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Overview 

What is Learn.UQ (Blackboard)? 

¶ Blackboard is UQôs Learning Management System (LMS). 

¶ All courses years 1-5 at UQ are required to have a Learn.UQ site. 
http://ppl.app.uq.edu.au/content/6.40.01-minimum-presence-blackboard 

¶ Course instructors (lecturers) can upload resources, create activities and publish 
assessment in their Learn.UQ course. 

What tools are available in Learn.UQ? 

Tool Purpose 

Announcements Announcements can be used to welcome students, notify 
them about course changes/events and publicise the 
publishing of assessment. 

Blogs An online journal / diary in which students can post time/date 
stamped entries. Blogs can be viewed and commented by all 
students in the course. 
Example: Students could use blogs to log their progress 
during a project. 

Journals An online journal / diary in which students can post time/date 
stamped entries. Journals can only be viewed by staff, not by 
other students in the course. 
Example: Reflections on a practicum placement. 

Discussion board The discussion board is a communication tool where 
instructors can create forums and threads for discussion of 
course related topics. 

Groups The groups tool in Blackboard allows instructors to create 
groups of students within a course. Each group has access 
to the following tools: 
Blog, Discussion Board , Email  Journal ,Tasks, Wiki  

Wiki The Wiki tool allows instructors and groups to collaborate on 
content development and projects 

Quizzes, Tests & 
Exams 

Tests enable you to check the knowledge or skill levels of 
your students. Tests are automatically marked (depending on 
the questions types used) and the marks transferred to the 
Grade Centre. 

Student preview 
tool 

Allows staff to view the course site as a student. 

  

http://ppl.app.uq.edu.au/content/6.40.01-minimum-presence-blackboard


Page 9 of 84 

 

Assessment tools 

Tool Purpose 

Blackboard 
assignment tool 
 

The Assignment tool allows you to set up a location for 
students to submit assessment. Students can submit a wide 
range of file types (Word, PDF, PowerPoint, Excel and 
multimedia) as well as links to web based items (Prezi, 
Kaltura videos). Some file types (Word, Excel, PowerPoint, 
PDF) can also be marked online using the built-in inline 
grading tool. 

Assignments can be set up for both individual student 
submission and submission by groups. 

TurnItIn 
 

TurnItIn is a software tool that has functions for online 
student assignment submission, text matching, online 
marking and peer marking. Students can submit text files 
(Word, WordPerfect, rtf, PDF and PowerPoint). 

Grade Centre 
 

The Blackboard Grade Centre provides an area within your 
Blackboard course to store student marks. Student scores 
from Blackboard tests and surveys are stored in the Grade 
Centre automatically. You may also manually add scores and 
information that are not automatically added by Blackboard. 

My Grades Students can view their (not marks of other students) marks 
and feedback recorded in the Grade Centre using this tool. 
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What other eLearning tools are used at UQ? 

Adobe Connect: Video conferencing system that has three main features: 

Virtual Meeting Rooms: All UQ staff can setup a perpetual meeting room by visiting 
www.uq.edu.auconnectportal.  

The meeting room can be used for staff meeting and collaboration. Staff can simply email 
the link to UQ and non UQ participates. 

Staff employed before 2013 may already have a meeting room setup based on their user 
name: http://meet.uq.edu.au/username i.e. http://meet.uq.edu.au/uqadick3 

http://www.elearning.uq.edu.au/content/virtual-meetings  

Virtual Classrooms: Teaching staff can setup virtual meeting rooms through Learn.UQ for 
lectures or tutorials with external students.  

http://www.elearning.uq.edu.au/content/virtual-classroom  

Seminar Rooms: A virtual meeting room that can be booked and can host up to 200 
participants. 

http://www.elearning.uq.edu.au/content/virtual-seminar-rooms 

Lecture Recording System (Echo360): Automatic lecture capture systems are installed in 
large lecture theatres across UQôs main campuses. Students can access the recordings via 
Blackboard. 

http://www.elearning.uq.edu.au/content/lecture-theatre-recording  

Video server (Kaltura): Allow you to upload videos into Learn.UQ and students to submit 
video assignments. 

http://www.elearning.uq.edu.au/content/video-and-audio-upload  

Desktop Recording: 

Office Mix: Office Mix is a desktop recording program that allows the recording of interactive 
PowerPoint presentations. Office Mix allows you to record audio, webcam video and digital 
ink on slides. In addition to this it allows screen recording, embedded video and quizzes 
(note quizzes can provide marks to Grade Centre). 

