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Overview

What is Learn.UQ (Blackboard)?

e Blackboard is UQ's Learning Management System (LMS).
e Allyear 1-5 courses at UQ are required to have a Learn.UQ site.
http://ppl.app.uqg.edu.au/content/6.40.01-minimum-presence-blackboard

e 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.
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Assessment tools

Tool Purpose

Blackboard The Assignment tool allows you to set up a location for
assignment tool 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?

Video Conferencing (Zoom): Zoom has two main features:

1.Virtual Meeting Rooms: All UQ staff can setup a perpetual meeting room by visiting
https://ugz.zoom.us.The meeting room can be used for staff meetings and
collaboration. Staff can simply email the link to UQ and non UQ participates.

2.Virtual Classrooms: Teaching staff can setup virtual meeting rooms through Learn.UQ
for lectures or tutorials with external students.
https://elearning.ug.edu.au/gquides/virtual-classroom

Lecture Recording System (Echo360): Automatic lecture capture systems are installed in
large lecture theatres across UQ's main campuses. Students can access the recordings via
Blackboard. https://elearning.uqg.edu.au/quides/lecture-recordings#2

Video Server (Kaltura): Allow you to upload videos into Learn.UQ and students to submit
video assignments. https://elearning.ug.edu.au/quides/video-and-audio-upload#2

Desktop Recording (Kaltura): Kaltura is a desktop recording program that allows the
recording of interactive PowerPoint presentations. Kaltura 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).
http://www.elearning.ug.edu.au/content/desktop-recording
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Getting started

Requesting a course

Blackboard courses are created 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.

e Click on the Staff tab in Learn.UQ (Blackboard).
e Click on the first link.
M AlsaDickis 3 f# @ Logout

THE UNIVERSITY
OF QUEENSLAND | elLearning@UQ

AUSTRALIA

Welcome Courses Community Staff Help How-Tos and Tutorials Statistics

Module Administrator

From the eLearning Staff Helpdesk

» Course/Community Site Request Forms JRequest a Blackboard site. or Seeking Blackboard Support

request previous semesters content be adged into automatically-created Students should seek support through the current methods by contacting
site AskIT ( http://askit.ug.edu.au/)

» Procedure for site approvals - Approving and
Non Si-Net Courses

» Site Population Request Form - Use only for addition:
» Building Blocks etc

» 2012 eLeaming Initiative Report (Summer Semester, 2012)

elLearning Tools

ewing Communities and

Staff should seek support by contacting the TS Helpdesk on 3365 6000
ser population (x56000).
Staff support emails should be sent to help@its.ug.edu.au.

» 2012 eLearning Initiative Report (Semester 2, 2012) *Making your Site Available to Students for the Start of Semester*
» 2012 eLearning Initiative Report (Semester 1, 2012) If you see (Unavailable) beside your site on the Welcome page then
» 2011 eLearning Initiative Report (Semester 2, 2011) students cannot access it. To make it available, under the Control Panel
# 2011 eLearning Initiative Report (Semester 1, 2011) link (in the lefthand menu). go to Customisation -> Properties - Set

Availability. Choose the "Yes' radio button and then click the "Submit’

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 putin 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.

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

Control Panel
Files

Course Tools
Evaluation

Grade Centre

Users and Groups

Bulk Group Manager

@&y

Customisation | Users |

Packages and Utilities

Help

e Click the (Find Users to Enrol) button.
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Users

Find Users to Enrol

Search:

Username

Not blank

-

Go

} Remaove Users from Course Refresh
[ uUsemame First Mame Last Name Email Role Observer fvailable
[[] ugadick3 Ailsa Dickie a.dickiel@ug.edu.au Instructor Yes
[[] nc_student Study Student Student Yes
] nc_student2 Studious Student Student Yes
> Remaove Users from Course Refresh

Displaying 110 3 of 3 items Show All || EditPaging. ..

e Enter the required staff member’'s UQ username in the textbox. (

Tip: Find staff member’s UQ username by right clicking on their name in an email (Outlook)

and select Properties, it will be displayed in the Alias field.

