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Blackboard Learn Environment > Logging In to Blackboard Learn

Blackboard Learn Environment

Logging In to Blackboard Learn

The first step in using Blackboard Learn is to log in to the system. Your school will provide you with the URL,
username, and password.

Note: You may be directed immediately to the My Institution tab. If so, you may also log in through a button
on the header frame or a special portal module.

IMPORTANT! Passwords enable access to personal information. To maintain security do not share
passwords with others.

Frequently Asked Questions

What do | do if | can't log in?

Please contact the computing help desk at your school. If you're not sure how to contact them, look for the
technology office on your school’s website or search the internet for your school’s name + Blackboard + help or
support.

About the Gateway Page

The Gateway page welcomes you and provides a login button to access Blackboard Learn. You must have a
valid username and password to log in.

If the Gateway page does not appear, you may also log in through a button on the header frame or a special
portal module.

IMPORTANT! Cookies must be enabled within the web browser. Enable cookies through your browser's
settings or options menu.

E @ 4B Change Tesd Size ﬁ High Comfrast Setting

Blackboard

Available languages:
Englizh (United Sales)  K-12 English (Uniled States)

Have an account? Den't have an account?
Pieass enter your credentials and click the Login button below Please choose from the options below,
Username: I |

Create a New Account

Password | |
View Course Catalog
Forget %owr Password?
e L‘gh' » Preview as uest

Q Login: Use this function to log in to Blackboard Learn.
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Blackboard Learn Environment > Logging In to Blackboard Learn

@ Change Text Size: Display assistance in changing the size of the text displayed in the browser.

(@ High Contrast Setting: Change the display to assist low vision users. You can select whether to use your
operating system's High Contrast settings or use Blackboard styles.

(©® Create a New Account: Create an account to use Blackboard Learn.
@ View Course Catalog: View courses belonging to your preferred program of study.

G Preview as Guest: Preview Blackboard Learn without using a system account. You may be able to browse
the catalog and preview courses as a guest but you will not have access to the entire course.

How to Log In

Type your Username.

2. Type your Password. The maximum number of characters in a password is 32. Passwords are
case sensitive.

3. Click Login.

Have an account?

Pleaze enter wour credentialz and click the Login button belows.

Username: | |

Password: | |

Forget “our Password?

Result

You are directed to the My Institution tab.
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Browser Support

Microsoft Windows

Internet Explorer
91
Windows XP Unsupported by
(32-bit) Microsoft
Windows Certified
Vista (32-bit)
Windows Compatible
Vista (64-bit)
Windows 7  Certified
(32-bit)
Windows 7  Certified
(64-bit)
Apple Mac OSX
Safari
5.1 Safari

Internet
Explorer
81
Compatible
Compatible
Compatible

Compatible

Compatible

5.0

Mac OSX 10.6 Certified Certified

"Snow Leopard"

Safari 4.0
Compatible

Firefox ESR?
Certified

Certified

Certified

Certified

Certified

Blackboard Learn Environment > Browser Support

Firefox

(Final Chrome
Release (Stable
Channel)> Channel)*

Compatible Compatible
Certified Compatible
Compatible Compatible

Certified Certified

Certified Certified

Firefox2 Google
(Final Chrome
Release (Stable

Firefox  Channel) Channel)
(ESR)! 3 4

Certified Certified Certified

Mac 0OSX 10.7 Certified Unsupported by Unsupported Certified Certified Certified

"Lion" Apple

by Apple

Firefox ESR is a release of Firefox intended for groups who install and maintain the desktop environment in
large institutions. More information is available at http://www.mozilla.org/en-U S/firefox/organizations/.

2Firefox 8 and Mac OS are not compatible with the drag and drop functions on Blackboard Learn.

3The Firefox Release Channel is the fully tested version by Mozilla and intended to be the most stable. This
channel is updated roughly every six weeks. More information is available at
http://blog.mozilla.com/blog/2011/04/13/new-channels-for-firefox-rapid-releases/.

4The Chrome Stable Channel is the fully tested version by Google and intended to be the most stable as the
name implies. This channel is updated roughly every 2-3 weeks for minor releases and 6 weeks for major

releases.More information is available at www.chromium.org.

5 Firefox 8 and Mac OS are not compatible with the drag and drop functions on Blackboard Leam.

Accessibility and JAWS

Blackboard strives to make all its products as accessible as possible. JAWS for Windows 11 and 12 were used
during accessibility testing for SP 10.
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JRE Support

Blackboard Learn requires the latest version of Sun JRE 7. JRE 6 will continue to work with SP10. The JRE
can be downloaded from http://www.oracle.com/technetwork/javal/javase/downloads/index.html. Windows
system administrators who want to provide auto-download for users can find the.cab file link for the appropriate
JRE at http://www.oracle.com/technetwork/java/javase/autodownload-140472.html.

Java Applet Code Signing

Java applets bundled with Blackboard Learn 9.1 SP10 are now signed with a timestamping authority,
https://timestamp.geotrust.com, which certifies that the Blackboard code signing certificate was valid at the
point in time when the applet was signed. Web browser client JDKs that trust the timestamping authority will
run the applets without error, even after the Blackboard code signing certificate expires. All JDKs since version
1.5 trust this timestamping authority by default.

Technologies Not Supported

The following technologies are not supported:
¢ Internet Explorer 6, 7
o Firefox 1.x, 2.0, 3.0, 3.5, and 3.6
e Safari 2.0, 3.x and any version on Windows
e Mac OSX 10.3, 10.4, 10.5
e Java b, although it may continue to work

Forget Your Password?

You must complete the Lost Password page to obtain a new password. You will create a new password based
on instructions received in an email. You must enter information in all the fields in the Username Option
section or all of the fields in the Email Address Option section.

How to Retrieve Your Password

1. Type the URL for Blackboard Learn into a web browser.
2. Onthe Gateway page, click Forget Your Password?
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S Change Text Size # High Contrast Setting

Blackboard

Available Ianguager
English (United States) i W12 Englizh (United States)

Have an account?

Flease enter your credentials and click the Login button below:.

Username: | |

Password: | |
#  View Course Cataloq
Forget our Passwiord?

#  Preview as Guest

3. Type your first name and last name.

#  Create a New Account

4. Type your usermname in the Username option or type your email address in the Email option.
5. Click Submit.

% Lost Password

Cancel m

1. Username Option

Enber your Fir st Name, Last Hame, and Username to change the password. An active amall address must be sszotiated with the
account to change the password. An emall will be sent wilh instrections to change the password. The current password will remain
active undil it s changed by Tollowing the instructions

Firsi Mame -
S,
Ussmame —

2. Email Lddress Option

Enbef y 4 ane, Last Naie, and Emall Address io change e password, An active emall address must be associated with the
acoun rige the password. &noermail will be sentwith instrgetions 10 change the passwond. The currenl password will romain
aclive until ity changed by f-:-lmwmg the instructions

First Marne
Lasi Mame

Ernail

=-_

Cancel m
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Result

An email will be sent with instructions to change your password. The current password will remain active until it
is changed by following the instructions.

About the Blackboard Learn Environment

The following are some things to keep in mind when using Blackboard Learn:

¢ Your school may disable certain tools within the application. If you encounter tools that you are
unable to access, contact your school.

e The openness of Blackboard Learn allows instructors, leaders, and administrators the option to
customize the interface. The names for some items in Blackboard Learn may differ from those that
you see in the documentation.

o Building Blocks allow your school to integrate external applications, tools, content, and services into
Blackboard Learn. Building Blocks are integrated in such a way that they appear in the interface like
any other tool you can use.

Browser Compatibility

For information about supported web browsers and operating systems, see Browser Support.

Contact your school's computing help desk for information on which version of Blackboard Learn your school is
using, as compatibility varies by version.

Blackboard Mobile Learn can be used on a variety of mobile devices, including BlackBerry®, Android™, and
iOS devices such as iPad, iPhone, and iPod Touch. Contact your school's computing help desk for information
on whether your school has made Blackboard Mobile Learn available.

Learning Your Way Around

A [l covinCasper 14 ¥ ()

B

My Institution Courses Community Content Collection Services

List View Tree Wiew

Forum: Unit 1: Astronomy Overview G

= Astronomy

An
ety Create Thread F Search Discover Content Display ~

Information

—_—

Units 0 Thread Actions Collect
AVELIFM LS ] ¥ Date Thread Author Status Unread Posts Total Pasts
Assignments

6/17/11 &52 AM  More than | expected TV Ryan Johnson Published o i
Discussians 6/16/11 12:23 PM  Bit averwhelmed? I Porter Durand  Published (1] 1
Clossary
Journals O 6/16/11 %15 AM  Excited! @ Bruce Lopez  Published (D) 1

Q Page header: The area at the top of the screen that contains the tabs, My Blackboard, and the link for
Logout. To learn more, see More About the Page Header.

(® Tabs: Blackboard Learn has two common tabs, the My Institution tab and the Courses tab. If your school
licenses community engagement, the My Institution tab, Community tab, and Services tab are available. In
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addition, community engagement enables your school to create custom tabs. The Blackboard administrator at
your school can rename the tabs. To learn more, see My Institution Tab.

@ Course-to-Course Navigation: Use the course-to-course navigation feature to access all courses you are
enrolled in. Click the Action Link next to the course title and select another course from the contextual menu.
For example, if you are viewing the Discussion Board in one course and select another course from the
contextual menu, you are taken to that course's Discussion Board. In addition, breadcrumbs track the most
recently visited pages within a course.

(®) Course Menu: The panel on the left side of the interface contains links to all course content, such as
Content Areas, individual tools, web links, course links, and module pages. To learn more, see Course Menu.

G Content frame: The larger area of the screen adjacent to the Course Menu that displays the selected
Content Area, tool, or material.

G Action Bar: The rows at the top of the content frame, containing page-level actions, such as Create
Thread in the Discussion Board or Submit in the Assignment tool.

More About the Page Header

The Blackboard Learn user interface is made up of components that allow you to easily navigate, enter data,
edit items, and change options within Blackboard Learn. After logging into Blackboard, you will "land" on the My
Institution page. Pages and the tabs that you access can be renamed by your school. Tabs that are visible
depend on what capabilities your school has licensed.

Example:

If your school licenses community engagement and you are a member of a club or organization, that club has
the capability to create their own tab for club business within Blackboard Leamn.

The page header always contains the tabs, My Blackboard link, and the link for Logout. Notice that even
within a course, the page header remains the same.

"'l Chvim Casper 14 ¥ {!]

My Institution Courses Community Content Collection Services
Y

@ Tabs: Blackboard Learn has two common tabs, the My Institution tab, and the Courses tab. If your school

licenses community engagement, the My Institution tab, Community tab, and Services tab are available. In
addition, community engagement enables your school to create custom tabs and present different tabs to users
based on Institution Roles.

@ My Blackboard: The My Blackboard link provides users with quick and easy navigation to a variety of

places within Blackboard Learn. Tasks available in My Blackboard include changing your password and
editing personal settings. To learn more, see About My Blackboard.

@ Logout: You can use Logout to exit from Blackboard Learn.

Printing Course Content

Because Blackboard Learn is web-based, printing is handled through your web browser, or, if the content is an
attached file such as a Microsoft® Word document, through that program.

Most browsers have a "Help" option explaining more about printing.

If you need assistance printing course content, contact your school's computing help desk.

Paging Options
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You can edit the paging options to specify how many items appear on a page in Blackboard Learn. For example,
you can determine how many forums appear on the main Discussion Board page.

The default is 25 items per page and the maximum number of items is 1,000 per page. Clicking Show All
displays all items and causes the other controls to disappear. For performance, the items per page should not
be greatly expanded.

Use the following steps to edit the paging options.
1. Click Edit Paging.

2. Type anumberin the Items per page text box. If the number is greater than the total number of
items, then all items appear. If the number is less than one, then one item appears.

3. Click OK.

Course Catalog

The Course Catalog lists all courses offered at the school in defined categories, such as semester and subject
matter.

If your school licenses community engagement, the Organization Catalog lists all organizations at the school in
defined categories, such as organization type or semester availability.

The catalog allows you to search for courses or organizations using a keyword or a specific category. The links
in the catalog display instructor information and a course description. You may also be able to enroll, preview,
orlog in to a course depending on how your school customizes Blackboard Learn.

Note: The administrator at your school may choose to use a different catalog or no catalog at all.

Browsing the Course Catalog

Click View Course Catalog on the Gateway page. Or, log in and open the Courses tab or the Community tab
to be able to browse the listings.

Browse Course Catalog

A)

Search Catalog GﬂUf5'3| Mame E”l Contains ﬂ|
AND Creation Date| efore | | [09/08/2011 | o @

Browse Categories
Select a category to see only courses belonging to that category

Science |Z|| Go e

Browse Terms

Select a term to see only courses belonging to that term
| Fall 2012 [=] | o @

Q Search Catalog: Use the drop-down lists to limit the search by parameters.

©® Go: Click Go to search for a course.
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Blackboard Learn Environment > Course Menu

@ Browse Categories: Use the drop-down list to find courses belonging to a category, and click Go to start
the search.

@ Browse Terms: Use the drop-down list to find the available courses during a term, and click Go to start the
search.

Viewing a Course as a Guest

You may be able to browse the catalog and preview courses as a guest. Click the link to a course to view it as a
guest. Guests do not have access to the entire course.

Note: Your instructor determines whether you are allowed to preview a course prior to enroliment so this option
may not be available for all courses.

Course Menu

The Course Menu appears on the left side of a course and contains links to materials and tools within the
course. Your instructor can customize the style of the Course Menu and the content and tools available to
users. As such, your courses may look a bit different from each other and have different sets of tools available.

Home Page
BOC @
# Earth System » Home Page
| Science
Home Page .
Getling Starled My Announcements L
; Earth System Science T:00 PM - 8:30 PM on 12/16/10:
Waeak 1 : s
Mentors Available
Discugsions 7 P CT time,
Assighments < TR0 & STNOUNCEMEnts.. See the Syllabuz for more information and
i ks,
B o
| bt i more Calsndar events, .
MY Grades My Tasks:
L]
Groups Earth Systéem Science: To Do
ik bl v @  Edit Notification Settings

You can expand or collapse the Course Menu frame. Click |5 to collapse the Course Menu so it is out of sight
or expand it to its fullest size.

Course Menu Icons

At the top of the Course Menu is a set of icons that can be used to change the display of the Course Menu. The
menu can be displayed as text links or buttons, as a Folder tree, or in a separate window.

B 0OL4Q &

List View: The List View icon contains text links that lead to course materials and tools.
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Blackboard Learn Environment > Course Menu

B 0O
# Earth System

Science

Home Fage
Getting Started

]

Week 1
Discussions
Assighments

Assessments

My Grades
Groups

Taools

[-1] Folder View: The Folder View icon uses icons and expandable folders to access content and tools. You

can expand folders to reveal items and collapse to save space.

8 0O O

# Earth System

Science

<5 Getting Started

2]

- £5] Week 1

% Discussions

- £5) Assignments
<[5 Assessments

—[R] My Grades

..... [@ Groups

Display in a New Window: The Display in a New Window icon opens the Course Menu in a separate

window.
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Blackboard Learn Environment > Course Menu

%) Blackboard Lear... E”E'E'

A http:fjwinnipeg.pd.localiweba § 7
~
B[O g

# Earth System

Science

+-E5) Getting Started

EDE:-—%

-5 Wieek 1

----- #4 Discussions

w-E5) Assignments
#-E5) Assessments

------ (H] My Grades

----- & Groups

Refresh: The Refresh icon is used to view any new content added to the Course Menu.

Note: Yourinstructor can determine the default view of the Course Menu, so these options may be
unavailable.

Viewing New Content

When content is added to the Course Menu or the Course Map, that content does not appear for 20 minutes. To
ensure that you are viewing the latest content for a course, click Refresh.

Viewing the Course Map

The Course Map is a collapsible tree directory that is used for navigation within a course. You can open the
Course Map from the Course Menu. When you use Virtual Classroom, the Course Map is called Map in the
Tools list.

The pop-up Course Map provides a view of the course content and available tools in Folder View. You can
expand or collapse folders in the Course Map to help organize your view. You can browse and make selections
from the Course Map when adding a course link to an Announcement, the Course Menu, or a course area, such
as a Content Area, Learning Module, Lesson Plan, or folder. You can also view the Course Map when using the
Collaboration tool and the Performance Dashboard.
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=]
# Select Course Link: Student Orientation

48 Home Page
5] Information
=55 Content
[ Oceanography 101 Assignment 1
=% Discussions

-8 Effects of Recycling

= & Groups

& Oceanography 101 Class

=@ Tools

----- @ Announcements

~@# Collaboration

----- Calendar

P Discussion Board

----- = Contacts

----- A Glossary

- g Groups

..... “ Blogs

----- Messages

----- (R by Grades

----- &1 Roster

H- [ Send Email

(|

()

----- i Journals

----- & User Guide

----- i Scholar Course Home
----- i hily Scholar Home

----- 2 Wikis

----- = MNBC Archives Playlist
&k NBC Archives

Search for Users

Blackboard Learn Environment > Search for Users

Note: Yourinstructor controls which tools are available. If these tools are not available, your instructor may

have disabled them.

To search for other students in your course, use the Roster. The name of each student is included in the Roster
automatically. You cannot remove your name from the Roster, but you can choose to make your email address

available.

To search for other students and instructors in the system, use the User Directory. You can choose whether to
be included and what information to share by setting your privacy options. To learn more, see How to Set

Privacy Options.
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Blackboard Learn Environment > Search for Users

For your personal information to appear in the Roster or User Directory, it must be appear on the Edit Personal

Information page. To learn more, see How to Edit Personal Information.

How to Search for Other Students in Your Course Using the Roster

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Roster.

B OLC g

# |Introduction to Tools

Oceanography

Home Page

Groups
Toals o @ Announcements @ Messages

Internal Links

£ (5
Azsessments Blogs

Assignments

3. Onthe Roster page, use the following parameters to search for users, or click Go to list all
students:

e First Name

e Last Name

o Contains

e Equalto

o Starts with

¢ Not blank
4. Type aname or keyword in the text box.
5. Click Go.

& ©

Search |FirstName V| |C|:|ntains V| |ru1ina | G0
Last Hame -, First Hame
Akbar Mina

How to Search for Users in the User Directory

1. Onthe Tools panel, click User Directory.
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Blackboard Learn Environment > Screen Readers

i Announcements

@] Calendar

@ Tasks

B My Grades

E= Send Email

g Uzer Directary

= Address Book

Bl Personal Information
& Browse MBC Archives
i= MBC Archives Playlist

2. Onthe Users page, use the following parameters to search for users, or click Go to list all users:
o Username
o First Name
e Last Name
o Emall
e Contains
e Equalto
o Starts with
3. Type a name or keyword in the text box.
4. Click Go.

Users

(2) 3 @

Search String Ussrnama. E] [Séts mﬁ_h_a |ccasp3r ] Ga

Fir st Last Worl

b

1]
=

i

Usearnanme Emuail Acldres Additional Comtact Information
Hlame Hlame — — Information
Christapher  Casper teasper ceasperfmmyschool edu City: Mabile Phone:
Minnesota FE - 214 675 2448 O
Country: LISA

Screen Readers

Blackboard Learn has created a Screen Reader Tutorial to provide users who access the application through a
screen reader with information to help them use the system successfully.

To view the tutorial, see the Blackboard Learn Screen Reader Tutorial.

Language Packs

Language Packs present Blackboard Learn using language and cultural norms matched to different audiences.
Language Packs are defined at the system level, the course level, and at the user level.
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Blackboard Learn Environment > Language Packs

At the system level, the administrator defines one language pack as the system default. This is the language
that appears when no other language packs are specified at the course level or at the user level.

At the course level, the instructor can set a language pack and enforce it. When a language pack is enforced, all
users see that language pack. If the language pack is not enforced, and a user has a preferred language pack
associated with their account, the user’s language pack preference overrides the course language pack.

At the user level, individuals may select their preferred language pack.

How to Set a Language Pack Preference

1. Click the My Places link at the top of the page.

2. Onthe My Places page, select Personal Information. You can also access Personal
Information from the Tools panel.

S rij] Tony Brown | e My Places @& Home B Help s - Logout
Your Institution

UNIVERSITY MY Places

My Institution Courses

My Courses

» Earth Svelam Science - Sac 2
. Doeanoars 101

My Preferences

» Personal Information e
. Edit Motification Settings

. Motifications Dashboard

3. Onthe Personal Information page, select Change Personal Settings.

Blackboard Learn Release 9.1 - Help for Students - Page 24
© 2012 Blackboard Inc. Proprietary and Confidential. U.S. Patent No. 6,988, 138. Additional Patents Pending.



Blackboard Learn Environment > Language Packs

;—:,@ Personal Information

A

» Edit Personal Information
» Change Password
» Personalize My Places

» Change Personal Settings 9

» Set Privacy Options

4. Onthe Change Personal Settings page, select a language pack from the drop-down list.
5. Click Submit.

|f-..:: -"il Change Personal Settings

SN Submit |

1. Text Editor On or Off
Sel Avatlabiiity @on O Oor

2. Select Language Pack
User Language Patk | System Default v| 4-

3. Select Page Instructions Option
Show all page instructions () Yes &) No

Cancel

Spell Check and Language Packs

The Spell Check tool supports English (United States), English (Great Britain), French, and Spanish. The Spell
Check tool does not work with other language packs. If Spell Check does not recognize the language pack it
uses a supported dictionary.
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Blackboard Learn Environment > Accessibility

Accessibility

Blackboard is committed to ensuring that the platform is usable and accessible. The code and user interface
design techniques are continually audited to ensure the application is usable by everyone, to the greatest extent
possible, regardless of age, ability, or situation.

Blackboard measures and evaluates accessibility levels using two sets of standards: Section 508 of the
Rehabilitation Act issued from the United States federal government and the Web Content Accessibility
Guidelines (WCAG 2.0) issued by the World Wide Web Consortium (W3C). Audits of our software releases are
conducted by a third party to ensure the accessibility of the products. For Blackboard Learn 9.1's conformance
with the accessibility standards under Section 508 of the Rehabilitation Act using the Voluntary Product
Accessibility Template® (VPAT®) tool, see the VPAT for Blackboard Learn Release 9.1.

To learn more about Blackboard’s commitment to accessibility, see http://www.blackboard.com/accessibility.

About the Structure of Blackboard Learn Pages

A logical heading structure was put in place to properly structure the page and allow users to navigate using
headings. Headings are used consistently throughout the application giving users the ability to quickly
understand the structure of any page in the application and move to the appropriate section of the page or
content item quickly and easily.

As is required, a single H1 is provided to identify the page the user is looking at. In Blackboard Learn, the page
title (example “Course Documents”) is always the H1.

H2 headings are used to delineate major sections of a page. These headings are generally hidden and allow
screen reader users to skip directly to each major page section. For example, a Course page has two H2
headings: one for the Course Menu and one for the main content located immediately above the action bar on
the content page.

H3 headings are typically used as the title of content items or key content elements on a page. For example,
the title of an assignment on a “Course Documents” page is an H3 so the user can easily find it.

Note: Toreduce the visual clutter on a page, a number of elements are hidden until they receive either mouse
or keyboard focus. After focus is given, these elements become active and follow typical keyboard interaction
models.

About Keyboard Navigation

Industry standard keyboard interactions are used throughout Blackboard Learn to move between menus, open
menus and select items within a menu. Keyboard navigation patterns may differ between browsers (Internet
Explorer, Firefox, Safari, Chrome), but the interactions within any particular browser are common and
consistent.

Note: If you are using a Mac with Firefox or Safari and are having difficulty navigating using your keyboard you
may need to review and update your operating system and browser settings to ensure they are properly
configured for keyboard navigation. To learn more, see:

o Firefox setup

o Firefox keyboard navigation tips

e Mac general setup

Accessibility Training Resources
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Blackboard Learn Environment > Accessibility

Universal Design and Accessibility for Online Learning Enroliment

If you would like guidance in building courses that are accessible or learning more about technology and
accessibility, we encourage you to enroll in our free self-paced course, Universal Design and Accessibility
for Online Learning, available through CourseSites. Click Self-Enroll.
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Your Personal Blackboard > About My Blackboard

Your Personal Blackboard

This section includes the following topics:

About My Blackboard

Everything you need for your Blackboard experience is in one convenient location. My Blackboard provides
you with quick and easy access to critical and timely information regarding your school, courses, and fellow
classmates. From My Blackboard you can view how you are doing in each of the courses you are enrolled in,
see grades, be reminded of assignments that are due, and much more. My Blackboard also allows you to edit
your personal information and settings.

Note: Your school may not allow you to change your personal information, password, or settings through
Blackboard Learn. Because Blackboard Learn often shares data with other systems on campus, such as the
registrar's office, it may be necessary to ensure that your information is the same everywhere. In this case,
your school will have a different way to change your information. To learn more, please contact your school.

[h Bruce Lopez 11

Q Access your courses, organizations, school links, and personal settings.
® Open tools to view course activity, your calendar, grades and more.

(@ Receive notifications of new activity.

My Blackboard Tools
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Your Personal Blackboard > Edit Personal Information and Settings

Tools Description

Bb Home: The Bb Home gives you an overview of the items that are due and have recently been graded.
Move your cursor over View to reveal your grade. The Bb Home displays the five most recent activities
relevant to you.

B

My Calendar: Review everything you have due and be reminded of when you need to complete it.

B

Posts: This page displays the latest posts in the courses and organizations you are enrolled in and follow.
For example, you can see when a classmate submits a blog postin your course.

=

Updates: Review a list of notifications alerting you to important events and information. For example, you
can see when an assignment has been graded. To learn more, see About the Updates Page.

My Grades: View your grades for each assignment, test, or activity in all of your courses. Sort the grades by
date or course. To learn more, see My Gradesand How to View My Grades From My Blackboard.

Home

Help

Additional My Blackboard Tools Your School May or May Not Turn On

If you do not see any of these tools, your school has not turned them on.

Tools Description

Profile: A profile enables you to define your personal identity to share with those in your academic network.
D This icon image is replaced when your avatar is updated. To learn more, see About Profiles.

People: Find and interact with peers, classmates and instructors. To learn more, see About the People
Page.

Edit Personal Information and Settings

You can edit your personal information and settings from My Blackboard.
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Your Personal Blackboard > Edit Personal Information and Settings

(0

#, Chris Casper 14 4

Settings

Change Text Size

High Contrast Setting

Personal Information
Edit Motification Settings
Motifications Dashboard

_____________.‘

Note: Your school may not allow you to change your personal information, password, or settings through
Blackboard Learn.Because Blackboard Learn often shares data with other systems on campus, such
as the registrar's office, it may be necessary to ensure that your information is the same everywhere. In this
case, your school will have a different way to change your information. To learn more, please contact your
school.

How to Edit Personal Information

You can edit the information that appears in your account profile on the Edit Personal Information page.
Changes made on this page are reflected throughout Blackboard Learn. For example, if you change your last
name, the new last name appears in all courses you are enrolled in. Most of the personal information is optional.

1. Click the My Blackboard link at the top of the page.

2. Click Settings and select Personal Information. You can also access Personal Information on
the Tools panel.

3. Onthe Personal Information page, select Edit Personal Information.
4. Onthe Edit Personal Information page, make changes to the appropriate fields.

Note: Your school may not allow you to change your personal information through Blackboard
Learn. Because Blackboard Learn often shares data with other systems on campus, such as
the registrar's office, it may be necessary to ensure that your information is the same everywhere.
In this case, your school will have a different way to change your information. To learn more, please
contact your school.

5. Click Submit.

How to Change Your Password

Blackboard recommends that you change your password periodically to ensure security. Do not use common
personal information as your password, such as your name.
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Your Personal Blackboard > Edit Personal Information and Settings

Click the My Blackboard link at the top of the page.

Click Settings and select Personal Information. You can also access Personal Information on
the Tools panel.

On the Personal Information page, select Change Password.

On the Change Password page, type a new password for the account. The password must be at
least one character and contain no spaces.

5. Type the password again to ensure accuracy.

Click Submit.

Note: Your school may not allow you to change your password through Blackboard Learn.
Because Blackboard Learn often shares data with other systems on campus, such as the
registrar's office, it may be necessary to ensure that your information is the same everywhere. In
this case, your school will have a different way to change your information. To learn more, please
contact your school.

How to Personalize My Settings

You can upload an avatar that can be used to represent you throughout the system.

1.
2.

Click the My Blackboard link at the top of the page.

Click Settings and select Personal Information. You can also access Personal Information on
the Tools panel.

On the Personal Information page, select Personalize My Settings.

On the Personalize My Settings page, you can add or change your personal avatar. Avatar
images should be no larger than 150 pixels by 150 pixels. Select Use custom avatar image.

Click Browse My Computer.
Select the avatar image file and click Open.

7. You candisplay links to the courses that you are enrolled in My Blackboard. Select My Courses.

Result

To limit the list to the most recently visited courses, type a number in the Show only courses
visited since: days field.

Click Submit.

Your personal avatar appears in My Blackboard, blogs, journals, and within Notifications Modules (including
What's New, Needs Attention, To Do, and Alerts).

If your school has enabled profiles, you may also upload an avatar there. If you upload different avatars in
Personalize My Settings and your profile, the avatar uploaded in your profile overrides any other avatar
wherever it appears in your courses.

Note: Your school may not allow you to add an avatarto Blackboard Learn. Tolearn more, please contact
your school.

How to Change Personal Settings

The Change Personal Settings function allows you to manage the Content Editor, Language Pack, and the
display of page instructions throughout the system.
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Click the My Blackboard link at the top of the page.

2. Click Settings and select Personal Information. You can also access Personal Information on
the Tools panel.

3. Onthe Personal Information page, select Change Personal Settings.

4. Onthe Change Personal Settings page, click On to enable the Text Editor, which allows you to
create content through a simple editor when you enter content in text boxes throughout Blackboard
Learn.

5. Select a User Language Pack from the drop-down list that is localized to your culture or accept
the default.

6. Todisplay page instructions for every page, click Yes. Page instructions are brief explanations of
the features of a particular page. On some pages, there are links to More Help that opens a new
window with additional steps on using the feature you are viewing.

7. Click Submit.

How to Set Privacy Options

Privacy Options allows you to choose the information you would like to make publicly available. This
information appears in Rosters and Group pages. You may also select to make this information available in the
User Directory. If an email address is not available it does not appear in the Roster, Group pages, User
Directory, the Collaboration tool or in any other part of the application.

Note: If your school has turned profiles and the people tool on, you can set privacy settings within your profile.
The privacy settings in your personal profile set how your profile appears in the people tool. Use the Set
Privacy Options under Settings to set what information you would like to appear throughout your courses.

Click the My Blackboard link at the top of the page.

2. Click Settings and select Personal Information. You can also access Personal Information on
the Tools panel.

On the Personal Information page, select Set Privacy Options.

On the Set Privacy Options page, select the appropriate check boxes to make personal
information visible to other Blackboard users.

To list your profile information in the user directory, select the check box.

To prevent other course members from contacting you by email, select the email option check box.
To prevent your name from being displayed in the course roster, select the check box.

Click Submit.

® N o O

Related Tutorials [g Editing Your Personal Information (Flash movie | 1m58s | 3,429 KB) | ﬁ Changing Your
Password (Flash movie| 1m 32s | 3,117 KB) | Iﬁ Setting Your Privacy Options (Flash movie | 2m 09s | 3,709 KB)

About Profiles

A profile is not the same as your user account. A user account is a reflection of your student registration
information at your school. You can edit your user account information by editing your personal information. To
learn more, see Edit Personal Information and Settings.

A profile is a reflection of how you want to present yourself to your peers, classmates, and instructors. In your
Blackboard profile you decide what you want to be called, what your academic interests are, and anything else
you want to share with other users.

Access your profile through My Blackboard. Click Edit My Profile to begin creating your profile.
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http://ondemand.blackboard.com/r91/movies/bb91_student_set_privacy_options.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_set_privacy_options.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_set_privacy_options.htm

Your Personal Blackboard > About Profiles

Note: If you do not see a profile, your school has not turned it on.

’ ‘ Edit My Blackboard Profile Cancel

Indicabes a requined fieid
Start with information from... Privacy Options

Anyone in your courses can view your profile card within the

!’j course (unless your stalus is Hidden). These privacy settings

control who can search and browsa for you on the Peopls page.

eam mane about profile prmacy settings

Cathy Chu e

y - @ My School (recommended)

Science, Astronomy, Astrophysics ﬁ Change Plcture [ twarit to share my profile with others at my school.

S = * ) Private

i 4 How do you want your name displayed In your profile? I only want to share my profile with my clossmates.
Cathy Chu

) Hidden
What are you studying? I'do not want to share my profile.
Science, Astronomy, Astrophysics
What would you like to share about yoursalf?

|t thelr pardult of thall dist place of the uhkensal
peuczrd

Office Houra: MW F 2-00PK-3:000
T & T 10:00AM-12:00PM

Contact Information

% Primary Email

alicd arril o dedeg suefoaed dn o rdae v

About Profile Avatars

Put a face to the name. You can upload an avatar that can be used to represent you throughout the system.

Your personal avatar is displayed in the page header, People tool, Blogs, Journals, Discussion Boards, Wikis,
Roster, and within Notifications Modules (including What's New, Needs Attention, To Do, and Alerts). To learn
more, see About the People Page.

Note: The image you upload as an avatar to your user profile overwrites any other avatar images you have with
your user account. To learn more about avatars in your user account, see How to Personalize My Settings.

About Profile Privacy Settings

The privacy settings in your personal profile set how your profile appears in My Blackboard. Reach each
option on the Edit My Profile page carefully to set users who can view your profile.

o My School (recommended): If you select this option, anybody at your school can find and view you
on the People page. They do not have to be enrolled in the same course or organization as you. Your
name and avatar appear throughout your courses and users can view a preview of your profile from
there.

o Private: If you select this option, only users who are enrolled in the same course or organization as
you can find and view you on the People page. Your name and avatar appear throughout your
courses and users can view a preview of your profile from there.

o Hidden: If you select this option, no users can find and view you on the People page. Your name and
avatar appear throughout your courses but users cannot view a preview of your profile from there.

Use the Set Privacy Options under Settings to set what information you would like to appear throughout your
courses. To learn more about the privacy settings in Settings, see How to Set Privacy Options.
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Finding and Viewing User Profiles

You can now find and interact with anyone with a user profile.

e From your course: Find out who is also enrolled in your course by visiting your course Roster and
class contributions to Blogs, Journals, Discussion Boards, and Wikis.

e From the People page. To learn more, see About the People Page.

Previews of the profiles are available when you place your mouse cursor over a user’s avatar. Click View
Profile to view the full profile and interact with them.

Note: You cannot view the profile of users who have set their profile to hidden or private, if you are not enrolled
in the same course or organization they are.

About the People Page

The People page is a single location where you can find anyone with a user profile.

Note: If you do not see a People page, your school has not turned it on.

People Astronomy (11)

Blackboard University

——o0 O 1 N & i

Q Astronomy Ashby Cooper Bruce Lopez Cathy Chu hris Casper Manica Gonzales

Introguction to Biology o
=
F‘ ! Henry Wagner Y

L)
Sclence, Ecalogy g

ko Jamd : Sandra Scoft Ty Brown

E
A

Mel Wang

S e

Q Browse for users at your school and in your courses.
(® View users you have already made a connection with.
@ Preview a user’s profile by moving your mouse cursor over their avatar and showing their profile card.

®) Search for specific users.

About the Updates Page

From the Updates page you can see all notifications for every course and organization you are enrolled in. To
learn more about notifications, see About Notifications..
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N .0

'§}§= @ Astronomy
Intreduction to Biology

=

3

D)

Your Personal Blackboard > Reporting Inappropriate Content

Al @
Attormpt Grade of Offine Assignment Upcdated E

17.days ogo
x
In infrodiuction to Biology
Open
FReading Review Overdue Dismiss 18 days ago
In introduction to Biology
Course Introduction to Biokegy Avalable 54 days ago
In introduction to Biology
Course Astronomy Available 61 days ago

In Astronomy

@ Browse all notifications..
@ View notifications by course.
Q Open the notification context menu to take action.

@ Select the notification type you want to show.

Reporting Inappropriate Content

You can report abuse of the tools in My Blackboard by other users. When a user is reported, your school
reviews the content and user reported and takes action according to their policies and rules for online safety.

Note: Reporting content is done anonymously. The user being reported will never know who reported them.

From the user’s profile or profile card, click the flag. Provide the required information and submit the report.

N ’ Henry Wagner
{‘h Scf
- cience, Ecology

Tk
u ‘ "Writers fish for the right words like

fishermen fish for, um, whatever those
aquatic creatures with fins and gills are
A called. " — Jarod...

MO

Other Tools for Addressing Abuse

It is possible that you may find some content you find abusive that does not meet the criteria for the user being
removed or blocked by your school. For this reason, other tools are available to give you more control over what

you see.

¢ Block: You can block individual users. You will no longer show up in the blocked person's network,
and the blocked person will no longer show up in your network. Your profile updates won't show up in
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the blocked person's My Blackboard stream, and the blocked person's profile updates won't show up
in your My Blackboard stream. The blocked person will not be able to follow you. The blocked person
will not be able to send you direct messages. If you decide to block this person, you can unblock
them later.

Unfollow: You can stop following a user who you follow. The person’s profile updates won’'t show up
in your My Blackboard stream.
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Tabs and Modules

My Institution Tab

The My Institution tab contains tools and content. Several modules include content pulled from courses
specific to each user. Remember that the Blackboard administrator at your school can rename tabs. The
Institution tab is a type of Module Page that contains Modules that you select from a list. A Module can be a
tool, such as a calculator, or it can display dynamic information such as grades, alerts, and announcements.

You can personalize the content and layout of the My Institution tab. The options you set are the default
settings that appear each time you login. While you can choose which modules appear, the Blackboard
administrator at your school may restrict or require modules.

In some instances, you may have access to several tabs that contain modules. These additional tabs include
the same features for customizing the content and layout of modules.

o MyPlaces & Home [ Help = Lopout

Add Module o

Teos A8

@ Personalize Page %4

@ Annoyncermants Mo Insbiufion Announcements have been posted in Courses in which you are enrolled:
» @ Saisadar itsbeasddiniia LI Earth System Scisnce

EH&E’E Eaith Syatom Sclence Announcemenis

&' My Orades * Mentors Avallabl

= Send Email * Mentors Avallable i .

o User Direttory Oceanography 101 1 Dceanoag aplry 101

=9 Address Book * Project Topics Due Annoyncemeants

B Personal Information v ’ * Project Topics Due

B

My Calendar My Tasks
00 AM - 1000 AM on 12610; My Tashs:
gmm":“m pematter sohodule Earth System Scienca:
Sign yp for groyp project
00 P - 11:00 PM on 12710
clﬂlﬂl 1 r |JL'¢.I|1DI_]IJ|Irl',' 191
» Einal Exam
moee caendar avents.. » T i Togi
h Ingind
i hat R ]

more tasks

Q Tools: The Tools panel is the area that contains tools to manage information and communicate with other
users.

@ Module: Modules contain links that allow you to view information and navigate to your courses. The

Blackboard administrator at your school determines what default modules will appear on the My Institution
tab, so you may see different items.

@ Add Module: Select modules to appear on the My Institution page.

@ Personalize Page: The Personalize Page function allows you to change the color scheme of your page.

Exploring the Tools Panel

The Blackboard administrator at your school determines which Tools appear in the panel on the My Institution
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tab, so you may see different items.

L L

@ Announcements

& Calendar

& Tasks

B My Grades

B Send Email

&l Lser Directory

& Address Book

Bl Personal Information

e Announcements: Use this tool to view important information, reminders, or updates posted by your
instructor. For example, your instructor can use announcements to provide corrections and
clarifications of materials, assignment due dates or exam schedules, or reminders or helpful tips.

o Calendar: View the Calendar to see events that your instructor has added. You can also post private
or personal events in the calendar.

o Tasks: Add personal tasks using the Tasks tool. You can also use this tool to keep track of work that
must be completed..

o My Grades: The My Grades page shows the status of gradable items such as tests, assignments,
journal, and blog entries, and Discussion Board posts.

¢ Send Email: Send email messages to other course members' external email addresses.

¢ User Directory: The User Directory lists users within Blackboard Learn. Users only appear in the
User Directory if they indicate that they want to be included on the Set Privacy Options page.

e Address Book: Store contact information in the address book. The address book is empty until you
create contacts. You must create a profile for anyone you want to add to your address book even if
the contact is a Blackboard Learn user.

o Personal Information: Use the Personal Information link to access and edit the same personal
information found in the My Places link in the header.

Exploring the Modules

The My Institution tab contains modules. A Module can be a tool, such as a calculator, or it can display
dynamic information such as grades, alerts, and announcements. Modules allow you to view information such
as events, announcements, and a list of your courses. Administrators can also present more advanced
modules, such as news channels or tools using the Content Collection. Modules contain links that allow you to
navigate to areas in your courses. The Blackboard administrator at your school can rename modules and
determine which will appear when you log in to your course for the first time.
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Mo Institution Announcements have been Courses in which you are enrolled:

posted inthe last ¥ days. (1 Earth System Science

Earth System Science Announcements:
* Mentors Availahle

* Mentors Available

Geeancgraphy 101 [ Oceanoaraphy 1011

* Project Topics Due Announcements:
* Project Topics Due

more announcements. ..

My Calendar # EE W My Tasks D (=] x

9:00 AM - 10:00 AM on 12/6/10: My Tasks:

Adhvisor Meeting

9:00 Determine next semester schedule Earth System Science:

» Bign up for group project

9:00 PM - 11:00 PM on 127 /10:

. Oceanography 101:
Check out the Discovery Channel graphy

» Final Exam

more calendar events. .. > Term Paper Topic

» Brhedule Individual Chat Sessions
» Qptional Chat Review Session

more tasks...

Q My Announcements: The My Announcements module displays announcements from all courses in

which you are enrolled, as well as school-wide announcements. It can also contain announcements from your
school’s administrator. Announcements communicate important, time-sensitive information. When you click an
announcement link, you are taken to the main Announcements page.

@ My Courses: The My Courses module lists all the courses to which you have access. The list of courses
should update based on the courses you are currently enrolled in.

O My Calendar: The My Calendar module displays calendar dates for courses in which you are enrolled and
any personal events you have added.

(® My Tasks: The My Tasks module lists tasks for all courses in which you are enrolled.

Next Steps

Personalize the placement, color, and selection of modules that appear on the My Institution or Notifications
Dashboard tabs. To learn more, see Customizing Tab Modules. View updates for a course in a module. To
learn more, see Common Notification Modules.

Courses Tab

The Courses tab contains tools and content. Several modules include information pulled from courses specific
to each user. Remember that the Blackboard administrator at your school can rename tabs.

About Course Enrollments
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Course enrollments are handled by your school. If you are enrolled in a course but do not see it in the course
list, or if you are enrolled in the incorrect course, contact your school's computing help desk for assistance.

You cannot delete old or unwanted courses, but you can hide them from view.
Follow these steps to hide courses in the Course List module.

Note: Your school controls all options in Blackboard Learn, including whether you can customize modules. If
you are unable to complete the steps, contact your school's computing help desk for assistance.

1. Click the Manage Course List Module Settings icon in the Course List module's heading.

Courzes in which you are enrolled:

[l earth sys sci: Earth System Science
Instructor: Cathy Chu;

[l ocean 101: Introduction to Oceanoqraphy
Instructor: Cathy Chu;

[ tchw 101: Technical VWriting
Instructor: Tom Stenson;

2. Locate the row for the course you would like to hide and clear the check box in the Course Name
column.

3. Ensure all check marks are cleared in that course's row.

“i\?’] Personalize: Course List

e | TN

Courses in which you are enrolied:

"
earih_sys_sci: Farth # ; 1 o
System Science

ocemn_101: o L 1 &
Imroduction o

Doeanography
tehw_100: Technical | 7
Wriling

s

g

tehw_1040: Technical— |
Wriling 4

4. Repeat for any other courses you would like to hide.
5. Click Submit.

Note: If you would like to hide courses in a module on another tab, such as the My Courses module on the My
Institution tab, you can follow these instructions for those modules.
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About the Courses Tab

Cowrses in which you are enralled:;

(o eart : Eatl
Instructar Cathy Chi;, Gathy Ghu

0L A01: Gceanograply 101
Instructor Cathy Chu

B

[ Child and Family Studles

[ College ofAns and Sclences
i |
[ school of srchitechue

(3 2chool of Education
Browse Gourse Catalog

Q Course Search: You can search for a course, and if allowed, preview the course. Type a keyword or text
string in the text box, click Go, and the results appears on the Browse Course Catalog page.

Qceanography | Go

—
Bro Course Catalog

Search Catalog CWISE[ Marme

||| containg  +|[oceanography |

AND Creation Dabel Before « ||1 2 412010

Browse Categaries

Child and Family Studies College of Ards and Sciences (3)
School of Architecture  Sehool of Education

Selecl a calegony to s28 only courses belanging 1o thal category

@ Go
Collene of Engingering and Computer Science

Course ID % Course llame Instructor aimes Descripticn Texilioalk:
Qeceanoaraphy Infroduction to Qceanoaraphy  Cathy Ghu, Innodata Innodata, iew
Blackboard Administratar Teddhooks
fach Introduction to Oceanography  Cathy Chu, Innodata innodata, Wiew
Blackhoard Administrator Teudbooks
Dcean 104 Sec MW Intraduction to Oceanoegraphy  Blackboard Administratar, Cathy Wiew
Chu Tenhooks
ngg 101 Introduction to Oceanography  Tom Stenson
(Materials Dema)
QC 101 get 2 Introduction to Cceanograply  Tom Stenson, Cathy Chu
{Materials Dema)
training indro_fammy workspace Introduction to Oceanography  Tammy Mewman
{Tarnrmy's Workspace)
o 10 Creanography 101 Cathy Chu Beth's course for
making movies.

@ Course List: From the list, you can access any course you are enrolled in or teaching. For example, if you

are a student in two courses and a Teaching Assistant in one course, your course list will be divided into the
courses you are enrolled in and the courses in which you are a TA.

(® Course Catalog: You can search the catalog for courses or organizations. Select a category link or click

Browse Course Catalog to begin your search. On the Browse Course Catalog page, you can narrow your
search by course name, ID, description, orinstructor. Type a keyword or text string in the box, click Go, and

the results appear.
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‘Course Catalog -
£ child and Family Studies

EJ Collene of Ars and Stiences
B College of Engineering and Computer

Science
CI School of Architecture

f_—_l School of Education

| Browse Course Catalog || -
= %

\

l,
E ‘7] Browse Course Catalog

Search Catalog l3'3"-"5“-‘| Mame

v || Containg  » ![eaﬂh

Child and Family Studies College of Als and Sciences (3)
School of Architecture  School of Education

Oy S Instructor

Cowsel . 05

e Hame

cHpion

AND Creation Date| Before + [[121472010 | @[ co |
Browse Categories
Selecta calegory 1o See only courses belonging 1o that category

College of Engineering and Computer Science

egarth svs scl 2 Earth System Cathy Chu
Science - Sec
2

The study of the whole Earth a5 a system of many Interacting parts
including the solar system; the Earlh's internal systems and
landforms; ocean, atmospheric and climatic systems, and global

ecosysterns. This course investigates the interactions among the
atmosphere, ocean, ice, solid-Earth and biological systems.

