Blackboard Set Up How To

When you first open a hew Blackboard shell, it will look similar to this image below.
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-To begin adding content to your course, it is important to set up a content area. To do this, click on the
plus sign at the top left corner of your Blackboard page.
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-Name your content area. We recommend keeping these links consistent so students can locate what
they are looking for in any course. For the link where the majority of your course content \aittdied,

we recommendthe naming convention to b&Course Conterit Be sure to check the box to make the
content available to your students.

Add Content Area

Mame:

|Cnurse Cantent
Available to Users

Cancel Submit

i |

-In order forstudentsto see the course content as soon as they log into the course, you will have to
change the entry point. To change the entry poiitkcbn” Customizatioh at the bottom right of your
Blackboard page. ChooS€eaching Style

* (Customization —

Teaching Style g
Tool Availability

-This page will take you to the entry point selection and theme seleditick on the drop down menu
and select you entry pointCourse Conteritis reommended.

Teaching Style

SELECT COURSE ENTRY POINT

Entry Point | Course Content v| -




-After yau have chosen your entry point, click on the homepage icon up at the top left corner of your
page to verify that your entry point has changed to the link you selected.

v EDUC-293-503 (Fall 2018) # | <

-When you click on your new ctamt area, you will have a few different tpns to begin adding
content. Here are a few things you can add to your content area.

To Add Images to a Content Page
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Instructor Tips 21
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Create a Support Ticket

University Libraries

Course Content
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Build Content
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Tools

Create New Page
tem <= Content Folder
File Module Page

Blank Page
Image
Web Link Mashups
Flickr Photo

Learning Module
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Course Link

Content Package (SCORM)

Library Research Guides

SlideShare Presentation
YouTube Video

Kaltura Media

Partng

**There are two ways to add irgas. You can choose image or item. Image will not let you change the
size of your image and limits how you can modify the image. Using item is recommended instead**

-Under the“Build Contenttab, you can selectCreateltem”. This opibn allows you to add an image,
text, documents, embed videos, math formulas, etc.



-To add an image that is not in attachment form click on the image icon in the tool box that opans up
new page

Create Item

Indicates a required field.

CONTENT INFORMATION

Name |
Color of Name | Black
Text
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-When you click the image icpa new window will pop up.od can now browse your computer or
content collection for the image you would like to add to your content page.

-Fill in the image description and title for your image.

**Eilling these areas irs very important for accessibility. Adding the alt text allows screen readers to
identify the image for students who are visually impaired. **



‘ Insert/Edit Image - Mozilla Firefox

@ & https://learn.unm.edu/webapps/vtbe-tinymce/tiny.mce/plugins/advimage/image.jsp

General “ Appearance H Advanced

% Image |https:/earn.unm.edu/sessions/3D/3D21D6F5833(|
URL

Browse My Computer  Browse Content Collection

You can drag a file from your computer to the Attach File area or use the browse
link to an uploaded file, use the file's permanent URL in the repository.

Image Description|Man overwhelmed by | <

Title [Multitasking |

-Click insert and this will take you back to the toolbar. You can now align your image and add text if you
wish. You have several other options in this toolbavu¥an change the font, font color, and font size.
Just be sure to keegccessibilityn mind as you do this.

-Before you submit, add a title for your new item.

¥ Indicates a required field.

CONTENT INFORMATION

4 Name ISuccess Tips| I
Color of Name . Black
Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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Be sure to pace yourself so you do not become overwhelmed



To Add a Weblink

-To adda weblink, go to théBuild Conterittab as you did to add an item. Selé@Yeb LinK.
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-When you click on this link, it will open up a new window. Fill out all the information you want your
students to know about this web link. It is helpful to amldescriptionClick Submit

Create Web Link

w
“ Indicates a required field.

WEB LINK INFORMATION

& Mame |UNM Walencia Web Link

++ URL |hﬂps:p’;\talencia.unm.eduf

DESCRIPTION

-Fri}rdthe toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

T T T T Paragraph =~ Arial ~ | 3(12pt) SiEiE T2
Xolzla|we EEEE EE| T v — = [

@ @ B f oMashups - T & © © o H HTML 55

This web link takes you to UNM Valencia's homepage|



To Add a Course Link

-You may want to add a link to another part of your course within a content area. For exdmple,
want to add a quick link for your students to check their grades, you can add a course likiard ¢

area to have them do so.

-From the“Build Contenttab, select'Course Link
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-Qick on“Choose Iteh. Choose the Item you watrto link to yourcontent pageName the item and
write instructionsor a description so students know what to do with the link you provided.

Create Course Link

* Indicates a required field.

