning Branch Ins and Outs of Blackboard 9 4




Bb | Course Menu

The Course Menu has buttons for that take you to different parts of the course. Although each course may be
a little different, here are some examples of some common areas.

1. COURSE HOMEPAGE: This is a page with several modules
that help you keep track of the course activities. Be sure you
check the Announcements module daily for reminders,
announcements about new assignments, quiz postings and
upcoming activities,

Homepage

2. CONTACT INFORMATION: Here are links for contacting
| Contact Information your kumu and technical and support staff.

Resources 3. RESOURCES: This button leads to valuable information about

| how the course works, tutorials, and useful web links.
{  Course Documents

4. TECHNICAL TRAINING and UNITS 1-4: These are
examples of learning units in this particular course.

Technical Training

,

6. COMMUNICATION: Communication tools such as Email, the
Discussion Board and the VVoice Board are linked from this page.
Not all features are used in all courses.

5. DISCUSSION BOARD: This page lists the Discussion Board
assignments. Individual Discussion Board assignments may be
linked from a content page.

Communication

Discussion Board 7. VOICE BOARD: This page lists the Voice Board assignments.
Individual Voice Board assignments may also be linked from a
Voice Board content page.
Assignments 8. ASSIGNMENTS and QUIZZES may have a Course Menu

button. They may also be linked from a course content page.

Student Tools 9. STUDENT TOOLS: This section contains a variety of
important course tools for students such as My Grades, and the
Dictionary/Thesaurus. Not all Tools are used in all courses.

The arrow button on the right border of the Course Menu collapses and
expands the menu.
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b ~Sending Emaal

Blackboard

Using the Send E-Mail Function

Email can be sent from a Blackboard course. Your classmates and kumu are already listed as your contaccts so it’s
easy. Messages go to your personal email address. However, since Blackboard cannot receive messages you need to
reply to a message by typing in to the sender’s email address or returning to Blackboard to send your message.

To Send an Email

i PR
1. Click the Communication button on the

Course Menu and then on Send Email.

2. Click Select Users % Send Email Select Users

Send email messages to different types of Select which users
users, system roles, and groups.

3. Select the Users you want to email: [_] [ﬁ
Itemns to Select P | Selected Items

) Briones, Davie Cua, Kelly
a. Tosend to a single user, select a name DeMello, Stephanie ;| wami, Ciinton

Al H H Dukelow, Kelly
by clicking on it once. Then click the Hirata, Dorothy =
right arrow to move that person to the Matsukawa, Joan
I3 ” Moss, Komarey

Selected Items” column. Nil. Cazsle
Sato, Christy

Inwert Selection | Select All Invert Selection | Select All
b. To select several adjacent names, Sato, Christy
select the first name, then, holding the Briones, Davie
SHIFT key down, click the last name Dukelow, Kelly
. . ! ; Haumana, Orientation
in the list. All names in between are Hirata, Dorot

also selected. wami, Clinton

Briones, Davie

To select several nonadjacent names,
click a name, then while holding the Haumana, Orientation

Control key down (Command key on Hirata, Dorothy
i
the Mac), click other names. lwami, Clinton

Then click the right arrow key to move - —

them together. Items to Select Selected Items
One, Haumana
One, Haumana 3 Moss, Komarey
i sato, Christ
c. To remove someone from the list, Briones Davie T T —
select them in the Selected column Dukelow, Kelly
Haumana, Orientation
and press the left arrow key. Hirata, Dorothy ¢
Cﬁ) © 2010 Kamehameha Schools Distance Learning Branch Ins and Outs of Blackboard 9 6




5. Create your message:

Subject

[Unit 1 Project confusion
a. Enter a Subject for your email. Message b/

Aloha Kumu Cua,

b. Add a greeting, then type your

message, end with a closing. I'm confused about whether | need to submit all of my

recordings for the Unit 1 project or just the final recorg
that | made. The guideline says just the final one but

C. Remember, you’II want to think group thinks it's all of them. May i have some help wit
before you write, proofread your Fiahalg,
message and use good netiquette.

6. To add attachments to your email:

a. Click the Attach a file link Attachments Attach a file

b. Click the Choose File button.

