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Abstract

This seminar leads participants through an exploration of a model for supporting
dassroom instruction with online, web-based materials. This model does not require
the complete conversion of the course to an online environment. Participants exam-
ine the development of support materials with online software, such as Bladk-
board.com or eCollege. A number of these sites have freely available software.
Through activity packs, participants will take advantage of multiple online instruc-
tional elements, with the capacity to post and collect assignments online, distribute
materials, test online, and facilitate group activities, including collaborative e-
search. Along with a close examination of available technologies, ways of enhancing
content will also be examined.
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‘Bl Educational Benefits of
Online Learning

According to CCA consulting, nearly 50% of higher
education institutions currently engage in some type Online education can be of
online learning. Academic and professional defined as an approach to
organizations agree that using web-based learning teaching and learning that
environments can offer sound pedagogical benefits. utilizes Internet technologies
According to researchers from Cornell University, to communicate and collabo-
web provides significant new functionality in rate in an educational con-
transmitting infarmation to the student and text. This includes technd -
providing forums for exchange. The web is ogy that supplements tradi-
revolutionizing some areas of study through tional classroom training

“the

increased opportunities for learning and alternative with web -based components
and learning environments

where the educational prac-
ess is experienced online.

formats for information.” (Dwyer, Barbieri, and
Doerr, 1995).

The goal of this white paper is to explain the
educational advantages that arise when
supplementing a course with web-based tools. These
include:

Enhancing student-to-student and faculty -to-student com munication.
Enabling student-centered teaching approaches.

Providing 24/7 accessibility to course materials.

Providing just -in-time methods to assess and evaluate student progress.
Reducing "administrivia" around course management.

This paper explores each of these benefits using the web-based tool Blackboard Blackboard.com
to illustrate typical web-based learning environment functionality.

Enhancing student-to-student and faculty-to-student communication.

Web -based education tools provide many ways to increase communication between class mam-
bers and faculty, including discussion boards, chats, and e-mails. Researchers have found that
adding these elements to a course increases student motivation and participation in class dis-
cussions and projects. Students are "more willing to participate [and] a measure of anonymity,
which serves as a motivator... people feel more empowered. They are daring and confronta-
tional regarding the expression of ideas," (Kubala, 1998).

Students share perspectives

Online forums, like Blackboard.com's Discussion board and Chat, provide public areas to post
information. Each student can view another student's answers and learn through the exposure
to different perspectives. This benefits students because they can combine new op inions with
their own, and develop a solid foundation for learning. Research supports that "as learners be-
come aware of the variations in interpretation and construction of meaning among a range of
people [they] construct an individual meaning, " (Alexander, 1997).
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Students experience a sense of equality

Another benefit to using web-based communication tools is to give all students a reinforced
sense of equality. Each individual has the same opportunity to "speak up" by posting messages
without typical distractions such as seating arrangements, volume of student voices, and gender
biases. Shy and anxious students feel more comfortable expressing ideas and backing up facts
when posting online instead of speaking in a lecture room. Studies prove that online discussions
provoke more confrontational and direct communication between students.

Instructors are more accessible

Online communication also benefits students by providing additional layer of instructor accessi-
bility. Students in courses that are supplemented by products like Blackboard.com no longer
have to worry if they cannot make an instructor's regular office hours, as they still have the abil-
ity to submit inquiries via e-mail at any time. This is good for the instructor too, as they can re-
spon d at his/her convenience instead of being tied to a desk or office. This is particularly helpful
when a student’s schedule conflicts with office hours or if a question arises at the spur of the
moment.

For example: Consider this scenario for a course supplementing a math course with Blackboard
Blackboard.com. On a Sunday night, a student is reviewing an assignment, thinks of a question,
and e-mails it to the instructor. The instructor reads the e-mail Monday morning, looks up the
answer, brings up therelevant information to the class during the Monday lecture, and the en-
tire class benefits. If the student waited until office hours on Tuesday, perhaps the integration
into the lecture would not have occurred, or maybe if the student asked the questionduring
class on Monday, the instructor would not have had the time to frame the question correctly.

Enabling student-centered teaching approaches.

Every student has a unique learning style. Some students are visual learners, some learn better
when they "learn by doing." Web-based learning environments permit the instructor to build
one course, yet implement a variety of resources, so students can utilize materials in whichever
way works best for them.

For example: Instructors can use Blackboard.com$ Course Documents and Course Information
areas to post all sorts of support documents for students, including handouts, audio clips, java
applets, reserved readings, and lecture notes. If this information is available to the students,
they can access content and review it at a self-determined pace. This provides increased oppor -
tunities for students to view and review course elements without creating an additional drain on
TAs or instructors.

Accommodate different learning styles

An instructor can also present these materials in many formats to accommodate different types
of learning styles. For example, if an instructor puts both lecture notes and slides online, both
visual and auditory learners benefit. Students who prefer to focus on "listening" and"watching"
during lecture do not have to worry that they are missing important concepts while scrambling
to take copious notes. They can focus on understanding the material and concepts as they are
presented. Students with attention difficulties or those who get overwhelmed by organizational
tasks also benefit, because materials provided show how the instructor has grouped and pre-
pared materials in the handouts, and indicate what items are most important.
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Provide opportunities for exploration

Instructars can also provide increased opportunity for student exploration and activity learning
by putting related web sites into Blackboard.com's External Links feature. When instructors
reference these types of web sites content reinforcement is provided as students can see how
course material is utilized in "real world" situations.

Encourage additional rehearsal time

Additional benefits for those who "learn by doing" occur when students participate in online dis-
cussions, as students are exposed to an extra period of information rehearsal. Typically, stu-
dents rehearse information when they study for exams or complete assignments. However, they
also rehearse information when formulating thoughts into sentences and typing those thoughts
into the computer. When instructors post discussion questions or short essay assignments in
the online portion of a course, students must attend to and reflect on the subject matter before
responding. This results in reflection and articulation of content, as the very process of report-
ing and writing about what they have learned engages students in an activity learning experi-
ence.

Providing 24/7 accessibility to course materials.

Some students work best in the morning, some in the evening. Some students commute to
campus and others take night classes. Scheduling time for homework and group projects can be
difficult depending on each student's course, job, and personal responsibilities.

Continual access to materials

When course content and activities are provided online, students no longer need to worry about
accessing course materials. Students can complete assignments during their most productive
times. Busy students can choose to download readings or take practice exams whenever it is
most convenient, in the evening after kids are put to bed, or at 4am during a bout of insomnia.
Continual access to course documents also insures students can obtain materials at any time,
removing the opportunity for frustrations such as "The library was closed," "All the copies of r e-
serve readings were checked out,"” or "I missed that handout during your lecture.”

For Example: Anna is a commuting student who takes courses along with her work and family
responsibilities. A guest speaker for her 10am astronomy section is scheduled to speak, but after
class time, at 8pm. Because the course is supplemented with an online component, the profes-
sor coordinates a live chat session with the guest speaker. Anna attends the lecture by logging in
and even asking questions from home.

Remove reliance on physical attendance

In traditional education, students working on group projects must coordinate schedules. In dis-
tance learning environments, this may not even be possible, forcing participants to work inde-
pendently. When web-based collaborative tools are available, coordination is no longer an issue.
Providing a project team with asynchronous discussions and file uploads, students can work in
groups without the constraints of meeting together at a certain date, time, and location.

For example: One student group has a member named George who works nights. Unfortu-
nately George can't make the scheduled group meetings. When using the group communication
tools in Blackboard.com, the George can complete his part of the assignment and post it in the
group File Transfer Area. This way, even if he is not physically present at the meeting, group
members can access and edit his work.
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Providing just-in-time methods to assess and evaluate student progress.

Learner assessments are essential in education. Tests and surveys inform the instructor
whether teaching methods and course structures are successful. These assessments also deter -
mine if student progress is satisfactory. Online assessment tools provide instructors with many
ways to build, distri bute, and compile information quickly and easily.

For example: An instructor assigns students to watch a political debate on television at 8pm on
Sunday night. He wants to assess students' opinion of the issue to discuss during Monday's lec-
ture. Theinstructor creates a short poll using Blackboard.com's Quiz/Survey engine. After the
show, students log in and complete the survey. The results are tallied automatically and avail-
able for the instructor in plenty of time for lecture.

Adds pedagogical benefits

Web -based testing features also have pedagogical benefits. From the student viewpoint, fre-
guent assessment provides concept reinforcement and increases motivation. Instructors can
post practice exams and end-of-chapter reviews without worrying a bout finding the time and
resources to analyze results. Students can access these assessments at any time, privately and in
the comfort of their home. Since grading is computerized, students receive immediate feedback.
This may also help students who su ffer from test anxiety relax and minimize embarrassment for
those that do poorly.

Reducing amount of faculty time spent on "administrivia."

In addition to the pedagogical benefits of online learning, there are also several time and money
saving advantages. Students can save and print items as needed when provided handouts and
readings online. The direct result is a reduced institutional expense for both the cost and time
associated with copying, collating, and distributing these materials. Instructorscan also use E-
mail to send messages directly to students or the Announcements feature to communicate with
the entire class. Not only does this insure that students receive the materials, but it is also envi-
ronmentally appealing, as it drastically reduces paper waste.

Utilize time efficiently

The time saving elements introduced by web-based education tools like Blackboard.com apply
to both the instructor and the student. Students benefit because they have immediate access to
course materials at any lacation. They do not have to spend time walking across campus to the
instructor’s office or searching for a reading in the library. Instructors can minimize time spent
in office hours, and address student concerns online instead.

Maximize the classroom experience.

Instructors working with tools like Blackboard.com no longer have to spend valuable classroom
time dealing with "administrivia." The 15 minutes at the start of each class typically spent dis-
tributing handouts, collecting assignments, and making announcements can be utilized for
teaching when administrative tasks are managed through online tools.