If your school licenses community engagement, the organization catalog lists all organizations in categories,
such as organization type or semester availability.

Guests are able to browse the catalog and preview courses. Guests do not have access to the entire course.
Instructors determine whether users are allowed to preview a course prior to enrollment.

Note: The Blackboard administrator at your school may choose to use a different catalog or no catalog at all.

Customizing Tab Modules

You can personalize the placement, color, and selection of modules that appear on the My Institution or
Notifications Dashboard tabs. The Notifications Dashboard tab appears only if your school licenses
community engagement.

How to Customize Module Layout

You can reorder the modules on any tab using the drag-and-drop function or the Keyboard Accessible
Reordering tool.
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Using the Drag-and-Drop Function

1. Click and hold the header of a module to move it to a new location. The module is surrounded by a
dashed line as it is moved.

2. Release the module to place it in its new location.

BT  —
Add Module

Parsonalize Pag_e T
My Courses &
No insBSuion Arnouncements have been pasled in the las! Couwrads in mhich you are enielled;
L (i) Eauty Syestesn Science
Laiil System Science h‘-l;_' wmiprds
i Ml
* Mentirs Availabie o Aunhatle
Do anograpiy 181 () Do ol ey 101
' Project Topics Dus ARRGUSE BT RS
Pe T
0D BIOTCE ojec] Topics Doe
‘_ Wy Tasks oo
To00 A - B0 P o 120161 My Tashs:
perst Spaabos in Chat
;‘HI‘::IME L Farth System Sciames:
+ Bign b ioe g
See the Sylabuz for more Nformedion and requirements
Oceanognaphy 181
K annssssnmann s s o) | » FlstEam
+ Tarm Papsr Topec
» b
+ Optional Chat Review Session
i lasks

Mo Ingbbvion Announamants e bean posiod in he |asl
T dass

Earth Systam Sclance
Waniors Aailably
Dgaanagi aphy 101
Progect Topies Due
MFE AUNCEenl S

700 P'M - 8230 P on
1280

TRACT time

Sk e Sylakt 100 mirs
infcrmation and
regremenlE .

OE Calanhd sl

Using the Keyboard Accessible Reordering Tool

The Keyboard Accessible Reordering tool provides users with an alternative method to reorder items. The

tool appears on the Action Bar wherever content can be reordered, such as on a module page, a content page,

or the Course Menu.

1. Onthe Action Bar, click to access the pop-up Reorder: Modules window.

2. Select one of the modules.

3. Use the up and down arrow icons to move the module to a new position in a column list.

-OR-

Use the right and left pointing arrows to move module between columns.
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4. Click Submit.
5. Click OK.

Parsonakze Page T4

[vamouncemens > =

Cotmn 1 Comn 2 Column 3
! il AN - h ]
Ho Insiibufian Announcen: ;r:‘ia ‘a're bean pesbed in the last Toals oy A unce Wy C e
e < <] | My Tasks

Eaith Syatam Science

' Mentors Avallable

Goeancgraphy 101 Al [+ A [w

¥ Project Topics Due

Cancal Subnit

My Tasks =0
T00 P - B0 PR on 121610 Ky Tasks:

Guest Speaker in Chat " - f
7 PMCT Bme, Earth Syslen Selenes:
* Sign yp for oroup prajec]

Desanography 181

See the Syllabus for more Information ard requirements

more Caendar events

more baaks

How to Personalize the Page

1. Access the My Institution tab or another tab containing modules.
2. Click Personalize Page in the top right-hand corner.

o, My Pimcas i o E (2 "- Logod

e Personalize Page | T

i ANNOUREEMANY Mo Instiflion Anneuncements have been posied in Courses in whith you are snrolled:
» 1 tna last T da -
& Calandar il 0 Givdocny

3. Onthe Personalize page, select a color scheme from the Color Palette Library.
4. Click Submit.
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% personalize: My Institution e

concel . [ ETEN
1. Personalize Theme

Current Salection;
Page Title

The text goes hera. 9
. /

(Current Sysbern Theme)

= Color Palette Library
i~
Fage Page Title
The tedd goes here The fend goes hare,
| Module texi | Moduie fext
Deser Fall
Page Title Page Title
Tha texd goes hare. The lext goes heare.
Medule Title
Module fexd Moduis fexd
Forest Lime

<

How to Add a Module

Access the My Institution tab or another tab containing modules.

Click Add Module on the upper left-hand corner.

- Wy Fisces

i Home ] Help = Logou

Personalize Page m

M’ Announcements

Mo Insiiution Announcements have been posied in Courses ih which you are entollad:

the lasi T days (L Bl lospy

On the Add Module page, select the modules to appear on the tab. Options that are disabled have
been set by the Blackboard administrator at your school and cannot be changed.

Click Submit.
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% Add Module

Cance m
3

] Mleris
Displays notifications of past due and early waming items for all the courses relevant to the user. For notices to begin appearing, Molification

Collection must be enabled. Click Motifications under Tools and Utilities on the Systern Admin Panel o enable Nolification Collaclion
] Course Catalog
Displays the top-level categones of the Course Catalog and selected secondary categonies

D Course Creation Wizand
Allowrs users bo create courses using & step-by-step process,

D Courses: Cuck Ve
Displays courses inwhich the user is enrolled.

My Announcements
Dizplays announcements relevant bo the ugar,

Wy Calendar
Displays calendar events ralevant bo the user.

My Courses
Displays courzes inwhich the user is ensolled along with course announcements, calendar snenis, and asks.

] Wy Tasks
Displays tasks relevant 1o the user.

[[] MBC African American History
Displays Arican American History video content from NBC.

[[] NBC Archive Content
Allovses an Instrucior 1o select @ Cug Cand Tor displaying in their course home page.

[[] NBC Businezs And Finance
Displays Business and Finance video content from NBC.

[[1 NBC Health And Wellness
Displays Health and Welliness video confent from NBIC,

[ NBC InThe News
Displays In The News video content from NEC

[[] MBC Language Arts
Displays Language Arts video content from MBC.

[0 NBC Quidget
Displays an interactive NBC quiz

[[] NBC Stience
Displays Science video content from MBC

] NBC Social Sludies
Displays Social Sudies video confent from MNBC.

] NBC LS. Hislory
Displays LS. Histary video content fram MBC.

[[] MBC YWomen's Histony
Digplays Women's Hislory video content from NBC.

[[] Meeds Afiention

Displays items in 4l the courses inwhich the user is anrolled that require attention. For Motices 1o bagin appearing, Nolificalion Callection
must be enabled. Click Motifications under Tools and Utilities on the Systern Admin Panel o enable Nofification Collection,

] On Demand Help and Laaming Catalog

Displays an easy way 1o access the On Demand Help and Leaming Calaleg,

] Report Card
Displays the user's grades.

[# ToDo
Displays the status (Past Due/Due) of rélevant course work and t3sks. For nolices 1o bagin appearing, Mofification Collection must be
enabled. Click Nofifications under Tools and Liilites on the System Admin Panel to enable Motification Collection

What's Mew

Displays a list of new Hems in all relevand courses. For notices fo beain appeanng, Notflcabon Collection must be enabled. Click
Matifications under Taols and Lililities on the System Admin Panel 1o enable Molification Collection.

Submit
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Next Steps

You can edit, minimize, display in a separate window, and remove modules from a tab area. To learn more, see
Working With Modules.

Working With Modules

Modules can be minimized, displayed in a separate window, or removed. Modules can be removed only if you
have the option to do so. Some modules are required to display.

Editing Module Content

Click the Manage Module Settings icon located at the top of each module to edit the information for that
specific module.

My Calendar

@00 PM - 11:00 PM on 12/710:
Check ot the Discovery Channel

mare calendar events...

Minimizing a Module

Click the minimize (-) icon located at the top of each module to minimize a module.

My Calendar

900 PM - 11:00 PM on 12/7/10:
Check ot the Discovery Channel

mare calendar events...

Opening a Module in a New Window

Click the dual-window icon located at the top of each module to open it in a separate window. If the icon does
not appear, then this option is not available for that module.
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Removing a Module

Click the remove icon (X) located at the top of each module to remove the module. Click Remove and a
confirmation receipt appears when the process is complete. Removing a module does not mean deleting it. You
can restore deleted modules by using the Add Module function. Modules that do not have a remove icon are
required and cannot be removed.

My Calendar

9:00 PM - 11:00 PM on 12710:
Check out the Discovery Channel

more calendar events...

Accessing Information in a Module

Click the link in the module window to display the information that you want to view. Information may display in
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the same tab, in a separate window, or the link may direct you to another tab in Blackboard Learn.

i ik SYSTEM  COURSES 3 ORGAMZATIONS VEWALL |
posted i he e
B
Earth System Sclence .;fg,] Announcements
Montors Awailabie . y
Oeceanography 101 - "
ey |- Oceanograghy 101 | | Go
Project Topics Due Caliry Chu
o, Trursdey,
T—— Tf usl & frigndly remindar hal you rmust subimil vour projecd requesis by Friday, or youll be ass ignad atopic.  December 3, 2000
First Assignment
Brsstkbodrd Adidand sAraton
Vour firsi assignrment k5 now due bwo weeks from feday Surday, August
3, 009
Exam Schedule
Biackboard Adiminisinabor
Fleass nobe hat 1he ecam schedule for 1his colrss - including midterms and final - sl bs sent oul e Surclay, Auguest
ok Iyou dond rkcaned an email by ned Thursday phéase notily ma 23,2009

Notifications

From My Blackboard, you can manage notification settings for all of the courses and organizations you are
enrolled in. The Notification System is a framework for the delivery of notifications to Blackboard Learn users.
When an event occurs in the system (such as an assignment being created, submitting a survey, or an overdue
test), the Notification System informs you of what you need (and want) to know using one or more of available
notification methods.

The first and most important thing you need to understand about this system is that all enabled notifications are
generated automatically whenever their associated event occurs. For example, when your instructor creates an
assignment and makes it available, the system automatically creates the appropriate notifications.

The notifications are delivered:

¢ Inthe Notification Dashboards found on the home page of each course and My Institution, if your
school licenses community engagement. To learn more, see About Notifications Dashboard.

¢ Onthe Updates page found in My Blackboard. To learn more, see About the Updates Page.
e By email, or on your mobile device.
If allowed by the Blackboard administrator at your school, you can choose which items you want to be notified

about and specify settings for each item. Notifications for specific tools and features can be delivered on your
Blackboard Learn Institution dashboard, by email, or on your mobile device.

WARNING! If the Blackboard administrator at your school has defined the notification settings, those
settings will take precedence over your settings.

Exploring the Notifications Settings

From the My Blackboard menu under Settings, click Edit Notifications Settings to display the Edit
Notifications Settings page.
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‘\Eu | Edit Notification Settings
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* Edit General Settings 6 Bulk Edit Notification Settings e
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you are enrolled. Make changes to the notification settings Edit Individual Organization Settings

Ior a speciic course
fewy the current notification setings for organizations n

Student Orientation /4, which y nrolled, Make 0 the nofification

seftings for a specilc organiza

Q Edit General Settings: Defines the general notification settings such as email format, deletion schedule,
and reminder schedule for courses and organizations.

@ Edit Individual Course Settings: Displays the current notification settings for courses in which you are
enrolled. Changes to the notification settings for a specific course can be made on this page.

@ Bulk Edit Notification Settings: Select a set of courses or organizations to update and change the
notification settings for them in one step.

@ Edit Individual Organization Settings: Displays the current notification settings for organizations in

which you are enrolled. Changes to the notification settings for a specific organization can be made on this
page.

How to Edit Notification Settings

From the Edit Notification Settings page, click Edit General Settings.

2. Onthe General Settings page, you may elect to receive an email for each notification, or elect to
receive a daily digest email that contains information on all of the notifications for that day. You
have the ability to set the time for the daily digest.

o Individual Messages: Emails will be sent for each notification. For Early Warning
System details, unread Discussion Board messages, unread blog posts, and unread
journal entries, however, the digest selection is necessary.

o Daily Email Digest: All notifications will be collected and sent in a daily digest.
3. Set the number of days until a notification is automatically removed.

4. You can set Due Date reminders for notifications. Select Yes. This reminder will be emailed to you.
Set the number of days before the Due Date to send an email. The email will be sent as a digest
email or as individual emails, depending upon the option you select.

5. Click Submit.

Selecting Individual Notifications and Email Notifications

It is possible to select specific notification types and emails that you will receive. All Notification types, by
default, are turned On to display on the Dashboard. Thus, these notifications will display in the modules on the
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Notifications Dashboard page.

All Email notification types, by default, are turned Off. If you turn on the notification for a specific tool or feature,
an email will be sent out corresponding to that notification. For the following items, email notifications can only
be sent out if daily digest email is selected:

o Early Warning System Rule details

e Unread Discussion Board messages
e Unread blog posts

e Unread journal entries

After selecting the appropriate settings, click Submit to save these settings.
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Common Notification Modules

The following are common notification modules students can add to their Notifications Dashboard.

Note: You may see The Alerts and Needs Attention modules on your course Home Page. These modules are
for instructor use only and will contain no information.

What's New Module
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The What's New module reports on additions and changes to course content. The module displays the number
of new items for each content type and links to a page for each course. The module will show items within the
last seven days. The What's New module may appear at the My Institution tab if your school licenses
community engagement.

The content types that are reported in the module are:

o Assessments

¢ Assignments

e Blogs

e Content

e Discussion Board posts
The What's New module reports information that is made available to the entire course. Content that becomes
available to you after certain criteria are met is not reported in this module.

The What's New module reports changes once a day. You can see what has changed the first time you log in
for the day. Any changes made after you log in do not appear in the module until the next day unless you
Refresh your browser.

The updates you see for a course only display if the content is made available and you are a participant in the
course.

To Do Module
The To Do module provides a chronological listing of upcoming due dates that students can use as the
launching point for their daily course work. This module is divided into What's Past Due and What's Due.

The What's Past Due area displays any assessment, assignment, or survey that has passed its due date with
no submission. The What's Due displays information about any assessment, assignment, or survey that
contains a due date.

Note: The To Do module is not the same as the Tasks tool. To learn more about tasks, see Tasks.

About Organizations

Institutions have organizations of different types, from academic to special interest. Organizations in
Blackboard Learn contain content and tools to keep you informed and in touch with other members of your
organization.

An organization looks exactly like a course. It has a:
e Menu similar to the Course Menu
e Home Page
e Tools similar to Course Tools, like announcements and discussions to name a few.
The organization leader and your institution administrator manage organization enrollments. You may self-enroll

if that option has been enabled. Contact the organization leader or your institution administrator about
enrollment. Once enrolled, only the leader or an administrator can unenroll a participant.
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Tools

About Course Tools

Tools appear throughout Blackboard Learn. You can access tools from inside a course or from a tab.

Note: Your instructor controls which tools are available. If a tool is not available, your instructor may have
disabled it.

m Tools
\@ Announcements | #'= Journals
T e

‘Elll“l‘ﬂ
=4l Calendar

AR Collaboration M Send Email

Messages

ﬁ LLLLLLLEL
| L@J

5,

|

o
il

"

My Grades

g

Contacts Ly > Tasks

Gz
Discussion Board [E\@ Wikis

About Third Party and External Tools

Your school can choose to connect extra tools to Blackboard Learn. Many of these tools are created by
companies other than Blackboard.

If you have questions, your school's computing help desk is the best place to start.
For more information, click the links below to access the tool or company's website.
Blackboard Mobile™
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Tools > Announcements

Blackboard Collaborate™ (formerly Wimba and Elluminate)

Respondus® (including Respondus LockDown Browser™)

Turnitin ®

Announcements
Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

Users and course group members can view important messages from instructors in the My Announcements
module or through the Announcements tool. As a default module on the homepage, announcements are
typically one of the first things you see when accessing your course. When you click an announcement link on
the homepage, you are taken to the main Announcements page. Announcements are organized and displayed

by:
¢ Institution
¢ Courses and Organizations
o All Course announcements

How to View Announcements

1. Onthe My Announcements module in the Home Page or in My Institution tab, click the
Announcements link.

= HSTIUMON  COURSES & ORGAMTIATIONS | WEEW ALL
“. | Home Page S
) .‘Q"‘, 1 Announcements
-Studeni Orsntadon -
Presentation Plans Citry Ches
Studeni
- Oriergsion
T i @ i 1 r
EdE Holficabicon Sellings Acliong - y
= Virtual Office Howrs Caitvy Chas
Anpauncemants {3 Pogtadan Manday, Jamvassy 31, POt [= M!WS‘M
Besignipenis i1 i s oM B3 PN -
Exam Schedule Catriy Ch,
B S mrraey 3 11 TRader
Possad on: Monday, Jarasesy 1, 7 el
b oif WL IT¥OU

-OR-
On the Tools panel, click Announcements.
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Tools > Blogs
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Blogs

Note: Your instructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

A blog is your personal online journal. Each blog entry you make can include any combination of text, images,
links, multimedia, Mashups, and attachments. Blogs are an effective means of sharing knowledge and
materials created and collected by the group in the course. You can post entries and add comments to existing
blogs. Use your blog to express your ideas and share them with the class.

As the owner of a blog, you will create multiple entries over a period of time. Your instructor and course
members can add comments. A blog can also be owned by a course or a group. In the Group area, all members
of a group can create entries for the same blog, building upon one another. Any course member can read and
comment on a Group blog, but cannot make entries if they are not a member of the Group. Your instructor can
also offer comments and grade individual entries.

The Blog topic page is divided into two main sections. You can view the Instructions in the content frame.
Click the X to collapse the field. In the side panel, you can view information about the blog. You can expand and
collapse sections in the side panel using the double arrows.
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@11 Observations
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, 2008 * Blog Grade
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Q Create Blog Entry: Create a blog entry using the Create Blog Entry function. You can create another blog

entry for a topic at any time. For example, your instructor may add a comment requesting that you clarify what
has been written before a grade is assigned or suggest a topic for another entry.

(© View Drafts: Access any entries saved as drafts. Click View Drafts on the Action Bar.

@ Blog Entry: Blog entries appear in the content frame following the Instructions.

Q Comments: After posting an entry, you can see if comments were made. Click the link to view comments.
(® Comment: Add comments by clicking Comment.

e About this Blog: In the side panel, view the blog information in the About this Blog section.

@ Blog Grade: The Blog Grade section appears if a blog is set to be graded. You can see if your blog entries
have been graded.

D More Blogs: View other blog entries made by other course members in the More Blogs section.

€ Index: View the titles of your selected entries for either the week or the month in the Index section,
determined by the settings your instructor makes during blog creation. The most recent entry title appears first.

How to Access a Blog

There are three different types of blogs that you can access:
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e Course: All enrolled users are able to create blog entries. All enrolled users can add comments to
blog entries.

If you are removed from the course, you will not have access to any blogs. If you are removed from the
course after individual blogs have been created, all your entries and comments will be deleted. If you
are removed from a course after course blogs have been created, all your entries and comments will
be retained, but the name of the author or commenter will be changed to "Anonymous."

¢ Individual: Only the owner of the blog is able to create blog entries. All other users enrolled in the
course are able to view and add comments.

o Group: If yourinstructor enables the Blogs tool for the group, all group members can post blog
entries and make comments on blog entries. Any course member can view group blogs, but they only
have the option to add comments. Course members can only add posts to their Group blog.

Note: Yourinstructor can edit and delete entries in any of the three blog types and delete any user comments.
1. Onthe Course Menu, click Blogs.
-OR-

On the Course Menu, click Tools and then click Blogs.

: - Tools
# |ntroduction to
Oceanography '

Home Page

Instructar Info

Announcemen o h ¥y
Syllabus/ q.ﬁ
Blogs _

Tools

Announcements

Chapter 1 Blogs

External Links
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2. Onthe Blogs listing page, click the name of the blog to open.

% Blogs

Display Blags | All Blogs v

Coastline Presentation

Type: Group
Last Modified Date: 51010 9:57 AM
Entries: 1

Observations e

Type: Indmadual
Last Modified Date: 20711 2:52 AM
Entries: &

Oceanography 101 Class

Type: Class
Last Modified Date: 102710 3:25 AM
Entries: 0

How to Create a Blog Entry

Only your instructor can create a blog, but once created, you can create entries. The blog topics appearin
alphabetical order on the Blogs page. On the Blogs page, under each blog title, you can see if the blog belongs
to a group, the course, or to individual students. Your instructor can use blog entries to provide structure for
discussions on class topics and other issues. If allowed by your school, you can add an avatar which will
appear with individual blogs.

1. Onthe Course Menu, click Blogs.
-OR-
On the Course Menu, click Tools and then click Blogs.
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2. Onthe Blogs list page, click the name of the blog to open.
On the Blog topic page, click Create Blog Entry.

{@ Blogs

Dispiay Blogs | Al Blogs |
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Entries
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Group Lava =
Select 3 topic from tha list in Unit 1 and write about it several times a week. Review frade
T Grots journal and newspaper aficles on your bopic. Talk aboud sibes you find thal are relevant You can

caormment on posts from other students’ Blogs. This is your inferpretation of the issue and your
summany of the main paints

4. Onthe Create Blog Entry page, type an Entry Title.
5. Type the text in the Entry Message text box.

6. Alternatively, in the Attach File field, attach a file using one of the following options:

e To upload a file from your computer, click Browse My Computer.

e Toupload a file from the course's storage repository:

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

-OR-

o If your school licenses content management, click Browse Content

Collection.

Note: Files added by students are private and stored in a secure location. These files are not

accessible through the course.
7. Click Post Entry.
-OR-
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Click Save Entry as Draft to save the entry for later posting.

%’ Create Blog Entry

Indicates a required field
- - Cancel || Save Entry as Draft 'm

1. Blog Entry Information
¥ Title 5l [Lack ofice |

Enlry Message Text Editor i=: [JEI ]
BA|l==&EE
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It seems unthinkable, but for the first time in human history, ice is on course to disappear entirely from
the Morth Pole. ltwill be possible to reach the Pole sailing in a boat through open water. That is pretty

dramatic. And it makes me worry. This is definitely an example of global warming. There is
supposed to be ice at the Morth Pole, not open water,

~|Path: body
—— AP ——

S— S—

W ocgenres 6

Aiach Flie _Browse My Computer | | Browse Content Collection

Submit

Cancel | Save Entry as Draft | A0

Note: If yourinstructor has associated a rubric with the blog and made it available to students, click View
Rubric in the Blog Grade section to display grading criteria.

s Blog Grade
Grade for: Dwight Paul

Grade: —outof2: View Rubric

Grade Date: —
Feedback:

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be
visible.

Viewing Blog Drafts

You can save blog entries for later posting by clicking Save Entry as Draft. You can view these drafts by
clicking View Drafts on the main blog page, then click the name of the blog entry.
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How to Comment on a Blog Entry

You can comment on one another’s blog entries, whether they belong to an individual, the course, or a group.
Your instructor determines if comments can be made anonymously and if you have the permission to delete
blog comments.
1. Onthe Course Menu, click Blogs.
-OR-
On the Course Menu, click Tools and then click Blogs.

BO O &
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2. Onthe Blogs page, click the name of the blog to open.
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% Blogs

Display Elll:ugs| All Blogs

Coastline Presentation

Type: Group
Last Modified Date: 51010 957 AM
Entries: 1

Observations e

Type: Individual
Last Modified Date: 2111 2:52 AM
Entries: &

QOceanography 101 Class

Type: Class
Last Modified Date: 102710 3:25 AM
Entries: 0

On the Blog topic page, select a blog to view by selecting the user's name in the side panel under
More Blogs. The user's blog entries open in the content frame.

Click Comment for the appropriate post.
Type a comment in the Comment field.
Click Add.
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'ﬁ Observations

Ingtructions

1 West Coast Fog
Posted by Alyssa Dubais at Monday, Februany 16, 2008 10:39:44 AM EST

WVigibility in coastal reglons has a significant impact on government, commercial, and private
gector activities. The primary phenomeanon significantly affecting visibility along the westam
\United States coastal regions is fog. Fog is a natural hazard to boating, comenercial shipping,
and other waterway activities.

The West Coast of the United States has been identified as one of the major fog producing
regions of the world. Present accuracy in predicting marine coastal fog and low siratus clouds is
limited. Although most weather forecasting has improved with recent advances in atmospheric
circulation models and satellite observalions, there is relatively little operational guidance for the

prediction of marine and coastal fog.

Source: hitpirepositories cdlib. orgisiolreferences@s- 2/
= Connents: 0 Comment

Caomment

panggl m_m
& Comment

Alyasa, good observations. Fog creally affects parts of cur
country. Can you also include links for pictures, co easily
visualize the effects of fog.

[[] Comment on Entry as Anonymaous

Cancel | Add

= About this Blog
Type: individual Blog
Author: Alyssa Dubois
Entries: 1

Comments: 0

* More Blogs

Alyzsa Dubweis (1)

Bruce Lopez (2) 6
Cravigght Paud (0)

Monica Gongsies (1)

* Index
= Feb 15, 2009 - Feb M,
2003(1)
Vst Coast Fog

% Indicates Mew Entries
& Indicates Mew Commants

How to Edit a Blog Entry

Your instructor will determine if you are allowed to edit your blog entries. If you edit gradable blog entries, the
original graded entry will be lost. If you edit an entry be sure to mark it as New so others will know you changed
the post and read the new content.

1.

On the Course Menu, click Blogs.
-OR-

On the Course Menu, click Tools and then click Blogs.
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BO O &

% Introduction to

@ Tool

Oceanography

Horme Fage

Instructor Info o .
Announcermnents :
Syllabus

Blogs

Tools

Chapter 1
External Links

Blogs

@ Announcements
<

S

On the Blogs page, click the name of the blog to open.

% Blogs

Display Blogs | All Blogs

Coastline Presentation

Type: Group

Last Modified Date: 540/10 9:57 AM
Entries: 1

Observations e

Type: Indnadual
Last Maodified Date: 27111 2:52 AM
Entries: &

Oceanography 101 Class

Type: Class
Last Modified Date: 102710 3:25 AM
Entries: 0

3. Onthe Blog topic page, select Edit from the contextual menu for the blog entry.

Blackboard Learn Release 9.1 - Help for Students - Page 65

© 2012 Blackboard Inc. Proprietary and Confidential. U.S. Patent No. 6,988, 138. Additional Patents Pending.



Tools > Blogs

% Observations

Create Blog Entry

Instructions

Thursday, February 3, 2011

E Lack of ice ¥

Fosted by Dwight w B22:43 AMEST

It zeems unthinka i story, ice iz on course to disappear entirely
frorm the Maorth Paol] = Mark a5 Mew |2 sailing in a hoat through open water.
Thatis pretty drarr Dielate definitely an example of global warming .
There is suppose  wrater.

4. Onthe Edit Blog Entry page, make the necessary changes.
5. Click Post Entry.

‘E. Edit Blog Entry

Indicates d field .
o Indicates a required fie BN ost Enry
1. Blog Entry Infermation

% Tille [Lackofice |
Entry Message Text Edtor is: I |
«[Nomal 38| [3 3] [Ana < I Ueske | % £ |[ES=E R A|EEEE

B o
~as Ul & v O JARS | GFGeoO
“BEARE B E

It seams unthinkable, but for the first ime in human history, ice is on course to disappear entirely from
the Morth Pole. It will be possible to reach the Pole sailing in & boat through open water. That is prefty
dramatic. And it makes me worry. This is definitely an example of global warming - There is
supposedto be ice at the MNorth Pole, not open water, e

« Path: body
s P c—
—_—p—
zx Bleg Entry Files
Aftach File Browse My Computer | Browse Content Collection
3. Submit 5

Cancel | BEEEETIGT
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How to Delete a Blog Entry

Your instructor will determine if you are allowed to delete your blog entries. If you delete gradable blog entries,
the original graded entry will be lost.
1. Onthe Course Menu, click Blogs.
-OR-
On the Course Menu, click Tools and then click Blogs.

B 0O g

: Tools
# Introduction to
Oceanography '

Home Page

Instructar Info

Announcermen

5y||abu5/ @ Announcements
Blogs

Tools

Blogs

Chapter 1
External Links

2. Onthe Blogs page, click the name of the blog to open.

% Blogs

Display E||ugs| A1l Blogs v

Coastline Presentation

Type: Group
Last Modified Date: 51010 9:57 AM
Entries: 1

Observations e

Type: Indiddual
Last Modified Date: 2/1/11 2:52 AM
Entries: &

Oceanography 101 Class

Type: Class
Last Modified Date: 102710 3:25 AM
Entries: 0
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3. Onthe Blog topic page, select Delete from the contextual menu for the blog entry. This action is
final and cannot be undone.

% Observations

Instructions

‘@ Lack of ice

Create Blog Entry

Fosted by Dwight

» (2243 AMEST

It seems unthinka
from the Marth Pol
That is prefty drar

There is suppose

Edit
fark as Mew

Deletee

story, ice iz on course to disappear entirely
|2 sailing in a hoat through open water.
definitely an example of global warming .
n wwater,

Viewing Blog Grades

When your blog entries have been graded, you can view your grade in two places. The grading information
appears under the Blog Grade section on the Blog topic page and in the My Grades tool. Any feedback and

the date the grade was assigned also appear in these areas.

™

Instructions

E] Lack of ice
Fosted by Dwight Paul at Thursday, February 3, 2011 3:22:43 AM EST

% Observations

Blog Grade
It seems unihinkable, but for the frst time In human history, ice Is on course o disappear entirely Grade for: Dvwichi Paul
from the Morth Pole. It will be possible to reach the Pole sailing in a boat through open water TAe FOn: LI ioHt =
Thatis pretty dramatic. And it makes me warry. This is definitely an example of global warming . Grade: 30 outof 250

There is supposed to be ice atthe Morth Pale, not open water.

“iew Drafts

~ About this Blog
Type: Individual Blog
Aurthor: Dwvight Paul
Entries: 1

Comments: 1

Grade Date: 271750 A
Feedback:

Good research and observation
Comment

If your instructor has used a rubric for grading and made it available to students, click View Rubric to display
detailed grading information.
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Blog Grade
Grade for: Dwight Paul
Grade: 20outofZi Wiew Rubric
Grade Date: 10/14/11 356 PM
Feedback:

Good research and observation.

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be
visible

Troubleshooting Blog Management

o If yourinstructor deleted the blog while you are posting, the blog and all comments are deleted.

o If ablogis made unavailable while you are posting, the blog remains visible to your instructor in Edit
view but is not displayed to you.

o Ifthe Allow Users to Edit and Delete Entries setting is changed, entries remain but you cannot
edit them.

o Ifthe Allow Users to Delete Comments setting is changed, comments remain but you cannot edit
them.

Related Tutorials Efg Creating a Blog Entry (Flash movie | 2m 35s | 8,225 KB)

Calendar
Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

The Calendar tool allows you to view events by day, week, month, or year. You can view and organize
upcoming and past events into categories.

You will see different options in the calendar depending on where you access it. When you access the calendar
outside of a course, you can view all items on your calendar and have the options to add and modify personal
events. When you access the calendar through a course only those calendar items that relate to your course
appear.

Course Calendar events appear to all members of the course. Common entries include upcoming tests, due
dates for assignments, or special lectures. If you access the calendar while in your course, you will only see
the entries you have added. If you access the calendar from the Tools panel in the My Institution tab, it
includes the following:

e Your personal entries
o Entries for all courses in which you are enrolled
o Entries for any organizations in which you are enrolled

¢ Institution-wide events

How to Open the Calendar

1. Onthe Course Menu, click Tools.
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Tools > Calendar

2. Onthe Tools page, click Calendar.

B O4d g

# Earth System @ Uzl
Science '

Home FPage
Getting Started

Weelk 1 Announcements

Discussions

Assignments

L4
Groups E Blogs
Toals o
Weh Sites
e o)
-OR-

On the Tools panel, select Calendar.

» gl Announcements

* ] Calendar

* B [asks

* [ My Grades

* b= Send Email

=g User Directary

* =) Address Book

» Fd Personal Information
- 2w Browse NBC Archives
1= MBC Archives Playlist

How to Create a Personal Event

1. Onthe Tools panel, click Calendar.
2. Onthe Personal Calendar page, click Create Personal Event.
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=il Announcements
» [&] Calendar
* g Tasks

Personal Calendar:View By Day

[ My Grades Create Personal Event
» ] Send Email

=g User Directory
» =) Address Book
» B Personal Information
» @ Browse NBC Archives
» 1= MBC Archives Playlist

Display Events | All Events w

Onthe Create Personal Event page, type the Event Name.
Type a Description.

Use the Date and Time fields to select an Event Time or use the Date Selection Calendar to
select the date, and Time Selection Menu to select the time.

Click Submit.

Cancel | m

% Event Mame |Foundation Day
Event Description Text Editor i=: TN |
“[Normal ] [3 %] [aria v|] Bz pee|n|[EEE| RA EEEE

s Yy P 2 v QO JARS oo O
‘RERDBOBE

Celebrating the school's 25th year. e

| path: body

[] Save a=z Reusable Ohjsct

2. Event Time
# Event Date 6 021472011

% Event Time Event Start Time [08:00 &M (=]
Event End Time [05:00 PM (]

Hewre g

Cancel : m

7
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How to Delete and Edit a Personal Event

1. Onthe Tools panel, click Calendar.

2. Todelete a personal event, on the Personal Calendar page, navigate to the date of the event to
delete. Select Delete from the contextual menu for the event.

Personal Calendar:View By Day
Create Personal Event
ools =] .
Display Evenis (.ﬂdl Events V]
» @b Announcements
» [g] Calendar ) .
B Tasks <  Friday, April 8,2011 >
> B My Grades a00
* [ Send Email '
» ¢ User Directory 530
@ Address Book
> f Personal Information 7:00
> @ Browse MBC Archives
+ = NB i alist 7:30 T:300AM-S00AM Book Fair % (Personal Event)
- x
it » Cipen event
8:30 » Edit
9.00 » Delete
-OR-

To edit a personal event, on the Personal Calendar page, navigate to the date of the event to edit.
Select Edit from the contextual menu for the event.
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G:00

g:30

a0

a:00

8:30

q:00

Personal Calendar:View By Day

Create Personal Event

Display Events | All Events b |

< | Friday, April 8, 2011

730 730 AM-2:00 A Book Fair (Perzanal Event)

Dpen event

Edit e

Delete

»

How to View a Specific Date

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

1. Onthe Tools panel, click Calendar.

2. Onthe Personal Calendar page, click Jump To.

ﬂ:- Annancanenis
[l Gl gndar

0 EEEE

B My Geades

B Sand Email

i Lser Direrion

9 Addriss Book

B Parzanal Informalion
e Biows e MBI Archives
= NBC Archives Plalis

| Personal Calendar:View By Day

r .-:_l
Create Personal Event
Display Everds | Al Everts |

Thursday, January 27, 2011

500

Jurnp 1o

3. Onthe Calendar Quick Jump pop-up window, type a date in the Select a Date field (using the
mm/dd/yyyy format) or use the Date Selection Calendar to select a date.

4. Select the Month, Week, or Day options to Select the type of view.
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5. Click Submit.

Calendar Cuick Jump

Select a Date

| 0201 4/2011 | 9

Enter dates as mmiddieysyy

Select the
Type of Wieww:

) mamnth

g E‘-I:yek 9 6

Cancel Submit

Collaboration Tools

About Collaboration Tools

The Collaboration tools allow you to participate in real-time lessons and discussions. Examples of these
sessions include real-time lessons, online discussions, TA sessions, and live question and answer forums.
Archives of previous sessions are also available for review. Guest speakers can lead sessions using the
Collaboration tools. You can search for and join Collaboration sessions and view session archives.

Course groups can also use the Collaboration tools for private sessions open only to course group members.
The following Collaboration tools are available.

o Virtual Classroom: Virtual Classroom is a shared online environment where you can participate in a
real-time discussion with other users, access the web, and engage in question and answer sessions.
You may also access the whiteboard to display text and images.

o Chat: Chat is an exchange of text messages online, and part of the Virtual Classroom. Access the
Chat separately from the Virtual Classroom. Chat allows you to open just the chat function.

Note: An accessible version of the Virtual Classroom tool is available. A link to this version appears when you
join a session on the Collaboration Sessions page.

Before You Begin

e The Java 2 RunTime Environment is required to use the Collaboration tools. The plug-in may be
downloaded from the page that appears when you join a Collaboration session. You must enable pop-
ups to successfully run a Collaboration tool.

o Forthose users that want to use Safari, you must disable the Pop-Up Window Blocking.

Accessing the Collaboration Sessions Area

On the Course Menu, select Tools. On the Tools page, select Collaboration.
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245 Collaboration Sessions

Filter | Show Al v| Go e
Search by| Session Name v!j | Search @

Session Hame 5 Tool Start Date Enl Dater
@E:uamal Groun Chat

@]Leclme Hall o Virtual Classroom

_@U:eannnra hy Class Yirtual Classroom
ﬁ

3 %
q’f— 3 Rncnlrilllgse ,

() Filter: You can filter the sessions listed on the page. Click the arrow next to the drop-down list and select
the type of session to display and click Go:

o Show All: The default filter that displays all of the Collaboration sessions.

¢ Available Sessions: Displays all of the sessions that are in use.

o Session with Recordings: Displays completed sessions that have an archive.

o Future Sessions: Displays sessions that are scheduled to take place in the future.
(® Search: You can search for a specific session by clicking the Session Name, Start Date, or End Date
option and then type a value in the field. Click Search.
(@ Join: You can enter a session by clicking the Session Name.

@ Recordings: You can access the recordings for a session. Select Recordings from the contextual menu
for the session.

User Roles

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

Your instructor might change your role to Passive if you are dominating the conversation or responding
inappropriately.
The following three roles are available in a collaboration session:

e The Moderator is represented by a globe icon. The Moderator is typically the instructor. The

Moderator can modify participant roles, grant passive users permission to participate, expel users,
and record and end the session.

e An Active Useris represented by a full coloricon. By default, Active Users can send messages as
often as they like during a chat session.

e A Passive Useris represented by a gray toned icon. Passive Users can observe the chat exchange,
but must raise their hands to request permission to send messages. If more than one student raises
their hands, numbers are assigned to the icons to represent the order they raised their hands.
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Virtual Classroom

About Virtual Classroom
Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

You can ask questions, draw on the whiteboard, and participate in breakout sessions from the Virtual
Classroom.

Note: Before joining a Virtual Classroom session, follow the checklist below to make sure that your computer
is set up properly.

o Be sure to tumn off any pop-up blockers that may be enabled on your Internet browser. Don't forget to
disable any additional pop-up blockers that may be enabled in your browser toolbar, for example,
Yahoo or Google toolbars.

o Make sure that you have the required Sun Java plug-in.
e Try joining the Virtual Classroom session well in advance of the scheduled session to ensure that the

tool loads properly.
How to Open the Virtual Classroom

1. Onthe Course Menu, select Tools.
2. Onthe Tools page, click Collaboration.
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B|0O O &

# Student ]. Tools

Orientation

Introduction

Tools

Home Page
Groups @ Annhouncements

Wy Course Info

Finding Your Way -,
< a Blogs

Learning Online

Getting Organized

Communicating calendar

Collatborating
Assignments and Grades

Taking Tests

eﬂgﬁ Collaboration

Discussions

Help

Contacts

3. Onthe Collaboration Sessions page, click the Session Name next to a Virtual Classroom

session.
2Aa| Collaboration Sessions
Filter [ Show Al w | Go
Search h'|I| Session Name v || Search
Session Hame - Tool Start Date Endl Date
'-@LEL‘[QIQ Hall e Virual Classroom
@bomca Hours Chat

Virtual Classroom Areas

When you launch the Virtual Classroom, it appears in a new window.
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&%) Blackboard Virtual Classroom - Mozilla Firefox

s/colabjvofinks) vowindow. jspreturnBaselirl=fsession_id=_7_1fcourse_id=_5_l&group_ld=4appName=cha
B3 control: [Bokar EXErd B Braakouts Lecture Hall (Moderator) omoe
Cal
X &b & 2|4 ¥ & 2 |B a =
R Group Erowser :
e
Ly Guestion Inbox (1)
whiteboard
Corfirols .Tnnls
RNPZE @
Fil Color: X |
pen Coior: T -
Line Width: 2 ]|
Fort: Arial bue |
Font Size: 36 w | w
bRl e < =1 { }
[. l = [Cathy Chu joined the session] Jan 1
chr':s-l: s2) . mﬁ | L [Chris Casper joined the session)
g & Compose - B Send
i Userinfe By Private Message ﬂ r e .

Q Menu Bar: Allows your instructor to control the Virtual Classroom. This includes managing participation,
selecting user access rights, ending the sessions, and monitoring breakout sessions.

@ Recording Tool: Allows you to record Virtual Classroom sessions.

@ Tools: Includes all the tools used during the Virtual Classroom session. This includes accessing the
Course Map, utilizing the Whiteboard, searching for websites, and asking and answering questions.

@ Chat: Allows you to compose messages, raise hand to ask questions, and activate private messages.

Virtual Classroom Menu Bar and Record Menu

Group Collaboration Sessions have additional Session Manager features including a Menu Bar and a Record
Menu.

Menu Bar

Only users with active privileges can access the options on the menu bar.

B Blackboard Chat

@ EBview [5) contalz [Bclear €9 End B Breakouls Lectire Hal (Moderstar) o

| |
Participante (1) Role | O (0)

Mdaria Gonzales joined the session] s 2011 21346 Fid
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e View: Choose an option for viewing personal messages in the Virtual Classroom. Select Show in-
line to view private messages within the chat area. Select Show in separate frame to view private
messages in a separate window.

o Controls: Allows the session moderator to select the features each user may access.
o Clear: Erase the user's chat display.

o End: Ends the Collaboration session.

o Breakouts: Create a breakout room for a group of users.

o Select the check boxes for the users who will participate in the breakout session. You may
only join a breakout session if you are selected by the session's creator.

o Users who enter a breakout session are still active in the main Virtual Classroom session.
If a breakout session is closed users are still active in the main session. Breakout sessions
default to the same settings as the main session.

Record Menu

You can record and save the sessions created in groups. Recordings can be started, paused, and stopped
during the session. A session can have more than one archive.

B Blackboard Chat
@ View 3 Contrals [Hclear €3 End Ep Breakouis Lecture Hall (Moderstor) omwod

Participantz(1) Fole | (20 (0)

The following table details the functions available with Record menu.

Mdaria Gonzales joined the session) J

Function Action

Click Begins recording to create the transcript. Information is recorded as participants exchange

o messages. More than one recording can be created per session.
Note: Clicking the Begins recording function again when recording is already in progress will stop the
recording.

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

Click Stops Recording to end the recording. Once a chat session has been stopped, itis not possible to
Ll add to the recording.

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

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

Virtual Classroom Tools

If granted access to these tools by your instructor, you can view the Course Map, use the Whiteboard, access
websites, and ask questions.

Classroom tools appear on the left side of the Virtual Classroom. To begin using items in the Tools area, click
the name of the tool.
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) Blackboard Virtual Classroom - Mozilla Firefox

Lecture Hall (Moderator)

X b 0 x%|&8 Y| & &|B a o

&R Group Erowser
L7) Ask Question
Qestion Inbax (1)

“Whiteboard

Corfrols Tools

BNZPO0Mm ‘

< | >

[Cathy Chu joined the session] Jan 18, 2011 318:24 PM CST
[Chrig Casper joined the sassion] Jan1

— — —— | '@ Composa B Send
i User lnfa ¢ Fiivite bless age r
I ﬂ  |Joieed zession successiully.

Virtual Classroom Course Map

The Course Map enables you to browse the course while in a Virtual Classroom. You must have active
privileges to use the Course Map in a Virtual Classroom.
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ool

BE map
25 wikiteboard [

&% Group Browser
(%) Azk Question
,(_E} Question Inkbax (0]

Map

=0 Cortent
=2 Information
-3 Content
#-2) Introduction
- 2) Finding ‘Your Wiay
- 2) Learning Online
#2) Getting Organized
- Communicating
#-2) Collaborsting
- 2) Assignments and Grades
(7)) Taking Tests

[:Ii:E:Fjl:Eq'!.u' to Users 50

The following table details the available functions in the Course Map.

Function Action

Display an elementon the  Click the Content Area in the Map and select Display To Users in the drop-down list.
map to all users Click Go.

Display an elementon the | Click the Content Area in the Map and select Preview in New Window in the drop-
map in a separate window  down list. Click Go. The new window is only visible to the user who opens it.

Refresh the map during a Select Refresh Tree in the drop-down list. Click Go. This edits the map to match the
Collaboration session Course Menu.

Virtual Classroom Whiteboard

The Virtual Classroom Whiteboard enables you to present different types of information as you would on a
whiteboard in a classroom. Using the tools in the Whiteboard tools palette, you can draw images, type text, and
present equations. Your instructor determines whether these functions are available.
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[Toots X & 8 | &

(1] téap
| ™ Whit=board | =]

B Group Browser
(7) Ask Guestion
2y Question nbos (1)
‘whiteboard

Corfrods | Tools

RMNZEOO T

Fill Color: | Grangs: bt
Pen Colcr: T
Lire ‘Width: | 2 hi
Forkt: | Arial i

Font Size:| 36 b ™

The following table details the tools available for use on the Whiteboard.

Function Description Action
[E Selectan Click the Arrow tool and then click on an item for selection. You can perform the following
item options on selected items:

¢ Enlarge: Click one of the small black boxes that surround the item and drag it to
the desired size.

e Move: Click the item and move it to the appropriate location.

e Cut: Click the Whiteboard item and then click the Cut icon.

e Copy: Click the Whiteboard item and then click the Copy icon.
e Paste: Click the Whiteboard item and then click the Paste icon.

e Delete: Click the Whiteboard item, click the selected object, and then click the
Delete icon.

e Group items: Click the Whiteboard items and then click the Group icon.
e Ungroup: Click a Whiteboard item in a group and then click the Ungroup icon.

¢ Bring front: Click the Whiteboard item, click the selected object, and then click
the Bring to front icon.

e Bring back: Click the Whiteboard item, click the selected object, and then click
the Send to back icon.

e Select all figures on the Whiteboard and then click the Selects all Figures icon.

Draw free Click the Pen tool. Choose the color of the pen in the Fill Color drop-down list.
hand

N

Type text Click the text tool (T) and then click the Whiteboard area. A Whiteboard Text Input box
using the appears. Type the text in the box and click Insert. Use the options in the Tools palette to
keyboard select color, font, and size.

]

N Draw a Click the Slanted Line tool.
straight line

Draw a Click the Square tool. Choose the color of the square from the Fill Color drop-down list.
square

@ Draw a Click the Oval tool. Choose the color of the circle from the Fill Color drop-down list.
circle

Inputan Click The Math and Science Equation Editor icon (?). The Equation Editor appears. Input
equation the equation and click Insert Equation.

4
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Virtual Classroom Group Browser

The Group Browser enables you to collaboratively browse the web. This tool opens a URL that is viewable by
all users. URLs used in the session are recorded in the archive if one is created. The Blackboard administrator

determines whether this function is made available to users.