{ = ]
c.  On your computer double-click "‘"""" =
. . Sesibry_sreueres.dor
the filename to simultaneously P m_}

select and attach it. S prieiia

i wewlet

Or click once on the filename to
select it, then click the Open I
button to attach it.

canm |
F

Add 1o Favaniter ) { Cances 'l - Opem—) '

d. The file now appears in the
Attachments section. If desired,
click “Attach Another File” to add Aftachments
a second one. Aftach Another File

Ch\Documents and Seftingsijomatsukiby Documents\EIack" Browse. | ] remaove

Click the remove link to
detach it.

7. Click the Submit button when you are

ready to send your email. You will also Cancel m

receive a copy of the message.

© 2010 Kamehameha Schools Distance Learning Branch Ins and Outs of Blackboard 9 7
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Bb Discussion Board

The Discussion Board is a place where you discuss ideas about a particular question or issue with
your classmates. Unlike individual emails, messages or “posts” in the Discussion Board messages
are grouped by topic and are read by everyone in the class.

To use the Discussion Board:

1. Click the Discussion Board button in the | sz Discussion Board

Course Menu.

Forums are made up of individual discussion threads that
discussions. More Help

A list of available forums will appear. A [ Create Forum |
forum is a topic or question for discussion.

Delete

O Forum

. . . i i rd -
2. CI'Ck the blue Undeﬂlned f0rum |Il”lk tO ﬁ Discussion Boa [ Paths to the Past The worn paths of the co
conflict. What paths have
open the forum such adventures.
p m 1 Reflections \t::::iga.two short parag
READ the instructions for that Discussion 5 -~ . 5 discyzzion board
Board assignment carefully. oy Mt e oSt
f:ﬁbﬂ OH"‘ITK JMT’!HGIS(II;&
. Discuss what vou learned witl

3. To READ a forum post click its link. If there |:|

is a “+” to the left of a post, click it to display -
a list of responses to the post. O [H-goveraign
1 F-UsD

5. Toadd a new “Thread” or post, click
the Create Thread button.

€™ Forum: USD
Add a new

' Create Thread ' thread

+» | Message Actions Collect || Delete

O /
5 | Existing
a8 -USD
o usp1 - threads
K’ © 2010 Kamehameha Schools Distance Learning Branch Ins and Outs of Blackboard 9 8




a. Type your Message. Use the

formatting tool bar to change © Subject: RE: Screeigniy

the font, color, or highlight copy . o

or paste. If you cannot see this Message visual edior: JCT |
toolbar, make sure the Visual “[Normal %] (2 %) [ Verdana | B
Editor is ON. A DB o o @O IAL|Y

cRER Be B

You can also include an image I
. Type your reply in this box. You can chanc
or movie. images and indent and bullet your paragra

b. To attach afile, click the
Attach a file link. Browse to
locate your file on your
computer. Select the file by
double-clicking on it or clicking
once, then clicking the Open
file button.

Attachments Attach a file

c The path to your attached file = m

will now appear in the Browse Attach Local File ‘C\Documents and Settil| Brawse. ! |
text box.

Click the Submit button and the

message will be posted along m

with the attachment.

4. To REPLY to someone else’s post, ¢ Paths Reflection
open the post by clicking on it. Then Poabott PRSI G010 v maion AGAT

click one of the Reply buttons. ClICK the  cuwedoue iy rebrurys, 200 YOm0 o
Quote button if you want all or part of AT

the original message to be included in with 3 probiem. We can fen from thelr wisdom and sz from el mistah.
your reply. 3 future2.jpg (53.766 KB)
< Paths Reflection

9. Check your post.
An original thread will appear in the
leftmost pOSitiOﬂ. } Message Actions Collect

~N
A reply will appear indented under the % 0] [ Paths Reflection

ost it replied to.
p p !_!\ Paths Reflection (Moderation Queue
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Managing your forum threads (posts). After a short while you will find a lot of postings.
Here are some ways to make you more efficient in reading those posts.

1. To view forum posts:
In the upper right corner of the
Discussion Board window there are
buttons for List View and Tree View.
Choose one.

a. List view shows just the original
Threads. The Replies do not show.

List View Tree View !
Thread
| Paths Reflection
UST Vlew Paths Reflection

b. Tree view shows the Threads and all
Replies to them. You can also click
the “Collapse All” or “Expand All”
buttons in Tree View to view all or
hide all Replies at once.

2. Reading posts:

Collapse All Expand All

[l-Paths Reflection

RE: Paths Reflection (Moderati

RE: Paths Reflection (Moderati
Paths Reflection ;Mnderation gue

a. Toselect and read a SINGLE post
click once on it and it will open.

b. To select and read SEVERAL
posts: click the checkboxes next to
each post, or click the checkbox at the
top of the list to select ALL of them.

