


The following communication tools are available from Course Tools:

Announcements

Announcements

° o Digital Drop Box

e Course Calendar e Glossary Manager

e Staff Information e Messages

e Tasks e Online Journal

e Send E-mail e Advanced Group

e Discussion Boards Management

e Collaboration e Voice Announcements

By default, Blackboard courses open up into the Announcements section so that
students logging in to the course site see posted announcements every time they

enter the course. Additionally, students can view posted announcements on their My
ETSU/Bb before they have logged into any courses. This provides instructors with an

efficient and effective way to communicate information to students.

To add a new announcement:

1.

2.

6.

Select Announcements from within the Control
Panel.
Click the Add Announcement button located in the
upper left corner.
You must enter a Subject and you may enter any text that you wish. You
may add formatting effects, such as bold, italics, colored or different sized
fonts, if you want to make your announcement more interesting.
You may choose to always display the announcement on the main page (a
permanent announcement), but this is best used for announcements that
students will need to refer to often, such as class meeting information or
instructor location and office hours. You may also choose to display the
announcement immediately or at some specified future time.
Finally, you may create a link to another location or document within your
course. For example, you could post an announcement stating that your
PowerPoint presentations have been added to Blackboard and then create a
direct link so that students do not have to search for the documents.
e Click the browse button in the Course
Link section.
e A Course Map will appear. Click the + to

expand the sections, select the area or

document you wish to link, and click

Submit.

&HP Add Announcement

Click Submit when finished with the announcement.

To modify an existing announcement:

1.
2.
3.

Click the Modify button to the right of the announcement.
Make necessary changes.
Click Submit.



Course Calendar

Instructors can use the calendar to post important course related events, such as
assignment due dates, exams, or virtual classroom meetings. The dates and events
that appear on the Course Calendar are visible to all students registered in the
course. Students may also post events to their own Blackboard calendar, which only
they can view. Be aware that students have the capability to hide their calendar
events from view, so make sure you tell them that you will be posting events to the
course calendar. The default view shows the day’s events, however, users may also
select a weekly or monthly view by clicking on the appropriate tab.

To add a new calendar event:

1. Select Course Calendar from within the Control
Panel.

2. Click the Add Event button located in the upper left
corner.

3. Enter the Event Title, the text of the event (note the 4,000 character
maximum), and select the date and time of the calendar event.

4. Click Submit. The event will immediately appear in the course calendar.

To modify a calendar event:
1. Click the Modify button located to the far right of the
calendar event.
2. Complete steps 3 and 4 listed above.

To remove a calendar event:
1. Click the Remove button located to the far right of
the calendar event.
2. A confirmation box will appear. Click OK to remove
the event. Note: Removing the item is irreversible.
Click Cancel to terminate the action and leave the
event remaining.

Navigating the course calendar:

e Day, week, month, or year view — Select the tab to view current events
for the day, week, month, or year. Click the arrow to the left or right W

of the date to advance by one day, week, month, or year.

e Quick Jump — From here, select a date and time and the calendar will
immediately display events for the time specified when Submit is clicked. You
may also choose whether to view the day only or the week or month in which
that day falls.

[im Add Event Quick Jump €= Use Quick Jump to access a specific date

Select different tabs to view one day,
View nAY JREERIEER T I e a week, a month, or the entire year

<ﬂ Monday, June 7, 2004 5%

AM 500 Click here to navigate day-by-day
G:30 Welcome Back Students! (10 hours)
7:00
Posted announcement and duration

730




Staff Information

Instructors may create a staff information page to define office hours, email
response time, communication preferences, etc. This tool is especially helpful in
online courses where students do not see their instructor. You may even add an
image file to personalize the class for students.

Adding Staff Information:

1.

Select Staff Information from within the Control

Panel.

Click Add Profile to begin adding your

information.

Insert appropriate information

Attach a photo if desired (no more than 150 x 150 pixels) in the Profile Image
section.

Create a link to your website in the Personal link section (make sure you
enter the entire web address.)

Click Submit after entering the information.