Reduce faculty workload

Instructors and TAs can also save time using products like Blackboard.com. When the
Quiz/Survey generator is used to deliver tests, all the grading and analysis is automated. Time
previously spent correcting, formulating statistical deviations, and analyzing specific questions
can be used for other things. Even student records can be exported directly into spreadsheets
forturnover to the registrar.
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Summary

The integration of web-based learning components with software like Blackboard.com bring
added value to traditional education. Students and faculty benefit from using the communica-
tion and assessment tools. Students have a customized approach to knowledge acquisition that
suits learning styles and busy schedules. Continual access to resources through online delivery
and automated management tools minimizes the faculty's cost and time associated with the ex-
perience. The advantages of online education make a significant impact in higher education to-
day and, as technology evolves, promise to deliver even greater benefits in the future.
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Instructional Design Tips

lackboar

Blackboard believes that instructional design plays an important part in developing online edu-
cation. Not surprisingly, a critical element contributing to the success of an online learning ex-
perience is the role of the instructor and the instructional design of the course. “Materials them-
selves do not teach but provide a medium that with appropriate use can support learning,”
(Oliver, Herrington, and Omari, 1996). Accordingly, the instructor must incorporate the organ i-
zation, presentation, and integration of materials into the online environment.

Blackboard offers the following instructional design tips to help you develop an engaging and
instructionally sound Blackboard.com CourseSite:

Focus on organization of online materials.

Provide transition between learning components.
Encourage opportunities for knowledge acquisition.
Encourage student participation.

Provide ample opportunities for feedback.

Provide methods for assessment.

Follow proven instructional design techniques.

Focus on organization of online materials

In traditional classroom -based education, students are presented with assignments coordinated
to lecture materials. The instructor distributes required activities as appropriate and can answer
student concerns/questions in the classroom environment.

When distributed online, students may be exposed to an entire semester's worth of materials all
atonce. As such, they must be provided with clear, concise instructions regarding navigation
within a CourseSite and organization of the materials.

When developing online components, be sure to provide students with:

An overview and/or an orientation of the entire CourseSite.
A clear explanation about how the course materials are organized.
A list of priorities, deadlines, and responsibilities.

This is, most often, the same type of information included in a syllabus. Providing this extra or-
ganizational information can prevent students from feeling “lost” or “overwhelmed” by the ma-
terials, as disorientation can significantly limit instructional outcomes. (Oliver, Herrington,
Omari, 1996)
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Try and create CourseSites with explanations, descriptions, and cues about goals and accan -
plishments, as students "prefer clearly defined learning outcomes, or tasks, and recommended
sequencing, from which they can orient themselves at any time,” (Campbell, 1997). Guide stu-
dents through the CourseSite by including elements such as:

Weekly announcements listing priorities and deadlines

Reminder e-mails (to both individuals and the entire class).

Downloadable syllabi, checklists, or task dists students can use to monitor progress
through course materials.

Provide transition between learning components.

Since the instructor is not physically present during the online learning process, it is important
to explain exactly WHAT materials are provided and WHY they are important in the scheme of
the course. Indicating relationships between materials helps students develop bridges, see asso-
ciations, and recognize the relevance of content elements. Without this, instructors run the risk
of presenting fragmented information "that appears to the user as a series of discrete rather than
coherent information elements,” (Oliver, Herrington, Omari, 1996).

You can easily add transitions into your Blackboard.com CourseSites by providing:

Clear explanations describing what each file is, what programs are necessary to ac-
cess it, and how the file fits in with the overall goals of the lesson.

Comprehensive descriptions with each online assignment indicating the relevance to
the classroom -based course component and corresponding materials.

Placement cues directing students to the "next" related assignment, reading, or
course document.

This does not mean that each step and learning activity be spelled out for the student. While
this may be appropriate for some content-based exercises, advanced concept integration is be-
ter served when students are gently directed to a goal. In such cases, “it is more appropriate to
guide the students towards expected end+esults and let them organize their learning on their
own,” (Duchastel, 1997).
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Encourage Opportunities for Knowledge Acquisition

While the instructor should determine the basic structure of the online learning experience, am-
ple opportunities for active learning and cognitive assimilation must be provided. Thisisimpor-
tant because students presented with an engaging, quality learning experience make their own
bridges between can cepts and obtain higher learning. Utilizing Blackboard.com's framework,
you can plan and encourage activities that:

Provide representations of materials that support all types of learners, such as text, video,

audio, or multimedia activities.

Present real-world and case-based scenarios that require students to visit external links and

perform web research.

Encourage practice and application of concepts by having students take online tests and
uizzes.

goster knowledge acquisition through collaboration, discussion and negotiation by assigning

group projects where students "meet" online.

Encourage Student Participation

Equally important to the role of the instructor in online education, is the role of student can -
munication. If students share information by performing group activities and posting assign-
ments, learning is facilitated in a two-fold method. First, the student is independently rehears-
ing and restructuring the knowledge while they develop opinions and create their post. Second,
the student is gaining exposure to other student’s evaluations of the materials when participat-
ing.

To insure that your CourseSite provides ample opportunities for student participation, collabo-
ration, and reflection consider incorporating the following:

Weekly Discussion Questions or Problem Sets. Require each student to post
one answer to the assignment and also to reply/comment on at least one other stu-
dent’s answer.

Group Assignments. Divide students into small groups and assign a collaborative
project, paper, or presentation.

Online Journals. Require students to keep an online journal of their learning ex-
periences and reflect on both the content and online experience. Make this available
for all students to view.

Online Fieldtrips. Provide the opportunities/assignments for students to perform
research online, visit related sites, and report experiences to the rest of the class.
Online Guest Speakers. Arrange for a subject matter expert to answer student
questions in a chat or discussion board.

Open Forum. Provide a chat or open discussion area for students to communicate
without the constraints of an assignment. This will promote friendly relationships.
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Provide Ample Opportunities for Feedback

Communication and feedback provided throughout an online learning experience facilitate so-
cial interchange, build relationships, and increase student motivation. Your feedback is impor -
tant to insure students feel their contributions are an important priority and contribute to the
ov erall educational experience of the class.

Consider checking class discussion lists and responding to student e-mail on a daily schedule to
provide your students with ample feedback. This helps build positive interpersonal relation-
ships with your students and increases instructor credibility.

Instructor feedback in discussion forums is also critical to maintain the focus of the activity.
Monitor student discussions to insure students remain "on track” with the assignment. If neces-
sary, provide guidance and suggestions to the group or to individual students. "The teacher’s
role in coaching, observing students, offering hints and reminders, providing feedback, scaffol d-
ing and fading, modeling, and so on, are powerful enhancements to any learning situation,”
(Oliver, Herrington, and Omari, 1996).

Provide Methods for Assessment
You can help students check conceptual understanding and evaluate progress through materials
by pr oviding assessment opportunities. In addition to assessing student progress, assessments:

Confirm student understanding and recall of information.

Serve as advanced organizers to the student, indicating what core content is important and
suggest ways itmay be applicable in the workplace or “real world.”

Increase student motivation and interest in the course when proof of achievement and per -
formance are reflected.

Provide quantification/proof that the student took the course and can gain credit.

Report to the instructor if the pace and material developed is satisfactory or indicate areas
where course content needs revision or further explanation.
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You can add assessment activities to a CourseSite by incorporating review questions, tests, and
essays. You can also perform assessments by monitoring student participation in discussions
and group projects.

When developing assessment tools for online delivery it is necessary to:

Provide clear directions on how to complete the assessment and (if necessary) how to submit
the assessment for grading.

Provide students with access/help information if they need to consult with the instructor or
technical support staff during or after the assessment.

Make sure activities are structured appropriately to prove student understanding of the con-
ceptb eing evaluated.

Provide students with a timeframe and access information about receiving feedback and
grades.

Provide detailed explanations and responses to the student when the assessment is evalu -
ated.

Allot ample time for students to complete the assessment.

Follow Proven Instructional Design Techniques

Although the instructional medium can change from paper based to classroom -based, to online
delivery, all effective course materials need to maintain basic elements that support solid in-
structional design. Keep in mind that all course content should contain:

Pre-instructional Activities (prerequisites & objectives),
Information Presentation (content),

Learner Participation (practice),

Testing (based on objectives),

Follow -Through (summary, review).

aprLdE
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Final Considerations

After all your CourseSite content is developed, review the materials before permitting student
access. Evaluate both the online and classroom -based material to insure the content, opportu-
nity for participation and feedback, and appropriate guidance is included. These guidelines,
based on Dick and Carey’s Instructional Systems Design, can be used.

1. Is there appropriate motivation established to insure student attention to the
material and assignments?

2. Isthe necessary content provided for all course components?

3. Isthe presentation sequence of the content accurate and clearly indicated to
guide students through the material?

4. lIsall the required information available to the student in some format?

5. Do ample practice exercises exist for students to achieve appropriate r e-
hearsal, pracessing, and knowledge acquisition of the content?

6. Are there adequate opportunities for instructor and classmate feedback in-

cluded in the materials?

7. Areappropriate tests, activities, and evaluation tools provided to assess stu-
dent progress?

8. Are sufficient follow -through activities provided to maintain learning and
mctivation over time?

9. Isthe student presented with clear paths, navigational guidance, and
transition information to direct them through the course material and

10. chragoppidartental handouts, such as outlines or checklists available to the
student to facilitate transfer of learning provided?

Answering “YES” to all these questions insures that students are presented with well-organized,
instructionally sound, and engaging course material. However, since “courseware alone rarely
constitutes the full learning environment,” (Schneider, 1994), it is imperative to support stu-
dents by creating a positive online educati onal experience. Utilizing the instructional design tips
discussed in this paper will insure that your CourseSite provides students with an online env i-
ronment rich in feedback, full of guidance, and ample opportunities for knowledge acquisition.
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B b Supported File Types

[Blackboard|

File Types

The flexibility of Courselnfo permits the upload of many different file formats to support your
course content. While most of this material is text or html, you can also use many other items,
including slide shows, movies, audio clips, spreadsheets, and applets.

Any file you wish to upload should have a three or four letter file extension (such as ".txt"
or ".html") which designates its type and is a commonly used extension name recognized
by web browsers.

For example: If you wish to upload a Microsoft Word document, it must be named simi-
larly to "myfile.doc", ".doc" being the file extension for Word. (see the table below for
commonly used file extensions.)

This also helps because web browser s such as Netscape Navigator are pre-configured to
recognize common file types. That way, a student can click on a file such as "sample.xIs"
and the browser will automatically launch the associated program, in this case, Excel.
Accordingly, items that are uploaded may require that the users/students taking your
course have the associated program residing on the computer they use.

Important things to consider when uploading files.

1 If aWeb Browser is required to view a file, be sure to use ones supportedby Black -
board such as Internet Explorer 4.0 or Netscape Communicator.

