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Blackboard Training Guide

Logging into Blackboard

e Open the site at https:/ oll.depaul.edu
e Click Login
e Enter your username and password
FYI: User name and password are the same as your Campus Connection
If a password is more than 8-characters, type only the first 8-characters
e Click Login

Home Help Logout
My Blackboard-EeElgl=-mm=1ssls -1

Welcome,

My Announcements Course List

No system announcements have been posted in
the last 7 days. al

# Announcements
o Calendar

o Tasks

=\View Grades

= Send Email

No course announcements have been posted in
the last 7 days.

more....
My Calendar

No calendar events have been posted in the last No tasks due.
7 days. more......

more...

Tools Menu

Viewing a course site

e Click on the course name
FYI: You will only be able to see the course(s) you have registered for and the
courses that have been made available by the instructors
e Click on your select

Viewing course materials

e Click Course Information
e Click the file you wish to view
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Assignments

& Blackboard Learning System™ {Release 6) - Microsoft Infernet Bxplorer

Fle Edt View Favortes Tools Help

@Eatk © L)\ B @ \/h piaarch *Favnntes @ Bv (_; . LJ ﬂ .‘ﬂ

Address | ] bttps: ol depal. ed. jspPtab=cou omnion/course,piicourse_id=_92740_1

B @D
HomeHelpLogout

COURSES [Y LITERACY > ANNOUNCEMENTS
Course Info

School of
— Education

Staﬂ Information vewroo | VewLstiows | viewwssr Communications

14,2008

v Ga Links

& Thu, Sep 18, 2008 - TA for EDU 25 Course Posted by
Blackboard
Discussion Board reetings
Greeting Administrator
| have added a TA to this course to assist with grading.
se
Fri, Aug 29, 2008 - Grading Schedtile Biiitﬁfa?é’
rol Administrator

| | will be posting grades for this course on blackboard every Monday and Friday. Once |'ve
—_— completed grading for the day | will post a new grading announcement.

[

@ Pawered by Blackboard

74 start

5 @ Trusted sites

Viewing and Downloading Course Materials

Click Course Documents
Find the Assignment, Notes, etc. that you wish to view
Click hypertext to open or download file

Viewing Course Announcements

Click the course that you want to view announcements for
Click Announcements from the course menu

Click the tab to find the announcements you want to view (today, last 7 days, etc.)

Finding Your Course Assignments

Click Assignments
Click on the assignment link to view it
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Sending emails
¢ Click Communications
¢ C(Click Send Email or Messages
FYI: The Send Email function allows you to select members of the course
e Choose your selection
e Type your message
e Click Submit

Click Communications
Click Discussion Board

Replying to existing topics
e Click the topic

Click on the sub-topic

Click Reply

Type your message

Click Submit

Creating new topics

Click Add Forum
Type in the subject
Type in the message
Select Criteria

Click Submit

Blackboard Quickguide 4.1 1/7/09
Page: 3 of 6



?ITD

Instructional Technology Development / Information Services — SAC 284,

Lincoln Park

A Blackboard Learning System™ (Release 6) - Microsoft Internet Explorer

[S[E[ES

File Edit WView Favorites Tools  Help

Qe - ) [¥] [B @0 Oseach Slerenies €8 3- 1 @ - [JE B

ress 4] https:ifoll depaul. edujwebappsiport isp?tab=cour

ommenfcourse plfcourse_id=_92730_1

*

() [

HomeHelpLogout

Calendar

COURSES » BASIC TECHNO Y LITERACY > TOOLS

Announcements h Address Book

| course Information

Course Documents: Calen
Staff Information )

¥ Dpigital Dro

Digital Dropbox: To Submit
Files

Course

Menu

A 4

External Links

o] pag
Homepage
Discussion Board

Tools

|

D Course S
Map Tasks

® control

O Mo

Drophox

[ oo I

> iﬁ Personal a Grades
> ,

Panel The Electric Blackboard

A

&] Powered by Blackboard

3 Blackboard Learning ...

D Blackbo:

Sending files to professors

Click Send

Browse for the file
Click Submit
Click OK

Completing Quizzes

e Click Quizzes, OnlineHW, etc. from the course menu

Click Course Tools, Digital Drop Box

Type the title and comments

e Click on the assignment, quiz, etc.

e Click OK

Sending Files to Professors Using the Assignment Feature

e Choose the Content Area from the Course Menu that contains the assignment. (for
example “Course Documents” or “Assignments”)

Click Submit

Click on the Assignment to open it. The Upload Assignment page will open.
Add any Comments desired in the comments field
Click Browse next to the Attach Local File field
Choose and attach assignment

Multiple files can be attached by clicking the Add another file button
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€@ Assignment Materials

Comments

Comments for Instructor

v

/ Browse to Attach File

A

s
Attach local file [ | Browse.

Currently Attached Files: % EY¥CEL EXE

Add Anggher File
€© Submit
Click Save to stop working and contigue warking later. Click Submit to finish. Click Cancel to quit without saving changes.

Cancel ) Save ) Submit )

Add Another File Button

Viewing Grades

Click Course Tools from the Tools Menu
Click My Grades

Select Course

Click OK

Using Task Manager
e C(Click on a Course

e Click Tools from the Course Menu
e C(Click Tasks
e« (Or)
e Go to the My Blackboard tab
e Click Tasks from the Tools menu
e Click Add Task

My Blackboard

R Add Task

4{/5 Tasks /

Blacrgoard L L AllTasks “|[ze]
Tab a - High Priority + - Low Priority
There are no tasks in this category.
ok )

Using the Calendar
¢ C(Click Calendar in the Tools Menu
e Choose Day, Week, Month, or Year by selecting the proper Tab above the Calendar
e Click Add Event above Tabs
¢ Click Submit once information is entered
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To Find a date Using Quick Jump:

e Click Quick Jump next to Add Event
e Select Date and click Submit

Finding other registered students information

Click Communication from the course Menu
Click Roster

SEARCH | AZ, 08 | ADvANcED | LISTALL

Eearch By: @Last Hame lC)Usna-rl‘hamna-

Start your search
Click Search or OK

Where do I change my email address?

Go to Campus Connection at http://campusconnect.depaul.edu

« Click Demographic Portfolio, Email Addresses (make sure to mark your new email
preferred)

Where do I change my password?

Go to Campus Connection at http://campusconnect.depaul.edu
e C(Click Change Password

Technical problems
Call the Help Desk at 312-362-8765 or
Email blackboard@depaul.edu
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