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ADDINGA T .A.

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 designers to your course.
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 @ Instructor Tools

Note : Use this same
method to add additional

as a Section Designer. For  Grade Book @ Manage Course
access, they will need to be a Section @ Assessment Manager
Instructor , and thi s will need to be & Assignment Dropbox [}
assigned by your Instructional Designer. [ Grade Book

To enroll your TA  as either a Teaching
Assistant or Section Designer:

1. Underthe Teach tab, select Grade Book . Enroll Members into this Course
Import from User Database
User name Assign roles

2. Choose Enroll Members : -
(A00318744 l ¥l Teaching Assistant ;_E_'E'_"’_“_I

3. Inthe UserName box, type the

[ auditor
A-number . as

[J section Designer
4. Select the checkbox nextto Teaching
Assistant  and/or Section Designer and | save | [ cancel
choose Enroll .

5. Select Save to save your changes.

T T E TSR RRY
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CREATE AND MAINTAIN YOUR COURSE IN BLACKBOARD 2

ADDING TOOLS

1. Inthe Build tab, clickon Manage Course &) Tools
under Designer Tools . Determine which tools can be used i
2. Click Tools . A list will appear with all of
the available tools in Blackboard .
Tools
3. Click the checkbox nextto  the tools you Tt o ets oot M EliSEK boss, RenGUsbols £ cles
want listed under  Course Tools . Organizational Tools

Calendar
Enter important events and deadlires, and allcw students to ent]

4. Uncheck the tools you  want to remove

O yel Search
. i Search for contert in the course.
5. After making any changes, click Save . @ Syllabus » o 3
Provide course requirerrents, objectives, and policies.
Note: Tools can be removed atany  time . The Communication Tools
selected tools will be listed under Course Tools e SRS SR
on the left side of the screen. & Chat

Chat with other users in the course in real timz, or use tke Whit

)? Discussions

Post and respond to messages on specifc topcs.
@ Mail

Send ressages to other users,

Who's Online
Chat with other users who are logged in to WebCT.

Student Learning Activities

(5) Assessments
Create quizzes, self tests, and surveys.

@ Assignments
Create assignments for students to submit online. Students can

& Course Tools

fiy Course Content

I8 Announcements

&) Assessments

&) Assignments
Calendar

&) Chat

5 Discussions

B} Learning Modules
£y Mail

ED Syllabus

@) Web Links

Who's Online

|..........................................................................................................................{

INFORMATION TECHNOLGGY, FACULTY ASSISTANCECENTER FORTEACHING
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CREATE AND MAINTAIN YOUR COURSE IN BLACKBOARD 3

ANNOUNCEMENTS

An announcement is a great method of
sending information to your entire class.

Note : The Announcement
tool needs to be added to

Post an announcement when: your course before you can
e You are sending a message begin creating mod ules.
to which you need no reply . To add the announcements
 Youwa ntto send a reminder, a o), exlEgting [BUE EhE
- . . Manage Course > Tools .
notifi cation of change, etc. , that will be . '
posted for a specifi ¢ amount of time. For more information on
adding tools please see our
AAddi ng Tool so t
CREATE AN
ANNOUNCEMENT ——
To create an Announcement in Blackboard : & Course Too

«

1. Select Announcements from the Course

Tools menuinthe Build or Teach tabs. ]

&) Assessments

2. Click Create Announcement to enter the
announcement information : Announcements

I Create Announcement I

Title : The title is very important. An effective
title is the best search tool when you are
trying to fi nd a particular announcement.

Create Announcement

To: section 1
Message : Enter your announcement here. “Title: [Test on Friday! ‘
Be concise. i g
essage:
Remember to study. You need to complete exam 1 before
o |Friday at noon.
Recipients
Select who you want to receive the
announcement by role . You can select one
role or multiple roles . Selectthe checkbox : :
[Juse HTML |
nextto Select All Roles to send the !
announcement to everyone
INFORMATION TECHNOLGGY, FACULTY ASSISTANCECENTER FORTEACHING
www.fact.usu.edu l’tahState

UNIVERSITY



CREATE AND MAINTAIN YOUR COURSE IN BLACKBOARD 4

Recipients

Delivery Dates *Select the user types that should receive

The announcement will be visible to your [ Select All Roles

recipients between the two dates you select . Section level

You also have the option to have the Section Instructor
announcement pop  up as soon as the  student Sectioh Designer

enters the course. To  do this, checkt he

. Teaching Assistant
checkbox nextto Pop -up M essage . Click el Sl

Send once you have completed fi  lling in all the B Student
information . [ Auditor
Delivery Dates
*Start displaying on: [W‘
@ [8:32 AM
E DIT OR D ELETE AN Stop displaying on: & Unlimited
O @ pe/io/ze |
ANNOUNCEMENT & Bazan |
EDITING [0 also deliver as a pop-up message

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. Note : You can set up your

1. Fromthe Build or Teach tab, click the announcements ahead of
Announcement  option . time and they will appear on

) ) the date that you select.

