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AIMS AND INFORMATION

Objectives

By the end of the course, participants will be able to:

e Connect to and use Blackboard
e Update course material
e Manage papers

Compatibility

These notes are for both Mac and PC users.

Previous Experience

None.

Related Courses

For other, more specialized, Blackboard courses see otago.ac.nz/its/training
Further Information

The support website for staff using Blackboard is at help.otago.ac.nz/blackboard




SETTING UP A COURSE

To use Blackboard, you need a username and password (this is the same username
and password as other university systems)

For staff there are three ways to become involved with Blackboard

1) You have staff responsibilities in a paper where another staff member is the
primary contact person

2) You inherit an existing paper

3) Youwantto set up a new paper

Setting up a new paper is done through the University website. From the main
university page choose “for Otago staff” and ITS corporate applications. Log in and
there is a Request a New Paper option on the right.

My Blackboard Papers Instructions and Notes

Request New Paper My Blackboard Papers

Manage your paper and staff

Paper Code T= Paper Name Status Co-ordinators B
DENT361_364_FYDNI_2017 The Dentist and the Patient 2 Active Sunyoung Ma, Click the licted paper coces to view/update/manage staff
e in the Blackboard Paper.
Menaughton Request a rollover
ITSHD888 ITSHD88S - Test Paper for ITS Service Active Paul
Desk Bennington, To request a rollover for your paper click the rollover link

for the paper you want to rollover and follow the

Murray Crai P
v cralg instructions on screen.

LOOK_CALENDAR Outlook PC Calendar and Meetings Active Anne Johnston

Conference Poster Support Active Anne Johnston Request a new paper
Otago Connect Administrator Active Anne Johnston, rollove To request a new paper click the Request New Paper
David Hood button and follow the instructions on screen.
AIN_DEM( i
TRAIN_DEMO E\:pcekrboard Training Demonstration Active Anne Johnston My Blackboard Requests
TRAIN ITS Training Paper - Drama Active Anne Johnston This is a list of all your still to be completed requests or
TRATN ITS Training Paper - Sample Active Anne Johnston requests made and completed in the last 7 days. Click on
a paper code to view the details of the request
TRAIN_> Example Training Paper XMPL 102 Active David Hood  rollove
TRAIN ITS Training Paper - XMPL301 Active Anne Johnston Request Statuses
TRAIN_> ITS Training Paper - XMPL401 Active Anne Johnston « Complete - your request is finished. You can see
the changes in Blackboard now.
Only display Active Papers * Pending - ITS Review - your request is being

checked by the Blackboard Administration team.
This could be because you have special
requirements, need a paper code checking or have
issues with your paper's quota. This should be
No pending or recent requests. complete within 5 working days.
. - your request has been
approved and is waiting to be updated in
Blackboard, this should happen every 15 minutes
between 7am and 7pm, changes after 7pm will be
queued and processed the next morning.

My Blackboard Requests

If you require further help please contact the ITS Service
Desk (its.servicedesk@otago.ac.nz or 64 3 479 8888)

Customize

Papers can either match to a class list for a particular course, or be a synthetic paper
of custom chosen people (added in this area once the paper is created).

If you have problems, or want to discuss a particular novel use of Blackboard, send an
email to the ITS Service Desk its.servicedesk@otago.ac.nz

Once a paper is underway, changes in staff and rollover are handled in the same way.

Rollover is the question of “Do you want this years teaching resources copied into next
year's version of the paper?” If you inherited a paper, and it has not been rolled over, it
will have an old year's date as part of the paper code in the name.



LOGGING IN TO BLACKBOARD

To connect to Blackboard, open a web-browser and go to the address
https://blackboard.otago.ac.nz/. This takes you to the login screen. Alternatively, you
can access it via the for Otago staff menu from the University of Otago Home page.

Haere mai, welcome to Blackboard T @

Blackboard N

UNIVERSITY
UNIVERSITY

OTAGO

T Whars Winane «Ottge
NEW ZEALAND

ckboard Login

Username:

hooda84p

Password:

Login

Forgotten Your Password?

Blackboard "Updates" are not displaying: Resolved

‘The tool in Blackboard which displays a list of recently updated content was not working between 4 and 5pm
today, but has now been fixed.