AE2E + 9 -

BNGIER | Message Insert
[T )
j o A
P_ e
aste B 7 U |
- & o ‘)
Clipboard =

Untitled - Message (HTML)

Options Format Text Review Adobe PDF
ia v e g o) g2l cH@l Q J@
/| Ailsa Dickie - X -
Busy. Free at 4:00 PM Attach Attach 5i

File  Item~

Include

Teaching & Learning Training Coord, Info...

S]

i=
To.. Ailsa Dickie;

s
Schedule a Meeting

EY Add to Outlook Contacts

Cr... |
|

Subject:

Look Up Outlook Contact

( Outlook Properties )

e Select the required role from the Role drop down list (refer p69).
e Leave the Enrolment Availability as Yes.

e Click the m (Submit) button.
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Add Enrolments: TRNBB001_6320

Users that have an existing account in the system can be enroled in the Course. Click Browse to search for users. Only

3 Indicates a required field. Cancel ‘ Submit '

Enrol Users

Enter one or more Usernames. Separ, ultiple Usernames with commas. Click Browse to search.

Browse...

<= Username

Role Instructor

Student
Enrolment Availability
Teaching Assistant
Course Builder
Marker

Guest

Submit

Click Submit to proceed. Click Cancel fo quit.

e 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 (UQ’s enrolment system). Enrolments may take 2-3 three days to transfer from SlI-
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 student’s 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.

e Select Users and Groups > Users from the Control Panel.
e Hover over the required student.

e Click on the I:I (arrow) next to the required student.
e Select Change User’s Availability in course from the drop down menu.
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Find Users to Enrol

Search:  ysername ~  Motblank = Go

| Remove Users from Course Refresh
[ Usemame First Mame Last Name Email Role Observer  Available
[[] ugadick3 Ailsa Dickie a.dickie1@ug.edu.au Instructor Yes

nc_student{ %} Study Student Student Yes

L

nc_student2 | -
CChange Users Rale in

Student Yes

O

Course <+
3 | Remove Us Refresh
Remove Users from Course

Displaying 1 to 3 of 3 items Show All Edit Paging...

e Select No from the Availability drop down menu.

e Click the m (Submit) button.

Change User's Role in Course

1. Role and Availability

Role (=) Student
() Instructor

() Teaching Assistant
() Course Builder

s

() Marker

Available (this course only)

7. Submit

Click Submit to proceed. Click Cancel to quit.
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Making your course available

By default, courses are not available to students when they are first created.

To make a course available, ensure Edit Mode is On.

Request Support [l VictorHo 4 v (D)

THE UNIVERSITY L U
\Mf ?f sRLiEfTbLAND €arn. Q Welcome Courses Community Staff Help Guides System Admin Statistics
4 a

(Course is unavailable to students) > Announcements

* ABCD1234

[ABCD1234] Victor

Tesing Coure Samster Victor Testing Course Semester 2

(TEST0018N_6360_Victor)
Tips for Staff (Hidden) @ Announcements

Announcements New Announeements appear directly below the repositionable bar. Reorder by dragging announcements to new

Course Profile (ECP)

Note: A message is displayed under the Learn.UQ menu when the course is unavailable to
students.
Request Support - VictorHo 4 ¥ Q)

Welcome Courses Community Staff Help Guides System Admin Statistics
A

AUSTRALIA

gupb UNIVERSITY L uQ
qs OF QUEENSLAND earn.
&

A ® | (Course is unavailable to students) > Announcements

T ABCD1234

[ABCD1234] Victor s

Testing Course Semester Victor Testing course Semester 2

22018
(TEST0018N_6860_Victor)

Tips for Staff (Hidden) @ Announcements

Announcements New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new
positions. Move priority announce

nelw gniouncements 1rom DErSe

Course Profile (ECP)

Set Availability

1. From the Course Menu select Learning Resources.
2. Click on the Red Lock icon.
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Request Support . VictorHo 2 =

THE UNIVERSITY

OF Queenstanp | Learn.UQ
A Q

AUSTRALIA Welcome Courses Community Staff Help Guides System Admin Statistics
4 -

(Course is unavailable to students) > Leaming Resources

5. ‘ Edit Mode is: [ = ON
—

+ I TL ¢ .