How to Open a Website
Type the URL in the Enter Address field. Click Go.

i Group Browser
(7} Azl Question
@ Question Inkax (0]
Group Browser

Erter Address:
|http:,|',l'www.yahu:u:u.u:u:um

| Dizplay to Users bt | &0

How to Choose Where to Display the Website

Click Display To Users to display the website in the Whiteboard, or click Preview in New Window to open
the website in a new browser window. The preview window is only displayed to the user that opened it.
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Lecture Hal (Paricipam)

Weh Images Video Lacal Sh

YAHOO! |

[ 1Prdippnes My Yahoo! 8 et vanoo! on your phone

YAHOO! SITES ¥ Edit TODAY - January 20, 2011
Wil ;
i:‘fimgs =L
|bttp e yaboneom
i I @ Dvating
| Dispidsy to Users v Go
Dispiay to Users _% g Finance (Dow Jones &)
' ﬂ Games
[~] Heamn
< >

How to Ask a Question in the Virtual Classroom
If allowed by your instructor, you can ask questions during the session. As you submit questions during the
session, your instructor can view and respond to them.

1. Onthe Ask Question area, click Compose.

2. Onthe Submit Question pop-up window, type the question in the text box.

3. Click Send.

Bt} EH wiew Eﬁﬂlear B Breakouts

i Group Browser
7
Th Question Inbox (2)
Ak Question Submit Question

Szl Q. fesiai Compoze Question:

Wihen will be our next meeting?| e

@ Enmpuseo B Send W‘g
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Virtual Classroom Question Inbox

Questions from users are sent to the Question Inbox during the Virtual Classroom session. The Question
Inbox is used to manage and respond to questions during a Collaboration session.
How to Respond to a Question

1. Inthe From list, click the username.
2. Click the Respond to Question icon.

ool
EE Map

Wikiteboard [t
&% Group Erowser
(7) A=k Question
Q Question Inkbax (1]

Cuueskion Inbox

= Show unanswered only
Fram n = H
Cuestion:

When will he our next
meeting?

3. Onthe Respond to Question pop-up window, type your message in the Response text box.

4. Click Send.

B Respond to Question = I:I|r>_<|

uestion:

When will be our next mweeting? 5
w

Fesponse:

our next mweeting will kbe on January Z8. 5
w

Priwvate o | B+ Send

How to Delete a Question

1. Inthe From list, click the username.
2. Click the Delete icon.
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oolz
EE M
Whiteboard =

i Group Browser
(7) fsk Question

ﬂ‘ Question Inbax (1)

Cueskion Inbox

L e Show unanswered only
Fram 0 e H
Cuestion:

When will he our next

meeting?

How to View Unanswered Questions

Select the check box next to Show unanswered only.

ools
EE Map

Wihiteboard [
&% Group Browser
(7) Azl Questio

Cuuestion Inbox

QB Show unanswered only
Frarn “ H
Question:

When will he our next

meeting?

Respond to Question Fields
When you click the Respond to Question icon, the Respond to Question window appears.
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Respond to Question

Guestion: ﬁ

Then will ke our next meeting? o
-
Response:

our next meeting will be on January 25. o

b

ERAN C) Oc

Q Question: Display the question that was submitted.
@ Response: Use to provide the response to the question.

@ Private: Select this check box to make the response to the question private. If marked private, the
response is only sent to the person who submitted the message.

@ Send: Send the response to the person who submitted the message.

Chat

Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

The Chat tool allows you to interact with other users using a text-based chat. Chat is part of the Virtual
Classroom. It can also be accessed separately. Some of the functions in the Chat are limited to those users
with an active role.

How to Join Chat

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Collaboration.
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B|0O O &

# Student Tools

Orientation

Introduction

Home Page

Groups @ Annhouncements

Tools

Wy Course Info

Finding Your Way -,
< a Blogs

Learning Online

Getting Organized

Communicating calendar

Collatborating
Assignments and Grades

Taking Tests

eﬂgﬁ Collaboration

Discussions

Help

Contacts

3. Onthe Collaboration Sessions page, click the Session Name next to a Chat session.

AAd| Collaboration Sessions

Filter | S 2l ~| 6o
Search by| Session Name v [ | Search
Session Name A Tool Start Date End Date

--@Ler[gre Hall Virsal Classroom

@ﬁomca Hours 6 Chat

How to Send a Chat Message

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Collaboration.
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B|0O O &

# Student Tools

Orientation

Introduction

Tools

Home Page
Groups @ Annhouncements

Wy Course Info

Finding Your Way -,
< a Blogs

Learning Online

Getting Organized

Communicating calendar

Collatborating
Assignments and Grades

Taking Tests

eﬂgﬁ Collaboration

Discussions

Help

Contacts

On the Collaboration Sessions page, click the Session Name next to a Chat session.

AAd| Collaboration Sessions

Filter | S 2l ~| 6o
Search by| Session Name v [ | Search
Session Name A Tool Start Date End Date

--@Ler[gre Hall Virsal Classroom

@ﬁomca Hours 6 Chat

On the Chat window, type your message in the Compose text box.
Click Send.
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Blackboard Chat

m Wit Office Hours (Participart)

Participarts (2] Fole | @ ()

[Tony Brown joined the session] mard7?, 2011 40808 PM CST
[Andy Farrell joined the session] mar17, 2011 4:02:22 P CST
Andy Farrell:'VWwhat else dowe need? mari7, 2011 41025
PM CET

Andy Farrell

(5]

@ Compese [Wie need additional references for our topic. | B Send

"l

i Uzer Info B Private hleszage

I..Iu:uined zession successully . |

Sending a Private Message

You can send private messages to other users if your instructor enables this tool in the session controls.
Private messages are not recorded or archived.

Note: Only users who have an active role can send private messages.
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Blackboard Chat

m Wiz Cortrols [ Clear 628 End Cifice Hours (Moderstor) O mwoe
| l [Chris Casper joined the session] tpr?, 2011 3:24:28 PM CST
| Participarts(3) | FRole | (™ (@)

ony Brown joined the session] apr?, 2011 32452 PM CST
ITDW Brown n E [Tony : [aprr.
Catbry Chu )

E §# Compose B Send

L]
1 Userinfo | By Private Message ﬁ ﬁ - -
Joined session successiully. |

Compose Private Message |: E|E|

Private message to; Chris Casper

['wiill check your draft next meeting.

©

e B Send

Viewing User Information

The User Information pop-up window displays personal information about a user such as name, email address,
and any other information the user has chosen to add to their profile.

On the Participants column, click the name of the user. Click User Info in the Chat area and the User
Information pop-up window appears.
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Blackboard Chat

Bb Wiet Office Hours (Participant)

[Tony Brown joined the session] mard7, 2011 4:08:08 PR CST

Participart Rl (T . )

Tu:?n ":g:gwim | E | 0) [Andy Farrell joined the session] mard 7, 2011 4:02:22 FM CST
= _. e Andy Farrell: What else dowe need? mar17, 2041 41025
Chriskopher Casper ¥

andy Farrel # P CsT

[Christopher Casper joined the session] mar17, 2011
4:29:0% PM C5T

7 & Compose ACap condtions="Bh_Outputs EnglishOnly" | B Send
1 Userinfo | B Private Meszage 1

Joined session successfully.

B User Information: Christopher Ca... [Z|
llu
\l‘.:l

Christopher Casper

Email: ccasper@myschool.edu

Address: Minnesota, US8
Phone: [H] Mobile]214 675 2448
reb Site:

Close Window )

B¢ Private hiessage

Chat Functions

The following table details the functions available in the Chat.

Function Action
Enter a message for Type the message in the Compose field. Click Send. The message appears in the chat
the class to read area. There is 1000 character limit for chat messages.

Become an Active user Click the hand symbol. A hand appears next to the username. The moderator clicks on the
hand to make the user active.

View user information  Selecta username in the participant list and click User Info.

Send a private Select a username in the participant list and click Private Message.
message to a user
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Accessing Recorded Collaboration Sessions

Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

Recording sessions allow you to review the discussions and questions raised during a Collaboration session.
Sessions are listed by date. Recordings created by groups using Collaboration tools can be deleted by any
group member.

How to Access Collaboration Session Recordings

1. Onthe Course Menu, select Tools.

2. Onthe Tools page, click Collaboration.

BEOLQd g

Science

Home Fage
Getting Started

@ Announcements
Week 1

Discussions

Assignments b
< a Elogs

Groups

Tools
WWeh Sites

Glossany

¥ My Groups

Calendar

e SR collaboration

3. On the contextual menu for the session, select Recordings.

4. Onthe Session Recordings page, select the Recording Name of the recording that you want to
view.
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2R84 Collaboration Sessions

Filter [ Show Al v| 6o |

Search by| Session Name il | Search
Session Hame = Tool Start Date End Date
@Lﬂ_tlure Hall [ Virual Classroom

b4

@POCEAN_102| R cardings e Chat ar1i09 12:30 AM 9/30/09 12:00 AM
@Omte Haurs Chat

@ Session Recordings

e

Searchby: (& Recording Name () Date Created (MMWDDAYY) | Search
Recording llame Date Created Becording Duration (dayv:hrmin:secims}

Mestin 11 A1 1016 PM 0:00:1:34:000

Weekly Session AT 107 PW 0:00:1:14:000

How to Access Collaboration Session Recordings for a Group

1. Access your group in the Groups page, or in My Groups panel.

¥ Earth System
Science

# My Groups

¥ Group Lava

¥ Qceanography ssUes

¥ Project Plan

Group Lava

Oceanography Issues

Groups

This group will investigate the following issues:
Howe does hurman population growmth threaten coastal areas?

How can we measure these threats?

Whois responsible in soling the problem?

Project Plans
Add your thoughts about your project here.
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2. Onthe Group Tools, select Collaboration.

Oceanography Issues

Add Personal Module

Group Properties

Group Description

This group will investigate the following issues:

« How does human population growth
threaten coastal areas?

« How canwe measure these threats?

« Yihois responsible in solving the
problem?

Group Members

Brown, Tamy
Casper, Chris
Lopez, Bruce
Faul, Dwight

Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks
Ity Scholar Home

Scholar Course Home
Send Email

3. On the contextual menu for the session, select Recordings.

4. Onthe Session Recordings page, select the Recording Name of the recording that you want to
view.

Blackboard Learn Release 9.1 - Help for Students - Page 95
© 2012 Blackboard Inc. Proprietary and Confidential. U.S. Patent No. 6,988, 138. Additional Patents Pending.



Tools > Collaboration Tools

2R84 Collaboration Sessions

Filter [ Show Al v| 6o |

Search by| Session Name il | Search
Session Hame = Tool Start Date End Date
@Lﬂ_tlure Hall [ Virual Classroom

b4

@POCEAN_102| R cardings e Chat ar1i09 12:30 AM 9/30/09 12:00 AM
@Omte Haurs Chat

@ Session Recordings

e

Searchby: (& Recording Name () Date Created (MMWDDAYY) | Search
Recording llame Date Created Becording Duration (dayv:hrmin:secims}

Mestin 11 A1 1016 PM 0:00:1:34:000

Weekly Session AT 107 PW 0:00:1:14:000

How to Create a Recording

1. Access your group in the Groups page, or in My Groups panel.

¥ Earth System
Science

# My Groups

¥ Group Lava

¥ Qceanography ssUes

¥ Project Plan

Group Lava

Oceanography Issues

Groups

This group will investigate the following issues:
Howe does hurman population growmth threaten coastal areas?

How can we measure these threats?

Whois responsible in soling the problem?

Project Plans
Add your thoughts about your project here.
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2. Onthe Group Tools, select Collaboration.

Oceanography Issues

Add Personal Module

Group Properties

Group Description

This group will investigate the following issues:

« How does human population growth
threaten coastal areas?

« How canwe measure these threats?

« Yihois responsible in solving the
problem?

Group Members

Brown, Tamy
Casper, Chris
Lopez, Bruce
Faul, Dwight

Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks
Ity Scholar Home

Scholar Course Home
Send Email

3. Onthe Collaboration Sessions page, click the session name to join.
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Collaboration Sessions

Create Collaboration Session

Filter | Shaw Al v| Go

Search tnr| Session Mame b ||
Session Hame ™ Tool
@Lecture Hall 9 Yirtual Classroom
@Ofﬂce Haurs Chat

4. Afterjoining the session, click the Begin recording function.

5. Onthe Name Recording pop-up window, type the name of the recording or the date it was
created.

6. Click OK.

@E]mm E cortets [Homar €3 End B Broak JERORS PERORENS ﬂQUUDDI

Mame this chat recording: 6
Topic Discussion 01/31/11 @

==

How to Search for a Recording

1. Access your group in the Groups page, or in My Groups panel.

Blackboard Learn Release 9.1 - Help for Students - Page 98
© 2012 Blackboard Inc. Proprietary and Confidential. U.S. Patent No. 6,988, 138. Additional Patents Pending.



Tools > Collaboration Tools

¥ Earth System
Science ' Grnups

# My Groups

¥ Group Lava » Create Group

¥ Qceanography [ssues

¥

¥ Project Flan

Group Lava

Oceanography Issues

Thig group will investigate the following issues:
Howw does hurman population garowmth threaten coastal areas?

Howe can we measure these threats?

Who is respansible in salving the problem?

Project Plans
Add your thoughts about your project here.

2. Onthe Group Tools, select Collaboration.
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Oceanography Issues

Add Personal Module

Group Properties

Group Description

This group will investigate the following issues:

« Howy does human population growth
threaten coastal areas?

* How canwe measure these threats?

« Yihois responsible in solving the
prohlem?

Group Members

Brovry, Tory
Casper, Chris
Lopez, Bruce
Faul, Dwight

Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

by Scholar Home
Scholar Course Home
Send Email

3. On the contextual menu for the session, select Recordings.
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Collaboration Sessions

AR
Create Collaboration Session

Filter | Show Al v| 6o
Search mf| Session Mame w ||
Session Hame " Tool

Yirtual Classroom

@Lecture Haill

@Ofﬂce Hours

X

Edit

Fecordings 0

Delete

4. Onthe Session Recordings page, click the Recording Name or Date Created option in the
Search by field.

5. Type the name of the recording or the date it was created.
6. Click Search.

Session Recordings

Recarding Hame

Meeting 01/26/11
Weekly Session =

Searchby: (® Recording Name () Date Created (MWDDIYY) |

6]

| Search

©

Recording Duration (davhpminiseacims)

@

Date Craated

126/11 1.36 Al
261 1:40 A

0i00:Z2:41:000
0:00:00:29:000

How to Edit a Recording

1. Access your group in the Groups page, or in My Groups panel.
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¥ Earth System
Science ' Grnups

# My Groups

¥ Group Lava » Create Group

¥ Qceanography [ssues

¥

¥ Project Flan

Group Lava

Oceanography Issues

Thig group will investigate the following issues:
Howw does hurman population garowmth threaten coastal areas?

Howe can we measure these threats?

Who is respansible in salving the problem?

Project Plans
Add your thoughts about your project here.

2. Onthe Group Tools, select Collaboration.
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Oceanography Issues

Add Personal Module

Group Properties

Group Description

This group will investigate the following issues:

« Howy does human population growth
threaten coastal areas?

* How canwe measure these threats?

« Yihois responsible in solving the
prohlem?

Group Members

Brovry, Tory
Casper, Chris
Lopez, Bruce
Faul, Dwight

Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

by Scholar Home
Scholar Course Home
Send Email

3. On the contextual menu for the session, select Recordings.
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ﬁﬁﬁ Collaboration Sessions

Create Collaboration Session

Filter | Show Al v| 6o
Search mf| Session Mame w ||
Session Hame " Tool
@Lecture Hall Yirtual Classroom
x
@Ofﬂce Hours :
Edit
Fecordings 9
Delete

On the Session Recordings page, select Edit from the contextual menu for the appropriate
recording.

AAR Session Recordings

Search hy: & Recording Mame () Date Created (MM/DDMY)

Recording Hame Date Created Recording Dura
Meeting 0172611 12611 1:36 A 0:00:2:41:000
Weekly Session * 0:00:00:29:000
Cpen 0
Edit e
Celete

On the Recording Properties page, type a name in the Recording Name field.
Choose whether to Permit Participants to View Recording.
Click Submit.
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1.

@ Recording Properties

conce [

Recording Mame

Meeting 01£26/11 |

2,

Permit

Permit Participants to View Recording
(o) © Yes O Mo

How to Delete a Recording

1. Access your group in the Groups page, orin My Groups panel.

v Earth System
Science

#* My Groups

¥ Group Lava
¥ Qceanography ssues
¥ Project Flan

Groups

Group Lava

Oceanography Issues |

Thiz group will investigate the following issues:
How does human popolation growth threaten coastal areas?

How can we measure these threats?

Who is respansible in solving the problem?

Project Plans
Add your thoughts about your project here.

2. Onthe Group Tools, select Collaboration.
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Oceanography Issues

Add Personal Module

Group Properties

Group Description

This group will investigate the following issues:

« Howy does human population growth
threaten coastal areas?

* How canwe measure these threats?

« Yihois responsible in solving the
prohlem?

Group Members

Brovry, Tory
Casper, Chris
Lopez, Bruce
Faul, Dwight

Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

by Scholar Home
Scholar Course Home
Send Email

3. On the contextual menu for the session, select Recordings.
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ﬁﬁﬁ Collaboration Sessions

Create Collaboration Session

Filter | Show Al v| 6o
Search mf| Session Mame w ||
Session Hame " Tool
@Lecture Hall Yirtual Classroom
x
@Ofﬂce Hours :
Edit
Fecordings 9
Delete

4. Onthe Session Recordings page, select Delete from the contextual menu for the appropriate
recording.
5. Onthe Delete Recording page, click Delete to confirm the deletion.

AR Session Recordings

Search by: (& Recording MName (7 Date Created (MM/DDMA)

Recording Hame Date Created Recording Dura
Meeting 01526011 126011 1:26 Al 0:00:2:41:000
Weekly Session X 0:00:00:29:000
]
nen N
Edit

Delete 9

Contacts

Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have

disabled it.

You can store contact information in an address book. The address book is empty until you create contacts.
You must create a profile for anyone you want to add to your address book, even if the contact is a Blackboard

Learn user.
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How to View Contacts

On the Course Menu, click Tools.
2. Onthe Tools page, click Contacts.

B0 @

@ Toos

Orientation
Introduction

Home Page

Groups @ Announcements
Tools o

My Course Info

Finding Your viay F. @
| Blogs

Learning Online ——
=—Aa| Contacts
Getting Organized @
Comrmunicafin
g Calendar
Collaborating
Assignments and Grades =g Chris Casper
Taking Tests i’ Email ccaspergmyschool eduy
e 3
HH Collaboration 2
Discussions bal Mina Akbar
Help Email makbargmyschool.edy
— ] o oW
e ::.EL Contacts Tony Grown
==t Email thrown@myschool.adu
-OR-

On the Tools panel, click Address Book.

Address Book

Tools =

@ ABnouncAments comacts (5) Lasthame ¢ Emall |C_|_Jrl1§|r_1_s_ V| | | G0

B Tasks

B My Grades Creleta

= Send Email

i Usar Direchary \D Eirst Hama Lazt lams % Einail Ml lnfaimatien
ga%ﬁ-ﬂ% ! 5 [4"] Mina = Akbar makbar@rmyschool edu nowiHI

» B Personsl infarmafion

* i Browse MEC Archives [] Tony ¥ Hronwm thrown@myschood edu ShowiHide
+ 2 NBC Arthivis Pladig] =

- e O] Chris |2 Casper ceaspen@m school edu ShowiHide

How to Create or Edit a Contact

1. Onthe Tools panel, select Address Book.
2. Onthe Address Book page, click Create Contact.
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Eﬁj Address Book
-

@ Annoyncements —
[ Calengar
B Iasks Create Contact
] My Gradas
& Sand Fmail
+ ) Uzer Direchary Comtacts (5) Lasthame (7 Emall |Cnmam5_ | | Go
) Address Book
B Peragnal Infarmatio
e Browrs s NBC Archives Deleta
= HEC Archives Pladis)
[ Eestiame Last lams 0 Email Oehier Infoumation
[0 Mina Akbar makbar@rmyschool edu oI
[] Tony 3 Brown thrawnmyschool.edu ShowiHide
O ©Chis = Casper craspen@myschood edu ShowiHide

-OR-
To edit an existing contact, on the Address Book page, select Edit in the contextual menu for the
contact.

@ Address Book
i ]
Create Contact
Contacts (3 LastName ¢ Email | Contains v| | Go
Delete
L__[ irst Hame Last Hame ~ % Email Other Information
Mina = Akbar makbar@rmyschool.edu ShowiHide
] Tony x thrown@myschool edu ShowiHide
» Edit
[] Chris e ccaspeni@myschoal edu ShowiHide
Delete I
Delde

The following table lists the available fields that may appear. Fields can be changed by the
Blackboard administrator.

Field Description

Personal Information

First Name [r] Contact’s first name.

Last Name [rf] Contact's last name.

Email Contact’s email address.

Other Information

Company Contact’s company.
Job Title Contact’s job title.
Address Contact’s address.
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Tools

Field Description

Address Contact's additional address information.
(cont.)

City Contact’s city.

State/Province

Contact's state or province.

Zip/Postal Contact’s ZIP code or postal code.

Code

Country Contact’s country.

Website URL of the contact’s personal website. When adding a URL, include the HTTP

Home Phone

protocol. For example: http://www.blackboard.com

Contact’s home phone number. The phone number displays exactly as entered.

> Contacts

Work Phone Contact’s work phone number. The phone number displays exactly as entered.
Work Fax Contact’s fax number. The fax number displays exactly as entered.
Mobile Phone Contact’'s mobile phone. The phone number displays exactly as entered.

3. Click Submit.

How to Delete a Contact

Note: This action is final and cannot be undone.
1. Onthe Tools panel, click Address Book.
2. Onthe Address Book page, click Delete in the contextual menu for a contact.

—
| & Address Book
|
Create Contact
T =] | comacts @ Lastiame () Emall [Contains ) [ Go
@ AnauncEmenis
i lendar
. Doelate
B Wy Grades [ Fhcst Hame Last llames ~ Ermail bt bl sramat
2 Send Ermail
i User Dirgctory [#] Mina Akbar makiran@ryschirol edu ShowiHide
=5 Address Bogk To x
: iy Tbrowm @ schoal adu BhgwiHida
B Parsonal Infarnalio ::I Edit i
e Drorwse MBC Archives O Chais crasper@myschool.adu ShowiHids
1= NBC Archives Pladis] Dielile
Dzl

How to Search for a Contact
The Address Book contains a search function on the Action Bar. You may search using different variables
selected from the search tabs.

1. Onthe Tools panel, click Address Book.

2. Onthe Address Book page, search using the Last Name or Email options of your contact.
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3. Click Go.

| «;] Address Book

L& |

Create Contact E
ESTE] | comocs © Lastiiame O Emall [Conans ] | ] (e

W Announcemants
L o Delate

At ] Fhcst barmne Last Harme Ernail bt bl or
B2 Send Ennail
& User Diractosy ] Mina Akbar makbang@nyschool edu ShowiHide
£ Address Book ] Tary ! throwmigErrmrschonl adu ShiradHida
B Personal Infarmalio = Edit
e Driecse MBC Archivies ] Chrs ceasper@myschool edu ShowiHide
= MBC Archives Pladis] Delete

Dl

Discussion Board

Note: Your instructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

The Discussion Board is a tool for sharing thoughts and ideas about class materials. The main Discussion
Board page displays a list of available discussion forums that may appear anywhere in the course. A forum is
an area where a topic or a group of related topics are discussed. A Discussion Board can contain one or more
forums. For each forum, displays the total number of posts, the number of unread posts, and the number of
users who have participated in the forum.

AT
Discussion Board

B)
mo_\

oceans in the Eachweek please post alink to a relevant news & 1] 4]

M Ews article related to oceanography or marine bioloogy.
Add the week number to your title.

suif's Up: Wave This farurm will hold our discussions on wave 11 m04

iamics and terminology, relevant websites, and questions.
Wind Waves
Pick an oceall.... Soon each ofvod will "explore” an ocean and a g 5

share your research. This can be a partner
activity if you choose. Ifyou have an idea of which
ocean {orwhich aspect of an ocean ifyou prefer
a more specific topic) orwho you want to warlk
with, respand to this post by Friday.

Deciding on a topic will becaome a graded
discussion post at the end of the month.

Q Forum title: Click the forum title to view the messages. Forums containing unread posts appear in bold.

(© Total Posts / Total Participants: View data on the number of posts and participants.

Blackboard Learn Release 9.1 - Help for Students - Page 111
© 2012 Blackboard Inc. Proprietary and Confidential. U.S. Patent No. 6,988, 138. Additional Patents Pending.



Tools > Discussion Board

(@ Unread Posts: The Unread Posts column provides one-click access to the forum’s unread messages.

Within each forum, users can create multiple threads. A thread includes the initial post and any replies toit.
When creating a forum, your instructor has the option of allowing or not allowing you to start threads. Generally,
the purpose of the forum will dictate whether or not you can start threads. A moderated, graded forum used to
evaluate student performance will be tightly controlled, and you cannot create threads. Other forums are
designed for users to share opinions and thoughts on tangential or unrelated topics.

Course groups can have their own Discussion Boards that can be created using the Groups tool. Group
Discussion Boards are available only to users who are members of the group. If a group Discussion Board is
available, access it from the groups link in the Course Menu or in the My Groups area.

Note: When moving through the different parts of the Discussion Board, use the internal navigation, such as
the breadcrumbs, Course Menu, and other page links to return to a previous page. Using the browser navigation
controls can result in page load errors.

How to Access the Discussion Board

1. Onthe Course Menu, click Discussions.

Discussion Board b1
¥ E:
e ull . Discussion Board
# Introduction to
Oceanography B
Section 2
Search
Home Page
Asslgnments
’ . Total | Unread | Total
Group Assignments oo Lol L Ll Posts |Posts | Participant
Discussions Oceansinthe Eachweek please posta linkfo a relevant news article 7 i ]
Tools . Hews related to oceanoaraphy of maring biology. Add the
4 week number to your fifle
Blogs Whve This forurn will hold our discusslons on wave =} 9 5
amics aml  terminology, relevant websites, questions, and weekly

My Grades Wind Wanves  topic entry about waves,
Help Glacier Melt Greenland's glaciers are meling Inlo the sea twice ss 0 L] L]

Could Sianal  fas! a5 previousl belisved, the result of & warming

FasterRizsein hend thal renders obsolete predictions of how quickly

Ocean Levels  Earth's oceans will fse over the next cantuny,

-OR-

On the Course Menu, click Tools and then click Discussion Board.
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Introduction to Oceanography Section 2 Tools

=1l (]
. Tools
# |Introduction to

Oceanography
Section 2

Home Page

Assignments ;@ Announcements @ Messages
Group Assignments

Discussions

Tools

Discussion Board My Grades

Blogs

Viewing a Discussion Forum

When you access a forum in the Discussion Board, a list of threads appears with the following information:

Date: Displays the date that the thread was created.

Thread: Displays the name of the thread.

Author: Displays the name of user who created the thread.

Status: Indicates whether the thread is published, locked, hidden, or a draft.
Unread Posts: Displays the number of posts not yet accessed.

Total Posts: Includes both read and unread posts.
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Forum Features

Discussion Board -~ Forum: Wave Dynamics and Wind Wames@ R,

List View = Tree Wiew

ir.- ] Forum: Wave Dynamics and Wind Waves

Create Thread @ Search  Discover Content  Display Tags

Thread Actions Collect

[ v pate . Thread Author Status Tags  Unread Posts Total Posts
(2711 11:52 PM Tenminology = @ Cathy Chu  Published 4 4
] 22711 1153 PM Belevant websites = Cathy Chu  Published 2 2
M 22TM111:54 PM Questions Cathy Chu Published 0 1
E 22811 12:23 AM Week 1: Wave Fonmation Dwight Panl Published 2 2
Thread Actions Collect e
Displasving 1to 4 of 4 items Edit Paging..

ltems per page:| 25° | Go|

Total number of items: 4

Q Use the breadcrumbs to navigate to a previous page. Do not use the browser navigation controls; page load
errors may occur.

(® Use the Action Bar functions to perform various actions, including:

e Create Thread: Add a new thread to a forum.

o Search: Search for Discussion Board content. The search field is collapsed by default to save screen
space.

o Thread Actions: Make a selection from the drop-down list. Edit the status of the selected threads
and perform other actions, such as marking threads read or unread and setting or clearing flags. Flags
mark threads for later attention.

o Collect: Gather selected threads onto one page where posts can be sorted, filtered, or printed.
(@ Select one or more threads or select the check box in the header row to select all threads for an action, such
as collecting.
@ Click a thread title to read the posts. Forum titles containing unread posts appear in bold type.

e Click Edit Paging to determine the number of items to view per page. Type a number in the box and click
Go. Click the X to close the pop-up box.

Using List View and Tree View in Discussions

After you click a forum title, a page loads displaying all forum threads. You can view the page in either List
View or Tree View. This choice remains in effect until you change it and you may change it at any time. On the
forum page, in the upper-right corner, toggle between the two views.
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List View Tree Wiew

List View

Click List View to present the threads in a table format. Threads containing any unread posts appear in bold
type.

r —:} List View | Tree View

% j Forum: Wave Dynamics and Wind Waves

e Search  Discover Content  Display Tags

Thread Actions Collect

D ¥ Date @ “ | Thread Author Status Tags Unread Posts Total Posts
1 22711 11:52 PM Terminology Cathy Chu  Published 4 4
] 22711 11:53 PM Belevant websites 2 Cathy Chu  Published 2 2
] 22711 11:54 PM Questions Cathy Chu  Published 1] 1
] 228M1 12:23 AM Week 1: Wave Formation  © Dwight Paul Published 2 2
| Thread Actions Collect
Mark as Read
wark as Unread Displaving 1 10 4 of 4 items Edit Paging...
SelFlag
Clear Flag

Q From the Action Bar, you can create threads, or collect posts.

Depending on the settings your instructor made when creating the forum, different functions appear on the
Action Bar. For example, if your instructor allowed tagging, a Tags function appears.

@ To sort a column, click the column heading or caret.

Q Select a thread and make a selection from the Thread Actions drop-down list. You can select multiple
threads or select the check box in the header to select all threads. The actions include:

o Marking threads read or unread.
e Setting or clearing flags. Flags mark threads for later attention.

Tree View

Click Tree View to show the thread starter messages and their replies. From the Action Bar, you can create
threads, or collect posts.
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- —-ﬁ ListView (| Tree View )

ﬁ Forum: Wave Dynamics and Wind Waves

Create Thread search  Discover Content | Collapse Al Expand All

Message Actions Collect
[
] =-Termincloqgy Cathy Chu 22711 11:52 PM
] = Relevant websites Cathy Chu 227111153 PM
] Cluestions Cathy Chu 212711 1154 P
] E-Week 1: Wave Formation Dwight Paul 22811 12:23 AM
] Wave Formation {additional info) Andy Farrell 2/28/11 12:27 AM
Message Actions Collect

You can expand and collapse threads by using the plus and minus icons next to the titles. If a thread starter
message contains unread posts, the thread starter title appears in bold type. On the Action Bar, use the
Collapse All and Expand All options to hide or view all posts included in all threads.

Select a thread and make a selection from the Message Actions drop-down list on the Action Bar. You can
select multiple threads or select the check box in the header to select all threads. Actions include marking
threads read or unread and setting or clearing flags. Flags mark threads for later attention.

Viewing a Discussion Thread
When you click a thread, the Thread Detail page appears. The page is divided into three sections:
Section 1:

The Action Bar contains functions that allow you to select, flag, mark read/unread, and collect posts.
Section 2

The Message List contains a list of all the posts in a thread, beginning with the initial post. The selected post is
highlighted. Use the plus and minus icons to expand and collapse the posts.

Section 3:

The Current Post contains the text of the selected post and information about the post.
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Thread Detail

Terminolooy

[ Reply |

Total Posts: 4 Unread Posts: 3

Message Actions
Select All Mone

[ | =-Ierminology

| = Breaking Wawve

] RE: Br eaking Wave
] Surface Tension

Select All Maone

Message Actions Collect
Terminology
Author: Cathy Chu
Posted Date: Sunday, Fehruany 27,
2011 11:582:40 P EST
Edited Date: Sunday, Fehruany 27,

2011 11:52:40 PM EST

comprehend their meanings.

) @
o

3

Linderstanding ocean waves has a lingo all its own. Some concepts are easier to understand than
others. We usually have some good conversations about specific terms as we help each ather fully

Search Refresh

3] ]

Cathy Chu
Christopher Casper

22711 1182 P
22811 12:09 AM

Tony Brown 2281111213 AM
Tony Brown 22811 12:14 AM
E Cluote | SetFlag
Total views: T Yourviews: 22
(werall Rating:
Your Rating:

About the Thread Detail Page

On the Thread Detail page, you can navigate from post to post, adjust your view of the page, view information

about the selected post, and reply to others.
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‘D Thread Detail

0 Search Refresh
Terminalody E OEQD

Total Posts: 4 Unread Posts: 2

Messane Actions Collect
@ Select All Mone
]
[l
]
[

= Terminology Cathy Chu 2027111 11:52 P
= Breaking Wave Christopher Casper 212811 12:09 Al
EE: Breaking Wave Tony Brown 228111213 AM
suiface Tension Tony Brown 22811 1214 AM

select Al Mone

Message Actions Caollect
Breaking Wave @ EEIA auote | setFiag
Author: Christopher Casper Total views: 4 Ofour views: 1)
Posted Date: monday, February 28, Cweerall Rating:
2011 12:09:09 A EST Your Rating:
Edited Date: monday, February 28,

2011 12:09:09 AM EST

Parent Post e

Canyou provide information about breaking wave?

@ On the Action Bar, you can access functions such as Subscribe, Unsubscribe, or Search. When

subscribed to a thread, you receive an email alert when a post is updated or a reply is posted. Your instructor
must enable this function when creating a forum. The search field is hidden by default to save screen space.

@ Select one or more threads and make a selection in the Message Actions drop-down list. Actions include

marking threads read or unread and setting or clearing flags. Flags mark threads for later attention. You can also
use the functions for collecting posts and selecting all posts.

@ Arrange your view using the icons on the Action Bar.
o Swap Up or Down: Switches the message tree section and the reply section of the screen.
o Hide or Restore to Minimum: Collapses or displays the message tree section of the screen.

o Maximize or Minimize: Displays the message tree fully or just a portion of the message tree.

@ Use the Move to previous message or Move to next message arrows for navigating between messages
in the thread.
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e Click Parent Post to display or hide the parent message in the thread.

How to Create Threads in a Discussion Forum

Forums have many settings that control who can post, and what other types of actions you can take, such as
editing your own threads, posting anonymously, or rating posts. Depending on which forum settings your
instructor has selected, you may be allowed to create a new thread.

1. Onthe Course Menu, click Discussions.
2. Onthe Discussion Board page, click the name of the forum.

Discussion Board w|

# [ntroduction fo

T_j Discussion Board

Oceanography
Section 2
Search
Home Page
Assignments
Total | Unread | Total
Group Assignments Me Decripticn Posts | Posts | Participants
Discussions o Oceans inthe Eachweek please post a linkto a relevant news article 7 i /]
Toolz Hews & related to oceanoaraphy of maring biology, Add the
< week number to your fifle
Blogs Winve This forum will hold our discussions on wave g 9 5
amics amd  terminology, relevant websites, guestions, and weekly

My Grades Winid Wanves topic entry about waves,
Help Glacier Melt Greeniands Qlackers are meling Info the sea twice ss 0 1] L]

Could Sianal  fas! a5 previousl: belleved, the resuit of a warming
FasterRisein hend thal renders obsolete predictions of how quickly
Ocean Levels  Earh's oceans will fae over fhe next cantuny,

3. Onthe Forum page, click Create Thread.

List View @ Tres Yigw

ﬁgrum: Wave Dynamics and Wind Waves

Search  Discover Content  Display Tags

Thread Actions Collect

O v m bate = Thread Author Statils Tags  Unread Posts Iotal Posts
B8 22711152 P Temminologqy = Cathy Chn Published 2 4
0O 227111153 PM  Relevand websites Catlw Chin  Published 1 2
0 2T 1154 PM Questions |¥ Cathy Chu - Published 0 1
0 228111223 AN Week 1: Wave Formation = Dwight Paul  Published 2 2

On the Create Thread page, type a Subject.

5. Inthe Message text box, type your reply. You can use the Text Editor functions to format the text
and add files, images, web links, multimedia, and Mashups.

6. Alternatively, under Attachments, attach a file using one of the following options:
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e To upload a file from your computer, click Browse My Computer.

¢ If your school licenses content management, click Browse Content Collection.
7. Click Submit to create the thread.

Create Thread

o Indicates a reguired field,

“ Subject [k 2: Wave Breaking |
el Text Ecitor is: [JELH ]
«[normal el [3 »| [arial ¥| | B 1[ygee| = 2 |[= I

1]

]
@
o
i
i
i
i

cds ¥ VP 2 oo QO JARSZ | Ao O
“REMBE BB

Some waves undergo a phenomenon called "breaking”. A breaking wave is one whose base can no
longer support its top, causing it to collapse. A wave breaks when it runs into shallow wiater, or when

twio wave systems oppose and combine forces. When the slope, or steepness ratio, of a wave i1s too
areat, breaking 15 inevitable.

| path: body

[] save as Reusabls Obpect

Aftach File

Browse Wy Computer Browse Content Collection

Cancel Save Draft

Result

The newly created thread appears in the forum.

Note: If yourinstructor has associated a rubric with the discussion forum or thread and made it available to
students, you can view grading criteria before beginning work. Click Grading Information to access the forum or
thread's Grade page.

Forum: Unit 3: Mass Objects

Create Thread Grading Information

Click View Rubric in the Forum Grade or Thread Grade section to display grading criteria.
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* Forum Grade
Grade for: Cathy Winng
Grade: —outof 30 View Rubric

Grade Date: —
Feedback:

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be
visible.

How to Save Posts as Draft and Submit Later

The Save Draft function is available if you need to return to your post at a later time. This function saves your
comments and files on the page.

When you finish your post, you must click Submit to publish the thread in the forum.

Saving a Post as Draft

1. Onthe Course Menu, click Discussions.
2. Onthe Discussion Board page, click the name of the forum.

Discussion Board w|
Bl N

: . ' Discussion Board
# Introduction to

Oceanography .

Section 2

Search
Home Page
Asslgnments
: E o " Total | Unread | Total
Group Assignments roLam bhdian o b Poste | Posts | Participants
Discussions o Oceans inthe Eachweek please post a link to a relevant news aricle 7 L 0
Tools Hews related to oceanography o marine biology, Add the
< wieek number to your fifle.
Blogs Wianve Thils forurn will hold our discussions on wave ] a9 5
Dymamics and  terminology, relevant websites, questions, and weekly

My Grades Wind Wanves  topic entry about waves,
Help Glacier Melt Greenland's glaciers are meling Inlo the sea twice ss 0 L] L]

Could Sianal  fas! a5 previousl belisved, the result of & warming
FasterRizsein hend thal renders obsolete predictions of how quickly
Deeanlevals  Earh's oceans will se over the next cantuny,

3. Onthe Forum page, click Create Thread.
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List View @ Tres Yigw

Tj. j Forum: Wave Dynamics and Wind Waves

Search  Discowver Content Display Tags

Thread Actions Collect

O v m Date 5 Ihigad Author Status Tags | Unread Posts Total Posts
(| 227111152 PM Tenminology Cathy Chn Published 2 4
0O 227111153 PM  Relevanit websites Catlw Chin  Published 1 2
0 TN 1154 PM Questions Cathy Chu - Published 0 1
0 228111223 AN Week 1: Wave Formation Dwight Paul  Published 2 2

On the Create Thread page, type a Subject.

In the Message text box, type your reply. You can use the Text Editor functions to format the text
and add files, images, web links, multimedia, and Mashups.

Alternatively, under Attachments, attach a file using one of the following options:
e Toupload a file from your computer, click Browse My Computer.
o If your school licenses content management, click Browse Content Collection.

Click Save Draft to store a draft of the post and continue working later.
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Create Thread

Indicates a reguired field, |
" 3 Cancel | Save Draft |m

1.
# Subject [Week 2: Wave Breaking |
Message Text Edtor is: [T
~Thomal )] (3 )] [l vl (B I use|n <=2 BA|IIEE=ERE

sy NP & v QETARBS IO O
“EELBE BB

In physics, a breaking wave is a wave whose amplitude reaches a critical level at which some
process can suddenky start to occur that causes large amounts of wave energy to be transformed
into turbulent kinetic energy. At this point, simple physical models that describe wave dynamics
often become invalid, particularly those that assume linear behavior.

The most generally familiar sort of breaking wave is the breaking of water surface waves on a

."'rlrar'fli:nf} _E araire of the horsontal camnnonont of tho floid velacihe arcaciatod] aath tho e

~ Path: body

P —
—_—

[[] Save a= Reusable Cbject

W atcnmens 6~

Aitach File Browsa hiy Computer Browse Content Collection |

Cancel || Save Draft |

Submitting a Draft Post

1. Return to the Forum page. On the Forum page, point to Display to access the drop-down list.
2. Select Drafts Only to view the saved post.

Forum: Wave Dynamics and Wind Waves o
Search || Discover Content  Display Tags
. - » Show All
* Published Onby

Thread Actions - | Collect > Hidden Only

O v m pae % Thtead Author Status  Tags Uniesdd > Drafs Only
O 227A11152PM Tenminology | Cathy Chu Published z 4
0 227111153 P Relevant websites = Cathy Chu Published 0 2
(| 22711 11:54 PR Questions & Cantllny Chau Pubilisiedd 1 1
| 22811112 Week 1: Wave Formation |~ Dwight Paul Published 4 4
|| 31011 e:sbmmm © Christopher Casper Drafl 0 1
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3. Onthe Thread Detail page, click the post's title. The post appears in the Current Post portion of
the content frame. You can view the text of the post and information about the post, such as the

Author and Posted Date.
4. Click Edit.

ﬁ Thread Detail

Week 2. Waye Breaking

Total Posts: 1 Unread Posts: 0

Message Actions Coliect
Select All Mone

| Week 27 Wave Breaking {drafty e

Select All Mone

Message Actions Collect

Yieek 2: Wave Breaking > .\{:f
Awrhor: Christopher Casper
Posted Date: Thursday, March 10, 2011 9:23:05 PM
EST
Edited Date: Thursday, March 10, 2011 9:23:05 PM
EST

=0
Christopher Casper I0M1 9323 PM
Edit | SetFlag | Delets
Total views: 3 {Your views: 3)

Onverall Rating:

In physics, a breaking wave i5 a wave whose amplitude reaches a critical level at which some process can suddenly star to occur that
causes large amounts ofvwave energy 1o be transformed into turbulent kinetic energy. A1this point, simple physical models that
describe wave dynamics often become invalid, particularly those that assume linear behavior,

The most generally tamiliar sor of breaking wave 15 the breaking of water surface waves on a coasiline, Because of the horizontal
component of the Muid velocity associated with the wave molion, wave crests steepen as the amplitude increases; wave breaking
generally occurs where the amplitude reaches the point that the crest of the wawve actually overums.

Search | Refresh

5. Onthe Edit Post page, make the necessary changes in your post. You can use the Text Editor
functions to format the text and add files, images, web links, multimedia, and Mashups.

6. Click Submit.
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Edit Post
& Indicales a required figld _ Cancel Save Dml’t. Im
Bl Message
# Subject; [\eek 2: Wave Breaking |
Massage Text Ecitor is: [JECH |
+[mormal  w| [3 ] [Ana vl | B I Uewe| n & |[E=EE| R A EicEE
;YN @ v QO IJARBS A OOW
P
PEpREBE)
In physics, a breaking wave is a wave whose amplitude reaches a critical level at which some =
process can suddenly start 1o occur that causes large amounts of wave energy to be transformed
into turbulent kinetic energy. At this point, simple physical models that describe wave dynamics
often become invalid, particularly those that assume inear behavior.
w
[ path: body =
=$=
[] save as Reusable Objact
M Attachments
Attach File Browse Wy Computer | | Browse Content Collection |

How to Change the Displayed Threads

Your instructor sets the thread status as published, hidden, or draft, but you can choose which type of threads
will appear. By default, published threads appear.

1. Onthe Course Menu, click Discussions.

2. Onthe Discussion Board page, click the name of the forum.
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Discussion Board b1

: - ® Discussion Board
# [ntroduction 1o

Oceanography
Section 2
Search
Home Page
Asslgnments
- F o e Total | Unread | Total
Group Assignments Bt LL e Posts | Fosis | Participants
Discussions Oceans inthe Eachweek please posta linkto a relevant news article 7 I L]
Tools Hews | = related o aceanoaraphy or maring biology, Add the
L4 week number to your fifle
Blogs Winve Thils Torurn will hold our discussions on wave ] 9 5
mmnics anid terminology, relevant websites, questions, and weekly

My Grades Wind Waves  topic entry about waves,
Help Glacier Mef Greanland's gigciers are meling info the sea bwiceas 0 L] L]

Could Sianal  fasl 25 previoushy believed, the resull of 2 warming
FasterRisein trend that renders obsolete predictions of how quickly
Ocean Levals  Earh's oceans will nse over the next cantuny,

3. Onthe Forum page, select List View.
4. Onthe Action Bar, point to Display to access the drop-down list.
5. Select the type of threads to view in the forum.
e Published: A post with a Published status is available to users.

e Hidden: A thread that is locked and not visible by default. You may choose to display
Hidden threads in List View. Hidden threads cannot be edited, even if editing has been
enabled for the thread. Hiding threads helps you find relevant content, as unneeded
content is hidden from view.

o Draft: A Draft thread is saved to Blackboard Learn by the author for future editing, but is
not submitted for publication. It becomes available to other users when it is published.

9 List View  Tree View
ﬁ Forum: Wave Dynamlcs and Wind Waves o
Search  Discover Content  Display Tags
Showe All
* Published Qnly
Thread Actions Callect  Hidden Only
O | * m Date —% Thread Author Status Tags Unreadd * Drafts Only
O 227111152 PM Tenminologqy = Cathy Chi Published 2 4
|l 22T 153 P Relevant websites Cathy Chn Puldished 1 2
El HITAT11:54 PM Questions = Catby Chu  Published 0 1
] 2281111223 AM - Week 1: Wave Fonmation Dowiglt Paul  Published 2 2

Result

The forum page displays only those threads that have the status selected from the Display drop-down list.
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How to Reply to Discussion Posts

Note: You can reply to published threads, but cannot reply to locked or hidden threads.
1. Onthe Course Menu, click Discussions.
2. Onthe Discussion Board page, click the name of the forum.