Ask IT Call #24284

SafeAssign Processing Times

(Thursday, 4 May 201

Enter your username and password, and click the login button. This is the same
username as is used for PIMS, PBRF, and Staff Web Kiosk.
Exercise

Open Blackboard
Log in using the provided login and password

Start screen

The Blackboard start screen shows you a summary of everything you are involved with
on Blackboard. Many of these things are more relevant for students than staff, and
can be customized with the Add Module or Personalise Page buttons

JUNIVERSITY OF OTAGO

oy Gradtes . cick on ks
n Grade column to view
detaits

TRAIN_ SAMPLE: (TS Tral



The menu with your name at the top of the screen is a quick way to move between
papers you are involved with on Blackboard. In the top right is a logout button. In the
My Papers area are the details of all the papers you are involved with, and what staff
have what roles within the paper.

Exercise

Enter the example Blackboard paper

WORKING WITH A BLACKBOARD PAPER

UNIVERSITY OF OTAGO

Home

|

*  Announcements

. Rearder by drgging psitons. Mose
the listamd prevent z he arder shosere

T
bar

While working in a Blackboard paper, these buttons in the top right may radically alter
how you see the paper

B Editvodeis: @D @

Edit mode

If Edit mode is on, you are seeing (and can work with a paper) as staff. When Edit
Mode is off, you see the paper as a student does.

Student Preview

To the left of the Edit mode are is an eye made out of arrows and a dot. This is the
Preview as a student mode. If you want more than a quick glance from edit mode, you
can "be a student” for a while, eventually leaving it be the toolbar at the top of the
screen.

Student Preview mode is ON Settings | Exit Preview

The preview mode is more powerful than swapping edit mode, because you can save
what you have done as the hypothetical student as you exit, then interact with the
results when you are staff.



Navigation Pane

[

Using the Navigation Pane in the upper left, both students and

instructors can move between different areas within the paper. ‘

¥ ITS Training Paper -
XMPL301
(TRAIN_XMPL301)

While Edit Mode is on, staff can create new areas in the paper by

Home Page
clicking the plus symbol at the top, can move the order of the Discusstn Board
areas up or down by dragging the up/down arrows on the left Lotacts
(hover cursor over heading to see this option), and can show/hide 2::::::::;5
(or rename) areas from students by clicking the v in a circle symbol [ -
on the right (hover cursor over heading to see this option). External Links &

Tools

When creating new areas, you can add:

Content Area - to add files and resources for students, and folders for organising that
material

Blank Page - a single page where you can add content

Tool Link - various tools for displaying student material

Course Link - a link to another, already created part of the paper
External Link - a link to another website

Module Page - module pages automatically generate events, such as recent changes
to the paper. Newly created papers start at the Home page, which is a module page
showing recent changes.

Changing the Navigation bar illustrates three general principles of Blackboard
Add new things using a button at the top of an area.
Modify existing things using the circle with a vin it.

Changing the order of things by dragging them around.

Control Panel

One exception to the Edit Mode/ Student View is the Control Panel area in the lower
left of the screen. This is always visible, but only to staff.

The Control Panel is a staff only area for managing a paper.You can set up groups for

students, set up tests, collect assignments, send emails to students, and review marks.

The Control Panel area has a series of headings in it. If you click on a heading, the
items within that heading appear underneath. Click on a particular item to use it.

T

L



SHARING NEWS

The Announcements section is found in the Course Tools section of the Control Panel,
or by going into the student Announcement section with edit mode on.

Making Announcements

After entering the Announcements section, any existing announcements are visible.
These announcements can be modified or removed altogether.

Announcements

New Announcements appear directly below the repositionable bar. Reorder
priority announcements above the repositionable bar to pin them to the top
superseding them. The order shown here is the order presented to students.
announcements.

Create Announcement

To create a new announcement, click the Create Announcement button.

The text message box you see may appear slightly different, depending on the web
browser and the kind of computer.

Create Announcement

There are several options for modifying text and attaching content in the message
section. If you are unsure about what a button does, hover over the button with your
cursor for a brief description.

If you wish the announcement to remain there rather than be archived, select the Not
Date Restricted option. For Date Restricted use the Display after and Display until
settings if you would like to restrict the timing of the announcement.

Email the Announcement sends a copy to the student’s university email address.

Exercise

Add and modify announcement




ADDING CONTENT

You can make material available to the students in any Content Area by using the
buttons at the top.

Build Content - for adding resource material.
Assessments - for adding pre-prepared tests and areas for submitting files.
Tools- use to create discussion boards, blogs, etc.

Publisher Content- use to easily create a list of required and recommended books.

