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Basic Skills Assumed

• Ability to navigate the Internet

• Copy and paste text

• Email

• Access files on hard drive

• Low level computer anxiety…

– (okay, that’s just a hope!)



To be Covered

• Post text-only Announcements (slide 7)

• Upload files, add folders and external links 
to existing course components (slide 12)

• Add course components to menu (slide 26)

• Customize look of menu (slide 34)

• Access gradebook and add assignments

• Email students (slide 54)

• Add Staff Info (slide 56)

• Add dates to Calendar (slide 59)



Login to Blackboard

• Go to the access point for Blackboard. It 
will be different for every school. CSCC 
has a link to it on their main screen.

• Type your username and password. For 
CSCC it’s the same as for Cougar Web.



Blackboard Main Page

• Blackboard’s main page lists system 
announcements and the courses you are 
teaching(or taking).  Click on one.



Blank Course

• Before we make any changes to the course, 
it will look like this:

• We’d first like to add an announcement 
welcoming students to the course.



Add Announcement

• Click on the Control Panel link on the left 
menu.

• On the left side of the Control
Panel page, under Course Tools
click on Announcements.

• Every time you want to add
or modify announcements
go here.



Add Announcement

• Click on Add Announcement

• In the text box at the
top, type the message.

• Be sure to include a title.

• Commands at the top
work like Word with
Bold, Italics, justify, etc.
type commands.



Add Announcements

• Permanent announcements
will always be displayed
at top on the front page, otherwise
it will come off the front page
after 7 days. Welcoming messages
are best as permanent.

• You can delay an 
announcement and have it open
at a certain time or have it stop 
showing on a certain date & time.

• You can email the announcement
to the class.
Email is always immediate.



Add Announcement

• The Announcement Receipt will display 
the announcement as it will appear on the 
main screen.

• Click OK to return to the
manage Announcements
screen.  From there, you
can click on Modify on 
the right if you need to
change anything.



Ideas for Announcements

Click on the name of the course at the top left to return to the course main screen.

• What should you include in the announcement?
– A general welcome

– Starting date of the course

– What students should expect to find in Blackboard 
and to what extent you will be using it

– Any other resources

– Anything they need to do before the start of class or 
can expect on the first day or first week

– Perhaps remind them how to get a hold of you

– Not sure? Let them know to look for it later



Add Files

• On the main navigation menu, there is a 
place for our syllabus as well. Let’s do that 
next.

• The syllabus “Display View”
will be blank.

• We can modify from the Control
Panel or by clicking on Edit View.



Add Files

• On the left are a series of links:
– Add item
– Add Folder
– Add External Link
– Add course link
– Add test

• If your syllabus is a single file, choose add item. 
• If multiple files, you can add a folder to collect 

them in (especially if using this course area for 
additional content). 

• Use External Link if your syllabus is accessible 
through the Internet elsewhere.



Add Files

• We will choose Add Item for the 
demonstration.

• Choose a name for the item.
(Description is optional.)

• Browse your computer
to find the item to uploads.

• Choose a name for the link
or filename will be displayed.

• Choose a display date or
make available.

• Click Submit when finished.



Add Files

• The file will display on the syllabus screen 
(Edit View).

• If you have multiple
items you can choose
the order in which they display by 
changing the numbers in front of the item 
on Edit View.

• If you have other files to upload, add them 
or folders to contain them.



Add Folders

• Adding Folders is similar to adding 
individual items, though there is no attach 
file option.

• Provide a name and
optional description.

• Provide accessibility
information.

• Press submit.



Add Folders

• Notice the change in icon for folders vs. 
individual items.

• Click on the folder
link in order to add
items to the folder.

• The options available 
are the same as for the main syllabus 
content area.



Add External Link

• To add external link you will need the 
URL on the Internet of the destination.

• A description of the
link is helpful.

• You can attach a local
file as well.

• Pick accessibility dates.



Add External Link

• The external link also has its own unique 
icon.

• As you add each
item, it will be added
to the Course Map
(available on Navigation Menu).



Ideas for Files/Content

• Items don’t need to have attached files.  You 
can post content directly to Blackboard in an 
item by pasting it into the description box.
For instance, important policies you want to 
draw attention to:
– Disability Services
– Late Policy
– Homework policies
– Suggested Homework
– Midterm Exam Schedule
– H1N1 & Snow Day Policies



Ideas for Files/Content

• What can I upload besides the Syllabus?

– Handouts

– Final Exam Review

– Quiz or Exams Keys (after the test!)

– Worksheets, assigned or supplementary

• What kind of links can I add?

– Links to the Math Department Tutoring Schedule

– College Final Exam Schedule

– Links to online math help sites like math.com



Ideas for Files/Content

• But won’t I have to do this again every 
quarter?
– Not necessarily.  You can archive sites at the end 

of the quarter, to use again.  Often handouts don’t 
change, so you’ll just need to change the syllabus.

