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Blackboard Support

Assistance via email: it@gvsu.edu
This account is read daily Monday-Friday excluding university holidays.
Assistance via telephone to our Bb Graduate Students: 616-331-8526

After hours/weekends/holidays: If calling the help desk after hours (616-331-2101)
callers are auto forwarded directly to Blackboard’s 24 x 7 service.

Blackboard Help Documents: http://www.gvsu.edu/elearn/help/. Note the A- Z section
also.

When you are logged into a Blackboard (Bb) Course, click the “Help” button on the left
panel for a variety of videos and PDF files for Bb assistance

Anna's Test Course
Announcements
Instructor Information
Syllabus

Documents

Assignments

Discussions
Grades
Email

Tools

Help

The Blackboard Company's website also contains a variety of help documents:
https://help.blackboard.com/Learn/Instructor

Logging into Blackboard

1. Open your web browser. Suggested browsers are current versions of Chrome, Edge
Chromium Firefox and Safari.
2. In the URL Location, type in https://mybb.gvsu.edu. A link to Blackboard is also



mailto:it@gvsu.edu
http://www.gvsu.edu/elearn/help/
https://help.blackboard.com/Learn/Instructor
https://mybb.gvsu.edu/

available on the GVSU homepage by clicking on the Bb icon on the top right corner

of thepage.
3 @(_';R.-u\'r)\;f\nF\-'ST.-\TFLNI\-'LRSH Y N = W Q. SEARCH PEOPLE & PAGES
4. Enter your network username (NOT your G-number), current password and click LOGIN.
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myBlackboard

Once logged into Blackboard, you will see the MyBb tab that lists all Blackboard courses you
have access to and displays announcements, organizations, calendar entries, and tasks for all
your Blackboard courses. Click on the hyper-linked name of your course to get access to that
specific course.
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MyBb Courses Community Motifications Dashboard

Login Information
Username and Password

Your Username is the same as your network login or the first part of your GVSU email
address (NOT your G-number).

- Faculty/staff example: Kate Smith’s email is smithka@gvsu.edu, thus her
Blackboard username will be: smithka

- Student example: Ben Smith’s email is smithbe@mail.gvsu.edu, thus his
Blackboard username will be: smithbe

Your Password is the same as your GVSU network/email password.

Note: Faculty/Staff members who are also students

If a Faculty/Staff member is taking classes at GVSU, they will use their Faculty/Staff
username to log into Blackboard, not their student username. All emails sent from
BB will go to their Faculty/Staff Outlook account.

Reset Password
Faculty/Staff and Students: may change their password at by visiting the Network Self-
Service Password Reset page.

If you need additional assistance, you can call the IT Help Desk at 616-331-210. Note: You
must have a personal email address and/or primary cell phone number in Banner before
being able to reset your password.


mailto:smithka@gvsu.edu
https://www.gvsu.edu/it/network-self-service-password-reset-124.htm
https://www.gvsu.edu/it/network-self-service-password-reset-124.htm

Faculty Course Assignments

All course assignments will be displayed on your MyBb page in the My Courses module.
This module contains courses where you are the instructor, and any other courses you
are enrolled in as a TA, grader, student, etc.

NOTE: If you do not see your courses under “My Courses”, contact your Departmental
Coordinator who acts as liaison to the Registrar’s office. Once the Registrar’s office has
the teaching assignment in Banner, Blackboard will reflect the change within 9 hours.

Courses Community Netifications Dashbeard

Add Module Personalize Page

Tools My Announcements My Courses

Announcements No Institution Anneuncements have been posted in the Courses where you are: Instructor
lost 7 days.

My Grades Video Reflective Journals
No Course or Organization Announcements have been

Send Emai posted in the last 7 days. Anna's Test Course

more announcements... £
Calendar Anna's Test Course 2 (not currently available)

User Management
Enrolling Students

Blackboard student enrollments are received from Banner every four hours.
Students are automatically added or dropped from a course based on their Banner
enroliment.

Any student not registered for a course in Banner, but needs student access in
Blackboard, must first request permission from the Registrar’s Office. Blackboard
Administrators can only add students fulfilling incompletes and students that are writing
consultants. These requests can be made to services.gvsu.edu.

