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1.0 Workshop Overview

Researchers have found when instructors use communication tools in online courses,
student motivation and participation increase’. Each student can view other students’
comments and learn through the exposure to different perspectives. Students benefit
because they can combine new opinions with their own, and develop a solid
foundation for learning. Frequent communication and information from the instructor
can also enhance student success and retention.

Blackboard Learn™ offers a wide variety of communication tools allowing you and your
students to share information and communicate, either synchronously—in real-time—or
asynchronously—not at the same time. This workshop provides a hands-on infroduction
to many of these tools, offering you ways to extend a sense of community beyond the
traditional classroom.

In this workshop, you learn how to use the Syllabus, Announcements, Calendar, and
Tasks tools to provide students with critical course information. You, as an instructor, can
share information about yourself using the Contacts page. You also learn to use the
Email and Messages tools to send messages to course members. For fimes when real-
time communication is required, such as a brainstorming session, you learn to use the
Chat tool.

First, you experience the tools as a student to familiarize yourself with how they appear
to your students. Then, you move to an instructor perspective and learn how to create
and manage content in each tool.

Schmieder, Eric J. “Communication: The tool to interact with and control your online classroom
environment.” International Journal of Instructional Technology and Distance Learning 5.3. (March
2008). Web. 29 Jul. 2009.



Roadmap

2.0 Student Experience

The Syllabus and Announcements tools provide critical course information,
updates, and due dates.

Access the Calendar tool for important dates and reminders, and the Tasks tool
for a prioritized list of tasks to be completed.

Use the Contacts page to learn about an instructor and access the Roster to
view course members.

Learn to use the Email and Messages tools.

From the My Institution tab, students can access tools for all their courses, as well
as create personal calendar and task entries.

3.0 Real-Time Communication

Send messages, view and manage chat recordings, and learn about the
participant roles.

Learn to create new sessions, edit roles, record and end sessions, and explore
tips for using chat for academic purposes.

4.0 Keeping Students Informed

Learn how to create announcements, as well as how to order announcements.
Upload or build a syllabus and customize it to the fit the online environment.
Keep students on frack by posting due dates and reminders.

Learn how to add your instructor profile and folders for guest lecturers.



2.0 Student Experience

In this section, you explore course information and communication tools from the
student perspective.

Students need to keep track of a large amount of dates and information, including
course requirements and resources, instructor information, group and course meeting
times, and due dates. Blackboard Learn offers a number of tools to help students stay
informed as the course progresses.

After we cover the course information tools, we turn our focus to tools allowing
asynchronous communication between student and instructor.

Experiencing each of these tools from the student perspective provides some context
for the decisions you make for your course and the discussions you have with your
students. After the tools are presented from the student perspective, you learn how to
use them as an instructor.

Learning Outcomes

After completing this section, you will be able to:

e View course announcements.

e Access the course syllabus.

e Consult the course calendar.

e Access a list of prioritized tasks.

e View the list of course members.

e View information about the instructor.

e Send messages to course members using the Email and Messages tools.
¢ |dentify the differences between the Email and Messages tools.

e Use tools and access information for all courses from the My Institution tab.



Viewing Announcements

Use the Announcements fool fo communicate important, fime-sensitive information. For
instance, you can use announcements to provide the following:

¢ Corrections and clarifications of materials

e Assignment due dates or exam schedules

¢ Reminders or helpful tips for success

As a default module on the Home Page, announcements are typically one of the first
things students see when accessing the course. When students click an announcement
link on the Home Page, they are taken to the main Announcements page. Instructors
can control the order of the announcements and how long they appear.

Home Page

My Announcements

Introduction to Oceanography

* First Assignment Due Date
* Exam Schedule

* Praoject Topics Due )
more announcements...

A

\

INSTITUTION | COURSE | VIEW ALL

@ Announcements

First Assignment Due Date osted by: Cathy Chu
Post t Introdwction Lo
Posted on: Thursday, June 9, 2011 Oceanegraphy

Your first assignment is now due tjo yWeeks from today on October 22nd

Exam Schedule osted by: Cathy Chu

sted 1o Introduction to
Posted on: Thursday, June 9, 2011 Oceanography o

Please note that the exam schedule for this course - including midterms and final - will be
sent out next week. If you don't receive an email by next Thursday please notify me.

Project Topics Due ‘osted by: Cathy Chu
P o Introduction o
Posted on: Thursday, June 9, 2011 Oceanography

Just a friendly reminder that you must submit your project requests by Friday, or you'll be
assigned a topic.




Viewing the Syllabus

The online syllabus can be a one-stop spot for students to find the most important
information they need to succeed in their courses.

The syllabus typically includes the following:

o Course description and learning objectives

¢ Instructor contact information and office hours

e A course outline, which may include important dates
e Course and institution policies

o A list of required texts and recommended readings

e Class participation requirements and grading criteria

Students access the syllabus from a course area, such as a Content Area created by
the instructor. The syllabus can be added in two ways:

¢ Uploaded to the course, such as a PDF or Microsoft® Word file

e Created within Blackboard Learn, as shown in the following image

%] Getting Started

=

= Introduction to Oceanography Syllabus
peEscrpTiON el
This course will deal wath historical and moderm concepts of oceanography. It will
both early and modem ocean exploration and ocean science. Throughout the coy
technological advances have aided scientisis and marnne biologists in their qued
oceans. The course will aiso chalienge you 10 consider impontant issues refated
presenting thoughtprovoking discussion and related assignments

Dunng the semester there will be several guest lecturers joining the ¢lass both ir]
as several indwmdual and group projects. Al of these components will help to forn
this course

LEARINNG OBJECTIVES = —— i
After successfully completing this course, the student will

o Apply knowiedge of the nalure of sclence and scienddic hadils ofmind 10
safe and effective use of laboratory and field technologies

o Describe he unique physical charactensiics ofthe marine environment

o Demonstrate knowledge of marne communities, food chains, and 10od W




Viewing the Calendar

Students can consult the Calendar to see events an instructor has added, such as:

e Reminders of course meetings and chat sessions
e Due dates for assignments and projects

e Suggested milestones to help keep students on track

By default, students access the Calendar from the course Home Page. Clicking the
Tools link on the Course Menu can also access the Calendar.

NOTE: An instructor can rename links on the Course Menu.

Home Page

My Calendar

12:00 PM - 1:00 PM on 6/10/11:

Project Topics Due
Submit your project requests by Friday, or you'll be
assigned a topic.

more calendar events...

T TOTT T Y TC T SO ST T T T TG T TS T T T T

Chapter 1

External Links < e

Scholar Blogs

Tools Create and manage blogs for Courses and Course

My Grades Groups.

Discussions

Groups Page Calendar

Assessments

Week 2 Track important events and dates through the Calendar.




Student Experience: Viewing the Calendar

FERFFRYRN

Sunday

12

13

“}J] Course Calendar: View By Month

Wigw Day Wiy Waak View Month
June 2011
Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
7 8 9 10 11
12:00 PM Project
14 15 16 17 18

Wikw Year

Jump to

Students can view the Calendar by day, week, month, or year. If viewed by month,
only the first few characters of the event title appear on the Calendar. Click the link for

details.

FEFFFEY

it

Marme
Date

Start Time
End Time
Category

Description

<. | Calendar View Event

Term Paper Due
Maonday, August 10, 2009
1:00 AM

11:59 PM

Course

Specific instructions far submitting your paper are
in the syllabus.




Viewing Course Tasks

The Tasks tool is used to keep track of work that must be completed. Each task has a
status and a due date. An instructor identifies the course tasks and adds them to the list.
An instructor can create a list of tasks for the entire term or just for a project.

Students can use this list to keep themselves on tfrack and may be required to report
their status for each task.

By default, students access Tasks from the course Home Page. Clicking the Tools link on
the Course Menu can also access tasks.

B O4d g

# Introduction to

Oceanography
(section 3)

Home Page
Getting Started
Week 1

Week 2

Discussions
Assignments

(@ Tasks
Groups ]

Toals ! 1‘3 IJze tasks to keep track ofwork that must be
completed. Each Task has a status and a
My Grades due date.

@ Tasks
Status 0

O  Title o Priority Due Date Task Status
Test = (7] Tuesday, April 29, 2008 Not Started
Group Projects Begin = Friday, May 2, 2008 Not Started

Thursday, May 15, 2008 Mot Started

x

* Set Not Started
Set In Progress G aying 1 to 3 of 3 items Show All | Edit Paging...

