B b | Getting Started with
Blackboard 9 for Teachers

lackboard

http://blackboard.ksbe.edu

Blackboard 9 is a learning management system that can be used to enhance your face to face class by
creating an online environment for interaction between students and with the teacher. This tutorial will
show you how to use Blackboard’s Announcements, communication tools and grading feature.
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Login to Blackboard

1. Launch a web browser and enter the

URL for the Kamehameha Schools http://blackboard.ksbe.edu
Blackboard site.

2. Enter your Username and Password. Bb) PP —

Then press the Login button.

You will be given access to the SR T
Kamehameha Blackboard Homeroom '
with all of your courses.

Blackboard Course Interface

The Blackboard interface is customized using
two panels - the Course Menu and Course
Management Control Panel.

1. The Course Menu has buttons that link
to other pages of content, tool pages, and
possibly links to files, images or web
pages.
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2. Teacher vs Stuc_jent view: ///é::l/n " i ]
You can conveniently toggle between the B
instructor and student views with the Edit —
. =l Contact
Mode button. Use Edit Mode ON to add or ontacts

modify tools, create content, download
Create Folder || Create Cont =
student work and manage the course.

Use Edit Mode OFF for the student view. _
i Mrs. Phyllis Sone [%
= Email phsone@ksbe edu

Note: There are some differences between y Office Location Kamehameha Schools Maui Campus
instructor and student mode even when Edit Offce Hours By Ageiniment

mode is OFF (student view), so it’s always a

good idea to log in as a practice student on a

different browser to check.

3. Course Menu visibility: Blackboard 9
uses chevrons called *“action buttons”
that reveal or conceal additional options

in drop down menus. Click the action
button to the left of “Distance Learning” ’

:
to hide or reveal the Course Menu. ! —

Control Panel (available to teachers only)

Once in your course you will customize its appearance and contents via the Control Panel. These
options are available only to users with instructor access.

View the Control Panel:

1. The Control Panel is located I
below the Course Menu. 9 )

2. A Control Panel item may have \

several sub-items such as the # Course Tools

Course Links

Course Tools item shown here. i Adobe Connect Pro
B e anl Croite - Announcements
-~ Customization Blackboard Scholar®
g Paél-cages and Utilities Blogs
Feln ! o Collaboration

3. Control Panel views:

o .
- - @.ustumiz.ﬂion N Customization
Click the left action button for \-/

any subpanel and a drop down Enroliment Optians
y Guest and Observer Access

» Properties

menu Of OptionS appears ] Set the course properties of the course.
Pm p‘E“]ES » Guest and Observer Access
- - - et permissions for the course.
Click the right action button to Stye - ’
Tool A'd'allablllt'.l' » Enrollment Optiens

display the subitems with a
short explanation in the right
window (the order may differ).

Set the enrollment options in the course.
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B b Content Areas

ing li
emmmeeeed | Adding links and course content

Content Areas are pages to which you can add files, images and movies or tools to link to. “Items” are
pages to which you can add a combination of these elements in a single page. In this tutorial you’ll learn
to create an Item. Add individual files and images similarly.

Building Content — adding an Item

1. Click the Course Menu button & Edit Content Folder =
for the page you want to add the
item to. The page opens.

2. Click the Build Content tab.
3. Inthe Create column choose lItem.

Build Content ¥

Create K

Item
File

> Audio

4. Enter a name for the item. You can * Image
use spaces and capitalization.
5. Type into the text box below. @ Create Item
Make SU re the Visual Editor iS ON . A Content ltem is any type of file, text, image, or link that displays to users on a Content Area page. More Help
Use the toolbar to format the font, use © s s et s
bullets and numbering, add links or cance [T
ImageS iM Content Information
) # Name \ \
. . Color of Name M ¥ slack
If you’re familiar with HTML you can o
turn the Visual Editor OFF to enter text em G [ J Bz me m
and HTML tags. “HEDE e oo @ODIAL RHODOS

CEEAREBE

To add an image:

1. Click the picture button. Click a button for - B@E E& rEwse My Computer | | Browse Class | Source URL
the file’s current location:

2. Browse My Computer:

e Locate the file on your computer.
Double-click it or click Open.

It uploads to the Blackboard course files
folder and appears in your item.
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3.

Format the image:

o Enter Alt text for screen readers,

0 Add a link if you want the image to be
clickable,

0 Choose whether to open it in a new
window or the same window.

0 Set the size if desired.

Click Submit.