Enrolling an Instructor, T.A., Grader, Course Builder, or Guest

If faculty want someone enrolled, other than a registered student in the course, send the

following information to services.gvsu.edu. This account is read during regular business

hours.

The following information must be included in an email request:

- Participant’s correctly spelled name

- GVSU email address

- Class they will be participating in (Ex: STA 215 01 Winter 2018)

- What rights they should have to your course (Student, Instructor, Grader,
TA). Description of these roles is found below.

- If the person to be added is a GVSU student include a very brief statement on
their purpose in the course. We cannot add any student who will be registered for
the course in Banner.

Note: Only graduate students can be given TA or Grader access to a course. To follow FERPA,


https://services.gvsu.edu/TDClient/60/Portal/Home/
https://services.gvsu.edu/TDClient/60/Portal/Home/

Undergraduate students can only be given Course Builder or student access to a course site.

Description of Course Roles

- Instructor = access to all of the control panel, can change privileges

- TA = access to almost all parts of the control panel (Faculty, Staff and Graduate Students
only)

- Grader = access to the Grade Center and assessment part of the control panel Faculty,
Staff and Graduate Students only)

- Course Builder = access to the documents part of the control panel. No access to Grade
Center.

- Student = no access to the control panel

- Guest = the person only has access to content items you’ve turned on guest access to
(you have to do it to each content item). If you click on the dropdown arrow, there is a
“Allow Guest Access”. They are all OFF by default.

Course Site Overview

When opening a course, you will be brought to the Announcements page (this is the
default course entry page). In the top left of your course is the course menu. These are
areas where you will add materials for students to see. In the bottom left is the Course
Management area and Control Panel. This section is not visible to students.

Anna's Test Course (Course is unavailable to students) Annsuncements Student Preview Mode

Edit Mode

Anncuncements

New Announcements appear directly befow the repositionable bar. Reorder by dragging announcements to new pesitions. Move priority announcements above the repositionable
bar to pin them to the top of the list and prevent new announcements from superseding them. The order shown here is the order presented to students. Students do not see the b
ar and cannot reorder announcements,

Anna's Test Course

Announcements
Instructor information

Syllabus

Create Announcement

LSS BStudentiNaviation Area

Assignments || (CEIREERENCEER)

.......... ~Jncements appear below this line
Discussions

Grades No Announcements found.
Email

Tools

Help

Course Management

Control Panel

Content Collection

Faculty Control Panel Area
(Not Visible to Students)

Course Tools
Evaluation
Grade Center

Users and Groups

Custornization

Packages and Utilities m
997.2017 Blackboard Inc. All Rights R
"

Help Blackboard  pAccessibility informatior

Course Availability

Initially, all your assigned courses will be unavailable so you are able to build content
before permitting students to view it. From the MyBb Tab on the top right, you will see the
classes your department has told the registrar’s office you are teaching. The courses
available to you are under your My Courses module. If the courses are marked “not



currently available” the instructor is the only person who has access to it. Faculty may
still add content when the course is unavailable.

My Courses

Courses where you are: Instructor
Video Reflective Journals
Anna's Test Course

Anna's Test Course 2 (not currently available)
How to make your course available to students:

1 Go to the course you wish to make available.
2 Go to the Control Panel.

3. Select Customization.

4 Select Properties.

Course Management

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center
Users and Groups
Customization

Enroliment Options
Guest and Observer Access

Quick Setup Guide
Teaching Style
Tool Availability

Packages and Utilities

Help

o

Scroll down to Set Availability
Select Yes
7. Click Submit

o

SET AVAILABILITY

Make this course available to users?

Make Course Available © Ves

Mo
Students will now be able to see the course. This has to be done for all courses.
Class Lists

Note: The class lists are automatically uploaded from Banner and synched with the BB courses
several times a day.

View a list of users enrolled in your course:



Click Tools, click Roster, and then click Go without adding any search criteria.
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View a list of users enrolled in the Course.

Search  [irct Name 4 Contains % Go

Download a list of students:
Go to the Grade Center, click Work Offline, click Download, Submit, and then Download again.

Filter Work Offline .

Upload

Download

T e AT iy

ler

To view the Photo Roster:
Click Course tools, Click Class Photo Roster.