Set Completed

€ 00




Student Experience: Viewing Course Tasks

A. Click a task link to view the description.
B. The instructor can assign a level of priority for tasks:
o High priority icon — exclamation mark ( L )
o Normal priority — no icon
o Low priority icon — an arrow pointing down ( %)
C. Sort any column by clicking the heading ftitle.
D. Click a task's Action Link (@) fo access the contextual menu.
A student can select the status of the task:
o Nof Started
o In Progress

o Completed



Student Experience: Viewing Course Tasks

On the main Tasks page, students can click a task link to access the View Task page for
the task's description and other information.

Task Mame
Description
Due Date
Priority

7 View Task

1. Task Information

Chapter 3 Worksheet Due

Waorksheets and instructions are available in the Assighim
Tuesday, August 18, 2009

High

© 2011 Blackboard Inc. -14 -
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Accessing the Roster

Students can use the Roster tool to view a list of the students enrolled in the course.

@ Roster o Roster

View a list of users enrolled in the Course. Search| First Name j| | Contains j| | o Go

No Users

@ Roster

Search|First MName j| |Comains j| | Go

Last Name -~ First Name
Akbar Mina
Brown Tony
Casper e Chris
Dubois Alyssa
Farrell Andy
Gonzales Monica

A. Click the Tools link on the Course Menu to access the Roster.

B. Click Go on the Action Bar to display all students or use the drop-down lists to
narrow your search to specific students.

C. Alist of students appears after clicking Go. Click the column heading to sort the
contents. For example, to sort messages by Last Name, click the Last Name title
or the caret beside it.



Finding Staff Information

On the Contacts page, students can view an instructor’'s contact details, office hours,
photo, and other personal data. They can also learn about teaching assistants and
upcoming guest speakers.

Students access this information by clicking the Tools link on the Course Menu and
selecting Contacts.

Contacts

Instructors can post contact information
ahout themselves and others.

Contacts

Instructor Hannah Arlt

Email harlt@E@myschool.edy

Work Phone 555-555-2323

Office Location Strand Hall Office 718
Cffice Hours M and W 5-10 P.M. CT
Personal Link hitp/fwwaivmyhomepage. com
Notes E
There are no stupid questions. We learn by asking. You may lead ||
us dowen guite an interesting path with your curiosity. i

E? Guest Lecturers

Azwwe start Chapter 2, Twill be joined by same of my friends who
are teaching oceanagraphy across the country.




Hands-on Activity {&

For this activity, use your Student Course.
Use the tools

e Access Announcements and note how you can choose to view Institution,
Course, or View All announcements. System announcements will include any
institution-wide information posted by the Blackboard administrator.

e Access the Calendar and view an event’s description.

¢ Review the Tasks list and change the status of two tasks to Completed. TIP: You
can change the status of more than one task by selecting multiple check boxes
and pointing to Status on the Action Bar.

e Access the Roster and view the list of students.

e Access the Contacts page and review the contents of the Guest Lecturers folder.



Sending Email

In your Blackboard Learn course, you can send email messages to other course
members’ external email addresses.

QUICK STEPS: Sending an Email

1. Access Tools and select Send Email.

2. On the Send Email page, select the link for the intfended recipient group. A new
page appears.

;'2;@ Send Email

Instructors can send email to all or selected individual Users, Students,
Instructors or Observers. From a Blackboard Learn course, email canno

member of the course. e

All Users

Send email to all of the users in the Course.

All Groups

Send emall to all of the Groups In the Course.

All Student Users

Send email to all of the Student users in the Course.

All Teaching Assistant Users

Send email to all of the Teaching Assistant users in the Course.

» All Instructor Users

Send emall to all of the Instructor users in the Course,

All Observer Users

Send email to all Observer users in the Course.

Single / Select Users

Select which users will receive the email.

» Single / Select Groups

Select which Groups will receive the email.

Single / Select Observer users

Send an email to selected Observer users.

3. For Select Users or Select Groups, select the recipients in the ltems to Select box
and click the right-pointing arrow to move them into the Selected ltems box.



Student Experience: Sending Email

4. Type the Subject and Message.

5. Optionally, browse for a file from your computer. You can attach multiple files.
6. Click Submit.

g:'g Select Users

% Indicates a required field.

o

Cancel - [ETTE
1. Email Information

* To Available 1o Select Selected

Akbar, Mina Brown, Tony
Chu, Cathy | Casper, Chris
Dubois, Alyssa > Hernandez, Juan
Farrell, Andy

Freedman, David <
Gonzales, Monica
Ibrahim, Kamel
Jayaram, Lakshmi v

Invert Selection | Select All Invert Selection | Select All

From Cathy Chu (cchu@myschool.com)

Subject [Interested in a study group? 9
Message | have appreciated all the posts made on the Discussion Board and wondered if anyone

would like to have a few study sessions in Char?

Cathy

5

A copy of this email will be sent to the sender.

Artachments Artach a file

You cannot send email from a Blackboard Learn course to anyone who is not a
member of the course.

Tip: For Windows, to select multiple users in a list, press the SHIFT key and click the
first and last user. To select users out of sequence, press the CTRL key and click
each user needed. For Macs, press the COMMAND key instead of the CTRL key.
You can also select all course members with the Select All function.

Important Tips

¢ Blackboard Learn keeps no record of sent emaiils. You receive a copy of your
email in the Inbox of your external email account. Keep a copy of important
messages in case you need them at a later date.



Student Experience: Sending Email

e Blackboard Learn does NOT recognize files or email addresses with spaces or
special characters, such as #, &, %, and $. In general, use only alphanumeric file
names and addresses in Blackboard Learn.

e Do not send email through Blackboard Learn without content in the subject line.
Leaving the subject line blank can prevent the message from being delivered.



Ask Dr. C

In the following table, Dr. C discusses the Email tool. Dr. C is our Blackboard Learn

expert.

Your question

Dr. C's reply

When | send someone
an email using the Email
tool, | cannot see the
other person’s actual
email address. Why?

Email addresses are not visible unless participants
choose to make them visible to course members. Find
this setting in the page header above the tabs at: My
Places > Personal Information > Set Privacy Options.
From this page, students choose the information they
want course members to see.

NOTE: Personal Information is also listed on the My
Institution tab under Tools.

Am | able to change
the external email
address used in my
course?¢

Yes. Change your email address by going to My Places
> Personal Information > Edit Personal Information. Type
your preferred email address and click Submit.

TIP: If you do not see the option to edit your Personal
Information, check with your school’'s computing help
desk to learn the procedures for you and your students
to update information.

Why am | not receiving
any emailsg¢ Other
students have received
several from the
instructor and | have
not.

Many popular email clients, such as Hotmail, Yahoo,
and AOL may identify email from Blackboard Learn as
junk mail and either automatically delete the email or
move it to a junk mail folder. If you have problem:s,
check your user preferences or options for settings
regarding the handling of junk email. You can also
change your email address.



Hands-on Activity {&

For this activity, use your Student Course.
Use the Email tool

e First, add your email address to your Personal Information record: My Places >
Personal Information > Edit Personal Information.

e Send an email fo All Users.

e Send an email fo three members of the course.



Sending Messages

You can also send messages to course members using the Messages tool. The
Messages tool sends secure electronic messages within the course without relying on
external email addresses or clients. This means that external factors do not affect course
communication.

Students are not notified if they receive a new message so advise them to make routine
checks for new messages. Both incoming and outgoing messages are saved in the
Messages tool.

QUICK STEPS: Sending Messages

1.

2
3.
4

Access Tools and select Messages.
On the Messages page, click Create Message on the Action Bar.
On the Compose Message page, click To, and a list of course members appears.

In the ltems to Select box, select the recipients and click the right-pointing arrow
to move them to the Selected Items box.



Student Experience: Sending Messages

@ Messages

e Folder Unread Tatal
O
O

Inbox 0 ]

Sent 0 1

Displaying 110 2 of 2 items  Show All | | Edit Paging...

@ Compose Message

<% Indicates a required field.

1. BLCETE

D

Ce
(W Recipients
@ Select Recipients: To line Recipients
Mina Akbar Tony Brown
Chris Casper
Cathy Chu (Instructor) =
Alyssa Dubois
Andy Farrell <
David Freedman
Monica Gonzales
Juan Hernandez
Invert Selection | Select All Invert Selection | Select All

5. Type a Subject and Body. You can use the Text Editor functions to format the text
and include files, images, external links, multimedia, and Mashups. Any files
uploaded from your computer are saved in Course Files or the Content
Collection in the top-level folder.

6. Optionally, add an attachment. You may not see this function. The Blackboard
administrator at your school must enable this function.

7. Click Submit.

© 2011 Blackboard Inc. -24 - Communicating With Students



Student Experience: Sending Messages

Tip: For Windows, to select multiple users in a list, press the SHIFT key and click the first
and last user. To select users out of sequence, press the CTRL key and click each user
needed. For Macs, press the COMMAND key instead of the CTRL key. You can also
select all course members with the Select All function.