Course Documents
Build Content «v Assessments v Tools v Partner Content v

Create New Fage ]
Item ‘Content Folder
File Module Page

Blank Page
Audio

Image Mashups

R=o Fiickr Photo

WeD Link SlideShare Presentation
Leaming Module ouTupe Vigeo
Losson Plan xpLor Content
Syllabus.

Course Link

A very common strategy when adding content is to add a Content Folder, move into
the folder, then add individual items to the folder.

Creating a Folder

From the Build Content - New Page column, choose Content Folder.

Create Content Folder
A Conters Foer

GONTENT FOLDER INFORMATION

STANDARD OPTIONS

At a minimum, you need to give the folder a name and click the Submit button.




Other options available are:

Text - used for providing a label on the outside of the folder, that the students see
before viewing the content.

Permit Users to View this Content - by default the folder will be visible to students as
soon as it is created. By changing this option to ‘No', you can add an initially hidden
folder that you can make available later.

Track number of Views - generate reports about which students have viewed the
material, and when.

Date and Time Restrictions - you can set the folder to automatically hide and show
itself.

These settings can all be changed at later points in time.

Exercise

Create a Folder of your own
Give the folder a distinctive title

ADDING CONTENT TO A FOLDER

Once a folder is created, you can click on the name of a folder to move inside it.
Anything you add at this point is added to the folder.

Adding Items

This enables an instructor to add resource material. As well as the text box messages
seen in announcements, you can also add files of any kind to Blackboard.

This toolbar contains buttons for: Attaching files, embedding images, embedding
movies (large movies should be stored outside of Blackboard and linked to in
Blackboard), embedding sounds, and embedding flash files.




To add files using any kind of computer, in the second part of the Add Item section
(Attachments), click the Browse button and choose the file you wish to add, or drag
the file into the dashed area of the screen. Next, name the link to the file.

» Attach Files area or use the b
t, click Do Not Attach to rer

1 Browse My Computer Browse Course
Attached files

[ Screen Shot 2017-06-20 at 3.06.20 PM.png Screen Shot 2017-06-2C Create a link to this file ¢ Do not attach

After an attachment has been made, three options are available (located under the
heading File Action) for dealing with files being added to the system:

Create a link to the file: used when the file is to be downloaded and saved onto the
student's computer or displayed in their browser.

Display the file within the page: used for image and short movie files you wish to show
on the page.

Unpackage these files: used for loading an entire website onto Blackboard. In order to
load the site, it must first be compressed into .zip format.

Zip compression applications for the Macintosh include MacZip. For the PC there are
applications such as 7zip. Which options you are presented with will depend on the
kind of file you are loading.

File Formats

When making files available over the Internet, be aware of the file format.

It is best practice to use the text box to tell students what kind of file it is, and what
they should do with it.

Viruses

When distributing or receiving files over the internet, be aware that some files may
contain viruses. The computer that Blackboard runs on can check for PC viruses, but
as an instructor of a paper with online material, you should also have and use virus
protection software on your computer.

Exercise

Add Items
Add a selection of items from the sample files folder



Add Web Links

To add web links, provide a title, address, and description. The easiest way to avoid
typos is to open two web browser windows, and copy and paste the target web
address into the Blackboard URL space.

Create Web Link
A Pt L1 skt o Gt e, A 0 e

oEsGAIPTION

nnnnnnnnnnn

In the Options section, you can choose to open the link in a new window. If you want
the page to open in Blackboard, select the No checkbox.

Exercise

Add URLs

Assignments

The Assignments option allows students to submit files to staff, who then add the
assessment mark to the online Grade Centre.

Staff can add an assignment, then download students’ submitted work in the
assessment area. To create an assignment in a content area, use the Assessments -
Assignment drop down menu.

As well as setting up the assignment area for collecting files, you can add a file to the
assignment in the setup process. Use this to create an essay template with the correct
margins and fonts.



As an assignment is a marked piece of work, you also need to provide a points value
for the assignment (you can then ignore this if it is not important to you).

Setting a due date does not stop students submitting assignments after the date, but
Blackboard will note which assignments have been submitted late. To stop students
submitting assignments, you will need to hide the assignment from the students.

Add Rubric allows you to create a marking schedule to help measure different levels of
achievement.

In making the assignment available, you can choose to let students submit answers
once or repeatedly.

For Understanding and correctly using the Plagiarism tools, we strongly advise
attending a separate Anti-Plagiarism course.

Exercise

Add an assignment

EDITING CONTENT MATERIAL

Every content folder or item has a drop down menu to the right of it.