COURSE LINK INFORMATION

7 Choose ltem

Browse...
ltem Mame My Grades
+ Name [y Grades Link
+ Location [y Grades
Description
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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Please be sure to check your grades regularly.
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-Click submit and your new link will now appear on your content page. You will know it is a course link
becauset will have a chain link icon next to the item. Click on your new link to make sure it is

functioning properly.

Flease be sure to check your grades regularly.

To Embed Videos

-Instead of creating a web link to a vidgou can embed the video so students can access the video
without having to click multiple times to get to the material.

-From the“Build Contenttab, select' YouTube Video

***|f the video is not on YouTube, you may need an embed code or you can create a weblink to that

video***
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-When you click on this link you will get a YouTube Video search bar. You carseittah using text or
if you have the URL to the video you want to use, you can paste it in the search bar to find a specific
video.You can also search for videos in other languages.

Search for a YouTube Video

Search | | Language | English ~| Go

-Once you find the video you want to use, click select.

Search Results

Search|hﬁps:rru\-ww.youtube.comMatch?v:KxERWcs. Language | English ~| Go

Displaying 1 to 1 of 1 items

The University of New Mexico — #YouAreWelcomeHere

Duration: (1:51) User: n/a Added: 211617
YouTube URL: hitp:'www youtube . com/watch?v=KxBRWecsAuSo

The making of the #YouAreWelcomeHere video brought out 120+ students, faculty and staff from across the entire campus. Acting UNM President Chaouki ...

-When you clickSelect. A new window will open with options for your vide@mu¥an change the title

of the video or leave the default titleo¥ can also add descriptionor instructions for the video. To
embed the video sohat it is bigger than a thumbnail, change the view optiofiEmnbed Videb. It is

also recommended to include the URL so students can watch the video full screen in a new window if
needed. You can also attach a document with your video. If you videondoé@scluded captions you

can attach aranscriptfor the video using this optiorClick Submit when yooavechosen all your

options. (See image on next page



ADD YOUTUBE CONTENT TO COURSE

# Name |The University of New Mexico - #YouAreWelcome

Color of Name [Jjj Black

Duration: (1:51)
U=zer: n/a - Added: 21617

YouTube URL: hitp:/hwww.youtube. comiwatch ?v=KxBRWcsAuSo
Description
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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Please watch this welcome fram UNM main campus|

Path: p

MASHUP OPTIONS

View | Embed Video v \

Show YouTube URL ® Yes 0 Mo
Show YouTube information ® Yes 0 Mo
ATTACHMENTS

Attach local file Browse My Computer Browse Content Collection



To Add Kaltura Media

-If you are using Kaltura Capture Spate 1d capture media for your class, you can upload méedany
content area. To do this, choosKalturaMedia’ from the “Build Conterit menu.
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-When you click on this link a new window witien withyou prerecorded Kaltura media. Choose the
media file you wish to publish and clitRelect.

**Be sure your media has been publishaddit is not set to private. Otherwise, your students wititn
be able to see the content.

IVEIEVER  Media Gallery + Add New

Sort by Most Recent ~ View All Statuses ~ View All Media ~ View MedialOwn~ |Q

£ Audio - 2018 Sep 13 01:14:46
[0 ® | 008 /

-When you clickSelect it will take you to a new page. Fill out the information about your Kaltura
Media. Be sure to make it visible to students by changing the option to permit users to view the content
from no to yesSeeimage on next page.



"
W Indicates a required field.

CONTENT INFORMATION

2 Title |Kaltura Audio Clip

Color of Name

Black

ADD KALTURA MEDIA CONTENT TO COURSE

Name:  Audio - 2018 Sep 13 01:14:46 (00:08)
Description
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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Listen to this audio about the content | have posted for the class
Path: p
OPTIONS
Permit Users to View the @Yes () No
Content ltem
Track Number of Views () Yes @ Mo
Selec_t Date and Time [] Display Aﬁer| | | .\\,;,
Restrictions [ Display Elefure| | | e

-You also have the option to display the video fareaiod of time if you wish.



To Add a Content Folder

-Depending on your teaching style®u may want to use content folders or module pages to hold your
content. To add a content folder, click d&€ontent Folderin the “Build Conterit tab.

Course Information

Build Content Assessments v Tools « Partng

Instructor Tips &
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Create a Support Ticket ltem Content Folder

File Module Page \
University Libraries Image Blank Fage
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Learning Module

Syllabus

Course Link

Content Package (SCORM)

Library Research Guides

SlideShare Presentation
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-A new page will open where you can set your preferences for your content folder.

** |f you plan to set a date restriction, pay close attention to the time setuyour folder to open and
close. Be sure that the folder opens when students need to accessa®gnmentnd close when all
assignments, quizzes and content are no longer need8de image on next page)



Create Content Folder

* Indicates a required field.