2. Files may not be "backwards compatible." For example, a file written in Microsoft Word
97 cannot be opened with Microsoft Word 6.0. Even though they are the same pr o-
grams, they are different versions. Make sure all course participants are using the same
version of a program, or save the file in a common format.

3. If you require a player or plug-in to use this file, visit the website associated with the
software program or visit out plug-in page at:

http://www.blackboard.com/support

4. If you require the support of a different file type:
Contact your institutions Computer Center. They may need to configure the server to
recognize your file.
Submit a "feature request” from the Blackboard Support Center .asking about the file

type.
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Supported File Types (listed alphabetically by extension):

Extension File Type Associated Programs

.aam Multimedia Authorware Plug-in www.macromedia.com
Qaiff Audio Audio program

.asf Multimedia Microsoft Net Show www.microsoft.com
.au Audio Real Audio Player www.realaudio.com
.avi Video Video player (not Macintosh compatible)
.doc Text Microsoft Word or other word processor

ea Audio Javaenabled Web Browser

.ev, .ev2 Video Java enabled Web Browser

.exe Program -NA--

gif Image Graphics program or web browser

.html, .htm Web Page HTML editor or web browser

.image Image Graphics program or web browser

Jpg, .jpeg Image Graphics program or web browser

Jif Image Graphics program or web browser

.mpg, .mpeg Image Graphics program or web browser

.mov, .movie Video Movie or Media Player

pdf Text Adobe Acrobat www.adobe.com

.ppt, .pps Slide Show PowerPoint & PowerPoint Player

qt Movie Quick Time www.apple.com

ra Audio Real Audio Player www.realaudio.com
ram Video Real Audio Movie www.realaudio.com
.swa Audio Shockwave Plugin  www.macromedia.com
SW Multimedia Shockwave Plug4in  www.macromedia.com
swf Multimedia Shockwave Plugin  www.macromedia.com
iff Image Graphics program or web browser

xt Text Text or HTML editor, word processor

wav Audio Audio program

.wpd Text WordPerfect or other word processor

Xls Spreadsheet Excel
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File Sizes

When developing your course materials, remember that the students may be connecting to the
Internet via a modem. Files should be kept small enough so users with slower connections will
still be able to access the files in a reasonable time. If this is not possible, try to minimize file
size by using a file compression tool such as WinZip. These are often available free online or for
asmall fee.

If you cannot keep the file size down, an alternative is to provide the student with information
describing what the file is and why it is impor tant. Often, simply letting a student know that the
download may take longer than usual will diffuse any frustration associated with the long prac-
€ss.

Use this chart as a reference when determining the download times for files:

K/sec | 100K File 1MB File 5MB File 10MB File
14.4 Modem 1.5 66 sec 11min 57 min 114 min
(older modem)
28.8 Modem 3 33 sec 6 min 28min 57 min
ISDN 7 14 sec 2min 12 min 24 min
T1 150 1sec 7sec 34 sec 68 sec
(fast on-campus can -
nection)

Keep in mind that times will vary based on Internet traffic and connection speed.

Additional Tips:

Use the smallest possible graphics and sound files.

Technical example: 8-bit graphics display and animate more quickly and occupy
less memory than 24-bit graphics, which are three times larger.

Breakup the file into smaller files and have students download it piece by piece.
Compress the files. A compressed file is a little larger than half the size of the
original version. Compressed files must be decompressed before you can run
them.
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For more information about Blackboard Courselnfo, please contact:

Blackboard Inc.
1111 19t Street, NW
Suite 608
Washington, DC 20036
(202) 463 4860

sales@blackboard.net
www.blackboard.net

Bb

Blackboard]

© 1998 Blackboard Inc.
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Creating a CourseSite

lackboar

Introduction

Welcome to Blackboard.com. This tip sheet provides instructions that will help you begin creat-
ing an online course. Before you start, please take a moment t o review the prerequisite skills
and conventions used in this document.

Technical Prerequisites
While you are building your course online, you will need access to:

An Internet connection.

A web browser such as Netscape 4.0 or higher and IE 4.0 or higherthat can accommodate
both JavaScript and cookies.

Mail Preferences configured to open Mail To:commands.
Conventions Used in this Material
There are several formatting conventions used in this document. Please take note of the format-
ting styles:

Buttons and Links will be indicated in BOLD
Locations on the screen are indicated in italics
Tasks you perform are listed as STEPS
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Accessing Blackboard.com

The first step to creating an online course is locating Blackboard.com with your browser.

To access Blackboard.com:

Step 1: Openyour Internet browser.

Step 2: Type http://www.Blackboard.com in the Location or
Address field.

Step 3: Press the Enter key on your keyboard.

The introductory screen will appear. You can begin creating a course from the Create a Course-
Sitearea.

Creating a CourseSite

You can begin creating a course from the Create a CourseSite area.

|~ .
Create a CourseSite! / and click Go.
|

Type the name of wour course and click go!
(e.g. - Introduction to Biology)

You can use a CourseSite to bring
your learning materials, class

: ; : Use My Blackboard to ac-
discussions, and even tests onling.

cess all of the courses and

Supplement an existing class or communities to which you
ever teach an entire course on are associated.
the Web - for FREE! Learn more...

Wie your courses: Goto MI Blackboard

To create a Freecourse:

Step 1: Once you enter a course name and click Go, an inform a-
tion form will appear. Complete the fields:

Course Information
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Course Information

Please provide descriptive inforration about your course, Each Coursel D must

beunique. Toinsure
you have a unique

Course Name [inta 1o Woods )/ ID, consider using
your initialsor anu-
Course ID merical value. For
(2.9, "BIOM04" example: Film-
Description ProdLW or FP101.
Institution Name [

(if applicabla)

Course Design

Please choose a button style to customize the appearance of your CourseSite

Button Style Agjua Green g
Beige
Black
Black Gradient [ Gallery of Buttan

Black and Blue

Click hereto see the design of all the
buttons on one page.

Course Options
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Course Opfions

Please choose the Course Option that best fits your needs.

" Free Create a CourseSite for FREE and receive:
Course
« Unlimited use of a CourseSite, pravided you access the
course at least once every 30 days
» 4 MWB of storage space for course matenals

This option is ideal for instructars who:

Click Free Course. « Would like to Test Drive the Blackboard, com senice
o WWant to enhance the traditional classroom environrment
+ Are interested in offering the course to students for free
» Do not solicit individual students to take the course

' Registered Create and Register a CourseSite for and receive:
Course
o Unlimited use of a CourseSite for one year
+ 10 MB of storage space for course materials
o Technical support (2am- SPM EST, via email and phane)
+ The capability to charge student enrollment fees

» An optional Featured Course Listing, so that anyone can
easily find and take your course

This option is ideal for instructors who:

« Are developing an independent online course
Prefer having technical support

Want to charge students to enroll in the course
Meed to market their course 1o enroll students

Note: There are two types of courses that you can create:

Free Course: A Free Course provides a free
CourseSite with 5MB of disk space. The Free
Course must be accessed once every thirty days
to remain active.

Registered Course: A Registered Course
provides optional listing in the Blakboard.com
course catalog, eCommerce features that en-
able the Instructor to charge a matriculation
fee, 10MB of disk space, and technical support.
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Step 2: Click the Continue button after you have read the
Terms of Use.

Before creating your CourseSite, please take a moment to read our Terms of
lze, then click Continue to set up your CourseSite.

ve read and agree to these Terms of Use.

Click hereto agree with the Continue =
Terms of Use.
Step 3: Determine the following variables
c

ourse Audience and Subject

Course Audience & Subject

Please select the Target Audience and Subject Area of this course.

Target Audience | SELECT AN AUDIENCE =]

Subject Area [SELECT A SUBJECT AREA =

Ly Gereral =

Select a target audience
and subject area for cate-

gorization.

nrollment Options
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Enrollment Options

Please indicate if you will enrall the students ar if the students will enroll themselves

 Instructor The instructor must enroll all students in the course. Click hereif you
Enroliment C_Email me when studentateytoenrall —— would liketo be
notified when stu-
o Self Students enroll themselves in the course. You may specify dentstry to enroll
Enrollment an enrollment period, and you may provide an access code  in the course.

that students must know in arder to enroll in the courss,

I Starting Date [1iw =] [OD =] [Vove =)

Ending Date = = =
Determinea I |MM —i lDDJ ' IWJ

start and end I”' Use Access Code: |

datefor en-
rollment.

u select Self Enrollment, but do not check
either of these options, anyone may enroll at any time

Enter an access code that students
must know to enroll in the cour se if
self enrollment is selected.

Note: If you select the Self Enrollment option, you can
set a start and end date for enrollment and utilize
and access code that students must know to enroll
in your course.

ourse Duration

Course Duration

Flease indicate the duration of your course.

Duration  Continuous

¢ Starting Date = z =
Determine the |MM J JDD_’ ' IWJ

duration of your Ending Date
e [ =] DD =] | [y =]

= Days (from the date of enrollment)

Guest Policy
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Guest Policy

Please indicate if guests will be allowed to wisit your course.
Guest Access Da yau wish to allow visitars to ohserve your CourseSite?
i Guests are allowed to visit the course,

Guests are not allowed to visit the course.

Continue s
Elect to allow or
disallow visitors.
Step 4: Click the Continuebutton.
Step 5: Complete the Instructor Informationfields.
Note 1: If you have used Blackboard.com
Note 2: The fields marked with an asteris

Instructor Information

If you have a Blackboard. com usemame and password, please anter them below. If you are
new to Blackboard.com, please fill out the form below to create an account.

& Instructor has used Blackboard.com before...

* |Jger Mame Enter your username
IIWDDE{ =~ and password if you
* Password pon have accessed Black -

board.com before.
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¢ Instructor is new to Blackboard.com...
*  User Name | \
* Password

*  Confirm Password
*  First Name
*  |Last Name

|
|
|
|
*  Email Address | text fieldsto
« Addressline1 | > naruior &
|
|
|
|
|
|

Complete the

Address Line 2 count.
* City

*  State or Province

* Zip/Postal Code

*  Couniry
*  Date of Birth

M =]|OD =], [y =l
" Indicates required fields

= Previous Continue s

Step 6: Click the Continuebutton.
Step 7: Click the View New Course UF
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COURSESITE™ GENERATED

Course Name: Intro to Genealogy

Course |D: GEM101

Description:

Course URL: http: Mwrebtest blackboard neticourses/GEMN 101
Created by: Lisa Waood

Email: lisawwood3iE@hotmail.com

Username: hwood

Please remember to bookmark your CourseSite URL
and print this page for future reference.