Kaltura: UQôs video server (Kaltura) also includes a desktop recording tool. 

http://www.elearning.uq.edu.au/content/desktop-recording  

 

 

  

http://www.uq.edu.auconnectportal/
http://meet.uq.edu.au/username
http://meet.uq.edu.au/uqadick3
http://www.elearning.uq.edu.au/content/virtual-meetings
http://www.elearning.uq.edu.au/content/virtual-classroom
http://www.elearning.uq.edu.au/content/virtual-seminar-rooms
http://www.elearning.uq.edu.au/content/lecture-theatre-recording
http://www.elearning.uq.edu.au/content/video-and-audio-upload
http://www.elearning.uq.edu.au/content/desktop-recording
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Getting started 

Requesting a course 

Blackboard courses are created by ITS when you have published your Course Profile (ECP) 
for years 1 to 5 (undergraduate courses). Course creation is a manual process and can take 
up to 2 days, depending on demand. 

If teaching staff wish to have their course created earlier or want content from another 
course copied into the course they need to complete the Course/Community Site Request 
form. This form also allows you to request that courses are combined into the one Learn.UQ 
course site i.e. A combined undergraduate and postgraduate course site. 

¶ Click on the Staff tab in Learn.UQ (Blackboard). 

¶ Click on the first link. 

 

Staff are encouraged to request courses early to ensure there is not a large number of 
requests at the start of semester, which will increase processing time. 

In some faculties/schools your course will be requested for you. Professional staff put in a 
bulk request for all required courses. 

Adding staff  to a course 

You can enrol teaching staff, administration staff and guest lecturers into your Blackboard 
course. Depending on the role they are assigned, users then have the ability to add content, 
add assessment tasks, mark student work, enter and edit marks in the Grade Centre. 
Students are enrolled automatically into your Blackboard course based on enrolments from 
SI-NET. 

Roles 

Instructor: Have full access to edit the Blackboard course. This role is usually given to the 
teaching staff member responsible for the course. Courses can have more than one 
instructor. 

Teaching Assistant: The Teaching Assistant role is that of a co-lecturer. Teaching 
Assistants can do pretty much everything that the Instructor can do, except delete an 
instructor from a course. 
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Grader: The Grader role could be an appropriate role for a tutor. The Grader can access the 
Grade Centre and add marks etc. This role can also assist with the creation, management 
and delivery of Tests. The Grader cannot make changes to content, and does not have 
access to the course when it is unavailable to students. 

Course Builder: The Course Builder role has access to most areas of the Control Panel, but 
it is primarily designed for someone who will be uploading content. It does NOT have access 
to the Grade Centre. The Course Builder has access to the course while it is still unavailable 
to students. 

Guest: It is recommended that you do not use this role. All UQ staff and students have guest 
access to UQ Blackboard sites, and non-UQ people must be enrolled using the External 
Users tool. 

Adding staff 

Staff can be added using their UQ username. 

¶ From the Control Panel select Users and Groups > Users. 

 

¶ Click the  (Find Users to Enrol) button. 
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¶ Enter the required staff memberôs UQ username in the textbox. ( 

Tip: Find staff memberôs UQ username by right clicking on their name in an email (Outlook) 
and select Properties, it will be displayed in the Alias field. 

 

¶ Select the required role from the Role drop down list (refer p69). 

¶ Leave the Enrolment Availability as Yes. 

¶ Click the  (Submit) button. 
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¶ The staff member will now appear in the Users list.  

Tip: To add multiple staff, separate each name with a comma. 

Note: Make sure you use a staff user name. Staff may have both a staff and student 
account. 
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Student course enrolments 

Student enrolments 

Students are enrolled automatically into your Blackboard course based on enrolments from 
SI-NET (UQôs enrolment system). Enrolments may take 2-3 three days to transfer from SI-
NET to your Blackboard course. 

Note: Note if a student does not appear in your Blackboard course, first check they are 
actually enrolled by checking your SI-NET class list (professional staff in your school or 
faculty should be able to help you with this). If a student is in your SI-NET class list but not in 
your Blackboard course, contact Helpdesk. 

Student withdrawals 

Students are withdrawn from your Blackboard course automatically based on information 
from SI-NET. Again withdrawals may take 2-3 three days to transfer from SI-NET to your 
Blackboard course. 

Withdrawn students are no long visible in Grade Centre and their contributions to the course 
(Discussion Boards, Blogs, Wikis) are also not visible. If you need a copy of assessment, 
marks, course contributions of withdrawn students contact Helpdesk. 

Student re-enrolments 

If student re-enrol in course they previously withdrew from, they will be automatically re-
enrolled in the Blackboard course based on information from SI-NET.  Again re-enrolments 
may take 2-3 three days to transfer from SI-NET to your Blackboard course. Their previously 
entered marks, submitted assessment and contributions to the course will all then be 
available. 

Deletion of students from a course 

Students should never be deleted from a Blackboard course, as this action will permanently 
delete all the studentôs marks, submitted assessment and course contributions (Discussion 
Boards, Blogs, Wikis).  