Discussion Board w|
Bl T
. - . Discussion Board
# Introduction to
Oceanography
Section 2
Search
Home Page
Assignments
i F Des Total | Unread | Total
Group Assignments Forum SURENREIn Posts |Posts | Participants
Discussions o Oceans inthe Eachweek please post a linkto a relevant news article 7 i /]
Tools Hews | related to oceanography of maring biology, Add the
< week number to your fifle.
Blogs Warve Thig forum will hold our discussions on wave ] a9 5
amics amd  terminology, relevant websites, guestions, and weekly
My Grades Wind Waves  toplc entry about waves,
Help Glacier Melt Greeniands Qlackers are meling Info the sea twice ss 0 1] L]

Could Sianal fasl a5 previously believed, the resul of 3 warming
FasterRisein hend thal renders obsolete predictions of how quickly
Oceanlevels  Earth's oceans will Hse over the next centuny,

3. Onthe Forum page, click the name of the thread.

List View @ Tres Yigw

ﬁ Forum: Wave Dynamics and Wind Waves

Search  Discover Content  Display Tags

Thread Actions Collect

O v m Date 5 Thesad 9 Authar Slatus Tags |Unread Posts Iotal Posts
B8 22371 11:52 PN Temminoleqy = Cathy Chn Published 2 4
0O 227111153 PM  Relevand websites = Catlw Chin  Published 1 2
[l | TN 1154 PWM Questions | Cathy Chu  Published 0 1
0 228111223 AN Week 1: Wave Formation = Dwight Paul  Published 2 2

4. Onthe Thread Detail page, click a post's title. The post appears in the Current Post portion of the
content frame. You can view the text of the post and information about the post, such as the
Author and Posted Date.

5. Click Reply. Alternatively, click Quote to include the post's text as part of your reply.
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ﬁ Thread Detail

Search Refresh

Wieelk 1 WWave Formation : @QD

Total Posts: 2 Unread Posts; [

Messane Actions Collect
select All Mone

] =-Week 1:Wawve Farmation Dwwight Paul 228M1 12:23 Al
] Wiave Formation (additional info) Andy Farrell 2128071 1227 A

Select Al Mone /
Messane Actions Collect ’/ 9
|III

Week 1:Wvave Farmation .I" : Guate || SetFlag
Author: Crwvight Paul Total views: T Orour views: 43
Posted Date: monday, February 28, Crneerall Rating:
2011 12:23:40 AM EST Your Rﬂtl"ﬂ
Edited Date: monday, February 28,

2011 12:23:40 AM EST

The great majority of large breakers one obsenres on a beach result from distant winds. Five factars
influence the farmation ofwind waves:

Wind speed

Distance of open water that the wind has hlown over (called the fetef
Width of area affected by fetch

Tirme duration the wind has blown over 3 given area

Water depth

On the Reply to Post page, click View Original Post on the Action Bar to include the original
message on the page while replying. Click Close Original Post to hide the original post from view.
If needed, edit the Subject.

In the Message text box, type your reply. You can use the Text Editor functions to format the text
and add files, images, web links, multimedia, and Mashups.

Alternatively, under Attachments, attach a file using one of the following options:
e To upload a file from your computer, click Browse My Computer.
o If your school licenses content management, click Browse Content Collection.

Click Save Draft to store a draft of the post or click Submit to post the reply. After submitting, you
cannot edit or delete your post unless your instructor has enabled those features for the forum. If
enabled, Edit or Delete appear next to Reply when viewing your post.
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e Indicates a required field.
Cancel Save Draft m

Reply to Post

Wiew Qriginal Post

# Subject: @ \RE: ‘Week 1: Wave Formation |

Message Texdt Editor i=: [JELN |

“|nNormal | |3 % Al v| | B I U abe| % x|
= B alEiEEE

cac ¥ M & v o PO FTAES | FTSOO

‘BEARE B E)

YWaves in a given area typically have a range of heights. For weather
reporting and for scientific analysis of wind wave statistics, their
characteristic height over a period of time is usually expressed as
significant wave height. This figure represents an average height of the
highest ane-third of the wawves in a given time period (usually chosen »

| Path: body

[
— e —

[] Save a= Reusable Ohject

Attachments

Attach File 8 Browse My Computer | Browse Caontent Collection |

W suomt g

Cancel Save Draft m

Your reply appears on the Thread Detail page, indented under the parent post. If you attached a file, a paper
clip icon appears in the post's row. Click the title to open the post in the Current Post portion of the content
frame. Use the Move to previous and Move to next arrows to view another post or use the breadcrumbs to
return to the forum or the Discussion Board page.

How to Edit or Delete Discussion Posts

Note: You can edit or delete your own posts only if your instructor has made those options available to you.
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You cannot edit or delete others' posts. If you post a message in error and the option to delete it is not available
to you, contact your instructor.

1. Onthe Course Menu, click Discussions.

2. Onthe Discussion Board page, click the name of the forum.
3. Onthe Forum page, click the name of the thread.
4

On the Thread Detail page, click the title of one of your own posts. The post appears in the Current
Post portion of the content frame.

5. Click Edit to modify the message or click Delete and confirm its removal. These options are
located next to the Reply button if your instructor has selected forum settings that enable you to
edit or delete. If your instructor has not selected these settings, the Edit and Delete buttons will not
be visible to you.

How to Rate Discussion Posts
You can use the Discussion Board for peer review. Students start threads and include their work in their initial
posts. Other users review the work, assign a rating to the initial post, and may include comments in a response.

Rating posts also allows you to focus on messages considered informative or useful by others. Depending on
the forum settings, you can rate a post using a five star system. Your instructor can also rate posts.

1. Onthe Course Menu, click Discussions.
2. Onthe Discussion Board page, click the name of the forum.

Discussion Board b1

TE "W Discussion Board

rch
Home Page <LHC
Asslgnments
. Total | Unread | Total
Group Assignments oy Lol L Ll Posts |Posts | Participant
Discussions Oceansinthe Eachweek please posta linkfo a relevant news article 7 i ]
Tools . Hews related to oceanoaraphy or maring blology. Add the
4 week number to your fifle
Blogs Whve This forurn will hold our discusslons on wave =} 9 5
Dymamics and  terminology, relevant websites, questions, and weekly
My Grades Wind Wanves  topic entry about waves,
Help Glacier Melt Greenland's glaciers are meling Inlo the sea twice ss 0 L] L]

Could Sianal  fas! a5 previousl belisved, the result of & warming
FasterRizsein hend thal renders obsolete predictions of how quickly
Ocean Levals  Egnh's oceans wil fae over the next cantung,

3. Onthe Forum page, click the name of the thread.
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List View @ Tres Yigw

ﬁ Forum: Wave Dynamics and Wind Waves

Search  Discover Content  Display Tags

Thread Actions Collect

O v m bate =5 Thread 9 Author Statils Tags  Unread Posts Iotal Posts
B8 22371 11:52 PN Temminoleqy = Cathy Chn Published 2 4
0O 227111153 PM  Relevand websites = Catlw Chin  Published 1 2
[l | TN 1154 PWM Questions | Cathy Chu  Published 0 1
0 228111223 AN Week 1: Wave Formation = Dwight Paul  Published 2 2

On the Thread Detail page, click a post's title. The post appears in the Current Post portion of the
content frame.

For Your Rating, select one to five stars. You can add and delete stars at any time.

Thread Detail

Subscribe Search  Refresh

¢ |Relevant websites m IEQ

Total Posts: 2 Unread Posts: 0
Message Actions Collect
Select All Mone

[0 o Relevant websites Cathy Chu W2TM111:53 PM
1 RE: Relevant websites 0 Christopher Casper 2128011 12:04 A

Select Al MNone

hlessage Actions Callect

. |RE: Relevantwebsites Guote | SetFlag
Author: Christopher Casper Total views: 11 (our views: 100
Posted Date: Monday, February 28, 2011 Overall Rating: e
12:04:57 AM EST “Your Rating: s o g ens

Edited Date: Monday, Febroary 28, 2011
12:04:57 AM EST

+ Parent Post

I found a website that discusses wave dynamics and wind waves presented in slides. It can also be useful in class
discussions.

Website: htto:jfww indiana eduf-a1 3 waves bt

< |RE:Relavantwebsites L2 ouote | SetFiag
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Your rating is now included in the Overall Rating, which is the combined rating of all users. The individual
rating appears in Your Rating. Use the Move to previous and Move to next arrows to view another post.

How to Search Discussion Posts

You can search for specific text—a phrase, word, part of a word, or a name —in the Discussion Board. The
results appear on a Search Results page.

1.

2.
3.
4

On the Course Menu, click Discussions.
On the Discussion Board page, click Search. The Search field expands.
In the Search text box, type search criteria, including any keywords or names you want to find.
In the drop-down list, select an area to search.
e Current Discussion Board
e All Forums in Course

To further narrow your search results, select the After and Before check boxes to enable the date
and time selections. Type dates and times in the boxes or use the pop-up Date Selection
Calendar and Time Selection Menu to select dates and times.
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6. Click Go.
o] ?1—‘
I —— - [ W Discussion Board
A Introduction to » [ =&
Oceanography =Sk
Section 2 : -
Home Page aarc
Aszignments f
Total | Unread | Total
Group Assignments Fortim Description ts | Posts | Particigant
Discussions Deeans inthe  Eachweek please post a link1o & relevant news adicle 7 7 o |
Tools . Hews © related to oceanography or marine biology. Add the
%jmmmmmhmd \/
5! 4)
Search | waves in| Current Discussion Board | [ Afer | I} |_ J %
] Beore € ] @ )
Go [ |
(6] | .
| |
VX \rx
«|[ < March 2011 > [[» 09:30 Al !
Sun Mon Tue Wed Thu Fri | Sat 10:00 AM
01| 02 03 04 o5 10:30 Abt
06| 07| og| og9| 10| 11| 12 11:00 Am
13| 14| 15 16| 17| 18] 149 11:30 A &
200 2| 22| 23| 24| 25 26 Moon
27| 28| 29/ 30 H 1230 P
01:00 P
i W
Todayis: Tuesday, March 8, 2011 <EI1_3IZI il | =

Result

On the Search Results page, you can read and print the results. On the Action Bar, click Print Preview to
open the page in a new window in printer-friendly format. Posts print in the order they appear on the page. To
select which posts appear and in which order, you can filter and sort posts using the Filter function and the Sort
by and Order drop-down lists on the Action Bar.

On this page, you can also reply to posts and mark messages read or unread. Click the Quote function to
include the post's text as part of your reply. To view the responses to a post, click the post's hyperlinked title to
navigate to the Thread Detail page.

You can also select the check box to collect multiple posts for reading or printing.

How to Collect Discussion Posts
On the Thread Detail page, you can read only one post at a time. Use the Collect function to read multiple
posts from the same page. Once posts are collected, you can filter, sort, and print them.

1. Onthe Course Menu, click Discussions.

2. Onthe Discussion Board page, click the name of the forum.
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Discussion Board b1

T_j Discussion Board

# [ntroduction to

Oceanography
Section 2
Search
Home Page
Asslgnments
- F o e Total | Unread | Total
Group Assignments Bt LL e Posts | Fosis | Participants
Discussions Oceans inthe Eachweek please posta linkto a relevant news article 7 I L]
Tools Hews | = related o aceanoaraphy or maring biology, Add the
L4 week number to your fifle
Blogs Winve Thils Torurn will hold our discussions on wave ] 9 5
mmnics anid terminology, relevant websites, questions, and weekly

My Grades Wind Waves  topic entry about waves,
Help Glacier Mef Greanland's gigciers are meling info the sea bwiceas 0 L] L]

Could Sianal  fasl 25 previoushy believed, the resull of 2 warming
FasterRisein trend that renders obsolete predictions of how quickly
Ocean Levals  Earh's oceans will nse over the next cantuny,

3. Onthe Forum page, click the name of the thread.

List Wiew | Tres View

ﬁ Forum: Wave Dynamics and Wind Waves

Search  Discover Content  Display ~  Tags

Thread Actions Collect

O v m bate == Thread 9 Author Hatus Tags Unread Posts IotalPosts
| 227111152 PM Terminoloqy | Cathy Chin  Published 2 4
0 22711 11:53 PM Belevant websites Catly Chin  Published 1 2
[l | 22T 1154 P Quesfions |+ Cathy Chu  Published 0 1
0 22811 12:23 AN Week 1: Wave Formation = Dwight Paul  Published 2 2

4. Onthe Thread Detail page, select the check boxes of the posts to collect. If a post has replies and
you want them to appear on the Collection page, click the plus sign to expand the post and select
the check boxes for those messages.

Note: To select all the posts in a thread, click Select: All above the Message List. All check boxes
for all the posts are selected whether they are expanded or collapsed.

5. Onthe Action Bar, click Collect.

Note: The Collectfunction is also available in the forum page, where it is used to gather all the
postings made to different threads. Once collected, sort the messages to further organize them.
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Tﬂ Thread Detail

5_ullﬂ_:lihe | Search Refresh

Week 1:Waye Formation| > |GG ol #=E
Total Posts: 4 Unread Pﬂsts:e
Message Actions Collect

Select: all None

0 5 Weekl: Wave Formation Drwiight Paul 2128111 12:23 Al
= Wave Fomation {additional info) Andy Farrell 20281111227 AM
\Wave Farmation itional infi Cathy Waong 3211 12:07 AM
RE: Week 1:Wave Formalion Cathy Wong 21 1204 A

Result

On the Search Results page, you can read and print the results. On the Action Bar, click Print Preview to
open the page in a new window in printer-friendly format. Posts print in the order they appear on the page. To
select which posts appear and in which order, you can filter and sort posts using the Filter function and the Sort
by and Order drop-down lists on the Action Bar.

On this page, you can also reply to posts and mark messages read or unread. Click the Quote function to
include the post's text as part of your reply. To view the responses to a post, click the post's hyperlinked title to
navigate to the Thread Detail page.

How to Filter Discussion Posts After Searching or Collecting
You can filter collected posts to narrow your search results or sort a collection. If you print the posts after
filtering, the posts print in the order they appear on the page.

Note: If the author or authors of some posts are no longer enrolled in the course, the posts may appear out of
order.

1. Onthe Course Menu, click Discussions.
2. Onthe Discussion Board page, click the name of the forum.
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Introduction to Oceanography Section 2 T T2 0T T-LETE | b1
B OO e
Discussion Board
2 Introduction 1o
Oceanography
Section 2
Search
Home Page
Asslgnments
- F o - Total | Unread | Total
Group Assignments el i bt Posls Posts | Participants
Discussions Q¢ in Each week please post a linkto a relevant news article 7 I L]
Tools Hews = related o aceanoaraphy or maring biology, Add the
L4 week number to your fifle.
Blogs Winve Thils Torurn will hold our discussions on wave ] 9 5
mmnics anid terminology, relevant websites, questions, and weekly
My Grades Wind Waves  topic entry about waves,
Help Glacier Meft Greanland's gigciers are meling info the sea bwiceas 0 L] L]

Could Sianal fasl a5 previously bedfeved, the resull of & warrming
EaslerRise | trend that renders obsolete predictions of how quickly
Ocean Levals  Earh's 00eans will ise over ihe next cantuny,

w
~.

3. Onthe Forum page, click the name of the thread.

List Wiew | Tres View

Forum: Wave Dynamics and Wind Waves

Search  Discover Content  Display ~  Tags

Thread Actions Collect

O v m bate = Ihread 9 Author Hatus Tags | Unread Posts Iotal Posts
| 227111152 PM Terminoloqy | Cathy Chin  Published 2 4
0 22711 11:53 PM Belevant websites o Catly Chin  Published 1 2
[l | 22T 1154 P Quesfions |+ Cathy Chu  Published 0 1
0 22811 12:23 AN Week 1: Wave Formation. = Dwight Paul  Published 2 2

4. Onthe Thread Detail page, select the check boxes of the posts to collect.
5. Onthe Action Bar, click Collect.

Note: The Collect function is also available from the forum page, where it is used to gather all the
postings made to different threads. Once collected, sort the messages to further organize them.
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T-] Thread Detail
Su_l_lgﬂ:_lihe_. Search Refresh
< |Week 1 VWayve Formation  » F=E

Total Posts: 4 Unread Pasts:e

Message Actions Collect

Select: all None
0 5 Weekl: Wave Formation Drwiight Paul 2128111 12:23 Al
= Wave Fomation {additional info) Andy Farrell 20281111227 AM
Wiave Farrmation itignal infi Cathy Wong 321 12:07 AM
RE: Week 1:Wave Formalion Cathy Wong 21 1204 A

6. Onthe Collection page, click the Filter function on the Action Bar to expand the field and select
options from the following drop-down lists:

o Author: Select All or select an author.

o Status: Show All or select a status.

¢ Read Status: Select Show All, Read, or Unread posts.
o Tags: Show All tags or select a tag.

7. Click Go to apply the selections. You can further organize the results using the Sort by and Order

drop-down lists.
8. Click the X to close the Filter field.

Note: You can select Tags if your instructor has enabled post tagging for the forum.

G’_‘T Collection

Print Preview | =

| Print Preview | "
x

Author | Select All BSTETUS Show All -« | Read Status | Show All v] Tags | Show All » | Go

[Select All
Andy Farrell

[Dwight Paul
Sort by ,Mﬂ&.m.fnng { | Order w Descending

How to Sort Discussion Posts After Searching or Collecting
To narrow your search results or sort a collection, you can use the Sort by and Order drop-down lists. If you
print the posts after sorting, the posts print in the order they appear on the page.

Note: If the author or authors of some posts are no longer enrolled in the course, the posts may appear out of
order.
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On the Course Menu, click Discussions.
On the Discussion Board page, click the name of the forum.

Discussion Board w|

# Introduction 1o

Oceanography
Section 2
Search
Home Page
Asslgnments
: E o " Total | Unread | Total
Group Assignments LLLL LD bhdian o b Poste | Posts | Participants
Discussions Dceans in Each week please post a linkto a relevant news article 7 i ]
Tools Hews related to oceanography or marine biology, Add the
< wieek number to your fifle.
Blogs Wianve Thils forurn will hold our discussions on wave ] a9 5
amics amd  terminology, relevant websites, guestions, and weekly

My Grades Wind Wanves topic antry about wawes,
Help Glacier Greenland's glaciers are meling Inlo the sea twice ss 0 L] L]

Could Sianal fasl a5 previously believed, the resull of & warming
Easler Rise | trend that renders obsolete predictions of how quickly
Deeanlevals  Earh's oceans will se over the next cantuny,

On the Forum page, click the name of the thread.

List View @ Tres Yiew

ﬁ Forum: Wave Dynamics and Wind Waves

Search  Discover Content  Display Tags

Thread Actions Collect

O » @ pae = Ihiead 9 Alghot statusg Tags  Unread Posts Iotal Posts
B8 227911152 PN Temminoleqy = Catly Chn Published 2 4
0 227111153 PM  Relevand websites = Catlw Chin  Published 1 2
0 2T 154 PM Questions |¥ Cathy Chu  Published 0 1
0 22811 12:23 AN Week 1: Wave Fonmation = Dwight Paul  Published 2 2

On the Thread Detail page, select the check boxes of the posts to collect.
On the Action Bar, click Collect.

Note: The Collectfunction is also available from the forum page, where it is used to gather all the
postings made to different threads. Once collected, sort the messages to further organize them.
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fw Thread Detail

Sulgg;dhe | Search Refresh

Week 1 Wayve Formation | » F=E
Total Posts: 4 Unread Pasts:e

Message Actions Collect

Select: all None
0 5 Weekl: Wave Formation Drwiight Paul 2128111 12:23 Al
= Wave Fomation {additional info) Andy Farrell 20281111227 AM
Wiave Farmati itignal infi Cathy Wong 321 12:07 AM
RE: Week 1:Wave Formalion Cathy Wong 21 1204 A

6. Onthe Collection page, point to Sort by on the Action Bar to access the drop-down list. Select an
option:
¢ Author's Last Name
e Author's First Name
e Subject
o Date of Last Post
e Thread Order

7. Onthe Action Bar, point to Order to access the drop-down list. Sort posts in ascending or
descending order.

Collection

sSortby | Subject | Order & Ascending

Author's Last Mame
o Author's First Mame

7 G 4 Subject

Date of Last Post

Thresad Croer

| T =TT TTTT

How to View Discussion Board Grades

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click My Grades.
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Home Page
Getling Started

Week 1
Discussions
Assignments

Assessments

[
shf)_] Announcements L/:% Messages

Groups
Tools
ffeb Sites

FACI R
e@* My Grades

m My Scholar Home

3. If your posts to the forum have not been graded, the Grade column contains a symbol indicating its
status. If your post has been submitted and graded, the grade appears in the Grade column. To
view more detail, click the link to see the post's Grade Forum page. This page includes:

o Forum Statistics: This section shows information about your posts, such as Date of
Last Post, Average Post Length, and Average Post Position.

e Forum Grade: This section provides information about your Grade, instructor's

Feedback, and Grading Notes.

e Contributors: This section shows other users who participated in the forum.

Note: If you see feedback for an item but do not see a grade, contact your instructor.

Note: If yourinstructor has used a rubric for grading, click View Rubric to display detailed grading information.

Forum Grade
Grade for: Cathy Wong
Grade: 30 out of 3} View Rubric

Grade Date: 10/14M1 4:45 PK
Feedback:

Very good contribution.

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be

visible.

How to Moderate Discussion Board Content

As an discussion Moderator, your role is to facilitate the conversation and exchange of ideas on the Discussion
forum. You need to ensure that participants feel comfortable to share, while also monitoring responses and
keeping everyone focused and on track. At the same time, you want to be careful not to dominate or impede the

flow of the discussion.

Occasionally, participants may introduce material to the Discussion Board that is inappropriate for the class
discussion. Depending on the maturity and the sensitivity of the participants in your course, it can be important
to review participant posts for inappropriate content before sharing posts with the rest of the class.
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When a moderated forum is created, all posts to the forum are added to a Moderation Queue. The Moderator
reviews each post and does one of the following:

e Publishes the post.
o Returns the post to the sender without a message.
¢ Returns the post to the sender with a message.

The Moderator can delete, edit, and lock posts in a forum, even if the forum does not use the Moderation
Queue.

How to Moderate Posts

1. After posts have been submitted, access the forum. In the Moderator view, no posts appear
because the messages are waiting approval. On the Action Bar, click Moderate Forum.

Note: The Moderate Forum function appears only to those users who have a forum role of
Manager or Moderator. In the student view, the author can see the post in Tree View with a
reminder it is in the Moderation Queue.

i

Forum: Oil Discovery in our Oceans and the Potential of
Polluting our Waters Further

Create Thread 6 =earch Display

Mo iterms found.

List View Tree Wiewy

2. Onthe Moderation Queue page, the posts appear in alphabetical order by title. Click the column
title or caret to sort by post title, author, or date. To review a post, click Moderate.

ﬁ Moderation Queue

Post <~ Author Date

Any domestic oilwe can find is good Mark Tsai SatSep 20 202419 EDT 2010 Moderate

| am against offshare drilling Sarah Spooner  Sat Sep 20 16:17:34 EDT 2010 Maoderate

Less reliance an oil and mare commitment ... Dwight Paul Sun Sep 21121746 EOT 2010 Moderate

Results of pollution on our aceans Andy Farrell SatSep 20 20:2013 EDT 2010 hMaoderate

Stop Offshare Qil and Gas Drilling Juan Hernandez SatSep 201927 10EDT 2010 moderate

We have too much reliance on foreign oil so.... Chris Casper  MonSep 22 165339 EST 6 Moderate

Warth the risk? Mina Akhar SatSep 20193147 EDT 2010 | Moderate
Displaying 110 7 of 7 items Showe All | Edit Paging. ..

3. Onthe Moderate Post page, read the post and select the Publish or Return option. Published
messages are immediately posted to the thread.
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4. Optionally, type feedback in the text box. You can use the Text Editor functions to format the text,
link to files in Course Files or the Content Collection, and include web links, multimedia, and
Mashups.

Note: Though feedback is optional, this is an opportunity to provide guidance, ask questions,
redirect a student's focus, and explain why a post was returned.

5. Click Submit.

Moderate Post
Cancel

® post Contents

Date Submitted  Mon Sep 22 16:53:39 EST 2010

Author Chris Casper
Subject We have too much reliance on foreign oil so...
Message | think we need to stage a one day boycott. If we banded together and did

not buy gas, we would send a message.

r4 Post Moderation

Set Status " Publish
# Return

Teod Ecllor ia m::l

“[Normal ] [3 ] [ ™| Bz U w2 | EEB B ISE RN

i A NE & v QO JARZ I EKeoDOW
“BELMRE B E

As you can see from the publiShed posts in this forum, each student is giving a more
substantial answer and I would like you to do so also. I would like you to consider if your
initial answer is indeed answering the question of potential pollution. Please resubmit.

Result

Returned posts no longer appear in the Moderation Queue. Students see their returned posts in the forum.

When returned posts are opened, students see an explanation, if feedback was included, and they can create
new threads as needed.
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Tools > Email

T
&

Forum: Oil Discovery in our Oceans and the

Create Thread

Thread Actions Zollect

|:| ¥ Date ™ Thread Author Status
] 92210 We have too much reliance Chris Returned
453 PM o Toreign oil so.. Casper

Why Can't | See My Discussion Post

If you have composed a post and now you cannot see it, you should:

¢ Check if you accidentally saved it as a Draft. Return to the Forum page. On the Forum page, point to
Display to access the drop-down list.

¢ Click Search at the top of the Discussion Board, Forum, or Thread Detail pages and search fora
term you used in your lost message.

Tip: When composing long messages, write them offline in a word processing program or notepad that can be
saved locally, and then paste the message into Discussions. This can provide you with peace of mind as well
as a way to recover your work in case of technical difficulties.

Related Tutorials ﬁ Creating a New Discussion Board Thread (Flash movie | 1m 52s | 4,750 KB) | ﬁ Replying to
a Discussion Board Thread (Flash movie | 1m 59s | 5,083 KB) | ﬁ Creating a Discussion Board Post (Flash movie | 2m
40s|5,135KB) | ﬁ Organizing Discussion Board Posts (Flash movie | 2m 27s | 4,624 KB) | gg Viewing Discussion
Board Grades (Flash movie | 1m 38s | 3,181 KB)

Email

The Email tool allows you to send email to other people in your course from within Blackboard Learn without
launching an external email client, such as Gmail or Yahoo. Emails can be sent to individual users or to groups
of users. A copy of this email is sent to the sender by default.

IMPORTANT! Blackboard Learn keeps no record of sent or received emails. When you receive or send an
email, the email will appear in the Inbox of your external email client. Keep a copy of important messages in
case you need them at a later date.

Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

You can send email to the following people in a course:
o All Users: Sends email to all users in the course.
¢ All Groups: Sends email to all of the groups in a specified course.
¢ All Teaching Assistant Users: Sends email to all of the Teaching Assistants in a specified course.
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¢ All Student Users: Sends an email to all students in the course.

¢ All Instructor Users: Sends email to all of the instructors for a specified course.

o Select Users: Sends email to select users.
o Select Groups: Sends email to select groups.

Note: Recipients of each email will not see the email addresses of other recipients.

Before You Begin

Tools > Email

¢ Blackboard Learn will NOT recognize files or email addresses with spaces or special characters,
suchas #, &, %, and $. In general, use only alphanumeric file names and addresses in Blackboard

Learn.

¢ Do not send email through Blackboard Learn without content in the subject line. Leaving the subject

line blank can prevent the message from being delivered.

How to Send Email

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Send Email.

Note: You can also access the Send Email feature for all of your courses through the Tools panel
on the My Institution tab. The Email tool may also be available directly from the Course Menu

when added by your instructor.

]

L,

- @ Tools
| Science

Home Page
Getting Started

Wieelk 1

Discussions

Assignments

Groups

Toals

Weh Sites B
Send Email
Glossany s

@ Ahnhouncements

3. From the Select Users or Select Groups page, select the recipients in the Available to Select
box and click the right-pointing arrow to move them into the Selected box. A back arrow is available
to move a user out of the recipient list. Click Invert Selection and the selected users are no longer

highlighted and those users that were not selected will be highlighted.

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

send an email to all users.
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Tools > Email

Type your Subject.

5. Type your Message. A copy of the message is sent to the sender. A receipt page appears after the
message is sent listing all recipients. The receipt page does not confirm that users received the
message. It only confirms that the message was sent.

6. Click Attach a File to browse for files from your computer. You can attach multiple files. After you
add one file, the option to attach another file appears.

7. Click Submit.

Select Users

o Indicates a raquired fald

B mait niormation

*To Avallable to Select
Administrator, Blackboard & ~
Akbar, Mina —
Casper, Christopher
Chu, Cathy
Katnl, Sunil
Lopez, Bruce
Lucermn, Leg
MacDonald, Lisa v

Selecled

Imvert Selection Select All Irmenl Selection | SelectAll

Fram Christopher Casper (ccaspen@myschool edu)

Subject 9 [interested in a study group? |

Message [1 have appreciated all the posts made on the Discussion Board and
vondered if anyone would like to have a few study sessions in Chac?

Chris 6

ahy
A copy of this email will be sentio the sender
Aftachments @ ARach afile

Bowone _______________________________7 |
Cancel m

Troubleshooting

o Your email address is not visible unless you choose to make it visible to course members. Find this
setting in the page header at: My Places > Personal Information > Set Privacy Options. From this
page, you can choose the information you want course members to see.

¢ You can change your external email address used in your course. Change your email address by
going to My Places > Personal Information > Edit Personal Information. Type your preferred
email address and click Submit.
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Tools > Journals

o Email clients, such as Gmail or Yahoo, may identify email from Blackboard Learn as junk mail and
either automatically delete the email or move it to a junk mail folder. If you have problems, check your
user preferences or options for settings regarding the handling of junk email.

Journals

Note: Your instructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

Journals are a personal space for you to communicate privately with your instructor. You can also use a journal
as a self-reflective tool to post your opinions, ideas, and concerns about your course, or discuss and analyze
course related materials. For example, you can describe problems you faced and how you solved them. Your
instructor can direct journal entries to be more formal in nature and narrower in focus by listing topics for
discussion.

Your instructor can choose to make journal entries public, allowing all course members to view all entries. You
can read what other students wrote and build on those ideas.

When used in the group area, members of a group can view and comment on each other’s entries for a group
journal. The group can communicate with their instructor as a whole and all members can benefit from the
comments made.

Your instructor can grade group journals and apply the grade to every member of the course group. Journal
entries can also be used specifically for communication. In either instance, you can make multiple entries for
one journal topic.

The Journal topic page is divided into two main sections. You can view the Instructions in the content frame.
Click the X to collapse the Instructions. In the side panel, you can view information about the journal. Expand
and collapse sections in the side panel using the double arrows.
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Tools > Journals

Earth Science Project Topics

A) B)

Create Journal Entry iew Drafts

Instinctions About this Journal

the areas everyone is most interested in exploning. | will be making the group assignments and Endries: 1
your journal entries will help me make the groups. This is a graded assignment worth 20
points and you are allowed to make multiple enfries o this fopic.

Before we discuss the Earth Science project assignment, | want to gather some opinions about Author: Ahysea Dubois e

Comments: 0

Journal Grade
Grade for: Alyses Duboiz

Grade: --out of 200
Volcanoes Grade Date: --

Posted by Alysga Dubois at Monday, February 7, 2011 1219:02 AWM EST Feadback:

| can easily narrow down my main interast o yolcanoes. | am most interested in the
people who map the surace. | am amazed how thair maps will show the areas covered
Ea_,r:-lr:;at_st lava eruptions and how they can be used fo estimate the potential impact of future Alyssa Dubois (1) @

Lot Paul (13 2

= More Journals

= Comnments: 0 Comment Index

= Feb 6, 2041 - Feb 12, 2011(1)
Wil Canges

% Indicates New Enfries
! Indicates Mew Comments

Q Create Journal Entry: Create a journal entry using the Create Journal Entry function. You can make

another journal entry for a topic at any time. For example, your instructor may add a comment requesting that
you clarify what has been written before a grade is assigned or suggest a topic for another entry.

(© View Drafts: Access any entries saved as drafts. Click View Drafts on the Action Bar.

@ Journal Entry: Your journal entries appear in the content frame following the Instructions.

@ Comments: Following an entry, you can see if comments were made. Click the link to view comments.
e Comment: You can add comments by clicking Comment.

e About this Journal: In the side panel, view the journal information in the About this Journal section.

@ Journal Grade: The Journal Grade section appears if a journal is set to be graded. You can see if your
journal entries have been graded..
D More Journals: View other journal entries made by other course members in the More Journals section.

€ Index: View the titles of your selected entries for either the week or the month in the Index section,

determined by the settings your instructor selects during journal creation. The most recent entry title appears
first.

How to Access a Journal

1. On the Course Menu, click Journals.
-OR-

On the Course Menu, click Tools and then click Journals.
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Tools > Journals

8| & g
# Introduction to :
Oceanography
Home Fage
Blogs
Journals

Tools \\
\
0

Chapter 1

My Grades
Discussions

Groups

@ Tools

% Blogs

Announcements

Journals

2. Onthe Journals listing page, select a journal to open.

Journals

Discipline in the Classroom

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: O

Earth Science Project Topics e
Yisibility: Public

Last Modified Date: 2711 12:21 AM

Entries: 2{1 new)

Gifted and Talented Education Unit

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: 0

How to Create a Journal Entry

Only your instructor can create a journal topic, but once created, you can create entries. The journal topics
appear in alphabetical order on the Journals listing page. Create and post journal entries or save them in draft

form for later posting.
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Tools > Journals

1. Onthe Course Menu, click Journals.

-OR-

On the Course Menu, click Tools and then click Journals.

B O4d g

# |ntroduction to

Oceanography

Home Page
Blogs
Journals

Tools

Chapter 1

My Grades
Discussions

Groups

@ Tools

Announcements

2. Onthe Journals listing page, select a journal to open.

3. Onthe Journal topic page, click Create Journal Entry.

% Journals

Diseipling in the Classroom =

Wisibility Private
Last Modified Date: 510/10 57 AM
Enfrias. 0

Earth Science Project Toples =
WVigibility, Pulblic

Last Modified Date: 2791 12:21 AM
Enfries: 201 new)

Visibility, Private
Last Modifled Date: 51010 57 AM
Enfries: 0

Gifted and Talented Education Unit =

% Earth Science Project Topics

Create Journal Entry

Istictions

Befors we discuss the Earth Sclence project assignment, |'want to gather some apinions about *
the ameas everyong is most interestad in exploring. | will be making the group assignments and
your jaurnal enfries will halp me make the groups. This is & graded assignment worth 20

points and you are allawad to make muliple entries b this topic.

4. Onthe Create Journal Entry page, type an Entry Title.

5. Type the text in the Entry Message text box.

6. Alternatively, in the Attach File field, attach a file using one of the following options:

e To upload a file from your computer, click Browse My Computer.

e Toupload a file from the course's storage repository:
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Tools > Journals

o If Course Files is the course's storage repository, click Browse Course.
-OR-

o If your school licenses content management, click Browse Content
Collection.

Note: Files added by students are private and stored in a secure location. These files are not
accessible through the course.

7. Click Post Entry.
-OR-

Click Save Entry as Draft to save the entry for later posting.

Cancel | Save Entry as Drafl

¥ Title

Entry Message Teoxt Ecitor = m
~[Nomal %] [3 %] [ana ¥| | B £ uae| % ¥ |[=E==2| B A|EicEE |

cac ¥ Il & vwo QO JARBSZ | Ao O
"EELRE BE

| am interested in exploring the topics related to the oceanography section of our course studies. The
quest speaker last week just sparked my interest.

< Path! body
—_—
—n—
2. M
Aftach File Browse hly Computer Browse Content Collection |

Submit

Cancel || Sava Entry as Draft | ILCEED)

Note: If yourinstructor has associated a rubric with the journal and made it available to students, click View
Rubric in the Journal Grade section to display grading criteria.

* Journal Grade
Grade for: Aly=sa Dubois

Grade: —outof2l) View Rubric

Grade Date: —
Feedback:
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Tools > Journals

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be
visible.

Viewing Journal Drafts

You can save journal entries to post later by clicking Save Entry as Draft. You can view these drafts by
clicking View Drafts on the main journal page.

= L

f_,nf Oceanography in Focus

Create Journal Entry iew Drafts

>

CRLLLELRL

© About this Joeurnal

Instructions

For the next sicweeks, you will need to provide weekly joumal entries about the topics below, % Author: Tony Brown
They may be submitted in any order as each ofyou will work out a schedule with your Entries: 0
supenvising personnel in the community assigned to vou Comments: 0

Journal Topics

e bbions fo = oan o b orina | ifo saaue acthdtice fkat the o omnraaendbe e e o dooo oo ko soarina, I|'

4
]

1 View Drafts \.;'/

)

(LEELELE
b

How to care for marine life?
Last Modified Date: 316/11 3:45 AM

How to Comment on a Journal Entry
You can create comments to journal entries if commenting is allowed by your instructor. You can add a
comment after your instructor comments on an entry to continue the conversation.

You cannot make comments on another user’s journal entry, even if the journal has been made public. Users
can only comment on another user’'s entry when they are members of a group. For group journals, all group
members and their instructor are allowed to make comments on individual entries.

1. Onthe Course Menu, click Journals.
-OR-
On the Course Menu, click Tools and then click Journals.
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Tools > Journals

8| & g
” : Tools
# |ntroduction to
Oceanography '
Home Fage
Blogs
Journals

Chapter 1 \'
R | BN
My Grades ﬁ Blogs

Discussions

Groups

- ‘\ Announcements

Discipline in the Classroom

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: O

Earth Science Project Topics e
Yisibility: Public

Last Modified Date: 2711 12:21 AM

Entries: 2{1 new)

Gifted and Talented Education Unit

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: 0

3. Onthe Journal topic page, click Comment for the selected entry.
4. Type acomment inthe Comment field.
5. Click Add.
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Tools > Journals

Enl Earth Science Project Topics

" Create Journal Entry

Instructions

Oceanography
Fosted by Dwight Paol at Monday, February 7, 2011 12:12:34 AM EST

| am interested in explaring the topics related to the oceanography section of our course
studies. The guest speaker lastweek just sparked my interest. 0

Comiments: 0 Camment

Comment

Comment: 0

I would like to focus on Marine Biology wherein I will
hawve the chance to study the different organisms from
the phytoplankton to the huge cetaceans (whales)
living in different bodies of water.

Cancel Add

e

Cancel Add

How to Edit a Journal Entry
You can edit your journal entries if your instructor allows it. However, if you edit gradable journal entries, the
original graded entry will be lost.
1. Onthe Course Menu, click Journals.
-OR-
On the Course Menu, click Tools and then click Journals.
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Tools > Journals

8| & g
# Introduction to :
Oceanography
Home Fage
Blogs
Journals

Tools ‘\
\
0

Chapter 1

My Grades
Discussions

Groups

@ Tools

Announcements

Discipline in the Classroom

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: O

Earth Science Project Topics e
Yisibility: Public

Last Modified Date: 2711 12:21 AM

Entries: 2{1 new)

Gifted and Talented Education Unit

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: 0

3. Onthe Journal topic page, select Edit from the contextual menu for the journal entry.
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Tools > Journals

Enl Earth Science Project Topics

Create Journal Entry

Instructions

Oceanography
Fosted by Dwight Paol at Monday, Februang X
Edit
| arn interested in exploring the topics related tothe @ > Mark a5 Mew
studies. The guest speaker lastweek just sparked r Dielete
Cominents: 0 Camiment

4. Onthe Edit Journal Entry page, make the necessary changes.
5. Click Post Entry.
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Tools > Journals

Edit Journal Entry

% Indicates a required field, ]
U Post Entry |
i\ Journal Entry Information

# Tille |0ceanugraph'|r J
Entry Message Text Eator is: [N ]
< tomal | |3 )| [adal | U ab= | % %§E|E@|EE ST

B I =
“HBELDOE o oo @O LABS [VEo 0O
“REARS BB

| am interested in exploring the topics related to the oceanography section of our course studies. The
quest speaker last weelk just sparked my interest.

| path: body
=¢=
2. Journal Entry Files
Aftach File Browse My Computer | | Browse Content Collection |

5

Ca_njr.:al_ ] Post Entry

<H8 Submit

How to Delete a Journal Entry
You can delete your journal entries if your instructor allows it. However, if you delete gradable journal entries,
the original graded entry will be lost.
1. Onthe Course Menu, click Journals.
-OR-
On the Course Menu, click Tools and then click Journals.
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Tools > Journals

8| & g
” : Tools
# |ntroduction to
Oceanography '
Home Fage
Blogs
Journals

- ‘\ Announcements

Chapter 1 \'
; -

My Grades ﬁ Blogs

Discussions

Groups

Discipline in the Classroom

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: O

Earth Science Project Topics e
Yisibility: Public

Last Modified Date: 2711 12:21 AM

Entries: 2{1 new)

Gifted and Talented Education Unit

Yisibility: Private
Last Modified Date: 5010 9:57 AM
Entries: 0

is final and cannot be undone.

3. Onthe Journal topic page, select Deletefrom the contextual menu for the journal entry. This action
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Tools > Journals

Eﬂ' Earth Science Project Topics

Create Journal Entry

Instructions

Cceanography
Fosted by Dwight Faol at Monday, Februang x
Edit
| arm interested in explaring the topics related tothe @ > Mark as Bew
studies. The guest speaker lastweek just sparked r

Delete

¥ Cominents: 0 Camrment

Viewing Journal Grades

When your journal entries have been graded, you can view your grade in two places .The grading information
appears under the Journal Grade section on the Journal topic page and in the My Grades tool. Any feedback
and the date the grade was assigned also appear in these areas.

Earth Science Project Topics

Create Journal Entry Wiew Drafts

Instructions * About this Journal
Author: Alyzza Dulbwois
Entries: 1 1 Mew

Commens: 0
Yolecanoes = New

Posted by Alyssa Dubols at Monday, February 7, 2011 12,10:02 AW EST - Journal Grade

Last Edited Monday, February 7, 2011 11:57.43 PM EST Grade for: Alyssa Duboiz
Grade: 15out of 200
| can easily narrow down my main interest lo volcanoes. | am mostinterested in the Grade Date: 2E01 1216 AM
people who map the suface, | am amazed how their maps will show he areas covered Feedback:
by past lava eruptions and how they can be used to estimate the potential impact of future i
eruplions, ock forward o this as o group

presentation. Super Volcanoes
can be & section for the

= Comments: 1 Comment WolCANoes group.

Note: If yourinstructor has used a rubric for grading and made it available to students, click View Rubric to
display detailed grading information.
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Tools > Messages

Journal Grade
Grade for: Alvzsa Dubois
Grade: 15outofz0 Wiew Rubric
Grade Date: 10/14/11 4:37 PM
Feedback:

| look forward to this as a group presentation.
Super Volcanoes can be a section for the
volcanoes group.

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be
visible

Troubleshooting Journal Management

o If yourinstructor deleted the journal while you are posting, the journal and all comments are deleted.

¢ If ajournal is made unavailable while you are posting, the journal remains visible to your instructor in
Edit view but is not displayed to you.

o Ifthe Allow Users to Edit and Delete Entries setting is changed, entries remain but you cannot
edit them.

o Ifthe Allow Users to Delete Comments setting is changed, comments remain but you cannot edit
them.

Messages

Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

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

You cannot receive messages outside your course and you are not notified if you receive a new message, so
make routine checks for new messages.

Messages are usually accessed through the tools area of a course. However, your instructor can restrict
access or create a link on the Course Menu so that messages are directly accessible.
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Tools > Messages

a;i Messages
Create Message Create Folder

Delete Folder

Folds Unread Total

= | ent 0 a
| roup % 1 1
o
9 —— -
Edit Displaying 1 to 3 of 3items | ShowAll || Edil Paging...
Dielete

Q Create Message: Use the Create Message function to create new messages.

@ Create Folder: Use the Create Folder function to add a new folder. You can use folders to organize
messages.

@ Inbox: The Inbox folder opens with a list of messages received.

@ Sent: The Sent folder opens with a list of messages that you sent.

G Delete Folder/Delete: The Delete Folder or Delete function in the folder contextual menu removes the

folder. To delete personal folders, select the check box next to each folder to delete. Then, click Delete Folder
on the Action Bar. The folders, and any messages in the folders, are deleted.

(@ Edit: The Edit function changes the name of a personal folder. It is not possible to modify the name of the
Inbox folder or Sent folder.

How to Create a Message

You can send messages to course members using the Messages tool. Using the Messages tool instead of the
Email tool can also be more reliable. Incorrect or out-of-date student email addresses will not affect course
communication.

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Messages.
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Tools > Messages

800 g

# |Introduction to l Tools

Oceanography

Horme Page

Groups
Tools o @ Annhouncements

Internal Links

< g 5
Assessments Blogs

Assighments

e@ Messages
My Grades
Fr

3. Onthe Messages page, click Create Message.

@ Messages

-~ Delete Folder

] Folder
G Inhox
G Sent

O B Group.

> | Delste Folder

On the Compose Message page, click To, and a list of course members appears.

In the Select Recipients: To line box, select the recipients and click the right-pointing arrow to
move them to the Recipients box. You can use the Cc, and Bcc functions to send the message to
those users that may be interested in the message, but are not the primary recipients. When using
Bcc, other recipients do not know that the users listed in the Bcc field are receiving the message.

Type a Subject.

Type a message. Optionally, you can use the Text Editor to format the Body text.
Click Browse to select a file to attach to the message. If the message is a reply or a forward, you

have the option of including the original attachment.
Click Submit.
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@ Compose Message

o Indicates a required Neld

Cancel m
g Recipients

Recipients

Select Recipients: To line

[ neark Teal
Matthew Shenberg
Monica Gonzales
Monica Waong
Patrick CYRourke
Sarah Spooner

Sunil Katril

Tony Brown »
Select Al

(4 [&0

Invert Selection Irvert Selection Select All

* Subject (&) [Chat Session |

o Test Ector is: 00 ]
“[mormdl ] [3 ae] [avial ¥| | B 7 Debe| » & |[EEE B A|IEE=HEE
~cs Y DNE & v QO VARSZ EROOW

“BEDBOEBE

Qur group will be having a Chat session on Friday, 3PM. | hope everyone will attend
Flease confirm your attendance by replying to this message. e

= path: body

[] Save a2 Rewaable Obect

3. Attachment 8

Upload Attachment | | Browse..

_

Cancel m

4.

Tip: For Windows, to select multiple users in arow, press the SHIFT key and click the first and
last names. To select users out of sequence, press the CTRL key and click each name needed. For
Macs, press the COMMAND key instead of the CTRL key. You can also select all course members

with the Select All function.

How to Create a Message Folder

You can create personal folders to help organize your messages. Personal folders are only for storing
messages. Messages received always appear in the Inbox folder first and messages sent always appear in the
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Tools > Messages

Sent folder. Once a message appears, it can be moved into a personal folder.
1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Messages.

8| O £ T
# Introduction to 00Is

Oceanography

Home Page

Groups
Taoals o @ Announcements e@ MESSJQES

Internal Links

< (P 5
Assessments a Blogs ®g My Grades

Aszsighments

3. Onthe Messages page, click Create Folder on the Action Bar.

@ Messages

- Delete Falder

¥l Folder
B Inbox
G Sent

F B Group

}- Delete Folder

4. Onthe Add Folder page, type the name of the new personal folder in the Name box.
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5. Click Submit.

@ Add Folder

% Indicates a required field.

1. Add Folder
# Name 4 [Drans |

Heone

How to View a Message

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Messages.

EOC g

# Introduction to

Oceanography

Horme Page

@ Tools
Groups

Tools o @ Announcements
Internal Links
[

Azsessments

Aszszighments

e@ Messages

[Famee.
:’%’é My Grades

g

3. Onthe Messages page, select a folder.
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@ Messages

-~ Delete Folder

] Folder
| Inb o
5w ©
O B3 Group

> Delete Folder

On the Folder page, click the link in the message's Subject column.

