











To have the video play within Blackboard select Play in place. To have the video open in a new browser select
Thumbnail. Click Insert.

9 Play in place Width Height
[¥] constrain Proportions 480 360
) Thumbnail

(Video opens in a new window)

Date Management:

This tool changes dates of any item that is date restricted or has a due date in it. Use it for Course Copy.

Click Course Tools from the Course Control Panel then click Date Management

Select List All Dates for Review and click Start. If you do not see Select Date Adjustment Option, click Run Date
Management Again button.

Date Management

Automatically adjust all content and tool dates for this course. Select Use Course Start Date or Adjust by
Number of Days to adjust the dates accordingly. You can also review all dates and adjust them later. More Help

Select Date Adjustment Option

Use Course Start Date ( §
Adjust by Number of Days ( §

@ List All Dates For Review ()

Start

Ready to get started?

Click Next when date management progress is done.

Date Management Progress

Date Management process status for course name: Faculty Collaborate Workshop

A v

Date Management process completed successfully. 2 seconds

Processing will continue to run in the background, even if you choose to leave this page. You will always receive an email
reminder once processing has completed.

Any item that has a date restriction or due date will be listed

[71  NAME . DUE STARTS ENDS

[[] Assignment 1 8 NOV 2013 @
Assignment Fri 12:35 PM

[[] Midter Exam 20 0CT2013 26 OCT 2013 @
Announcements Sun 01:12 PM Sat 11:59 PM

[[] Midterm 24 SEP 2013 @
Test Tue 11:59 PM
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3. Forum Settings

If a Due Date is set, submissions are accepted after this date, but are marked late.

Viewing

) () Standard View
Threads/Replies -

(@) Participants must create a thread in order to view other threads in this forum.

If participants are required to create threads in order to view other threads in the forum, they
cannot delete or edit their own posts, and cannot post anonymously. Those options will be set for
you automatically.

Grade @ No Grading in Forum

(O Grade Discussion Forum: Points possible:

Grade Threads
Alignments () Forum alignments
(® Thread alignments

Subscribe A

/

Do not allow subscriptions
() Allow members to subscribe to threads

(® Allow members to subscribe to forum

(O Include body of postin the email

\

(® Include link to post

Create and Edit Allow Anonymous Posts

Allow Author to Delete Own Posts

All posts

@ Only posts with no replies

Allow Author to Edit Own Published Posts
V| Allow Members to Create New Threads
Allow File Attachments
Allow Users to Reply with Quote

[] Force Moderation of Posts

Additional Options D Allow Post Tagging

[] Allow Members to Rate Posts

Grade Center: Several changes have been made in Grade Center including new icons. Note that grade center icons
appear under certain conditions.
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@ User Unavailable

# Column Not Visible to Users
@) Completed

.;.) Needs Grading

¥ override

@ Attempt in Progress

@ External Grade

@ Grade Exempted for this
User

o Error

Not Participating

Circle with gray line-User Unavailable icon appears in Grade Center for different reasons, for instance, instructor can
make a student unavailable due to excessive absent.

o 13
(] Guesta Usera

] B4 - Anna
User Unavailable
Select 5

Circle with red line-Column Not Visible to Users icon appears when instructor hide a column to users.

 Total ~ \b/llidterm-xb ® quiz1

0.00 rCqumn Not Visible to Users ]

%

Ol e —
= = \

)
(D

St

22.00

Green check mark-Completed icon appears when instructor creates a column to show students’ assessment completion.

L o 2 o
=

Vv

&
[ complete]

Yellow exclamation-Needs Grading icon appears when an assessment is waiting for an instructor for review and grade.

Needs Grading
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Small orange triangle-Override icon appears when instructor overrides any grade.

Light blue time progress circle-Attempt in Progress icon appears when a student is taking an assessment.

-- ‘ Attempt in Progress

Circle with gray lines-Grade Exempted for this User icon appears when an instructor decides to exempt an assessment
for a specific or more than one students.

- \ Grade Exempted for this User

Item Analysis: It gives statistics on overall test performance.
Click small drop-down arrow of a Grade Center column and select Item Analysis.

Quick Column Information

Edit Test

Grade Attempts

Grade Anonymously

Item Analysis

Attempts Statistics

Download Results

Click Run. Item analysis report will generate; click View Analysis on the green status bar.

Update and Regrade: It allows you to reassign points to an assessment and update students’ grades automatically.
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Click small drop-down arrow of a grade column and select Edit Test.