Course Management

Control Panel
Content Collection

Course Tools

Achievements
Announcements

Batch Create Grade
Columns

Blackboard Collaborate
Ultra

Blogs

Student Preview Mode

This function allows instructors to navigate their course as if they were a student user. Use student
preview to review the course content and validate the course behaviors. In student preview, you
can also take tests/surveys and submit assignments.

To enter student preview mode, click the Student Preview button located to the left of Edit Mode.
In order to use Student Preview, Edit Mode must be ON in the top right corner of your Bb screen.
Edit Mode must remain on to make changes to your course.

T . .
O Edit Mode is: m




When you enter student preview mode, the student preview bar appears at the top of every
page. The bar displays the text "Student Preview mode is ON" and has Settings and Exit
Preview functions.

Student preview creates a student account, called the preview user account, logs you in as that
student and enrolls you in the current course. As a preview user, other students can interact with
your account and all of the work submitted by the preview user is kept like studentdata.

To Exit preview, click “Exit Preview”, in the orange banner.

Student Preview mode is ON Settings Exit Preview

When you exit the student preview, you are prompted to keep or delete the preview user and all
its associated data. Select the option you prefer and click the continue button.

Settings Exit Prewies

- i
-
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Sundent Preview Settings Extit Sudesa Preview

Select Keep the preview user and all data if you need to keep the user and data to see how
student activity presents itself to you as the instructor, such as grade calculations. If you keep the
data, the preview user account will appear in the course roster, Grade Center, and any place
where you did something as that user. Data from the preview user can be deleted later.

When you Save the preview user account, the dot in the middle of the Enter Student Preview
function icon turns green, indicating the preview user account is available for use.

To change the settings of the preview user, click Settings on the student preview bar. From here
you can delete the preview user, or choose to save the user.

Left Menu Area

Announcements

Announcements may be used to notify students about course events, time changes,
assignments due, corrections/clarifications of materials, changes in the syllabus, etc.

Create an Announcement



1. Select Announcements from the course menu
2. Select Create Announcement. If you do not see a create announcements, you
may need to turn ON your edit mode.
Announcements
ST AL L New Announcements appear directly below the
Announcements to pin them to the top of the list and prevent n
cannot reorder announcements.
Instructor Information
Syllabus
Create Announcement
Documents
3. Type Subject and Message
ANNOUNCEMENT INFORMATION
* Subject New Announcement . Black
Message
For the toolbar, press ALT+F10 (PC)ar ALT+FN+F10 (Mac).
T T T T | Pamgraph 2| Arial i aiapy = =S-T-~-#-& @ixNa
%D Oqmw EEE=EE = T g — - v
SPEESL v - T « 0@ L @
This is a new announcement
Path: p Words:4 “
4, Set the displayoptions that meet your needs. If you keep the default section
“Date Restricted” the announcement will be moved to the tab after 7 days.
WEB ANNOUNCEMENT OPTIONS
Duration =1 Not Date Restricted
Date Restricted
Email Announcement Send a copy of this announcement immediately
Students are still notified of this announcement even if this option is not selected
5. (optional) Click Browse to link content in the course to the Announcement. If
the link points to a content item that is not available, the link will not appear in
the Announcement until the content is available.
COURSE LINK

Click Browse to choose an item.

Location
Browse...

Note: Removing the content will remove the link to the content in the Announcement but the
Announcement itself will remain.



6. Click Submit
Modifying and Removing Announcements

1. Put your cursor over the drop-down arrow next to your Announcement and select
edit or delete.

New announcements appear below this line

New Announcement
Posted on: Monday, March 1

This is a new announceme ;.

Delete

2. To reorder your Announcements, use left your left mouse button and drag anddrop
your Announcements in the order desired.
Instructor Information

Instructors are able to add their contact information under the Instructor Information content
area. Other contacts can also be added in this area. To do this, follow the steps below.

1. Click Instructor Information
Click Create Contact

Contacts
Anna's Test Course
Announcements
Create Folder Create Contact
Instructor Information

Fill out the Information you would like to be included with the contact
Choose YES for Make the Profile Available

To add an image, click Browse

Press Submit when finished

ook w

Syllabus, Documents, and Assignments
These three Content Areas have the same screen. By default, they are in every new Blackboard
course. Once you are familiar with one area, you have also mastered the other two.