NOTE: You may not see a Create Folder function. The Blackboard administrator at your
school must enable this function.

Viewing Messages

Click the Inbox link to view received messages.

@ Messages

Folder Unread Total
] Inhios 6 2 3
D Sent a 1




Student Experience: Sending Messages

Click the Subject link to read the message.

@ Folder: InboXx

hdark Delete

(] @ sStatus  Sender Subject Date
B Sarah Spooner Lhave that in my notes also Wednesday, August 12, 2004
b4
Fl @ Tary Brown Pwonild like & copy open
Mark Delate Mark Read
Mark Unread
Delete

The Status column icons represent if the message has been read. An opened envelope
( @ ) means read and a sealed envelope (E] ) means unread.

Use a message’s contextual menu to mark a message read or unread, or delete it.

@ View Message

From Sarah Spooner

To Chris Casper

Cc

Sent Wednesday, August 12, 2009 10:56 Ak
Subject | have that in my notes alsao

mayhe we should clear that up in Chat on Tuesday?
=




Student Experience: Sending Messages

When you have finished reading the message, you can do any of the following:

e Reply to the sender or reply to all recipients.
o Forward the message to another user.

¢ Move the message to a different folder.

o Delete the message.

e Print the message.

NOTE: The Move function does not appear on the Action Bar as an option until a user
creates a folder.

Sorting Messages

Click the column heading to sort the contents in that column. For example, to sort
messages by read and unread, click the Status fitle or the caret beside it.

hark Celate

O @ Status ™ Sender Subject Date

F E Bruce Lopez Froject Resource Wednesd
FI B4 Alyssa Dubois Chat on Tuesday Wednesd
Fl @ Tarey Broen Pweonildd like & copy Wiednesd
F @ Sarah Spooner | have that in my notes also Wednesd




Ask Dr. C

In the following table, Dr. C discusses the Messages tool.

Your question

Dr. C’s reply

What are the
advantages of using
the Messages tool
rather than the Email
toole

The Blackboard Learn Messages tool provides a familiar,
email-like environment that can be used for course
communication. Accounts are automatically created for
each member of the course, and messages are sent and
received using that account. This provides additional
privacy because external email addresses are not used.

Using the Messages tool instead of the Email tool can
also be more reliable. Problems with incorrect or out-of-
date student email addresses will not affect course
communication.

Using the Messages tool also encourages students to log
in to their courses frequently.

On the other hand, some students and instructors prefer
the convenience of checking their course email along
with their personal email messages in one location.

Many schools have policies on the use of the Email and
Messages tools. Check with your Blackboard Learn
trainer for more information about your school’s
approach.



Hands-on Activity {&

For this activity, use your Student Course.
Read and send messages

e Send a message to all members.
e Reply to one of the messages you received.

e View the sent message.



Using Tools Across Courses

Up to this point, we have focused on the student experience within the course itself.
Many of the tools we have covered can also be accessed from the My Institution tab.
Since you are not logged in to a course, you can access information for all your
courses. The modules shown can be rearranged using the drag-and-drop function or
can be deleted.

- Tony Brown & My Places & Home Help [« Logeut
Your Institution

UNIVERSITY

Personalize Page

B

Mo IniEitution Announcements Rave been potted in Courses in which you are enrolled:
the last 7 days. (1 Astronomy 101
Earth System Science @ : ::
* Initial Group Plan Assignment Due
* Boak Reviews Due 1) Earth System Science
* Saudy Session on Friday ANNDENCEMENts
miore announcements. .. * Initial Group Flan Assignment Due

* Book Reviews Due

* Study Session on Friday
11:00 AM - 12:00 PM on 6/15/11: lg L Earth System Science - Sec 3
Term Paper Dug

Intreduction 1o Theatre
Specific instructions for submitting your paper “

are in the syllabus, L Peactice Course for £21 and Online (Master)
more calendar events...
My Tasks: G
Earth System Science:
» Term Paper Topic
» 3gn up for Group Project
(L 1] n
Frnk tasks...

A. The Tool Panel gives students access to several tools, such as Email. Students can
send email fo members of any of their courses from the Tool Panel.

B. The My Announcements module lists announcements from all courses in which a
student is enrolled, as well as institution-wide announcements.

C. The My Calendar module lists all instructors’ calendar entries for all courses in
which a student is enrolled. Private events are added using the Calendar link in
the Tool Panel.

D. The Personalize Page function allows customization of the page’s color theme.

The My Tasks module list tasks for all courses in which a student is enrolled.
Personal tasks are added using the Tasks link in the Tool Panel.

© 2011 Blackboard Inc. - 30 - Communicating With Students



3.0 Real-time Communication

You have learned about some of the course information and communication tools you
can use to keep students informed and exchange messages with them. Now we look
at how you can communicate with your students in real-time, using the Chat tool. We
first explore the Chat tool from the student perspective.

Chat is a virtual meeting space, where you and your students can gather to
communicate with each other using instant messaging. Chat can be used for a variety
of applications:

¢ Online office hours

e Exam reviews and study groups

o Guest speakers or question and answer sessions

e Small group collaboration and brainstorming sessions

Together, the Virtual Classroom tool and the Chat tool form the Blackboard Learn
Collaboration tool. The Virtual Classroom tool includes a whiteboard, chat panel, web
browser, Course Map, and a question and answer area. It is ideal for course lectures,
especially those in which you present visual material. We do not explore the Virtual
Classroom tool in this workshop, but we take a close look at the Chat tool.

Learning Outcomes

After completing this section, you will be able to:

e Parficipate in a chat session.
¢ Send private messages.

e View session recordings.

e Create new sessions.

¢ Modify participant roles.

¢ Manage sessions.

e Create session recordings.



Participating in Chat Sessions

Chat within the Collaboration tool is a slimmed down version of the Virtual Classroom
tool where only the chat room facility is available. This provides a large screen for the
chat room.

Use the Chat tool when real-time discussion is required. Most students are familiar with
using some form of chat and comfortable using this form of communication.

The Chat tool is designed to be ideal for low bandwidth situations, such as when your
students are connecting to the course using a dial-up connection.

After joining a chat session, students can send messages. The message appears in the
chat display panel of all participants who are currently in the room.

QUICK STEPS: Participating in a Chat Session

1. Access Tools and select Collaboration.

2. On the Collaboration Sessions page, click the Session Name link for the available
Chat session you wish to join.

@ Collaboration Sessions

Filter| Show All [ Go
Search bv| Session Mame “ Search
Session Hame - Tool Start Date En Date

Lecture Haill 9 virtual Clagsroorm

h‘,‘_.

Ofﬂce Hours Chat

3. On the chat screen, compose a message.
4. Click Send.

NOTE: A Launching Chat Tool page appears. Do not leave this page until you are
finished chatting. The chat session opens in a new browser window and may take a
moment to load. Chat does not work if pop-up blockers are enabled. Either turn off
your pop-up blocker or make your course site a trusted site.



Real Time Communication: Participating in Chat Sessions

B Blackhoard Chat

E Wigw B Cffice Hours (Participarit)

| | Lo STeEnSOn [OThed e Session] fug T2, 2003 22500522 Pl COT

.Y
Participartz(2) Role | @ (D) Tom Stenson: Hi Tony. Glad you could make it. We can address those B
A guestions here, fug 12, 2002 2:34:24 FM COT
Tom Stenson o Tony Brown: I'm grateful to have the time. su 9 2:31:35 PM COT

Tom Stenson: Chapter 3 is one of the sturmbling blocks each term. sug 12, 2003
23222 PM COT

Tony Brown: Thatis good to hear. Seems like s0 many concepts at once 5o
anything you can doto help me get a grasp on all ofthose will be TERRIFICH fug
12, 2008 2:33:02 PM COT

Tom Stenson: First off, doyou have that flowchart | added to the Weelk 3
Content Area? [ think that is the best place to make some notes. | literally see that
chartin my headwhen I'm trying to pull up things to remember from this

chapter. fug 12, 2009 2:24:40 PM COT

Ok, Lwent in and got it ... m B Send

Joined session successfully.

@ Compose

1 Userinfo B Private Message {m

A list of participants and their roles appear in the first column.
The title of the Chat room appears at the top of the chat display panel.

All messages are shown in the chat display panel.

O 0 = »

Type your message in the Compose box and click Send. Alternatively, the
Compose icon can be clicked to open a new window, allowing for a bigger
area for typing.



Real Time Communication: Participating in Chat Sessions

The following table describes the icons assigned to each participant role.

¥ Icon| ¥ Role

||a A globe icon represents the Moderator. The Moderator is typically an
instructor. The Moderator can modify participant roles, grant passive users
permission to participate, expel users, and record and end the session.