Quick Column Information

Edit Test

Grade Attempts
Grade Anonymously
View All Attempts
Grade Questions
Iltem Analysis
Attempts Statistics

Download Results

View Grade History
Change the point, select question(s) and click Update and Regrade, click OK for acknowledgement and click OK.

Select: All None = Select by Type: -Question Type-

Delete and Regrade Points 10 Update and Regrade Hide Question Details

Multiple Choice: Who won the 2013 NYC Mayoral Election?

Question Who won the 2013 NYC Mayoral Election?
Answer Mike Bloomburg
@ Bill DiBlasio
Rudy Guiliani

View All Attempts: Shows the grade, the number of attempts, the date and time the test was taken, and the duration.
To view more details for specific student, click on the chevron next to the student’s score and select View Attempt.
This will display the student’s answers.

View All Attempts : Quiz-4

Grade Attempts Grade Anonymously Grade By Question

Lol — Username Grade Hitzmsd Date Status Duration
- Name Number
Banana Anna 20040822014008900010 0 1 November 8, 2013 Completed 00:00:18
11:55:42 AM
Guesta Usera 20060426023159770685 100[ 1 November 8, 2013 Completed 00:00:15
M
View Attempt
items Show All Edit Paging...
Clear Attempt

Access Log: Students’ access log can be viewed by clicking on Access Log from the student’s attempt. The access log will

display when the student saved each question.
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Click drop-down arrow next to a student’s name and click Attempt.

View Grade Details

Quick Comment

Exempt Grade

Attempt 12/10/13 0.00

Click Test Information to expand and then click Access Log.

* Test Information

Current Grade 0.00000 out of 20 points
Grade based on Last Graded Attempt

Status Completed

Attempt Score 0 out of 20 points

Time Elapsed ( minute. = Access Log
Started Date 121013 7:23 PM
Submitted Date 12/10/13 7:24 PM

Clear Attempt Clear Attempt =~ Click Clear Attempt to cl

Inline Grading Comments can be added to the student’s documents without having to download the document, and
students will see all the comments in a PDF. Students can upload their assignments as Microsoft Word, PDFs and

PowerPoint Presentation files. Inline Grading is not available for SafeAssignments.

To open the document for inline grading, go to the assignment in Grade Center, and then view a student’s attempt.

M Last Name First Name idterm ew Forum ssignment Tes
[[] Banana Anna 40.00 - -
[[] Guesta Usera 40.00
View Grade Details
[] Guestb Userb -
Selected Rows: 0 < Exempt Grade
Move To Top Email Attempt 11/8/13%; ‘

To add text and comments, click on the Comment button. There are 3 comment tools: Point, Area and Text. Click on
Comment then select one of the three.

Point — click to place the pointer, then type in the comment.

Area — drag the mouse over an area to create a box, then type in the comment
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Text — highlight the text in the document, then type in the comment
+ Comment |v| # Draw Highlight aA Text sse Strikeout  Highlighttool: | |[|[ ][]

» Point Comment

y Area Comment

SoicKiComment L Evelyn Pak: point comment
Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et

dolore magna aliqua. Ut enjm 2d minim.veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip
ex ea commodo consequat.|Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore

Evelyn Pak: area comment

eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia

Evelyn Pak: text comment]
deserunt mollit anim id est laborum."

+
To download the original, click on the download button = ' next to the document name on the right-hand side under
Submission.

QR @ 10f1 Ll Assignment Details ~
Y ¢ al

A aBe GRADE

Last Graded Attempt

Attempt
11/8/13 12:30 PM 10

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip
ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore
eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia @

R, . SUBMISSION
deserunt mollit anim id est laborum.

[ Assign1.docx

&

Draw tool — Click on the Draw icon, select a color and start drawing. Click complete when done with drawing.

Draw . Highlight aA Text sseStrikeout Draw tool: [l Il I Il

[+

ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusn +/ Complete ¥ Cancel

Text tool — Click on text, select a color and font size then click on an area and type in text

aA Text s Strikeout  Text tool: [l 10pt ~

Text tool

Strikeout tool — Click on Strikeout, then drag the mouse over the words to strikeout on the document

Highlight tool — Click on Highlight, select a color then drag the mouse over the words to highlight them on the
document.

Deleting an annotation:
To delete a comment, hover over the comment, and click Delete and confirm.
sunt in culpa qui officia

Evelyn Pak: text comment

) Reply o D%I;ete

To delete drawings, text, strikeouts and highlights, right click on it, click Remove and confirm

Text tonl
24 Remove Text
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After all grading is done on the document, enter a grade on the right-hand side, click submit to save.