Suggested Uses:

Syllabus: Syllabus, Class schedule/ltinerary, Prerequisites
Documents: Any documents that supplement the course
Assignments: Instructions for labs, homework, projects, papers, etc.

10



Adding a new Content Area

To create a new content area, enter the course and find the menu at the left of your screen.

Select Content Area

Give the new content area a Name

Select whether you want the content area to be available to student
Click Submit

aroODN~

Content Area

Module Page

Blank Page
Tool Link Add Content Area
Web Link .
Name: gy wiki
Course Link
@ Available to Users
Subheader

Divider

Cancel

In Edit Mode ON, click or hover your mouse on the + button at the top left of the menu.

The new content area will appear at the bottom of the left menu list. To reorder the menu list,
simply drag the up/down arrows on the left of the content area list to the desired order.

Syllabus

Renaming, Hiding or Deleting a Content Area

Put your cursor on the drop-down arrow next to the content area you wish to rename or delete

and select the appropriate option.

File Names

When you save a file that you will be uploading to Blackboard it is important to follow

standard naming conventions.



Do not use any special characters like: , # > <~/ & ., or any foreign characters: i accent,
u umlaut, etc. The underscore (_) and the dash (-) are safe to use.
Make sure your file name contains an extension. Example: Lesson1.doc or sample_amounts.xls

Attaching a Document

Note: When files are attached to a course item, students must have appropriate software to
open the files. For example: If you attach an Excel document, students must have Excel on their
computer to open the file. Any type of file may be attached to Blackboard.

Make sure the Edit mode is ON first.

On the left, select a content area such as Documents
To add a new item, select Build Content

Select Item.

PN =

Syllabus

Build Content w Assessments v Tools ~ Part

Create New Page

Cor“eqt FOIder

Module Page
Audio

Blank Page
Image
Video Mashups
Web Link Flickr Photo

SlideShare Presentation
Learning Module

Lesson Plan YouTube Video

" Ensemble Video
Syllabus
Course Link

Content Package (SCORM)

5. Click in the Name field and type in aname

6. Type a brief description of the file in the Text field. This may also be a good area to
give due dates or other date sensitive items so that they are not part of the attached
file. The files may then be copied to future semesters without containing old dates.

7. In the Attach File field, click Browse My Computer

8. and locate the file from your computer or Browse Content Collection for items
already existing within your Blackboard course (see below). You can also attach
a file by dragging and dropping it into the outlined box.

ATTACHMENTS

You can drag files from your computer to the Attach Files area or use the browse functions. Files are saved in
the top-level folder in your course’s file repositary. If you select a file you do not want, click Do Not Attach to
remove the attachment from the content item. The file itself is not deleted.

12



9. Select the file you want and select Open
10. Leave the default Yes on permit users to view
11.  Click Track number of views to see if students are accessing the content

12. Choosing date and time restrictions is OPTIONAL. If you want to use Display
after, you may leave Display until blank.

STANDARD OPTIONS

Permit Users to View this © Yes (I No
Content

Track Number of Views Yes @ No

Select Date and Time ,\
Display After = )
Restrictions e 2EE) C
nter dates as mm/dd/yyyy. Time may be entered in any increment.
Display Until @ '@
Enter dates a5 mm/ddfyyyy. Time may be entered in any increment

13.  Click Submit to complete the process. A receipt will appear to confirm the process.

14.  To reorder your items, you can drag and drop them by placing your cursor over the
item and holding down your left mouse button and dragging it to the appropriate
spot in the list

15.  Click on the file link to view the document. The word processing program will launch
and open the file on your folder

Note: If your computer asks if you want to Save or Open the file, select Open.
Creating Folders and Organizing Files
It is possible to organize course files into easy to access folders.

1. From any content area, such as Course Documents, select Build Content
2. Under New Page, select Content Folder

Documents

Build Content v ssessments v ools v 'artner C

3. In the Name field, type a name. If desired, type a description for the folder in
the text box.
4, You can also choose to date/time stamp the folder and track the number of users.

5. Click Submit when finished

Accessing the folder and adding a document

13



1. Click on the folder link you created to enter the folder. Once in the folder,
adding documents is the same as any other content area.

