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Creating Announcements

1. Click on Control
Panel.

2. From the Course

Course Calendar

Announcements -;\_jon Boari

From Courgallabhotation

Tools section,

Staff Information

Tools, selegd

| Brophox

Tasks

select
Announcements.

Send Email

Announcements
SSal

r Manager

3. Click Add Announcement to

create an announcement for

your course.

4. Enter the Subject and
Message Body of your
announcement.

5. Under Options you may
allow a Permanent
announcement to be shown
all of the time, or to restrict
by display dates.

6. If you would like to place a
link for your students to a
specific section of a course,
you can do that under
Course Link.

Note: Thisis an effective way of
directing students to new
assignments, discussion topics and
testing.
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€ Course Link

Click Browse 1o choose an item
Location:
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Sending Email via Blackboard

Note: You will not receive notification that you have incoming e-mail

1. Click on Control

Panel. Announcements ssion Board
2. From the Course Course Calendar Click to Send sration
Tools section, select Staff Information Email to Studenizial|Drophox
Send Emaiil. Tasks Glossdry Manager
Send Email £55a(185

3. Select which user/users you want to send e-mail to. Bold items are most
frequently used by students/instructors.

a.

b.
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All Users — Send emaill
to everyone in class.
All Groups - Send e-
mail to all groups.
The instructor must set
up groups before
using this feature.

All Teaching Assistant
Users — Send email to
all teaching
assistants.

All Instructor Users —
Send email to
instructor/instructors.
Single/Select Users —
Send email only to
the individual(s)
selected.
Single/Select Groups

P All Users
Send email to all of the users in the Course.

P All Groups
mend email to all of the Groups in the Course.

P All Teaching Assistant Users
=end email to all of the teaching assistant users in the Course,

P All Instiuctor Users
Send ernail to all of the instructor users in the Course.

P All Observer Users
Send email to all observer users.

P Single / Select Users
Select which users will receive the email.

P Single / Select Groups
oelect which Groups will receive the email.

P Single / Select Observer users
Send an email to selected observer users.

- Send email to only group(s) selected.

Bb_Manage_Tools Page 3 0f 9



4. Select Users if you picked " OBug. Sabii ~ ClBakin, Amy

[ Barderwaki, Hollene [1Barte, Bryan

the Option Of sending e'mail [l Boston, Malane 7] Braciey, Saenusl Select USEFS_TD
to individual users. Dehenen, Jba  OIGa8, Sron BT &l
Thi ll t if [ Gowdy, Kathieen B Gaant, Jamie ‘/
a. IS will no appear I [ Haiman, Susan [laccteon, Lea
you selected All Users [ kay, Kenneth CIkJeibach, Russall
Llkutchner, Wendy  |London, Mafihew
or A” |I"IStrl_,ICt0r Users. Cllowry, Barbaes  FMalay, Pt Wi not appear when you select all
5. Type a brief Subject for your ElMcCoy, Marceta  CIPritchard, Russel users
message. [ rzack, Litks CIRess, Faye
. ¥ Sekeand, Tom L1Shan, Crawd
6. Type your Message in the [ITast, Tent Enter Subject
message field © Email Information and Mesage
) ) Fizim galblp helau e 4__’__,..-""-'
Note: Consider typing your sulec
message with a word processing — P

program, spell check your
message, and copy/paste the message into this field

Blackboard’s spell check feature does not catch as much as a word processing
program will.

7. To attach a file to
your email
message, click on

€) SelectFile

Click Browse 1o saleci a file, then click Submit 1o add the file to the email

i the Add button.
[ Chroose file 8. Click the Browse
Look i [ 23 Blackbaaed ol Phasll = & ¥ E- button.
“3 SR 6 Gk a. Use the
Bl z 13 7
Vel jl ksl Planning Mak sl ' Explorer
Hocimi jm:—x interface to
i Felesmes
E 3 Ratistics Browse for
g . .
aj;’;‘“"‘*';ﬁ your file.
5] E Coledr - 200607 9. Click on Submit to
My D. 2B Regquests .
2 !i:ICa.rner'hw;mmtmEl Send the emall
L
B

z B P opersed Blach bosed Mg ation Process
ot —']_]I.Wade Lether to Faouty

by Hetwotk.  File name: | j
Placas
Fies of type: & Fier "] |

i
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Managing Enrollments

Enrolling Students from the Active Student Database

1.

2.

4.
5.

2 AT + CIATR P ¢ Beles wilh

[-l-I -Enrvll Uner

Click on Control
Panel.

Select Enroll User =
(found under orive @ianr B O
heading User T
Management). I
Type in the RS
student's last AFPAR, A

name and click Search.

Select the box next to the appropriate student(s) and click Submit.
A "receipt" will appear confirming your addition. Click OK.

Search by Last Mame aond

heck users to be odd

il

Repeat for each student that needs to be added.

Note: If a student does not appear in the Active Student Database, please
contact the OIT Help Desk and ask that an account be created for that student.

Unenrolling Students from Your Course

WARNING!!! When a student is removed from a course, so is all the work,
grading, discussion contributions, etc. attributed to that student.