Click the Collect button and all of the
posts will open in “digest” format.
This is a big time saver when you
have several to read.

Post: RE: Paths Reflection
Author:

| agre;

e )

Paths Reflection Posted Date:
Status:

Overall Rating:

Febru,
Queue
Haumana One

Selecting INDIVIDUAL posts

: hone

own what we talke

Paths Reflection
Paths Reflection

Message Actions

Selecting ALL
posts

RE: Paths Reflection (Mod
Paths Reflection (Moderatior

Message Actions tCoIIect I

Posted Date:
STATLs;

3. To Search for thread titles and contents:
Enter the exact words you want to search &
¢ adate range and
o where to search — just the Current Thread
or all postings. Click the Search button.

4. To exit the Discussion Board posting
Click the “breadcrumb’ links at the top of
the window to retrace your steps.

c'u“mrud I R
Search| |in [ Current Forum + | Ml After 020872010 | [E] [12:00 AM
Enter dates as mm/dd/yyyy. Time may be entered in
i Before [02/09,2010 | [ 12:00 Am

Discussion Board » Forum: Paths to the Past

© 2010 Kamehameha Schools Distance Learning Branch
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Bb

Blogs and Journals

Iackhaard

Reading and Posting to a Blog

Blogs are a series of short postings by individuals or groups on a particular topic or question. Viewers may

be able to comment on the blog postings to add to the discussion. Journals are like blogs, except they’re

only for the individual or the individual and their kumu to read. They’re like private blogs.

First select the blog.

Click the Blogs button in the Course Menu to
open the Blogs page. Click the link for the
blog. The blog may also be linked on a
content page.

To read a blog entry, click the entry’s link.

To read Comments others have made to that
entry, click the Comments link in the lower left
corner.

To add a Comment to another person’s blog
entry, click the Comment link in the lower
right corner of the post. Type your comment.
Click the Add button.

To create a NEW blog entry click the blog’s
title to open it. First read the instructions
carefully. You may need to also respond to
another student’s entry.

Click the Create Blog Entry button.
Type your message.
Click the Add button when done.

Note: You can attach files, add images,
Quicktime movies, and embed YouTube
videos right into your blog entry. Use the
buttons on the Visual Editor to do this.

Wiew Entries by

Showy Members

r Blogs All

Haumana One

wyithout Entries Q .

Historical Landmarks

Joan Matsukawa

9 My first blog entry
Sunday, February 7, 2010 115 0OPM I

Posted by Haumana One at

Since this is the e ve n a blog, I'm a littk us. However, it seems no harder tha,

ver writte: Vo
typing. What it do s prenare hefore | Stirt wring though, s6 what | Sy has meaning.

Comments: 0
‘q,
&
c-%“"
%’?ﬂg

Instructions

Comment |

&

islands there are landmarks spoken of in ancient
sinnes They wiere very impaortant to the people of that day, and today,
connect you to the past. You can be in the same place as the Hawallans
of the past, you cantouch the rock or walk the path they walked.

= Find a historical landmark where you |hve, onyour island.

= Take a photo or find one ofthe site

* ‘\Write a paragraph describing the landmark, it's importance (n the
past, and how you feel discovering it or being there

Add a Comment to a classmate's blog post{telling them how you feel

Due: September 30.

Siog Enires make 1 the contert of  Biog. Depenang on the Blog settings, eniries may Be edted or deieted by their
suthars. Blog Erfries can be saved as & draft {0 adit or delete of & ister tme. More Help

Cancel Sava Entry a5 Draft
= Hormd w |3 s || Tz thew Roman BT Qoe %« | EES

» @O TAZ RwoDe

kTt

Eniry Message

2RI & «
"RED GO R

Blog
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Bb Assignment Feature

Your kumu creates assignments to help you gather information, think about it then apply it. Links to the
assignments are found on the Assignments page or on a page within a learning unit. You pickup an
assignment on the Assignment Feature page, do the work, then return to the same Assignment page to turn
itin.

To use the Assignment Feature:

1. Clickthe Assignment_ bu'gton. A list of @ PR

course assignments will display.

UOA3: Where Am I?

2. Read the instructions for the assignment @ Submityour Uoa3 assignmentnere
Carer”y. There may be a Iink tO a Due date: July 28, 2009 by 11:59 p.m.
worksheet or handout for the assignment. Be @ uzes: Assignment Feature

To getfamiliar with the assignment feature, please]

sure you download it to your computer.

