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AADDDDII NNGG  AA  TT..AA..  
Before adding a TA  to your course, you 

must decide what tasks you would like 

your TA to be able to perform and assign 

them to the corresponding role  within 

Blackboard . If your TA  only needs to 

perform basic tasks, such as grading and 

discussion monitoring, assign them to the 

Teaching Assistant  role . If you would like 

your TA  to be able to build anything in 

your course, they will need to be assigned 

as a Section Designer. For Grade Book  

access, they will need to be a Section 

Instructor , and thi s will need to be 

assigned by your Instructional Designer.

  

To enroll your TA  as either a Teaching 

Assistant  or Section Designer:   

1.  Under the Teach  tab, select Grade Book .  

  

2.  Choose Enroll Members .  

3.  In the User Name  box, type the studentôs 

A-number . 

4.  Selec t  the checkbox  next to Teaching 

Assistant  and/or Section Designer  and 

choose Enroll .   

5.  Select Save  to save your changes.  

  

Note : Use this same 

method to add additional 

designers to your course.  
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AADDDDII NNGG  TTOOOOLLSS  
1.  In the Build  tab, click on Manage Course  

under Designer Tools .  

2.   Click  Tools .  A list will appear with all of 

the available tools in Blackboard . 

3.  Click the checkbox next to  the tools you 

want listed under Course Tools .  

4.  Uncheck the tools you want to remove . 

5.  After making any changes, click Save .  

Note: Tools  can be removed at any  time . The 

selected tools will be listed under Course Tools  

on the left  side of the  screen.   
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AANNNNOOUUNNCCEEMMEENNTTSS  
An announcement is a great method of 

sending information to your entire class.  

 

Post an announcement when:  

 You are sending a message   

to which you need no reply . 

 You wa nt to send a reminder, a 

notifi cation of change, etc. , that will be  

posted for a specifi c amount of time.  

 

CCRR EEAA TT EE  AA NN   

AA NN NN OO UU NN CCEEMM EENN TT   

To create an Announcement  in Blackboard :   

1.  Select Announcements  from the Course 

Tools  menu in the Build  or Teach  tabs .  

2.  Click Create Announcement  to enter the 

announcement information :  

 

Title : The title is very important. An effective 

title is the best search  tool when you are 

trying to fi nd a particular announcement.  

 

Message : Enter your announcement here.   

Be concise.  

 

Recipients  

Select who you want to receive the 

announcement by role .  You can select one 

role  or multiple roles .  Select the checkbox  

next to Select All Roles  to send the 

announcement  to everyone . 

 

 

 

Note : The Announcement 

tool needs to be added to 

your course before you can 

begin creating mod ules.  

To add the announcements 

tool, select the Build  tab> 

Manage Course > Tools .   

* For more information on 

adding tools please see our 

ñAdding Toolsò tutorial. 
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Delivery Dates  

The announcement will be visible to your 

recipients  between the two dates you select .  

You also have the option to have the 

announcement pop up as soon as the  student 

enters the course. To do this, check t he 

checkbox  next to Pop - up M essage .  Click 

Send  once you have completed fi lling in all the 

information . 

 

 

 

EEDD II TT   OO RR   DD EELL EETT EE  AA NN   

AA NN NN OO UU NN CCEEMM EENN TT   

EDITING  

You can edit an announcement only before the 

beginning availability date. You will  not be able 

to edit the announcement after it has been 

displayed.  

1.  From the Build  or Teach  tab, click the 

Announcement  option . 

2.  Select the action link  on the announcement 

and choose the Edit  option . 

3.  Make your changes and select Send  to 

save your edits . 

 

D ELETING  

You can delete your announcements at any 

time.  

Å Use the action menu next to the 

announcement or  

Å Select the check box and choose Delete  

from the bottom of the screen.  

 

Note : You can set up your 

announcements ahead of 

time and they will appear on 

the date that you select.  

