Accessing Your Blackboard Course

» Once you know your UserID and Password you can login to Ulink to access
both NetMail and Blackboard.

» To see the complete list of items accessible from Ulink once you have
logged in, click on the “Student Services” Tab (circled below) at the top of
the window.

» This will allow you to access your personal information and school
information such as Financial Aid and other services available to you.

» The link to access Blackboard is located under an area labeled “Academic
Resources”. In the screen below it is located at the top right side. It may
be located in a different area of the screen when you login.
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» Once you click the link labeled Blackboard, you will see the following page.
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Uszers using any form of pop-up blockers, which may include the Google Toolbar and AOL should
disable blocking for the blackboard lovisville edu website. Chatrooms and some other features will not
work with pop-up blockers.

» This page contains information about pop-up blockers. It is very
important to make sure you turn off any pop-up blockers you have because



some functionality of Blackboard will not operate correctly while the
blockers are turned on.

» You will see a link that says “Launch Blackboard 6.0”. If you click that link
you will be directed to the Blackboard Login page. (shown below)
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» To login you will use your ULink UserID and Password in the area
circled above.

» On the left of this screen, you can access the online help that is
available for Blackboard, Ulink and NetMail.

» Also you will see a message at the bottom of this area regarding
Maintenance for Blackboard. It explains that Blackboard will
unavailable for use on Fridays from 10:00pm to 2:00am on Saturdays
each week.

» The system may be available some time during these maintenance
periods but do not plan on the system being available on a regular basis
during these scheduled hours.

» This will bring you to your own Blackboard “My UofL” page where
any and all online and web-assisted courses you are registered for will
show up in a listing on the right side of the page.

» Locate the course you wish to enter and click on the listing.

» This will bring you into your main entry for each course



Welcome, Joni Layout

& Announcements

B Calendar My Announcements (=] My Courses @ &
@ Tacks Mo system announcements have been posted today. Courses in whi enrolled:

B4 Send E-mail AC3 Informational Site: 3 D ce Learning Library Ser Informational Site

& User Directory e Demo "Do" Posted in Documents % Announcements.

Address Book e Updated PowerPaint Slide Show 3 EDAD 607-60: PRIN OF EDUC LEADSHIP-S\ym
IIE;L PEL_U”a' + Updated Briefing Mo Announcements. )
m — 3 EDAD 684-75: ED RES MGMT POSTSEC EP-Spring 2003
B8 iew Grades Announcements.
EE 50: INSTR DESIGN LOPMT-Spring 2003
el O Mo Announcements,
Mo calendar events hawe baen posted today. R4 ELFH 620-75: LEGAL ISS IN P-12 EDUC-Spring 2004
mare. .. Mo Announcements.

3 ELFH 682-50: ORG & ADM H EDUC-Fall 2003

Mo Announcernents.

4 ELFH 710-75: DOCTORAL SEM EDUC LDRSHP-Fall 2003
Mo Announcements.

3 Virtual Writing Center
Mo Announcernents.

Courses you are teaching:
[ AC3 Informational Site
Announcements

* Demo "Do" Posted in Documents

Blackboard System Requirements

Blackboard works entirely through a Web browser (Microsoft Internet
Explorer or Netscape), so you need no special software for Blackboard. The
main requirement is that your browser must be up-to-date and current:

» Microsoft Internet Explorer 5 or later or Netscape 4.76 or later.
Blackboard is not compatible with Windows 95 or Mac OS 8.6 or earlier.
We have tested Blackboard 6 with Windows 98 and noticed no problems.

You should use a minimum of a 56K modem.
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Some components of Blackboard require “Java” software that is not
automatically included with some Windows systems but can be
downloaded from the Web at no charge and easily installed.

» Files with formats like Adobe Acrobat PDF, Microsoft Word, Microsoft
Excel, and Microsoft PowerPoint need specialized software to display on
some systems where the programs themselves do not exist. Free “readers”
for these files can be downloaded from the Web at no charge and easily
installed, just visit the UofL, Plug-ins site

» If you need assistance with browser upgrading or configuration, notify the
Help Desk at 502-852-7997



» The next few sections of this guide will explain some of the functionality
you may use during the semester in each of your classes.