Adding Staff Information to the Course Menu:

By default, Blackboard sites are created with a Staff Information button in the course
menu, but if you do not have one, you may easily add it by following these steps:

1.
2.
3.

Select Manage Course Menu from within the Control Panel.
Select Add Tool Area.

Select Staff Information from the

drop-down list of Area Type choices.

Choose the Area Name you prefer.

Click Submit.



The Tasks feature organizes projects (referred to as tasks), defines task priority, and
tracks task status. Each user can create and post personal tasks to their page, and
instructors and managers can post tasks to users participating in their course. Task
information is arranged in columns that display the priority, task name, and due
date. Additionally, students have a status column, which they can update to display
the current status of the task.

To add a new task:

Select Tasks from within the Control Panel.
Select Add Task. %}ﬁcd‘rﬂsk qﬂ"’ﬁ
Enter the task title and description. .
Select the due date for the task from the drop-down list.

Select a priority. The options are: high, normal, or low priority.
Click Submit.

Qo h wNE

Note: You may click on the priority, subject, or due date to sort the tasks.

To modify a task:
1. Click the Modify button located to the far right of the
task.
2. Complete steps 3 through 6 listed above.

To remove a task:
1. Click the Remove button located to the far right of
the calendar event.
2. A confirmation box will appear. Click OK to remove
the task. Note: Removing the item is irreversible.
Click Cancel to terminate the action and leave the
task remaining.



Discussion Boards

The Discussion Board is another communication tool that can be used to enhance a
course Web site. This feature is similar to the chat, but is designed for asynchronous
use, users are not present at the same time to converse on-line. To contrast, email is
asynchronous.

An additional advantage of the discussion board is that student conversations are
logged and organized. Conversations are grouped into threads that contain a main
posting and all related replies. The Discussion Board Forum page is the first page
accessed when Discussion Board is clicked from the Instructor Control Panel.

@ &

My ETZU/BE Courses Acadernic Web Resources Home Help Logout

E’_& Add Forum

1 »| Introductions
Please introduce yourself to the class. Tell us your name and department and a | 2 Messages |
brief statement about your experience with Blackboard. [1 New ]

PLEASE MOTE: Respond to the instructor's message - do not create a new

thread.
2 ~| Here's a new one
A short Description [ 2 Messages ]
[ Al New |
To... click . ..
add a new discussion forum Add Forum.
access a forum listed on the Discussion a forum topic link. The Discussion Forum
Board page Board will appear.
modify a forum Modify.
remove a forum Remove.
* Removing a forum is irreversible.
order content items the drop-down arrow and select an
number.
Add or Modify Forum
1. Click Add Forum or modify to add or modify forum.
2. Enter the forum’s title and description.
3. Check the appropriate boxes to:
e Allow anonymous post e Allow author to remove own
e Allow author to edit message messages
after posting e Allow new messages.

e Allow file attachments

4. Highlight a user and click the appropriate button to assign forum user
settings.

5. Click Submit to finish, click Cancel to abort this process.



Add Threads and Reply to Messages

Courses Acadernic Web Resources

My ETSL/Bh

COURSES » ATL20 > COWTROL PAKEL » DISCUSSION BOARDS » INTRODUCTIONS

Introductions

[E=x Add New Thread

VIEW UNREAD MESSAGES (W)

COLLAPSE ALL |-
SEARCH [7

EXPAND ALL |+

SHOW OPTIONS

= First Thread - Course Instructar- .. atlv20 a0 Thu Jul 17 2003 10:39 am
Re: First Thread - Course Instru... one, atl Tue Jul 22 2003 2:29 pm New
[ Click Here for Archives ]
Sort By: Default
oK )
To... Click...

start a new discussion, which is called a
thread

view all messages
view unread messages

see all the threads and responses
see only the threads
read a message

Add New Thread. The Add Thread page
will appear. On the Add Thread page a
new subject title and new discussion
description may be added

the View all Messages up arrow.

the View Unread Messages down
arrow..

the EXPAND ALL (+) option.

the COLLAPSE ALL (-) option.