Course Entry: « Godirectly to Course URL, enter usermame
and password - or -

« Goto MyBlackboard onthe homepage,
enter username and password and then
click on your course name - or -

« Search for the course off of the
Elackboard . com homepage

View New Course GEN101

\ Click hereto accessthe

new cour sesite.

To create a Registered course:

Step 1: Complete the fields:

Course Information
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Course Information

Please provide descriptive inforration about your course, Each Coursel D must

beunique. Toinsure
you have a unique

Course Name [inta 1o Woods )/ ID, consider using
your initialsor anu-
Course ID merical value. For
(2.9, "BIOM04" example: Film-
Description ProdLW or FP101.
Institution Name [

(if applicabla)

Course Design

Please choose a button style to customize the appearance of your CourseSite

Button Style Agjua Green g
Beige
Black
Black Gradient [ Gallery of Buttan

Black and Blue

Click hereto see the design of all the
buttons on one page.
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Course Options

Course Options

Please choose the Course Option that best fits your needs.

T Free Create a CourseSite for FREE and receive:

Course
e Unlimited use of a CourseSite, provided you access the
course at least once every 30 days
+ 5 ME of storage space for course materials

This option is ideal for instructars who:

Would like to Test Drive the Blackboard. com semvice
Want to enhance the traditional classroom environment
« Are interested in offering the course to students for free
» Do not solicit individual students to take the course

' Registered Create and Register a CourseSite for and receive:
Course
+ Unlimited use of a CourseSite for one year
* 10 MB of storage space for course materials
« Technical support sam. 8P EST, wia email and phone)
» The capability to charge student enrollment fees

» An optional Featured Course Listing, so that anyone can

easily find and take your course
Click Registered

Course. This option is ideal for instructors who:

o Are developing an independent online course

+ Prefer having technical support

» YWant to charge students to enroll in the course
e Meed to rmarket their course to enrall students

Note: There are two types of courses that you can create:

Free Course: A Free Course provides a free
CourseSite with 5MB of disk space. The Free
Course must be accessed once every thirty days
to remain active.

Registered Course: A Registered Course
provides optional listing in the Blakboard.com
course catalog, eCommerce features that e-
able the Instructor to charge a matriculation
fee, 10MB of disk space, and technical support.
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Step 2: Click the Continue button after you have read the
Terms of Use.

Before creating your CourseSite, please take a moment to read our Terms of
llze, then click Continue to set up your CourseSite.

we read and agree to these Terms of Use.

Click hereto agreewith the Continue =i

Terms of Use.

Step 3: Determine the following variables

Course Audience and Subject

Course Audience & Subject

Please select the Target Audience and Subject Area of this course.

Target Audience | SELECT AN AUDIENCE =]

Subject Area [SELECT A SUBJECT AREA =

Ly Gereral =

Select a target audience
and subject area for cate-

gorization.
T
eaching Format
Teaching Format

Please indicate the instructional format of your course.
Teaching Format & Instructor-Led o

In this course, student learming is guided by the

instructor,

0 Self-Study

This course is self-paced

Note: There are two instructional formats for your course:

Instructor -Led: The instructor issetting the pace
for course instruction using this format.

SelfStudy: Assignments and lecture notes are
posted to the CourseSite and the study engages in a
self-paced leaming process using this format.
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Enrollment Options

Enrollment Options
Please indicate if you will enrall the students or if the students will enroll themselves

= Instructor The instructor must enroll all students in the course. Click hereif you
Enroliment I Emailme when students trytoerrall —— would like to be
notified when stu-

C Self Students enroll themselves in the course. You may SR¥RLrY to enroll
Enrollment an enrollment perod, and you may provide an scces&cbi@cour se.
that students must know in ordar to anroll in the course,

" Starting Date [Mi =] [OD =] vy =]

Ending Date = = =
Determinea |MM —1 IDDJ ' !WJ

start and end ™ Use Access Code: |

datefor en-
rollment.

otes If you select Self Enrallment, but do not check
either of these options, anyone may enroll at any time

Enter an access code that students
must know to enroll in the course if

self enrollment is selected.

Note: If you select the Self Enrollment option, you can
set a start and end date for enrollment and utilize
and access code that students must know to enroll
in your course.

Enrollment Fee

Enrollment Fee
Please indicate if students will be charged to enroll in the course. Additonal help on course
fees is available,

Fee & Do not charge students to access this course.

€ Charge each student § to enrall.

Mote: Al transactions sre in United States dollars (USD).
Determinetheratethat
you would like to
chargeenrolled stu- i
dents. Course Duration
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Course Duration

Please indicate the duration of your course.

Duration  Continuous

¢ Starting Date = = =
Determine the lMM J JDD—] ' IWJ

duration of your Ending Date MM 0D T
duratic v = [0 | [l

& Days (fram the date of enrollment)

Guest Policy

Guest Policy

Flease indicate if guests will be allowed to wisit vour course.

Guest Access Dao you wish to allow visitars to observe your CourgeSite?
¢ Guests are allowed to wisit the course.

i~ Guests are not allowed to visit the course.

Continue =i
Hect to allow or
disallow visitors.
Course Accessibility

Course Access

When should this course be made available to students?
Student Access
¢ Now
Make the course available to students now.

™ Later
Do not make the course available to students until the
instructor is ready.

Note: You can determine when you would like students to
have access to your site. This is useful if you would
like the site to be inaccessible during creation.
Course Accessibility can be changed with the Ser-
vice Features Availability section of the Con-
trol Panel.

Optional Listing
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Optional Featured Course Listing

Flaase indicata if your course should be included in the Featured Course Listing so that any
intarested individual may easily find and take this course. If your course is not listed, it will
slill be accessible via the Blackboard . com search feature or via the course URL. We strongily
recommend self-enrollment for those courses which have a featured listing.

Listing ™ List the course

<= Previous Continue sjs
Click hereif you would liketo list
this course in Blackboard.com's
Featured Course Listing.

Note: Listing your course in Blackboard.com's Featured
Course Listing will make your course easily accessi-
ble to students. If this checkbox is not selected,
your course will only be searchable using the Black-
board.com Search Engine.

Step 4: Click the Continuebutton.

Step 5: Complete the Instructor Informationfields.
Note 1: If you have used Blackboard.com
Note 2: The fields marked with an asterisl

Instructor Information

If you have a Blackboard. com usemame and password, please enter them below. If you are
new to Blackboard. com, please fill out the form below to create an account.

& Instructor has used Blackboard.com before...

& n Enter your username
JEErHaS Ilwmd =~ and password if you
*  Password fame have accessed Black -

board.com before.
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P

*

Instructor is new to Blackboard.com...

User Name
Password
Confirm Password
First Name

Last Mame

Email Address
Address Line 1
Address Line 2
City

State or Province
Zip/Postal Code

Couniry
Date of Birth

" Indicates required fields

Complete the

text fieldsto
create a new

Instructor a-
count.

M =]|OD =], [y =l

<= Previous Continue s
Step 6: Click the Continuebutton.
Step 7: Review the Purchase Summary and complete the Credit

Copyright©2000-2002 « Gerald L. Boerner = All Rights Reserved
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Purchase Summany

Chosen Semices: Registered Course: Nothing101 ($100)
Furchase Number: 990813203931980
Total Price; $100.00

Credit Card Information
Enter/verify theinform a

Credit Card Type: | MasterCard 'l tion in theCredit Card In-

o ] formation fields and click
: the Pur chase button.

Expiration Date; | (mrmfyy) ﬁ

Marme as it appears

on card: ! /

Billing address:

City
State or Province
Zip I Postal Code

Country
purchase! )
(Flease be patient. it may take up to one minute to process your credit cand.)
Step 8: The payment confirmation screen

Payment Information

Thank you for your payrnent. Below, you will find a purchase confirmation number for your
order. Please print this page, or capy this down for your records. When you are done | click
continue fo course.

Confirmation Details

Chosen Services: Registered Course: Nothingl 01 ($100)
Purchase Mumber; 990813203931980

Cradit card: (Partial number shown for security)
Total Price; 100

YOU MUST CLICK HERE TO RECEIVE THE SERVICES YOU
PURCHASED
Continue to Course

Click hereto con-
tinuecreatinga

Step 9: A receipt will appear with theCoowesttéJRL. Retain this
URL for future reference.

For specific information on adding content to your course, please refer to the Blackboard.com
Instructor Manual, available from the Blackboard.com website.
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Web Page Address [ Phone Number
www.blackboard.com/compa | 111119% Street, NW 1-800424-9299
ny

Suite 600
Washington, DC 20036

© 1999 Blackboard Inc.
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Bb Discussion Board

Introduction

This quick sheet will assist you in using the Discussion Board within Blackboard.com. Before
you start, please take a moment to review the technical prerequisites and conventions used
within this document.

Technical Prerequisites
You will need access to:
An Internet connection.
A Web browser such as Netscape 4.0 or higher and IE 4.0 or higher that can accommodate
both JavaScript and cookies.
An E-mail account.
Conventions Used in this Material
There are several formatting conven tions used throughout this document. Please take note of
the following formatting styles:

Buttons and Links will be indicated in BOLD.
Locations on the screen are indicated in italics.
Tasks you perform are listed as STEPS.
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Discussion Board

Blackboard.com provides a discussion board as another communication tool to use in a class-
room setting. This feature is similar to Virtual Classroom, but is designed for asynchronous use,
so users do not have to be available at the same time to have a conversation.

An additional advantage of the discussion board is that user conversations are logged and organ-
ized. Conversations are grouped into forumsthat contain threads and all related replies.
Accessing the Discussion Board

To enter the discussion board:

Step 1: From the Control Panel, click Discussion Board under
Communication Center.

Navigating within the Discussion Board

The Discussion Board is set up in Forumsof discussion. There can be several Threads or con-
versations within each forum.

Creating Forums

Anew Forum must be created to house the threads of discussion. The new forum will appear
in the discussion area and new threads can be posted within it.

To create a forum:

Step 1: Click Add Forum to create a new forum for discussion.

/ Click here to create a forum.