@ Folder:Group

b Move | Mark Delete

o (il Status sender subject

. @ Crweigght Paul ChatSessiuno

it

} Maove | Mark Delete /

/

@ View Message %
Chny < ] Foruard ] tove ] biets

From Dwight Paul

To Andy Farrell; Alyssa Dubois; Cathy Waong; Bruce Lopez; Mina Akbar
Cc

Semt VWednesday, February 8, 2011 1216 AM

Subject Chat Session

Cuar group will be having a8 Chat session on Friday, 3PM. | hope everyone will attend.

Please confirm your attendance by replying to this message.
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How to Reply to a Message

On the Course Menu, click Tools.

2. Onthe Tools page, click Messages.

8|0 x T
# Introduction to ools

Oceanography

Horme Page

Groups
Tools o @ Anhouncements

Internal Links

< ("
Asgessments Blogs

Aszszighments

e@ Messages

My Grades

On the Messages page, select a folder.

@ Messages

-~ Delete Folder

F] Folder
| Inbax
5w ©

0 3 Group

- | Delete Folder

4. Onthe Folder page, click the link in the message's Subject column.
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@ Folder:Group

o Move | Mark Delate

o 1] Status sender subject

. @ Crwight Paul Chat Session e

-3 | Move || Mark Delete

Tools > Messages

5. Onthe View Message page, click Reply to compose a message to the sender or Reply All to
reply to the sender and all other recipients of the message already populated in the To: field.

Note: You can add other users to the message. The text of the message is already populated with

the text of the original message. You can add additional text.

Reply to Sendere
Feply Al

Cathy Wong; Bruce Lopez; Mina Akbar

Cc

Senmt Wednesday, Februan 9, 2011 1216 Al
Subject Chat Session

Flease confirm yaur attendance by replying to this message.

Cur group will be having a Chat session on Friday, 3PM. [ hope everyone will attend.

6. Onthe Reply to Message page, compose your message.
7. Click Submit.
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@ Reply to Message

+ Indicales a required field.

Salact Recipients: To line Racipients

W Recipienis

Cancel m

Ahsga Akbar L Drwight Paul
Alyssa Dubois
Andy Farrell =
Ashhy Cooper

Blackboard Guest | €
Bruce Lopez

Carl Johnson

Calhy Chu (Instructor) v

Inwert Selection | Selact Al | Invert Selection Select Al

# Subject |Re:Chat Session |

~[nomal _ w] [3 %] [anal vl | B 7 Use| ®2|[===R8|E
A B & v QMIJABZ | EIHROoOS
"BEABE BE

I'l attend, See you on Friday. e

-—-- Original Message ----

Sent onWednesday, February 9, 2011 12:16 AM

Our group will be having a Chat session on Friday, 3PM. | hope everyone will attend.
<[ path: body - ' . '

W composemessage

ik Tet Estor iz ]

= il =
He=gl o

] save as Reussbia Object

How to Forward a Message

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Messages.
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8| O ad _—
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Horme Page

Groups
Tools o @ Announcements e@ Messages

Internal Links

< g 5
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Assighments

My Grades

On the Messages page, select a folder.

@ Messages

-~ Delete Folder

] Folder
| Inb o
5w ©

O B3 Group

> | Delste Folder

4. Onthe Folder page, click the link in the message's Subject column.
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@ Folder:Group

o Move | Mark Delate

o 1] Status sender subject

. @ Crwight Paul Chat Session e

-3 | Move || Mark Delete

5. Onthe View Message page, click Forward to send a copy of the message to someone else.

Fromm Dwight Paul

To Andy Farrell, Alyssa Dubois, Cathy Wong, Bruce Lopez, Mina Akbar
Cc

Sent Wednesday, February 9, 2011 1216 AM

Subject Chat Session

Qur group will be having a Chat session on Friday, 3PM. | hope everyone will attend,
FPlease confirm your attendance b replyving to this message.

6. Onthe Forward Message page, select the recipients in the Select Recipients: To line box and
click the right-pointing arrow to move them to the Recipients box.

7. Click Submit.
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@ Forward Message

# Indicates a required field

Select Recipients: To line Recipients
ST FTETT A TTOR L mel lorahim
Leo Lucern 5 kel A
Lisa MacDonald -
Lunanne Saberhagen 1>
Mark Proton o
Matthew Stienberg <
Iina Akbar .
Maonica Gonzales
Manics Wann b
Invert Selection | SelectAll Invert Selection | Select Al
B

W composemessage

# Subject |Pwd:Chat Session |

oo rest Estor s [0
~[normal w0 [3 %] [adal v|] | B r U % <|===2 RO IcicEE

s A DNE @ v QO IJARBY I AeOoO

CRERROBE

-—--- Oniginal Message -

Sent onWednesday, February 3, 2011 12:16 AM

Our group will be having a Chat session on Friday, 3PM. | hope evenyone will attend.
Please confirm your attendance by replying to this message.

[

<

= Path: body

o

[ Save a: Reusable Object

Meome

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

How to Move a Message

You can move messages from any folder to a personal folder. Using personal folders is a good way to organize
messages so they are easy to find later. Use the Move Message function to move messages from one folder to
another. Messages cannot be moved to the Sent folder or the Inbox folder.

On the Course Menu, click Tools.

2. Onthe Tools page, click Messages.
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8| O ad _—
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On the Messages page, click a folder to view the messages in that folder.

@ Messages

-~ Delete Folder

] Folder
| Inb o
5w ©

O B3 Group

> | Delste Folder

4. Onthe Folder page, select the check box for each message and click Move.
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@ Folder:Sent

o Move | Mark | Delete |

i (fl Status Recipients Subject
| E Cathy Chu ReClass Repors %

0 @ Andy Farrell; Alyssa Dubois; Cathy Wong; Bruce Lopez; Mina Akbar  Chat Session &

L3 Move | Mark | Delete |

5. Onthe Move Message page, select a folder from the Select a Personal Folder drop-down list.
This is the folder where you will store your messages. The messages are removed from the old
folder after they are moved to the new folder.

6. Click Submit.

% Move Message

cancel [ TN
1. Messages to Move

Drwight  Chat Session 'Wednesday, February 9, 2001 1216 AM

2. Select a Personal Folder

| Personal

How to Delete a Message

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Messages.
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On the Messages page, click a folder to view the messages in that folder.

@ Messages

-~ Delete Folder

] Folder
| Inb o
5w ©

O B3 Group

> | Delste Folder

4. Onthe Folder page, select the check box for each message and click Delete.

Note: This action is final and cannot be undone.
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@ Folder:Sent

o Move | Mark Delete

i (fl Status Recipients Subject
| E Cathy Chu ReClass Reports

@ Andy Farrell; Alyssa Dubois; Cathy Wong; Bruce Lopez; Mina Akbar  Chat Session

-3 | Move || Mark Delete

How to Print a Message

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Messages.

8| O £ T
# Introduction to 00Is

Oceanography

Home Page

Groups
Taoals o @ Announcements e@ MESSJQES

Internal Links

< = & Bl My Grad
Aszessments ogs ;_ y Grades

Aszsighments

3. Onthe Messages page, select a folder.
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@ Messages

-~ Delete Folder

] Folder
| Inb o
5w ©
O B3 Group

> Delete Folder

4. Onthe Folder page, click the link in the message's Subject column.

@ Folder:Group

<o Move | Mark Delete

Fl 1] Status sender subject

F @ Crwight Paul Chat Session 0

5 Mave | Mark Delete

5. Onthe View Message page, click Print. The message is printed using the web browser's print
settings.

=7 View Message
3 5

[ Reply ¥ | Forward J Move | Delete | Prin

Frooem Crlighil Paul

To Andy Farrell, Alvssa Dubeis, Cathy Wiong, Bruce Lopez, Mina Akbar
Ce

Sent Wednesday, February 9, 2011 1216 AM

Subject Chat Session

Our group will be having a Chal session on Friday, 3PM, | hope everyone will attend,
Please confirm your altendance by rephing 1o this message.
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My Grades

Tools > My Grades

The My Grades page shows the status of gradable items, such as tests, assignments, journal and blog entries,

and discussion posts.

The My Grades page may include item names, details, due dates, student and instructor dates of activity,
posted grades, points possible, links to rubrics used for grading, and your instructor's comments about the

items.

You can access the My Grades page from directly in your course, My Institution Tools, or My Blackboard.

How to View My Grades From Within Your Course

Note: Your instructor controls which tools are available. If this tool is not available, your instructor may have

disabled it.
1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click My Grades.

@ Tools

Home Page
Getting Starded 3
@_] Announcements
Week 1 rr—
Discussions
Assignments F
Assessments b (F BIDQ‘S
Groups

Tools o FFRY
<4l Calendar
Weh Sites LJ

—

@ Messages
e :ﬁ My Grades
i

m My Scholar Home

How to View My Grades From My Institution

1. Onthe My Institution tab, click My Grades on the Tools panel.

2. Onthe My Courses/Organizations page, click the name of your course.
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g Announcements

* [E] Calendar

> @i Tasks

F [ My Grades

» = Send Email

= User Directory

* A Address Book

* g Personal Information
* @ Browwse MBC Archives
== MBC Archives Playlist

# Earth System

My Courses/Organizations

2]

Science {garth_sys sci)

» Earth System Science - Sec¢ 2 (earth_sys_sci_2)

» Introduction to Oceanography (Full_Oceanography)

How to View Grade Details

1. Onthe Course Menu, click Tools.

2. Onthe Tools page, click My Grades.

# Earth System
Science

Home Page
Getting Starled

2o o Ei @ Tools

Week 1
Discussions
Assignments
Assessments

@ Announcements
¢ (@ Blogs

Groups
Tools
‘ffeb Sites

FEFFRIFY
@ Calendar

@ Messages

Fa
m My Scholar Home
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Tools > My Grades

3. If your assignment has not been graded, the Grade column contains a symbol indicating its status.
If your assignment has been submitted and graded, the grade appears in the Grade column. To
view more detail, click the link to see the assignment's Review Submission History page. This
page includes:

o Instructor Feedback: This section lists your grade and any feedback provided by your
instructor.

o Attached Files: This section provides links to open or download any files attached by you
or your instructor. For example, your instructor might provide comments in afile that you
submitted with your assignment.

Note: If you see feedback for an item but do not see a grade, contact your instructor.

How to View My Grades From My Blackboard

View graded items from all of your courses in one location.

From My Blackboard, click My Grades. By default the page opens on the most recent item graded. You can
sort the page by course or date as well as view submitted items that are waiting grading.

Introduction to Blology September 14, 2012 3:58 PM
My Grades : )
R Introduction to Biology

~1 IRRENT CEAFE
17 days ago [0, EN | EHALE

E  Current Grade (Total)
In introduction fo Biokogy'

&1 days ago

30.00 Current Grade (Total)

1n Astronomy

Homework

\arace E

Graging Criteds

Weighted Total

My Grade Item Status

The following table describes the symbols appearing on the My Grades page.

Symbol
W
]

Grade

Description

Item has not been completed. No information is available.

Item is completed, but will not have a grade (for items such as surveys).

Item has been submitted. This item is waiting to be reviewed by your instructor.
-OR-

Item has been submitted. Your instructor may review this item but may not be provided a grade (for items
such as surveys).

Item has been graded. Click the grade to view detailed feedback.
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Symbol
Description

% Attemptis in progress. This item has not been submitted. To submit the item, see Submitting a Draft
Assignment.

Grade is exempted for this user. If you do not complete this assignment, it will not affect your grade.

By

Error has occurred. Contact your instructor.

Related Tutorials ﬁ Checking Your Grades (Flash movie | 2m 18s | 4,007 KB)

Search for Users

Note: Your instructor controls which tools are available. If these tools are not available, your instructor may

have disabled them.

To search for other students in your course, use the Roster. The name of each student is included in the Roster
automatically. You cannot remove your name from the Roster, but you can choose to make your email address

available.

To search for other students and instructors in the system, use the User Directory. You can choose whether to
be included and what information to share by setting your privacy options. To learn more, see How to Set

Privacy Options.

For your personal information to appear in the Roster or User Directory, it must be appear on the Edit Personal
Information page. To learn more, see How to Edit Personal Information.

How to Search for Other Students in Your Course Using the Roster

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Roster.

# |Introduction to

Oceanography
Home Page

Groups

Tools o

m Tools
@ Announcements @ Messages

Internal Links

Aszessments

Assighments

(@ Blogs

Roster

3. Onthe Roster page, use the following parameters to search for users, or click Go to list all

students:

e First Name
o Last Name
o Contains
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Tools > Search for Users

e Equalto
o Starts with
¢ Not blank

4. Type aname or keyword in the text box.

5. Click Go.

Roster
3,

Search |Fir5tName v| |Cnntains v| |ru1ina

Last Hame

Akbar

-, First Hlame

©

0

How to Search for Users in the User Directory

1. Onthe Tools panel, click User Directory.

i Announcements

@] Calendar

@ Tasks

B My Grades

f Send Email

g Uzer Directary

g5 Address Book

Bl Personal Information
2 Brovese MBC Archives

i= MBC Archives Playlist

2. Onthe Users page, use the following parameters to search for users, or click Go to list all users:

e Username
e First Name
e Last Name
e Email

o Contains
e Equalto

o Starts with

3. Type a name or keyword in the text box.

4. Click Go.
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[T
@) Users
- 2] & &
Search 5‘:“"9’ Usemame :| [S!arts l.w'th_vj |ccaspsr ] Go
First, Last Username Email Achdr e Worl Additional Contact Information
Hame Hame S e Information
Christopher Casper ccasper ceagsperfmyschool edy City: Maobile Phione:
Minnesota FE - 214 675 2448 &
Country: LISA

Tasks
Note: Your instructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

The Tasks page organizes projects (referred to as tasks), defines task priority, and tracks task status. Your
instructors can assign tasks to users participating in their course. Tasks can also be assigned to all members
of a course group.

From the Tools panel you can view all of your tasks, including those from the courses you are participating in,
tasks posted by the Blackboard administrator at your school, and your personal tasks. You can create your own
tasks and post them to the Tasks page. When you access tasks through the course, you view tasks for that
specific course.

Note: The Tasks tool is not the same as the To Do module. To learn more about the To Do module, see To Do
Module.

How to Open the Task List

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Tasks.

B Od g

# |Introduction to mL Tools

Oceanography

Home Fage

Groups

Toals o @ Announcements @ Messages

Internal Links

=
I'-,*
Assessments (a Blogs e(,\{% Tasks

Assignments

-OR-

On the Tools panel, click Tasks.
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g Announcements

» R Calendar

> @ Tasks

* o My Grades

» b= Send Email

» g User Directory

* ) Address Book

* E Personal Information
» g Browese MBC Archives
= MBC Archives Playlist

1. Onthe Tools panel, click Tasks.

=il Announcernents

* [ Calendar

> @ Tasks

* [ Wy Grades

* i Send Email

sy User Directory

» = Address Book

+ Bl Personal Information
* 2w Browwse MBC Archives
= NBC Archives Playlist

How to Create or Edit a Personal Task

2. Tocreate atask, on the Tasks page, click Create Personal Task.

= Tasks

Display Tasks | All Tasks

% | Delete | Status

[] Title

[] Submission of reports

Priority Due Date

(] Wednesday, April B, 2011

-OR-

© 2012 Blackboard Inc.
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Tools > Tasks

To edit an existing task, click Edit from the contextual menu for a particular task.

>
@‘% Tasks

Create Personal Task

Display Tasks | All Tagks W

Delete | Status

|:| Title Priority Due Date
[] Submission of reports I Wednesday, April 6, 2011
[] Deadling of Assignments Friday, February 29, 2011
[] Group collaboration fonday, March 28, 2011
Group Study Friday, July 1, 2011

o

Delete | S5t
Edit

Set Mot Started
Setln Progress
Set Completed

Delete

Note: You can only edit personal tasks.

On Create Personal Task page, type your Task Name.

Type a Description.

Type a Due Date or use the Date Selection Calendar to set the due date.
Select the level of priority for your task from the Priority drop-down list.
Click Submit.
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Tools > Tasks

&% Create Personal Task

% Indicates a required fleld.
concel [N

# Task Name [Chapter 3 Warksheet Due |
Descrigtion Text Exieor is: R |
~[Mormal  w| |3 v| [arial ¥ | B Z Uehe| x & |[EFEE B A|IZEEE
s A nD) o v QEJARS | IHOOS
"EELOREB@® 6
Finish answering Chapter 2 worksheet. o
Waorksheets and instructions are available in Assignment 1 folder.
el

< Path: body

!
[

[] Save as Reusable Object

xowoss (B i@

2. Task Options
N

3.
Cancel

How to Sort the List of Tasks

1. Onthe Tools panel, click Tasks.

i Announcements
» [q] Calendar

F o My Grades

» = Bend Email

gy User Directory

* ) Address Book

» g Personal Information

* @ Browse MBC Archives
== MBC Archives Playlist

2. Onthe Tasks page, click the drop-down arrow and select a task category. Categories include: All
Tasks, My Tasks, and By Course.
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Tools > Tasks

How to Change the Status of a Task
1,

(% Tasks

Display Tasks | All Tasks

% | Delete | Status

[] Title

[ Submission of reports

Priority Due Date

oK 2]

L]

Wednesday, April B, 2011

On the Tools panel, click Tasks.

i Announcements

[a] Calendar

@ Tasks

B My Grades

B Send Email

g Uzer Directary

= Address Book

Bl Personal Information
& Browse MBC Archives
i= MBC Archives Playlist

2. Onthe Tasks page, select the tasks and click Status to select the current status: Set Not Started,

Set In Progress, and Set Complete.
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Tools > Tasks

= Tasks

Create Personal Task

Display Tasks | All Tagks W

-~  Delete || Status

Set Mot Started

[ Title Due Date

— Setln Progress e :

[] Submissi Set Completed YWednesday, April 6, 2011
Ol ™

Chapter IWIOTRSNEET 08 o

Thursday, February 24, 2011

Deadline of Assignments Friday, Februarns 24, 2011
™1 Group collaboration Monday, March 28, 2011
[] Group Study Friday, July 1, 2011

> |Delets | Status

How to Delete a Personal Task

Note: This action is final and cannot be undone.
1. Onthe Tools panel, click Tasks.

i Ahhouncerments

[7] Calendar

i Tasks

B My Grades

k4 S2end Email

gl User Directory

= Address Book

B Personal Information
2 Brovese NBC Archives
i= MBC Archives Playlist
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Tools > Tasks

2. Onthe Tasks page, select Delete in the contextual menu for a task.

= Tasks

Create Personal Task

Display Tasks |AIITasl{s W

-~ Delete | Status

(] Title Priority Due Date
[] Submission of reports m Wednesday, April 6, 2011
Chapter 3 Worksheet Due m Thursday, Februarny 24, 2011
[] Deadline of Assignments *F, 2011
[] Sroup collaboration = L 2071
O] Srous Stud Set Mot Started A
: SetIn Progress
w3 Delete | Status Set Completed

Delete

How to View Task Details

1. Onthe Tools panel, click Tasks.

@ Announcements

[a] Calendar

& Tasks

B My Grades

B Send Email

& Lser Directory

= Address Book

Bl Personal Infarmation
& Brovwse NBC Archives
i= MBC Archives Playlist

2. Onthe Tasks page, select a task.
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Tools > Wikis

= Tasks

Create Personal Task

Cisplay Tasks |AIITasl{s b

% | Delete | Status

|:| Title Priority Due Date

[] =ubmission of reports e |I| Wiednesday, April 6, 2011

[] =Sidnup forgroup project m Thursday, Septermber 24, 20049
[] SubmitPlanet Paper ldeas E Wednesday, March 31, 2010

w7 View Task

1. Task Information

Task Hame Submission of reports

Drescription Qceanography 101 class group reports muost be submitted on time.
Cue Diate Wednesday, April B, 2011

Friority High

Related Tutorials E Stay Organized by Managing Your Course and Personal Tasks (Flash movie | 3m 02s | 4,994
KB)

Wikis
Note: Yourinstructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

A wiki is a collaborative tool that allows you to contribute and modify one or more pages of course related
materials. The wiki page is an area where users can collaborate on content. Users within a course can create
and edit wiki pages in the course or within a course group. Instructors and students can offer comments and
your instructor can grade individual work.

How to Create a Wiki Page

1. Onthe Course Menu, click Tools.

Blackboard Learn Release 9.1 - Help for Students - Page 189
© 2012 Blackboard Inc. Proprietary and Confidential. U.S. Patent No. 6,988, 138. Additional Patents Pending.


http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm
http://ondemand.blackboard.com/r91/movies/bb91_student_managing_tasks.htm

Tools > Wikis

2. Onthe Tools page, click Wikis.

Tools o

Internal Links

Aszsessments

Assignments

=]l & T |
: 00IS
# Introduction to
Oceanography
Home Page
Groups

@ Announcements
[
< a Blogs

@ Messages
e[ﬁﬁﬁ Wikis

3. Onthe Wikis listing page, select a wiki title.

%ﬁ Wikis

Caribbean Coral Reefs

Type: Course

Last Modified Date: 21511 11:48 PM

Case Study

Type: Course
Last Modified Date: 52810 1:44 AM
Coastline

Type: Group
Last Modified Date: 102810 %41 PM

4. Onthe Wiki topic page, click Create Wiki Page.
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Tools > Wikis

Caribbean Coral Reefs

&

Create Wiki Page

Instructions

The recent research trip to the Caribhiean has shown us the heauty of the coral reefs. e were
also educated on their ecological functions and their importance in propagating ocean life. This
Course Wikiis for collaborating purposes and will showcase eventhing you have learned up to
this point. Add images, videos and other resources that you might find appropriate for this topic.

Required: Everyone should contribute at least one page. As others add pages, edit any page or
padges of your choice.

On the Create Wiki Page, type a Name for the wiki page.

Type text in the Content text box. You can use the Text Editor functions to format the text and
include files, images, web links, multimedia, and Mashups.

Click Submit.

:@j Create Wiki Page

v Instructions

o Indicates a required figld

Wiki Page Content
# Name @ ) [Coral ReefDangers |

Content

TemEci‘roris'm:l
“[Nomal ] [3 w] [sria ¥| | B 7 Uee|x o BE|l=EE=&e
s Y DNP e v QO JARS Ao O
(BELODRE B @ W

1.

il

1]

I

The coral reefs of our oceans are under siege. By some estimates, at the current rate of %
destruction, 70 percent of reefs will be lost within & single generation, There is no one culprit to
blame for this devastation, but humans must assume part of the responsibility

Coralis aliving organism, created through a cooperative alliance of coral polyps, atiny animal that «
= Path: body » p

2. Submit

Cancel Submit

Note: If yourinstructor has associated a rubric with the journal and made it available to students, click My
Contributions page, click View Rubric in the Grade section to display grading criteria.
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Tools > Wikis

Grade
Grade for: Tony Brown
Grade: —outof 20 View Rubric

Grade Date: —
Feedback:

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be
visible.

How to Edit Wiki Content
Any course member can edit a course wiki page and any group member can edit a group wiki page. All course
members, including your instructor, edit in the same way.

When a wiki page is being edited by one user, it is locked to prevent others from editing the same page. If you
try to edit a page someone else is editing, you are informed that the page is currently being edited by another
user.

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Wikis.

B 0O4 g

# Introduction to Tools

Oceanography

Home Page

Groups
Tools o @ Announcements @ Messages

Internal Links

£ (P ™ L
Assessments Blogs QEEEE Wikis

Assignments

3. Onthe Wikis listing page, select a wiki title.
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Tools > Wikis

%ﬁ Wikis

Caribbean Coral Reefs 9

Tvpe: Course
Last Modified Date: 21511 11:48 PM

Case Study

Tvpe: Course
Last Modified Date: 52810 1:44 AM
Coastline

Tvpe: Group
Last Modified Date; 1022810 %41 PM

4. Onthe Wiki topic page, select the wiki page to edit.
5. Click Edit Wiki Content.

Eﬂ@ Caribbean Coral Reefs

Create Wiki Page Iy Contribution

6 = About This Wiki

Coral Reef Dangers Edit Wiki Content Mumbser of ki Pages: 5
Mumber of Comments: 3
Creation Date: 327A0 4:02 &AM

Created By Tony Brown an Wednesday, February 16, 2011 21835 AM EST

The coral reefs of our oceans are under siege. By some estimates, at the current rate of

destruction, 70 percent of reefs will be lost within a single generation. There is no one culprit ta * Caribbean Coral Reefs
blame for this devastation, but humans must assume par of the responsibility. {b i p 5

Coral is a living organism, created through a cooperative alliance of coral polyps, ating animal Carsl Resf Dangers

that filters rock fragments from the surmounding waler and single-celled plants thal dwell within . 1 o

the polyps. The plants generate many of the nutrients the corals need to live and capiure Fish T

calcium from the seawsatar, which the polyps use to build their limestone shells. Corals come in

3 Ocean life | -
all shapes and sizes as you can see hare . e

6. Onthe Edit Wiki Page, make the necessary changes.
7. Click Submit to save your work.
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Tools > Wikis

[ I. Edit Wiki Page

* Instructions

4 Indicates a required field

{8 Wiki Page Content

% Name |Coral Reef Dangers |
Content Text Exitor is- [IELH ]
4-|Nnrmnl V||3 V||Niul V’| B I U abe| % .EEE ﬂ.ﬂ i= IS iE4E

cdc A DN @ v QO JARSZ IO OO
‘BEO B B E WG

The coral reefs of our oceans are under siege. By some estimates, at the current rate of
destruction, 70 percent of reefs will be lost within a single generation. There is no one culprit to

- b= T

= | Path: body

ey ey o

Submit

blame for this devastation, but humar@st assume part of the responsibility.

Coralis a living organism, created through a cooperative alliance of coral polyps, a tiny animal that
filters rock fragments from the surrounding water and

oo il e

: single-celled planta that dwell wilhin_ the =

[ e

7

Cancel Submit

Note: If yourinstructor has associated a rubric with the journal and made it available to students, click My
Contributions, then click View Rubric in the Grade section to display grading criteria.

* Grade
Grade for: Tony Brown
Grade: —outofz0 iew Rubric

Grade Date: —
Feedback:

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be

visible.

How to Link to other Wiki Pages

If the wiki consists of many pages, it can be helpful to insert a link to that page right on the page currently being
viewed. You can only create links to other wiki pages when at least two pages exist. The link icon appears in

the text editor of the page you are working on.
1.
2. Onthe Tools page, click Wikis.

On the Course Menu, click Tools.
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Tools > Wikis

Oceanography

Home FPage

Groups
Tools o @ Announcements

Internal Links

Assignments

8| O fa T
# |ntroduction to 00ls

4 (P S
Assessments Blogs

@ Messages
e[ﬁﬁﬁ Wikis

On the Wiki listing page, select a wiki title.

[EE’j Wikis

Type: Course
Last Modified Date: 211511 11:48 PM

Case Study

Type: Course
Last Modified Date: 52810 1:44 AN
Coastline

Tvpe: Group
Last Modified Date: 102810 9:41 PM

Caribbean Coral Reefs 9

4. Onthe Wiki topic page, select the wiki page where you want to place the link. The wiki page opens

in the content frame.
5. Click Edit Wiki Content.
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Tools > Wikis

E@ Caribbean Coral Reefs

Create Wiki Page Iy Contribution

6 = About This Wiki

Coral Reef Dangers Edit Wiki Content pasmieer of Viiki Pages: 5

Created By Tony Brown on Wednesday, February 16, 2011 21835 AM EST Phumier of Comments: 3

Creation Date: 327TA0 4:02 AM
The coral reefs of our oceans are under siege. By some eslimates, at the current rate of

destruction, 70 percent of reefs will be lostwithin a single generation. There is no one culprit o * Caribbean Coral Reefs
blame for this devastation, but humans must assume pan of the responsibility. & p v

Caoral is a living organism, created through a cooperative alliance of coral palyps, a ting animal Coral Reef Dangers

that filters rock fragments from the surmounding waler and single-celled plants thal dwell within . 1 v

the polvps. The plants generate many of the nutrients the corals need to lve and caplure Fish Types ¥
calclurm from the seawater, which the polyps use to bulld their limestone shells. Corals come in P
all shapes and sizes as you can see here . —

On the Edit Wiki Page, position your mouse pointer where you want to add a link to another wiki
page.

Click the Link to Wiki page function in the Text Editor, represented by several sheets of paper. If
there is only one page in the wiki, this function is disabled.

[E@ Edit Wiki Page

= Instinctions

< Indicates a required feld

1. Wiki Page Content

# Marme |Coral Reef Dangers |
Content Text Edtor is: [JETI |
~[mormal  w abe| % | =EH | B A|EE =EIE

s ¥ n il & v - VES o O

The coral reefs of our oceans are under siege. By some estimates, at the current rate of destruction,
70 percent of reefs will be lost within a single generation. There is no one culprit to blame for this
devastation, but humans must assume part of the responsibility.

Coral is a living organism, created through a cooperative aliance of coral polyps, a tiry animal that
filters rock fragments from the surrounding water and single-celled plants that dwell within the polyps.
The plants generate marry of the nutrients the corals need to live and capture calcium from the

Seaw which the polyps use to build their imestone shells. Corals come in all shapes and sizes
a5 yo L.

On the Insert Wiki Page Link pop-up window, select the wiki page to link to from the drop-down
list.

Optionally, type a name for the link in the Rename Wiki Page Link text box. If you do not rename
the link, the original page title is used as the link.

Click Submit. The link appears in the Text Editor.

Blackboard Learn Release 9.1 - Help for Students - Page 196
© 2012 Blackboard Inc. Proprietary and Confidential. U.S. Patent No. 6,988, 138. Additional Patents Pending.



Tools > Wikis

[E@ Insert Wiki Page Link

% Indicates a required field.

1. Select Wiki Page Link

4l 3

Coral Types

M Wiki Page Options

Rename YWiki |see here

Fage Link

1.

On Edit Wiki Page, click Submit. The new page with the link is added to the wiki.

[ﬁﬁ Edit Wiki Page

# Instiuctions

o Indicates a reguired field

1. Wiki Page Content

o

Cancel m

% Name |coral ReefDangers |
Content Tead Eanor i=: [[EIH]
~[Normal _wl| [3 s |Arial ¥ Bz uee w2 |EE=E| RA|EEEE

~cdc Y DNE & v QO JARS | I® OO
‘B ES BE BN

The coral reefs of our oceans are under siege. By some estimates, at the current rate of
destruction, 70 percent of reefs will be lost within a single generation. There is no one culprit to
blame for this devastation, but humans must assume part of the responsibility.

Coralis a living organism, created through a cooperative alliance of coral polyps, a tiny animal
that filters rock fragments from the surrounding water and single-celled plants that dwell within the

polyps. The plants generate many of the nutrients the corals need to live and capture calcium from

the seawater, which the polyps use to build their imestone shells. Corals come in all shapes and
sizaes as you can see here,

| >

i€

How to Comment on a Wiki Entry
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1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click Wikis.

Tools > Wikis

Tools o

Internal Links

Azsessments

Assignments

B & L Tool
7 00IS
# Introduction to
Oceanography
Home Page
Groups

@ Announcements
[
< “ Blogs

@ Messages
OEEEE Wikis

3. Onthe Wikis listing page, select a wiki title.

[EE’:‘] Wikis

Caribbean Coral Reefs

Type: Course

Last Modified Date: 21511 11:48 PM

Case Study

Type: Course
Last Modified Date: 52810 1:44 AM

Coastline

Type: Group
Last Modified Date: 1022810 941 PM

4. Onthe Wiki topic page, select the wiki page where you want to place your comment. The wiki page

opens in the content frame.
5. Click Comment following the user’s entry.
6. Type your comments in the Comment text box.

7. Click Add. To view all the comments, expand the Comments link.
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Tools > Wikis

[E@ Caribbean Coral Reefs

Create Wiki Page

Coral Reef Dangers Edit Wiki Content

Created By Tony Brown on Wednesday, February 16, 2011 211835 AM EST
Iast modified by Tony Brovn on Wednesday, February 16, 2011 4.05:38 AM EST

The coral reefs of our oceans are under siege. By some astimates, al the current rate of
destruction, 70 percent of reefs will be lostwithin a single generation. There is no one culpritlo
blame for this devastation, bul humans must assume pan of the responsibility

Coral is 3 living organism, created through a cooperalive alliance of coral polyps, a tiny animal
that filters rock fragments from the surrounding water and single-celled plants that dwell within
the polyps. The planis generate many of the nutrients the corals need to five and caplure
calcium fror the seawater, which the polyps use 1o build their limestone shells, Corals come in
all shapes and sizes as you can see hare,

Coral reefs are home to over 25 percent of all maring life and among the world's most deficate
ecosysterns. But, corals thrive only in clean, clear, shallow tropical waters and those conditions
are gefting more rare, Scientists are still leaming how o best manage these fragile, vet beautiful
Iving organisms. Major threats to coral include:

Fishing with cyanide and explosives: Commercial fishing fleets have long used cyanide in the
ocean. Cyanide fishing is a method which uses poison to stun and disorient fish before
scooping them up. Still alive, the fish are sold for the tropical aguarium trade or for e fish
restaurants in Hong Kong and other Far Eastern cities. Dinner is selected while it's swirmming

in the tank. Unfartunately, the trade is highly profitable, since a live fish is worth rmuch m@n
a dead one.

v Comments: 0 Comment
Comment 0_
Cancel Add
 Comment

Fertilizers, sewage, and pesticides go to the garbage amnd
end up as runoff into the ocean. These pollutants cause
the coral “black band disease,” which has made coral very
vulnerable. If huwans could learn co recycle these harmful
chemical, we could greatly decrease Coral Reef Dangers.

® About This Wiki

“ Caribbean Coral Reels

My Contribution

humber of Vi Pages: 5
Wumber of Comments: 3
Creafion Dates 327TA0 4202 AM

fhiy Home Page | ¥
GudRaafDuhguse
Coral Types | ¥
Fith Types %
Qeean lite | <

How to View Your Contributions

You can view a list of all the pages and versions you have contributed or modified and determine if edits need to

be made.

1.

On the Course Menu, click Tools.

2. Onthe Tools page, click Wikis.
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Tools > Wikis

Oceanography

Home FPage

Groups
Tools o @ Announcements

Internal Links

Assignments

8| O fa T
# |ntroduction to 00ls

4 (P S
Assessments Blogs

@ Messages
e[ﬁﬁﬁ Wikis

On the Wikis listing page, select a wiki title.

[EE’j Wikis

Type: Course
Last Modified Date: 211511 11:48 PM

Case Study

Type: Course
Last Modified Date: 52810 1:44 AN
Coastline

Tvpe: Group
Last Modified Date: 102810 9:41 PM

Caribbean Coral Reefs 9

4. Onthe Wiki topic page, click My Contribution on the Action Bar. On the My Contribution page,
you can view information about your contribution to the wiki in the content frame and the side panel.
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Tools > Wikis

Eﬁ@ Caribbean Coral Reefs

@

Create Wiki Page Iy Contribution

= About This Wiki
Coral Reef Dangers Edit Wiki Content Pumber of Viiki Pages: 5
Created By Tony Brown on Wednesday, February 16, 2011 21835 AM EST Phumier of Comments: 3

Creation Date: 327TA0 4:02 AM
The coral reefs of our oceans are under siege. By some eslimates, at the current rate of

destruction, 70 percent of reefs will be lostwithin a single generation. There is no one culprit o * Caribbean Coral Reefs
blame for this devastation, but humans must assume pan of the responsibility. & p v
Caoral is a living organism, created through a cooperative alliance of coral polyps, a ting animal Coral Reef Dangers |

that filters rock fragments from the surrounding water and single-celled plants that dweall within

the polvps. The plants generate many of the nutrients the corals need to lve and caplure FM. T -

calclurm from the seawater, which the polyps use to bulld their limestone shells. Corals come in P

all shapes and sizes as you can see here . —

The My Contribution Page
%Ej My Contribution
Display Pages | Coral Reef Dangers v |  Go
Paqge Version Uzer's Modifications Created On Words Modified = About This Wiki
Coral ReefDangers (3} Compare fo Yersion 2 BT B54PM 2 Wik Name: Caribbean Coral Rests
Coral ReefDangers (7). Compare to Version 1 61 405AM 0 Type: Course
Coral ReefDangers (1} Compare o Version 1 HIGMT Z1BAM 231 Craation Dok ZNET1 AR08 EM
Pages: 3
Displaying 1103 of 3 items Show All | EAHFagN0.. | | comments: 4

= participation
Summary
todified By Tony Brown

Wiords Modified: 628 (45%)
Total Page Saves: & (19%)

® Grade
Grace Tor: Tomy Brown
Grade: — ot of 200
Grade Date: --
Feadback:

% Indicates Mew Entries
3 Indicates Nevw Comments

Q Display Pages: All pages and versions that you added and modified are listed in the Display
Pages. Use the Display Pages drop-down list on the Action Bar to narrow what is shown in the My
Contribution page.

@ Page Version: In the Page Version column, page titles appear with their corresponding version

numbers. Click a title to view the page without annotated changes. The page opens in a new
window. By default, the most recent page version is listed first.
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Tools > Wikis

@ User's Modification: In the User’s Modifications column, click a link to compare a page to its

previous version. The Page Comparison opens in a new window. Click the Legend tab to view the
comparison with a legend or explanation of the formatting used to communicate version differences.

@ About This Wiki: In the About This Wiki section, the you can view wiki information, how
many pages you added and edited, and how many comments you added to the wiki.

G Participation Summary: In the Participation Summary section, you can view Words

Modified, which tallies any word added, deleted, or edited in all pages and each page’s versions,
available in number count and percentage. Total Page Saves includes any time Submitis clicked
on any Edit Wiki Page in the wiki—regardless of content being changed—available in number
count and percentage.

G Grade: The Grade section appears if the wiki is set to be graded.

How to View Grades for Wiki Contributions

Once wiki contributions have been graded, you can view the grade in two places. The grading information
appears on the My Contribution page and in the My Grades tool.
1. Onthe Course Menu, click Tools.

2. Onthe Tools page, click Wikis.

# Introduction to m]. Tools

Oceanography

Home Page

Groups

Toals o @ Announcements @ Messages

Internal Links

Assessments (a Blogs e[ﬂ@ Wikis

Assignments

3. Onthe Wikis listing page, select a wiki title.
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Tools > Wikis

[E@ Wikis

Caribbean Coral Reefs 0

Tvpe: Course
Last Modified Date: 21511 11:48 PM

Case Study

Tvpe: Course
Last Modified Date: 52810 1:44 AM

Coastline

Type: Group
Last Modified Date; 1022810 %41 PM

4. Onthe Wiki topic page, click My Contribution on the Action Bar. On the My Contribution page's
Grade section, you can view the assigned grade for the contributions listed in the content frame,
feedback, and the date the grade was assigned.
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Tools > Wikis

E@ Caribbean Coral Reefs

&

Create Wiki Page MWy Contribution

* About This Wiki
Coral Reef Dangers Edit Wiki Content Pumizer of ¥iki Fages: 5
Mumkesr of Comments: 3
Creation Date: 32TA0 4:02 AM

Created By Tony Brown on Wednesday, February 16, 2011 2:18:35 AWM EST

The coral reefs of our oceans are under siege, By some estimates, atthe current rate of

destruction, 70 percent of reefs will be lost within a single generation. There is no one culprit to % Caribbean Coral Reefs
blame for this devastation, but humans must assume pant of the responsibility. -
o i : | £ Home Page | %
Coral is a living organism, created through a cooperative al!_lan[:a of coral polyps, atiny animgl Coral Reef Dangers
that filters rock fragments from the sumounding water and single-celled plants that dwell within crpal Typas |
the polyps. The plants generate many of the nutrients the corals need to live and caplure _Y&E'E T
calcium from the seavwater, which the polyps use to bulld their limestone shells. Corals come in Ocean lif 3
all shapes and sizes as you can see here . deesn e ¥
rlrl_ My Contribution
Display Pages | Coral Reef Dangers | Go
Page Version User's Modifications Created On Words Moddfied = About This Wiki
Coral Reef Dangers (3 Compare i Version 2 216M1 354 P 2 Wiki Name: Caritibean Corsl Reefs
Coral Reef Dangers (2 Compare lo Version 1 2M6M1 4054 0 Type: Course
Coral ReefD C 7 i JEAT 218 AW 291 Creation Date: 20TA1 12245 AM
Pages: 3
Displaying 110 3 of 3 lems Show Al | Edit Paging.. Comments: 4
= Participation

Summary
Modfied By Tony Brown
Words Modifed: 628 (45%)
Total Page Saves; & (19%)

* Grade
Grade for: Tany Brown
Grade: 20 cut of 2000
Grade Date: 21741 1257 AW
Feedback:

Wery good entry.

Note: If yourinstructor has used a rubric for grading and made it available to students, click View Rubric to
display detailed grading information.

* Grade
Grade for: Tony Brown
Grade: 20 out of 2}  View Rubric

Grade Date: 10/14M11 2:40 PK
Feedback:

Very good entry.

If there is no associated rubric or your instructor has not made it available, the View Rubric button will not be
visible
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Related Tutorials ﬁ Creating and Editing a Wiki Page (Flash movie | 2m 40s | 4,329 KB) | ﬁ Linking Wiki
Pages (Flash movie | 2m 10s | 16,272 KB)
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Courses and Content > About Courses

Courses and Content

About Courses

Courses contain content and tools for your learning experience. Your instructor manages the course through the
Course Menu and Control Panel. While your instructor has control over the course, the Blackboard
administrator at your school can set defaults that can restrict or require specific features and tools.

A course consists of the Course Menu and a content frame. The Course Menu links to content and tools and
the content frame will display the feature you select.

7 week 1 (&

Home Page
Getting Started |“'\ Reading Materials

_h] Attached Files 3 Resding tor Chaplar 1 (26.5 KB)
‘Week 1

Flease allow atleast three hours to fully understand this information

Chapter 1 Recap
"\\é;(g
JS;'JJ Attached Files. [ Chapter 1 Review (26.5 KB)

Discussions 6
Assignments @ =&

Assessments

Download the document and answer the questions and give your opinion in the essay

My Grades r :

Follow writing guidelings in the Syllabus. Add vour last name to the file name when
Groups submitting.
Tools

Thig s worth 40 points

0 Course Menu: The Course Menu appears on the left side of a course and contains links to materials and
tools within the course.

@ Content Frame: The content frame occupies most of the screen to display the current view. You will
interact with content from this screen.

@ Content Area: Content Areas are top-level containers that organize and store course content, such as
lecture notes, assignments, and tests. The content appears in the content frame.

About Course Content

A Content Item is any type of file, text, image, or link that appears to users in a Content Area, Learning Module,
Lesson Plan, or folder. Your instructors can add a number of different types of content to these course areas.

Types of Content

You can view different types of content in a Content Area. All content shares a few similarities. Each piece of
content has a name and description. Many types of content allow your instructor to set options, such as
availability and date restrictions.

Note: Icons may be different at your institution because the Blackboard administrator at your school has the
option to select which icons to use.
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Content

Icon Type Description

?1 ltem A general piece of content, such as a file, image, text, or link. A description and other items may
be attached.

_ﬁ']_ File An HTML file to be used in the course. These files can be viewed as a page within the course
or as a separate piece of contentin a separate browser window.

?1 Audio Audio file that can be played in a page. If Autostart and Loop are both setto Yes, the audio file
plays when you open the page and continues to play until you stop it or navigate away from the
page.

[ Image Image file that can be shown on the page.

?1 Video Video file that you can view. The video player appears directly on the page.

:{.)] URL Link to a website or resource to provide a quick access point to relevant materials.

Learning A set of content that focuses on a specific subject that you can navigate at your own pace.
Module Instructors can set the path so students must view contentin a specific order, or permit users to

view the contentin any order. All types of content, including items, assignments, and tests can
be viewed in a Learning Module.

=] LessonPlan A Lesson Plan is a special type of content that combines information about the lesson itself with
the curriculum resources used to teach it.

= Syllabus An outline of a course of study. It can contain course information, objectives, instructor contact
information, assignments, class meeting dates, and textbook information.

| Course Link A shortcut to an item, tool, or area in a course. A Course Link provides a quick access point to
relevant materials and tools.

=7 Content A Content Folder is a way of organizing content items. Content folders and subfolders setup a

Folder hierarchy to group related material together. Content folders can be used to group material
based on a theme, such as media clips. Content folders can also be used to group material
based on a schedule, for example, placing all items for "week 1" together. Using folders to
organize content items can make materials easier to find and reduce the length of a Content

Area page.
[ Blank Page A Blank Page can be added and customized based on the needs of the course..
?1 Module Module Pages are specialized content pages that present contentin a module box. The
Page modules that appear on this page can be arranged in any order. Module Pages can be

personalized by students if the instructor permits it.

Q'__j] Tool A shortcut to a specific tool in the course, such as the Discussion Board or Blogs. The link
brings students to that tool and away from the content they are viewing. Instructors can also link
to the Tools page, which provides links to all available tools.

Al
|
Al

E Flickr® Alink to a site for viewing and sharing photos and images.
Photo

rﬁ SlideShare  Alink to a site for viewing and sharing Microsoft® PowerPoint®, Microsoft® OpenOffice, or
Presentation Adobe® PDF presentations.

rﬁ YouTube™  Alink to a site for viewing and sharing online videos.

Video

Content Availability

Your instructors can limit the availability of content items based on date, time, individual users, course groups,
and performance on graded items. This means that the content displayed in the Course Menu or Content Areas
can change over time. For example, your instructor restricts access to a piece content until you complete a unit
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test. The content appears after you complete the test. There are further settings that can be added such as only
making the item appear after you complete the test and score at least a 70 percent. If you have questions about
content that your instructor mentions should be available, make sure to ask them if it has been made available
to everyone or based on specific criteria.

Review Status

Review Status allows your instructor to track interaction with specific content items and may affect the release
of additional content. For example, your instructor enables Review Status for an article added to a Content Area
and made the release of a quiz contingent upon you reviewing the article. After you mark the article Reviewed,
the quiz appears.

A Mark Reviewed option appears on the item when it is opened. After reviewing the item, select the option to
mark it as Reviewed.

Note: You can switch between Reviewed and Mark Reviewed. Use this option if you want to go back to a
content item and review it again. Your instructor only views the current setting. If the item is marked Reviewed,
then switched to Mark Review, your instructor does not see that the item was marked Reviewed at any time.

Course Content Areas

Content Areas are top-level containers that organize and store course content, such as lecture notes,
assignments, and tests. Content Areas that are available to users make up the Course Menu that appears as
links in the frame on the left side of the course. To access a Content Area, click its name on the Course Menu.
The content appears in the content frame. Typical Content Areas that you might see are Instructor Info,
Assignments, Tests, My Grades, and the names of units that correspond to the work you will complete
throughout your course.

=/ Assignments

Home Fage

Gefting Startad Worksheet 1

S

&7=| Mtached Files: [ Worksheet 1 (265 KB)
Week1

. " Download the aftachment, add your responses, and upload to this assignmeant with your

Discussions kast name added 1o the file name
Assignments - | —"">
Fi A This assignment is worth 25 points

« & Initial Group Plan
My Grades }'/q

G-

Groups &
Tools « 7 Research Response

Your instructor or administrator creates the names of the areas in a course, which may differ from the names
shown in this section. The Content Area names can also change course by course within your institution.