ﬁ A full color icon represents the Active User. An Active User is typically a
student. By default, Active Users can send messages as often as they like
during a chat session.

ﬁ A gray toned icon represents the Passive User. A Passive User is typically a
student. Passive Users can observe the chat exchange, but must raise their
hands to request permission to send messages. If more than one student
raises their hands, numbers are assigned to the handraise icons to represent
the order they raised their hands.

Blackboard Chat

@ Wiewy Project Dizcussion (Participant))
| | DRl B L T R C = L R A I L S DAl B 2
Participarts(3) | Role | ™ 1) 2009_8:5?:41 A _ch _ _ . .
Tam Stenson @ Chris Casper: The Discussion Board corwersations have helped alot sug 17,
2008 2:52:00 AM COT
Chris Casper ™ 1 Tom Stenson: | have been pleased with all the contributions. sug 17, 2003
25826 &M COT
Chris Casper: e followed the coastling post closely and itinspired us. aug 17,
2003 2:55:46 &M COT
Tony Brovmn: Chris has had some inspirations. sug 17, 2002 25920 &4 COT
Tom Stenson: What is down on paper and what questions do you have for
me? &ug 17, 2009 8:53:46 &M COT
Chris Casper: Having some trouble with the sources for one of the main points
we hope to have. aug 17, 2003 2:00:07 8k COT )
w
g Compuse B Send
1 Uszerinfo  BF Private Message "3
Jained zession successtully.




Sending Private Messages

Chat participants, including an instructor, can send private messages to one or more
participants,

Private messages are not included in chat recordings and can be disallowed by the
instructor.

QUICK STEPS: Sending Private Messages
1. On the Participants list, select the recipient or recipients of your private message.
Click Private Message.

2
3. Inthe Compose Private Message pop-up window, type your message.
4. Click Send.

B Blackboard Chat

E ieww Project Dizcussion (Participant)
| | " o o ™ ™

Participarits (3) Raole | @ @)

= =y o 3 P

2003 8:57:41 a0 COT
Chris Casper: The Discussion Board convery
Chris Casper 2009 8:52:00 80 COT

Tom Skenson ) Tom Stenson: | have heen pleased with all i
5826 AM COT

Chris Casper: e followed the coastline pos
2003 8:58:45 a0 COT

Tony Brown: Chris has had saome inspiration
Tom Stenson: What is down an paper and w
me? sug 17, 2008 8:53.48 KM COT

Chris Casper: Having some trauble with the
we hope to have. rog 17, 2008 3:00:07 &0 COT

Compose Private Message

Private message to: Tory Brown

I'm 50 dlad we will be ahle to get help with the
resources.

E» Send

@ Compose

i User Info B Private Message @

| ; Send
||

Joined zession successully.

TIP: To send a private message to a single participant, double-click the participant’s
name.

Private messages can appear with all your other messages in the chat display panel or
you can choose to display them in a separate panel. “Private Message from” always
precedes private messages.

Click View on the Action Bar and select where private messages appear.



Real Time Communication: Sending Private Messages

Blackboard Chat

(B0 I

Wigin

Project Dizcussion (Participant)

Tory Brown
Chris Casper

Participant=(3)

Tom Stenson

_i_ Uzer Infa

Private Mess

OF

O Show indine

acirg

T L L e = e e ey ) ey

Cancel ) oK)

Blackboard Chat

B =

O T e

Ll e g g g T

L1 g

Project Dizcussion (Participant)

(SR}
E| % helped a lot. sug 17,
utians. aug 17, 2009

and it inspired Us. Lug17,

2003 295520 aM COT

tions doyou have far

for one of the main points

pepe

[

Participarts(3) | Role

| @

Torn Skenson

TOM STERSON. [ Nave DEEN PIEased Wit a1l The
contributions, fog 17, 2009 2:52.26 &M COT

Chris Casper: e followed the coastline post
closely and it inspired us. nug 17, 2002 25248 8l
CoT

Tony Brown: Chris has had some

inspirations. aug 7, 2003 2:53:20 40 COT

Tom Stenson: Wwhat is down on paper and what
guestions do you have for me? suo 17, 2009 2:69:48
&M COT

Chris Casper: Having some frouble with the
sources for one of the main points we hope to
have. Aug 17, 2009 5:00:07 &M COT

<

Private kessage fram
Chris Casper: I'm so
dlad we are ahle to get
help with the

reEOUICES. Aug 17, 2003
22114 4N COT

Private kessage fram
Tony Brown: Yeah, |
don'twantto spend any
maore time looking as e
hit & dead end. rug 17, 2003
9:22:07 &M COT

i User Info B Private Message

@ Compose

‘ B Send

Jnined session successfully.
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Viewing Chat Recordings

If you have recorded any portion of a chat session, students can access the recordings.
For example, students can access recordings if they missed the session or if they want to
review the ideas discussed.

Title recordings with meaningful names so students can locate them easily. For
example, use either the topic discussed or the date of the session as the name. Multiple
recordings can be made within one chat session.

QUICK STEPS: Viewing a Recorded Chat Session

1. Access the Collaboration Sessions page.

2. Click a session’s Action Link ( [¥] ) to access the contextual menu.
3. Select Recordings.
4

On the Session Recordings page, click the name of the recording.

M@ Collaboration Sessions

Filter| Show All | 5o
Search by| Session MName L
Session Name ™ Tool
@l Lecture Hall Yirtual Classroom

@ Office Hours 9 Chat

@ Project Discussion Chat
X
Recordings e
AR Session Recordings
Search by: (&) Recording Name () Date Created (MM-DD-YY) Search
Recording Name o Date Created Recording Duration (day:hrimin:secims)
Project Discussiaon Aug 17, 2009 at 10:58 AM EDT 0:00:10:45:000

NOTE: In the Recording Duration column, the length of the session is listed. If
several recordings exist, use the Search function on the Action Bar.



Hands-on Activity {&

For this activity, use your Student Course.
Send chat messages

¢ Join the Student Lounge session and send a message to the participants.
e Choose to view private messages in a separate frame.

e Choose a participant and send a private message.

View a session recording

¢ View the Culture and Identity session recording. NOTE: YOu may see anonymous
instead of an instructor name in the transcript, which can happen when a course
is archived and restored.



About the Instructor Interface

Now we turn to an instructor perspective. In this section, you create and manage chat
sessions in the Practice Course. Ensure Edit Mode is ON to access the instructor
functions.

As an instructor, you have access to the same features as students. In addifion, you can
do the following:

e Create sessions

o Modify participant roles

¢ Manage sessions

e Record sessions

2@ Collaboration Sessions

Create Collaboration Session o

Filter| Show All ~| Go
Search byl Session Mame 4 | e Search

Session Hame - Tool Start Date Endl Date
@Lecture Hall Wirtual Classroom
Mysteries ofthe Oceans Chat Aug 18, 2009 7:30:00 FM EDT Aug 18, 2009 8:30:00 PM EDT
@Ofﬂce Haours o Chat
@Pm'ecmiscussiun Chat
b
Edit isplaying 1to 4 of4 iterms Show All | Edit Paging. ..
Recordings
Celete

A. Click Create Collaboration Session on the Actfion Bar fo create a chat session.

B. Click asession’s Action Link ( [¥] ) to edit session settings, delete a session, and
view and manage session recordings, if they exist.

C. Search for sessions using the Search function on the Action Bar.

Any session with a start date in the future does not become a link until the start date has
arrived.



Creating Chat Sessions

As an instructor, you can create chat sessions for real-time communication. You can
create sessions that are available

For the duration of the course; students can schedule meetings and use the
session at any time.

At a specific fime; stfudent attendance at these sessions may be mandatory.

To group members only; students in a group can schedule sessions to discuss
projects, divide up tasks, and brainstorm.

QUICK STEPS: Creating a Chat Session

1.

On the Control Panel, expand the Course Tools section, and select
Collaboration.

On the Collaboration Sessions page, click Create Collaboration Session on the
Action Bar.

Files

Course Tools . .
Mg Collaboration Sessions

Announcements
Bloas

Collaboration
Create Collaboration Session
Contacts

On the Create Collaboration Session page, type a Session Name.

In the Schedule Availability section, you can set a Chat session to display on a
specific date and fime and to stop displaying on a specific date and time.
Select the Display After and Display Until check boxes to enable the date and
time selections. Type dates and times in the boxes or use the pop-up Date
Selection Calendar and Time Selection Menu to select dates and fimes. Display
restrictions do not affect the Chat session’s availability, only when it appears.

Next to Available, select the Yes option.
Under Collaboration Tool, select Chat from the drop-down list.

Click Submit.