1.

w

Click on

Control e,
Panel. Search for
Select *:_-__'-:_E___— Name and ch
Remove e HeEE o
Users from PRI,
the Course it I e
(found i s
under
heading User Management).

Type in the student's last name and click Search.

Select the box next to the appropriate student(s). Type Yes in the box at
the bottom of the screen and click Submit.

5. A prompt will appear
confirming that you

Tooi:thie wird Yes want to remove the

Click Submit to rermove selected iterns. | - student(s). Click Yes.

Cancel ) Submit )
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6. A 'receipt" will appear confirming the removal. Click OK.

Repeat for each student that needs to be removed.
Course Calendar

Instructors can use the Course Calendar to indicate important course related
events. The dates and events that appear on the Course Calendar are for all
students registered in a specific course. Suggested items to include in the
calendar are section meetings, assignments due dates, exams, and dates for
guest speakers.

From the Control Panel:

=

Click on the Course Calendar link under the Course Tools section.
Click on the Add Event button.
3. Type in the Event Title in

N

the text field. P S e o

4. Type the Event e Name and
Description in the text — Descriplion
field. i e

5. Choose the Event Date
from the pull-down list.
6. Choose the Event Start
Time from the pull-down | .. ...

list. e [
7. Choose the Event End e

Time from the pull-down | © sa=

list. i

8. Scroll down to the
bottom of the page
and click the Submit button.

Tasks

The Tasks page organizes tasks, defines task priority, and tracks task status. A user
can create tasks and post them to the Tasks page. Each user can post personal
tasks to their own page, and Instructors and Managers can post tasks to users
participating in their course and organization. Task information is arranged in
columns that display the priority, task name, status, and due date.

From the Control Panel:
1. Click on the Tasks link under the Course Tools section.
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2. Click on the Add Task link.
e 3. Type in the Task Title and
Description.
4. Choose the Due Date
from the pull-down list.
5. Select the Priority from the
s ey emc) pull-down list.
pusihie ol las 6. Scroll down to the bottom
of the page and click the
Submit button.

Q) Tackinfermatian

Tawd Hames

Do

[ B

Course Statistics

Overview

The course statistics option allows you to view several different statistics for your
course, including how many times a specific user, or all of the users, access the
course site each day, or each week, or what section of the course they are
accessing, etc. This will help you determine which students are taking
advantage of your posted materials and which they find helpful.

Viewing Course Statistics

1. Click the Control Panel button.

2. From the
Assessment Assessment
section of the Test Manager
control panel, Survey Manager Gradebook
choose Course Pool Manager Gradebook Views
Statistics.

3. You must first select the type of report you want to view. Your choices
consist of: Overall Summary of Course Usage; Accesses by Content Area;
Accesses by Groups; and Accesses by Forum. The Overall Summary gives
the best view of the data. To select the type of report, click in the drop
down box to the right of “Select Report”.
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4. Next you may select
the time period for

Select Report: r/_l:?w_\-rnll Summary of Usage »

the statistics you @ Filter Options T&:fﬂ?:?fliﬁf :
want to view (See Acceszes by Groups
H . Time Period: k\.ﬁ.;_l.'a':s‘.l':& by Farurm
image to the rlght). If P T
you do not specify Jun ] (06 ] [ 2008 'v]
the dates for which ——
you want the [] End Date
statistical information, \ | Jun | 07 || 2006 x|
it will ShOW a” data [sers: @ Al Users 0 Selected Users:
5. The next section asks [Baig Sohail (paigs) )
Bakar, Army (akara)
yOU tO Choose the Bankowski. Helleng (bankowskih)
.. Barg, Bryan (basts
users whose statistics Boston Helsnis sk [

you would like to
view (see image to the right). To view the statistics for everyone in your
course, leave the default set to "All Users". To select only certain users,
click in the radio button to the left of "Selected Users". You must than
select the user whose statistics you want to view.

6. When you have finished entering all necessary information click the
Submit button.

You will see a screen with various statistics such as the following:
(Note: This is a sample of one type of statistic you can view for your course.)

[E3 course Statistics

S84 Ghange Filter I & Print | Export Data
@ Access i Application

Area ID Hits Percent
Address Book o 0%
Announcements 171 31.43%
Calendar o 0%
Collabaration 14 257%
Caontent Area 143 26.268%
Communications 19 3.49%
Email 3 0355%
Roster 1 018% isonal Information
Tools 12 2.00%
Discussion Board 27 436%
Dropbox 4 073%

Student Home Page 2 036%
Electric Blackboard 0 0%

Groups 17 312%
Gradebook 34 B.25%
Manual o 0%
Observer Tools o 0%
Personal Information 61 11.21%
Resources o 0%
Staff Information 35 B43%
Student Gradebook o 0%
Tasks o 0%
Total 544 100%

7. If you wish to print out the statistics, select Print.
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8. If you wish to change any of the data you entered before viewing your
statistics — to see different statistics such as for a different user, select the
Change Filter button located at the top of the page.

9. When you select the Export Data button, you will see a pop up menu
indicating that you may have to change the extension of the file. Click OK
and then you will be prompted to choose the location of the new saved

file.
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