Content Area Organization

You can access a Content Area item by clicking its link in the course menu, such as a Discussion Board or a
file. Your instructors can further organize content using folders, subfolders, Learning Modules, or Lesson Plans.
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Breadcrumbs

As items and links are viewed in a Content Area, use the breadcrumbs to navigate to previous pages.

Home Page

A8 R | b,
# Earth System » Home Page
Science

Home Page
Earth System Science 7:00 PM - 8:30 PM on 1216/40:
Veek 1 Wanints Avaiiable Guest Speaker in Chat
Discussions 7 PMCT e,
Assignments < mare announcements.., See the Syillabus for more information and
Ascesements rEquirements.
MFT.‘“ more calendar evenis
My Grades My Tasks: g
-
Yools Sign up for group project ﬁ Edit Motification Settings

Using the Content Editor

The content editor allows you to add and format text, insert equations and hyperlinks, tables, and attach
different types of files to content. The editor appears throughout the system as the default editor.

The content editor or WYSIWYG (What You See Is What You Get) editor is based on the industry standard
TinyMCE platform. TinyMCE is a javascript-based WY SIWYG content editor that provides a stable, robust
user experience. The legacy WebEQ equation editor has been replaced with a new mathML equation editor
(WIRIS).

The content editor is always available to all users. Your school can control the availability of specific tools
within the content editor, but users no longer need to explicitly opt in or opt out of using the content editor.

Note: Yourschool and your instructor control the content editor's features and availability. If you have difficulty
accessing the content editor, contact your school's computing help desk for assistance.

Two Views of the Content Editor

The content editor has two view modes: simple mode and advanced mode. Change the view in the upper-right
corner of the content editor.

Simple Mode

The simple mode contains a minimal set of the most used text formatting functions. Click the show more (|¥%])

function—represented by two down pointing arrows—to access more editor functions. To learn more, see
Simple Content Editor Features.

Text
T T T | Arial

-
-

-
w

312y T-iE-iE- =5
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Advanced Mode

The advanced mode includes every available formatting and object attachment function. Click the show less (
) function—represented by two down pointing arrows—to view only one row of functions. To learn more, see

Advanced Content Editor Features.

Text

T T T T @ Paragraph $  Arial ¥ 3(12p) == ||iE | T ||| |21 |5 =
& 0 OQq EEE=EE = T" T. o — —= Y

@ [ B, oMashups - T &« © @) e || B HTML £S5

Type text here.

Path: p Words:0 Y

Functions not currently available appear grayed out. For example, the functions to apply or remove a hyperlink
are available only when you select text or an object in the text box.

IMPORTANT! Your school can turn on and off certain functions such as spell check and the math editor.

Note: Depending on your school's HTML policy, certain tags and attributes are not allowed in the content
editor and will not work. If you have questions about this, contact your instructor or school about being granted
the appropriate privilege for using unrestricted/trusted HTML input.

Adding and Editing Content

By default, Blackboard Learn formats text to 12-point, left-justified Arial. Use the content editor functions to
apply other formatting. With the mouse pointer positioned in the text box, you can use four methods for adding,
formatting, and editing text and objects:

o Content editor functions. To learn more, see Simple Content Editor Features and Advanced Content
Editor Features.

¢ Right-click contextual menu. To learn more, see Using the Right-Click Contextual Menu.

o Keyboard shortcuts. To learn more, see Keyboard Shortcuts for the Content Editor.

o Direct editing of the HTML code. To learn more, see HTML Code View.

Best Practice: Copying and Pasting Text to Prevent Loss

To protect against losing work if an intemet connection loss or software error occurs, you may choose to type in
an offline simple text editor, such as Notepad or TextEdit, and copy and paste your work into Blackboard Learn.

Alternately, before submitting or saving, you can select and copy all of the text typed in Blackboard Learn.
Select the text and right-click to copy it. You may also use key combinations for copying and pasting:

e Windows: CTRL+A to select all the text, CTRL+C to copy, and CTRL+V to paste.
e Mac: COMMAND+A to select all the text, COMMAND+C to copy, and COMMAND+V to paste.

Simple Content Editor Features

In the content editor's simple mode, you see a single row of functions. Click the show more (| ¥|) function—
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represented by two down pointing arrows—to access more editor functions.

Text

T T T | Aral + 3(12py ST E-EY =

e
«

The following table defines each function.

Function

T

e |

Arial

3 (12pt)

Description

Bold the selected text.
ltalicize the selected text.
Underline the selected text.

Select the font face for the text. Click the down arrow next to the displayed current font to select
from a list of all available fonts.

Select the size of the text. Click the down arrow next to the displayed current font size to select from
a list of all available font sizes.

Set the text color. Click the down arrow to select a different text color.

Create a bulleted list. To learn more, see Working With Lists.

Create a numbered list. To learn more, see Working With Lists.

Begin the automatic spell check. Click the down arrow to select a different language. To learn
more, see Using the Spell Checker.

Add a new or edit an existing hyperlink. To learn more, see How to Use Links.
Remove a hyperlink from the selected text or object.

Opens a preview window showing how the content will appear after submitting.
Open the context editor help information pop-up display.

Expand the content editor window to fill the entire browser frame.

Access the advanced content editor features.

Advanced Content Editor Features

In the content editor's advanced mode, you see three rows of functions. Click the show less ([2]) function—
represented by two down pointing arrows—to view only one row of functions.

Text

T | T|T|F
% 0 0Oaq
@ [ B 5y

Type text here.

Path: p

Paragraph $  Arial +  a(izpt) $HHE~i=s-T-2-@ i XA

Mashups ~ [ & @ (1)

1]
ihl
n
M
=
=
&
o
|
|
[
4

HTML C55

Words:0 4
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The following tables describe each function.

Row 1
Functions Description

T Bold the selected text.
T ltalicize the selected text.
T Underline the selected text.

T Display text with a horizontal line through the letters (strikethrough).

ramgeph  |w| | Selecta paragraph style for the text. Click the down arrow next to the displayed current style to
select from a list of all available styles.

Arial :  Select the font face for the text. Click the down arrow next to the displayed current font to select
from a list of all available fonts.

3(12p1) - Select the size of the text. Click the down arrow next to the displayed current font size to select from
a list of all available font sizes.

1]
4

Create a bulleted list. To learn more, see Working With Lists.

Create a numbered list. To learn more, see Working With Lists.

mnn-
11
4

T - Set the text color. Click the down arrow to select a different text color.
2 Set the text highlight (background) color. Click the down arrow to select a different highlight color.
& Remove all formatting, leaving only the plain text.
| Opens a preview window showing how the content will appear after submitting.
i Opens the context editor help window.
b Expand the content editor window to fill the entire browser frame.
Collapse functions to one row of the most used text formatting functions.
Row 2
Functions Description
X Cut the selected items.
O Copy the selected items.
| Paste the most recently copied or cut items.
Q Search for and replace text. To learn more, see Using Find and Replace.
ey Undo the previous action.
e | Redo the previous action—available only if an action has been undone.

Align text to the left margin.

Align textin the center.

Align text to the right.

Align text to both the left and right margins.
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Description

Move the text or object to the right (indent). Click again to indent further.

Move the text or object to the left (outdent). Click again to outdent further. You cannot outdent text
beyond the left margin.

Make the textinto a superscript.

Make the text into a subscript.

Add a new or edit an existing hyperlink. To learn more, see How to Use Links.
Remove a hyperlink from the selected text or object.

Enter text to the right of the current mouse pointer location (default).

Enter text to the left of the current mouse pointer location.

Add a thin horizontal line to the current mouse pointer position, spanning the entire width of the text
area.

Add a thin centered line, setting width, height relative to the current mouse pointer position, and
whether to use shadows. To learn more, see Inserting Lines and Horizontal Rules.

Insert a nonbreaking space character at the current mouse pointer position.

Begin the automatic spell check. Click the down arrow to select a different language. To learn more,
see Using the Spell Checker.

Description

Add a link to a file in the text box. The Insert Content Link window appears. You can link to the
following file types: DOC, DOCX, EXE, HTML, HTM, PDF, PPT, PPTX, PPS, PPSX, TXT, WPD, .XLS,
XLSX, and ZIP. You can link to a file from your computer, from Course Files or the Content Collection,
ora URL.

Embed an image in the text box or edit an existing selected image. The Insert/Edit Inage window
appears. You can add the following file types: GIF, JPG, JPEG, BMP, PNG, and TIF. You can add
images from your computer, from Course Files or the Content Collection, or a URL. To learn more, see

Adding Images.

Embed a media clip in the text box or edit an existing selected media object. The Insert/Edit Media
window appears. From the Type drop-down list, select the type of media you want to add: Flash
(default), HTML 5 video, QuickTime, Shockwave, Windows Media, Real Media, Iframe, and
Embedded Audio. You can add media files from your computer, from Course Files or the Content
Collection, or a URL. To learn more, see Adding Media Files.

Opens the WIRIS Formula Editor page—the visual math equation editor page. To learn more, see
Using the Math Editor.

Add a Mashup to the text box. Click to display a drop-down list and select Flickr® Photo, SlideShare
presentation, YouTube™ Video, or NBC Content. To learn more, see Adding Mashups.

Click to show all nonprinting characters. Click again to hide them from view.
Format the text as a blockquote.

Opens the Select Special Character window. Select a symbol to insert at the current mouse pointer
position.
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Row 3
Functions Description
) Opens the Insert Emoticon window. Select the emoticon to insert at the current mouse pointer
position.
o Position the mouse pointer where you want the anchor to appear and click to open the Insert/Edit

Anchor window. Use anchors to position (anchor) other items and objects, such as images. To learn
more, see Using Anchors.

o

Opens a preview window so you can see how the content will appear after publishing.

Click to open the Insert/Edit Table window. To learn more about tables, see Working With Tables.

Click to open the Table Row Properties window.

Click to open the Table Cell Properties window.

Insert a blank row in the table above the current mouse pointer position.
Insert a blank row in the table after the current mouse pointer position.

Delete the current row from the table. If you select multiple rows, all are deleted.

BOEH AN B H

Insert a blank column in the table to the left of the current mouse pointer position.

Insert a blank column in the table to the right of the current mouse pointer position.

mm|
o
3

Delete the current column from the table. If you select multiple columns, all are deleted.

Merge two or more selected table cells into a single cell.

B O =

Split previously merged table cells. If the cell or cells are not ones that were merged, nothing
happens.

HTML Click to open the HTML Code View window. Then, you can directly edit the content HTML code. This
feature is intended for experienced web developers. To learn more, see HTML Code View.

rss Edit the cascading style sheet (CSS). This feature is included for experienced web developers. To
learn more, see Advanced Image Settings.

Working With Lists

¢ Ordered/Numbered List: Creates an ordered or numbered list, or adds a numbered list item. Click
the down arrow ( := - ) to select from the available list ordering schemes. Choices include:

o Alphabetic
o Roman numerals
o Greek symbols

o Bullet List: Creates an unordered or bullet list, or adds a bulleted list item. Click the down arrow (
i= - ) to select from the available bullet list symbols.

Using the Spell Checker

Click the spell checker ( & - )icon to turn the automatic spell check function on or off. Click the down arrow to
select a different language's dictionary. You will see wavy, red underlining for words detected as potentially
misspelled or not found in the loaded dictionary. If you resume typing text, the spell checker function switches
off.
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T T T |Aral ¢ 3(2ph) T =-iE- . Qi Xy
I have mispelled a word in my sentence.
Right-click an underlined word to view a menu, allowing you to:
e See alist of suggested correction.
¢ Ignore the single instance.
¢ Ignore all occurrences of the indicated word.
T T T Aral $ 3(12p) o Ti-=riSi- | P e o B -
1 have mispelled a word in my sentence.
Suggestions
misspelled
dispelled
i spelled
Path: p = AR Words:7 4
lgnore Ward ;
lgnore All

Note: Your school determines if the spell checker function is available and which spelling dictionaries are
loaded in.

Using Find and Replace

Usefind ( Q )to search for matching text and, optionally, replace it with other text.

Finding Text
In the pop-up window, click the Find tab and type the text to find.

For Direction, choose whether to search up or down from the current mouse pointer position. Select the Match
Case check box to match upper and lower case. Clear the check box to ignore case. If the text is located, it
appears highlighted in the text box.

Find Replace

Find What | |

Direction ) Up ® Down
[ Match Case

Close Find Mext

Click Find Next to locate the next match or Close to close the window.

You can also click the Replace tab to switch to the replace text function.
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Replacing Text

To search for and replace text from one tab, click the Replace tab.

F

Find What

Replace with |

Direction ) Up ® Down

[ Match Case
| Replace I Replace All l Close I Find Mext |

Type the text you want to replace. For Direction, choose whether to search up or down from the current mouse
pointer position. Select the Match Case check box to match upper and lower case. Clear the check box to
ignore case. Click Enter orReturn. If the text is located, it appears highlighted in the text box.

In the Replace with text box, type the text to replace the located text with and choose an action:
¢ Replace: Replace the next instance found.
¢ Replace All: Replace every matched instance.
o Find Next: Find the next match and highlight it, but do not change the text.

You can also click the Find tab to switch to the search-only function.

How to Use Links

Select text or an object, and click the link function (£ ) to add a new hyperlink or edit an existing hyperlink. To
remove a link, select the link and click the remove link function ( 2% ). You can also link and remove links using
the right-click contextual menu. You must use the http:// protocol when typing or pasting an address for the
link.

Note: Unless you select text or an object, the insert/edit link and remove link functions are grayed out and
unavailable. If you click remove link for something that has no hyperlink, nothing happens.

You can specify a link to a website, a file from your computer, or an item in Course Files or the Content
Collection.

Link Path !|
Browse My Computer Browse Course
Target ._[E_:'_DEﬂ in This Wincinf_,_memE # |
Title
Class [ (- NotSet— %)
j Cancel i I;159r[

In the Target drop-down list,choose where to open the link:
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e Open in this window/frame.

e Openinanew window.

¢ Openin parent window/frame.

e Openintop frame, replacing all current frames.

Type an optional title for the window or frame displayed when users click the link. Optionally, select a link
class. If no other choices are available, the drop-down list may only show Not Set.

Inserting Lines and Horizontal Rules
Line: Click the line function ( — ) to add a thin horizontal line to the current mouse pointer position, spanning
the entire width of the text area.
Horizontal Rule: Click the horizontal rule function ( = ) to add a thin centered line. You can set:
o Width in pixels or as a percentage of the total available width of the text area.

o Height of the line relative to the current position.
e Whether to have the line shadowed or not—default is with shadow.

Use the Width drop-down list to choose pixels or percentage. Use the Height drop-down list to choose Normal
or a height increment from 1 to 5. Click Insert to add the line or Cancel to close the window.

Horizontal Rule
Width o [=]
Height  [Normal  [+]

Mo shadow [

Adding Images

Click the insert/edit image function ( [za] ) to embed an image in the text area or edit an existing selected image.

Alternatively, embed an image using the right-click contextual menu. You can also use the contextual menu to
edit the properties of an existing selected image.

You can add the common image types, such as GIF, JPG, JPEG, BMP, PNG, and TIF.

Note: Whenever possible, use compact, compressed file formats such as JPG or PNG to reduce the time
required to download the embedded image.

General Image Settings

On the General tab, embed an image from one of the following:

e Tocreate alink to afile outside of the local system, type or paste a URL in the Image URL text box.
You must use the http:// protocol.

e Toupload a file from your computer, click Browse My Computer.

e To upload a file from the course's storage repository:
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o If Course Files is the course's storage repository, click Browse Course.
-OR-
o If your school licenses content management, click Browse Content Collection.

Note: Toemail alink to afile you are including, you must first submit the content item so the file can
be assigned a permanent URL. In the Content Collection or Course Files, access the file's 360 View.
Copy the permanent URL address and paste it in an email.

Image description: Optionally, type a description for the image. Recommended for accessibility readers.

Title: Optionally, type a title for the image.

Appearance Settings

The Appearance tab allows you to control image placement and appearance. A sample thumbnail display on
the right side of the window shows how the various choices will appear.

General Appearance Adwvanced

Alignment -= Not Set — E

' i ) ' :_'-_ g Lorem ipsum,
Dimensions B&0 X 556 px

Dolor sit amet,
consectetuer adipiscing
loreum ipsum
edipiscing elit, sed
diam nonummy nibh
euismod tincidunt ut
lapreat dAnlare manna

ET Constrain Proportions
Vertical Space

Horizontal 5pace

Border

Style

o Alignment: Placement of the image relative to the nearby text. Choices include baseline, top,
middle, bottom, text top, text bottom, left, and right.

o Dimensions: Image size displayed in pixels. Important: If not set, the actual image size populates
the boxes.

If you select the check box for Constrain Proportions and add a measurement, the image is resized
without horizontal or vertical distortion.

¢ Vertical space: In pixels, the margin reserved above and below the image.
o Horizontal space: In pixels, the margin reserved on either side of the image.
e Border: In pixels, applies a border around the image.

o Style: Whenever you change the appearance settings, this box displays the HTML code used to
format the image. If necessary, you can enter additional code or alter the existing code.

Advanced Image Settings

Use the advanced image settings to specify an alternative image based on mouse activity. You can also set
additional identification, language, and link parameters. Normally, you do not need to set or change these
settings.
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General || Appearance |1| Advanced |

[C] Alternative Image

Browse My Computer

Browse My Computer

For Mouse Qver

For Mouse Qut

D | I

Language Direction | == Mot Set —- =

Language Code | |

Image Map | |

Long Description Link | |

Browse Content Collection

Browse Content Collection

Cance| Update

Adding Media Files

Click the insert/edit embedded media function ( =} ) to embed a media clip in the text area or edit an existing
selected mediaitem. You can also use the right-click contextual menu to edit the properties of an existing

selected media clip.

General Media Settings

General ” Advanced ” Source |

Type [ Flash 1)

% File/URL | |
Browse My Computer Browse Course

Dimensions | | x| | ™ Constrain Proportions

Type: From the drop-down list, select the type of media you want to add, including:

e Flash (default)
e QuickTime
¢ Shockwave
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o Windows Media
e Real Media

e Iframe

e Embedded Audio

After setting the media type:

o To create alink to a media file outside of the local system, type or paste a URL in the File/URL text
box. You must use the http:// protocol.

e To upload a file from your computer, click Browse My Computer.
e To upload a file from the course's storage repository:
o If Course Files is the course's storage repository, click Browse Course.
-OR-
o If your school licenses content management, click Browse Content Collection.

Note: Toemail alink to afile you are including, you must first submit the content item so the file can
be assigned a permanent URL. In the Content Collection or Course Files, access the file's 360 View.
Copy the permanent URL address and paste it in an email.

o Dimensions: Size displayed in pixels. Important: If not set, the actual size populates the boxes.

If you select the check box for Constrain Proportions and add a measurement, the file is resized
without horizontal or vertical distortion. You are able to preview the file in the window.

Advanced Media Settings

On the Advanced tab, you can set advanced display parameters, as well as a number of options specific to
Flash media only.

General Advanced Source
D _ Name
Align -- Mot Set — o Background ﬂ
V-5pace H-5pace
Quality | -- Not Set - %] Scale —— Not Set — :
WMode | —- NotSet — | SAlign [ - Mot Set — &
™ Auto Play ™ Loop
# show Menu [ swWLiveConnect
Base
Flash Vars
Advanced:

¢ ID: Set an identification code for the media.
e Name: Type a name for the media.
e Align: Set whether to align the media to the top, right, bottom, or left.
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e Background: Set a background color for the media.
e V-Space and H-Space: Set vertical and horizontal margins for space around the embedded media.

Flash options:

¢ Quality: Set the playback quality for the Flash media. Choices are high, low, autolow, autohigh, and
best.

e Scale: Select aresizing option for Flash media. Choices are show all, no border, exact fit, and no
scale.

e WMode: Set a display mode for the media. Choices are window, opaque, and transparent.

o SAlign: Set the position alignment for the media within the Flash media player. Choices are left, top,
right, bottom, top left, top right, bottom left. and bottom right.

o Auto Play: Select to have the Flash media play automatically when selected.
o Loop: Select so the media file loops (replays) after reaching the end.
e Show Menu: Select to show the Flash media player menu.

e SWLiveConnect: Used only in older Flash media. When selected, allows the player and browser to
exchange information. Typically, this parameter is not necessary.

o Base and Flash Vars: Manually configure the Flash options. These features are intended for
advanced web developers needing a high degree of control and customization over the Flash player
appearance and behavior.

Media Source Settings

In the Source tab, you can enter custom media HTML code. This feature is intended for advanced web
developers.

Adding Mashups
A mashup combines elements from two or more sources. When you view a YouTube™ video in a Blackboard
Learn course as part of the course content, you are experiencing a mashup.
Click the insert mashup function ( «<»Mashups - ) to display a drop-down list and select from the following:
e Flickr®Photo
o SlideShare Presentation
e YouTube™ Video
e NBC Content

Note: Your school determines the availability of specific mashup types.

After you select a mashup type, you can search for content to fit your course. Then, you set viewing and
presentation options.

Before submitting, click the preview function ( L3 ) to see how the mashup will appear in the content item.

Close the preview window to make changes. When you are satisfied with the selection and options, click
Submit to continue or Cancel to abort adding the mashup.

To learn more about how students can use mashups, see Mashups.

Using the Math Editor

The math editor delivered within the content editor provides an interface for creating and managing math
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formulas in your course. The math editor is written by WIRIS and is standard- based using the latest MathML
standard for describing math formulas for display in browsers. Additionally, the created formulas are saved as
the MathML for future editing AND as a PNG file for rapid deployment to browsers.

Click the launch math editor function ( f, ) to open the math equation editor window, the WIRIS Formula Editor.

Note: Javascript must be enabled for the math editor to function.

Rich Set of Feature

e Basic operations

e Matrix calculus

e Calculus and series
¢ Logic and set theory
e Units

o Greek alphabet

Improved Rendering Experience

The math editor automatically converts formulas and equations to images so that users do not need to
download an applet to view them. The formulas and equations continue to remain fully editable for an author.

Supports Copy/Paste

The math editor supports copying and pasting of MathML formulas and equations directly in the editor.

Supports Legacy Equations

The math editor continues to support W3C MathML standards and extracts MathML from the pre-SP8 legacy
math editor.

Course Conversion Support

If upgrading from other platforms such as CE 4 or Vista, the math editor can accommodate the formulas and
equations from these platforms.

Understand the Tabs

The tabs at the top of the page allow you to select different elements:
e General
e Operators
e Symbols
o Big operations
e Matrix mathematics
e Arrows
e Greek symbols
e Superscript, subscript, and accents
e Other miscellaneous math elements

¢ Functions
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eneral lOperatnrs lSvmans l Big Cps. IMatrix l Brrows l Greek l Scripk and accenk lOther l Functions I
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0

Manual ==

Accept ” Cancel

To learn more, click the Manual link to access the WIRIS website user manual.

Working With Tables

Click the insert/edit table function ( ) to begin adding a table in the text area. Alternatively, you can use the
insert/edit table command from the right-click contextual menu.

Note: Most of the table functions are unavailable (grayed out) unless you place the mouse pointer inside an
existing table.

General Tab

On the General tab, you can set the basic properties for a table. Note that after creation, you can edit a table
using the table functions and commands. You can resize a table by clicking and dragging the table border
anchors.

General Advanced

Columns Rows

Cell Padding Cell Spacing
Alignment -- Mot Set — Border
Width 200 Height
Class -- Not Set —-  §

Table Caption [

e Columns: Type the initial number of columns for the table. The default is set to two columns.
e Rows: Type the initial number of rows for the table. The default is set to two rows.

e Cell Padding: Type a number in pixels for the individual table cells' padding.

e Cell Spacing: Type a number in pixels to separate the table cells.

o Alignment: Select the table alignment: center, left, or right. If not set, the current paragraph
alignment is used.
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e Border: Creates a simple black line border around the table. Type a number in pixels for the width of
the table border. The default is set to one pixel.

o Width: Set the width of the table in either pixels or a percentage of the available display width. The
default is set to 200 pixels.

o Height: Set the height of the table in either pixels or a percentage of the available display height. If left
blank, the table is sized automatically as needed to fit the content.

e Class: Set the HTML class for the table. If your setup does not use classes, ignore this setting

o Table Caption: Select the check box so the table is created with a caption cell at the top. A table
caption appears as the title of the table.

Advanced Tab

On the Advanced tab, you can set additional properties for a table.

General Advanced

D
summary
Style

Language Code
Background Image

Browse My Computer Browse Course

Frame -— Mot Set ——

LLANE 13

Rules -— Mot Set ——

Ak

Language Direction| -- Mot Set —-

Border Color (=
Background Color [

o ID: Type atable description or identifier.

e Summary: Type a description for a table.

o Style: Allow HTML code overrides for the placement, size, appearance, and border.
e Language Code: Assign a language code to a table— used in translations.

o Background Image: Use a graphic image to appear as a background for a table. You can provide a
URL to create a link to an image file outside of the local system.

o To upload a file from your computer, click Browse My Computer.
o To upload afile from the course's storage repository:
» If Course Files is the course's storage repository, click Browse Course.
-OR-
= [f your school licenses content management, click Browse Content Collection.
o Frame: Set the table frame parameter: void, above, below, hsides, |hs, rhs, vsides, box, or border.
¢ Rules: Set rules for the table content: none, groups, rows, cols, or all.

e Language Direction: Set whether text entered in the table goes left to right or right to left from the
mouse pointer position.
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o Border Color: Set the color for the table border.
o Background Color: Set the background color for the table.

Setting Row and Cell Properties

Row properties affect an entire table row or a number of selected table rows. Cell properties affect the current
table cell or a number of selected cells.

Row Properties

Click inside an existing table and click the table row properties function (& ) to open the Table Row Properties

window. You can set formatting parameters to control how the contents of a table row or selected rows will
appear.

General Advanced

Fow Type Body v
Alignment -- Mot Set —- 5
Vertical Alignment -- Not Set —- =
Class -- Mot Set —- :
Height

Update Odd Rows in Table
Update Even Rows in Table
Update All Rows in Table

General Tab

On the General tab, you can:

o Row Type: Set whether the row is a header, body, or footer.

Alignment: Set the alignment of the row’s cell contents to center, left, or right.

Vertical alignment: Set the alignment of the row’s cell contents to top, center, or bottom.
o Class: Set the row content HTML class. If classes are not used, ignore this setting.

o Height: Manually set the height of the row. Otherwise, the row expands or contracts as needed to fit
the contents.

From the drop-down list at the bottom of the window, select to:
¢ Update the current row or selected rows only (default).
e Update odd rows in the table.
¢ Update even rows in the table.
e Update all rows in the table.

Advanced Tab

On the Advanced tab, you can set additional row properties.
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o Style: Allow HTML code overrides for the placement, size, appearance, and border.

o Language Direction: Set whether text entered in the row goes from left to right or right to left from

the mouse pointer position.

o Language Code: Assign a language code to a row—used in translations.

o Background Image: Use a graphic image to appear as a background for a row. You can provide a
URL to create a link to an image file outside of the local system.

o To upload afile from your computer, click Browse My Computer.

o Toupload a file from the course's storage repository:

» If Course Files is the course's storage repository, click Browse Course.

-OR-

= [f your school licenses content management, click Browse Content Collection.
e Background Color: Set the background color for the row.

General Advanced

1]

Style

Language Direction| —— Not Set —-
Language Code

Background Image

Browse My Computer

(W

Background Color

| Update Current Row

Browse Course

Ak

Cell Properties

Click the table cell properties function ( B ) to open the Table Cell Properties window. You can set formatting
parameters to control how the contents of a table cell or selected cells will appear.

General Advanced

Alignment = Not Set —-

£

Vertical Alignment
Width

Class -- Mot Set —-

' Update Current Cell

Update All Cells in Row
Update All Cells in Table

| Cell Type
—— Not Set —- 3| Scope

Height

ke
-

Data =

-— Mot Set —- ¥
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General Tab

On the General tab, you can:
o Alignment: Set the alignment for a cell contents to center, left, or right.
e Cell Type: Set a cell content type to data or header.

Vertical Alignment: Set the alignment for a cell contents to top, center, or bottom.

Scope: Expand the modification selection beyond an individual cell and applies the changes to a
column, row, row group, col group.

e Width: Manually set the width of a cell.

o Height: Manually set the height of a cell.

o Class: Set the row content HTML class. If classes are not used, ignore this setting.
From the drop-down list at the bottom of the window, select to:

o Update the current cell or selected cells only (default).

e Update all cells in a row.

e Update all cells in a table.

Advanced Tab

On the Advanced tab, you can set additional cell properties.

General Advanced

D
Style
Language Direction| -- Mot Set ——

iF

Language Code
Background Image

Browse My Computer Browse Course

Border Color =
Background Color =
Ui;:date Current Cell ~

o ID: Type a cell description or identifier.
o Style: Allows HTML code overrides for the placement, size, appearance, and border.

o Language Direction: Set whether text entered in a cell goes from left to right or right to left from the
mouse pointer position.

e Language Code: Assign a language code to a cell—used in translations.

o Background Image: Use a graphic image to appear as a background for a cell. You can provide a
URL to create a link to an image file outside of the local system.

o To upload afile from your computer, click Browse My Computer.
o To upload a file from the course's storage repository:
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» If Course Files is the course's storage repository, click Browse Course.
-OR-
= |f your school licenses content management, click Browse Content Collection.
o Border Color: Set the color for a cell border.
o Background Color: Set the background color for a cell.

Editing Tables

Click inside an existing table to make the table editing functions active in the content editor.

Function Description

H Click to open the Insert/Edit Table window. If clicked inside a table, a new table is created inside the first
one.

o] Click to open the Table Row Properties window.

o) Click to open the Table Cell Properties window.

=i} Insert a blank row before the current mouse pointer position.

=52 Insert a blank row after the current mouse pointer position.

o Delete the current row from the table. If you select multiple columns, all of them are deleted.

Insert a blank column to the left of (before) the current mouse pointer position.

== Insert a blank column to the right of (after) the current mouse pointer position.

5 Delete the current column from the table. If you select multiple columns, all of them are deleted.

O Merge two or more selected cells into a single table cell.

m Split previously merged table cells. If the cell or cells are not ones that were merged, nothing happens.

Toresize a table, in addition to using table, row, or cell properties, you can also press and drag one of the table
border anchors. These are positioned at each of the table comers—to make the entire table larger or smaller.
You will also find them in the middle of each side—left, right, top, and bottom—to resize the table horizontally or
vertically.

Right-Click Contextual Menus

You can also right-click anywhere inside an existing table to access a contextual menu. Select Insert/Edit
Table to access some editing properties for an existing table.

Using Anchors

You can use anchors to position (anchor) other items and objects, such as images. Position the mouse pointer
where you want the anchor to appear, and click the anchor function ( .. ) to open the Insert/Edit Anchor

window. Type a name for the anchor and click Insert to add it.
To modify an existing anchor, select it and click the anchor function.
To remove an anchor, select it and press the Delete key.

Note: Deleting an anchor also deletes the object or text anchored to it.
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Advanced Functions

HTML Code View
Click the HTML code view function ( #m. ) to open the HTML Code View window. Then, you can directly edit
the content HTML code. When finished, click Update to apply your changes or Cancel to abort.

The content editor performs some code verification. To keep the code valid and working, HTML tags are added
or removed as needed. However, you might enter invalid codes or tags, and the content editor's auto-correcting
capabilities may not catch all issues. Displayed results can be unpredictable.

Note: This feature is intended for experienced web developers.

Editing CSS
Click the edit CSS function ( == ) to edit the cascading style sheet (CSS) for the page.

Note: This feature is intended for experienced web developers.

In the Edit CSS Style window, using the tabs and individual settings, you can customize nearly all of the basic
formatting defaults for the current content editor display. Each tab controls a different category of style
overrides.

Text Background | Block Box Border List Positioning

Font i
Size = S Weight s
Styse v Variant s
Line H.'E'g"'lt # : Case : .
Color =
Decoration ; Underline

| Overline

[Tl strikethrough

[ Blink

] None

™ Insert span at selection

Apply

o Text: Set the font face, size, style, weight, and aspects of text appearance.
o Background: Use a background color orimage, and set how it is displayed.

o Block: Set formatting options at the paragraph level, including word and letter spacing, alignment,
indenting.

e Box: Set defaults for drawn boxes.
o Border: Set the style, width, and color for all aspects of table and object borders.
o List: Set defaults for formatted lists.

o Positioning: Set the overall page positioning, placement, and clipping preferences.

Click Apply or Update to make the changes or Cancel to abort.
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Using the Right-Click Contextual Menu

In the content editor, you can place your mouse pointer in the text area and right-click to access a contextual
menu. The menu includes the editor's most commonly used functions.

A chat session is scheduled for Decembe

& Cu
[N Copy
[% Paste
& Link
&3 Remove Link
[za] Image
Alignment L4

Hf Insert/Edit Table

e X Cut: Cut the selected text or object.

¢ [1Copy: Copy the selected text or object.

e []Paste: Paste the most recently cut or copied text or object.

e @Link: Visible only when you select text or an object and opens the insert/edit link window. To learn
more, see How to Use Links.

e ;5 Remove Link: Visible only when you select text or an object and removes any hyperlink. If you
click remove link for something that has no hyperlink, nothing happens.

¢ [za]lmage: Add or edit an image. To learn more, see Adding Images.

¢ Alignment: Open a sub-menu, allowing you to align text to the left margin =, center =, right margin
=, or both margins =.

o HiInsert/Edit Table: Place your mouse pointer inside an existing table and click this option to
access the available editing features.

Note: Cut, copy, and paste functions may not be available in all browsers.

Keyboard Shortcuts for the Content Editor

The content editor supports the keyboard shortcuts listed in the following table. Please note that Mac users use
the COMMAND key instead of the CTRL key. In the table, these are indicated by "MAC:" and COMMANDis
abbreviated as CMD.

Note: If you use the shortcut keys that move selected items one character left, right, up, or down, the object
you are moving is absolutely positioned. An absolutely positioned element is determined by pixels so moving it
up once moves it up one pixel.

Keyboard Shortcut Description

RIGHT ARROW Move one character to the right.
LEFT ARROW Move one character to the left.
DOWN ARROW Move down one line.
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UP ARROW

CTRL+RIGHT ARROW
MAC: CMD+RIGHT ARROW

CTRL+LEFT ARROW
MAC: CMD+LEFT ARROW

END
HOME

CTRL+DOWN ARROW
MAC: CMD+DOWN ARROW

CTRL+UP ARROW
MAC: CMD+UP ARROW

PAGE DOWN
PAGE UP

CTRL+HOME
MAC: CMD+HOME

CTRL+END
MAC: CMD+END

Selection
SHIFT+RIGHT ARROW
SHIFT+LEFT ARROW

CTRL+SHIFT+RIGHT
ARROW

MAC: CMD+SHIFT+RIGHT
ARROW

CTRL+SHIFT+LEFT ARROW
MAC: CMD+SHIFT+LEFT
ARROW

SHIFT+UP ARROW
SHIFT+DOWN ARROW
SHIFT+END
SHIFT+HOME
SHIFT+PAGE DOWN
SHIFT+PAGE UP
CTRL+SHIFT+END

CTRL+SHIFT+HOME
MAC: CMD+SHIFT+HOME

CTRL+A MAC: CMD+A
Editing
BACKSPACE
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Description
Move up one line.

Move right one word.

Move left one word.

Move to the end of the line.
Move to the start of the line.

Move down one paragraph.

Move up one paragraph.

Move down one page.
Move up one page.

Move to the beginning of the text.

Move to the end of the text.

Extend the selection one character to the right.
Extend the selection one character to the left.

Extend the selection right one word.

Extend the selection left one word.

Extend the selection up one line.

Extend the selection down one line.

Extend the selection to the end of the currentline.
Extend the selection to the start of the currentline.
Extend the selection down one page.

Extend the selection up one page.

Extend the selection to the end of the document.

Extend the selection to the beginning of the document.

Select all elements in the document.

Delete the selection. Or, if you make no selection, delete the character to the left of the

mouse pointer.
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Keyboard Shortcut Description

CTRL+BACKSPACE
MAC: CMD+BACKSPACE

Delete all of a word to the left of the mouse pointer.

CTRL+C MAC: CMD+C Copy the selection.

CTRL+V MAC: CMD+V Paste cut contents or copied contents.

CTRL+X MAC: CMD+X Cut the selection.

DELETE Delete the selection.

INSERT Toggle between inserting and overwriting text.
CTRL+Z Undo the most recent formatting command.
MAC: CMD+Z

CTRL+Y Redo the most recent undone command.
MAC: CMD+Y

CTRL+F Find text.

MAC: CMD+F

SHIFT+F10 Display the contextual menu. This is the same as a right-click.
Formatting

CTRL+B Select or clear bold formatting.

MAC: CMD+B

CTRL+I Select or clear italic formatting.

MAC: CMD+I

CTRL+U Select or clear underlining.

MAC: CMD+U

Course Cartridges

Your instructors have the option of using Course Cartridge content in their courses. This content is created by
third party publishers and is available for instructors to download. When you access this content within a
course, you are prompted for an Access key. Cartridge content often includes:

e Slides

o Documents

e Quiz questions

o Lists of relevant links

Accessing a Course Cartridge

To access a Course Cartridge, you must be enrolled in the course and have an Access Key to open the course
material. When you attempt to access Course Cartridge content the first time, you will be prompted for a key.
The publisher of the Course Cartridge provide the Access Key for a course. The Access Key for a Course
Cartridge may be found in the course text book or on the publisher's website. After you enter the key, you can
open any content in the course that comes from that Course Cartridge.
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Access Course Cartridge

1. Access Course Cartridge

This course was built using a Course Canridge publizshed by Blackboard General Info, An Access Key from this publisher must
be oblained 1o access this content

N AL K

bl  Enter Access Key

Actess Key (bbstudent ]

¥

cancel TN

Troubleshooting Course Cartridge Issues

If you are having difficulty with your Course Cartridge, you can contact any of the following resources for help.
e The company that publishes the Course Cartridge.
o Your school's computing help desk or bookstore (where you purchased the text or Access Key).

e Yourinstructor.

While the publisher controls Access Keys and Cartridge content, your instructor, campus computing help desk,
or campus bookstore may be able to help you contact the publisher directly or provide other assistance.

Lesson Plans

A Lesson Plan is a container for content similar to a Content Area or folder. This allows you to view the lesson
profile, objectives, and content items you need to complete a lesson. Your instructor can provide you with
information on how your knowledge will be measured, the needed materials, the duration of the instruction, and
what you should have learned after the instruction.

Typically, Lesson Plans are added to Content Areas, but they can be added to Learning Modules and folders.

The Lesson Plan appears first in the content list and has its own unique icon. If a description was added to the
Lesson Plan when it was created, it appears following the title.

1. Select the Content Area from the Course Menu that holds the Lesson Plan. For example, Week 2.

2. Click the name of the Lesson Plan.
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% Student
Orientation
Home Page
Informiation Acid Precipitation
Vygak 2 Topics ta be coverad in this unitinclude:
Discussions
1. The farmalion of acid precipitation, both natural and man-made
Groups 2. How acid precipitalion can benefit or harm society and the Earth
Tools (i 3. Crifiquing arguments aboul personal or socielal issues based on scientific
| evidencea
Heip

E—:j Week 2

4. Lab work: simulaling the produclion of acid precipitalion

Acid Precipitation

Description Topics to be covered in this unit include:

Objectives Students will be able to:

Outcomes: Expecied

1. The formation of acid precipitation, both natural and man-made

2. How acid precipitation can benefit or hamn soclety and the Earth

3. Critiquing arguments about personal or societal issues based on scientific evidence
4. Lab work: simulating the production of acid precipitation

1. Explain the formation of acid precipitation, both natural and man-made

2.'Wrile balanced chemical equations for the formation of acid precipitation

3. Describe and conduct tests to determing the farmation of an acid or base

4. Explain why areas with limestone beds are less adversely affected by acid precipitation

5. Use their knowledge of acid precipitation and its effects on society and the earth o write a
Web repor on acid rain from a variety of perspeciives

Explain what acid precipitation is and where it forms

Explain the farmation of acld precipitation, both natural and man-made

Deszcribe how acid precipitation is harmiul to humans and to the earth

Evaluate a plece of legislation that increases use of renewable resources in light of acid rain
formation

» Wirite a Web report on acid rain from a varlety of perspectives

Lecture

Aflached Files! [ acid Precip Lechwe docx (9578 KE)

Atidic pollutants can be deposited from the almosphere to the Earth's surface in wel and dry forms. The comman term o
describe this process is ackd deposition, The terrn acid precipitation i3 used 1o specifically describe wel forms of acid
pollution that can be found In rain, sleet, snow, fog, and cloud vapor

Reading Assignment

Afler reading the acid precipitation lecture, answer the questions on page 218 in your textbook. Add your answer lo a Word
doc and click the link above lo submil your file. Add your last name ta the file name. This |s warth 30 paints. follow the
requirements for wrilen assignments in your syllabus.

Quick Check Up

Lige this selftestto assess your understanding of the concepls in this unit You may take it multiple times.

The Lesson Plan’s general information and content items are organized following the title. The top portion
contains general information about the lesson, while the bottom contains content items.

In this example, the content items for the lesson are shown with icons and text. Your instructor can select
Icons Only, Text Only, or Icons and Text for the content view. By default Lesson Plans have four sections:

e Instructional Level

o Instructor
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e Subject Area
o Objectives

Your instructor may customize the sections in the lesson plan, so you may see different sections.

Learning Modules

A Leaming Module is an organized collection of content presented together. Learning Modules are shells in
which other content items such as files, folders and tools are added. It can support a course goal, a course
objective, a subject, a concept, or a theme. Learning Modules enable you to follow a structured path for
progressing through content.

Following a Sequential Path

The sequential path may be enforced or you may be allowed to access any item at any time. For example, your
instructor may set up a Learning Module on Astronomy. This unit walks you through a series of articles about
Astronomy, displays media files, and finally presents an assessment about the information covered. You must
move through the contents in this order if the sequential path is enforced. You will know if there is a set path
because only the link immediately following the page you are viewing is available. If the sequential path is not
enforced, all the links will be available.

Navigating within Learning Modules

To move from page to page within a module, click the right and left arrow buttons on the top right of the content
area.

Example:

The button will appear next to the "Page 1 of 3" text.

% The Solar System

< Page1of3

® Mercyry |

Earth

Note: The name of a folder or subfolder will count as a page. For example, if the Learning Module contains two
folders, each containing one file, there will be a total of 4 pages.

Itis also possible to navigate by clicking the name of the page in the Table of Contents instead of clicking the
forward or back arrow buttons.
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Using the Table of Contents

The Table of Contents displays next to the Course Menu on the left-hand side of the page. It can also be moved
below the Learning Module content area.

‘Table of Contents

mEA Page 1 of 2 [

v

=
%% | The Solar System

T ——

Oceanography
Horme Page
Syllabus
Indructor Infa

[F 1. Mercury
u M Vanis

< Page 1013

Chapher 2
Internal Links

e Minimize

o Maximize
¢ Move to the bottom or the left

How to Move the Table of Contents

Click the button with the arrow pointing down @) to move the Table of Contents to the bottom of the page. To
move the Table of Contents back to the left, click the left-facing arrow (E). The move to the left option will
reposition the Table of Contents to the left of the content area.

Note: Yourinstructors can organize the Table of Contents however they see fit. The Table of Contents can be
displayed using roman numerals, numbers, letters, or any combination of the three.

Mashups

Note: Your instructor controls which tools are available. If this tool is not available, your instructor may have
disabled it.

A Mashup combines elements from two or more sources. When you view a YouTube™ video in a Blackboard
Learn course as part of the course content, you are experiencing a Mashup. Mashups can also include Flickr®
photos and SlideShare presentations.

You can use this content in a variety of ways within a course: a standalone piece of content, part of a test
question, a topic in a Discussion Board, or as part of an assignment. For example, you can include a clip of your
favorite movie in a journal entry.

Mashups are displayed in the following ways:
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o Embed: The Mashup displays directly on the page.
e Thumbnail: A small picture of the Mashup displays on the page with controls to launch it.

o Text Link with Player: A link to the Mashup is displayed on the page. Click the link to launch the
Mashup.

Mashups are added through the Text Editor.

Default Mashup Types

Blackboard Learn supports any file type available on the following websites:
e Flickr. A website for viewing and sharing photos and images.
o SlideShare: A website for viewing and sharing slide presentations and documents.
e YouTube: A website for viewing and sharing online videos.

The Blackboard administrator at your school may enable other types of Mashups.

How to Create a Mashup Item Using the Text Editor

v R

1. Navigate to an assignment, journal, or other piece of content, for example, Lesson 1: Ocean
* Introduction to
Oceanography

Exploration.
m Chapter 2
Home Fage
Blogs
@ Lesson 1: Ocean Exploration o
Journals

Atached Flles) [ Ch2 Lessond - Assignment docyx (10 £74 KB)

Tools

Afer reading and reviewang all of the materials in Chapter 2 Lesson 1, complete this
Chapter 1 ¢ assignment
Chapter 2

On the Upload Assignment page, click Add Mashup in the third row of Text Editor functions.
Select Flickr Photo, SlideShare Presentation, or YouTube Video.
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@ Upload Assignment: Lesson 1: Ocean Exploration

Cancel || Save as Drat | TR0
1. Assignment Information

Hame: Lesson 1; Ocean Exploration

Instructions Afer reading and revievang all oTthe materials in Chapler 2 Lesson 1, camplete this assignment
Due Date

Points Possible 30

Assignment Files Cha Lessoni - Assignmentdocx {Ch2 Lesson] - Assignmenidocs)

2. Assignment Materials
Submission Tecd Edilor 15 m

«[Noma | [2 )] [acal v I x| EEE BA|IEEETE

B U abe = ic
ST EEEE EF VTN 2 |

x
* Flickr Phola

» SlideShare Presentation
* YouTube Video

Wk

= Path; body

4. Onthe Search for Mashup pop-up window, search for content. Type the content name in the
Search box and click Go.

Present Yourself

\';i' slideshare

Search for SlideShare Presentation

The order of search results are determined by SlideShare. SlideShare offers
presentations under different license types. Creative Commuons licenses run the
gamut fram all rights reserved to no rights resenved. For maore information, visit
Creative Commons Licenses.

Search Type | Full Text v| Search |
Language|An‘y vl G0 |

Mo results found matching search information.