CONTENT FOLDER INFORMATION

= Name |w:-zek1 Assignments
Color of Mame . Black
Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 {Mac).
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Path: p = strong
STANDARD OPTIONS

Permit Users to View this @ Yes () No

Content

Track Mumber of Views () Yes @ No

Select Date and Time Display After | 0412212019 12:30 AM (=)

Restrictions

Display Until|05/05/2019] 11:59 PM | @




To Create a Learning Module

-Creatng alearningmoduleis similar to creating a content page. Both hold content, but the format in
which they hold the content is slightly different.

-To create a module page, click ‘viodule Pagefrom the Build content th.

Course Information i

Build Content Assessments Tools Partng

Instructor Tips 21

How to Use Leamn Create New Page
Create a Support Ticket ltem Content Folder
File Module Page
University Libraries Blank Page
Image
Web Link Mashups
Course Content Elickr Photo
Learning Module
My Grades \ SlideShare Presentation
Syllabus
v Media 2 ) YouTube Video
My Media Course Link
. Kaltura Media
Training & £ Content Package (SCORM) ’

Library Research Guides

COURSE MANAGEMENT

-Fill in theinformation for yourLearningModule. This step will be similar to the step above for filling in
information for content folders except for the learning module optiorsu ¥an change the module so
you onk see one page at a time or keep it at the default to see all the content in the module at once.
This is a matter of teaching preference.

LEARNING MODULE OPTIONS

Enforce Seguential () Yes (@ Mo
Wiewing of the Learning Module?

Open in Mew Window () Yes (@ Mo



You will notice that content folders and module pafpasedifferent icons. If you set a date to open it
will appear under the folder/module

Week 1 Assignments

Availability: ltem is not available. It will be available after Apr 22, 2019 12:30 AM.
Due May 5th

Week 1 Module

Awvailability: ltem is not available. It will be available after Apr 22, 2019 12:30 AM
Due May 5th

To Add Assignments

-To add an assignment go ttae “ Assessmentstab and click ofiAssignmerit.

Week 1 Module

Build Content Assessments w Tools Partner Content

Test

Survey

Assignment  <e———
Mobile Compatible Test




-Name your assignment and add the instructiémsyour students. ¥u can also add attachmentaeb
linksor images for the assignment in thestructions. Be sure to set the due date and the availability for
the assignment. You will also have to indicate how many pointask&nments worth. If you want to
use a rubric with thessignmentyou can add arubric or create one within the assignment.

DUE DATES
Due Date O | | | .;.},:;/:.
GRADING
Points Possible |:|
Associated Rubrics Add Rubric

Select Rubric
Create Mew Rubric

Submission Details Create From Existing

Grading Options

Display of Grades

AVAILABILITY

Make the Assignment Available

Limit Availability [ Display After | | @ |
[] Display Until| | & |

] Track Mumber of Views



To Add Assessments

-To add an assessmeg tothe “Assessmentstab and click ofiTest.

Week 1 Module

Build Content Assessments w Tools « Partner Content

Test < ——

Survey
Assignment

Mobile Compatible Test

-If you are creating a test for the first time, click create. Otherwise, chtwsassessment you want to
use.

Create Test

ADD TEST

Create a Mew Test Create [ G—

Add an Existing Test — Select Test Below —




-To set up gur quiz, you will need to fill odbformationabout the test/quiz. The description allows you
to tell the students what type of quiz it is, whataterialit covers and how long the quiz will be. The
Instructionsallow you to give thetadents specific details they will need while completing the quiz. See

image on next page.

Test Information

Indicates a required field.

TEST INFORMATION

Name Quiz 1 |
Description
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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This quiz covers the material from chapters 1 & 2.

You have 30 ming and two attempts. |

Path: p

Instructions
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
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Refer to chapters 1 & 2 to complete this quiz.

-The next step will be to add questions to your quiz. You also have the option to reuse a question or
uploadquestions(This guide will focus on creating em question) To createanew guestion choose
the type of question you want add to your quiz in th@reate Questiohtab. See the image on next

page.



Test Canvas: Quiz 1

Create Question Reuse Question Upload Questions

Calculated Formula

Calculated Numeric rs the material from chapters 1 & 2.

Either/Or ins and two attempts.

Essay ers 1 & 2 to complete this quiz.

File Response

Fill in Multiple Blanks
Fill in the Blank

Hot Spot

Jumbled Sentence
Matching

Multiple Answer
Multiple Choice
Opinion Scalel/Likert
Ordering

Quiz Bowl

Short Answer

True/False

-Follow the instruction$or each type of question requires and then click submit. When you have added
all your quiz questiogsbe sure to check the total points for your quiz and the points each question is
worth.