Folder for Toplc Oney

Edit

Folder 233445 ot
Adaptive Release:
Advanced
. Set Review
Folder for toplc tWo | Stans(Disabled)
Metadata
Statistics Tracking
Essay 45 {onvofy
User Progress

Copy

Lecture 5 material
A Move

Delete

To change the settings of a folder or item (for example to hide or show it to students),
choose Edit from the drop down menu. This will reopen the original dialog box.

10




COLLECTING ASSIGNMENTS

If students are submitting assignments, they are picked up in the online Grade book
area. Click on the Control Panel - Grade Centre - Assignments, and then the drop
down menu beside the column heading of the assignment.

Quick Column Information

Send Reminder

Grade Attempts

Grade with Usernames
Hidden

Reconcile Grades
Assignment File Download
Assignment File Gleanup
Rubric Evaluation Report
View Grade History

Edit Column Information
Column Statistics

Set as External Grade
Hide from Students (on/offy
Clear Attempts for All Users
Sort Ascending

Sort Descending

Hide from Instructor View

From the list, choose Assignment File Download to copy the files onto your computer
(they will be a zip compressed archive).

Once the marking is done, use Assignment File Cleanup to remove files from the
system.

Exercise

Download (but DO NOT CLEAN UP) the example assignment files.

SENDING EMAIL

Blackboard maintains a current class list, and knows the student's university email
address.

To send email to this address, go to Control Panel - Course Tools - Send Email option.

You can choose specific people in the course to send email to, or send it to everyone.

[N




CREATING TUTORIAL GROUPS

Itis possible to create groups of students within Blackboard papers and to give these
groups their own discussion and shared work areas.

To create a group, go to Control Panel - Users and Groups - Groups section.

All Groups Group Sets All Users

Groups

You can facilitate collaboration among students by setting up groups. Groups allow students to establish a closer virtual relationship with members of
the class and promote a sense of online community. More Help

Create w Import Export Group Settings

Bulk Actions View Options

Name Group Set Enrolled Members Self-Enrol Available

You can manually select which group a student is to be added to by creating a Manual
Enroll group.

Another option is Self-Enroll Groups, where the students use sign-up sheets on
Blackboard to add themselves to a group.

The third option is dividing up the students in the course into a random selection of
groups using Random Enroll

To select which tools you want to make available for the group(s), check or uncheck
the boxes beside each item in Step 2.

For matching students and real-world tutorial groups, use the Import option and
supply a csv file of groups and a csv file of which students are in which groups.

For more help on this see the more help link in the grey area at the top of the screen

Import Groups

Students will see any groups they belong to below the main Navigation Pane. If staff
wish to be part of the group, they should add themselves to a group as members

Exercise

Create a Group

12




CUSTOMISING BLACKBOARD

You can customize both the look and the behavior of the paper.
Customising the look

In Control Panel - Customisation - Teaching Style is where you can give the paper your
own look.

Teaching Style

SELEGT GOURSE STRUGTURE

+ Existing Menu

To keep your existing Gourse Menu, continue to the next step.

Existing Menu

Activity

Case Study

Canference
Session

Constructivism

Expedition.
Bas:

SELECT COURSE ENTRY POINT
Select the first area wsers sec when entering the course fram the drap-down list below

SELECT COURSE THEME

= = = I | [

g - 1T -

Music 2 Hursing Physics. Technology

Math Medicine

SELEGT MENU STYLE

Praien ~ ITS Training Paper -

PLA0T
(TRAIN_XMPL401)

m3
Styie o Text - Buttons
Background Colour AZ Transparent

Text Colour ™

DEFAULT CONTENT VIEW

Izon Only  Text O lcon and Text
Apply this view to all existing content.

SELEGT BANNER

Gurrent Banner Image

New Banner Image Attach File Browse My Computer

ek Submit to proceed. Click Cancel to

This includes the sorts of buttons or menus used, what page of the course to start on,
and whether there is a banner for the top of the course page.

13




Cutomising Behaviour

You can turn options in Blackboard on and off in Control Panel - Customisation - Tool
Availability

Tool Availability

W this e o comtrod o tonls cam e used, 5wl ki wsers e aecess o thase ol More Jiclp

Filter by:

At
Basic L7 oot

Basic LT Toul Conlent 1 (20 NOT ADD TO COMTENT MENU)
Basic LT ook

Blackboerd Gollsoarats

Biackbrord Collsborats Courss Aoam

Biacboaa Collsborars MNUP

Bllckboird Collsoorats My Ao

Blackixard Collsborats Schedulng Manager

Blackboerd Gollsborats Lt

B page

Bige

Bhs

Browse My YouTube Vdeos

Cateran

Capturs

Captury

Caprure D0 NOT SE

Crsck Gourse Links

If ltems are unticked, they are not available to staff or students in the paper. This can
be a problem with inherited papers- if a paper you inherited does not have things
available, check the Tool Availability

There is also a drop down modify button by email in this area, where you can control
who students in the paper are able to email. This does not affect staff sending email.