a link. A new Discussion Board page will
appear. Depending on the

settings selected by the person who
created the discussion forum, a user may
modify, remove, or reply to a message.




eb Resources

Academic

Courses

COURSES » ATLE0 > CONTROL PAMEL > DISCUSSI0ON BOARDS = INTRODUCTIONS

Introductions

[Eu Add New Thread

VIEW UNREAD MESSAGES W)

Home Help Logout

EXPAND ALL |+ COLLAPSE ALL |~

SEARCH [7

HIDE OPFTIONS

kg
Ma | e | &R ‘ | 4 8 & @
ZELECT ALL| UMSELECT IMWERT READ UMREAD COLLECT LOCK UMLOCE REMOWE
.
[0 = First Thread - Course Instruct. .. atl20, atl2o Thu Jul 17 2003 10:39 am
[ Re: First Thread - Course l... one, atl Tue Jul 22 2003 2:29 pm New
[ Click Here for Archives |
Sort By: Default
OK )

View tool bar Options tab.

resort the list of messages

The options tab. The options

include select all, unselect all, invert
action, mark as read, mark as unread,
collect selected messages in one place for
reading, lock marked threads, unlock
marked threads, and remove the selected
messages.

the drop-down arrow and to sort messages
by Date, Author or Subject

To...

Then...

Select all threads and messages in the
forum

Unselect the selections

Unselect the threads and messages
that have been selected and select the
threads and messages not selected
Mark messages as read

Mark messages as unread

View multiple threads or messages
Lock a thread or message

Unlock a thread or message

Remove a thread or message

Click Select All.

Click Unselect All.
Click Invert.

Select the threads and messages and click
Read.

Select the threads and messages and click
Unread.

Select the threads and messages and click
Collect.

Select the thread and messages and click
Lock.

Select the thread and messages and click
Unlock.

Select the thread and message, click
Remove.




Send E-mail

Instructors can send email to selected individuals or the entire class from the Send
E-mail page. This tool utilizes the email address that a user has saved in
Blackboard. The Send E-mail tool will send an email to whatever address the
student has specified. The instructor does not have to maintain a separate email list,
as all addresses are stored in Blackboard. (Note: Contrast this with Messages,
which is an internal messaging system.)

The following email options are available:

All Users: Send email to all users in a specified course.

All Groups: Send email to all of the groups in a specified course.

All Teaching Assistants: Send email to all of the teaching assistants in a
specified course. (The instructor specifies which users have teaching
assistant status.)

All Instructors: Send email to all of the instructors for a specified course.
All Observers: Send email to all of the observers for a specified course.
(ETSU currently does not use the observer option.)

Single/Select Users: Send email to a single user or select users in a
specified course.

Single/Select Groups: Send email to a single group or select groups in a
course.

Single/Select Observers: Send email to a single observer or select
observers in a course. (ETSU currently does not use the observer option.)

To send an email to All Users/Groups/Teaching Assistants/Instructors:

1.
2.

3.

Select Send E-mail from within the Control Panel.

Select the group to which you wish P AllUsers
to send a message. é hd an e-mail message to all of the users in this course.

All the users, groups, etc. will be listed in the To: field.

Enter the subject and text of the email message.

Click Add to add an attachment to your email message. You can then
Browse to find the document you wish to attach.

Click Submit when you are ready to send the message. A copy will be
automatically sent to the sender’s email address.

To send an email to Single/Select Users or Single/Select Groups:

1.
2.
3.

4.

Select Send E-mail from within the Control Panel.

Select Single/Select Users. P Single / Select Users

All Users in the courses will Select users to whom you wish to send an e-mail message.
be listed in the To: field.

Click in the box next to the To: _

name to send an email to : Bledsoe, Dr. Erik [¥]Help, QIT
select users in the course. [ Jones, Myra [t oess, Or. Kurt
Only Users with green check

marks next to their names
will receive the email.
Follow steps 4 through 6 listed above.