The Digital Drop Box

The Digital Drop Box function in Blackboard has many functions. The list
includes:

e Allowing instructors to send electronic files to individual or a group of
students in a class.

e Allowing students to store electronic files on Blackboard for each class
he or she is enrolled.

e Allowing students to send electronic files to the instructor (only) in
each course he or she is enrolled.

It can be an electronic file space for each user in the system. A drop box is
available to each student and each instructor for each class he or she has access to
on the Blackboard system.

Student View: This is the view from the Student’s Perspective.
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You will be able to access the Digital Drop Box from the “Tools” menu if the
instructor chooses to make it available for you.
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From the above screen, the student would click on “Digital Drop Box”.

@ Course Map

My UafL Courses & Catalog

AT BT COURSES & CATALOG » ELFH 616: L. LEAKE - INTERMSHIF AMD PORTFOLIO... > TOOLS * DIGITAL DROF BOX
. Announcements

VT EES T
C_ Information fln Add File ‘ [FF send File

C_St af_f Information '

H Forwarding Netmail
] Submitted by: Linda Leake (laleak01)

f:—c;;n‘ﬁ“;a “; Received on: 2004-07-01 3:17:27 PM

@ Course Map

From this screen the students could choose “Add” to put a file in their personal
Drop box.
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Click "Submit” to finish. Click "Cancel” to abort this process.
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When “Submit” is pressed the following warning will appear.

Microsoft Internet Explorer |£|

please use the Send File button,

'2 This file will be added but MOT sent, In order to send the file,
Send File can be used ta simultaneously Add and Send a File,

The following screen tells you, “the file has been added but not sent” to the
instructor of the course. When “OK” is pressed the acknowledgement screen will
appear.
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When “OK” is pressed you will be returned to the Drop box main screen.
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The list above contains one added file and one submitted file. In your view the file
that has been added but not sent to the instructor is denoted as “Posted” (circled
above). The file that has been sent to or from the instructor, is denoted as
“Submitted.”

Sending a file from the student’s view appears below.
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The student would press the “Send File” button from the screen above.
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The form for sending a file to an instructor appears above. The first section is the
file information. The student can send a file already contained within the drop
box for this course using “Select File” or select a file on his or her computer or
disk by pressing “Browse”. It is advised for each student to place your name
somewhere in the title box. An Instructor will receive files from all the students
in class, so having your name in the title will help the instructor know whose files
have been received and easily keep track of them.

The Discussion Board

The Discussion Boards feature in Blackboard will allow for asynchronous posting
and responding to forum messages. An advantage of the Discussion Board is that
conversations are logged and organized. Conversations are grouped in threads
that contain a main posting and all related replies. To create a forum in the
Discussion Boards, login to Blackboard and choose the course in which you want
to work.



Students and Instructors may access forums by clicking on the appropriate link in
the Discussion Board. When a forum is accessed a page appears which lists the
different threads in the forum. A thread is a message that is posted to a forum.
Participants can post new threads in a forum and reply to threads that have
already been posted.

Note: Students are able to create new threads on the Discussion Board, if
allowed by the Instructor. Students can not create a forum, they will only be able
to add threads to existing topics.
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To read or post a thread in the Discussion Boards click the forum name and view
the contents within.
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To read a submitted thread, click on the title of the thread. The available options
on this screen include:

¢ Add New Thread: Form to create a new message

View all Messages: All messages appear.

View Unread Messages: All unread messages will be shown.