1. Download the assignment file "u2a5_assi

2. Rename the file to "u2a5_yourname.doc”

To submit the assignment:

1. Complete the assignment, then return to e fance and Song froject
the Assignment page. Click the peuiens e
aSSlgnment Ilnk Due Date January 12, 2010 3:00:00 AM HET
) Points Possible 50
Enter a comment in the Assignment formnmentis - weiesm e
Materials section for your instructor. This .
is not generally where you answer the Submission
assignment. Most assignments are a *(Forml_T6) (37%) (T Neworn ) | B 7 1 oo
worksheet or document you created. SHibB e 2 @EIALEOO
2. To attach afile: Click Browse for Local Attach File R S P ‘/
File and locate and select the file on your ' -
computer. File Name visual editor.jpg

It’s now selected but not yet attached.

Mame of link to file |
You must now click the Attach File button. Do not attach

It MUST appear next to the “Attached
Files” area. Try again if it doesn’t. Attach

more files if you wish. [ [ Assignment_Student. doc First Assignme ]

3. Click Submit. Note: Save as Draft stores, but
doesn’t submit it. Check your grade sheet. If
the assignment shows an exclamation mark
“I” it was received and is awaiting grading.

© 2010 Kamehameha Schools Distance Learning Branch Ins and Outs of Blackboard 9 12




Checking Your Grades

Grades for your Blackboard assignments may be in a Gradebook for your review. Your teacher
will tell you where all of your grades can be accessed.

To access your Blackboard grades:

@ Tools
1. Click the Student Tools button and then L' -

on My Grades.

Aa My Grades

Your gradesheet opens.

Shows detailed information about your
grades

2. Items found in the Gradebook depend on
the assignments for the course. Here are

explanations of some of the Gradebook f}r 7 My Grades
columns. .
Date Due: assignment due date et ard
ke Datailn - [
Grade: Your grade for this Triang == ' '

assignment. If an assignment has been
submitted, an exclamation point (‘!’) !
will appear until it’s graded.

Points Possible: the maximum e T
number of points. ‘

Average Score: the average class
score for this assignment.

Comments: Teacher comments on
the assignment.

Important: If there is a discrepancy with a grade (e.g., you felt you had the correct answer)
or if you know you submitted an assignment, but the grade does not reflect that you did,
please call or send an email message to your instructor describing the problem. Sometimes
you may think you submitted an assignment but did not complete the submittal process.
Sometimes it’s a technical problem so it’s best to check with your teacher.
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AP AT Communicating and Working with a Group

You may be assigned to one or more groups by your kumu. Your group will be given tools such as having your
own email group, Discussion Board or Blog to help you communicate as a private group and do projects

1. To interact with your Group:

i . Blackboard schol
+"Click the My Groups link

below the Course Menu.

= Click the left action button

to see the group’s tools such
as Email, Discussion Board
and the Task list.

= Click the right action button
to view the group’s module
page. This is like your
homepage and it can be
customized by the group.

2. Group Assignments:
You and your group members will
be the only ones who can see your
group’s assignments.

-

If multiple submissions are

allowed, the links in the

submission history will tell you >
when one of your members made a
submission, who it was, and the

grade and your kumu’s comments.

Click the Start New Submission 2

button to try to improve your grade

N Submission History
e ————————

Group 1 O

Kona Group

Group 1

Kona Group Cahu Mokupuni |
Oahu Mokupuni | Group

Group

B Assignment Information

Mame: Kena group assignment test
Instructions This is a test sasingment just for Rtis gorup.

Due Date
Foints Possible 15

= Attempt #4 ( January 29, 2010 11:07:21 PM HST )
# Attempt #3 ( January 2%, 2010 10:34:10 PM H5T }
= Attempt £2 ( January 29, 2010 10:20:33 PM HST )

Finish
Click OK to go back, Click Start New Submission 1o start new submission

Ok " Start New Submission

Your grade may be an individual
grade or the whole group may get
the same grade. Check the
Assignment instructions to find out
how it will be graded.

together.