Collaboration Area

The Lecture Hall allows the instructor and students to participate in real time
sessions and discussions and also view archives of previous classroom sessions. The
Lightweight Chat can be used to hold real-time, online classroom discussions, TA
sessions, and office hour type question/answer forums. When developing an activity
using Collaboration Tools, consider the following:

e The Lecture Hall and Lightweight Chat options are Java applications and may
initially take a few moments to load into a browser window. Before
developing assignments that require the Virtual Classroom, be sure that all
students have enabled their browsers to accept Java applets.

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

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

The following functions are available in the Collaboration Tools:

e Entering Collaboration Area

Users enter a real-time virtual classroom environment with instructors,
students, and colleagues.

1. Click on Communication in the left menu frame. Then click on
Collaboration.

2. Options here include Lecture Hall or Office Hours, which are the default

names for the sessions.

L O ®

My ETSU/BD Courses Academic web Resources

COURSES » ATL20 > CONTROL PANEL >COLLABORATION

%¢ Collaboration Sessions
% Create Collaboration Session

Filter: Search by: (%) Session Marme () Start Date () End Date (MM -DD )

Shioa All b ﬂ Search

Displaying sessions 1-2 of 2

Home Help Lagout

2 Sesszions
Lrisplaying sessions 1-2

Sezsion Name Tool Start Date End Date
I':_—_
Lecture Hall irtual Classroom [i Join )CArmlveeXMamge xnemwe)
Office Hours Lightweight Chat Manage ) Remove

OK )




Lecture Hall Area

1. Click the Join button to the right of the Lecture Hall session title.

2. The Course Map button imports course documents and information into
the classroom frame area.

3. The Whiteboard button can be used to draw, highlight objects, or enter

text.

4. The Group Browser button enables display of a Web site in the
classroom frame area.

5. The Ask Question button allows students to ask a question in the virtual

space.

6. The Answer Question button answers questions asked in the virtual space.

7. Menu items on the top task bar include

(o}
(o}

(0]

View — to allow a frames view of the text frame area

Controls — allow the instructor to make specific features
available during the session.

Clear — clears the local whiteboard area or the whiteboard area
of all users.

End - will end the virtual classroom session for all users
Breakout — allows a group of users to break out into a
separate virtual space.



0 Controls on the top right of the window allow recording and
archiving of the session. Please note: Automatic archiving is
not the default in Bb 6. The instructor must begin recording to
archive the session.

o Enter the Lightweight Chat Area

1. Click the Join button to the right of the Office Hours Session.

2. Participants are listed in the left frame area. Instructors are designated by the
World Wide Web icon. Students are designated by a person’s head icon.

3. User Info enables the instructor to expel the student, end the session or
change the student’s status to active or passive.

4. The private message button allows user to send a private message to
anyone in the room. Please note, to send a private message, the sender
must first highlight the intended message recipient in the participant list.

5. The top menu bar controls are the same as in the Virtual Classroom.

e Browse Classroom Archives
Allows users to browse the virtual classroom archives for previous discussions if
the sessions were recorded.

e Click the Communications, then Collaboration
e Click the Archive button to view the session.
¢ Click Remove to delete a virtual classroom archive.



Digital Drop Box

The Digital Drop Box allows instructors and students to exchange electronic files
through Blackboard. A file is uploaded to the Drop Box from a disk or a computer.
The file is then stored in the Drop Box on the Blackboard server. Users can
download the file to work on it locally or send the file.

Adding files to the Digital Drop Box:
Use this function if you want to add a file to the Blackboard site without sending it to
other Users in the site. Think of this as online storage for your file.

PONPE

oo

Select Digital Drop Box from within the Control Panel.

Click Add File.

Enter the title of the file to be displayed.

[ Add File c[b |

Click the Browse button to find the file to add to the Drop Box. After finding
the file on your diskette or computer, double-click the file or select and click

Open.

Enter any comments you wish to be displayed with the file.
Click Submit. A warning box will appear with the message that the file has
been added to the Drop Box, but not sent. The file will then appear in your

Digital Drop Box.

Sending files from the Digital Drop Box:
Use this function if you want to send a previously added file, or add a file and send it

simultaneously.