Thread title: click here to read the submission

Sort By: Drop down menu allows for sorting threads by Author, Date, or
Subject
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To respond to a message in the thread, click on the “Reply” button in the
message. The submitted thread contains the following information:
e Current Forum: The name of the Forum
Date: Date the thread was submitted
Author: Name and email address of submitter
Subject: Title of the thread
Message is listed below these items
Reply: Button available for you to respond to the thread
Current Tread Detail: Includes the original thread and all replies to the
thread
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Type your response to the thread in the Message box and click Submit. The
following options are available:

e HTML: Displays text as coded using HTML tags
vx: Opens the WebEQ Equation Editor
<,> Opens the MathML Equation Editor
ABC: Opens Spell Check
Preview: Opens the text as it will appear to the user
Post message as Anonymous: (if available) click in the check box if desired
Attachments: Click on the “Browse” button and search your hard drive for
the appropriate file to load to the thread
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Your reply is added to the thread for all to read.

The Glossary Feature:

The Glossary is a collection of terms for a course. It is useful as a reference when
students are reviewing new or complex material.

Student View of the Glossary:

COURSES & CATALOG » ZBBS-0LD: ELFH A16: L. LEAKE - INTERMSHIP. .. * ANNOUMCBEWENTS

Iﬂ’femShip and Pogefolio

TSentation
By Linda Leake EDTD 6.

VIEW TODAY | VIEW LAST 7 DAYS | VIEW LAST 30 DAYS ‘| VIEW ALL

Students will access the Glossary from the “Tools” Menu.
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Once the Glossary is clicked from the above screen, an alphabetical list of your
glossary will then be viewable.
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The students can then use the alphabetical listing above to see other entries that
the instructor has entered into the glossary for this course.

Group Pages

This function will allow for group members to work within Blackboard’s
environment in a space designated within your course for those specific persons,
without fear of outside classmates seeing the work that has been accomplished on
the project.



The groups feature contains all of the synchronous and asynchronous tools that a
full course shell has but those tools are active for the members that are assigned
(by the instructor) to each group.

Those options include:

e Discussion Boards (asynchronous communication)

e File Exchange (the group members can share files within the group)
e Virtual Classroom/Chat (synchronous or real-time communication)
e Send E-mail
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June 18 - 25, 2004

Wed, Jun 23, 2004 -- Welcome to My Internship Portfolio!
The purpose of this presentation is to present the final requirements for the Masters of Ec

To access the group pages, click on the communication button (circled above).
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The student will then click “Group Pages” (circled above) to see a list of the
groups set up for this class.
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ﬁ Group One
Your project is to create a Blackboard tutorial for students on how to login to the Blackboard System.
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As seen above, you will see the group names and information. If there are
multiple groups for each class the entire list will appear. If you have access to a
group the name of the group will appear underlined. If you do not have access to
a group, the group name will be listed but will not be underlined.
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Use your group discussion board for course-related debates and conversations.
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Enter collaboration sessions and view session archives.

P File Exchange
Exchange files with your group members.
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Send e-mail messages to one or all of your group members.
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The four options listed above are all communication tools for the students with
access to this group. The next few pages will discuss each of the four options in
further detail.
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Use this forum to provide your group mates with progress reports on your part of the project.

The above screen is a view from your perspective of the Group Discussion Board.
Within groups you can add forums to this discussion board just as instructors can
in the main part of the course.



This discussion board operates in the same way as the ones contained in the main
part of the course but only the students assigned to this group have access to it.
The group members would click on the title of any forum listed above to add or
reply to any messages there.

ome Help Logout
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The second item in the list of tools inside the groups area is the group chat. Again
students in this group have the rights to create chat sessions and manage the
archives and sessions.
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The third item within the group area is a file exchange. The purpose of this is to
allow the members of the group to have a space in which each member can add
parts of a group project and where all members can see those documents.



The final tool available in the group pages section is a “Send E-mail” function.
This will only send emails to the members of the specific group and not to anyone
else. As pictured above the group members can choose to send to specific users
by checking the box next to each name or send to all the users in the group by
checking all the boxes.

The mail will go to your university email account. Remember, Blackboard
accounts are created with the university standard email accounts and can not be
changed. The students must use the email account given them by the university,
for all university emails.