[ABCD1234] Victor F 3
Testing Course Semester
22018
(TESTO018N_6860_Victor)

Tips for Staff (Hidden) & D Support

Announcements

Learning Resources

resesaments 1o~ NNNNNNNNNNNNNNNNNNNNNN

Availability- Item is not available

Ermesl s (EEH This section is not visible to your students. It contains guides and support for the Learning

Course Staff Resources section of Learn.UQ course sites.

Course Help
All course materials should be contained within the Leamning Resources area. It is recommended that the

Leaming Resources. R X
Leamning Resources area be arranged by weeks (preferred) or by module. Each folder should contain pre-

Assessment
Discussion Board

My Grades.

class materials, lecture/workshop materials, extra resources, and links to assessment items. You can add
text, images, web links, videos, YouTube videos, upload documents and add many other types of content

Place the Lecture Recordings link at the top of this page. Your lecture recordings are

automatically published to the Lecture Recordings link below. Do not change the title of Learning
Tools & Resources menu item or the Lecture Recordings link.

Library Links Clearly label all resources with their purpose and how students should use them.

Upload files using an ltiem which allow you to add descriptors rather then use the File tool

3. A Green Unlocked icon will be displayed to show the course is available.

Requesi Support . ViclorHo 3 =

THE UNIVERSITY
OorQueensLanp | Learn.UQ

AUSTRALIA

Welcome Courses Community Staft Help Guides System Admin Statistics
S

(Course is unavailable to students) > Learning Resources o Edit Mode is: (= ON

+ R T ¢ .
Learning Resources

[ABCD1234] Victor
Testing Course Semester
22013
(TESTO018N_6860_Victor)
Tips for Staff (Hidden) &
Announcements

Course Profile (ECP)

Course Staff

Course Help

Leaming Resources
Assessment
Discussion Board
My Grades

Tools @

Library Links

Build Content v Assessments v Tools v \\\;'\\\\\\\\\\\\\\\\\‘ i

D Support

Availability: Item is not available

This section is not visible to your students. It contains guides and support for the Learning
Resources section of Learn.UQ course sites.

All course materials should be contained within the Leaming Resources area. It is recommended that the
Learning Resources area be arranged by weeks (preferred) or by module. Each folder should contain pre-
class materials, lecture/workshop materials, exira resources, and links to assessment items. You can add
text, images, web links, videos, YouTube videos, upload documents and add many other types of content

Place the Lecture Recordings link at the top of this page. Your lecture recordings are
automatically published to the Lecfure Recordings link below. Do not change the title of Learning
Resources menu item or the Lecture Recordings link.

Clearly label all resources with their purpose and how students should use them

Upload files using an ltem which allow you to add descriptors rather then use the File tool

Learn.UQ site overview

All Blackboard sites are based on the same template to ensure consistency in structure and
navigation for students.
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Course Menu contents

[TESTO019] Course
Insights Playground
(TESTOD19N_6920 _D0D0O01)

Tips for Staff (Hidden) &

Course Insights B

Announcements
Course Profile (ECP)
Course Staff
Course Help
Learning Resources
Assessment
Discussion Board
My Grades

Library Links

Tips for Staff: Content area that contains tips for staff and a banner creation tool. This link
is hidden from the students by default.

Course Insights: A learning analytics tool that tracks student data across your Learn.UQ
course.

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.

Course Staff: This content area should include a clear explanation of the communication
modes, channels, and practices for the course. This may consist of contact details and
consultation times for individual lecturers and tutors, or a more sophisticated system that
directs students to the appropriate contact.

Course Help: The Course Help section has been provided so you can direct students to the
most effective support mechanisms and inform them about course, School, and Faculty
procedures with which they may not be familiar.

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

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

Control panel contents

Control Panel

Files

Course Tools
Evaluation

Grade Centre

Users and Groups
Customisation
Packages and Utilities

Help

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 Turnltin.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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Announcements

Adding an announcement to a course

e Click on the (Create Announcement) button.

Announcements

Create Announcement

New announcements appear below thisling -------------------mmooommmm

Announcement Information

e Enter an informative title in the Subject textbox.
e Enter your news in the Message textbox.