Browse Class (recommended)

To insert an image that’s already in your
course files folder, click Browse Class.

Your Blackboard course files folder opens.

Click the unit folder in the left column.
Locate the “images” folder or wherever
the file was placed, and double-click to
open it.

Single click the image file to select it.
Click the Submit button. Note: if you
double-click the image, it will open, but
not be inserted.

Format as above.

To attach a file to the Item:

1.
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Click the Choose File button and locate the
file on your computer. Double-click the
filename or click the filename once to
select it. Click Open to attach it.

It will appear as an Attachment link on the
content page. Keep in mind the students’
software when creating attachments for
them to view or use.

Alt Text

using assistive

winclosy
Set Width

Set Height

Barder

Image Target URL

Launch in nes

Marme of Link to File [F-27-2011 2-17-30 PM pra

|Link to netsmartz.org

Alt text defines what this image is for 3 wisually impaired or blind us

technology such asscreen readers. All image and

multimedia files should have alt text associated with them.

|h1'tp:.l’.i\.vvww.netsmartz.org

@ Yes ONU

# Files
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BB Makahiki
-5 Word Docs

Lo

Cla=s Files is a central file storage area f
of their files, but they have the ahilty to m
link to any uploaded tems when cresting
item in the Class reflect those changes. b

Upload % Create HTML Obije:

@ [ Select currert directory (Ak_K

Basic Search

[ File Type Name
O & o
== ﬂ/
|:| imaces

Attach or Link Content

Files can be attached here. Click Browse to select the file to attach and specify a nz

Artach Local File

Name of Link to File

Special Action

Choose File ) no file selected

+ Create a link to this file l
Display media file within the page
Unpackage this file
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3. Next select display Options:

a. Click Yesor No to:
: W options
View the Item now or }

. Permit Users to View the Content ltem ¥ N
Track the student views. Ore Ot

Track Number of Views (0 Yes @ No
b. S_elect Date and Time Restrigt.ions to Select Date and Time Restrictons @ Display A'eer [g3j0a72010 ] [l [g5:00 7 I
dISp|ay the Item betWeen SpelelC da.tes Enter dates as mm/dd/yyyy. Time may be entered in any increme
To dISp|ay |t Il’ldeflnlte|y, |eaV6 thIS # Display Until [03719/2010 | |05:00 PM |@
UnCheCked. Enter dates as mim/dd/yyyy. Time may be entered in any increme
4. Click the Submit button. )
A link to your item is now on the content Lesson_4.zip
page. x
Edit
5. To edit a posted item: Adaptive Release
Click the action button to the right of the item Adaptive Release: Advanced
for the drop down menu. Set Review Status{Disabled)
a. Edit returns you to the Item creation MELERS
page. Statistics Tracking (On/Off)
) i User Progress
b. Adaptive Release sets requirements
that must be met before the student is Copy
allowed access to this assignment. Delete
c. Copy copies it for another course and
d. Delete removes it. Caution, thisisa
permanent deletion.
Adding A Web Link
1. Open the desired Content Area page in
the Course Menu or a Content Item.
Click the Build Content tab then the — ]
URL icon. The External Link page will e L.
open. File ' # Name I
2. Type a Name for your external link. : :::;: o T
Enter the URL (web address) of the T
external site. JURL €——
Type a Description of the site and
instructions. If desired, attach a file and
set availability options as you do for a
content item. Click the Submit button.
!ﬁ” ©2011 10/13/11 2:47 PM Kamehameha Schools Distance Learning Getting Started with Blackboard 9 for Teachers 5




Downloading Completed Assignments for Grading

1. Open the Evaluation menu in the Control Panel. Control Panel Download Assignments
Choose Grade Center. -
# Control Panel ,
i » Quick Column Information
- * Fil » :
In the Gradesheet locate the assignment you want to Files Grade Anonymously
download. Click the action button at the top of - Class Tools Grade Attempts
the assignment’s column next to its name. * Evaluation » Edit Column Information
# Grade Center " Column Statistics
. . Set as External Grade
In the drop down menu choose Assignment File Full Grade Center s e
Download. (Note: you can also clear previous Assignment File Download
attempts here)_ Show/Hide to Users