Select Build Content and click on Item.

In the Name field, type a name.

Type a brief description of the file in the Text field.

In the Attachments field, click Browse My Computer and locate the file
Click Submit when finished

o gk wN

Creating an Assignment and SafeAssign
SafeAssign Assignments can now be created for ANY Assignment by following the same

steps for Assignment creation and then choosing the SafeAssign option under the
Submission Details area.

1. Select the content area where you want the students to submit the assignment.
Place your mouse over the Assessment button and select Assignment.

Assignments

Build Content Assessments Tools

2. Fill in the name of the assignment and use the instructions area to provide moredetails

about the assignment.

3. If necessary, you can also attach a file associated with the assignment.

4. In the grading area, enter the total points possible for the assignment.

5. Expand Submission Details by clicking it. Here you can choose the Assignment
Type, the Number of Attempts, and Plagiarism Tools

6. Check “Check submissions for plagiarism using SafeAssign” to apply

SafeAssignto the assignment

14



Submission Details

If any students are enrolled in more than one group receiving the same assignment they will submit more than one attempt for this ¢
these students with an overall grade for the assignment.

Assignment Type + Individual Submission

Group Submission
Portfolio Submission

Selecting this option will require students to submit a portfolio as a response to this assignment

Number of Attempts Single Attempt B

Plagiarism Tools 7| Check submissions for plagiarism using SafeAssign

SafeAssign only supports English-language submissions. See Blackboard Help for more details,

If SafeAssign is enabled with Anonymous Grading, SafeAssign Originality Reports will be hidden fro1
disabled. However, Students may still be able to see SafeAssign Originality Reports depending on th
SafeAssign originality report for their attempts" setting.

Allow students to view SafeAssign originality report for their attempts

Exclude submissions from the Institutional and Global References Databases

7. After checking the SafeAssign box, you will have the options to Allow students to
view originality reports as well as Excluding submissions from Global Databases.

8. Grading Options allows you to enable different grading preferences.

9. Display of Grades also allows further control of what and how students view

their grades as well as how they are entered.
10.  The Availability area allows you to choose when the assignment is available
11.  Click the Submit button when you are finished creating the assignment

Adding External Links

Instructors can designate course related external links (web sites) for students to visit. These can
be integrated into the course and used to take students on virtual “field trips” to course related
places on the web. Below is an example of how an external link will appear in Blackboard.

‘_‘._ GVSU IT website
Link to IT webiste
1. Click on the Content Area in which you wish to add an External Link

2. Select Build Content and then click on Web Link

15



Bulld Content v Assessments v Tools v Partner Content v

Create New Page

3. Enter the website name, URL (example: http://www.gvsu.edu/it/learn) and a
brief description. It is always a good idea to copy and paste URLs to cut
down on typographical errors.

WEB LINK INFORMATION

*Nams GVSU IT website

HEL http:/fwww.gvsu.edu/it/learn
For example, http://www.myschool.edu/

This link is to a Tool Provider. What's a Tool Provider?

4, Choose the options for the URL and click Submit. A receipt will appear to
confirm the process

5. View the link by clicking directly on the link

6. If you have selected Open in a New Window a new browser window will open and
take you directly to the site

Note: It is the responsibility of the instructor to maintain the external links section. Blackboard
has a built-in feature that allows you to check all of the URLS in your site at once. With this tool,
you can validate the Web Links within any area in your course.

In Control Panel, choose Course Tools, and click Link Checker

Groups

You can facilitate collaboration among students by setting up groups. Groups allow students to
establish a closer virtual relationship with members of the class and promote a sense of online
community. From a Group page, users may:

- send email

- exchange files others cannot vie

- enter discussion forums

- enter Collaboration sessions and Record student meetings/presentations

16


http://www.gvsu.edu/it/learn)

Course Management

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center

Users and Groups

Groups
Users

How to Enroll Course Group Members Manually

Click Users and Groups under the Control Panel

Click Groups

Click Create

Select Manual Enroll from either the Single Group (to create one group) or Group
Set (to create more than one group) lists.