ADD FORUM

This course currently contains no forums.
To create a forum, use the Add Fortm button above.
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Title: ||

Description:

= Enter atitleand de-
scription of your fo-
rum. Select the appro-
priate settings and
click Submit

@ Smart Text O Plain Text O HTML

Forum Settings:
¥ Allow anonymous posts
[T Allow author to edit message atter posting
™ Allow author to remove own posted messages
I Allgw file attachments

¥ Allow new threads

SUBMITE |

Step 2: Type a title and description for the new forum. Determine
whether the description should be in Smart text, plain text,
or HTML.

Step 3: Select the appropriate Forum Settings.

Note: There are five Forum Settings that you can select
(singularly or in combination):

Allow Anonymous posts: Allows users to
post a message without a name attached.

Allow author to edit message after post-
ing: Allows users to make changes to their mes-
sage after they have posted it.

Allow author to remove own posted mes-
sage: Allows user to delete their posted mes-
sages.

Allow file attachments: Allows user to up-
load attachments to be viewed with their mes-
sages.

Allow new thread: Allows users to create new
threads within the forum.
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Step 4: Click the Submit button.

Click hereto create a

/ new forum.
When multiple forums exist, you can order

them by selecting the appropriate number
from the drop down menu.

Ll iad EEWINE

Thig forum i dedcated to a decusson on Hall Dimes. [ 9 Mezsages |
1 HEs
| 1 Hidden anchis |

nd an Head Cents sooiFr | s |

Discussion room for Irdian Head Cants [ Ha Messagas |
[FE  Word Coins WOFY_| _BEWNE |

Digcussion on Wardd Coing | Ho Meseagas |
4 x Barbar Micklas DT REWDVE

Dizcu=sion an Barher Hickles. | Mo Me=sagas |
iE Buffalo [Indian Haad] Mickles L3 EEWITE

Discussion on Bufalo (Indian Haad) Mickles [ No Meszages |

Step 5: The new forum will be displayed.

Note: When multiple forums exist, you can put them in
specific order, according to your curriculum.

Forum Attributes
Once a forum has been created you can:

StartaNew Thread

Expand or Collapse all Threads

Search for Messages within a specific forum

View/Manipulate Thread Options

Create/View Archives

- Change viewing criteria (Sort By)

Starting a New Thread
Once you have created a forum for discussion, you can start threads that will entice users to be-
come involved in the Discussi on Board functionality.

To start a thread:

Step 1: Click the name of the forum within which you would like to
start a thread of discussion.
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I UMNESOD MERRLOES W DePAHE ALL + COLLAFEE AlL =
SEARCH ¥
Shaw Gptians

Sort Bj':lDBlWh Ti S bew Thread

Click hereto start anew
Step 2: Click the Start New Thread BUOt€f.

Create New Message

Curremt Forum: Half Dimes or Mickles?
Date: 31-Aug-1529

j Enter the subject of
Aurthor: Wood, Lisa 7 your thread ajnd a
message.
Subject: |
Message: =
E
Options: & Smad Ted O Plain Test € HTWL Clles nEnein el

an attachment.

[T Posi message as Anonymous
Atlachment: | Browse.,

Click Preview to view your message
before posting it. Click Submit to up-

load your message.

Step 3: Enter the subject and message to be posted.

Step 4: Select the appropriate Options.

Step 5: Enter the name of the file or click the Browse button to
upload a file to be attached to your message.

Step 6: Click Preview to view your message before it is posted.

Step 7: Click Submit to post y our message.
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ENPASD ALL (¥ COLLSPSE Al ]

BEARH |7
Shory Options
Valua or highway mbbery? administrator 1992.05.13 e
| Click Hers tor A hies |
Sart By: | Dafaut = Erait Maw Thivad
Step 8: Your thread will be displayed with a &%

Expand All/Collapse All

icon.

When replies are posted to a thread you have the ability to view all of the replies by clicking Ex-
pand All or you can close (hide) all messages added under theoriginal thread by clickingCol-

lapse All.

“‘ EXPAND ALL [¥] COLLAPSE aLL -]

Note: If you select Collapse All, messages added to the
original thread will be displayed by a numerical

value before the "%

icon.

“Walum or highway robbery?

adminisiradar

192806-03
19806803

If you select Expand All, messageJaddedhenitaevatigimal cates how
thread will be displayed beneath it atln%%{]}‘emm?%haa ¥@een posted under

icon.

eoriginal thread.

falya gr hi I 12 vinistrator 193 06003 Hel
= Haf Dimes... what? JiNiziels 19290603
Re Half Dimes . what? Il 1920 064013 ML

Searching Within a Forum

You have the ability to search for a thread within a specific Forum.

To search for a specific thread:

Step 1:
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SEARCH [7]

Step 2: Select the appropriate search criteria and click the Search button.

Note: The In Forum field will be populated with name of
the current forum.

Sesrche O 4l Subject ™ Subject & Body

I Forimw:  Directionals

By dustbirt
Masan, Lisal .
w;?; u;ﬁﬂ;ﬁﬁmj Click theSear ch button af-
‘Woad, Michas! fmike| ter selecting the appropriate
Keywords: | & anv o & e oese  SEATCh criteria

[Saparsts words wath commas of spaces)

St by |.ﬁuIIu:~r 'I

Disgkay: |1|] s sages par page
L Expard mesgages

Click hereto view full _ smampn |
message(s).
Step 3: The search results will be displayed. The word or phrase
that you entered in the Keyword field will be in Bold.
Note: If you did not click Expand Message on
the Search Criteria screen, you will see collapsed
results.

Example of Collapsed Results:

Located 2 matches within the forum ~Directionals” coraining amy of the keyward Directionals. Results s somed by awthor.,
SEARCH

Wyond, Lisa or-Jub18 11:33:23
Wond, Lisa Or-Juk1=88 11:33

Click the Search button to perform
another search within the forum.

Example of Expanded Results:
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Lacated 2 matches wihin the forum Diredionals” containing amy of the kapword Directional Resulis are sorfed by author
__GEARGH |

1. Directionals - ¥hy not? Wood, Lisa O7-Jul-1952 11:33:23
They help the director underatand the script more. Angle the camars Lo the desired position, sbc. WWhy aol?

2 Be Directionals - Yhy nol? Wood, Lisa 07 - Jul-1993 11.33:52

If you hawe to describe the sngle 50 much, thare is & problern with the scipt itsslf

Step 4: Click the Back button to return to the Thread view.

Thread Options
You have the ability to manipulate your view of threads by utilizing the thread options.

To use thread options:

Step 1: Click the Show Optionstab.
Show Options
Step 2: The thread options appear.

Note: The tab changes from Show Optionsto Hide Options

Hide Options
Select All Inwert Unselect All Mark Read Mark Unread Collect
Lock Unlock Remove

The Thread Options are:

Select All:  This option puts a check in the box of all the messages
listed within the forum. This can be used when you are
removing all of the threads from the forum, or when you
wish to lock all of the thread in the forum.

Invert: This option inverts your previous selection.
For example:
If you previously clicked Select All, you can click Invert to
Unselect All.

Unselect All: This option allows you to remove the check mark from the
all of the selected items.
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Mark Read: This option will mark a message as read, removing the "=*"
icon. You can execute this by clicking the checkbox of the
desired message.

Mark Unread: This option will mark a message as unread, adding

the ™ jcon. You can execute this by clicking the checkbox
of the desired message.

Collect: This option will collect all of the messages you wish to view
and display them on one page. You can execute this by
clicking the checkbox of the desired message.

Lock: This option will lock a thread so that no additional mes-
sages can be added. The thread and following messages
can be viewed, but not added to. You can execute this by
clicking the checkbox of the desired message. The lock
icon
(&) will be displayed.

Note: When a thread is locked, all of the messages
belonging to it are locked as well.

Unlock: This option will unlock a previously locked thread. You can
execute this by clicking the checkbox of the desired mes-
sage.

Remove: This option will remove a thread or message You can exe-
cute this by clicking the checkbox of the desired message.

Note: When you remove a thread, all of the messages be-
longing to it are removed as well.

To modify thread options:

Step 1: Check the checkboxes next to the messages you would like
to modify.

Step 2: Click the name of the option you would like to perform.

Step 3: The function will take effect.

Create/View Archives

You can create archives for use with your discussion board. These archives should be populated
with previous discussion s on subject matter that is pertinent to the specific forum. It can be
used as reference material by users.

To create archives:

Step 1: Click the Click Here for Archiveslink.
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[ Click Hare for Archives ]
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Step 2: Click the Add Archivebutton.

Click hereto add an

/ archive.

_ADD ARCHIVE

This forum currently contains no archives.
To create an archive, use the Add Archive hutton above.

Step 3: Enter an archive title and description.

Archive Title: |
Description: 3

Enter archivein-
formation here.

=l
& Smart Tewt € Plain Text  © HTWL
Available: F The archive and its messages are available 1o studenis
SUBMIT »
Step 4: Select the appropriate formatting options.
Step 5: Determine whether you would like the archive and its mes-
sages to be available to students by clicking the checkbox.

Step 6: Click the Submit button. The new archive is created.
Modifying Archives
The modify archives function is used when adding threads to the archive.
To modify an archive:

Step 1: Click the Modify button. Click hereto add

threads to an archive.
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_ADD ARCHIVE
|1 vl MNickles MODIFY | _ REMOVE |
[ Mo Messzages |
Step 2: Select the thread(s) you would like to move to the new archive.

Note: When a thread is moved, all messages following are
moved as well.

Archive Title: |Nic.k|es
Description: __,_|

=
C Smart Test  © Plain Text & HTML
Awailable: I The archive and its messagas ara available to students
Select threads (o move (o Archive
() Mickles are qervs “Wood, Lisa 3-Aug-1993
__SuemiTe |
Check the checkbox of the
thread(s) you would liketoin-
cludein thearchive.
Step 3: Click the Submit button.
Step 4: A receipt will appear confirming the process. You can ei-

ther create another archive by clicking the Add Archive
button or return to Thread view by clicking Back.

Removing Archives

Clicking the Remove button within the archives will release all archived threads back
into the forum.
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To remove an archive:

Step 1: Click the Remove button.

Step 2: Answer OK in the confirmation box.

Sort By Criteria
You can modify message display by using Sort By.

To modify message display:

Step 1: Select the desired viewing criteria from the drop down list.