© 2010 Kamehameha Schools Distance Learning Branch
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3. Group File Exchange allows the
group members to share drafts,
images and other documents for
group projects. To share a file:

Group 1

Collaboration

a. Click the File Exchange ( File Exchange ]
Ilnk roup 0g

) @ Add File
b. Enter a name for the file.
Click Browse for Local File Exchar
File and locate it on your Hindieates sregued e O subme | @
computer. Double-click N Fiewomaion
the: filename to a_lttach it. * Narme T ] | Add File |
Click the Submit button.
# Aftach File Browse for Local File
Delete
Selecled File  File Mame  wis.doc
™  File Name

™ Io picture
J

c. Now when group
members click the File
Exchange link, they will
see the file.

d. Single click the file’s link
to open it.
Right-click it to download
it.

e. To Delete a file, click the
file’s right action arrow
and choose Delete from
the drop down menu.
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Group Homepage (Module Page)

# My Groups
R . 1
a. Click the left action (hrou ° |G|:| ko Group Homepage: Group 1
¥ lona Group »
arrow and choose Group ;
= Dahu Mokupunil »

Homepage Group
or click the group right
action arrow to open the
Group Module
homepage.

JJ?‘“ Kona Group
..I L 1

b. The Group Properties,

Tools and Assignment Group Properties
modules will already be Group Description
Open- This group will present the key his'
Kona area.
The group can
H H Haumana One
pgrso_nahze this page by Joun Matsukana
clicking Add Personal student test

Module and checking ~
any other modules you ( Group Tools)

want to open. Collaboration
File Exchange

Group Discussion Board
If you choose to add the Send Email

Grades module, it —
displays only the grades (Fm“" Assignments)

Of the person Currently Kona group assignment test
logged in on this

computer. Be sure to

logout or QUIT so

anyone after you won’t
see your grades.

The tiny box in the upper
right of any module closes it.
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	2. Reading posts:
	a. To select and read a SINGLE post click once on it and it will open. 
	b. To select and read SEVERAL posts: click the checkboxes next to each post, or click the checkbox at the top of the list to select ALL of them.Click the Collect button and all of the posts will open in “digest” format.  This is a big time saver when you have several to read. 

	3. To Search for thread titles and contents:Enter the exact words you want to search &
	4. To exit the Discussion Board posting Click the “breadcrumb” links at the top of the window to retrace your steps.
	Blogs and Journals 

	Reading and Posting to a Blog 
	1. First select the blog. 
	Click the Blogs button in the Course Menu to open the Blogs page. Click the link for the blog.  The blog may also be linked on a content page.
	2. To read a blog entry, click the entry’s link. 
	To read Comments others have made to that entry, click the Comments link in the lower left corner. 
	To add a Comment to another person’s blog entry, click the Comment link in the lower right corner of the post.  Type your comment.  Click the Add button.
	3. To create a NEW blog entry click the blog’s title to open it. First read the instructions carefully. You may need to also respond to another student’s entry. 
	4. Click the Create Blog Entry button.  Type your message. Click the Add button when done.
	5. Note:  You can attach files, add images, Quicktime movies, and embed YouTube videos right into your blog entry.  Use the buttons on the Visual Editor to do this.
	Assignment Feature

	Using the Assignment Feature 
	1. Click the Assignment button. A list of course assignments will display.
	2. Read the instructions for the assignment carefully. There may be a link to a worksheet or handout for the assignment. Be sure you download it to your computer.  
	To submit the assignment:
	1. Complete the assignment, then return to the Assignment page.  Click the assignment link. Enter a comment in the Assignment Materials section for your instructor.  This is not generally where you answer the assignment. Most assignments are a worksheet or document you created. 
	2. To attach a file:  Click Browse for Local File and locate and select the file on your computer.  It’s now selected but not yet attached.  
	You must now click the Attach File button. 
	It MUST appear next to the “Attached Files” area.  Try again if it doesn’t.  Attach more files if you wish. 
	3. Click Submit. Note: Save as Draft stores, but doesn’t submit it. Check your grade sheet. If the assignment shows an exclamation mark  “!”,  it was received and is awaiting grading.  
	Checking Your Grades

	Using the Gradebook Feature 
	1. Click the Student Tools button and then on My Grades.Your gradesheet opens. 
	2. Items found in the Gradebook depend on the assignments for the course.  Here are explanations of some of the Gradebook columns. 
	Important:  If there is a discrepancy with a grade (e.g., you felt you had the correct answer) or if you know you submitted an assignment, but the grade does not reflect that you did, please call or send an email message to your instructor describing the problem.  Sometimes you may think you submitted an assignment but did not complete the submittal process.  Sometimes it’s a technical problem so it’s best to check with your teacher. 
	Groups

	Communicating and Working with a Group