Groups

APoObd-~-

You can facilitate collaboration among students by setting up groups. Grol
nity. More Help

Create v Import

Single Group Group Set

Self-Enrol| Self-Enroll
Manual Enroll Random Enroll

Manual Enroll

5. Enter the Group Name, Description, Tool Availability, and Module Personalization
Setting. Note: Only check the tools the students will need to use.

6. Add Users to the group by clicking on Add Users, under Membership. A new
window will open.

7. To view all students, select Not Blank and then click Go. Students can also be
searched by Username, First Name, or Last Name in the search bar. Check the
students who are to be included in the group. NOTE: To add instructors check “Show
all users regardless of role” and then search.



Add Users

Search:  Any ¢ NotBlank

Show all users regardless of role

a Anna Mennenga_PreviewUser Student
mennenan.sup_previewuser

new.alumni ALUMNI ACCOUNT Student

new.faculty FACULTY ACCOUNT Student

Add users | Cancel

8. Press Submit when finished choosing students.
9. Press Submit again to finish creating group.

Note: Adaptive release rules can be applied to the content page link, which would provide the
ability to limit the availability of the sign-up sheet

For instructors to see student group pages

1. Open a Course

2. Expand Users and Groups, under the control panel. Click Groups
3. Select the name of a Group. This will take you to the group’s page.
Email

All email sent from Blackboard will go to students’ GVSU email accounts. For students: The
email address is username@mail.gvsu.edu. Students may read their mail at
http://www.mail.gvsu.edu.

You can send email to individuals who participate in your course using the Send Email
function. Emails are sent to individual users or to groups of users within the course, such
as all Students. The email will be sent to the user's GVSU email. A copy of this email is
sent to the sender by default.

You can send email to the following people in a course:

o All Users: Sends email to all users in the course.

o All Groups: Sends email to all of the groups in the course.

) All Student Users: Sends an email to all students in the course.

J All Teaching Assistant Users: Sends email to all of the Teaching Assistants
in the course.

o All Instructor Users: Sends email to all of the instructors in the course.

o All Observer Users: Sends email to all of the observers in the course

o Single/ Select Users: Sends email to select users.

o Single/ Select Groups: Sends email to select groups.

o Single/ Select Observer users: Send email to a single observer or select

observersin the course.

Note: Recipients of each email will not see the email addresses of other recipients.

18
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Instructors cannot send email using this tool to others that do not have access to
the course/organization.

Send an Email

1. Access Email by clicking Email on the Course Menu
On the Send Email page, click one of the options listed to send the email, for
example, Single/ Select Users.
3. For the Single/ Select Users or Single/ Select Groups, 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 highlighted users are no longer highlighted and those
users that are not selected will be highlighted.
Type your Subject.
Type a Message.
Optionally, select the Return Receipt box to send a copy of the message to thesender.
Click Attach a file to browse for file from Click to toggle glossary term definition:
Your computer. You can attach multiple files. After you add one file, the option
to attach another file appears.
8. Click Submit.

No oM

EMAIL INFORMATION

To

Available to Select Selected
Mennenga_PreviewUser, Anna Mennenga, Anna
Student, Anna
nvert Selection Select Al Invert Selection Select All
From Anna Mennenga - mennenan@gvsu.edu (mennenan@gvsu.edu)
Subject First Class
Message
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T T Paragraph ¢  Arial dlagizp) S-S -TA L HA
$Doam =SEEE = T"| T: B L - v -
T « 24 @B
Email Message|
Path: p Words:2
A copy of this email will be sent to the sender.
Return Receipt
Attachments Attach a file
Click Submit roceed. Click Cancel to go back Cance!

Sending Email from the Grade Center

Navigate to Grade Center. In the left column tick the box beside the name
of the student you wish to email. Hover over the student’s name and click the drop-down
arrow, then Email User, or click Email in the menus.



Move To Top Emall
Move To Top

Grade Information Bar

Grade Information Bar I Email Selected Users

AST NAME FIRST NAME USERNAME D
LAST NAME Email Selected Users and their
Observers B Mennenga Preview Anna D mennenan.sup_pre
Mennenga Email Observers for Selected Selected Rows: 1
Users Move To Top Email Hide Other Rows
Mennenga_Preview = Anna mennenan.sup_pre View User Statistics
Browse Adaptive Release
Status
Student Anna mennenan.student

Email User

Note: Students are not able to see which students are included in the email. It is BCC.