• It seems like a lot of work. Do students use 
it?
– Yes! I stopped getting emails about “can you 

send me X”. No excuse for not having a handout 
even if they miss class.

– Plus, just post things as you hand them out.  One 
file here or there doesn’t seem like so much.  Cut 
and paste content where you can.



A Word about File Format

• If you are going to upload files to the course, 
you will want to keep in mind file format can 
be a hazard.  The best file formats are .doc 
(Word 2003 or earlier) or .rtf (Rich Text 
Format), or .pdf (Adobe Acrobat Reader).

• Most syllabuses at CSCC are in .doc format 
and will save that way when you save them. 
But if you create your own files, be aware.



A Word about File Format

• Other common file types are .docx (Word 
2007) or .odt (Open Office).

• Both these file formats can be opened with 
recently updated Office Programs, 
although Open Office formats may ask 
you to download their free software.

• Warn students about any usual file types 
that you are using and what they will 
need to do to open them.



A Word about File Formats

• Most word processing programs can save 
files into .doc or .rtf formats.  Your 
students will thank you if you think of 
them.  Office 2007 has an add-on you can 
get to save as .pdf.

• .pdf format has the advantage that 
students can’t alter them, only print them.

• The same goes for Excel and PowerPoint.

• Save images as .pdf when possible.



Add Course Components

• While the default course settings contain 
only Announcements and Syllabus in the 
Navigation Menu, we can add additional 
ones to help us organize the course.

• To do this, we first click on Control Panel 
from the Navigation Menu.

• Click on Manage Course
Menu under Course
Options.



Add Course Components

• The Manage Course Menu screen lists all 
the active components.

• We can add Content
Areas, Tools, a Course
Link (to existing place in 
course),  or an External Link (i.e. tutoring 
schedule on Math Dept. site).

• Let’s add a content area to put our lecture 
notes in.



Add Course Component

• Choose a name that best suits what you 
are collecting so that you and the students 
can find it easily. You can also rename an 
area once you select it.

• I picked Course
Documents. I can
subdivide it with
folders later.



Add Course Component

• After you press Submit, back on the main 
screen, you will find it on the Navigation 
Menu.  You will also find it listed on the 
Control Panel under Content Areas.  You 
can modify it or add to it just like we did 
for the Syllabus.

• The add Tool Link are for things that are 
already in the course, but accessible 
through links like Communication, etc.



Add Course Components

• Useful tools to add might be Email, My 
Grades, Calendar, Staff Information, or 
other areas depending on how much you 
use them.

• Some tools will
be covered in later
presentations.



Add Course Components

• You can also add External Links to the 
main navigation menu.

• Like the External Link
elsewhere, you will need
a name and a URL.

• Keep links added to the main navigation 
menu restricted to primary links that the 
students will use often.



Ideas for Course Components

• If you are going to post handouts above 
and beyond the syllabus, add a menu 
button to collect them. Students will have 
an easier time finding it.

• If you are going to use things like the 
Calendar, the Discussion Board, or other 
Tools, add those components to the Menu 
so students will use them more often.



Ideas for Course Components

• If you want to encourage use of Course 
Compass (MML), a link here is a good idea.

• If you have an external course site, link to it 
in the menu.

• A link to the Tutoring Schedule page at the 
Math Department would be great!

• Add a course link to something buried in 
another folder you don’t want students to 
miss.



Customize Menu

• Now that you’ve added some content 
areas and links to the navigation menu, 
doesn’t it look boring?

• From the Control Panel, you can change it 
by clicking on Course Design.



Customize Menu

• The Manage Display Options
allows you to switch between
the Detail View
and the Quick View.

• Manage Tool Panel
allows you to change
the grey menus.

• We are going to explore the
the other two.



Customize Menu

• Click on Course Menu Design.

• We currently have text style
but buttons really look
cooler!

• Choose a button
type, the type of 
corners, & then 
click on Gallery 
of Buttons to see the options.

• Then hit submit.



Customize Menu

• Be sure to check the main page. You can 
pick the button colour but not the text or 
background colour, so you need to be sure 
that the labels are readable.

• Ah, that’s better!

• Feel free to experiment.

• Each course can look different!



Customize Menu

• We can also add a Course Banner.

• Our default course looks like this:

• A banner will go here.

• You can create your own image in an image 
editor, or use something you find online.



Customize Menu

• I created this one.

• I found this
one online.

• You have to 
save the image on
your computer to
upload.



Ideas for Customizing Menu

• Adding a course banner is an easy way to 
personalize your course.