Description This quiz covers the material from chapters 1 & 2.

You have 30 mins and two attempts.
Instructions Refer to chapters 1 & 2 to complete this guiz.

Total Questions 1
Total Points 100



-Once you have set up yoquiz, click okay to add it to your content area. This time instead of clicking
on create, highlight the quiz you want to use and click submit.

ADD TEST

Create a Mew Test Create

Add an Existing Test — Select Test Below —

-When you click submit, the test options vélbpear | have highlighted a few important featuwsith

the arrows below1. If you want students to see the instructions before they open the test, check the
box.2. If you want the test to open in a new window, select Bedf you want studentsd get an
announcementhat the test has been posted, select yaslf you are giving students more than one
attempt, indicate how manyt is best to choose score attempts usittdighest Grade 5. If you are
timing the test, set the timend indicate the time6. Add the release dates and times along with a due
date and time.

Show Instructions to students before they begin the test.

Open test in new window @ Yes (O Mo

N

TEST AVAILABILITY

Make the link available / @ Yes (O Mo

Add a new announcement for @ Yes (O Mo
this test

Multiple Attempts
 Allow Unlimited Attempts

/ @ Mumber of Attempts

Score attempts using | Highest Grade vl \

[] Force Completion (UNM Learn Support Mote: This setting is not recommended)

Set Timer

Minutes

Auto-Submit
@ OFF (& ON

Display After [09/17/2018 | [12:30 am
Display Until [0s/30i2018 | | 11:59 P




-You can also choose how students receive feedback. You can indicate whether you want them to see
the correct answers witfeedbackor just receivdfeedback There is also a way to indicate how the test
will be presented to students.ov can choose to set it so they ordge one question at a time or all
guestibns at once. If you do not want students to back track youatsm indicate this on the test

options.

SHOW TEST RESULTS AND FEEDBACK TO STUDENTS

|Aﬂer8ubmission v| [] All Answers [] Correct [[] Submitted

|AﬂerDue Date vI [] All Answers [] Correct [[] Submitted
09/30/2018 11:59 PM

TEST PRESENTATION

@ All at Once [1 O One at a Time Prohibit Backtracking

[] Randomize Questions

-All of these features are optional but it is good to have some type of feedback available to students.



To Add Discussions

-To add a discussion topic, use the tools tab and chbtbgscussioh

Week 1 Assignments

Build Content Assessments Tools Partner Content

Discussion Board < —
Blogs
Journals
Groups
Tools Area
Kaltura Media

Blackboard Collaborate

More Tools

-If you have not created a discussion topic yet, you will have to create a new link.

Create Link: Discussion Board

CREATE LINK: DISCUSSION BOARD

@ Link to Discussion Board Page

Create Mew Forum Create New Forum

s

-When you click ofiCreate New Foruim a new page will operkill out the instructions for your
discussion and the forum settings. .



-If you will be giving students points for their discussions, be sure to indicate that the forum will be
graded.When you choose this option the due date and rubric option will also be enabled. Indicated
when the discussion is due and add a rubrie#aded. ClickOK.

FORUM SETTINGS

Wiewing Threads/Replies

Grade

Due Date

Associated Rubrics

Subscribe

@ Standard View

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

(") Mo Grading in Forum

@ Grade Discussion Forum: Points possible: |10 G
() Grade Threads

Show participants in "needs grading” status (2) after every Posts
09302018 | [E [11:59 PM ©

Add Rubric

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

@ Allow members to subscribe to forum

(0 Include body of post in the email
@ Include link to post

-Onceyou click okthis will take you to the create link page again. This time, select the discussion you
just created and click nexill out the link information. It is a good idea to copy it from the presiset
up so the instructions are consistent.

CREATE LINK: DISCUSSION BOARD

() Link to Discussion Board Page

® Select a Discussion Board Forum ﬁ‘

Select a Discussion Board
Forum

Create New Forum

—Select forum below—

Create Mew Forum



**Blackboard Learn course shells do not come with My Grades or Courses Messages by default. These
are essential links for students. Be sure to add them to every new Blackboard course shell. **

-To add'My Giades and“Course Messaggésclick on the plus sign at the top left corner of your
Blackboard pageClick on tool link to seardbr the tool you would like to addBoth of these features
are in the tool links.

LMT UNM LEARN

&

A (Course is unavailab

Content Area

Module Page

Blank Page

Tool Link
Web Link

Course Link

Subheader
Divider

-When you boose the tool you wish to addame it with the default name to be consisteAtiso, be
sure to make the tool available to students.

- — - =

Add Tool Link
5= Name: |ru1].r Grades |
Type | My Grades v |

Available to Users

~

Cancel Submit