Note: Another quick way to send out an email to everyone is to create an announcement. An
Email of the Announcement is sent to everyone.

Discussion Board

For detailed information on Discussion Boards visit http://www.gvsu.edu/elearn/help/, and click
on Faculty Help. There will be multiple help documents on Discussion Boards. For a brief
overview of Discussion Boards, follow the steps below...

Create a Forum

1. Click the Discussions tab on the course menu

2. If you have previously created groups, go to the groups to create a discussion
board from the Course Tools area and choose Discussion Board.

3. Click the Create Forum button

Discussion Board

fnos’s Fant Careas Forums are made up of ind)

Announcements

Instructor Information Craetn FOruen

Syllabus

Documents

Assignments

Discussions
Grades
Email

Tools

Help

Type in the name of the Forum

Type in a description or post your discussion questions

Set Forum availability if the Forum is to only be available during certain dates.
Check or uncheck any settings that seem appropriate.

Click Submit when

done.

Deleting a Forum

© N O~
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To delete a forum, check the box next to the forum and select Delete at the top of the page.
You can also delete a forum by clicking the drop-down arrow next to the forum and
clicking Delete.

Delete

@ FORUM DESCRIPTION TOTAL POSTS UNREAD POSTS TOTAL PARTICIPANTS
Respond to the discussion here by creating a new
I @ Discussion D thread ] 0 0
" Properties of various discussions
Delete
Open
Edit Displaying 1 to 1 of 1 items Show All Edit Paging...
Manage
Copy
| Delete

Manage a Forum

To see if a thread has had activity, you must look under Unread Posts. Here you can also see
the total number of posts and total participants.

Discussion Board

Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to organize discussions. More Help

Create Forum Search

Delete
DESCRIPTION TOTAL POST UNREAD POSTS OTAL PARTICIPANTS

Respond to the discussion here by creating a new
thread 0 1

Displaying 1 to 2 of 2 items Show Al Edit Paging

Grade Center

For detailed information on Grade Center, visit http://www.gvsu.edu/elearn/help/ and select
Faculty Help. Grade Center posts all student grades associated with Tests and Assignments.
The Grade Center also accommodates scores for essay questions and grades for work
completed outside of Blackboard.

Instructors may also view the results of Surveys. Assessments and Assignments that are made
available through a Content Area are viewed and graded in the Grade Center.

To access Grade Center, select Grade Center in the Control Panel and click Full Grade Center.
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Course Management

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center

Needs Grading

Assignments
Tests

Users and Groups

To add items to To create average, min/max, Tochangsithe Grads Centar,
oy e e R settings such as grading periods,

weig yan Y schemas, categories, smartviews, To download/upload
Grade Cdnter : Full Grade Center and column organization into/from Excel

When screen Beader mode is on, the Grade Center data glipears in a simplified grid. You gannot freeze columns or edit inline, moking it easier to navigate using the keyboard, To enter a grade, access
a cell's conteftual menu and click View Grode Detal, hen screen reader mode is off, you can type a grade directly in a cell on the Grade Center page. To enter a grade: click the cell, type tile grade v
alue, and pi the Enter key to submit. Use the keys or the tab key to navij through the Grade Center. More Help

Create Column Create Calculated Column v Manage v Reports v F To create prmtable reports Filter Work Offline v
from Grade Center

Move To Top Email Sort Columns By: Order:

Layout Position AAscending
Grade Infarmation Bar
LAST NAME FIRST NAME USERNAME STUDENT ID LAST ACCESS AVAILABILITY WEIGHTED TOT, STOTAL
Tl | Mennenga_Preview Anna mennenan.sup_pre March 13, 2017 Avallable
Selected Rows: 0 T
Move To Top Email lcon Legend

Edit Rows Displayed

Adding Items in Grade Center

Instructors can create Assignments and add them to a Content area. Assignments list the name,
point value, and a description for class work. Instructors also have the option of including
attachments to an Assignment. Instructors also have the option to add columns in Grade Center
without adding an Assignment in a content area.