If you need to ensure a student does not have access to a course (i.e. disciplinary action) 
and cannot wait for the SI-NET withdrawal process, you should make the course unavailable 
to the student. 

Making a course unavailable to a student 

In some circumstances you will need to ensure a student no longer has access to a 
Blackboard course immediately (i.e. disciplinary action). Making the course unavailable to 
the student will ensure they can no longer access the Blackboard course but their marks, 
submitted assessment and course contributions remain available. 

¶ Select Users and Groups > Users from the Control Panel. 

¶ Hover over the required student. 

¶ Click on the  (arrow) next to the required student. 

¶ Select Change Userôs Availability in course from the drop down menu. 
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¶ Select No from the Availability drop down menu. 

¶ Click the  (Submit) button. 
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Making your course available 

By default, courses are not available to students when they are first created. To make your 
course visible to students you need to change the Availability setting. 

¶ From the Control Panel select Customisation > Properties. 

 

Set Availablity 

¶ Select the Yes radio button for the setting Make Course Available. 
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¶ Click the  (Submit) button. 
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Announcements 

Adding an announcement to a course 

¶ Click on the  (Create Announcement) button. 

 

Announcement Information 

¶ Enter an informative title in the Subject textbox. 

¶ Enter your news in the Message textbox. 
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Web Announcement Options 

You can set the announcement so it is not immediately visible to students. i.e. An 
assignment announcement could be displayed when the task is due to be published. 

¶ Select Not Date Restricted radio button if you want the announcement to be 
displayed immediately. OR 

¶ Select the Date Restricted radio button if you do not want the announcement to be 
displayed immediately. 

o If required, select the Display After checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

o If required, select the Display Until checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

¶ Select the Send a copy of this announcement immediately if you want all 
students to be emailed a copy of the announcement. You can only use this option if 
you have selected Not Date Restricted. 

 

Course Link 

¶ Click on the  (Browse) button. 

¶ Select the required course item from the Course list dialog box. 

 

 

¶ Click on the  (Submit) button. 
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Learn.UQ site overview 
All Blackboard sites are based on the same template to ensure consistency in structure and 
navigation for students. 

Course Menu contents 

 

Announcements: Announcements for students about course administration, tutorials and 
assignments. Default first page. 

Course Profile: A link is automatically added to the Electronic Course profile. 

Learning Resources: Content area for course presentations, resources and activities. 

Assessment: Content area for assessment information, TurnItIn assignment links and 
Blackboard assignment links. 

Discussion Board: The discussion board may be used to allow students to ask question 
about assessment, for students to discuss course content and for students to submit 
answers to tutorial questions. 

My Library: Links to library resources for all the courses the student is enrolled in. 

My Grades: Students can view the marks entered into the Grade Centre from this link (only 
their own). 

Tools: A link to all the tools available in Learn.UQ (Blackboard). This link is hidden from the 
students by default. 

Assessment answers 

As part of the 6.40.02 Guest Access in Blackboard policy the Learning Resources content 
area of your course can be accessed by anyone with a UQ login. To ensure that assessment 
answers are not available to students in the following year, you should place them in the 
Assessment content area. 

  

http://ppl.app.uq.edu.au/content/6.40.02-guest-access-blackboard
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Control panel contents 

 
 

Files: Link to all the files stored in the course. i.e. any content you have uploaded to a 
Content Area (Learning Resources or Assessment). 

Course Tools: Link to all the individual tool administration pages. 

Evaluation: Course reports and the Retention Centre. The Retention Centre allows you to 
monitor student engagement and progress in your course. 

Grade Centre: Teaching staff can enter student marks into the Grade Centre. Assessment 
marked online (discussion boards, blogs, wikis), online test marks and TurnItIn.marks are 
automatically stored in the Grade Centre. 

Users and Groups: Add teaching staff to your course and create student project groups 
using the link. 

Customisation: The course can be made available to students using this link. 

Packages and Utilities: The course can be archived using this link. 

Help: Links to the official Blackboard help site. Note, this site may have information on tools 
not available at UQ and / or a different version of Blackboard. 
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Course content 

Adding content to a course 

Content can be linked to any Content Area (i.e. Learning Resources or Assessment) using 
the Content menu. 

¶ All content creation under ñBuild Contentò. 

 

¶ All assessment under ñAssessmentò. 

 

¶ All interactive tools under ñToolsò. 
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Site organisation 

Content can be linked directly to a Content Area, organised using folders or organised using 
Learning Modules. (Learning Modules are similar to folders but they contain a submenu of 
the folder content.) 

Learning Resources 

Teaching staff organise the Learning Resources content area using a variety of different 
structures including: 

¶ By week (students prefer Learning Resources to be ordered by week) 

¶ By topic 

¶ By learning resource i.e. Lectures, Tutorials, Readings, Practicals. (Not 
recommended) 

It is recommended that the Learning Resources content area has a similar navigation 
structure to Learning Activities in the Electronic Course Profile (ECP). 