Cancel

5. Onthe Search Results page, you can click Preview to examine the items, or click Select to
include the appropriate item.
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Search Results

Commons Licenses

The order of search results are determined by SlideShare. SlideShare offers presentations under different license types.
Creative Commons licenses run the gamut from all rights reserved o no rights reserved. For more information, visit Creative

‘g8’ slideshare

Search Type| Full Text

v | Search|ocean exploration | Language | Any ¥|  ©Go

Preview
Select

Blua Dcean Strategy

Preview
Select

Displaying 1 to 10 of 8721 items

&« < Page| 1 of873 2| »

v |License | Al v
Go

Sont By | Relevance

Blue Ocean Strategy Summary

User: jessestarmer Added: 6207

Humber of Favorites: 119 Humber of Comments: 15

Humber of Views: 115366 Humber of Downloads: 12555

It Ay sideshare netjessestarmerbiue-ocean-stratedy-summary-61974

Tags: .7 stratgey estrategia vanessa strategy _corp bo business business strt book strategy business blug
ocean great biue process estrategis vanessa 301210 blue ocean strategy summary entreprenuer book
surnmary bog digital strateqy cceanc blue ocean strategy lechnique innovalion blusocean biz summary srategy
marketing growth blueoceansirategy ocean

Elue Ocean Strategy

User: nusantarad3 Added: SH 307

Humber of Faverites: 747 Humber of Comments: 55

Humber of Views: 141857 Humber of Downloads: 3

It e slideshare netinuzantars8Skhe. ooean. strategy-51901

Tags: ocian strateqic economia blue ocean startegy esiraléging f oceano ocens business strateqy competition
gerneral like strategie web marketing insesd bosi nicel azul siralage bsc digtal wagen ppt estratégia english
gestao very estrategia vanessa roadmap 2003 bos cirgue blu blue blues ocean strategy business models good 1
blue ocean branding mktg separate tags by comma alto biz e g: opporturdy lue methodology new renge du

6. Onthe Create Mashup Item page, change the Name of the item. This is a required field.

7. Setthe Mashup Options.

8. Click Submit.
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2.

3.

Embed SlideShare content direclly in a class. The content i streamed from SlideShare and is not stored within the class.

+ Indicates & required field .
Cancel | Back | Preview | m

Presenl Yoursell

# Name [Blue Ocean Strategy (&) |

User: nusantaradd - Added: 51907
Humber of Favorites: 747 Humber of Comments: 55
Humber of Views: 1413591|umtm of Downloads:

Tags: ocian stralegic wumhluerocem sluﬂ:egvush’déws t OCEaN0 OCeNa huslnus strategy competition
general like strafegie web marketing insead bos01 nicel agul stratape bsc dighal vragen pot estratégia english
gestao very estrategia vanessa rosdmap2009 bos cirgue biu biue blues ocean stralegy business models good
1 blue ocean branding mkig separate 1609 by comma alo biz &g opportundy e methodology new rende du
start-up endemol social media Odane favorite sea Tain's blueocen 2 business blueocean company cb visao
p3_1_blue bo estrategy varischo avisnca mym estrategia 5 caresr development oceans azul graphic ocen
change del la oceanoazul dema model asd pavan corporate mars solsil markets nnovaltion managsmsant palo
travel digtal strategy bos1 tech planejamento 101 bizplan planning negécios entrepreneurship stategy marketing
b inglés marketing and mansgement strategic marketing good kim postioning bue ocean siratergy strategy
bueocean work ocean managment res blueoceanstralegy siral and goede nav soa de goog strategy .5 book
stratergy reumen izz blue ocesn strategy bubke h2fm maeket leadership red oocean carpescarpe irmelevant
strategia kop models cool startegy stralegy - blus ocesn strategy blusr

Slides aboul blue ocean strategy

Show BlideShare URL creales a link lo the SlideEhare web site enabling students 1o browse presenlations. Bhow SlideShare
information displays the number of slides, the user name of creator, and the date presentation was added

Wigw | Thurbnail v|
Thurmbanail will shaow B8 1l size when View Link 2 chicked. Embed Piesentation wil show the prezertation
player dractly inthe page

Show SlideShare URL () Yes &) Mo

Show SlideShare & Yes () No
infarmation

e &

Cancel || Back | Preview | [JEITEI

9. Onthe Upload Assignment page, click Submit.
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@ Upload Assignment: Lesson 1: Ocean Exploration

®

Canca | | Sovm s et | [T
Ml Assignment Information

Marme: Lesson 1: Ocean Exploration

Instructions After reading and reviewing all of the malerials in Chapler 2 Lesson 1, complete this assignment
Due Date

Paints Possible 20

Azsignment Files Ch2 Lessont - Azsignment docy (Ch2 Lessont - Asslanment docs)

2. Assignment Materials
Submizsion Text Edlor Is: m

“[Normal | [3 o] |arial ¥ (B I U eake|® =

~A A MNP @& v QO JABS GHoOoDGR

- x Elue Ocean Strategy

9* User: nusantarad Added: 501507
Mumber of Favorites: 747 Number of Comments: 55
Mumber of Views: 191869 lumber of Downloads: 3
Tags: ocign strategic economia biue ocean startegy estratégias | oceano ocena business strategy
compettion general ke sirateqie web markeling insead bos01 ricet azul stratage bse dintal vragen pot
Watch P ntali estratéain english gestan very estrateqin vanessa rondmap2009 bos cirques bly blue Blues ocean sirategy

4 TESSMAUOT | pyysiness modete good 1 blus acean branding kg separate tage by comma aho biz e.g: opportunily jyg

methadology new rends du start-up endeimal social media Ddone favorte sea 2aini's busocen 2 business ¥

]
]
@
L
1
i
i
Ii'rﬁ

Blue Ocean Strategy

= Path: body

e ——
—_— =

Result

The Mashup appears with your content.

If the Mashup does not appear or displays an error after initially appearing, it is possible that the URL has
changed or the item was deleted from Flickr, SlideShare, or YouTube.

Course Groups

About Course Groups

Your instructor can create groups of students within a course. Groups usually consist of a smaller group of
users in a course, such as study groups or project groups. These course groups have their own area in the
course to collaborate. These spaces are equipped with tools that can assist each group member. Within Group
page, you may:

e Send email

o Exchange files

o Enterdiscussion forums

o Enter collaboration sessions

o Change the position of individual modules by dragging and dropping
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Your instructor can provide Communication and Collaboration tools that only group members can access, such
as a private File Exchange area, a Group Discussion Board, and a Group Journal.

Your instructor will either place you into a group by selecting your group for you, assigning students in random
groups or allowing you to select the group you want to join.

Frequently Asked Questions

How do I remove myself from a group?

Once you are enrolled in a group, only your instructor can remove you from the group. This applies to self-enroll
and student-created groups as well. Contact your instructor about leaving a group.

How can | add users to a group I created?

If you create a group within your course for other classmates to join, they will have to self-enroll in the group by
clicking Sign Up under the Group name in the list of Groups.

How do I join a group one of my classmates created?

Find the group listed on the Groups page and click Sign Up. The Group will display on your My Groups control
panel.

How do I remove someone from a group | created?

You do not have the ability to remove classmates from a group you created. Talk to your instructor about
removing a classmate that shouldn't be in your Group.

Accessing Groups

You can only access a group within a course, and there are several ways to access a group.
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# Earth System n@ Groups

Science

Home Fage Create Group

Getting Started

Week 1 Basketball Team A
Discussions Sign Up
Assighments < e
Group Lava
Groups
Tools
\Weh Sites Project Plans
Glossary Add vour thoughts aboutwour project here.

# My Groups B
»

¥ Group Lava

# Project Plans

@ Groups page link: The Groups page link appears on the Course Menu or in a Content Area. The Groups
page lists all available groups and sign-up sheets for self-enroll groups.

@ My Groups panel: The My Groups panel appears following the Course Menu. The My Groups panel
provides direct links to the group space for each group you belong to. You can expand the panel to reveal all the
tools that are available for the group to use. If you are enrolled in a group, the panel appears automatically.

Q Group Link: A Group Link is alink to a single group, sign-up sheet, or the Groups page made available ina
course area.

Group Homepage

The group homepage is the center for group activity and can contain a description of the group, a list of
members, and tools. If your instructor permits, this page can be customized by adding a banner, selecting a
color scheme, and adding Personal Modules, such as My Calendar or Report Card, which are visible only to the
member who added the modules. Access Group Tools and Group Members here.
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r@ Project Plans

Add Personal Module
Group Properties =]

Group Description
Add your thoughts abhoutyour project here.
Group Members

Casper, Christopher
Gonzales, Monica
ong, Monica

Group Tools =]

Collakaration

File Exchanoge

Group Blog

Group Discussion Board
Group Journal

Group Tasks
Send Email

Group Tools

Each group has its own space in the course to work together. When inside your group, you will find the tools
your instructor has made available to you. Your instructor may not turn on all the available tools. Be sure to ask
about any tools you want to use but do not find on your groups page. Review any instructions provided by your
instructor on how to use these tools to complete group work. Tools that can be made available to a group
include:

Group Tools

Collahoration

Group Discussion Board
Group Journal

Group Tasks

Send Email

o Collaboration: Users within the group can create and attend chat sessions and virtual classroom
sessions.

« File Exchange: Group members and your instructor can share files in this area. All members, as well
as your instructor, can add files. They can also delete files, regardless of who added them.

« Group Blog: In the group area, all members of a group can create entries for the same blog, building
on one another. Any course member can read and comment on a group blog, but cannot make entries
if they are not a member of the group. Your instructor can select the grade option for group blogs.
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e Group Discussion Board: Users within the group can create and manage their own forums and
discuss topics with only the group members.

e Group Journal: When used in the group area, all members of a group can view each other's entries,
but the group journal can only be viewed by the group and your instructor. Your instructor can select
the grade option for journals.

e Group Task: Users within the group can create tasks that are distributed to all group members.

o Group Wiki: Users within the group can edit, and view their group wiki. Your instructor can view and
edit a group wiki and can select the grade option for group wikis.

e Send Email: Users within the group can email individual members or the entire group.

How to Open a Group Page

1. Onthe Course Menu, select the Content Area that holds the group.

2. Onthe Groups page, click the name of a group.

-OR-

On the My Groups panel, click the name of a group.

# Earth System

Science
Home Fage
Getting Started

B 0O 4

]
@ Groups

Wieek 1
Discussions

Assignments

Basketball Team A
Sian Lp

< Group Lava

Groups
Tools
YWeh Sites
Glossary

¥ Group Lava

#* Project Plans

e S Add your thaughts aboutvaur praject here.

A
/ Project Plans

How to Create a Group

You can create course groups that other users in the course can sign up to join on the Groups page.

1. Onthe Course Menu, select the Content Area that holds the group.

2. Onthe Groups page, click Create Group.
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8|5 ] G
# Student @ I'DUPS

® N o o

Orientation | e

Weelk 2

Harmewark,

Oceanography 101 Class

Groups
Course Documents
Assessment

L4
External Links [ Oceanography Issues

On the Create Self-Enroliment Group page, type the group Name.
Type a Description of the group.

Create Self-Enroliment Group

+ Indicates a required field

1. Group Information
% Name 5 ) [Cceanography Issues |
Description
~[Nomal | [3 %] [ansl ] | B I Qee| % 2 |[E=

~cdc Y NP 2 v QO JARYZ oD
This group will investigate the following issues: e

« How does human population growth threaten coastal areas?
= How can we measure these threats?
s \Who is responsible for solving the problem?

«|Path: body » ul * i

—_—
—_——

ETSI Submit |

Tet Ecliior is: m:]

= [i= F &=

§—

Type a Name of Sign-up Sheet.

Type Sign-up Sheet Instructions.

Type the Maximum Number of Members.
Click Submit.
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2, Sign-up options

# Name of Sign-up  [Oceanography Group | =)
Sheel
Sign-up Sheet
Instructions
Tt Ediitor is: m

*[Momol 58] [3 88] [anal V] [BIuae nx|[E== Rl EE ‘
sy Nl & v QO JARS Ao O®
Students who want to help save the coastal areas, sign-up and be a member.

6/

= Pathi body
(R —
—
Madmum Number of 150
Members e

A e g~

Cancal m

Signing Up to Join a Course Group

Your instructor can choose whether to allow you to self-enroll in a course group. The instructor also has the
option to display the names of other members of the group to help you choose which group to join.

The instructor can choose whether to display the sign-up sheet on the groups listing page and add the sign-up
sheet as a link from other areas, such as a Content Area, folder, Learning Module, or Lesson Plan.

On the Groups page, click Sign Up to access the sign-up sheet. On the Sign Up Sheet page, when you click
Sign Up, you are automatically added to the group.
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@ Groups
&

Basketball Team A

Oceanography Issues

This group will investigate the following issues:
How does human population growth threaten coastal areas?

Howe canwe measure these threats?

Who iz responsible for solving the problem?

Sidn Lp

o

\\l'y"
@ Sign Up Sheet

SignUp Sheet Name : Oceanography Group
SignUp Sheet Instructions ; Students who want to help save the coastal areas, sign-up and he a memher.

QOceanography Issues

This group will imvestinate the following issues:
Howw does human population growth threaten coastal areas?

Howe can we measure these threats?

Whois respaonsible for solving the problem?

Group Members ; Christopher Casper
Maehtemiers Allowed © a0
Sign Up

Managing Group Collaboration Sessions

The Group Collaboration Sessions have all of the same features as those in the course. All group members are
moderators in Group Collaboration Sessions. Therefore, all group members can manage sessions and access
all of the available tools.

Groups can schedule sessions for specific dates and times.

The Create Collaboration Session page and Edit Collaboration Session page function in a similar manner.
The Create Collaboration Session page opens with empty fields while the Edit Collaboration Session
page opens an existing session.
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How to Create or Edit Collaboration Sessions

1. Access your group in the Groups page, or in the My Groups panel.

¥ Earth System
Science ' Groups

# My Groups

¥ Group Lava # Create Group
2

¥ Qceanography [s5Ues

¥ Project Plan

Group Lava

Oceanography Issues

This group will investigate the following issues:
How does human popolation growth threaten coastal areas?

Howw can we measure these threats?

Whois responsible in soling the problem?

Project Plans
Add yaur thoughts aboutyour project here.

2. On the group homepage, click Collaboration from Group Tools.
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Oceanography Issues

Add Personal Module

Group Properties

Group Description

This group will investigate the following issues:

« Howy does human population growth
threaten coastal areas?

* How canwe measure these threats?

« Yihois responsible in solving the
prohlem?

Group Members

Brovry, Tory
Casper, Chris
Lopez, Bruce
Faul, Dwight

Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

by Scholar Home
Scholar Course Home
Send Email

3. Tocreate a new Collaboration session, click Create Collaboration Session.
-OR-
To edit an existing Collaboration session, in the contextual menu for the session, click Edit.
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aagl Collaboration Sessions

Create Collaboration Session 9

Filter | Show Al v| Go
Search by| Session Mame w “ Search
Session Hame 5 Tool Start Date Enil Date
@I_emure Hall Widual Classmom
[ X
@ Oiffice Hours |~
Edit
| Delete Displaying 10 2 of 2 items Showe All | Edit Paging

On the Create Collaboration Session page, type or edit the name of the new session.

Select the dates of availability. A start and end date and time for the collaboration session can be
set but is not required. If these are not selected then the session is always open and available for
users.

Click the Start After check box to choose a date and time to begin the collaboration. Click the Date
Selection Calendar and select a date. Select the time to begin the session from the Time
Selection Menu.

Click the End After check box to choose when the session ends. Click the Date Selection
Calendar and select a date. Select the time to end the session from the Time Selection Menu.

Select Yes to make the session available.
Select the Collaboration tool for this session: Virtual Classroom or Chat.
Click Submit.
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@ Create Collaboration Session

o Indicates a required field

% Bession Name [TaskAssignment | (g

Select Dates of Availability [7] Start After| =) &
[ End After] [ ]| =]

Auzilable @ @® Yes ) No

3. Collaboration Toal

Choose Tool for this | virtual Classroom

Sesslon [Chat

cancel TN

How to Delete a Collaboration Session

1. You can access your group in the Groups page, orin the My Groups panel.
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¥ Earth System
Science ' Grnups

# My Groups

¥ Group Lava » Create Group

¥ Qceanography [ssues

¥

¥ Project Flan

Group Lava

Oceanography Issues

Thig group will investigate the following issues:
Howw does hurman population garowmth threaten coastal areas?

Howe can we measure these threats?

Who is respansible in salving the problem?

Project Plans
Add your thoughts about your project here.

2. On the group homepage, click Collaboration from Group Tools.
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Oceanography Issues

Add Personal Module

Group Properties

Group Description

This group will investigate the following issues:

« Howy does human population growth
threaten coastal areas?

* How canwe measure these threats?

« Yihois responsible in solving the
prohlem?

Group Members

Brovry, Tory
Casper, Chris
Lopez, Bruce
Faul, Dwight

Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

by Scholar Home
Scholar Course Home
Send Email

3. Todelete a Collaboration session, in the contextual menu for the session, click Delete. This action
is final and cannot be undone.

@ Collaboration Sessions

Create Collaboration Session

Filter | Show Al v| 5o
Search by | Session Name B | search
Session llame -4 Tool Start Date End Date
@Let]ure Hall ¥ Virual Classroom
*
Office Hours
@ » Edit

* Delete e Displaying 110 2 of 2 items Showe All | Edit Paging...
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Exchanging Files within a Course Group

File Exchange enables you to exchange files with other members of a group, including the instructor.

How to Add a File to the File Exchange

1.
2. Onthe Groups page, click a group name.

On the Course Menu, select the Content Area that holds the group.

B O4d @

@ Groups

# Student

Orientation

Home Page Create Group

Weak 2

Homework

Groups Oceanography 101 Class =

Course Documents
Assessment

External Links

E Oceanography Issues e

3. Onthe Group Tools module, click File Exchange.

@ Oceanography Issues

Add Personal Module

Group Description
Group Members

Casper, Christopher
Gonzales, Maria

Group Properties =

Group Tools

Collaboration

File Exchange o
Group Blog

Group Discussion Board
Group Jodrnal

Group Tasks

G o Wik
Send Email

4. Onthe File Exchange page, click Add File.
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@ File Exchange

naasiie 4]

Delete

[ File Hame Posted by File size (bytes) Date Posted

[] MyPersonal Opinion | Mana Gonzales aa10 Monday, Januany 17, 20011 12:01:32 AM EST
Delete

5. Onthe Add File page, type the name of the file in the Name field.

6. Inthe Attach File field, click Browse My Computer and select the file to upload from your
computer. If you have access to the Content Collection, click Browse Content Collection and
select the file to upload.

7. Click Submit.

r@ Add File

% Indicates a required field.

& Mame |Comments on lssues Concarning Cd

e Attach File @ Browse My Computer
2 _

How to Delete a File

1. Onthe Course Menu, select the Content Area that holds the group.
2. Onthe Groups page, click a group name.
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8|5 ] G
# Student @ I'DUPS

Orientation
Home Fage Create Group
Weelk 2
Harmewark,

Groups Oceanography 101 Class =

Course Documents

Assessment E
External Links Oceanography Issues e

3. Onthe Group Tools module, click File Exchange.

@ Oceanography Issues

Add Personal Module
Group Properties =

Group Description
Group Members

Casper, Christopher
Gonzales, Maria

Group Tools =

Collaboration
File Exchannge e
Group Blog

Group Discussion Board
Group Journal

Group Tasks

Group Wik
Send Email

4. Onthe File Exchange page, click Delete from a file's contextual menu.
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r@ File Exchange

Delete
D File Hame Posted by T% Date Posted
bty Personal Opinion Marla 9910 Monday, January 17, 2011 12:01:32 AM
. jales EST
[ Comments onissuey . Deice Bl 3910 Monday, January 17, 2011 12:15:01 AM
¥ lales EST
Dielete

Emailing a Course Group
Instructors and course group members can send email messages to selected group members or the entire

group.

IMPORTANT! Blackboard Learn keeps no record of sent emails. You will receive a copy of your email in
the Inbox of your external email account. Keep a copy of important messages in case you need them at a

later date.

How to Send an Email Message Within a Course Group

1. Access your group from the Groups page or from the My Groups panel.

¥ Earth System
Science

Groups

# My Groups

% Group Lawva S Create Group
»

# Project Plans

Group Lava

Project Plans

Add your thoughts about your project here.

2. Onthe Group Tools module, click Send Email.
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Group Lava

e

Add Personal Module

Group Properties
Group Description

Group Members

Browry, Tory
Casper, Chris
Gonzales, Monica
ang, Mei

Group Tools

Collaboration

File Exchannge

Group Blog

Group Discussion Board
Group Journal

Group Tasks

bty Scholar Hame
Schalar Cou ITie
Send Email

3. Onthe Send Email page, select the recipients from the Available to Select box and click the
right-pointing arrow to move them into the Selected box.

Tip: For Windows, to select multiple users in a list, press the SHIFT key and click the first and last

users. To select users out of sequence, press the CTRL key and click each user needed. For Macs,
press the COMMAND key instead of the CTRL key.

@ Send Email

o Indicales a required fiald

1

% To HAvailable to Select Selected
[Casper, Chris e : oy
Invert Selection Select Al Invert Selection SelactAll
From Chriz Cagper (ccasper@myschool edu)
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4. Type a Subject.
5. Type the Message.
6. Inthe Attachments field, click Attach a file and select the file to upload from your computer.
7. Click Submit.
Subject 6 |A=signed Topics
Message Hello All,

Bzlow are your assigned topics for our group research project:

1. Tony - Voleanic Eruption
2. Honica - Features of Volcanoes

3. Mei - Volcanic Hazards

Thanks,
Chris

L

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

Altachments e Atach a fil

2
Cancel m

Group Assignments

You can submit your work to complete group assignments in the following ways:
o Text typed on the Upload Assignment page.
o Files attached from your computer or from the Content Collection.
o A combination of both text and attached files.

Assignments list the name, description, and attachments for course work. You can also choose to include
comments for your instructor.

The grade provided by your instructor for the final assignment is given to every member of the group.
Frequently Asked Questions

Why can't | open our group assignment?

Please contact the computing help desk at your school. They can help you troubleshoot and download any
application you might need. If you’re not sure how to contact them, look for the technology office on your
school’s website or search the web for your school’s name + Blackboard + help or support. You may also check
to make sure you are using a supported Internet browser and operating system for the version of Blackboard
that your school is using.
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Why can't I find our group assignment?

Your instructor might make an assignment unavailable until after a certain date or until other criteria has been
met. For example, you might have to mark a lecture as reviewed before you can access the assignment.
Please contact your instructor for more information.

My instructor did not receive our group assignment. What do I do?

You must discuss this issue with your instructor. To see the step-by-step instructions for submitting a group
assignment, see How to Submit Work for a Group Assignment.

How do I edit or resubmit a group assignment?

Editing a group assignment requires you to resubmit the assignment, and not all assignments can be
resubmitted. If your instructor has not allowed you to submit an assignment more than once and you made a
mistake when submitting the assignment, you must contact your instructor to ask for the opportunity to
resubmit the assignment.

If your instructor has allowed you to submit an assignment more than once, you will see a Start New
Submission function on the Review Submission History page. You access this page by clicking the
assignment link in your course. To learn more, see How to Edit or Resubmit a Group Assignment.

How do | know whether my assignment has been graded?

On the Course Menu, click Tools, and then click My Grades. If your assignment has not been graded, the
Grade column contains a symbol indicating its status. If your assignment has been submitted and graded, the
grade appears in the Grade column. To view more detail, click the link to see the assignment's Review
Submission History page.

To learn more, see How to View Group Assignment Grades and Feedback.

How to Submit Work for a Group Assignment

1. Onthe Course Menu, select the Content Area that holds the group assignment, for example, the
Group Assignments Content Area. Click the name of the assignment.

B B & .
: ; Group Assignments

# Introduction to

Oceanography

Section 2
Horme Page . .

. History of Ocean Exploration
Assignments ]
Group Assignments o Attached Files! 5 okl QuestionsExercises doc (29.5 KB
My Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment.

Blogs

-OR-

1. Inthe My Groups panel, select your group name. On the group homepage, click the name of the
assignment in the Group Assignments section.
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¥ Introduction to

Section 2

Oceanography @ Coastline Presentation
a

Add Personal Module

Group Properties

# My Groups
# Coastline Presentation

Group Description

The graded presentation will address the
issues of coastal erosion, offshore drilling,
pollution, and marine life. Please see the

Group Members

Browen, Torny
Casper, Christopher
Dabois, Alvssa
Farrell, Andy

Lopez, Bruce

=yllabus for the due dates and rubric.

Collakoration

File Exchanne

Group Blon

Group Discussion Board
Group Journal

Group Tasks
Send Email

Group Tools =]

Group Assignments
History of Qcean Exploration

2. Onthe Upload Assignment page, review the instructions and download any files provided by your
instructor and complete the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If yourresponse to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach a file, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming

your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.

Forexample, history_assignment (1) .doc.

Note: If yourinstructor is using a rubric and has made it available to students, click the

View Rubric button to view grading criteria.

3. Optionally, in the Comments box, type your comments.
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WARNING! If yourinstructor has not allowed multiple attempts, assignments can be
submitted only once. Ensure that you have attached any required files to your assignment
before you click Submit.

Click Submit.

WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.
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Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
Ml Assignment Infarmation

Name: History of Ocean Exploration

Instructions Afler reading and reviewing all of the materials in Chapler 1, please complele this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Mame Coaslline Presentation

Last Actvity Recorded  Chrislopher Casper()

Assignment Files Chi_GuestionsExercises doc (Chi_GuestionsExercisas doc)
2. Assignment Materials
Submission
Test editor is: IECH ]
~[momal  w| [3 a0 [awial ¥ | B I Jae| % o |[== = BA|ls=&Es

~c y P & v QO JABS o OoOS R

o

= path: body
—
P
Altach File Browse My Compuler |
Attached files
File Naire Link Tile
3 Ch1_QuestionExercises_CoastinePresentalion_answer.docx Chi_QuasﬁunExemise| Do not attach
Comments

Submit

Cancel Save as Draft Submit

How to Save a Group Assignment as Draft and Submit Later
The Save as Draft function is available if you need to return to your group assignment at a later time. This
function saves your comments and files on the page.

When you finish your assignment, you must click Submit. If you do not, your instructor will not receive your
completed assignment.
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Saving a Group Assignment as a Draft

1. Onthe Course Menu, select the Content Area that holds the group assignment, for example, the
Group Assignments Content Area. Click the name of the assignment.

B Group Assignments

# Introduction to

Oceanography

Section 2
Horme Page . .

. History of Ocean Exploration
Assignments ]
Group Assignments o Attached Files! [ Chi QuestionsExercises doc (29.5 KE)
Wiy Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment.
Blogs

2. Onthe Upload Assignment page, download any files provided by your instructor and complete
the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If your response to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach afile, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming
your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.
Forexample, history_assignment (1) .doc.

3. Optionally, in the Comments box, type your comments.
4. Click Save as Draft to save your changes and continue working later.
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)

Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
Ml Assignment Infarmation

Name: History of Ocean Exploration

Instructions Afler reading and reviewing all of the materials in Chapler 1, please complele this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Mame Coaslline Presentation

Last Actvity Recorded  Chrislopher Casper()
Assignment Files Chi_QuestionsExercises.doc (Chi_QuestionsExercises doc)

2. Assignment Materials
Submisgion T m

~[momal  w| [3 a0 [awial > | B I U abe| % o === EE I= 1= iE =
cs Y DN & v QO JARSZ | EOOCOUER

o

= path: body
—
— e —
Aftach Fila E_mw's_’ wEmp% |
Attached files
File Naire Link Tile
3 Ch1_QuestionExercises_CoastinePresentalion_answer.docx Chi_QuasﬁunEmmlse| Do not attach
Comments

Submit

Cancel Save as Draft Submit

5. When you reach the Review Submission History page, click OK.
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.. Review Submission History
=
. 5]
ox
)

Mame: Histary of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapter 1, please complete this assignment.
Due Date March 10, 2011 11:30:00 &4 EST

Points Possible 50

Group Mame Coastiine Presentation

2. Review Submission History

Assignment Hislory not available.

Submitting a Draft Assignment

1. Return to the group assignment link in the Content Area that holds the assignment.

E‘] Group Assignments

History of Ocean Exploration o

Atached Files: [ chi GuestionsExercises doc (29.5 KB

After reading and reviesving all of the materials in Chapter 1, please complete this
assignment.

2. Onthe Review Submission History page, click Continue Current Submission.
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% Review Submission History

3

(2]

Ok Continue Current Submission
if Assignment Infoermation

Mame: Histary of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapter 1, please complete this assignment.
Due Date March 10, 2011 11:30:00 &4 EST

Points Possible 50

Group Mame Coastiine Presentation

3 Review Submission History |

Assignment Hislory not available.

3. Onthe Upload Assignment page, make the necessary changes in your assignment.

4. Optionally, in the Comments box, type your comments.

WARNING! If yourinstructor has not allowed multiple attempts, assignments can be
submitted only once. Ensure that you have attached any required files to your assignment
before you click Submit.

5. Click Submit. The Review Submission History page appears showing the information about
your submitted assignment.

WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.
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“ Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
Ml Assignment Infarmation

Name: History of Ocean Exploration

Instructions Afler reading and reviewing all of the materials in Chapler 1, please complele this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Mame Coaslline Presentation

Last Actvity Recorded  Chrislopher Casper()

Assianment Files Chi_QuestionsExercises doc (Ch1_QuestionsExercisas dod)
2. Assignment Materials
Submission
Test editor is: IECH ]
“[Nomal ] [3 o] [cil vl | B I uwse| w2 |EEE/ RO|EEFEE

~c y P & v QO JABS o OoOS R

o

| Path: body
—_—
P
Altach File Browse My Compuler |
Attached files
File Naire Link Tile
3 Ch1_QuestionExercises_CoastinePresentalion_answer.docx Chi_QuasﬁunExemise| Do not attach
Comments

Submit

Cancel Save as Draft Submit

How to Edit or Resubmit a Group Assignment

Editing a group assignment requires you to resubmit the assignment, and not all assignments can be
resubmitted. If your instructor has not allowed you to submit a group assignment more than once and you made
a mistake when submitting the assignment, you must contact your instructor to ask for the opportunity to
resubmit the assignment.
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Your instructor may allow you to submit a group assignment more than once for a variety of reasons. For
example, your instructor can provide comments on your first draft so that you can try to improve your work.
Your instructor can choose to use either the highest graded attempt or the last graded attempt for your grade.

If your instructor has allowed you to submit a group assignment more than once, you will see a Start New
Submission function on the Review Submission History page. You access this page by clicking the group
assignment link in your course.

1. Return to the group assignment link in the Content Area that holds the assignment.

2. Click the name of the assignment.

B o
: E‘] Group Assignments

# Introduction to

Oceanography
Section 2

Haorme Page

History of Ocean Exploration e
Assignments

Attached Files: Chl GQuestionsExercizes doc (29.5 KB
Group Assignments 4 ( )

My Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment.

Blogs

3. Onthe Review Submission History page, view the details of your first submission. Click Start
New Submission.
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% Review Submission History
I

&

©

Ok Start New Submission

I
Marme; Histary of Ocean Exploration
Instructions After reading and reviewing all of the materials in Chapler 1, please complete this assignment
Due Date hiarch 10, 2011 11:30:00 A EST
Points Possible 50
Group Mame Coaslline Presentation
Assignment Files Ch1_QuestionsExercises doc (Ch1 GuestionsExercises doc)

2. Review Submission History

Submission { February 22, 2011 1:39:15 AM EST )

Submission Materials
Group Assignment Group Members : Alvssa Dubois, Andy Farrell, Bruce Lopez, Christopher Casper, Tony Brown
Group Assignment Submitted By ; Cliristopher Casper
Submission Field
Sludent Comments :
Attached Files : Ch1 QueslionExercizes CoasflinePresentalion answardocy
Instructor Feedback
Grade : | outof 50
Comments :
Attached Files :

4. Onthe Upload Assignment page, download any files provided by your instructor and complete
the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If your response to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach a file, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming
your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.
Forexample, history_assignment (1) .doc.

5. Optionally, in the Comments box, type your comments.

WARNING! Ensure that you have attached any required files to your assignment before you
click Submit.

6. Click Submit.
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WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.

Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
1. Assignment Information

Mame: History of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapter 1, please complete this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Narme Coastiine Presentation

Last Activity Recorded Christopher Casper ()

Assignment Files Chi_GuestionsExercises.doc (Chl QuestionsExercizes doc)
A Assignmentmateras
Submission "
Text Ecitor i=: [JCII |

“[normal v [3 %] [ana ¥| [ B r U % & | EEE R A EiSEE ‘
tHEDB e v QOJARZ | GEOCOSE

@

=/ Path: body
e %
—_——
Attach File Browise My Computer Browse Content Collection
Aftached files
File Hamne Link Title
3 Chi _QuestionExercises_CoastinePresentation_final.docx ot _QuestlonExercIss| Do not aftach
Commenis 6 Thiz is the final ver=zion of our group assigmmwent.
2
3. Submit 6

Cancel Save as Draft Submit

7. Onthe Review Submission History page, you can see all of your submissions listed by date and
time. To view the details of a submission, click the plus sign next to an attempt.
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Review Submission History

1= Assignment Information

Mame: History of Ocean Exploration

Instructions After reading and reviewing all of the matanals in Chapter 1, please complel this assianmeant.
Due Date March 10, 2011 11:30:00 AM EST

Puoints Possible a0

Group Marne Coaslline Presentation

2. Review Submission Histary

4

e;_ﬁ:malm #2 ( March 4, 2011 7:31:14 AMEST } |

'+ Attemyt #1 { February 22, 2011 1:3%15 AM EST § I

— —

- Attempt 52 | March 4, 2011 73114 AMEST )

Subimission Mater ks
Group Assignment Group Membears : Alyses Dubois, Andy Farmell, Bruce Lopez, Christopher Casper, Tory Brown
Group Asslgnment Submified By : Clwlstopher Casper
Submizgion Fiald -
Student Comments ; This is the final version of our group assionment
Attached Fies : Chi_QuestionExerciges CoaslinaPresantalion fnalgocy
Instiuctor Feadback
Grade ! | outof 50
Comments :
Atached Files |

= Attempt #1 ( Febouary 22, 2011 1:393:15 AMEST )

Submission Materials
Group Asslgnment Group Membears : Alyssa Dubols, Andy Famell, Bruce Lopez, Christopher Casper, Tory Brown
Group Assignment Submitied By | Clristopher Casper
Submission Field -
Student Comments :
Afiached Files : Chl GQuesfionExercises CoasllinePresentalion answerdocy
Instructor Fesdback
Grade : | oul of 50
Comments -
Attached Files

How to View Group Assignment Grades and Feedback

Blackboard does not score assignments automatically. Each assignment needs to be reviewed by your
instructor. You can review the information provided by your instructor in My Grades or on the assignment's
Review Submission History page.

Accessing My Grades From Within Your Course

1. Onthe Course Menu, click Tools
2. Onthe Tools page, click My Grades.
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=) Wi i
# Earth System L ml Tools

Science
Home Page
@ Announcements

Getting Started
Calendar

Week 1
Discussions
Asslgnments
Assessments

Groups
Toolg

ffeb Sites

@ Messages
e My Grades

oy
m My Scholar Home

Accessing My Grades From Outside Your Course

1.

On the My Institution tab, click My Grades on the Tools panel.

2. Onthe My Courses/Organizations page, click the name of your course.

i Announcerments

* [E] Calendar

> By Tasks

* [ My Grades

» = Send Email

s User Directory

» = Address Book

+ Bl Personal Information
* 2w Browese MBC Archives
= MNBC Archives Playlist

My Courses/Organizations

2]

» Earth System Science (earth_sys_sci)

» Earth System Science - Sec 2 (earth_sys_sci_2)

» Introduction to Oceanography (Full_Oceanography)
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Reviewing Your Grade
o If your group assignment has not been graded, the Grade column contains a symbol indicating its
status.

¢ If your group assignment has been submitted and graded, the grade appears in the Grade column.
You can also see your instructor's feedback in the Comments column.

Reviewing Your Grade From the Group Homepage

You can also view your grade and any feedback provided by your instructor in the assignment's Review
Submission History page. If your instructor attached a file, you must access it from the group assignment link
on the group homepage.

1. Onthe My Groups panel, click the name of your group.

2. On the group homepage, click the name of your group assignment. The Review Submission

History page includes:
¢ Instructor Feedback: This section lists your grade and any feedback provided by your
instructor.

o Attached Files: This section provides links to open or download any files attached by you
or your instructor. For example, your instructor might provide comments in a file that you
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% |ntroduction to . .
Oceanography r@ Coastline Presentation
I

Section 2

# My Groups Add Personal Module

# Coastline Presentation

Group Properties =

Group Description

~—  [The graded presentation will address the
‘( issues of coastal erasion, offshore drilling,
~|pallution, and marine life. Please see the
syllabus for the due dates and rubric.

Group Members

Brown, Tony
Casper, Christopher
Ciuhoizs, Alvssa
Farrell, Andy

Lopez, Bruce

Group Tools =

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

Send Email

Group Assignments

Histary of Ocean Explaration 2'_

Review Submission History

Marne: History of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapler 1, please complete this assignment
Due Date March 10, 2011 11:30:00 AM EST

Paints Possible 50

Group Mame Coastline Presentation

Assignment Files Chi_GueshonsExercises.doc (Chl QuestionsExercises doc)

i Assignment Information

Al Review Submission History

r
— Aftempt 22 { March 4, 2011 7:31:14 AWM EST )

Subnission Materials

Group Assignment Submitted By : Christopher Casper
Submission Fleld ;
Student Comments - This is the final version of our group assignment.
Aftached Files : Ch1_GuestionExercises CoasfinePresentation final doc
Instructor Feedback
Grade : 48.0 out of 50
Cormments :
Wery good group work. | sublracted points for missing two resources
Aftached Files | GRADED Chl_GQuestionExercises CoasflinePresentation docy

Group Assignment Group Members | Alyssa Dubois, Andy Farrell, Bruce Lopez, Christopher Casper, Tony Brown

.
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Accessing the Review Submission History Page from Group Assignments

1. Return to the group assignment link in the Content Area that holds the assignment.
2. Click the name of the assignment.

B 0O4d g

# Introduction to

B Group Assignments

Oceanography
Section 2

Haorme Page

History of Ocean Exploration e
Assignments

Attached Files: 5 Chl QuestionsExercises doc (29.5 KE)

Group Assignments

My Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment.

Blogs

Note: If yourinstructor has used a rubric for grading and has made it available to students, click View Rubric
to display detailed grading information.

My Grades Item Status

The following table describes the symbols appearing on the My Grades page.

Symbol
Description
ltem has not yet been completed. No information is available.

Item has been completed, but will not have a grade (for items such as surveys).

~IANE

Item has been submitted. This item is waiting to be reviewed by your instructor.
-OR-

Item has been submitted. Your instructor may review this item but may not be provided a grade (for items
such as surveys).

Grade | Item has been graded. Click the grade to view detailed feedback.

@ Attemptis in progress. This item has not been submitted. To submit the item, see Submitting a Draft
Assignment.

Grade is exempted for this user. If you do not complete this assignment, it will not affect your grade.

|I| Error has occurred. Contact your instructor.
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Tests and Assignments

Tests and Surveys

You can find tests and surveys (referred to collectively as assessments) in any Content Area, Learning Module,
Lesson Plan, or folder.

Tests are used to assess your knowledge. Your instructor assigns point values to questions. Your answers are
submitted for grading, and the results are recorded in the Grade Center.

Surveys can be used for polling purposes and evaluations. This type of assessment is not graded.

WARNING! Do not refresh the page, close the window, or click the browser's back button while taking an
assessment. If you experience problems during a test or survey, please contact your instructor.

Question Types

There are many types of questions that can be included in an assessment.

Calculated Formula: Contains a formula with a number of variables. The correct answer can be a
specific value or a range of values.

Calculated Numeric Response: Resembles afill-in-the-blank question except a number is entered
to complete the statement. The correct answer can be a specific number or within a range of
numbers. The answer must be numeric (42 instead of forty-two) .

Either / Or: A statement with a pre-defined choice of two answers (Yes/No, On/Off).
Essay: A question where the answer must be typed in a text box.

File Response: Uploaded files are used to respond to the question.

Fill in Multiple Blanks: Multiple responses are inserted into a sentence or paragraph.

Fill in the Blank: A statement that requires an answer to complete it. Answers are evaluated based
on an exact text match.

Hot Spot: A specific point on an image is used to indicate the answer. For example, selecting all the
countries in South America by clicking on each one on a map.

Jumbled Sentence: A sentence with a number of variables within it.

Matching: Two columns of items where each item in the first column must be matched to an item in
the second column.

Multiple Answer: A number of choices with one or more correct answers.

Multiple Choice: Allows a number of choices with one correct answer. Indicate the correct answer
by selecting the correct answer.

Opinion Scale / Likert: A rating scale used to measure attitudes or reactions.

Ordering: A question that requires users to provide an answer by selecting the correct order of a
series of items.

Quiz Bowl: An answer appears; the users responds with a who, what, or where question to respond.
Short Answer: Similar to Essay questions; answer length is limited.

True / False: A statement with the option to choose either true or false. True/False answer options
are limited to the words True and False.
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Grading Questions

The majority of questions in assessments are auto-graded. Your instructor defines the correct answers and
assigns a certain number of points to each question when the assessment is created. The system validates
your answers against the key and assigns the score. You may find out your score on an assessment

immediately after completing it if all questions are auto-graded and your instructor releases this information.

Essay questions, file response, and short answer questions are not auto-graded, meaning that your instructor
must grade these questions manually. After you submit an assessment, your instructor reviews these
questions and manually provides a score. If an assessment contains these question types, the grade for the
assessment is not immediately available after the assessment is submitted.

If your instructor has associated a rubric with an Essay, File Response, or Short Answer question and made it
available, a View Rubric button will appear next to the Save Answer button. Click View Rubric to review the
criteria your instructor has chosen.

How to Take an Assessment

Assessments are located within Content Areas in a course.

Note: Contact your instructor if you encounter issues or problems while taking your assessment.
1. Navigate to an assessment and click the link associated with it.
2. Click Begin to take the assessment.

# Student | B Assessment

Orientation

Home Page

Infarmation 5 Biology 101 o
Assessment |u"f

Discussions
Groups
Tools ¢

@ Begin: Biology 101

Cancel
B nstrucuons

Click Begin to begin: Biology 101, Click Cancel to go back,
Mote that you will be previewing this assessment and not actually taking itwhen you contfinue,

Jeone

Cancel Begin

3. Yourinstructor may choose to have you type a password to begin taking an assessment. If
necessary, type the valid password and click Submit to begin the assessment. The assessment
continues to prompt for a valid password until the correct one is provided.
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Enter Password: Biology 101

1. Enter Password: Biology 101
Password | | 3

Thu Jan 06 03:07:32 EST 2011

2. I
Cancel m

4. As youwork, answers will be saved automatically, or you can click the Save button by each
question or the Save All Answers button at the top or bottom of the page as you work.

5. Click Save and Submit when you complete the assessment.

Preview Test: Biology 101

Description

Instructions Complete the test. Read carefully before answering the guestions.
Mulliple Atlempls Mot allowed. This Test can only be taken once.
Force Completion This Test can be saved and resumed later.

| = Test/Survey Status e |

Save All Answiers Save and Submit

[ aueston ______________________________[I*SNEEE

Photosynthesis is part of a plant's

) a.metabolism () b.homeostasis () c.development () d. response to stirmuli

WARNING! Do not use the browser's Back button during an assessment. This may cause loss of data. If
you have difficulties while taking an assessment, contact your instructor.

Note: If yourinstructor has associated a rubric with an Essay, File Response, or Short Answer question on a
test, click View Rubric to display grading criteria.

Timed Assessments
If your instructor chooses a timed assessment, the scheduled time is included in the instructions before you
begin.

You will also be notified of the instructor's choice of Timer Setting, which determines whether the assessment
saves and submits automatically when time expires, or if you have the option to continue beyond the time limit.

There is no automatic penalty for continuing beyond the time limit, however, final scoring decisions are made by
your instructor. Talk to your instructor if you have questions about this setting.
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The total time you spend on the assessment is recorded and available to the instructor when the test is
submitted.

Note: If you save and exit the assessment, the timer continues running. If you start your test on Tuesday,

save and exit it, then complete it on Thursday the timer will show that it took you 48 hours to complete the
assessment.

If the auto-submit feature is selected, when the timer runs out, the test saves and submits and the Test

Submitted page displays. If the option is not selected, a pop-up window will appear with the choice to submit or
continue.

The remaining time appears on the assessment page. Click the chevron next to the timer to collapse or expand
it.

e

N

Remaining Time: 2 minute, 02 seconds.

Timer warnings will appear when half the time, five minutes, one minute, and thirty seconds remain. When the
remaining time reads 1 minute, 30 seconds, the status bar will tum yellow. At 1 minute, the warning will be red,

and at 30 seconds, both the status bar and the warning will be red. If the timer is collapsed, the color changes
will not be visible.

Remaining Time: 07 minute, 22 seconds. Less than half of the time remains.

Remaining Time: 04 minute, 58 seconds. (9 Less than five minutes remain.

Remaining Time: 01 minute, 29 seconds.

Remaining Time: () |ess than one minute remains. Click Save and Submit to complete the test.
43 seconds.

Remaining Time: (Y} Less than 30 seconds remain. Click Save and Submit to complate the test
28 seconds.

Feedback and Grades

The performance results you receive after completing a test depend on the options selected by your instructor.
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For example, your instructor may only show the final score for one test, while for another test the final score and
correct answers are displayed. Feedback includes one or more of the following:

¢ Final score for the test
o Answers submitted
e Correct answers

o Feedback for the questions

To access Feedback and Grade information, select the test in the Content Area or use the My Grades tool.

Note: If yourinstructor has used a rubric for grading an Essay, File Response, or Short Answer test question
and has made it available to students, click View Rubric while viewing the graded test to display detailed
information.

Multiple Assessment Attempts

You may be allowed to take an assessment multiple times. If multiple attempts are allowed, this is noted at the
top of the assessment. Your instructor may also set a limit on the number of attempts, which will also be noted

at the top. A link to take the test again appears if the test is re-opened. Your instructor determines if one or more
of the test attempt scores are recorded in the Grade Center.

Presentation Option

Force Assessment Completion

If Force Completion is enabled, you must complete the assessment the first time it is launched. If Force
Completion is enabled, this is noted at the top of the assessment. You may not exit the assessment and
continue working on it at a later date. The Save function is available for you to save the assessment as you
work through it, but you may not exit and re-enter the assessment.

Backtrack Prohibited

You may not go back to questions you have already answered if backtracking is prohibited. If backtracking is
prohibited, this is noted at the top of the assessment. When you take an assessment that does not allow
backtracking, an error appears if you attempt to use the Back function within the assessment.

Assessment Presentation

Your instructor has two different options for presenting Assessments: all-at-once and one-at-a-time.
All-at-once assessments present all of the questions at the same time. The following options are available
while taking this type of assessment:

Function Action

Store answers Select Save All Answers. A Saved icon appears in the Question Status Indicator. Answers may
be changed after they are saved.

Finish the Select Save and Submit. You receive a confirmation followed by a receipt page stating that the
assessment assessment has been completed.

One-at-a-time assessments present questions separately, only one question appears on the screen. You
decide when you are ready to move onto the next question. The following options are available while taking this
type of assessment:
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Function Action

Navigate Use the navigation arrows (<<, <, >, or >>). The Question/Section Indicator describes the current
through location in the assessment and the overall number of questions. If backtracking is prohibited, these
questions arrows do not appear.

Save Select Save All Answers. Questions answered up to this point are saved.

answers

Finish the Select Save and Submit. You receive a confirmation followed by a receipt page stating the
assessment assessment has been completed.