2. Selectthe action Il_nk on_the announcement Use the Pop - Up feature so
and choose the  Edit option . that all of your  students will

3. Make your changes and select Send to see the announcement,
save your edits . even if they are passive

within your course.
DELETING

You can delete your announcements at an
time ’ Y 2 22 [ Test Friday!|¥]

A Use the action menu next to the T » Edit

announcement or Preview

A Select the check box and choose Delete
from the bottom of the screen.

T T E TSR RRY
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ASSESSMENTS: CREATE

To create an assessment , youmustbei n
the Build tab within your course section.
Click the Assessments link  under Course

Note : The Assessment tool

Tools, then ¢ lick Create Assessment. You
. needs to be added to your
can create three different types of course before you can begin
assessments: creating modules.
Quiz & Aquiz is graded by Blackboard To add the Ass essment tool,
and recorded inthe  Grade Book EEeine il
) tab> Manage Course >
Survey 6 Asurvey is NOT graded by Tools .
Blackboard , but is recorded inthe Grade . .
o * For more information on
BOOk Whe n |t IS Completed by a Student add|ng tools please see our
The survey itself is anonymous. iAddi ng Tool so

Self -test & 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.

OPTIONS FOR CREATING ASSESSMENTS

You have several things to decide before
creating your actual assessment

Your location: Assessments

(continued)

[seeeeeeeenneeeeenennniiiiiiiinnniiiiiiiinniiiiiiiitttiiiiiiiitttiiiiiiiitttiiiiittttttiiiittttttiiiittttttttititttttates {
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3. You can decide what
title to display in the

st ude Grade Book .
You want to keep this
short but descriptive. It
can be different from the
assessment title.

4. Select the type of
Assessment to create.

5. You can choose to
base your quiz on an
already existing
assessment.

6. Select Save and

Add Questions when
you have selected your
options to begin creating
your questions. Or
choose Save to returnto
the Assessment

window.

1. Give your 2. Give your
assessment a title. assessment a detailed
description.

Create Assessment
*Title:

Description:

Iserm Yisibility: Show Item
@ Hide Item
{This item cannot be made visible until there is at least one question added)

Grade Boy % column name

The Grade Book column name appears in Member Management as a column header for this assessment.

Tyne
& Quiz

Quizzes are online assessments for which grades are assigned.

) Survey
Surveys are anonymous online evaluations for which no grades are assigned.

O Self Test
Self tests are assessments for which Students receive grades and feedback, though the grades are

Template
Select whether or not you want to base this assessment on an existing assessment,
® Do not base on an existing assessment

(O Base on an existing assessment:

Apply assessment settings only {do not include the questions)

! Save | | Cancel | - [ epve and Add Questions

*Required.feid

ASSESSMENT OPTIONS

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
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the students have to take the assessment, and
how many points the assessment is worth.

Order <+ [ Title Type Duration Points
21T [] Excel Exam %= Quiz Unlimited 38

22 2% [ PowerPoint Exam % Quiz Unlimited 35

23 BE [ Chapter 2 % ({Hidden) Quiz 1 Houris) i}

[@: Create Link an: |7- Salect - ijlz‘

Page: [2 (21-23) [w]® | & | B

Using the action link next to the quick titles
allows you to view additional options:

Goto 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 setto Show Item until there are
guestions in the assessment.

View Links to this | tem : allows you to see

what componentin  Blackboard is linked to this

assessment.

Set Release Criteria : allows you to release ) )
this assessment based on a group , a member, Action Link

a date, or a column in the Grade Book .

Export : allows you to zip up the complete e
. . 232 Chapter 2% | (Hidden
assessment, download it from your section £ = = )

and put it into another section or template
» Go to Assessment

through Content Import .

|y Edit Properties |

] Preview

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. 2% Show Item

801 Wiew Links to this Item

ED| T ASSESSM ENT ‘& Set Release Criteria
PROPERTIES st

| Delete

Choose Edit Properties from the Assessment
action link menu. Again, you have several
different options

INFORMATION TECHNOLGGY, FACULTY ASSISTANCEEENTER FORTEACHING u S
www.fact.usu.edu



CREATE AND MAINTAIN YOUR COURSE IN BLACKBOARD 8

3. Set student visibility
options. If you do not

want your students to

see the exam listed

under assessments,
select AHIi de |

~_ =

~

2. Set the assessment

1. Edit the assessment description if needed.

title if needed.

4. Edit the grade book
column name.

5. Decide how to deliver
your assessment N
guestions.

4

Duration Note  : Itisrecom mended Student Score Note . If you have

that you give the students a little
more than a minute a question for
objective tests. For example, if you

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
guestions have been graded.

have a test that is 50 multiple -
choice questions, you may want to
give them 60 minutes.

T T E TSR RRY
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