'f‘ ';‘:’;‘ (J 10f1 rocodoc Assignment Details v
$ v 4 4 aA  me GRADE
Last Graded Attempt
Texttool 7
‘% +
v Attempt .
velyn Pak I 11/8/13 12:30 PM |8
Holor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et Evely ak: point comr

aliqua. Ut enrv ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquio.
o consequat.|Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore
pariatur. Excepteur sint-eceaecat-cupidatat non proident, sunt in culpa qui officia FEEDBACK - SHOWN TO LEARNER
it anim id est laborum.”

Evelyn Pak: text comm

Evelyn Pak: area comn

Holor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et
aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip
o consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia

tanim id est laborum.”

m

Tests Options — When creating a test, there are new test options available.

Test Availability Exceptions can be given to a group or specific students if they need more/less time, more/less
attempts. In section 3 of the test options, select a user or group for an exception, then enter the desired options.
3. Test Availability Exceptions

Click Add User or Group to search for course users and groups to add to the exception list. Timer and Force
Completion must be enabled in the previous Test Availability step to enable those settings for Exceptions. If you choose

to use groups, you must make the group unavailable if you do not want students to see group members. Click Remove
all Exceptions to delete all exceptions for the test.

Add User or Group Remove All Exceptions

2 Userb Guestb  Single Attempt v ] X

There are a few options when test results and feedback are available for students to see.

* Section 6 of the test option is the Show Test Results and Feedback.

* Under When, select an option in the drop down, then choose what the students are able to see.
* Up to two different options can be displayed to students. One option is to show the students the score right
after submission. After Attempts are graded, all answers can be shown also.
6. Show Test Results and Feedback to Students
Test results and feedback are available to students after they complete a test. Set up to two rules to show results and
feedback. Rules occur based on the events selected.
: i @ i
After Submission t] ] [] All Answers [ | Correct [ | Submitted [ ] 0
-—Choose-—
After Submission k
One-time View | [] All Answers [ | Correct [ | Submitted [] (|
On Specific Date
After Due Date
After Availability End Date
After Attempts are graded
Rubric:

You use a rubric to create evaluation criteria for an assessment and to define the grading of an assessment. It can be
created in two different ways-- from Course Tools or from within Content Area items.
Click Course Tools and select Rubrics. Then click Create Rubric.
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Type in required Rubric Information and Rubric Detail for the rubric and click Submit button.

Achievements:
Blackboard Achievement, found under Course Tools, is an indicator of an accomplishment, skill, competency, or interest
students complete and achieve. Create achievements for course completion.

Retention Center It shows students who are at risk. It is the upgraded version of the previous Early Warning System.

From Control Panel, click Evaluation then select Retention Center. The retention center will show a chart of the students
at risk and the problem areas.

Students currently at risk

View students not at risk

STUDENT - MISSED GRADES ACTIVITY ACCESS
DEADLINES ALERT ALERT ALERT
Userb Guestb ° ° [ ]
&Y Anna Banana °

Click on an area to see more information

Students currently at risk

View students not at risk|

STUDENT = MISSED GRADES ACTIVITY ACCESS
DEADLINES ALERT ALERT ALERT
Userb Guestb ° ° [ ]
9 Anna Banana °

MATCHING RISK FACTORS

External Grade is 25%
below class average Total Grade: 17.25%

29.37% lower than
of 46.63%

Alternatively, Retention Center can be viewed from the Blackboard Home page.

Blackboard Collaborate Automatically each course has a course room already created, as well as a room for the course
instructor. The course and instructor’s rooms by default are available as long as the course is available. Students will

enter as participants, instructors will enter as moderators. To change the settings, click Edit Room. To invite outside
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guests, click Allow Guests. You will send Guests an emails with the link to the room.
Blackboard Collaborate
Blackboard Collaborate offers a robust tool set that allows you to web conference and connect with one student or

your entire class. You and your students can collaborate using audio, video, and recording capabilities. You can also

use private and public chat, a whiteboard, application sharing, a clip art library, and the ability to add and edit
content at any time. More Help

& Course Room “ Evelyn Pak's Room “ Schedule a Session
= =

Edit Room Add Link Allow Guests Edit Room Add Link Allow Guests Set Defaults

new session can be created by clicking on Create Session. Defaults can be preset for these sessions by clicking on Set
Defaults before creating the rooms.

Visit the CUNY website at http://cuny.edu/about/administration/offices/CIS/functions/bb/userguides/faculty.html for
additional help.
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