Email Settings

Instructars can limit the ability of Students to send email to various groups of users in

the Course. For example, the Instructor can disable the Students' ubility to email all

wsers and all groups in a Course to cut down on duplicate messages and potential
Stud Privacy Settings will

lect User.s or Select Groups

s ability to send email

aption are used. These seltings do not affect the Instr

Send Email To Available

All Users

All Groups

All Taaching Assistant Users a
All Student Users

AllInstructor Users

Select Users

Select Groups

All Observer Users

Single / Select Observer users

Click Sub

14



UPDATING STAFF

Instructors of a paper can add, remove or edit staff access to a paper. From the
University homepage choose Otago Staff O ITS Corporate Apps.

Blackboard

Learning and teaching > Business Objects

Maori ki Ota e:Vision

Finance One
International

ITS Corporate Applications

Alumni

Enter your university username and password, and after logging in choose the
Blackboard Staff option.

ITS Corporate Applications

PPLICATIONS BATCH JOBS

Your Application List

This is a list of the ITS Corporate applications you can use. Click on a link to access the applicati
To add this page to your browser's favorites/bookmarks, click this link: Add to Favorites

ables users to view AUENDB records and update external user records.
. Blackboard Staff
| Allows Blackboard sa% {6 manage data for their own Blackboard papers.

Choose the paper you wish to update from the list.

_' Blackboard Paper Administration

Add or Change the staff following the instructions on the right.

[———

Coartinatot o ete Blckimrd
e

ERRNNKNRRNNRLNR
000000000000000

i

In the top right, click Exit Blackboard Paper Administration when done.
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APPENDIX: TYPING MACRONS IN MAORI

Windows

To type macrons, you need to be on a New Zealand keyboard
From the Start menu, Open the Control Panel

If the Control Panel is in the Classic view choose Region and Language

=5 E
l
Then choose Keyboards and Languages tab
Femats. | Locatien | Keyboards and Languages | Admriiraive
— )

Date and time formats:
Short date: MM yyyy
Long dste: dddd, d MMMM yyyy

Sotime  [hmm

“

.

Loogtime e

Firtday of week  [Monday.

Examples
Shor date: 300672007
Long date Friday, 30 June 017
Shortime: malem
Long time: 1123 am
[ Additons segie

Go enline te ssm sbeut shanging langusges and regionsl fermats

[ conce

If the Control Panel is in the Category view choose Clock, Language, and Settings

(3 » ConroPane » B 2

Adjust your computer's settings

Then choose Change Keyboards or other input methods

5 3 CortolPaol » Clock Lingunge, and e =1 ]| Searh Conta o

Controt Panel Home

16



After that, in the installed services section, click the Add button

General | Language Bar | Advanced Key Settings

Defeuk input language
Select one of the installed input languagss to use as the defaultfor ol input
fields

[Engish tNew Zealand)- Us -

Instelied services
Select the services hat you want for each inpLt language shown in the lst
Use the Add and Remove butions to mody this st
[E] Engish (New Zealand)
Keyboard
Lous

Bemove
Properties.

Wove Lp

Move Down

o

Find the option for English (New Zealand), expand the keyboard choices in Keyboard
with Show more, then find and tick Maori and click OK

[ok ][ cowes |
o) [F=) [

roven (Gl o
o
L | Hoeeweey &
2665 46 A6 10503 MR S QPSS PEON
= vaq by rmdnade - - =

S ks peuncer auq b revanedes =

After the Maori keyboard option has been activated, you can change the Default input
language to English (New Zealand) - Maori

] T senvces and nput languages a

I —
Gl | Lopungn B | v Ky Songs
Defaut rput language

feids
[Engiah (ew Zedend) - Moo >

Instaled servces

Use the Ad3 and Remove busons 10 modky the bt

T G piow Zeaird)
5 Kepbosrd
- us
o Moo

||

With this option active you can type macrons by using the * key in the top left of the
keyboard followed by the vowel you want

Mac OS X

Hold down the vowel you want, after half a second the computer will offer different
variations. Choose the vowel with the macron.
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