Clear Attempts for All Users

Sort Ascending
Sort Descending

Hide Column
2. Select users: M SelectUsers
Click the checkbox next to the desired students. |::>,_| Croup Name
To select all students click the box at the top of the “E[ o
list. Click the Submit button. —
3. Your files are packaged in a single zipped file. Click ™. Download Assi - K
the Download assignments now link. Click OK. bbbl bl L s e s

The assignments have been package[{ Cownload assignments now. (0 KB} ]
Sunday, March 21, 2010 10:31:04 PM HST

To remove the downloaded files from Blackboard

1. First, make sure you have the assignments safely

down Ioaded . _41 Quick Column Information

. R Edit Column Information
2. Then select Grade Center in the Evaluation Column Statistics

Control Panel. ’JW
Assignment File Cleanup ]

x

3. Locate the Assignment in the Gradebook. Assignment File Download
Click the right action button at the top of the :‘:’;“f:?‘s for Al Users
- y 0 cendaing
assignment’s column. Sort Descanding

Hide Column

4. Select Assignment File Cleanup.

Select the students whose assignments you’ve
downloaded. Click Submit, then the OK button.
Their assignments are removed from the list.

§ ' | ©2011 10/13/11 2:47 PM Kamehameha Schools Distance Learning Getting Started with Blackboard 9 for Teachers 6



b Course Tools - Announcements

—
eansmmm? | Adding links and course content

Announcements are a good way to post information and tips for your students as often as you need to.
Your course opens to the Announcements or they can click on its course menu button. You must have
Edit Mode ON to create or edit an Announcement.

To Create an Announcement:

1. Open the Announcements page by clicking @ GOL e
its Course Menu button.

2. Click the Create Announcement button.
Enter a Subject and the announcement. y
Format the announcement using the ¥ Subject (¥ |sax
formatting toolbar. Message

“[ ormal jllT\mesNewRﬂman <] B I U % =
cREY DB o v @OEIAL EOOOS

3. Select Announcement options:

a. Duration: if you choose Date Restricted,
set the desired date range.

W opons

Duration () Permanent

b. Automatic email notices can be sent
although the students must login to

() Date Restricted

Blackboard to read the secbue O oplyafer [sp200 | @l[zsan @
Restrictions Enter dates as mmj/dd/yyyy. Time may be entered in any increment
announcements. You can choose to 3 Display e [rz7z37z070 | Il ] @
Overrlde users Who have Chosen not to Enter dates as mm/dd/yyyy. Time may be entered in any increment.
receive email notices if it’s a critical Override User [
Notification :n:' mail to all users even those that choose not to receive
meSSage. Settings i-mnir(ml'rter‘tl:ﬁot flcatmr‘stthhrnu;t ;m:u t
c. Ifdesired, browse and choose a
. - 3.
COU rse Lln k ThIS |InkS the Click Browse to choose an item.

assignment to that page in the course.
Location [ | Browse..

4. All announcements appear:
e on the Announcements page,

e in the My Announcements module My Announcements
on the Homeroom page CI |Ck|ng gl:ylsr.lstitutiun Announcements have been posted in the last 7
the more... link takes them to the SRR
Announcements page My First Announcement e
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@ Course Tools - Contact Information

The Contact Information page allows instructors to post contact information about themselves,
teaching assistants, technical staff and guest speakers. This page provides students with a
resource to look up email addresses, office hours and other staff information.

To add your instructor profile to the Contact Information area:

D Frofile Information
Thie

Kurma

st Mame Felly

1. Click the Instructor or Contacts
course menu button. Fill in the
requested information to create your

Last Hame Cus

© Emal kmcn@hebn adis

Wotk Phane [B08)-757-0270

Ortics Location Kamehnacha Schoola

profile.
Office Hou Tuesday - Fridar
W options
2. To include your photo, click Browse and ,Tak-f me Profile () Yes @ No
. vallable

locate and attach or change your image
from yOUf Computer Artach an image. For best results, the image size shou
Include a personal link to your Web Current Image None

page if you wish. Attach Image —

Click the Submit button.

Bb

Blackboard

Personal Link [http://

Discussion Board

Threaded Discussions

The Discussion Board has forums covering different topics for students to respond to and respond to
each other. The student “Ins and Outs of Blackboard” handout walks you through this feature so we’ll
concentrate on setting this tool.

