Creating a Course in Blackboard

Logging into Blackboard

1. Go tohttp://blackboard.gwu.edu
2. Enter your username.
3. Enter your password.

To access the system, you must use your NetID
(GW mail username and password):
Your username is your e-mail address
without "@gwu.edu”
Your password is the same as your
Colonial Mail password

Setting up a Blackboard Course e

1. Any course for which you are listed as the
primary instructor (in the Banner database),
you will see a “course shell” in Blackboard. |* > .

2. If you created any courses on the developme
server, these should also appear in your cour
list.

3. To organize the course, begin by clicking on
the course title.
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5. This is the course Control Panel. From here, younsadify your course by creating, editing, or
deleting content. Click on the link tddanage Course Menuto change course sections (i.e.
Syllabus, Outline, Testing, etc.).

TheManage Course Menu allows you to modify or remove sections from toerse.
Click on the numbers in the drop down menus to ghdhe order of the course sections.
Click on the remove button to delete a section ftbenmenu.
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Adding Content to a Course

There are several ways to add content, dependirnigeotype or amount of content to be entered.
You can post files that you have already createsthier applications (i.e. Microsoft Word
documents, image files, spreadsheets). Files cposted to any content area (Syllabus,
Outline, Testing, Projects, Files, etc.) in youurse.

You can enter text directly into a text box in Bdaoard.

Before you begin adding content to the course,idenfiow you wish to structure the course. Here are
some ideas:

Set up a session folder corresponding to eachnsepeclass session.

Create a folder with a list of files without regdadsession.

Set up folders for each instructor’s resourcesutftiple instructors teach a single course.

To create a session folder and then add contdldwfthese steps below.

1. After entering your course, click on tl®ntrol Panel to access the content areas. Open the
desired content area (i.e. Outline). Note thatidnégation bar allows you to jump back to the
control panel, the top level of the course, ordberse listing.

2. Click on theAdd Folder option in the toolbar near the top of the screen.

3. Type in a folder name - ClicRubmit.

4. Repeat these steps until you have setup as matgréohs needed.

1

Once your folder(s) have been created, you areyrieaadd content. Look for and click on the Add

Item icon (P tem

Give your item a name.
Note:

You can attach multiple files to a particular comtarea, but you must add them one at a time.
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Type or paste your content information — instrutsioexamples, etc. — into the white text box.

Attach a local file to post a file you have alreanlgated.
Click Submit.
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Adding Links to a Content Area

External Links
1. To add a link to a web page, first enter the Cdriemel and select the desired content area and
folder in your course.
2. Click on the Add URL link near the top of the saree
3. This will bring up another window in which you canter a name for the web page, the web
page address (URL), and a brief description of plagte.
4. Click Submit.

L1

Internal Links

1. To add a link to a different area of your existaayrse, first enter the Control Panel and select
the desired content area and folder in your course.

2. Click on the “Add Course Link” link near the top thfe screen.

3. This will bring up another window in which you caelect either the general section of your
course to link to (i.e. Syllabus) or the specibtdier or file (i.e. Final Project Description). Bhi
feature allows you to post a document in one pilag®ur course, but provide links to it from
other areas of the course.

4. Click Submit.
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Adding tests to a Content Area

1. To add a test, enter the Control Panel
2. There are two options for adding a test: (1) indbetent areas, click on any of the content area
options (i.e. syllabus, testing, ...) or (2) in tesessment area, click on “Test Manager”.

3. Click on “Add Test” . The next screen will allow you to input the namescription,
and instructions for the test you wish to create.

4. Click Submit

5. Blackboard will bring
you to the “Test Canvas”
page where you can add,
modify, and remove
guestions. Select a
guestion type from the
“Add Question” drop-
down list and clickGo to
add questions. Use
Creation Settings to
establish which default
options, such as feedback
and images, are availablg
for question creation.

6. Enter both the question
and the correct answer(s
in the appropriate blanks.
There is also room to
enter student feedback for both correct and incoresponses. ClicRubmit.

7. Continue adding questions until all test questimage been included. Clickubmit

8. Once the test has been created, you will retuthedest creation page. The newly created or
uploaded test will be visible in the “Add Test” b&elect the test, ClicRubmit

9. You can always go back to modify the test or tis geiestions.

Using Communication Tools

There are several options for communicating thrdBigitkboard. Look in the “Course Tools” section
for email and discussion options.

Email

1. Inthe course tools section, click on “Send Email”.

2. The send email screen allows you to choose theithdils or groups (all instructors, all TAs,
for example) who will receive your email. Selea tippropriate person or group you'd like to
whom you would like to send an email, clioK.

3. Fill in the form that appears asking for the ensaibject, message, optional attachments. Click
Submit
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Discussion Boards

1. Faculty can initiate discussion boards and disoastireads in Blackboard, if desired. To add a
discussion forum, enter the course’s control pandiselect Discussion Boards from the Course
Tools section.

2. Click the Add Forum button to start a new discussio

3. Fillin the form requesting forum information anettings. The settings allow you to regulate the
amount of freedom given to the students to edit@osd their thoughts.

4. Click Submit

5. After clicking submit, BB will bring you back to éhdiscussion board list. The newly created
forum will be in the list. You now have the optiohmodifying the forum, managing users in the
forum, removing or copying the forum.

Chat

1. Course participants are also provided with two $ypkreal-time chat. Both options require the
Java plug-in to be installed. To create chat ag@a$o the course’s control panel and select
“Collaboration” from the Course Tools Section.

2. Click on “Create Collaboration Session”. Enter tiaene, starting day and time, and the
availability status of the chat. Then choose tlpetgf collaboration tool desired.

a. Lightweight Chat — provides a text-based chat fate

b. Virtual Classroom — provides additional featureshsas a white board.
3. Click Submit
4. Click the Join button on the main screen to ertterparticular collaboration area.

O

Himmelfarb Health Sciences Library (revised Jani&iry2007) -7-




Examples of both collaboration types (left) virtaidssroom (right) chat

Creating a Group in Blackboard
1.

From the course control panel, look for the sectitbed “User Management”. There is only one

option in user management — it is

Manage Groups. Clicklanage
Groups

The first time you enter this link,
there is only one option available. It
is to “Add Group”. Click onAdd
Group.

You will be prompted for
information about the group you ar¢
adding — a name, description,
options, etc. Make your selections,
then clickSubmit

v

You will receive a confirmation

message once your group has been

created. Click the “OK” button to return to the Mae Groups/Add Groups window. Click

Manage Groups$o add users.

Enrolling Students

The Banner Information System automatically addsstered students to Blackboard courses. Your
student roster, therefore, will be available dyraaty as students register for their courses.

When the course begins however, you must manualkerthe course “available” to your students.
For cases that have special circumstances youdlkoantact ITL at itl@gwu.edu.
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From the course tools menu, the
discussion group link will bring
you to the group you have
created. Depending on the
options, it will be visible and
usable to others in the
Blackboard system.
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