Sort By: IDefauIt 'I

Select the sort criteria and
the page will be updated

Date .
: automatically.
Subject v

Reading/Replying to a Message
To read or reply to a message:

Step 1: Click the name of the forum you would like to enter.

Click thename of theforum
you would liketo enter.

ALD FORUM /
IE‘ Halt T WOHFY REWIVE _
This forum is dedicated to a discussion on Half Dime= The contents_ of | 3 hessages |
the forum will [1 o
be displayed in | 1 Hidden archr |
Forum View.
L lizn Head Cents _mozer | pawavs |
Discussion room for bkan Head Cenls |1 Messags ]
[ Ad read ]
[E  Wodd Coing HasEy REWIVE
DimcL==ion on Warld Coins [ Hao hlessages ]
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Step 2: Click the name of the message to which you would like to
respond.

Ewhmdis ail B GOLLAPIE AL =)

Click heretorespond to this mes eante [
sage. Hide Diptions
Sebect Al Irwgt U slect &l Wark Rmed  Mark Unread Collss)
I

I Agssthebics oo, Lizs 11-Jun-1929

™ Why are Dimes hasd 4o find? Wiood, Michael 11 Juin 1959 Yew

Sart By: [Dafault 2] _ StMesThed

« Back 1o Forum View

Step 3: Click the Reply button to post a reply.

The previous and next message buttons

/ will be bold if there is a message before

or after the current one.

Cuwrrent Fonem: Barber Dimes

Drate: 11-Jun-1593 13:24:13

Author: Wood, Lisa 2lisawondd@holmail com=
Subject Asslhetics

Basber dime wersia Winged dime versus curment dire faee?

REPLY

/

Current Thread Detail: /
Assihetics Wond, Liss H-Jur- 1953
Aasiheties ‘nond, Liss

Click heretoreply tothe
message.

Click hereto send an email to
the person that posted the
original message.
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Step 4: Enter the appropriate information in the text fields.

“our Responme:

Cmrent Fonam; Hall Jimes or Noshe?
Dwta; 3 -Aag- 1939
HAgihor: Wood Liss

Subject [Fe: Mckies se gems
[ E=TTH

Opfiesss & Srrarf Teef (" Plain Teel € FTHL
I Fral niaisape 15 Andnymous

Ay chananik I BrowEi..

Note: The message to which you are responding will be
displayed under the text fields for the reply.

The Massage To Which You Are Responding

Current Fomm: Barber Dirmes

Date: 11-Jun-1939 13:24:13

Author: Wood, Lisa <lisawood 38 hotrmail.coms
Subject: Aeszthetics

Biiber dirne verzus Wirged dirre vercus curenl dime face?

Step 5: Click Previewto view your message before it is posted.
Click Submit to post your message.
Step 6: Your message is posted and marked with the ™! icon.
WHER UREEAD WESAREEn W P ALL [T DL LAMRE ALL 2
BEamcH |7
Hide I phians
Sehect A Inaviset Urgaiort A1 M Raad  Mark Unsad Calit

C @Assthetics Wenod, Li=a 17-Jur12:8

r He: Assthelics Wood, Michasgl 11-dun- 1399 Hew
© Wby are Dimes hard to find? Wood, Michas] 11-Aun-1983 Hew
Sort By | Dafoult *i Stari Mewe Thread |
4 Back 16 Forum View
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Step 7: Click Back to Forum View to enter another forum, click
the Start New Thread button to create a new discussion
thread, or click the link of the next message to which you

would like to respond.

Modifying Forums
In the Forum View, instructors have the capability to modify forums.

To modify aforum:

Step 1: Within Forum View click the Modify button of the forum

you would like to modify.

Click hereto mod-

ify aforum.

["El  Half Dimes

This forurn is dedicated to a discussion on Half Dimes.

3 Messages |
[1 mewn |
[ 1 Hidden archive ]

Click hereto remove a forum.

Step 2: Make the appropriate adjustments in Title, Descriptions,

and Forum Settings.
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Title: |The art of dialague

Description:

Writing successiul dialogus. ;1

& Smart Text € Plain Text T HTWL

Forum Settings:
B Allow anonymous posts

[T Allow author to edit message sfter posting o )
Select administrative

[T Allow author to remove own posted messages R
privileges for users.

B Allow file attachments
W Allow new threads

Forum User Settings:
2 = Forum Administrator privileges
&= Pammanent Fomum Administrator
+ = User is blocked from posting

Macon, Lisa (Imacon)
A Wood, Lisa (wood)

“Wood, Michael (milaz) __ADMIN | RORMAL |
“Wood, Mike (mikewood) __BLOGK | _ UNBLOCK |
SuBMITS |
Step 3: If necessary, modify the forum user settings.

Note: Forum User Settings allow the Instructor to de-
termine the privileges and accessibility of the users
in the CourseSite.

a: This function grants the user Forum Adminis-
trator privileges. This will allow the user to
make changes within the specific forum. This
function is useful when a CourseSite has both
an Instructor and a Teacher's Assistant or
Grader. This function can be assigned by seled-
ing the desired user and clicking the Admin
button. The Normal button will revoke Forum
Administrator privileges.

A: This function grants the user Permanent Forum

Administrator privileges. This is automatically
assigned to the CourseSite instructor.
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b: This function blocks the user from posting mes-
sages within the specific forum. This can be as-
signed by selecting the desired user and clicking
the Block button. The Unblock button will
reinstate the user's posting privileges.

Step 4: Click the Submit button. You will be returned to Forum
View. Click Return to Control Panel to continue build-
ing your CourseSite.

Removing Forums

In the Forum View, instructors have the ability to remove forums. This is useful when discu s-
sions are based on time-sensitive issues, such as a current event topic. The forum can be re-
moved when the issue has expired.

To remove a forum:

Step 1: Within Forum Viewclick the Remove button of the forum you would
like to remove.

Step 2: Answer OK to both of the confirmations.
Note: Removing aforum isan irreversible action.

Step 3: The forum is removed and Forum View is updated.
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Discussion Board versus Virtual Classroom

Use this chart as a quick reference to determine how to use Virtual Classroom and Discussion

Board features when designing activities:

Scenario

Small group of students online at same time

Recommenda-
tion
Virtual Classroom

Large group of students online at same time

Virtual Classroom

Assignment to read chapter and post a summary for all students to
read

Students in a distance learning seminar from all over the
world/country in different timeframes

Discussion

Discussion

Guest speaker answers student questions in real time and online

Virtual Classroom

Guest speaker answers student questions submitted ahead of time Discussion
Instructor online office h ours Virtual Classroom
Students submit questions to the instructor, instructor posts response | Discussion

for everyone

Questions posted require more than one or two sentence responses Discussion

Online Presentation requires online demonstration with the white-
board

Topics and information discussed must be available for the entire
term

Virtual Classroom

Discussion

Contact Information

Please contact Blackboard, Inc. for information on upgrades and enhancements to Black-
board.com by using the following contact information:

Web Page
www.blackboard.com

Address [
1899 L. Street, NW
5t Floor
Washington, DC 20036

Phone Number
1-800-424-9299

© 2000 Blackboard Inc.
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Bb Eight Ways to Get Students

More Engaged in Online Conferences

Dr. William Klemm from Texas A&M University recommends following these eight guidelines to create astrong cd-
laborative learningenvironmentin your course discussion board. These methods increase both the quality and quan -
tity of student participation.

Eight Ways to Get Students More Engaged in Online Conferences

DR. W.R. KLEMM, Professor, Texas A&M University

1 Require participation.

Don't let it be optional. Set aside a portion of the grade allocation for participation in the online
discussions. Tell the students that they must post x -number of items each week or for each topic.
Critics will say that this approach does nothing to ensure quality of input. But it at least gets the
students engaged, and hopefully, once they get caught up in the activity, they will strive to im-
prove the relevance and quality of their work, because now they are on display. No longer can
they hide. For many students, it is more embarrassing to make public postings that have no
value. As another incentive for quality work, the teacher should grade on quality of the postings.
That is highly subjective, but no more so than grading of term papers or essays.

2. Form learning teams.

The advantages of so-called cooperative or collaborative learning are abundantly documented.
Collaborative learning can occur just as well via computer conferencing. Moreover, asynchro-
nous conferencing overcomes the schedule-coordination problems that plague typical face-to-
face learning teams. The advantage for promoting online interaction is that learning teams
should bond and thus make each student in the group want to do his or her share. Helping stu -
dents learn how to acquire team spirit is important in and of itself, but it also provides students
with powerful incentive to become more engaged in online conference activity.

3. Make the activity interesting.

If it is a discussion topic, make it one that students have a reason to get engaged in. Appeal to
their life experiences, vested interests and ambitions. It might even be a good idea to let the stu-
dents create some of the topics, especially if you provide an overall academic framework to guide
them where you want them to go. If it is a group-created paper or project, let the students pick
the subject within the bou nds of the academic objectives. Surely, you want more than just "dis-
cussion™ of student opinions -; a matter discussed in more detail on the topic of academic deliv -
erables (Item 6).
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4. Don't settle for just opinions.

Everybody has opinions. They are lik e knee jerk reflexes, occurring with little thought once they
have been formed. Thus, it is not surprising that many classroom discussion groups online are
dominated by opinion messages, rather than rigorous analysis and creative thought. Teachers
should insist that opinions alone are not sufficient. They must be supported with data and ra-
tional discourse and even re-examined in light of what others in the online group are thinking.

5. Structure the activity.

Give students guideposts to help them think of things to say that are academically meaningful.
Choice of topics has a great deal of influence here. Topics should be organized around an aca-
demic theme that serves course objectives. Topics should not be so open-ended that students
digress. You can go further by creating activities that are best performed in a structured way. For
example, debates can be structured by requiring students to post a position, to which others re-
spond with pro or con supporting arguments, followed by critique of the arguments. Or brain-
storming can be structured by having students first generate a list of alternatives; re-think the
list by creating new ordering, structure, or relationships, systematically evaluating each item to
produce a "short list" of viable alternatives; and then reaching consensus decision on the best
choices, followed by prioritization.