Assessment 

Teaching staff usually organise the Assessment with a folder for each assessment item. 
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Add a Content Folder 

¶ Click on the  (Build Content) button. 

¶ Select Content from the drop down list. 

 

 

¶ Enter a description title for the folder in the Name textbox. 

¶ Optionally, select the font colour for the title from the Colour of Name drop down 
colour picker. 

¶ Optionally, enter a description of the folder contents in the Text textbox. 

 

Insert an image (optional) 

Optionally, insert an image to improve navigation (refer Textbox Editor: Insert an Image 
guide). 

Tip: Place your cursor where you want to position the image, it is difficult to move images 
once they are inserted. 
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Standard Options 

¶ Optionally, if you have not completed organising the content, select the No Permit 
Users to View this Content radio button. 

¶ Optionally, if you need statistics on which students have viewed the content select 
Yes Track Number of Views radio button. 

¶ Optionally, set Date and Time Restrictions: i.e. The course content could be 
organised into weekly folders that are display progressive over the semester at the 
relevant time. 

o If required, select the Display After checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

o If required, select the Display Until checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

Submit 

¶ Click on the  (Submit) button. 

¶ The Folder will be displayed at the bottom of the page. 

 

Moving the Folder 

¶ Hover over the folder. 

¶ Click and drag the  (double arrow) to the left of the folder to move it to the 
correct position on the page. 
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Edit or Delete a Folder 

¶ Hover over the Folder. 

¶ Click on the  (arrow) to the right of the title. 

¶ Select Edit OR Delete from the drop down list. 

 

Add content to a Folder 

¶ Click on the Folder title. 

 

Note: Use the Breadcrumbs at the top of the page to navigate. 
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Add a file link 

Documents of most file types can be linked directly into a Content Area (Learning Resources 
and Assessment) or into a Folder / Learning Module using the File option. 

¶ Click on the  (Build Content) button. 

¶ Select File from the drop down list. 

 

Select File 

¶ Click on the  (Browse My Computer) and browse to and open 
the require file OR 

¶ Click on the  (Browse Course) and select the radio button of the 

required file. Click the  (Submit) button. 

¶ Enter the title of the document in the Name textbox. 

¶ Optionally, select the font colour for the title from the Colour of Name drop down 
colour picker. 
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Standard Options 

¶ Optionally, if you do not want students to view the file yet, select the No Permit 
Users to View this Content radio button. 

¶ Optionally, if you want to know how many times the file is viewed, select the Track 
Number of Views radio button. 

¶ Optionally, set Date and Time Restrictions: i.e. The course content could be 
organised into weekly content folders that are displayed progressive over the 
semester at the relevant time. 

o If required, select the Display After checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

o If required, select the Display Until checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

 

¶ Click the  (Submit) button. 

 

Tip: If a file is the first item in a content folder, students will be prompted to open it when 
they open to Learning Module. It is recommended therefore that you put an image or 
introduction text using an Item at the top of the page. 
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Add an Item 

Items can be used to combine a variety of different media (text, file links, web links, images) 
and added content directly to a Content Area. 

A variety of different file types and mashups (YouTube videos, Flickr photos and SlideShare 
photos) can also be inserted into items. 

¶ Open the content area (i.e. Learning Resources or Assessment) where you need 
to insert the Item. If needed open the appropriate folder or learning module. 

¶ Click on the  (Build Content) button. 

¶ Select Item from the drop down list. 

 

Content Information 

¶ Enter the title in the Name textbox. 

¶ Optionally, select the font colour for the title from the Colour of Name drop down 
colour picker. 

¶ You have the option to insert in the textbox editor: 

o Text 
o Images 
o Emoticon 
o Web links 
o File links 
o Videos: using Kaltura 
o Audio: using Kaltura 
o Flickr Photo 
o SlideShare Presentation 
o YouTube Video 
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Attachments 

¶ Click on the  (Browse My Computer) and browse to and open the 
require files OR 

¶ Click on the  (Browse Course) and select the checkboxes of the 
required files. 

¶ Browse to and open the required files. 

¶ Repeat for any other files you need to attach. 

¶ If you need to remove a file, click on the Do not attach link. 

 

Standard Options 

¶ Optionally, if you do not want students to view the content, select the No Permit 
Users to View this Content radio button. 

¶ Optionally, if you need statistics on which students have viewed the content select 
Yes Track Number of Views radio button. 

¶ Optionally, set Select Date and Time Restrictions: 

o If required, select the Display After checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

o If required, select the Display Until checkbox and enter the date using the 

 (Date Selection Calendar) and enter the time using the  (Time 
Selection Menu). 

¶ Click on the  (Submit) button. 












































































