1. Select Digital Drop Box from within the Control Panel.

2. Click Send File.
3. All Users in the course will be

listed in the To: field. Click on
the names of users to select
select to whom the file will be
sent. Users that are selected
to receive the file will be
highlighted in blue.

5P send File {b |

Hint: To select multiple Users that are not listed together, hold down the
CTRL key when you click the Users’ names. Holding the SHIFT key will select

a group of Users.

4. Select the file to be sent.

e If you are sending a file that
has already been added to the
Drop Box, click the Drop-down
arrow in the Select file field and
select the name of the file you
wish to send.

e If you are adding and sending
the file at the same time, click
the Browse and find the file on
your diskette or computer. Add
the title of the file and any
comments.

5. Click Submit.

Select file:

OR upload
new file:

Access database

Access file
Marketing final paper




Glossary Manager

Instructors have the ability to add their own glossary to the Blackboard course site.
Instructors can use the glossary to post terms related to the course. Students can
then use these terms when completing coursework.

Adding a glossary term:
1. Select Glossary Manager from within the

Control Panel. Ba
2. Click Add Term. ff%' Terrm
3. Add the Term and the Definition.
4. Click Submit.
5. After clicking submit, the term and definition
will be Iisted._ Click OK to return to the R p——— oK )
Glossary. Click Add Another Term to enter

additional terms.

Uploading a list of terms to the glossary:

This option allows you to upload a list of terms instead of entering each term
individually. You can upload either a CSV (comma separated value) file created in
Excel or a plain text document.

1. Select Glossary Manager from within the L Usliged] Elassar
Control Panel.
2. Click Upload Glossary.
3. Click Browse to find the file on your diskette or computer.
e If uploading a CSV file, enter the first term in Cell A1 and the definition
for term 1 in Cell A2. The second term should be entered in Cell B1 and
the definition for term 2 in Cell B2, etc. Make sure you save the file as a
comma separated value file (.CSV)

Example of Excel CSV file

o If uploading a text file, enter the term followed by a comma and then the
definition. Make sure you save the file as a text file (.txt)

Example of Text file

4. Choose whether to overwrite or append the existing glossary terms.

Please select the processing method for this uploaded list:
® Add the terms in this list to the existing Glossary
) Delete all existing Glossary terms and replace with the terms in this list

5. Click Submit.



Messages

Messages is an internal messaging system that allows students and instructors to
send messages to one another in the Blackboard course. Note: This is not email.
Users will have to log in to Blackboard and access the Messages area to read any
posted messages.

To create a new message:

1.
2.

3.

4.

Select Messages from within the Control Panel.
Click New Message.

Click the To: field to select Users within the course who will receive the
message.

A list of all Users in the site will pop up. To select a User to receive the
message, click on the name of the User (the name will be highlighted in blue
after you click on it) and click the button to add the User to the Recipient list
on the right side of the screen.

4 Select Recipient(s)

celect Recipients for the To line: Recipient(s):
Fawrer Dustin Click here to add  # Eight ATS
Fiftean, AT= Users to the @ Elewen, ATS
Four, ATS recipient list
Fourteen, ATS (@ Click here to remove Users
Jones, Myra (Instructor) from the recipient list
king. Karen D. (Instructor) hd
Cancel ) Submit )
Click Submit.

Follow the same procedure to add Users to the CC: and BCC: fields, if
desired.

Enter the Subject and Body of the message.

Click Browse to attach any files.

Click Submit when you are ready to send your message.



To view sent/received messages:
1. Select Messages from within the Control Panel.
2. Select Inbox to view messages you have received.
3. Select Sent to view messages you have sent to other users.

< Folder:lInbox

B oy Message Fey hfark Read Fz Mark Unread ™ Remove

- v - -

b

) | Sender | Subject i |
] B Wyra Jones Communications workshop Tue, Aug 10, 2004 588 PM
Fl ] @ Wyra Jones Document attached Tue, Aug 10, 2004 5588 PM

oK )

4. Click on the name of the message to open it. You can reply, forward,
remove, or print the message.

Online Journal

The Online Journal is a tool to track student’s daily activity and encourage reflective

learning. The Online Journal is private and can only be read by the student and the
instructor.