Question Completion Status

The Question Completion Status indicator provides you with a quick up-to-date look at complete or incomplete
questions in an assessment at all times.

The status of which questions have been answered is displayed at the top of the page. Click the chevron next
to the Question Completion Status to collapse or expand it.

Question Completion Status:
10 2 3 4

When you answer a question and move to the next question in a question-by-question assessment, the status
box is edited on the next page to show that the previous question was answered. If you do not answer a
question and move on to the next page in a question-by-question assessment, the status box will show on the
next page that the previous question was not answered. Navigate between questions by clicking on the
question number in the status indicator.

When you take an all-at-once assessment (an assessment where the questions all appear on the same page),
click Save Answer to save a specific question without scrolling to the bottom of the page to save. Saving
either a single question or all of the questions that have been answered (with the Save All Answers at the top
or bottom of the page) changes the status indicator to show which questions have been completed.

Submitting Assignments
The Assignments tool is used to present a variety of learing activities to you as a student, allowing you to view
and submit assignments from one location. You can submit assignments in the following ways:
o Provide text on the Upload Assignment page.
o Files attached from your computer or from the Content Collection.
o A combination of both text and attached files.
Assignments list the name, description, and attachments for class work. Your instructor will provide you all the

information you need to complete the assignment. You can also choose to include comments for your instructor
before you submit your work.

Frequently Asked Questions
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Why can't | open my assignment?

Please contact the computing help desk at your school. They can help you troubleshoot and download any
application you might need. If you're not sure how to contact them, look for the technology office on your
school’s website or search the web for your school’s name + Blackboard + help or support. Check to make sure
you are using a supported Internet browser and operating system for the version of Blackboard that your school
is using.

Why can't | find my assignment?

Your instructor might make an assignment unavailable until after a certain date or until other criteria has been
met. For example, you might have to mark a lecture as reviewed before you can access the assignment.
Please contact your instructor for more information.

How do | check to be sure my assignment was submitted?

After submitting an assignment, you can check to make sure it was uploaded and saved properly. Click the
name of the assignment as if you were going to submit it again.

Previous submission attempts are listed under Review Submission History.

If you have questions about your attempts or the assignment, contact your instructor for assistance.

My instructor did not receive my assignment. What do | do?

You must discuss this issue with your instructor. To see the step-by-step instructions for submitting an
assignment, see How to Submit an Assignment.

How do | edit or resubmit an assignment?

Editing an assignment requires you to resubmit the assignment. Not all assignments can be resubmitted. If
your instructor has not allowed you to submit an assignment more than once and you made a mistake when
submitting the assignment, you must contact your instructor to ask for the opportunity to resubmit the
assignment.

If your instructor has allowed you to submit an assignment more than once, you will see a Start New
Submission function on the Review Submission History page. You access this page by clicking the
assignment link in your course. To learn more, see How to Edit or Resubmit an Assignment.

How do | know whether my assignment has been graded?

On the Course Menu, click Tools, and then click My Grades. If your assignment has not been graded, the
Grade column contains a symbol indicating its status. If your assignment has been submitted and graded, the
grade appears in the Grade column. To view more detail, click the link to see the assignment's Review
Submission History page.

To learn more, see How to View Assignment Grades and Feedback.

How to Submit an Assignment

When you finish your assignment, you must click Submit. If you do not, your instructor will not receive your
completed assignment.
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1. Onthe Course Menu, select the Content Area that holds the assignment, for example, the
Assignments Content Area.

2. Click the name of the assignment.

_ Si= = Assignments
| # Introduction to : Ej 9
Oceanography
Horme Page
Asslgnments Intre_te Qceanography Assignment 1
Croups 2|  Aftached Files intro_oceancoraphy weskend sssignment! doc (335 KE)
My Grades
Tools Thig is your assigniment for the weekend. Answer the attached file in the be STway you

can, Submityour assignmant by uploading it before the deadline

i ;3 Upload Assignment: Intro_to_Oceanography_Assignment_1

Cancel Save as Draft m

(Ml Assignment Information

Mame: Intro_to_Oceanography_Assignment_1

Instructions This is your assignment for the weekend. Answer the attached file in the bestway you can. Submit your
assignment by uploading it before the deadline.

Due Date January 10, 2011 11:30:00 AW EST

Paints Possible 30

Aszsignment Files intro_oceanography_weekend_assignment! doc {ntro_oceanography weekend assignment] doc)

3. Onthe Upload Assignment page, review the instructions and download any files provided by your
instructor and complete the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If yourresponse to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach a file, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming
your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.
For example, history_assignment (1) .doc.

Note: If yourinstructor is using a rubric and has made it available to students, click the
View Rubric button to view grading criteria.

4. Optionally, in the Comments box, type comments to your instructor.

WARNING! If yourinstructor has not allowed multiple attempts, assignments can be
submitted only once. Ensure that you have attached any required files to your assignment
before you click Submit.

5. Click Submit.
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WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.

W assgnmentwateras
Submission
Text Ector i JEII |
~|vormal | [3 %] | rial # | B I Qe F|EEFEBBRA|EEEE
fE @ 2 o QO JARSZ OO E®
«|Path: body
— Y —
—e—
Altach File Browse Wy Computer |
Mtached files
File Name Link Title
[ intro_oceanography_weekend_assignment! _ccasper.docx |inlm_uceanugr&phv_m} Do not atach
Comments
a'hj
A Submit 5
Cancel || Save as Drat | JCFTTTT

6. A success message appears, confirming the assignment submission.

This assignment is complete. Review the Submission History. X}

How to Save an Assignment as Draft and Submit Later

The Save as Draft function is available if you need to return to your assignment at a later time. This function
saves your comments and files on the page.

When you finish your assignment, you must click Submit. If you do not, your instructor will not receive your
completed assignment.

Saving an Assignment as Draft

1. Onthe Course Menu, select the Content Area that holds the assignment, for example, the
Assignments Content Area.

2. Click the name of the assignment.
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- = Assignments
| # Introduction to [ Lij g
Oceanography
Horme Page
Assignments Intre_te Oceanography Assignment_1
Groups -] Aflached Files! [ intro oceanooraphy wweskend assignment! doc (335 KB)
My Grades
Tools This is your asglgnr‘nem for the weekend. Answer the attached file in the be Qt\."-'a'y you

can. Subrnityour assignmaent by uploading it before the deadline

\% Upload Assignment: Intro_to_Oceanography_Assignment_1
&

Cancel  Saveas Drat  [EXTILLE

Ml Assignment informatien

Mame: Intro_to_Oceanagraphy_Assignment_1

Instructions This is your assignment for the weekend. Answer the attached file in the bestway you can. Submil your
assignment by uploading it before the deadline.

Due Date January 10, 2011 11:30:00 AW EST

Points Possible 30

Azsignment Files intro_oceanography_weekend_assignment! doc {introoceanography weekend assignment] . doc)

On the Upload Assignment page, download any files provided by your instructor and complete
the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If your response to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach afile, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming
your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.
Forexample, history_assignment (1) .doc.

Optionally, in the Comments box, type your comments.
Click Save as Draft to save your changes and continue working later.
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W fssonmentmateras
Submission
Test Exitor is: ]

“[Mormal o] |3 w| | Aral v Ueate| % #|[EZB B A|EEH®IE

B I
CELDR e v QOJARBYZ RAOCOGE

«[path: body

Aftach File Browse Wy Computer |

Altached filas
File Haime Link Title

[ infro_oceanography_weekend_assignment! _thrown docx |inh'U_ﬂcEanuglaphf_wﬂ Do not attach

Comments

a'hj

Cancel | Save as Draft |

6. When you reach the Review Submission History page, click OK.

6/

Ok Continue Current Submission
il Assignment information

% Review Submission History

MName, Intro_ta_Oceanography_Assignment_1

Instructions This is your assignment for the weekend. Answer the attached file in the bestway you can. Submit your
assignment by uploading it before the deadline.

Due Date January 10, 2011 11:30:00 AM EST

Points Possible 30

Student Name Tony Brown

2. Review Submission History

Assignment History not available.
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Submitting a Draft Assighment

1. Return to the assignment link in the Content Area that holds the assignment.

@ Assignments

Intro_to_Oceanography Assignment 1 o
Aftached Filag i ; . . i

doc (33 5 KB)

This is your assignment for the weekend, Answer the altachad file in the best way you can. Submit your assignment by
uploading it hefore the deadline.

. Term Paper Requirements
The paper topic should have greater depth than the coverage that that topic receives in class.

The paper should include the writer's own conclusions and not be merely a book report.

2. Onthe Review Submission History page, click Continue Current Submission.

', Review Submission History
&

Ok Continue Current Submission
(P Assignment Information

Name. Intro_to_Oceanography_Assiinment_1

Instructions This is your asslgnment for the weekend. Answer the attached file in the bestway you can. Submil your
assignment by uploading it before the deadline.

Due Date January 10, 2001 11:30:00 AW EST

Points Possible 30

Student Mame Tory Brown

Assignmeni Files intro_oceanography_weekend_assignmenl] doc (infro _oceanography weekend assignmenti doc)

2. Review Submission History

Assignment History not available.

2

Continue Current Submission

Finish

3. Onthe Upload Assignment page, make the necessary changes in your assignment.
4. Optionally, in the Comments box, type your comments.

WARNING! If yourinstructor has not allowed multiple attempts, assignments can be
submitted only once. Ensure that you have attached any required files to your assignment
before you click Submit.

5. Click Submit. The Review Submission History page appears showing the information about
your submitted assignment.
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WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.

\r‘-‘ 7 Upload Assignment: Intro_to_Oceanography_Assignment_1

5

Cancel Save as Draft m
1. Assignment Information

Name: Intro_to_Oceanography_Assignment_1

Instructions Thig is your asgignmant for the weekend. Answer the attached file in the bestway you can, Submil your
assignment by uploading it before the deadline.

Due Date January 10, 2011 11:30:00 AM EST

Points Possible 30

Assignment Files infro_oceanography_weekend_assignment] doc (inlro_oceanoaraphy weekend assignment] doc

2. Assignment Materials
Submission e m:l

=[oemal | [3 3] [aniad v| | B r Uuee nm x| EEE| QE|ISEEE
sy NP @ e QD IABZ | GFOOCDER

©

= path: bady
—
—
Altach File Browse by Computer Browse Content Collection |
Aftached files
File Maine Link Title
[intro_oceanoqraphy weekend assignment] thrown.docx |n|ru_nca-amgrapmr_w§ Matk for removal
Comments I added one gquestion to the end of the document. I need help

oumracanding the chart on page 56.

oy

Cancel Save as Draft

6. A success message appears, confirming the assignment submission.

This assignment is complete. Review the Submission History.

How to Edit or Resubmit an Assignment
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Editing an assignment requires you to resubmit the assignment, and not all assignments can be resubmitted. If
your instructor has not allowed you to submit an assignment more than once and you made a mistake when
submitting the assignment, you must contact your instructor to ask for the opportunity to resubmit the

assignment.

Your instructor may allow you to submit an assignment more than once for a variety of reasons. For example,

your instructor can provide comments on your first draft so that you can try to improve your work. Your
instructor can choose to use either the highest graded attempt or the last graded attempt for your grade.

If your instructor has allowed you to submit an assignment more than once, you will see a Start New

Submission function on the Review Submission History page. You access this page by clicking the

assignment link in your course.

1. Return to the assignment link in the Content Area that holds the assignment.

2. Click the name of the assignment.

Home Page

Agsignments o

Groups
My Grades

Tools

| =7 Assignments
L":-j g

Aftached Files. [ intro oceanography weekend sssignmenti doc (335 KE)

t_ ; :\ Intro_to_Oceanography_Assignment_1
il

This is your assignment for the weekend, Answer the attached file in the best way you
can, Submit your assignment by uploading it before the deadline

3. Onthe Review Submission History page, view the details of your first submission. Click Start

New Submission.
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\E?% Review Submission History

&

o Start New Submission
1. Assignment Information

Mame: Intro_ta_Oceanagraphy_Assignment_1

Instructions This is your assignment for the weekend. Answer the attached file in the bestway vou can. Submit your
assignment by uploading it before the deadline.

Due Date March 4, 2011 11:30:00 A EST

Paints Possible 30

Student Name Torw Brown

2. Review Submission History

Subimission { February 22, 2011 1:39:15 AMEST )

Subimission Materials
Submission Field
Student Comments : | added one question to the end of the document. | need help understanding the chart on page 56.
Aftached Files :
Instructor Feedback
Grade - Needs Grading
Comments .
Aftached Files :

3

Start New Submission

Finish

4. Onthe Upload Assignment page, download any files provided by your instructor and complete
the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and add files, images, web links, multimedia, and Mashups.

« If your response to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach a file, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming
your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.
Forexample, history_assignment (1) .doc.

5. Optionally, in the Comments box, type your comments.

WARNING! Ensure that you have attached any required files to your assignment before you
click Submit.

6. Click Submit.
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WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.

}‘A Upload Assignment: Intro_to_Oceanography_Assignment_1

Cancel  Save as Draft m
1. Assignment Information

Harme: Intro_to_Oceanography_Asslanment_1

Instruclions Thig |5 your assignment for the weekend. Answer the aftached fila in the best way you can. Submit your
assignment by uploading it before the deadline.

Due Date March 4, 2011 11:30:00 AM EST

Points Possible 30

Assignment Files intro_oceanography_weekend_assignment! doc (nofro ocesnography weekend assignment! . doc)

2. Assignment Materials
Submission Teat Edlor Is: m

a[Normal ») [2 %] [anal ¥ | B I U= % | ES= QRO SicEE
“HEDE # o QOJABZ | EOOCOUE

@

= Path: body
—Taf
o} —
Attach File Browse My Compuler |
Aitached Nles
File Mame Link Tile
] intro_oceanography_weekend_assignment! _thrown_final docx [intro_oceanography_w| Do not attach
Cornments This i3 the final version of my assignment.

©

8%

Submit

Cancel Save as Draft Submit

On the Review Submission History page, you can see all of your submissions listed by date and
time. To view the details of a submission, click the plus sign next to an attempt.
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Review Submission History

(Al Assignment Information

Marme: Intro_to_Cceanoaraphy_assionment_1

Instruchions This is your assignment for the weekend. Answer the attached file in the best way vou can. Submit your
assignment by uploading it before the deadline.

Due Date MWarch 4, 2011 11:30:00 AW EST

Pains Possible i

Student Mame Tony Brown

il Review Submission History

i+ Attempt #2 { February 24, 2011 1:42:12 AMEST ) ‘

[+ Attempt =1 { February 22, 2011 1:39:15 AMEST ) ‘

— Atternpt 52 | February 24, 2011 1:42:12 AMEST )

Sulbiission Materials
Sutmission Fiald :
Student Commenis ; This is the final version of my assignment

Attached Files : injro_oceanograniyy weekend assignrment] lbrown final docx
Istinctor Feadback

Grada - Needs Grading

comments

Attached Files

— ARengt =1 { Febiuary 22, 2011 1:39:15 AM EST )

Subimdssion Materials
Submission Fiald :
Studenl Commants | | added ane question fo the end of the documand. | need halp undarsianding the charl an page 56.
Attached Files : inlro oceanography weekend assignment] ibrown.docx
Istructor Feedback
Grada - Meeds Grading
Commenis
Attached Files

How to View Assignment Grades and Feedback

Assignments are not graded automatically. Each assignment needs to be graded by your instructor. You can
review the information provided by your instructor in My Grades or on the assignment's Review Submission
History page.

Accessing My Grades From Within Your Course

1. Onthe Course Menu, click Tools.
2. Onthe Tools page, click My Grades.
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# Earth System L
Science
Home Page

Getting Started

Week 1
Discussions

Groups
Tools
ffeb Sites

m Tools
@ Announcements @ Messages
Assignments
1< | BI
Assessments i ogs
FEFFIFY
lﬁ Calendar

e My Grades

oy
m My Scholar Home

Accessing My Grades From Outside Your Course

1. Onthe My Institution tab, click My Grades on the Tools panel.

2. Onthe My Courses/Organizations page, click the name of your course.

il Announcements

* [g] Calendar

> @ Tasks

* [ My Grades

» = 2end Emmail

g User Directory

* = Address Book

» El Personal Infarmation
* 2w Browese MBC Archives

s MBC Archives Playlist

2]

My Courses/Organizations

» Earth System Science (earth_sys_sci)
» Earth System Science - Sec 2 (earth_sys_sci_2)

» Introduction to Oceanography (Full_Oceanography)
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Reviewing Your Grade

¢ If your assignment has not been graded, the Grade column contains a symbol indicating its status.

¢ If your assignment has been submitted and graded, the grade appears in the Grade column. To view
more detail, click the link to see the assignment's Review Submission History page. This page
includes:

o Instructor Feedback: This section lists your grade and any feedback provided by your
instructor.

o Attached Files: This section provides links to open or download any files attached by you or
your instructor. For example, your instructor might provide comments in afile that you
submitted with your assignment.

Note: If yourinstructor has used a rubric for grading and has made it available to students, click View Rubric
to display detailed grading information.

Accessing the Review Submission History Page from the Assignment

1. Return to the assignment link in the Content Area that holds the assignment.
2. Click the name of the assignment.

=

Assignments

# Introduction to.

Oceanography
Home Page

=7
Assignments o % Intre_to_Oceanography Assignment 19
i

Groups Aftached Files! [ irdro occeanography weekend assignmentt doc (33 5 KB
by Grades
s Thig is your assignment for the weekend, Answer the attached file in the best way you

can, Submit your assignment by uploading it before the deadline

My Grades Item Status

The following table describes the symbols appearing on the My Grades page.
Symbol

Description

ltem has not yet been completed. No information is available.

Item has been completed, but will not have a grade (for items such as surveys).
Item has been submitted. This item is waiting to be reviewed by your instructor

-OR-

Item has been submitted. Your instructor may review this item but may not be provided a grade (for items
such as surveys).

~IANE

Grade | Item has been graded. Click the grade to view detailed feedback.

= Attemptis in progress. This item has not been submitted. To submit the item, see Submitting a Draft
Assignment.

Grade is exempted for this user. If you do not complete this assignment, it will not affect your grade.

Bty

Error has occurred. Contact your instructor.
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Related Tutorials ﬁ Submitting Assignments (Flash movie | 2m43s | 5,775 KB)

Group Assignments

You can submit your work to complete group assignments in the following ways:

e Text typed onthe Upload Assignment page.

o Files attached from your computer or from the Content Collection.

¢ A combination of both text and attached files.
Assignments list the name, description, and attachments for course work. You can also choose to include
comments for your instructor.

The grade provided by your instructor for the final assignment is given to every member of the group.
Frequently Asked Questions

Why can't | open our group assignment?

Please contact the computing help desk at your school. They can help you troubleshoot and download any
application you might need. If you’re not sure how to contact them, look for the technology office on your
school’s website or search the web for your school’s name + Blackboard + help or support. You may also check
to make sure you are using a supported Internet browser and operating system for the version of Blackboard
that your school is using.

Why can't | find our group assignment?

Your instructor might make an assignment unavailable until after a certain date or until other criteria has been
met. For example, you might have to mark a lecture as reviewed before you can access the assignment.
Please contact your instructor for more information.

My instructor did not receive our group assignment. What do | do?

You must discuss this issue with your instructor. To see the step-by-step instructions for submitting a group
assignment, see How to Submit Work for a Group Assignment.

How do | edit or resubmit a group assignment?

Editing a group assignment requires you to resubmit the assignment, and not all assignments can be
resubmitted. If your instructor has not allowed you to submit an assignment more than once and you made a
mistake when submitting the assignment, you must contact your instructor to ask for the opportunity to
resubmit the assignment.

If your instructor has allowed you to submit an assignment more than once, you will see a Start New
Submission function on the Review Submission History page. You access this page by clicking the
assignment link in your course. To learn more, see How to Edit or Resubmit a Group Assignment.

How do | know whether my assignment has been graded?

On the Course Menu, click Tools, and then click My Grades. If your assignment has not been graded, the
Grade column contains a symbol indicating its status. If your assignment has been submitted and graded, the
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grade appears in the Grade column. To view more detail, click the link to see the assignment's Review
Submission History page.
To learn more, see How to View Group Assignment Grades and Feedback.

How to Submit Work for a Group Assignment

1. Onthe Course Menu, select the Content Area that holds the group assignment, for example, the
Group Assignments Content Area. Click the name of the assignment.

B 0O4d g

# Introduction to

B Group Assignments

Oceanography
Section 2

Home Page . .
. History of Ocean Exploration
Assignments ]
o Attached Files! [ Chi QuestionsExercises doc (29.5 KE)

Group Assignments
After reading and reviewing all of the materials in Chapter 1,

hly Grades
complete this assignment.

Blogs

-OR-
1. Inthe My Groups panel, select your group name. On the group homepage, click the name of the
assignment in the Group Assignments section.
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¥ Introduction to

Section 2

Oceanography @ Coastline Presentation
a

Add Personal Module

Group Properties =]

# My Groups
# Coastline Presentation

Group Description

The graded presentation will address the
issues of coastal erosion, offshore drilling,
pollution, and marine life. Please see the
=yllabus for the due dates and rubric.

Group Members

Browen, Torny
Casper, Christopher

Dabois, Alvssa
Farrell, Andy
Lopez, Bruce

Collakoration

File Exchanne
Group Blon

Group Tools =]

Group Discussion Board

Group Journal

Group Tasks
Send Email

Group Assignments =]
History of Qcean Exploration

2. Onthe Upload Assignment page, review the instructions and download any files provided by your
instructor and complete the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If yourresponse to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach a file, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming

your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.

Forexample, history_assignment (1) .doc.

Note: If yourinstructor is using a rubric and has made it available to students, click the

View Rubric button to view grading criteria.

3. Optionally, in the Comments box, type your comments.
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WARNING! If yourinstructor has not allowed multiple attempts, assignments can be
submitted only once. Ensure that you have attached any required files to your assignment
before you click Submit.

Click Submit.

WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.
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“ Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
Ml Assignment Infarmation

Name: History of Ocean Exploration

Instructions Afler reading and reviewing all of the materials in Chapler 1, please complele this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Mame Coaslline Presentation

Last Actvity Recorded  Chrislopher Casper()

Assianment Files Chi_QuestionsExercises doc (Ch1_QuestionsExercisas dod)
2. Assignment Materials
Submission
Test editor is: IECH ]
“[Nomal ] [3 o] [cil vl | B I uwse| w2 |EEE/ RO|EEFEE

~c y P & v QO JABS o OoOS R

o

| Path: body
—_—
P
Altach File Browse My Compuler |
Attached files
File Naire Link Tile
3 Ch1_QuestionExercises_CoastinePresentalion_answer.docx Chi_QuasﬁunExemise| Do not attach
Comments

Submit

Cancel Save as Draft Submit

How to Save a Group Assignment as Draft and Submit Later

The Save as Draft function is available if you need to return to your group assignment at a later time. This
function saves your comments and files on the page.

When you finish your assignment, you must click Submit. If you do not, your instructor will not receive your
completed assignment.
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Saving a Group Assignment as a Draft

1. Onthe Course Menu, select the Content Area that holds the group assignment, for example, the
Group Assignments Content Area. Click the name of the assignment.

E‘] Group Assignments

# Introduction to

Oceanography
Section 2
Haorme Page . .
History of Ocean Exploration
Assignments ]
Group Assignments o Attached Files! [ Chi QuestionsExercises doc (29.5 KE)
My Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment.
Blogs

2. Onthe Upload Assignment page, download any files provided by your instructor and complete
the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If yourresponse to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach a file, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming
your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.
Forexample, history_assignment (1) .doc.

3. Optionally, inthe Comments box, type your comments.
4. Click Save as Draft to save your changes and continue working later.
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)

Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
Ml Assignment Infarmation

Name: History of Ocean Exploration

Instructions Afler reading and reviewing all of the materials in Chapler 1, please complele this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Mame Coaslline Presentation

Last Actvity Recorded  Chrislopher Casper()
Assignment Files Chi_QuestionsExercises.doc (Chi_QuestionsExercises doc)

2. Assignment Materials
Submisgion T m

~[momal  w| [3 a0 [awial > | B I U abe| % o === EE I= 1= iE =
cs Y DN & v QO JARSZ | EOOCOUER

o

= path: body
—
— e —
Aftach Fila E_mw's_’ wEmp% |
Attached files
File Naire Link Tile
3 Ch1_QuestionExercises_CoastinePresentalion_answer.docx Chi_QuasﬁunEmmlse| Do not attach
Comments

Submit

Cancel Save as Draft Submit

5. When you reach the Review Submission History page, click OK.
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.. Review Submission History
=
. 5]
ox
)

Mame: Histary of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapter 1, please complete this assignment.
Due Date March 10, 2011 11:30:00 &4 EST

Points Possible 50

Group Mame Coastiine Presentation

2. Review Submission History

Assignment Hislory not available.

Submitting a Draft Assignment

1. Return to the group assignment link in the Content Area that holds the assignment.

B Group Assignments

History of Ocean Exploration o

Attached Files: [§ ch1 GuestionsExercises doc (29.5 KB)

After reading and reviewing all of the materials in Chapter 1, please complete this
assighment.

2. Onthe Review Submission History page, click Continue Current Submission.
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% Review Submission History

3

(2]

Ok Continue Current Submission
if Assignment Infoermation

Mame: Histary of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapter 1, please complete this assignment.
Due Date March 10, 2011 11:30:00 &4 EST

Points Possible 50

Group Mame Coastiine Presentation

3 Review Submission History |

Assignment Hislory not available.

3. Onthe Upload Assignment page, make the necessary changes in your assignment.

4. Optionally, in the Comments box, type your comments.

WARNING! If yourinstructor has not allowed multiple attempts, assignments can be
submitted only once. Ensure that you have attached any required files to your assignment
before you click Submit.

5. Click Submit. The Review Submission History page appears showing the information about
your submitted assignment.

WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.
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“ Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
Ml Assignment Infarmation

Name: History of Ocean Exploration

Instructions Afler reading and reviewing all of the materials in Chapler 1, please complele this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Mame Coaslline Presentation

Last Actvity Recorded  Chrislopher Casper()

Assignment Files Chi_OuestionsExercises doc (Chi_QuestionsExercises doc)
2. Assignment Materials
Submission
Test editor is: IECH ]
*[domad 6] [3 6] [ca ¥ | B r g% |[EsE BRA|ISiEEE

~c y P & v QO JABS o OoOS R

o

| Path: body
—_—
P
Altach File Browse My Compuler |
Attached files
File Naire Link Tile
3 Ch1_QuestionExercises_CoastinePresentalion_answer.docx Chi_QuasﬁunExemise| Do not attach
Comments

Submit

Cancel Save as Draft Submit

How to Edit or Resubmit a Group Assignment

Editing a group assignment requires you to resubmit the assignment, and not all assignments can be
resubmitted. If your instructor has not allowed you to submit a group assignment more than once and you made
a mistake when submitting the assignment, you must contact your instructor to ask for the opportunity to
resubmit the assignment.
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Your instructor may allow you to submit a group assignment more than once for a variety of reasons. For
example, your instructor can provide comments on your first draft so that you can try to improve your work.
Your instructor can choose to use either the highest graded attempt or the last graded attempt for your grade.

If your instructor has allowed you to submit a group assignment more than once, you will see a Start New
Submission function on the Review Submission History page. You access this page by clicking the group
assignment link in your course.

1. Return to the group assignment link in the Content Area that holds the assignment.

2. Click the name of the assignment.

B o
: E‘] Group Assignments

# Introduction to

Oceanography
Section 2

Horne P i i
ame Fage History of Ocean Exploration e
Assignments

Aftached Files: 5 chi QuestionsExercises doc (29.5 KE)

Group Assignments

My Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment.

Blogs

3. Onthe Review Submission History page, view the details of your first submission. Click Start
New Submission.
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% Review Submission History
I

&

©

Ok Start New Submission

I
Marme; Histary of Ocean Exploration
Instructions After reading and reviewing all of the materials in Chapler 1, please complete this assignment
Due Date hiarch 10, 2011 11:30:00 A EST
Points Possible 50
Group Mame Coaslline Presentation
Assignment Files Ch1_QuestionsExercises doc (Ch1 GuestionsExercises doc)

2. Review Submission History

Submission { February 22, 2011 1:39:15 AM EST )

Submission Materials
Group Assignment Group Members : Alvssa Dubois, Andy Farrell, Bruce Lopez, Christopher Casper, Tony Brown
Group Assignment Submitted By ; Cliristopher Casper
Submission Field
Sludent Comments :
Attached Files : Ch1 QueslionExercizes CoasflinePresentalion answardocy
Instructor Feedback
Grade : | outof 50
Comments :
Attached Files :

4. Onthe Upload Assignment page, download any files provided by your instructor and complete
the assignment using one or both of the following:

¢ Inthe Submission box, type your response. You can use the Text Editor functions to
format the text and include files, images, web links, multimedia, and Mashups.

o If your response to the assignment is in a separate file, click Browse My Computer and
select afile to attach. If you attach a file, type a Link Title. If the box is left blank, the file
name becomes the link. Follow any instructions that your instructor provided for naming
your file.

Note: The Do not attach option appears next to an uploaded file. If you have selected an
incorrect file, you can remove it with this option. If the same file is attached to your
assignment more than once, the new file is saved with a number appended to the name.
Forexample, history_assignment (1) .doc.

5. Optionally, in the Comments box, type your comments.

WARNING! Ensure that you have attached any required files to your assignment before you
click Submit.

6. Click Submit.
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WARNING! When you finish your assignment, you must click Submit. If you do not, your
instructor will not receive your completed assignment.

Upload Assignment: History of Ocean Exploration

Cancel Save as Draft m
1. Assignment Information

Mame: History of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapter 1, please complete this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Points Possible 50

Group Narme Coastiine Presentation

Last Activity Recorded Christopher Casper ()

Assignment Files Chi_GuestionsExercises.doc (Chl QuestionsExercizes doc)
A Assignmentmateras
Submission "
Text Ecitor i=: [JCII |

“[normal v [3 %] [ana ¥| [ B r U % & | EEE R A EiSEE ‘
tHEDB e v QOJARZ | GEOCOSE

@

=/ Path: body
e %
—_——
Attach File Browise My Computer Browse Content Collection
Aftached files
File Hamne Link Title
3 Chi _QuestionExercises_CoastinePresentation_final.docx ot _QuestlonExercIss| Do not aftach
Commenis 6 Thiz is the final ver=zion of our group assigmmwent.
2
3. Submit 6

Cancel Save as Draft Submit

7. Onthe Review Submission History page, you can see all of your submissions listed by date and
time. To view the details of a submission, click the plus sign next to an attempt.
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Review Submission History

1. Assignment Information

Mame: History of Ocean Exploration

Instructions Atter reading and reviewing all of the matenials in Chapter 1, please complete this assignment.
Due Date March 10, 2011 11:30:00 AM EST

Puoints Possible a0

Group Marne Coaslline Presentation

2. Review Submission Histary

-

e;_ﬁ:malm #2 ( March 4, 2011 7:31:14 AMEST } |

'+ Attemyt #1 { February 22, 2011 1:3%15 AM EST § I

e -

- Attempt 52 | March 4, 2011 73114 AMEST )

Subimission Mater ks
Group Assignment Group Membears : Alyses Dubois, Andy Farmell, Bruce Lopez, Christopher Casper, Tory Brown
Group Asslgnment Submifted By : Clristopher Casper
Submizgion Fiald -
Student Comments ; This is the final version of our group assionment
Attached Fies : Chi_QuestionExerciges CoaslinaPresantalion fnalgocy
Instiuctor Feadback
Grade ! | outof 50
Comments
Attached Files |

= Attempt #1 ( Febouary 22, 2011 1:393:15 AMEST )

Submission Materials
Group Asslgnment Group Membears : Alyssa Dubols, Andy Famell, Bruce Lopez, Christopher Casper, Tory Brown
Group Assignment Submitied By | Clristopher Casper
Submission Field -
Student Comments :
Afiached Files : Chl GQuesfionExercises CoasllinePresentalion answerdocy
Instructor Fesdback
Grade : | oul of 50
Comments -
Attached Files

How to View Group Assignment Grades and Feedback

Blackboard does not score assignments automatically. Each assignment needs to be reviewed by your
instructor. You can review the information provided by your instructor in My Grades or on the assignment's
Review Submission History page.

Accessing My Grades From Within Your Course

1. Onthe Course Menu, click Tools
2. Onthe Tools page, click My Grades.
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@ Tools

@ Announcements

Calendar

# Earth System L
Science
Home Page

Getting Started

Week 1
Discussions
Asslgnments
Assessments

Groups
Tools
ffeb Sites

@ Messages
e My Grades

oy
m My Scholar Home

Accessing My Grades From Outside Your Course

1. Onthe My Institution tab, click My Grades on the Tools panel.

2. Onthe My Courses/Organizations page, click the name of your course.

il Announcements

* [g] Calendar

> @ Tasks

* [ My Grades

» = 2end Emmail

g User Directory

* = Address Book

» El Personal Infarmation
* 2w Browese MBC Archives
= NBC Archives Playlist

My Courses/Organizations

2]

» Earth System Science (earth_sys_sci)

» Earth System Science - Sec 2 (earth_sys_sci_2)

» Introduction to Oceanography (Full_Oceanography)
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Reviewing Your Grade

o If your group assignment has not been graded, the Grade column contains a symbol indicating its
status.

o If your group assignment has been submitted and graded, the grade appears in the Grade column.
You can also see your instructor's feedback in the Comments column.

Reviewing Your Grade From the Group Homepage

You can also view your grade and any feedback provided by your instructor in the assignment's Review
Submission History page. If your instructor attached a file, you must access it from the group assignment link

on the group homepage.
1. Onthe My Groups panel, click the name of your group.
2. On the group homepage, click the name of your group assignment. The Review Submission
History page includes:
¢ Instructor Feedback: This section lists your grade and any feedback provided by your
instructor.

o Attached Files: This section provides links to open or download any files attached by you
or your instructor. For example, your instructor might provide comments in a file that you
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% |ntroduction to . .
Oceanography r@ Coastline Presentation
I

Section 2

# My Groups Add Personal Module

# Coastline Presentation

Group Properties =

Group Description

~—  [The graded presentation will address the
‘( issues of coastal erasion, offshore drilling,
~|pallution, and marine life. Please see the
syllabus for the due dates and rubric.

Group Members

Brown, Tony
Casper, Christopher
Ciuhoizs, Alvssa
Farrell, Andy

Lopez, Bruce

Group Tools =

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

Send Email

Group Assignments

Histary of Ocean Explaration 2'_

Review Submission History

i Assignment Information

Marne: History of Ocean Exploration

Instructions After reading and reviewing all of the materials in Chapler 1, please complete this assignment
Due Date March 10, 2011 11:30:00 AM EST

Paints Possible 50

Group Mame Coastline Presentation

Assignment Files Chi_GueshonsExercises.doc (Chl QuestionsExercises doc)

Al Review Submission History

r y
— Attempt 22 { March 4, 2011 7:31:14 AM EST )
Submission Materials
Group Assignment Group Members | Alyssa Dubois, Andy Farrell, Bruce Lopez, Christopher Casper, Tony Brown
Group Assignment Submitted By : Christopher Casper
Submission Fleld ;
Student Comments - This is the final version of our group assignment.

Aftached Files : Ch1_GuestionExercises CoasfinePresentation final doc
Instructor Feedback

Grade : 48,0 out of 50 I
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Accessing the Review Submission History Page from Group Assignments

1. Return to the group assignment link in the Content Area that holds the assignment.
2. Click the name of the assignment.

B 0O4d g

# Introduction to

B Group Assignments

Oceanography
Section 2

Home Page

History of Ocean Exploration e
Assignments

Aftached Files: 5 chi QuestionsExercises doc (29.5 KE)

Group Assignments

Wiy Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment.

Blogs

Note: If yourinstructor has used a rubric for grading and has made it available to students, click View Rubric
to display detailed grading information.

My Grades Item Status

The following table describes the symbols appearing on the My Grades page.

Symbol
Description
- ltem has not yet been completed. No information is available.
W Item has been completed, but will not have a grade (for items such as surveys).
ﬂ Item has been submitted. This item is waiting to be reviewed by your instructor.

-OR-

Item has been submitted. Your instructor may review this item but may not be provided a grade (for items
such as surveys).

Grade | Item has been graded. Click the grade to view detailed feedback.

= Attempt is in progress. This item has not been submitted. To submit the item, see Submitting a Draft
Assignment.

Grade is exempted for this user. If you do not complete this assignment, it will not affect your grade.

|I| Error has occurred. Contact your instructor.

About SafeAssign

SafeAssign compares submitted assignments against a set of academic papers to identify areas of overlap
between the submitted assignment and existing works. Safe Assign is used to prevent plagiarism and to create
opportunities to help students identify how to properly attribute sources rather than paraphrase. SafeAssign is
effective as both a deterrent and an educational tool.
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How SafeAssignments Work

SafeAssign is based on a unique text matching algorithm capable of detecting exact and inexact matching
between a paper and source material. SafeAssignments are compared against several different databases,
including:

¢ Internet: Comprehensive index of documents available for public access on the Internet

¢ ProQuest ABl/Inform database: More than 1,100 publication titles and about 2.6 million articles
from 1990s to present time, updated weekly (exclusive access)

¢ Institutional document archives: Contains all papers submitted to SafeAssign by users in their
respective institutions

¢ Global Reference Database: Contains papers that were volunteered by students from Blackboard
client institutions to help prevent cross-institutional plagiarism

Global Reference Database

Blackboard’s Global Reference Database is a separate database where students voluntarily donate copies of
their papers to help prevent plagiarism. It is separated from each institution’s internal database, where all
papers are stored by each corresponding institution, and students are free to select the option to check their
papers without submitting them to the Global Reference Database. Students submit their papers to the
database voluntarily and agree not to delete papers in the future. Submissions to the Global Reference
Database are extra copies that are given voluntarily for the purpose of helping with plagiarism prevention.
Blackboard does not claim ownership of submitted papers.

SafeAssign Originality Reports

After a paper has been processed, a report will be available detailing the percentage of text in the submitted
paper that matches existing sources. It also shows the suspected sources of each section of the submitted
paper that returns a match. Instructors can delete matching sources from the report and process it again. This
may be useful if the paper is a continuation of a previously submitted work by the same student.

Because SafeAssign identifies all matching blocks of text, it is important to read the report carefully and
investigate whether or not the block of text is properly attributed.

Interpreting SafeAssign Scores

Sentence matching scores represent the percentage probability that two phrases have the same meaning. This
number can also be interpreted as the reciprocal to the probability that these two phrases are similar by chance.
For example, a score of 90 percent means that there is a 90 percent probability that these two phrases are the
same and a 10 percent probability that they are similar by chance and not because the submitted paper includes
content from the existing source (whether or not it is appropriately attributed).

Overall score is an indicator of what percentage of the submitted paper matches existing sources. This score is
awarning indicator only and papers should be reviewed to see if the matches are properly attributed.

e Scores below 15 percent: These papers typical include some quotes and few common phrases or
blocks of text that match other documents. These papers typically do not require further analysis, as
there is no evidence of the possibility of plagiarism in these papers.

e Scores between 15 percent and 40 percent: These papers include extensive quoted or
paraphrased material or they may include plagiarism. These papers should be reviewed to determine
if the matching content is properly attributed.
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e Scores over 40 percent: There is a very high probability that text in this paper was copied from other
sources. These papers include quoted or paraphrased text in excess and should be reviewed for

plagiarism.

Grade Center Integration

SafeAssignments are created with associated Grade Center items. The score is then recorded in the Grade
Center.

How to Submit a SafeAssignment
Note: You can only submit a SafeAssignment once. If you would like to edit, delete, or resubmit a
SafeAssignment, contact your instructor and request that they clear your first submission.

1. Onthe Course Menu, select the Content Area that holds the SafeAssignment, for example, the
Assignments Content Area.

2. Onthe Assignments page, look for the SafeAssignment and click View/Complete.

B Assignments
Home Page
Gefting Started ./ BookReview
Y

Week 1 — Review a book of your choice. Your paper will be checked for originality.

: - == ViewiComplets
Discugsions
Assignments ¢ gk Worksheet 1
Assessments s Download the attachment, add your responses, and upload o this assid

3. Onthe Upload SafeAssignment page, optionally, type your comment in the Comment box.
Click Browse to select afile to attach as your submission.

5. Optionally, select the Global Reference Database check box to upload your paper to the Global
Reference Database.

Note: Submitting to the SafeAssign Global Reference Database allows papers from other
institutions to be checked against your paper to protect the originality of your work across
institutions.

6. Click Submit.
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Note: After you submit SafeAssignments, there is a slight delay between the upload and the
availability of the SafeAssign report. Results are normally available within 10-15 minutes.

1.

2.

.{:\j/ Upload SafeAssignment

6 | agree to submit my paper 1o the Global Reference Database

4.

Cancel

Assignment Information
Marne Book Review

Instructions
Review a book of your choice, Your paper will be chacked for originality.

Your Files

Comments 9 Book review shout our atmosphere.

File To Aftach e i_&l[lnmmsnts and Buﬂjnga!DE_l Browse._ ]

MNOTE: Safefssign accepts files in .doc, docx, .odt, b4, fAf pdf, and html file formats only. Do notupload files
in ary other formats.

Global Reference Database

Cancel

How to View SafeAssignment Submissions

Your submissions and the SafeAssign reports associated with submissions are viewable by accessing the
SafeAssignment after submitting your paper.

Note: This option is only available if allowed by your instructor.

Viewing a SafeAssign Submission

1.

Return to the assignment link in the Content Area that holds the SafeAssignment, for example, the
Assignments Content Area.

On the Assignments page, look for the SafeAssignment and click View/Complete. The View
SafeAssignment page appears. This page includes:

¢ Assignment Information: This section displays the name of the SafeAssignment and its
description.

o Submitted Work: This section provides link to the following :
o Text: Select this option to view your paper and comments.
o File: Select this option to download the submission.
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o Matching: The percentage listed is the percentage of your paper that matches
other sources. Read the full report to determine if the matching is properly
attributed.

o SA Report; Select this option to view the full SafeAssign report.

o View Grade: This section lists the grade given by your instructor.

¢ Instructor's Feedback: This section lists any feedback, and provides links to open or
download any files attached by your instructor..

Home Page
Getling Started

Vieek 1
Discussions

Assignments o
Assessments

B Assignments

Book Review

u,'-.‘r'
- Review a hook of your choice. Your paper will be checked for originality.
== ViewiComplete

< g Worksheet 1
Diownload the attachment, add your responses, and upload fo this assig

k

Assignment Information

Instructor's Feadback

used

View SafeAssignment

WK R originality.
'Submitted Work
Stuilet 1D Stusdent Mams Text Fils Mlatching SA Report Date Subinitted
Chris Casper 4 2T% & :ﬂzﬂggrm 21, 2011
View Grade
1 e Polins Possible Weighi
40.0 50.0 0o

You have a good boak reviewr but proper citalion must be

Review a book of your choice. Your book will be checked for

Currently Antached File

GRADED BookReview ccasper.docx

Viewing a SafeAssign Report

SafeAssign Report provides detailed information about the matches found between your submitted paper and
existing sources. The SafeAssign Report identifies all matching blocks of text. It is your and your instructor's
responsibility to investigate whether the matching text is properly referenced or not. Detailing every match
prevents detection errors due to differences in citing standards.
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Return to the View SafeAssignment page.

On the View SafeAssignment page, click the green check mark link under SA Report. The SA
Report provides extensive information to help you determine whether you are appropriately citing
your works. This page includes:

o Paper Information: This section lists data about the paper, such as the author, percent
matching, and when it was submitted. This section also includes options for downloading
the report, emailing the report, or viewing a printable version. Note that the printable
version may be the most effective view of the report for those users that rely on assistive
technologies to access Blackboard Learn.

o Suspected Sources: This section lists the original sources that match sections of the
submitted paper.
o Todisplay the original work, click on the source title.
o Todisplay the related phrase within your paper, click the magnifying glass.

o Paper Text: This section shows the submitted paper. All matching blocks of text are
identified and numbered. Click a phrase to display the Source Comparison Window which
provides a direct comparison between your paper’s phrase and the source document it
matches.
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V View SafeAssignment

<

Assignment Information

Hame Description
Bk Review Ez?;:i:i;.muk of your choice. Your book will be checked for
Submitted Work
Student 10 Stilent Hame Text Fite Matcling SA Report Date Sulunitied
Chris Casper (] i 7% e ¥ :‘;I;EREE 21, 2011,

Help Close

safe j{assign"
by Blackbeard

Paper Information

Author: Chris Casper Assignment: Book Review |
Titde: Book Review_ccasper.docx Submitted: Mon, Mar 21 2011, 12:33 AM | Print version: (=
l[-l.t\:hlngl =3 | 27% Paper ID: 1070956 | pirectlink [

Submission Comment
Eook review about atmosphere.

Suspected Sources

Click on a source to view the original, or click on the magnifying glass to see the source
highlighted in the text below.

(@ Highlight all | [Unhighlight il

D O] http:/fwww.amazon.cafdtmospheric-Environment-Effects-Human-Activity/dp/069 100691 18
@ [ http:/fwww.shopping.com/earth-day-activities/products 4

Paper Text

This is a book review of the book entitled The Atmospheric Environment Effects of Human
Activity written by Michael B. McElroy.

@This comprehensive introduction to the physics and chemistry of Earth's atmosphere
explains the science hehlnd some of the most critical and intensely debated environmental
2 in it, one of the world's leading experts on Ela etarr

Matching: 100%

th| Uploaded Manuscript: , one of the world's leading experts on planetary
ha environments presents the background necessary to assess
of the complex effects of human activity on our atmosphere
at and climate
TH Internet Source: In It, one of the worﬂ&dgﬂ%ﬁﬁg% SN g@m;g%ents Page 320
to © 2012 BRASHBBSHEITRSEISS ol aicoaril 93 BRERING] 6 186956 ABY bR PEERS Pendihg.
liv the complex effects of human activity on our atmosphere
and climate
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Interpreting the Overall SafeAssign Score

The overall SafeAssign score indicates the percentage of the submitted paper that matches existing sources.

This is a book review of the book entitled The &tmospheric Environment Effects of Human
Ackivity written by Michael B, McElroy.

1 This comprehensive introduction to the physics and chemistry of Earth's atmosphere
explains the science behind some of the most critical and intensely debated environmental
controversies of our day, (2

Matching: 10

th| Uploaded Manuscript:  In it, one of the world's leading experts on planetary

ho environments presents the background necessary to assess

of the complex effects of human activity on our atmosphere

at and climate

Th INternet Source: In it, one of the world's leading experts on planetary

to environments presents the background necessary to assess

liv the complex effects of human activity on our atmosphere
and climate

o Scores below 15 percent. These papers typically include some quotes and few common phrases or
blocks of text matching other documents.

o Scores between 15 percent and 40 percent. These papers include extensive quoted or
paraphrased material or they may include plagiarism.

o Scores over 40 percent. There is a very high probability that text in this paper was copied from other
sources. These papers include quoted or paraphrased text in excess.

Digital Dropbox

The Digital Dropbox has been replaced by the Assignments tool in Blackboard Learn, Release 9.1.

If your instructor has asked you to submit something to the Digital Dropbox, please contact them for alternative
instructions.
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