Real Time Communication: Creating Chat Sessions

A8 Create Collaboration Session 0
¢ Indicates a required field. Romeel m

# Session Mame

Test1 Review

Bl Schedule Availability
Select Dates Start After [06r1 772009 | [/ [07:30 PM (=]
Availability End After[0sr1 82000 | [E]|[08:30 PM =]
Available &) Yes () Mo

Choose Tool forthis | chat "
Session

Virtual Classroom

Each course contains a default Chat session titled Office Hours. You can rename or
delete this default session.
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Hands-on Activity {&

For this activity, use your Practice Course.
Create chat sessions

e Create a chat session students can enter at any time to discuss questions and
concerns, or socialize.

o Create a chat session where students meet for a specific time period about a
specific topic.



Modifying Participant Roles

By default, participants are Active Users when they enter a chat session. At any time,
you can change the role to Passive. Passive Users can view the chat exchange, but
can only contribute if they raise their hands and are granted permission by the
Moderator.

You control chat sessions to a greater degree when users are passive. For example, if
each student must first ask for permission to participate, you are less likely to have 15
questions to respond to at once. You can also make only certain users passive if they
are dominating the conversation or responding inappropriately.

QUICK STEPS: Modifying Participant Roles

1. From the chat session, click the participant’s name to select it.

2. Click anicon to activate or deactivate a user's permission to chat. The icon in
the Participants list is updated.

Blackboard Chat

@ wiew (23 Controlz EE Claar G:i End Project Discussion (Moderatar) O oo o E]
| | T ) T - T . V-

- Monica Gonzales joined the session] sug 17, 200311852 FM COT —

Participants(4) | Role | @ @) ; _

Tom Stensan @ Tom Stenson: Goodto see the entire group. cog 17, 2009 14922 PM COT

Torry Brown Y Tony Brown: e have otz of questions. sug 17, 2003 149:47 P COT

Chris Casper | 1 ! > Chris Casper: | thinkhanica has the list, sug 17, 200911252 Fw coT

Monica Gonzale: i Monica Gonzales: Yes. | fowarded Professar Stenson the listin his email

yesterday. fug17, 2009 1:20:18 PM COT
Tony Brown: And we need help with sources far ane of our main points. sug 17,

2003 1:20:42 FM COT
Tom Stenson: | hope [ will he able to direct you to some good research. sug 17,

2008 1:21:01 FM COT
Monica Gonzales: Iz everyone [oaking at aur bulleted list now’? foug17, 2009

12147 PM COT

b

‘ B Send

g Compose

_i_ UserInfo By Private bessage ﬂ ﬁ

Joined sessioh successfully.

In the Participants list, one participant has been changed to a passive user. This
user can select the handraise icon to ask for permission to contribute to the chat.



Managing Sessions

As an instructor, you can use the functions on the Action Bar to manage the chat

session.

Blackboard Chat

m ‘Jieu‘u 2] Cartrals I:Elile.ar mEnd

The following table explains the functions on the left side of the Action Bar.

If you want to

Select which
features each
role can use

Function on Action Bar

Click Controls.

By default, only active users can send messages and private
messages.

Clear the screen

Click Clear.

You can choose to clear your chat panel or the chat panel
of all session participants.

End a session

Click End.

The session is ended and all users are expelled. If you are
recording the session, the recording is also ended and it is no
longer possible to add bookmarks to the recording.



Recording Sessions

Create a transcript of a chat session by recording a session using the recording
functions on the right side of the Action Bar.

Session recordings can be beneficial if student participation is graded. Students can use
the recordings for review purposes, or if a chat session was missed.

You can type a name for the recording or use the default name of the start date and
time of the recording. You can create single or multiple recordings for a session.

QUICK STEPS: Recording a Session

1. Afterjoining a chat session, click the Begins recording button (@ ).

2. Type a name for the chat recording or use the default.

3. Click OK.

Blackboard Chat M=l
Bb "ufiew 22 Controls Eﬁclear G:i End Project Dizcussion (Moderstar) 9 D ﬂﬂ EI E]




Real Time Communication: Recording Sessions

The following table explains the recording functions on the right side of the Action Bar.

¥ lcon

¥ Function on Action Bar

[©]

Click Begins recording to create the transcript. Information is recorded as
participants exchange messages. More than one recording can be
created per session.

NOTE: Clicking the Begins recording function again when recording is
already in progress will stop the recording.

Click Pauses Recording to temporarily stop the recording. The chat
display panel and the transcript indicate the recording has been paused.
Click it again to resume recording.

Click Stops Recording o end the recording. Once a chat session has
been stopped, it is not possible to add to the recording.

TIP: If you end a recording in error, simply click the Begins recording
function to start another transcript. Title the next recording "Part Two" or
"Continued."

Click Bookmark to add comments to the recording. For instance, make a
note that you are about to introduce a new topic. When adding
bookmark comments, remember students can view recordings.
Bookmarks will appear in a different color than the chat text.

448 View Recording Project Discussion

Tom Stenson: | will record this part for future reference.
Tony Brown: Great. Less notes.

[Tom Stenson inserted bookmark; BULLET FOUR]l

Monica Gonzales: YWe only Tound one source we liked.
Chris Casper: And itisn'tthat great. | searched and searched.
Tom Stenson: Did you notice the hib at the end of that article? I'm familiar with thg




Ask Dr. C

In the following table, Dr. C discusses recording chat sessions.

Your question Dr. C's reply

Why are chat logs Making chat recordings available allow students to review
important?e the discussions that transpired and gives those who were not
present a chance to find out what took place. It also means
students become active participants in creating the course
content. This personal contribution can create greater
interest in the course, which may lead to more active
participation and a greater sense of community among

learners.
Can students Yes, within group collaboration sessions, students have the
record a group same abilities to start and stop the recording of the session as
chat session? If so, the instructor does. All group members have the Moderator
how? role. One of the group members can start recording the

session at any time by clicking the Begins recording function.




Hands-on Activity {&

For this activity, use your Practice Course.

Chat recordings

e Access the Group Saturn recording, change the name of the recording, and
permit participants to view it. Reminder: You cannot edit the recording properties
if you did not access the Collaboration tool through the Control Panel. You may
see anonymous instead of the instructor name in the transcript, which can
happen when a course is archived and restored.

e Delete one of the recordings in the Group Jupiter session.



Best Practice: Chat for Academic Purposes

Students are often familiar with real-time chat tools, such as AIM, but are accustomed
to using them for social correspondence. In the social setting, messages can be
composed quickly and without reflection.

Using chat for academic purposes requires planning, structure, and moderation of the
discussion. Here are some ftips for effectively using chat for academic purposes:

e Decide what your objectives are for using chat. How can it assist learners in
achieving the overall goals of the course?

¢ Inform learners of your expectations for how to use the tool.

e Outline the rules in your syllabus, such as use of appropriate language, respect
for their fellow classmates, and comments relevant to the topic.

e Consider the number of students who can be meaningfully involved in the chat
session. The class can be broken into smaller groups to meet separately.

¢ Prepare a focused topic in advance for each chat session.
¢ Monitor the dialogue to keep it on topic.

e Establish a protocol so learners know when another has completed a message.
For example, ask learners to add an asterisk (*) to the end of their last sentences.

e Be aware of users who tend not to participate. Is it due to a technological
problem or lack of experience?2 Some learners can type quickly while others type
quite slowly. This may affect the frequency of a learner’s participation. Is there a
way to draw a student into the discussion?

¢ Summarize the major points at the end of the chat session.



4.0 Keeping Students Informed

Now we return to the course information tools. In this section, you learn to add
information to the tools students rely on to stay on track.

Learning Outcomes

After completing this section, you will be able to:

e Create announcements.

¢ Manage announcements.
e Add a course syllabus.

e Add lessons to the syllabus.
e Add calendar events.

e Add tasks.

e Add staff information.



Adding Announcements

Use the Announcements fool to provide students with course reminders and updates.
Announcements can contain text, images, and multimedia, as well as links to course
content. For example, in an announcement reminding students of a chat session, you

can provide a link to the session.

New announcements appear directly below the repositionable bar entitled "New
announcements appear below this line." To pin an announcement to the top of the list,
drag it above the repositionable bar. This keeps the announcement at the top of the list
and prevents new announcements from superseding it.

NOTE: When performing the instructor functions, ensure Edit Mode is ON.

QUICK STEPS: Creating an Announcement

1.

On the Control Panel, expand the Course Tools section, and select
Announcements.

On the Announcements page, click Create Announcement on the Action Bar.

Files
Course Tools (@ Announcements

Announcements

St Create Announcement

Collaboration

On the Create Announcement page, type a Subject and Message. You can use
the Text Editor functions to format the text and include files, images, external
links, multimedia, and Mashups. Any files uploaded from your computer are
saved in Course Files or the Content Collection in the top-level folder.