Reading and commenting on journal entries:

1. Select Online Journal from within the Control Panel.

2. Click the drop-down arrow to select journal entries for
specific students or select All Students.

3. Click on the student’s name to view the journal entry
you wish to view.

[Zelect Student] +

All Students
[ “iew Totals H Freferences H Instructions H Export Journals l
[Select Student] v [SelectDate] v [Select Commented On] |+
Student 4 Date Commented On
ats 8/10/2004 19: 11 Mo
4. Click Add Comment to respond to the journal entry.
Changing your preferences:
1. Click Preferences.
2. Click Yes or No to allow students to Edit or Delete =
A ) references
their journal entries.

3. Click Save Changes.




Advanced Group Management

The Advanced Group Management feature simplifies the process for organizing
students into private online groups. Group members can share discussion boards,
collaboration sessions, file exchange, and group email. It is ideal for use by members
who are collaborating on assignments.

Adding a Group:
1. Select Advanced Group Management from within the Control Panel.
2. Click Add Group.
Add G
3. Give the Group a unique name and enter a £ e
description for the
Group.
4. Click in the boxes to place a green [] Enable Group Discussion Board Function
check mark and indicate which
communication tools will be

[] Enable Group Yirtual Classroom Function

available to the Group. Make the [] Enable Group File Exchange Function
Sr:to(;jrp visible so that students can [] Enable Graup E-mail Function
5. Click Submit. Make group visible now: ® Yes ONo
Click Modify to change these options
later.
select|  Group Javailable[chat|Discussion|E-MaillFile Transferluser Count
Bluehirds vy o o vy vy 0
Canaries v x x x x 0

Randomly assign users to Groups:

1. Place a green check mark in the box next to the Group into which you wish to
add Users.

2. Click View/Assign Users.

3. Alist of all Users in the course will appear. The third
column indicates which Users are assigned to the
Group.

X = User not assigned to Group « = User is
assigned to Group

To add users randomly, click Randomize. (You cannot randomly select groups
if you have manually assigned some Users.)

4. Indicate the number of Users to be included in the Group and whether
Blackboard should allow overlaps.

5. Click Submit.

@q}. WiewAssign Users

Manually assign users to Groups:

1. Place a green check mark in the box next to the Group into which you wish to
add Users.

2. Click View/Assign Users.

3. Alist of all Users in the course will appear. The third
column indicates which Users are assigned to the
Group.

» = User not assigned to Group «' = User is
assigned to Group

ﬂ&q} Wiew/Assign Users




To add users, click Modify.

4. Place green check marks next to the Users who should be added to the
Group.

5. Click Submit.

Note: You can select multiple groups to speed up the assigning process!

Voice Announcements

The Voice Announcement feature allows instructors to create an announcement with
a voice message attached.

To create a new Voice Announcement:

1. Select Voice Announcements from the Control Panel.

2. You may go ahead and enter your Subject and Message here, you can leave
them both blank, or you can modify the announcement later using the text
box editor to change font sizes, colors, etc.

3. To record your message, click the Record button and begin speaking into your
microphone. You can pause recording if you wish. Click pause again to
resume. When you are finished click Stop.

4. To review your message, click Play. If you wish to change your recording,
press the record button again. This will record over your previous message.
Click yes to continue recording.

Student Access
Where do students go to access these tools??

Announcements My ETSU Bb, Main page, Course menu link,
Communication

Collaboration Communication

Course Calendar My ETSU Bb, Communication

Digital Drop Box Tools

Discussion Boards Course menu link, Communication

Glossary Tools

Group Pages Course menu link, Communication

Messages Communication

Online Journal Tools

Send Email Communication

Staff Information Course menu link

Tasks My ETSU Bb, Tools

Adding a Course Menu Link

Select Manage Course Menu from within the Control Panel.
Click Add ToolContent Area.

Tool Area
Select the Area Type from the drop-down list. il
Click Submit.

PONPE