. . r ; ; ,
To access the Discussion Board:

1. Click the Discussion Board button on the Discussion Board
Course Menu.

. . . Creale Forum
2. The Discussion Board tool page opens with a
list of forums, posts and participants. m
[] Pathstothe The worn paths of the countryside hold many tale
. . i Past Share some of your important life adventures.
Note: To view the Discussion Board forums 1. it paths have v haveltin your e e

2. Describe three such advertures.

for a group, in the Groups area below the

©2011 10/13/11 2:47 PM Kamehameha Schools Distance Learning Getting Started with Blackboard 9 for Teachers 8




Course Menu click the left action button for
that group. Then choose Group Discussion
Board. The group’s forums will be listed.

3. Alist of postings to the forum you selected
appears with responses indented under each
post. Click any post to read it.

Click either Reply button to comment back to
the student.

4. Tosearch for an individual’s postings
or a topic use the Search feature.

Be sure to choose All Forums in Course unless
you are interested in only the current forum.

Set the dates of availability for the forum.
Clicking “Available” and not After and Until
dates makes it available now and indefinitely.

Select the Forum Settings.

a. Allow File Attachments when documents
need to be included with a discussion post.

b. Allow Members to Create New Threads

lets students create new discussion threads.

c. Click the Submit button.

1 ©2011 10/13/11 2:47 PM Kamehameha Schools Distance Learning

Forum: Paths to the Past

Create Thread

7 | Message Actions Callect | Delete

-y journey to Kalalau
=-RE: My journey to Kalalay
RE: My journeyto Kalalau

i My longest journey

ooooofo

Iy discoveries

7| Message Actions | Callect || Delate

Search [Haumana ‘in|AII Forums in Course v ||:|NTBY 05/08/2010

[]Before |05/09/2010

My journey to Kalalau > m
Author: Joan Matsukawa Total views: 25 (Yourwiews: 17)
Posted Date: Monday, March 22, 2010 9:59:04 AM HET
Edited Date: Manday, March 22, 2010 3:59:04 AM HET

When [was 14 my father, uncle and brothers and | hiked into Kalalau Walley., We stayed there for 4 nights
beautiful or so rugged. It challenged me in many ways. This was my first important joumey.

My second important journey was moving to Honolulu to stay with my tutu for the summer. It was 2009 an
but sad to leave my friends and my two dogs. That surmmer | warked for my uncle and he took me to all kil
My favorite was hike into Makua Valley

My third jourmey was coming to a new school and making new friends. It's not over vet, I'm leaming every o

My journey to Kalalau >

2. Forum Availability

Available @ Yes O No

Enter Date and Time
Restrictions

[ Display Aﬂer| ‘ |
[ Display Until | [E

<M Forum Settings

[ Allow Anonymous Posts

[] Allow Author to Delete Own Posts
All posts
Only posts with no replies

[] Allow Author to Edit Own Published Posts

[] Allow Post Tagging

[] Allow Users to Reply with Quote

Allow File Attachments

Allow Members to Create New Threads \

Getting Started with Blackboard 9 for Teachers 9



O Course Tools - Sending E-mail

1. Op the Communica_tions tools page k % send Email | Hide Link
click the Send Email button then Select Users.

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

2. Emailing Select Users.
To choose a single recipient click their name
and press the right arrow. Press the left arrow to
deselect an individual.

= Select Users

Select which users will receive the email.

a. To select multiple nonadjacent
names, select the first with a single _
. . . . Haurmana, QOrientation
click then Control-click while you click Hirata, Darathy

lwrarni, Clinton

the |aS'[ one. Matsukawa, Joan
Moss, Komarey
Mii, Cassie

To select multiple adjacent names, One, Haurmana
- - One, Haumana
Shift-click each person.

ltems to Select Selected ltems

Invert Selection Select All Invert Selection Select All

b. To select all but a few members such
as all students but not the mentors,
select those members first, then click
the Invert button. All others will now be
selected, or you can click Select All for
everyone.

ltems to Select
=] e

lwearni, Clinton

anen Selection | Select Al )

3. Type asubject and a message. Attach a file if
desired. Then click the Submit button to send it.
You will receive a copy of the message.

Note: even if you include a message to several

students, the student receives a message with f Remember, messages are sent from, but
only their name on it. You receive a copy of the not received in Blackboard. The message
master email but it won’t have addressees on it. Subject will include the course name.