• Adding animated .gif images, and changing 
them every week or every unit will 
encourage students to visit Blackboard to see 
what you posted!

• Making the course look personal helps reach 
out to students and remind them that you are 
human and approachable.



Using the Gradebook

• To access the gradebook, click on Control 
Panel.

• On the right side
of the Control Panel is the
Gradebook link.

• You can add
assignments to the
Gradebook  with or
without students.



Using the Gradebook

• With students and 
assignments added:

• Without students or 
assignments added:



Using the Gradebook

• We need to add an assignment.

• Name your item
and choose category.

• Description is
optional.

• The categories can
be used to weight
grades later.



Using the Gradebook

• A due date is optional,
especially for in-class
activities.

• Points possible should
be the number of
points you use to
calculate the grade, or 
the number you want to display.

• Choose how to display the score as points, 
percentage, letter, or other.



Using the Gradebook

• Do you want students to
be able to see the score?

• Do you want it included
in score calculations?

• When we weight grades,
these selections will change the way that 
the current course average is calculated.



Using the Gradebook

• To manage gradebook items once the item 
is added, click Manage Items.

• The Manage Items
screen lets you add,
modify, delete,
or rearrange
items.



Using the Gradebook

• You can also modify an item by clicking 
on the link on the item title.

• Then click on
Modify Gradebook
Item to edit.

• This screen gives
you the same
options as Add
Gradebook Item.



Using the Gradebook

• Item Detail will give you statistics for the 
item, such as average, high, low, etc.

• To add scores, you
can add them one-
by-one from the 
gradebook screen, or 
by clicking on Item Grade List.



Using the Gradebook

• Add grades en masse.

• Once a grade is added, if you open this 
screen again it will include a last updated 
date.

• You can also upload grades through a 
spreadsheet. 



Using the Gradebook

• You can modify the Gradebook Settings 
here.

• These settings include
the way names are
displayed.  You can add assignment 
categories.  Or add grade display options.

• You can download grades here.



Using the Gradebook

• You can calculate the course average a 
number of ways.  One way is to let 
Blackboard weight grades.

• You can weight grades
by category on 
the left of page.

• Leave unused
categories as 0.



Using the Gradebook

• You can also weight by item on the right 
side.

• Weighting by item gives
a more accurate grade
estimate in the middle
of the course.

• Weighting by category 
skews the results if only one (of three) tests is 
included in your calculation. The one test is 
weighted for the whole amount.



Using the Gradebook

• The Blackboard gradebook cannot drop 
lowest scores as you can do in Excel.

• I have discovered that using weights 
causes students confusion and they 
inevitably ask me to calculate their grades 
for them, even when they’re posted.

• Using points, and adjusting them to fit in 
a total like 1000 points, works better.



Send Email

• Unless you add this as a link in the 
navigation menu, you can find Email 
functions under Communication.

• Click on Send Email.

• You have several
commonly used
options.



Send Email

• All Users is the most commonly
used. It will also send you a
copy which allows you to keep
a copy for your records.

• Click on Select Users to send 
to a smaller subset or even 
an individual user.

• Use the arrows to select 
users.

• Type your message, attach a 
file (optional), and submit.



Add Staff Information

• You can add information about yourself 
that your students can read by clicking on 
Control Panel, and then Staff Information.

• Click on Add Profile.

• text-only!



Add Staff Information

• Add only information you want your 
students to read.

• Email & Office
location. Office
hours.

• You can upload a
photo or external
link.

• Under Notes you can add bio/CV info.



Add Staff Information

• If you want students to find it, you will 
have to add it as a menu option.

• To add, go to Control Panel Manage 
Course Menu  Add Tool Link.



View Calendar Event

• You will find the Calendar under Course 
Tools. 

• Unless your date item
is today, click on View
Month to scroll ahead
quickly.



Add Calendar Event

• To add an item to the Course Calendar, 
got to Control Panel and click on Course 
Calendar.

• Click on Add Event.

• You can enter
a date, a time
and a duration.



Add Calendar Event

• The Event Name
will appear in the
Calendar view. The
description will
appear when the link 
is clicked on.

• If you are planning for Winter Quarter, 
check the year!!



Add Calendar Event

• Students will be able to see these events.

• Add major events like Exams, Final Exam, 
etc.

• Events



Are You Ready?

• These are just the most basic features that 
you can customize in your Blackboard 
course, and the most commonly used ones 
for the traditional classroom.

• Experiment with these.  We have only just 
scratched the surface of even these 
options.



Are You Ready?

• There is still a lot more Blackboard can do, 
and not just for an online course.

• You can use online features to supplement 
your traditional classroom.

• For Advanced Blackboard I & II 
presentations, you can visit my website 
http://www.betsymccall.net and click on 
Presentations.

http://www.betsymccall.net/