Create Announcement

v
 Indicates a required field.

1. Announcement Information

+ Subject G’u’elcumetu Blackboard Basica

Message

T T T F Paragraph [+] Arial [«] 3200 [] = - 3=

% 0 0Q o EE=EE = T T < I JIEES

@ @ & B oMshps - T & @ © & H

Glease answer the introduction questions on the Discussion Eloard)

Path: p

lack

rT-#2-@¢Fi A
MR

HTHL C55

Words:9 Y
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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.

e Select Not Date Restricted radio button if you want the announcement to be

displayed immediately. OR

e 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 &

Menu).

e 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.

Web Announcement Options

Duration lot Date Restricted

.--""'-’

Cate Restricted

Select Date Restrictions f[=\Display After
___’___.-& Display Until

Email Announceme @end a copy of this announcement immediately

= P
(i3]
&

Course Link

e Click on the (Browse) button.

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

Course Link

Location

Submit

Click Browse to choose an item. \

€ Select Course Link: [ﬂ'l =RACN X

& https://learn.ug.edu.au/webapp:

m| »

Select Course Link: [ITSTRNBB]
Blackboard Basics Training
Course 13

@ Announcements
5] Course Profile (ECP)
=-E5) Leaming Resources
5] Week 1 - The Universe
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e Click on the (Submit) button.

Course Staff

A Contacts area (named Course Staff) is included in the standard UQ course template. The
Contacts area allows you to add profiles for your teaching staff with information about
individual contact details and consultation times.

Edit or Add a Contact

1.Hover over the title of the contact.

2.Click on the down arrow and select Edit or click on the Create Contact button.

Contacts

Dr Sample Exampl@

Email help@learn. ug.edu =
Work Phone == ==
Office Location 17-323

Office Hours Monday 9 -|  Delete
Personal Link http:/irese;
Notes

The notes section can be used to provide more

tailed information, including:

- Your role in the course (e.g. course coordinator, |al
- Examples of the type of issues your students should ¢
- Social media details.

tory coordinator).

Other information
Your profile photo should be 150 x 150 pixels.

You have the option to insert a link to a personal website. Your UQ research profile is a
good option.

Change to your details using the Edit menu item (hover over Dr Sample Example’s name
and click on the down arrow).

Refer to the Contacts tool guide

Complete Contact details

1.Complete the profile information Title, First Name, Last Name, Email, Work
Phone and Office Location.
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Create Contact
* Indicates a required field.

PROFILE INFORMATION

Provide an email address and a title, first name or last name. /

Title Chr )
gl

First Name Mary

Last Name Lui @

24 Email m.Iui25@ug.edu.au \
Work Phong 07 4321 4221

Office Location \

For the toolbar, press ALT+F10 (PC) or ALT+FN4+F10 (Mac).

3.

P

Character count 8 Y

2.In Office Hours add information on when you are available for student consultations.
3.Optionally, in Notes add information on the following:

o Your role in the course (e.g. course coordinator, tutor, preceptor, laboratory
coordinator).

o Examples of the types of issues your students should contact you about.
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Office Hours
Faor the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

5
Menday %am -11am /

Wednesday 2pm - 4pm

Character count 39 4

MNotes
Faor the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T TT -Format— v Al v 3(12p) v El-iE- T 2~ @ ixXA
¥ 0D oaQqQwo EEEEEETT T —=— o [V
5 91 « ® ® .I, B HTML €55
Role: Laboratory coordinator /
Contact me about:
» [fyou need to change laboratory allocations (refer to instruction in the ECP)
« Laboratory safety concerns
Path: ul » li Words:22 4
Options

1.Select the Yes, Make the Profile Available radio button.

2.Click on the Browse button and navigate and select a profile image. The recommend
image dimensions are 150 x 150 pixels.

3.0ptionally, in Personal Link paste in a website address. i.e. A link to your UQ research
profile.

4.Click on the Submit button.

OPTIONS /

Make the Profile Available ®Yes No

Attach an image. For best results, the image size should be 150 x150 prels.