6. Require a hand-in assignment (deliverable).

To extend structuring to its logical conclusion, you should require students to do something be-
sides just express ideas and opinions. They should produce a deliverable from the conference.
This kind of activity capitalizes on all the advantages of constructivist theory, which holds that
students learn best when they have to integrate, synthesize and apply information by creating a
deliverable piece of work. Such a deliverable can include idea generation and analysis, decisions,
plans and designs, proposals, case studies, problem solution, research projects, term papers or
reports, portfolios or role playing.

7. Know what you are looking for and involve yourself to help make it happen.

Irrespective of the specific learning activity, the teacher should know what quality work is and
should intervene as the work is being developed to steer students in the right direction. When
the teacher participates in a conference, providing extensive critique, feedback, and encourage-
ment, students cannot help but become more involved.

8. Peer grading.

Tell students at the beginning of the conference that at the end of the activity they will be asked
to rate each other on the value of each person's contribution. This can be a powerful incentive
for students to do quality work in the conference. However, most of the students that | encoun-
ter do not like to grade each other. This is especially a problem if they have bonded as a result of
operating in a learning team. In that case, they may want to give everybody an A, even when
some students made distinctly greater contributions to the conference. Problems also arise by
having them rank each other, because they might think that rank 1 gets an A, rank 2 gets a B,
and the lower ranked students will get a failing grade. One possible solution is to have students
grade the contributions of another group, which also gives them added learning experiences.
Another possibility is to structure the ratings so that they don't translate directly into A, B, C,
etc. The teacher might say, for example, that everyone will get an A, B, or C for the peer helping
portion of the final grade, depending on the peer helping ratings. The ratings might be in the
form of "superior, good, fair, poor," or some equivalent. Another possibility is to have each stu-
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dent name the one student in the group who helped them the most. Students who are named
more than once might get bonus points on the final grade. A similar approach could be used
with a ranking scheme. Students with the best ranks get the most bonus points on the final
grade.

Material excerpted fromEight Ways to Get Students More Engaged in Online Conferencesinthe August 1998 Edi-
tion of THE Journal with permission from the author. The online version of THE Journal and can be found at
http://www.thejournal.com . Theauthororiginally presented this paper at the Teaching in the Community Colleges
online conference (April 7 -9,1998).
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Bb Virtual Classroom

Introduction

This quick sheet will assist you in navigating within Virtual Classroom as a Student. Before you
start, please take a moment to review the technical prerequisites and conventions used within
this document.

Technical Prerequisites

You will need access to:

An Internet connection

A Web browser such as Netscape 4.0 or higher and IE 4.0 or higher that can ac-
commodate both JavaScript and Java

An e-mail account

Conventions Used in this Material

There are several formatting conventions used throughout this document. Please take note of
the following formatting styles:

Tasks you perform are listed as STEPS.

Within the steps, buttons and other parts of the Virtual Classroom screen are in-
dicated in BOLD.
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Virtual Classroom

Each course includes a synchronous chat room for student and group communications. Virtual
Classroom, as we call the chat room, can be used to hold “live” classroom discussions, TA ses-
sions, and office hour type question/answer forums. You can even have guest speakers and su b-
ject matter experts talk with the class in the Virtual Classroom.

When developing an activity that requires a Virtual Classroom, consider the following:

The Virtual Classroom isa Java application and may initially take a few minutes
to load into a browser window. Before developing assignments that require the
Virtual Classroom, be sure that all students have Java enabled browsers.

Due to the synchronous nature of the Virtual Classroom, multiple users must par-
ticipate at the same time. Be sure to notify students about a scheduled Virtual
Classroom session to ensure attendance.

Sometimes a Virtual Classroom session can be overwhelming if there are too
many users. Consider grouping students into several small groups to keep the
conversation manageable.

Accessing Virtual Classroom
To access the Virtual Classroom:

Step 1: Click the Communications navigation button.
Step 2: Click Virtual Classroom.
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Overview of Virtual Classroom

A Virtual Classroom contains several distinct areas:

Menu Bar

M Tawmner Llassivos: 2 0| Slide 1
File Mavigation ‘Whitebosrd

Location: I |

FLOOR

Drawing Toolbar Location Field Application Tcol Bar

Whiteboard Space

Tutornet Virtual Classroom
froam Tabomest copr, Fc. -- Bbpecbomet. comm

Tab Panel

= |Unsigned Java Applet wWindow

Status Region
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Whiteboard Space You can display web pages on the whiteboard space, which is the
large center area. You can also write or draw on this space using
the drawing toolbar.

Menu Bar Use the menu bar to change the information that appears on the
whiteboard space, such as selecting a font to use on the white-
board space, moving an object on the whiteboard space behind
another object, and moving from one slide on the whiteboard
space to another slide.

Application Tool Bar The application toolbar contains a “floor” tool for requesting ac-
cess to additional classroom activities and tools in navigating web
pages.

Location Field Use the location field to enter the URL of a web page y ou would

like to use in your discussion. The web page is then displayed on
the whiteboard space. Users can also write or draw on the web
page with the drawing toolbar.

Drawing Toolbar Use the drawing toolbar to write and draw on the whiteboard
space.
Tab Panel The tab panel is used to enter chat, ask questions of your instruc-

tor, and view user information.

The following tabs are available:

Chat Panel: Use this tab to talk with others in your
course.
Questions: Use this tab to submit a question— either

privately or publicly - to the Instructor.

User Info: Use this tab to learn about others in your
course, such as their names.

Status Region Status messages are displayed at the bottom of your Virtual Class-
room window in the status region. View important system mes-
sages as well as information about many Virtual Classroom can-
trols in this space.
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Virtual Classroom Basics

Entering Chat
With the Chat Panel tab, you can chat with your instructor and your classmates.

To enter chat:

Step 1: Click the Chat Panel tab.
Step 2: Type a message in the Entry Box.
Step 3: Hit the Enter button on your keyboard.

Asking a Question
With the Questions tab, you can ask the instructor questions.

To ask the instructor a question:

Step 1: Click the Questionstab. Thetab panel will now appear
as shown in the figure below.

(ETTTREETITREgTTY oo
Il El

Questions & Answers
nse the o or the right to adbenit qaestions to the Tnactor,

-
1 »
I_ Fequest Private  Send |

Question Entry Box

Step 2: Type your question in the Question Entry Box.

Step 3: Click the Request Private box if you would like only the
instructor, not your classmates, to see your question. Oth-
erwise, everyone in your course will see your question.

Step 4: Click Sendto send the question to the instructor.
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Viewing User Information
With the User Info tab, you can find out the names of your classmates in the Virtual Classroom.

To view user information:

Step 1: Click the User Info tab.

Step 2: Highlight the desired user. You will then see your class-
mate’s names.

To learn about instructional features, refer to the Blackboard.com Student Manual.

Contact Information

Please contact Blackboard Inc. for information on upgrades and enhancements to Black-
board.com by using the following contact information:

Web Page Address
www.blackboard.com/compa 111119t Street, NW
ny
Suite 600
Washington, DC 20036

© 1999 Blackboard Inc.
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Student Tips

Introduction

Welcome to Blackboard.com. This tip sheet provides you with instructions for locating and en-
rolling in online courses. Before you begin, please take a moment to review the prerequisites
and conventions used in this guide.

Technical Prerequisites
While you are enrolling and taking your course online, you will need access to:

An internet connection

A web browser (Netscape 3.01 or higher and IE 4.0 or higher)
Associated programs recommended by your instructor (ex: Word, Excel).
Mail Preferences configured to open Mail To:commands.

Conventions Used in this Material

There are several formatting conventions used in this course. Please take note of the formatting
styles:

Buttons and Links will be indicated in BOLD
Items you type are indicated in this font
Locations on the screen are indicated initalics
Tasks you perform are listed as STEPS
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Accessing Blackboard.com

The first step to taking a course online is locating Blackboard.com with your browser.

To access Blackboard.com:

Step 1: Openyour Internet browser.
Step 2: Type: http://www.Blackboard.com in the Location or
Address field.

The introductory screen will appear. There are three important areas on this screen, the
Search for a CaurseSite, My Blackboard, and the Featured CourseSite sections.

[ students N

Search for a CourseSite! field and search for either
an online cour se created by

l @ Seareh your instructor or courses

pertaining to the keyword
from the Blackboard.com

& Search for a course your
instructar has placed anline.

catalog.
¢ Search for a course anyone 9
can take onling.
Learn more .. Click hereto view alist of the

/ coursesyou areenrolled in.

—
Wiel your courses: o to M'\.l' Blackhoard

Featured CourseSites

Browse our Featured Course Lisﬂ:ﬂﬁ:a&gury:\
Art/Music Hobhies Medicine —_ Click hereto browsethe

Business Languaiges Physical Ed Blackboard.com Featured
Computers Legal Sciences Course List.

Education Literature Social Studies

Engineering Mathematics Vocational

or browse by nstitution or Educational Level.
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Check Out These Featured CourseSites

Higher Education CourseSite:
English 101: College Campasition
Be a guest at a zite that helps college fudents improwve
theirwriting shills!

K-12 CourseSite:
Algebra Level 1

Freview a CourseSite in its dewvelopmental stages. Come
back periodically and see how this instructor continues
to enhance her class.

Corporate Training CourseSite:
FLR.E. Series ¥ Training Course |~ Click hereto accessa

Preview or enroll in thiz CoursaSite and begin your Featured Cour se.
preparation for the HASD Series ¥ Accreditation Exame
HobbyCourseSite:

Fundarmentals of Contract Bridge
Enroll in this course and leam the basics of one of the
most challenging card games.

Even CourseSites for Teachers:

Are They Learning What I'm Teaching
Be a guest visitor in thiz online faculty wokshop where
wou will learn Classroom Aszessment Techniques.

View More Featured Courses

Searching for a CourseSite

This section allows you to locate a course by entering keywords in the text field. You can
either search for a course that your instructor has posted o within the Blackboard.com
course catalog.

To search for a CourseSite:

Step 1: Enter keywords in the text fields.

Step 2: Select whether you are searching for a course posted online
by your instructor (all courses within Blackboard.com) or
within te Blackboard.com course catalog (available to
anyone).

Search for a CourseSitel

l Advanced
Search

= Search for a course your
instructor has placed online.

" Search for a course anyone
can take online.

Learn maore. ..

Step 3: Click theGo button.
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Note: The Advanced Search link allows you to pinpoint
your search.

Search for:

I search! )

% Search far a course my instructor has placed online.