{ 1l f ©2011 10/13/11 2:47 PM Kamehameha Schools Distance Learning Getting Started with Blackboard 9 for Teachers 10



Bb [User Management

The User Management area allows the instructor to manage students enrolled in the course. The
administrators will enroll the students for you. You can then view student lists, edit their identifying data
and create virtual groups for collaborative projects.

For a list all students:

1. Select Users in the Users and Groups section
in the Control Panel. Course Links
Evaluation
# Users and Groups
2. In the Search menus select what you want to
search for, First Name, Last Name and the *LE Users
criteria.
To search for ALL enrolled persons, make search: [Last Name ~] [starts with -] [ Go
sure you’re in Edit ON Mode, then simply
type 90 in the search box.
Click the Go button.
The user name, first and last name, email and
role of each user are listed. P e e
3. Toeditauser ] Username Last Name ~, First Name
Click the drop down action button to the o cabrionba] P Davte
right of their name to see your options. , =Y
-] kecua Edit y
To change a user’s password: 8 sdemeliofs Chifim Siser's Bt s 110/1anie
Reset the password to their original 8 kedualo [ RN e O
Blackboard password. Email the student = Bl absliloba it il

immediately asking them to change it to
something of their choosing.

{ ©2011 10/13/11 2:47 PM Kamehameha Schools Distance Learning
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Create and Manage Groups

You can organize students into work groups and give them a separate place for interacting and sharing

files and assignments.

To add a group:

1. Select Groups in the Users and Groups
Control Panel.

2. Click the Create Single Group button to
create a new group.

Select Self-enroll or Manual (teacher)
Enroll.

3. Type a Name and Description of the group.

4. Check the Tools you want the group to
have access to for their group work

5. Select the group members and click the
right arrow to move them to the Selected
Items section.

6. Click the left arrow if you need to remove
someone from the group.

7. Click Submit.

i} ‘} ©2011 10/13/11 2:47 PM Kamehameha Schools Distance Learning

# Control Panel

Course Tools

Course Links

Evaluation

# Users and Groups
G »
{_ roups . )

TISET L]

Groups

Create formal groups of students to collaborate on work
Enroll, allowing students to add themselwves to a Group,

Create Single Group %% | Create Group Set %

Self-Enroll
Manual Enroll

Al Tool Availability

Blogs
Caollaboration
Discussion Board
Ernail

File Exchange

Journals

Tasks

ltems to Select

clinton iwami{lnstructor) Haurmana One
Clinton hami(instructor) @ joan matsukawa

Selected ltems

Student Test Joan Matsukawa(lnstr
student test

Invert Selection Select All Invert Selection | Si

Getting Started with Blackboard 9 for Teachers
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i i G 1
8. To view group members, their roup »

assignments and privileges:

Collaboration

Fle Exchange
c. Select the Group in the My Groups W Announcements @ | Group Blog
area below the Course Menu (SR Group Discussion Board
' - — Group Journal
{Conmumion |
. . T Group Tasks
d. Click the left action button to see # My Groups Send Email
the group’s privileges. Click any - group F!om(e:page .
item to view and edit it. - Oahu Mokupuni | ustamize Lroup Fanner
Group Customize Group Color
You can also click the Group’s
ri ht aCtion button tO open the Group Properties = | | Group Assignments
g p . Group Description » Kona group assignment test
group module page. Tools and items
X R R This group will present the key historical events from
are displayed here. Click any item the Kana area.

to view the group’s work. Group Members ¥

> Haumana One
> Joan Matsukawa
» student test

Group Tools =

> Collaboration
> File Exchange

» Group Discussion Board
» Send Email

ﬁ’ B ©201110/13/11 2:47 PM Kamehameha Schools Distance Learning Getting Started with Blackboard 9 for Teachers 13



B b Grades

The Blackboard 9 Grade Center gradesheet includes scores for assignments and tests that are either
automatically or manually entered. You can download the grades for entry into another grading
software program or upload grades into Blackboard. Graded items will be set up in the gradesheet
for you. Here’s how to enter or change grades, download assignments and modify how columns are

displayed.

1. Go to the Control Panel.
Click Grade Center and choose Full
Grade Center.

The Grace Center opens.

# Control Panel - &—| Crade Contor

“ Files

¥ Class Toals

¥ Evaluatlon »
# Grade Center »

Needs Grading
Assignments
Partfalio

Entering Grades:

Graded items are in columns. Each
student has a row with their grades.