Use the Pop -Up feature so 

that all of your  students will 

see the announcement, 

even if they are passive 

within your course.  
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AASSSSEESSSSMMEENNTTSS::  CCRREEAATTEE  
To create an assessment , you must be i n 

the Build  tab within your course section. 

Click  the Assessments link under Course 

Tools , then c lick Create Assessment.  You 

can create three different types of 

assessments:  

Quiz  ð A quiz  is graded by Blackboard  

and recorded in the Grade Book  

Survey  ð A survey  is NOT graded by 

Blackboard , but is recorded in the Grade 

Book  whe n it is completed by a student. 

The survey itself is anonymous.  

Self - test  ð A self - test  is graded by 

Blackboard, but it is not recorded in the 

Grade Book. S tudents will be able to take 

the self - test as many times as they want, 

yet they will not have the opportunity to 

go back and see their previous attempts. 

   

OO PP TT II OO NN SS   FF OO RR   CCRR EEAA TT II NN GG   AA SS SS EESS SS MM EENN TT SS   

You have several things to decide before 

creating your actual assessment :  

 

 

 

(continued)  

  

  

  

Note : The Assessment tool 

needs to be added to your 

course before you can begin 

creating modules.  

To add the Ass essment tool, 

select the Build  

tab> Manage Course >  

Tools .  

* For more information on 

adding tools please see our 

ñAdding Toolsò tutorial. 
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AA SS SS EESS SS MM EENN TT   OO PP TT II OO NN SS   

When you save the assessment , you have 

several options.   From the Assessment  

window, you can view the title of the 

assessment, the type of assessment, how long 

1.   Give your 
assessment a title.  

5.  You can choose to 

base your quiz on an 

already existing 

assessment.  

4.   Select the type of 
Assessment to create.  

3.  You can decide what 

title to display in the 

studentôs Grade Book . 

You want to keep this 

short but descriptive. It 

can be different from the 

assessment title.  

2.  Give your 

assessment a detailed 
description.  

6.  Select Save and 

Add Questions  when 

you have selected your 

options to begin creating 

your questions. Or 

choose Save  to return to 

the Assessment  
window.  
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the students have to take the assessment, and 

how many points the assessment is worth. 

 

 

Using the action link  next to the quick titles 

allows you to view additional options:  

Go to A ssessment : allows you to go directly 

to the assessment .  

Edit Properties : allows you to edit the 

settings of the assessment.  Depending on the 

type of assessment, the settings may differ.  

Preview : allows you to preview the 

assessment.   

Hide Item : allows the assessment  to be 

available or unavailable to students. This 

cannot be set to Show Item  until there are 

questions in the assessment.  

View Links to this I tem : allows you to see 

what component in Blackboard  is linked to this 

assessment.   

Set Release Criteria : allows you to release 

this assessment  based on a  group , a member, 

a date, or a column in the Grade Book .   

Export : allows you to zip up the complete 

assessment, download it from your section 

and put it into another section or template 

through Content Import .    

Delete : allows you to delete the assessment. 

Once you delete it you cannot retrieve it, so 

make sure you reall y want to delete it.   

EEDD II TT   AA SS SS EESS SS MM EENN TT   

PP RR OO PP EERR TT II EESS   

Choose Edit Properties  from the Assessment  

action link menu. Again, you  have several 

different options :   

 

Action Link  
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Duration Note : It is recom mended 

that you give the students a little 

more than a minute a question for 

objective tests. For example, if you 

have a test that is 50 multiple -

choice questions, you may want to  

give them 60 minutes.  

Student Score Note : If you have 

a paragraph question that you want 

graded before the students see 

their grade, you may want to 

release the score once the student 

has fin ished the assessment and all 

questions have been graded.  

5.  Decide how to deliver 

your assessment 
questions.  

4.  Edit the grade book 
column name.  

3. Set student visibility 

options. If you do not 

want your students to 

see the exam listed 

under assessments, 
select ñHide Item.ò 

2.  Set the assessment 
description if needed.  1.   Edit the assessment 

title if needed.  