Select criteriato
pinpoint your

{7 Search the Bladkboard.com catalog to take an online course

Search by: search.
@ CourselD & Title L @ Dezcription
0 Institution 0 Categary LORY
Show only classes for:
F; K12 F Higher Education p Continuing Education
v Hobby ¥ Corporate Training
Step 4: The search results will be displayed in the Course Search

Resultsarea.

Click hereto conduct an-
other search.

23 courses matched your search criteria. Search S@in

American Film as Literary Art (ENGL2311)

FEE: None ENROLL - PREVIEW
Institution Uniersity of Mew Orleans

Target Audience Higher Education

Instructor Jane Haspel

Pace Selt-Study

Fee Mone

| am enrolled in this course - Enter

/

You can either enroll in or
preview the course.

Oncey ou have located the desired course, you can either enroll in the course or preview it before
enrolling.
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Featured CourseSites

You can search for a course online by browsing the Blackboard.com Featured Course List.

To browse the Featured CourseSite List:

Step 1: Click the Featured Course List link in Featured Course-
Sites.
—categories ]
Smarsh Daatuind Soumsg
— \ Click Search Fea-
Category TR tured Coursesto
AILSMMSE 3 5 enter I_<eywords and
Business and Manegsment 18 bl pinpoint your
Compatar & Enginesring £ 7 sear ch.
Compatacd Information Tachaalogy i) 1"
Educagio
Hobbies
Langlangs
Lena
iterature ¢ Linmlsics
hiathemaics 1 i i
Modicing & Hoath 4 > Click thelink of the
Bhysical Educatio [ 1 [~ category you would
el E =] .
M—‘é:_j .1 = 21 2 like to search.
Mot ahan 1 2

Note: Catagories are listed in two ways:

Course Open: This listing shows how many course

are available to students.

Total Courses: This listing shows how many courses
have been created in the category.

The Course Open and Total Courses values may
differ. Instructors can create a course but not make
it available for use because they are addijng
constructing the course or making time-sensitive

modifications to the course.
Step 2: Click the category you would like to search.

Note: To search using keywords, click the Search

Course Catalog link.
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Step 3: The sub-category listings within the subject field you
selected will be displayed.

Note: Courses that are listed in the General sub-category
selction will be displayed below the the category
listing. Be sure to scroll to the bottom of the page
to view all of the courses available in the category.

Agrospace Engingaring 0 1]
Agricultural Studi 0 0
Architecturs and Lidian Elanning 0 0
L ic3 imaein; 0 0
Ciw InGe 0 o
Computar Enginserning ul 0
Compuber Sisnce 4 4
Elecincal Endineenng 1 1
Emdronrmental Enginsering [i] 0
Inchisirial and Systems Enginsenng 0 0
Mlacharical Endginearing 0 a
Muclear Enginéering 0 0

Basic Vehicle Mechanics (Atm120)

FEE: Mane PREVIEW

(Erenlinent nat curiently avallable)

Descriplion This course i an irbroduction to the sements of samcing
aularmobiles, Through reading assignmends, online and lab achivities,
the course ohjectives will be corgleted. 1 you ae mterested in
lzaming more abour your carand the ssrdce it mgures, this courss

I8 Tof ybi.
Irrstigugion Morton Collage
Tamged Miiilience Highei Education
Imesstr ucir Diare Hoslerd
Pace Ineinacdar Lad
Course Dates Starl Date: O1AA000 End Duate: 05122000
Faw Mune

I am enroled m ke cowrse - Endor

Step 4: Either click the name of the sub-category or the
scrolll to the general course to which you would like
to enroll or preview.

Once you have located the desired course, you can either enroll in the course or preview it before
enrolling.
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My Blackboard

You can view all the courses to which you are associated within My Blackboard. This section
will only display courses and communities that you are already enrolled in.

To access courses through My Blackboard:

Step 1: Click the Got to My Blackboard link in the Student sec-
tion.
Step 2: Enteryour username and passwordin the text fields.

Please enter your user nams and password.

|Lwoud

[~

ser Marme:

Fassword:

login! )

Step 3:
Step 4:

Click the log in button.

Click the link of the activity (course, catalog, or
community) or you would like to enter.

Welcome To My Blackboard Michael Wood

Create a CourseSite Communities

Build a free Web site for
your course. It's easy!

Course Catalog
Browse the courses
on Blackboard. cam.

Film Production 101 (FilmProd101)

Poetry 101 (POETRY101)

Join a world wide community of
online learners and instructors,

Courses in which You Have Enrolled

Previewing A Course

Each Instructor has the ability to turn on and off “guest” access to a course. If this feature is

turned on, you can preview the course before enrolling.

To preview a course:
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Step 1: Click the Previewlink of the course you would like to en-
ter.

23 courses matched your search criteria. Search Anain

American Film as Literary Art (ENGL2311)

FEE: None ENROLL - PREVIEW
Institution Unmersity of Mew Otleans

Target Audience Higher Education

Instructor Jane Haspel

Pace Selt-Study

Fee Mone

| arm enrolled in this course - Enter

Click heretoenroll in Click hereto preview a
a course. course.
Step 2: You will be given temporary access to the course. As a

guest user, you can view several course areas.

Step 3: If you choose to enroll in this course, you can click the En-
roll button located under the navigation buttons.

Enrollment Process

Every Blackboard.com student is required to have a unique username and password within the
Blackboard.com system. The username and password grant you access to course material,
grades, and communication tools.

The enrollment process can be completed in one of two ways:

Instructors enroll all the students
Self Enrollment

Note: The Instructor will set the parameters for course
matriculation.

If the Instructor has already enrolled you as a student, you will be provided with a username and
password to enter the course.

EnrollinginaCourse

Once you have located a course (by using either the search features or entering a URL provided
by your Instructor), you can enroll in the course.

Note: This function is only available if the Instructor al-
lows self enrollment.
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If you have been enrolled by your Instructor:

Step 1: Enter the URL provided by your Instructor in the web
browser or click the I am enrolled in this course - En-
ter link on the course in the Search Results page.

Step 2: Enter your username and password.

Accessing American Literature |

| am already in this course. [ Enroll...
Lweould like to enroll in the course,

User Marmea: |

Fassword: |

login! ) | Guest Access
Yisit a5 3 gquest .,

Currently using Blackboard. com as mwood.

Step 3: Click log in.
If you would like to enroll in this course:

Step 1: Locate the desired course using the search engines.
Step 2: Click the Enroll link.

23 courses matched your search criteria. Search Anan

American Film as Literary Art (ENGL2311)

FEE: None ENROLL - PREVIEW
Institution Uniwersity of Mew Orleans

Target Audience Higher Education

Instructor Jane Haspel

Pace Selt-Study

Click heretoen-

Fee Mion .
8 2 roll in acourse.

| am enrolled in this course - Enter

Step 3: Enter a username and password.

Note: Instructors have the option of requiring an access
code to be entered upon enrollment. Without this
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code you cannot en roll in the course. Consult your
instructor before embarking on the enrollment
process.

ENROLL
Approaches to Literature (EN101)

Please provide us wath your student information so we can add you to Approaches to Lierature,
Each of the iterms with a red star (%) is required. Click the enroff button at the bottam of the page
when you have finished filling out the necessary fields,

Student Information

User Name |

Password [

Password for verifieation |

enroll! )

Step 4: Click the Enroll button.
Step 5: Complete the Student Information fields.

Note: The fields marked with an asterisk (*) are required.
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Student Information

User Mame cwood
* FirstName

Middle Name

* LastMName

* Email Address

Fosition

* Giy

*  State or Province

* Zip/Postal Code
*  Country

* Date of Birth [ bt v]lDD vl_]w -]
enroll! )

Step 6: Click theEnroll button.

Step 7: If the course you have selected is one that requires a fee,
complete the credit card information and click the Pur-
chase button. If the course you have selected does not re-
quire afee, skipto Step 9.

I
I
I
I
Crganization [
I
I
I
I
I
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Purchase Summary

Chosen Semices: Registered Course: Nothing101 ($100)
Furchase Number: 990813203931980
Total Price; $100.00

Credit Card Information
Credit Card Type: | MasterCard 'l

Card NMumber: I
Expiration Date; | (mrmdyy)

Marme as it appaars!
on card:

Billing address:

|

|

City |
State or Province |
|

|

Zip I Postal Code
Country

purchase! )

(Flease be patient. it may take up to one minute to process your credit cand.)

Step 8: Review the payment confirmation screen and click Con-
tinue to Course.

Payment Information

Thank you for your payment. Below, you will find a purchase confirmation number for your
order. Please print this page, or copy this down for your recards. When you are done, click
continue to course.

Confirmation Details

Chosen Services: Registered Course: Nothing101 ($100)
Purchase Mumber: 990813203931930

Credit card: (Partial number shown for security)
Total Price: 100

YOU MUST CLICK HERE TO RECEIVE THE SERVICES YOU

PURCHASED
Continue to Course\
Click hereto can-
tinueto the course.
Step 9: Copy the URL for the course you have enrolled in and click

the Enter Courselink .
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ENROLL

Poetry 101 (POETRY101)

Yol have been added to Poetry 101, Be sure to print this page orwrite down the
information below so you will be able to find your way to the course later

Course Name: Poetry 101

Course ID: POETRY101

Description: Writing and Understanding poetry.

URL to Course: http: v blackboard netfcoursesiPOETRY 101
User Name: mjackson

Enter course POETRY 101

T~

Click thelink to enter the
cour se.

Enrolling in a course after signing in as a Guest
After previewing the course as a guest, you can enrollas a student.

Note: This option is only available if the Instructor allows
self enrollment.

To enroll in a course after previewing it as a guest:

Step 1: Click the Enroll control button.

Click here to en-

_fﬁﬂ’—-/ roll in a course.
Enroll J

. My Blackboard )
e

Step 2: Follow the Steps 39 for enrolling ina courseinthe
Enrollment Process section of the manual.

For specific information on navigating within a CourseSite, please refer to the Blackboard.com
Student Manual, available from the Blackboard.com website.

Copyright©2000-2002 = Gerald L. Boerner = All Rights Reserved Syllabus/Santa Clara-2002 - 76 -



G. L. Boerner: Developing Online, Web-based Support Materials

Web Page Address |
www.blackboard.com/compa 111119% Street, NW
ny
Suite 600
Washington, DC 20036

© 1999 Blackboard Inc.
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Appendix A
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