The first few grayed columns are
“fixed” and will always be visible even
when you scroll right.

Column headers and each grade cell have
action chevrons for more options.

2. Entering Grades
Click in the cell and enter the grade.
Press the Enter key. The next student’s
grade cell will automatically become
active. Continue through the class list.

3. Toedit a grade or view its details click
the action chevron to the right of a
student’s grade and choose View Grade
Details.

4. The page opens for the selected user and
current grade item. When done you can
scroll to another user or another grading
item for the same user using the left and
right arrows.

Move To Top  Email

| | |

[ matsukawa Joan

edit item -
oG
i o0 student

Jump to User: | -Select-

tails shows the current grade, all the grade column information, as well as

a record of all attempts and the Grade History. More Help

er. Haumana Onethaumanaon{ ¢ |2 l:, ent (

O one Hauma~a 6.00 .00 -10.00
Og - 15.00 .00 Cllc ta yee cpikons
Ll Te / = - 5 -
Selected l%s: o Li = 3
Move To Top | Email
~-8.00
-10.00 I—'r‘ . X
A’ View Grade Details
¥ " Exempt Grade
=k
Grade Details

\ Jump to Column: | -Select-

n Paths to the Past (mscussioﬂl I
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1. Change a grade by typing in the new
grade and clicking the Override
button.

2. Multiple attempts, if allowed, are
listed.

On group assignments, the user who
submitted the attempt is also listed

3. Click the Edit Grade button to enter
Feedback for the user that will
display when they check their
Gradesheet, and to add Grading

urrent Grade Value

Current Grade Value{ -10.00 Override

User Haumana One (haumanaone)

Student ID

Column

Grade Type Score
Description
Date Last
o Submitted Value Feedback to User
Created or Edited
Mar 22,
3 Mar 22,
2010 2010 -10.00
£:30:06 PM 9:30:06 P™
(Completed) o

Paths to the Past (Discussion) Details

Grading Notes

\/

Date Last
Submitted
or Edited

Date

Created Value

Feedback to User Grading Notes

5. Tochange a grade, return to the
grade sheet and click in the cell for the
student’s score for that assignment.

Notes viewable only by you. B
g?s?sz PM 9?21;51 E:Tpl ¥ }. ‘ -
(Completed)  PM ::“;n abg
To view an individual student’s grades:
1. Select Full Grade Center from the _ =
Grade Center Control Panel. Hide Other Rows
l View User Statistics |
2. Locate the student in the gradesheet Browse Adaptive Release
and click the right action chevron status
next to the student’s name. Email User
test student @ Hide User
3. Choose View User Statistics. Note
also the Email link you can use later.
4. Student contact information and a list User Statistics
of all assignments, grades and items to -
be graded will display. Jump to User: [ -select- -]

Current User: Haumana One (haumar

Student Details

User Haumana One (haumanaone)
Student ID
Contact Phone (Home)
Phone (Work)
jmatsuka@hawaii.edu
Items Completed 67% (6 of 9)

Category Statistics

Category Average Graded In Progress
Assignment 1.50% 4 -
Discussion 0% 1 -

0% - -
SafeAssignment 0% - -

§ ©201110/13/11 2:47 PM Kamehameha Schools Distance Learning
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Customizing your gradesheet: Cresite' Calcaated Column ¥ Create Calculated Column 3

Average Column

it
A Calculated Column uses entered grades to T
calculate a score. Column
A Weighted Column uses the grading Total Column
structure you choose to figure out the final Weighted Column
grade.

Some Manage options you can change:

Grading Periods
Grading Schemas

1. Inthe Grace Center click the Manage
action chevron.

Categories

Smart Views

Column
Organization

Student Visibility
Send Email

2. Smart Views lets you selectand view I

0n|y students who meet criteria (hlgh or ¢ Class Group View one ar more Class Groups.

|0W) you set for an assignment (&) Performance Yiew specific users hased on their performance on a single itern.
) O User Yiew individual users.

. . () Category and Status View items by their category and status.
Tip: temporarily rearrange the columns to  © Custom Build a quety based on user criteria.

minimize the horizontal Scrolling Selectthe user criteria to include
once you’re ready to enter their User Criteria: Sl Vaud
grades. | Grade on Our Kuleana ( Score ) v || Lessthan | o]

¢ | ShowiHide |

= Shown in All Grade
3. Column Organization lets you drag
columns to position them. S 4 [ Last Name (Frozen)
) i columns 4+ [ First Mame (Frozen)
“Fix” columns by dragging them above

- b Everything shove this b
the gray line. T Deoname

Dragu
or d%wﬁ & [ student D

to 4 [ Last Access
reorder & [ svalsbilty

Click the checkbox next to an item, then
click Show/Hide to reveal or hide it from
students.