Under Web Announcement Options, select
¢ Not Date Restricted: visible until manually removed, or
o Date Restricted: visible only within selected dates and times.

For Enter Date and Time Restrictions, you can set announcements to display on a
specific date and time and to stop displaying on a specific date and tfime.
Select the Display After and Display Until check boxes to enable the date and
fime selections. Type datfes and times in the boxes or use the pop-up Date
Selection Calendar and Time Selection Menu to select dates and times. Display
restrictions do not affect the announcement availability, only when it appears.



Keeping Students Informed: Adding Announcements

6. Optionally, under Course Link, click Browse to create a link from the
announcement to a course item. Select the course item from the pop-up Course

Map.
7. Click Submit.

@ Create Announcement

“RELABEBE

and is worth 50 points. Find more instructions in the link fo the
Assignments Content Area.

= | Path: posy

I
<

2. Web Announcement Options

Duration () Not Date Restricted
(=) Date Restricted

Select Date ) Display After (05/10/2011

Restrictions -
[03:37 Pm =)
() Display Until [06/11/2011 ]
[03:37 PM | &

Ermail 1 Send a copy of this announcement immediately

AnmouUnCement

Course Link
Click Browse to choose an item. 6

Location [1Assignments)PresemtationPlan] Browse...

Indicates a required field.
* : Cancel [T
1. Announcement Information
# Subject Presentation Fans
W ek
Message Text Editor is: m
« [ Mormal % 32 [ Aral i | B 5o osks| o ® S| E
=3 B A|I=E ki

S AP & v GEJARS AR OO0E

Your Presentations Plans assignment is due two weeks from today

The Subject becomes the title of the announcement on the Announcements
page. In the Message text box, you can add text, images, multimedia, and links.
Content cannot be uploaded directly into the Text Editor, but must be linked to a

file in Course Files.

© 2011 Blackboard Inc. -52 -

Communicating With Students



Keeping Students Informed: Adding Announcements

Select the Email Announcement check box to send students an email containing the
announcement. The email is sent to all students; even those who chose not to receive
announcement notifications through email.

Student View of the Announcements Page

INSTITUTION =~ COURSE | VIEW ALL

B

Presentation Plans Cathy Chu

) Intreduction to
Posted on: Friday, June 10, 2011 Oceanography

@ Announcements

Your Presentations Plans assignment is due two weeks
from today and is worth 50 points. Find more instructions
in the link to the Assignments Content Area.

Course Link fAssignments

A. Alink to an assignment appears under the announcement. Deleting the content
deletes the link to the content in the announcement, but the announcement
itself remains.

B. Students do not see the repositionable bar, but they do see announcements in
the order that you determine.



Managing the Announcements Page

There are four methods for managing announcements.

1. Allannouncements are visible all of the time, with the most recent on top.
2. Announcements are visible for a specified period of time.

3. Announcements are emailed to students in the course.
4

You customize the display order by dragging announcements to the positions
you choose.

Option 1: All announcements are visible all of the time, with the most recent on top.
While creating the announcement, select Not Date Restricted and make no changes to

the display dates.

All announcements show in the order created, with the most recent on top, for the
duration of the course.

Option 2: Announcements are visible for a specified period of time.

While creating the announcement, select Date Restricted and select the Display After
and Display Until check boxes and type the dates.

Option 3: Announcements are emailed to students in the course.
While creating the announcement, select the Email Announcement check box.

Students in the course receive an email containing the announcement, which ensures
they receive the information even if they do not log in to the course.

Option 4: You customize the display order.

After creating announcements and specifying their settings, move announcements to
create the display order students see. Use the drag-and-drop function—the double-
tipped arrows next to announcements—to reposition them. The Keyboard Accessible
Reordering tool on the Action Bar can also be used to reorder announcements.

Drag announcements above the repositionable bar for them to always appear at the
top of the list.



Ask Dr. C

In the following table, Dr. C answers questions about the Announcements tool.

Your question

Dr. C’s reply

| want to change the display
order for my announcements,
but the newest addition
always appears at the top.
Can I reorder them?

New announcements appear directly below the
repositionable bar entitled "New
announcements appear below this line" but
instructors can reorder them. Drag an
announcement above the repositionable bar to
make it always appear at the top of the list.
Students do not see the bar, but do see the
announcements in the order that you place
them.

Changes are reflected on the course
Announcements page and in the My
Announcements module within a course and on
the My Institution tab.

| added an announcement
with a Course Link, but the link
does not appearin my
announcement.,

If the link points to a content item that is not
available, the link will not appear in the
announcement. For instance, if the content has
date restrictions, the link does not show until the
content is available.

You can apply the same date restrictions to the
announcement as are applied to the content
item.



Hands-on Activity {&

For this activity, use your Practice Course.
Use the Announcements tool

¢ Create an announcement that appears for the duration of the course.
e Create an announcement to remind students of the upcoming test this week.
e Edit an existing announcement’s title and change an option.

¢ Create an announcement and select a date a few days in the future for the
Date After setting. What happens to this announcement on the main
Announcements page when viewing with Edit Mode ON and OFF?

e Reorder the announcements by dragging them to new positions. Place at least
one above the repositionable bar.

e Create another new announcement and note where it appears.



Adding the Syllabus

The syllabus is an important reference students routinely consult throughout a course.

You can add a syllabus in two ways. You can upload an existing file or use the
Blackboard Learn Syllabus Builder. For both options, you add the syllabus to a course
area, such as a Content Area, Learning Module, Lesson Plan, or folder.

Uploading Syllabus Files

You can upload an existing file, such as a syllabus created in Microsoft® Word, PDF, or
HTML format. For example, upload your own course syllabus file, as well as department
or institution policy documents. The uploaded files appear as links in the course area.
We use a Content Area in our example.

QUICK STEPS: Adding an Existing Syllabus File

1. Access or create the Content Area.

2. On the Content Area’s Action Bar, point to Build Content to access the drop-
down list and select Syllabus.

E‘] Information
Build Content % J| Assessments % § Tools ¥
Create New Page
Item Content Folder
File Module Page
McGraw-Hill Content Blank Page
Audio Mashups
Image Flickr Photo
Video slideShare Presentatis
Web Link YouTube Video
Learning Madule Scholar Stream
Lesson Plan Scholar Bookmark
Syllabus
Course Link

3. On the Add Syllabus page, type a Syllabus Name.
4. Select the Use Existing File option.
e To upload a file from your computer, click Browse My Computer.

e To upload a file from the course’s storage repository:
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5.

10.

1.

o If Course Files is the course’s storage repository, click Browse Course.

-OR-
o If your school licenses content management, click Browse Content
Collection.
Click Submit.

\% Add Syllabus

% Indicates a required field. Cancel m
L _

# Syllabus Name |Intmduct|c-n to Oceancgraphy Syllabus

2-_

() Create New Syllabus () Use Existing File

On the Edit ltem page, select a color for the Syllabus Name, if you want.

Optionally, in the Text box, type a description or instructions to appear with the
syllabus file link. You can use the Text Editor functions to format the text and
include files, images, external links, multimedia, and Mashups. Any files uploaded
from your computer are saved in Course Files or the Content Collection in the
top-level folder.

Optionally, under Aitachments, attach more files.

Optionally, type names for the attached files. If link names are not added, the
file names are used.

To make the syllabus available, select the Yes option for Permit Users to View this
Content.

Click Submit.

TIP: Additional files can be attached on the next syllabus page.
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% Edit Item
% Indicates a required field. Cancel Submit
1. Content Information

% Name Introduction to Oceanography Syllabus |
Color of Name MW elack
Text Text Editor is: m:

Ml
M
[
™
M
il
nt

wh

“[Mormal 4] [3]%] [TimesNewRoman 3] | B 7 U &be| % x* |
cAs Y NP & oo @O FTARS | IO O

‘BEARBE B

The syllabus contains the instructor's contact information, university guidelines and procedures, due dates,

instructions for assignments, and information about group work. You are expected to refer to it for all submitted|
work.

“| Path: body

[ o —
—_— i —

() Save as Reusable Object

2. I

Attach File Browse My Computer |  Browse Course |

Artached files

File Name Link Title File Action Item's Alignments
G |Oceanugraphv Syllabus | Create a link to | Mark for
syllabus.doc this file Add alignment to content removal

s optons

Permit Users to View ) Yes () No
this Content

Track Number of Views () Yes @ No

Select Date and Time [ Display After =
Restrictions ) ) | | | | @
[ Display Until | | | |@

Note: For Select Date and Time Restrictions, you can set your syllabus to display on a
specific date and time and to stop displaying on a specific date and time. Select the
Display After and Display Until check boxes to enable the date and time selections.
Type dates and times in the boxes or use the pop-up Date Selection Calendar and Time
Selection Menu to select dates and fimes. Display restrictions do not affect your
syllabus’s availability, only when it appears.
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If a description or instructions are typed in the Text box, the text appears in the Content
Area following the link to the syllabus file.