Current Image None /

Aftach Image
Personal Link http-/iresearchers ug.edu

Click Submit to finish. Click Cancel to quit. \
Cancel ‘ Submit ’
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Contacts

Create Folder Create Contact

Dr Mary Lui

Email m.lui@E@ug.edu.au
Work Phone 074321 4321

Office Location 36 -123

Office Hours Monday 9am -11am Wednesday 2pm - 4pm
Personal Link hitp:/researchers.ug edu.auresearcher/2
Notes

Role: Laboratory coordinator

—
E
=—
=
-

Contact me about:

If you need to change laboratory allocations (refer to instruction in the ECP)
Laboratory safety concermns

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.

e All content creation under “Build Content”.

Learning Resources

Build Content ~ Assessments v Tools ~ Partner Content v

Create New Page
ltem Content Folder
File Module Page

Blank Page
Audio
Image Mashups
Video Flickr Photo
Web Link

SlideShare Presentation

Learning Module JUCHECDERACED

I EET xpLor Content

Syllabus Kaltura Media
Course Link

Content Package (SCORM)

e All assessment under “Assessment”.
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Learning Resources
Build Content Assessments v Tools Partner Content w

Test

Survey

Assignment

Self and Peer Assessment
Turnitin Assignment
Mobile Compatible Test

MeGraw-Hill Assignment

e All interactive tools under “Tools”".

Learning Resources
Build Content Assessments Tools + Partner Content

Discussion Board
Blogs

Journals

Wikis

Groups

Chat

Tools Area
ITunes U Link
Basic LTI Tool
Tweak

Kaltura Media

More Tools

Site organisation

Content can be linked directly to a Content Area, organised using folders.

Learning Resources

It is recommended that you organise the Learning Resources content area into folders using
one of the following two structures:

e By week (students prefer Learning Resources to be ordered by week)
e By topic or module

The lecture recordings link should feature at the top of the page.

Assessment

Teaching staff usually organise the Assessment with a folder for each assessment item
(named EXACTLY the same as the ECP title), including all the resources needed to complete
each task. An assessment summary should also appear at the top of the page.
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Add a Content Folder
e Click on the (Build Content) button.

e Select Content from the drop down list.

Build Content Assessments v Tools +

Create New Page

Item Content Folder

File Module Page
BElank Page
Image

Web Link Mashups

Learning Module [FLETAIET

SlideShare Presentation

Lesson Plan

=
Syllabus YouTube Video
Course Link Kaltura Media

Content Package (SCORM) LRI

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

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

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

Create Content Folder

% Indicates a required field. Cancel m
1. Content Folder Information /

<t Mame Week & Saturn

Colour of Name @ack
Text \

T T T T Paragraph ~ Arial - 3(12pt) FiZE-iEL T2 & QixMa
D oaQwveEEEE = T T. | — (= ||
@ @S oM - T « @ © L H HTHL £S5

( This week we will look at the second largest planet.| }\

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

Submit

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 [“2| (Time Selection
Menu).

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).

e Click on the (Submit) button.

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

Standard Options

Permit Users to View this 4"/

Track Number of Views @ Yes @ Mo

Select Date and Time Display After (=)
isplay Until ®
- Submit \

Restrictions

Cancel @

Moving the Folder

Hover over the folder.

e Click and drag the L1 (double arrow) to the left of the folder to move it to the

correct position on the page.

E] Week 1 - The Universe

This week we will look at the Universe. The Universe is usually defined as the totality of
all that exists. including all matter and energy.
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Edit or Delete a Folder

e Hover over the Folder.

e Click on the I:I (arrow) to the right of the title.
e Select Edit OR Delete from the drop down list.

1
B Week 1 - The Univers@ . -

o the Universe. The Universe is usually defined as the totality of
Edit Il matter and energy.

—_—

Adaptive Releasze

Set Review Status(Disabled)

Metadata
Statistics Tracking (On/Off)

User Progress

Cony system.

Move

( Delete )‘-——-—-—_

Add content to a Folder
e Click on the Folder title.

B Week 1 - The Universe

This week we will look at the Universe. The Universe is usually defined as the totality of
all that exists, including all matter and energy.