4. Send email opens an email message for
selected students.
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Evaluation — Class Reports (statistics)

There are two kinds of course reports,

Tracking Reports and Grade Reports. S LI
. Search | Name 3] [Contins 3 |
1. Tracking Reports count the
number of times students s oot o e
access certain features of the
Course. Accesses by Forum'
Displays a summary of activity in Discus,
a. Inthe Evaluation Control Panel o ‘ Accesses by Cansent Ares
. Accesses by Group Displays a summary of Course
Ccr;f’olfeh-rrac.k'”% Repofr ts. X Dupis s e of o g Last Run: Sunday, May 16, 20> Run |
ick the action button for the . ‘

type of report, then Run.

2. Grade Reports are probably

more useful. : Reports %
. [ Grade Centery Create Report
a. Inthe Evaluation Control & ‘-
s mewerauemiz’w

Panel choose Grade Center. -

Click the Reports button.

b. Choose to include: e vsers
@ All Users
(O All Users in Group
" Se|eCted or a“ USErs, () Selected Users
u SpelelC User [ Include Hidden Users in Reports
Information fields
= choose All Columns, 3. Mm
irst Name
by Category or
Selected Columns: ¥ Last Name
To select more than O Username
one column, click the [ Student ID
first one, then hold the B Last Access
Control key down
while you click the N comns ______________
OtherS. () All Columns
= A header and footer O All Columns in Category
y_ou Create’ and a @ Selected Columns
signature line. Total
Weighted Total
. . M i
C. CIICk SmeIt' K:::Zv:clnzp assignment test
Paths to the Past
Dance and Song Project
New assignment for tomorrow
group 1
g2 kona i
Safe Assignment No. 1 -
™ Include Hidden Columns in Reports
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This sample report has a header, all <% Print Report
grading items, a footer and a
signature line. Such a report is

. Unit 2 Grade Report for | tsuk Joan's Demo Course(
created in table format for each 7 7 T Tepert Tor fosn myseevE VSDLjoan emo)
student so you can easily: N ) o

Here are your grades for Unit 2. There were some great projects and paper. Maika'i!
e printthem as individual [“Grade information
sheets for each student, or - —
Maunawili -
. Kona group assignment test -
e copy and paste them into a -
. Dance and Song Project

Word, email or other O e U T i

document as a series of e j

tables. T :

Good job. Let's move on! /

Signature:

Bb |Help

Blackboardl| onjine and Print Help

The Help area allows the instructor to research Help
the Blackboard from several sources. Contact System
Administrator

1. In the Help Control Panel cIicI_< the — Quick Tutorials
links for the help Manual or Quick . . Catalog
Quick Tutorials

Tutorials. Learn more about the
i SUpgare Blackboard Academic
2. Do not click the Contact System e ot

Administrator or Support links.

3. For other questions and help contact
Colleen Robinson at
<corobins@ksbe.edu>.
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Tet Text Bditoris: m
"|N|:|rrna| Vl |3 Vl |.ﬁ.r1'a| v| B 7 U obe| % » | = :,,Jj = i &
s NP o v QO JTARBRS IO O

‘B EABE BB

Item pages will display when the viewer opens the content page it's placed on. You can
have:

= formatted text,

* images,

» embedded or linked videos, and

» web links

» links to files they can click to download.

If you prefer you can also attach a file in the Attachments area below. This attached file
will appear at the top of the item page rather than within the page.

Here is a linked file. Getting_Started_With_the Grade_Center PDF.pdf
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& Class 1

Sample kam
F ftem pages will display when the viewer opens the content page it's placed on. You ch

» Tormatted text,

« iImages,

« embedded or linked videos, and
« web links

+ links to files they can click to download.

If you prefer you can also attach afile in the Attachments area below. This attached gl
item page rather than within the page.

Here is a linked file. Getting Started With the Grade Center PDFE.pdf

D Moolelo-Hawsaiian Stories and Myths pdf

D hoi kehs . pdf
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