B Information

1 Introduction to Oceanography Syllabus
Attached Files: [§ Oceanography Syllabus (24 KB)

The syllabus contains the instructor's contact information, univer
procedures, due dates, instructions for assignments, and informg
are expected to refer to it for all submitted work.

Click the syllabus's Action Link (@ ) to access the contextual menu to upload more
files, make changes, or delete the syllabus item.
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Using the Syllabus Builder

You can use the Syllabus Builder to create a comprehensive syllabus in a modular
format. The Syllabus Builder contains three sections by default: Description, Learning
Objectives, and Required Materials. These section headings can be edited to fit your
needs. Further customize the syllabus by adding lesson sections and specifying design
information.

QUICK STEPS: Using the Syllabus Builder

1.
2.

Access or create the Content Area.

On the Content Area’s Action Bar, point to Build Content to access the drop-
down list and select Syllabus.

On the Add Syllabus page, type a Syllabus Name.
Select the Create New Syllabus option.
Click Submit.

Add Syllabus o

< Indicates a required field. Cancel m

(® Create Mew Svllabus
(&) Llze Existing File

On the Syllabus Builder page, type information in the default Body text boxes.
You can use the Text Editor functions to format the text and include files, images,
external links, multimedia, and Mashups. Any files uploaded from your computer
are saved in Class Files or the Content Collection in the top-level folder.
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Syllabus Builder: Introduction to Oceanography Syllabus

% Indicates a required field. Cancel m

1. Syllabus Information

J¢ Syllabus Name |Intr0duction to Oceanography Syllabus |

Heading 1 [Description | o

Body 1 visusl Edtor: [JEI ]
A|N0rmal v| |3 v| |Arial vl B J U &be| % X === EE A : :

cEE YN & oo QO FAL | ASO DO
“BRED RS B ME

This course will deal with historical and modem concepts of oceanography. IEwill center
upon the research of both early and modern ocean exploration and ocean science,
Throughout the course we will investigate how technological advances have aided
scientists and marine biclogists in their guest to learm more about our oceans. The
course will also challenge you to consider important issues related to oceanography by
presenting thought-provoking discussion and related assignments.

« Path: body

[] Save as Reusable Chiect

Heading 2 |Learning Ohjectives
Body 2

¥ “isual Elitor:
*lNormaI V||3 V||Arial V| B I Uae| *x £ |[[=E= =|i=:

cas ¥ I & oo @O FAL | IS ODO
“BELORE B M

= Path: body
[[] Save as Reusahle Object

Heading 3 |Required Materials
Body 3 “izual Editar: m:l
<[Mormal | [3 v [anal v| | B I Uae| % < |[=E= === £

s U I & v QO FAL TS OO
‘BED RS B M

You can edit the Heading fitles to fit your requirements. You can paste information into
the Body text boxes from an existing document.

7. Optionally, under Syllabus Design, select the Styles and Colors for the syllabus.

8. Under Build Lessons, seclect the Create Specified Number of Lesson Shells option,
and type a number.

9. Select the Yes option for Make the Syllabus Available.



Keeping Students Informed: Adding the Syllabus

10. Click Submit.
b3l Syllabus Design

Colors Headers and Borders .g\[ Dark Weak Cyan

Text

3 Build Lessons
Create Specified Number & 8

Styles o @& Document image O Notepad O Modern O Classic O Contemporary O MNone

of Lessons Shells Number of Lessons to Create E

Do Mot Create Lessons (O

Shells

'Sl Options o

Make the Syllabus(@$ M@ Yes O No

Available

Track Number of Views (O Yes ®No

Choose Date Restrictions [] Display After | | & | | S
[] Display Until | | l |@J

Cancel 1 m

Lesson shells can be created later. You can also select not to create lesson shells.

NOTE: For Select Date and Time Restrictions, you can set your syllabus to display
on a specific date and time and to stop displaying on a specific date and time.
Select the Display After and Display Until check boxes to enable the date and
time selections. Type dates and times in the boxes or use the pop-up Date
Selection Calendar and Time Selection Menu to select dates and fimes. Display
restrictions do not affect your syllabus's availability, only when it appears.

© 2011 Blackboard Inc. -63 -

Communicating With Students



Adding Syllabus Lesson Details

Using the Syllabus Builder, you can add lesson details to the syllabus, such as information
about each unit or weekly lesson. Lesson details appear at the end of the syllabus.

QUICK STEPS: Adding Syllabus Lesson Details
1. Access the Content Area where the syllabus has been added.
2. Click the syllabus's Action Link (@) to access the contextual menu.
3. Select Edit.
4
5

On the syllabus page, click a lesson’s Action Link (@ ).
Select Edit.

Getting Started

Bulld Comtent Publisher Content ¥

i Introduction to Oceanography Syllabus w

x|
Introduction to Oceanography 80 Edit

DESCRIPTION

This course will deal with historical and maodern > Adaptive Release

research of both early and modern ocean exploral & Adantive Release: Advanced
wee il investigate how technological advances b ) :
fquestto learn more about our oceans. The cours Set Review Status(Disabled)
isgues related to oceanography by presenting thd . wiotadata
assignments.

Tracking (EnahlediDisabled)

During the semester there will he several guest | User Progress
online as well as several individual and group pr
formulate your final evaluation far this course. Copy

LEARHING OBJECTIVES Celete

[

# Add Lessonl
[ Add Lesson2

Edit
1 Add Lesson3

6. On the Edit Lesson page, type the lesson title.

7. If applicable, select a date and time when the lesson appears in the syllabus.

8. Inthe Lesson Description text box, type information. You can use the Text Editor
functions to format the text and include files, images, external links, multimedia,
and Mashups. Any files uploaded from your computer are saved in Course Files
or the Content Collection in the top-level folder.

9. Click Submit.
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Editing the Syllabus and Adding Lessons

At any time, you can edit the syllabus information and add lessons.

A. To edit the syllabus or add lessons, select Edit from the syllabus's contextual
menu.

E? Syllabus
Build Content 3% Publisher Content 3%

1 n Introduction to Oceanography Syllabus
Availability. tem is not available. bt
Edit —1
Introduction to Oq  asptve retease .
COURSE DESCRIPTION Adaptive Release: Advanced

. . i Set Review Status(Disabled)
Many scientific adventures and discoveries are

elements of oceanography: geological, physicq * Metadata nt
knowledge to global economic, social, and en] , statistics Tracking (On/Of)
The semester's format includes three lecture nf ~ US®T Progress B
of six credit hours. Detailed requirements and Copy n

Maove

COURSE OBJECTIVES Delete

B. If you chose not to add lessons, or to add more lessons, click the Add Lesson
function on the Action Bar.

C. Click the Edit Syllabus function on the Action Bar to edit the Syllabus Name,
Headings, Body text, Syllabus Design, and Options, such as availability.

Add Lesson o e Edit Syllabus

Introduction to Oceanography Syllabus
COURSE DESCRIPTION




Hands-on Activity {&

Add a syllabus using the Syllabus Builder

¢ Select an existing Content Area or create one for your syllabus.

e Create a new syllabus. Complete the default sections and select a design.
e Add three lesson shells.

e Make the syllabus available.

e View your completed syllabus from the Content Area.

e Edit the syllabus to change its availability and add lesson details.



Best Practice: Customize the Online Syllabus

Students in online courses often feel disoriented without the familiar face-to-face
introductory explanations during the first day of class. Besides including the basics in
your syllabus about grading criteria, course objectives, and department policies,
consider adding procedures distinctive to the online environment. For example, include
sections for the schedule, an online map, and a participation contract.

The Schedule

List start and end times for units and provide a weekly overview.

Specify due dates; consider repeating important due dates on the Calendar, in
Announcements, or by making the Notification Modules available on the Home
Page.

Provide students with your real-time office hours in Chat.

Make expectations clear about how often students are to attend class.

The Map

Help students use the syllabus as a map or guide to the course. Provide a
description of the course layout and where 1o find each area of the course.

List special online course procedures, such as where to access lesson material
and how to label and submit assignments.

List where tests are located, and offer practice tests to familiarize students with
the interface.

The Contract

Make participation expectations clear:

Set a minimum number of Discussion Board posts or Chat attendance.

Let students know you intend to grade on quality, as well as quantity.

Let students know what they can expect from you:

List your schedule for returning graded work and providing feedback for
questions, emails, and discussion posts.