1. Click the Create Column icon to add a new item to Grade Center

Blackboard Essentials {Course s unavailable to students) Grade Center

Grade Center : Full Grade Center

The Full Grade Center displays oll columns and rows in the Grode Center and is the defoult view af the Grade Center. Mare Help

Blackboard Essantials
Announcements

Instructor Information
Create Calculated Column Manage Reports

Syllabus

2. Enter the Column Name, choose the Category, if desired write a short
Description of the item, the Date the item is due, points possible for the item,
choose the Primary Display type for the mark, and choose whether to make grade
Visible to the students
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3. Click Submit

COLUMN INFORMATION

¢ iCokimn Name Participation

Grade Center Name

Description
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T T Paragraph § Arial 4 a(izpy ECE-T- 203 0 M A
¥Doamwo EEEE = el T — = o

@ @ Bl f. oMshups - T « @ @ & B HTHL £S5
opticnal description of column

Path: p Words:3

Primary Display Score

Grades must be entered using the selected format. Grades display in this format in both the
Grode Center and My Grodes.

Secondary Display Percentage

This display option is shown in the Grade Center only.

Category No Category %

Points Possible 50

Associated Rubrics Add Rubric

Note: You must choose a category if you want to drop a score or use weighted grades or
sort/filter the grade column.

Entering Grades

You have two options for manually entering or changing grades in Grade Center. The first option,
Option A, allows you to enter or change grades for the entire class and/or individual students in a
spreadsheet- like way. Option B allows you to override a student’s grade, to attach feedback or
grading notes to the grade, and to view Grade History.

Option A: On the Grade Center page, enter a grade by clicking on the cell in which you
would like to put a grade (you may need to scroll to the right to find the column) and
type the grade directly into the cell (in the same format you chose for Primary
Display when you created the column, e.g.: Letter Grades for Letter display option).
Press Enter on the keyboard to save the grade and move to the cell below.

Option B: On the Grade Center page, hover your mouse over the grade you want to be
changed. Click the dropdown arrow next to the grade and select View Grade
Details. From this page, you can override the student’s grade, attach feedback, and
view attempts.

Uploading Grades from External Sources

To eliminate repeated entry of Grade Center data Instructors can upload grades from external
sources such as a “Comma-separated Value” with file extension “.csv”’. Excel spreadsheets can
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be saved as .csv files by choosing Save As and then changing Save as Type to CSV. Data must
follow the downloaded grades format on Excel to upload correctly and be synched with existing
Grade Center data.

To upload or download grades

1. Place your mouse cursor over the Work Offline button in the Grade Center.
2. Click Upload or Download.

Filter Work Offline v

Upload

Download

Urder:

nn A Asrendine

Manage

The Manage option allows the Instructor to modify Grade Center items and how they will
appear in Grade Center

1. Click the Manage button
2. Click the appropriate option
3. Click the Submit button after you have made the changes.

1wV Manage v Reports v

Grading Periods
Grading Schemas
Grading Color Codes
Categories
figER, STaFVieNs \ST ACCES
Column Organization
new.all  pow visibility
Send Email
new.fa
MecGraw-Hill Connect To Do List

MecGraw-Hill Connect Reports
new. gy

Note: To reorder Grade Center items, go to column organization drag and drop the columns by
holding down your left mouse button and dragging.

Displaying Student Grades

It's a FERPA violation for students to see another student’s personal information. Use Hide
Other Rows to work with a student without displaying another student’s information

Select the student’s name, select drop down to the right of the student name. and select “Hide
Other Rows”
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Move To Top Email
Grade Information Bar

LAST NAME FIRST NAME LAST ACCESS AVAILABILITY WEI|

Mennenga_Preview Anna March 13, 2017 Available
Selected Rows: 0 S
Move To Top Email

Hide Other Rows

View User Statistics

Browse Adaptive Release
Status

Show all rows (students):

Select student name, select drop down, and select “show all rows”

Mave ToTap Email

Grade Information Bar
LA NAM RST NAME AST ACCESS AVAILABILITY
Mennenga_Preview Anna March 13, 2017 Available
Selected Rows: 0 [ ——
Move ToTap Emall

Show All Rows
View User Statis: Shaw All Rows

Browse Adaptive Release
Status

For additional Grade Center information, visit our IT Blackboard Site:

http://www.gvsu.edu/it/learn. You can also access help documents directly in your course by
clicking Help.
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