Let students know how to handle technical difficulties.



Adding Events to the Calendar

Use the Course Calendar to provide students with dates for important events. Course
Calendar events appear to all members of the course. Common entries include

upcoming tests, due dates for assignments, or special lectures. Alternatively, you can
handle due date notifications through the Notification Modules on the course Home

Page.

QUICK STEPS: Adding a Calendar Event

1.

On the Control Panel, expand the Course Tools section, and select Course
Calendar.

Files
Course Tools

Announcements
Blogs
Collaboration
Contacts

Course Calendar

On the Course Calendar page, select a view: Day, Week, Month, or Year.

Click Create Course Event.

View Day | View Week View Month  View Year

““] course Calendar: View By Day e

i €)

On the Create Course Event page, type the Event Name and Event Description.
You can use the Text Editor functions to format the text and include files, images,
external links, multimedia, and Mashups. Any files uploaded from your computer
are saved in Class Files or the Content Collection in the top-level folder.

Type the Event Date. Optionally, click the pop-up Date Selection Calendar o
select the date.

Type the Event Start Time and Event End Time. Optionally, click the pop-up Time
Selection Menu to select the times.

Click Submit.



FEFEH
Howcwbe
ELE

Create Course Event
% Indicates a required field.

Cancel

1

% Event Name

Event Information

|Flesear|:|"| Paper Topic Discussion in Chatl

Event Description
“IMormal |3 esNewRoman ~| B 7 O ke * x*
clE Y DR e v QOOIALS THOOS

“RED RS B W

If you would like help selecting your Research Paper topic, or need help
narrowing down the topie, please attend the special Chat session.

« Path: body

= Save as Reusable Object

rA Event Time

Event Date

6
Event Start Time [10:00 AM &
Event End Time ©

Event Time

01:

01:30 AM
02:00 AM
02:30 AM
03:00 AM
03:30 AM
04:00 AM

04:30 AM |
. <

M
Y
w

The Event Name appears as the link on the Course Calendar. Click the link to display
the Event Description. Event Descriptions can include formatted text, links, and images.

There is a 4,000-character limit fo Event Descriptions.
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Ask Dr. C

In the following table, Dr. C discusses students’ personal calendars.

Your question Dr. C’'s reply

My students sometimes If students access the calendar while in your
complain their personal course, they will only see the entries you have
calendar entries have added. If they access the calendar from the
disappeared. How can | help My Institution tab, it includes the following:

them with this problem? .
e Their personal entries

e Entries for all courses in which they are
enrolled

e Entries for any organizations in which they
are enrolled

e |Institution-wide events
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For this activity, use your Practice Course.
Add the following events to the Calendar

e Add one event to this month’s Calendar. Include an Event Description.
e Add one event to next month’s Calendar.

¢ View the Calendar by month and year.



Adding Tasks

Use the Tasks tool to create a list of tasks students must complete. For example, for
larger projects or assignments, create a task list to help keep students on track
throughout the process.

Tasks can be assigned a priority of Low, Normal, or High.

QUICK STEPS: Adding a Task

1.

On the Control Panel, expand the Course Tools section, and select Tasks.

— 11—
= =

= i—=

2. On the Tasks page, click Create Course Task on the Action Bar.
3. On the Create Course Task page, type the Task Name and Description. You can
use the Text Editor functions to format the text and include files, images, external
links, multimedia, and Mashups. Any files uploaded from your computer are
saved in Course Files or the Content Collection in the top-level folder.
4. Type the Due Date, or click the Date Selection Calendar to select the date.
5. Under Task Options, use the Priority drop-down list to select the task priority.
6. Click Submit.
7 Tasks @% Create Course Task o
< Indicates a required field. — m
% Task Name [Term Paper Tapic |
Diescription sl T
‘|N|:urmal v||3 v||.0.rial ‘Vl | B I U ab=| xz||§§;
CBEDE o v QOASTAL (IO OCO@
“BEO B
Selectyour term paper topic. See the syllabus for the due date and specific instr
+|path: body
[] save a= Reusakle Ohisct
4 Due Date (1 &
Task Options
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Viewing Tasks

By default, tasks are listed from highest priority to lowest—not by date. To view tasks
listed by due date click the Due Date heading. Use the status columns to view how
many students have reported their progress or completed a task.

7 Tasks

Create Course Task

|:| Title Priority Due Date Hot Started | In Progress | Completed
[] Chapter 3Worksheet Due |I| Tuesday, August 18, 2009 10 o
[] Tertn Paper Topic Sunday, August 9, 2009 10 o o
Optional Chat Review Session 1], Thursday, August 20, 2009 10 o o
> Edit = [ 1103 of 3 iterns Show All | Edit Paging. ..
» Delete

Use a task's contextual menu to edit or delete the task.

Viewing Task Progress

Click a task title to access the View Task page. The View Task page displays all students'
progress for that task.

@% View Task

3
Task Mame Chapter 3Worksheet Due
Description Warksheets and instructions are availahle in the Assignm
Due Date Tuesday, August 18, 2009
Priarity High

2.
Alyssa Dubois Mot Started
Andy Farrell Mot Started
Ashby Cooper Mot Started
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For this activity, use your Practice Course.
Use the Tasks tool

e Add a task and assign it a Priority of Normal.

e Check student progress for the Submit Planet Paper Ideas task. Each student is
listed twice because two attempts are allowed for this assignment.



Adding Staff Information

Use the Contacts tool to create a profile providing students with your contact
information, as well as some personal details and a photo.

You can also create folders to organize profiles for your teaching assistants and guest
lecturers. Their contact information is added following the same steps. You can
organize the items on the Contacts page using the drag-and-drop function. Edit or
delete information using each item's contextual menu.

TIP: The recommended image size is 150 by 150 pixels. If you submit a larger image,
some distortion may occur.

QUICK STEPS: Adding a Profile

1.
2.

o 0 M W

On the Control Panel, expand the Course Tools section, and select Contacts.

On the Contacts page, click Create Contact on the Action Bar.

Contacts 9

On the Create Contact page, type your Profile Information.

Under Options, select the Yes option for Make the Profile Available.
Optionally, attach an image and add a personal website.

Click Submit.
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Create Contact

He Indicates a required field. Cancel

1. Profile Information

Title [Instructar |

First Mame Hannah

Last Mame At

% Ernail [harit@rryschool edu |

Wiark Phane [555-555-2323 |

Office Location Serand Hall
Office 718
=

Office Hours M oand W
5-10 P.H. CT
o

Motes There are no stupid guestion. We learn by
asking. You may lead us down gquite an
interesting path with your curiosity.

R

Options

Make the Profile & Yes (O Mo

Available

Current Imane Maone

Attach Image o arlt_head_shotjpg = Remove
Fersanal Link [ty :itwswss. rpho i epag]
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For this activity, use your Practice Course.
Use the Contacts tool

o Create a profile for yourself.
¢ In the Notes section, include some personal information.

e Create a folder for Guest Lecturers.



5.0 Workshop Wrap Up

In the following table, the communication and course tools presented in this workshop
are listed.

¥ Tool ¥ Use

Announcements Provides students with course-related news, updates, and
reminders

Syllabus Provides a resource students can consult throughout the
course for an outline, objectives, policies, participation, and
grading criteria

Calendar Provides students with course events and reminders

Tasks Provides students with a list of tasks they must complete
Roster View a list of course members

Contacts Provides students with profiles of course staff

Email Send email to course members’ external email addresses
Messages Send messages that students access within their courses, and

ensure privacy for all course members

My Institution Allows students to view information and use tools across
tab courses
Chat For real-time communication that is simple to use and ideal for

students with slower connections




Spotlight on Your Course

We have explored the course tools Blacklboard Learn offers for course information and
communication, either asynchronously or in real-time. Take a few moments to consider
how you can use these tools in your course.

Which course information tools will you use?

Will you post regular, timely announcements to keep your students up-to-date?
Will you use an existing syllabus or create one with the Syllabus Builder?

Will you add all due dates to the Course Calendar? Have you considered
making the Course Calendar the course timeline?2 Alternatively, will you use the
Notification Modules to inform students of important dates and deadlines?

Will you add tasks for your students to complete?2 Will you require students to
report their progresse

Will you add some personal information to your course Contacts page?

Which course communication tools will you use?

Will you use the Blackboard Learn Email tool?

Or is the Messages tool and its additional privacy a better fit for your course?2

Will you use the real-time communication tools to increase participation?

Will you offer real-time office hours in Chate

Will you use small group activities in your course and recommend that groups
meet in chat sessionse Will you attend these sessions?

Will you offer chat sessions for questions and concerns?e

Will you offer general chat sessions with no date restrictions so students can meet
whenever they like?

Will you record chat sessionse