Week 1 - The Universe

[ITSTRNBE] Blackboard 3
Basics Training Course 13

ild C C
(ITSTRNBB_0013) Build Content Assessments Tools ~ Partner Content
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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.

e Click on the (Build Content) button.

e Select File from the drop down list.

Build Content Assessments Tools

Item / Content Folder
o Module Page

Blank Page

Audio

Image

Video Flickr Photo

Web Link SlideShare Presentation
YouTube Video

Lesson Plan

Syllabus

Course Link

Content Package (SCORM)

Select File

e Click on the [_Browse My Computer | (Browse My Computer) and browse to and open
the require file OR

e Click on the |_Browse Course | (Browse Course) and select the radio button of the

required file. Click the (Submit) button.

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

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

Create File

Indicates a required field. Cancel Submit

1. SelectFile /

Colour of Name ( [ | Black >H‘
Find File C | D

Selected File File Mame mars.pdf
File Type PDF
Select a Different File

2. File Options

Add alignment to content @) Yes @ Mo
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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 [“2| (Time Selection
Menu).

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

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

(Time Selection

Standard Options /

Permit Users to View this @ Yes ) Mo

Content

Track Number of Views F-_.

Select Date and Time Display After (=)

Restrictions —
/ Display Until 5

e Click the (Submit) button.

Week 6 Mars

Build Content Assessments Tools Partner Content

D Mars worksheet

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.

e 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.

e Click on the (Build Content) button.

e Select Item from the drop down list.

Week 6 Mars
Build Content « Assessments Tools Partner Content
Create New Page
Content Folder
File Module Page
Blank Page
Audio
Image Mashups
Video Flickr Photo
Web Link SlideShare Presentation
Lesson Plan YouTube Video
Syllabus xplLor Content
Course Link Kaltura Media
Content Package (SCORM)

Content Information

e Enter the title in the Name textbox.

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

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

Text

Images

Emoticon

Web links

File links

Videos: using Kaltura
Audio: using Kaltura
Flickr Photo

SlideShare Presentation
YouTube Video

O O O O O 0 O O O O
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Content Information /

Colour of Name [ | Black

Text \

T T T T Paragraph - Aral - 3(12p1) | EE T || |# | [« Hidz
%0 3 a EEEE = T"| T | — (= (%

@ @ @ Bl f, omsws - 1 « © @ L B S B

Mars is the fourth planet from the Sun and the second smallest planet in the Solar System. Named aft
the Roman god of war, it is often described as the "Red Planet” because the iron oxide prevalent on it:
surface gives it a reddish appearance

Path: p = img Words:45 y

Attachments

Click on the [ @¥se My Computer | (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.

Attachments /
Aftach File CElruwse My Gomputer Browse Course )

Aftachedfiles

[0 mars(1).pdf mars(1}.pdf Create a link to this file Add alignments to content Do not attach

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 [“2| (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 [
Menu).

Click on the (Submit) button.

(Time Selection
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Mars - Introduction

Aftached Files: [§_mars(1).pdf

(39.686 KB)

Mars is the fourth planet from the Sun and the second smallest planet in the
Solar System. Named after the Roman god of war, it is often described as the
"Red Planet” because the iron oxide prevalent on its surface gives it a reddish
appearance

Text editor

Views

The text editor has two views: simple and advanced.

Advanced mode

Path: p

T T T Aral ~ 3(12pt)

Simple mode

Path: p

T T T F Paragraph ~ Arial
%D oa = ===
E] @ [a] R .fx o Mashups ~ 9

| 30ze =S || T |2 e Ei?:@
= =TT T |— = |||
“% ® £ H HTML 55
Collapse / Expand
Words:0 4
T EIERER Elit@

Words:U@

I
I
I

Click and drag to \ 4
increase the size
of the textbox
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EI Preview.

) Help.

i p
RA Full screen view.
|

A Expand / Collapse tool menu.

Textbox: Add a link / web link

e Click on the (link) icon.

T T T F Ppanagraph [+ Arial sy []E-iE-T-2- @ @i [HA
$DOoamo EEEE = T o — = -

ZI B3 fe oMashups - T % © @ & H AT 5

Path:p Words:0 7

Add link / file

e Click on the |_Browse My Computer | (Browse My Computer) button and browse to and
open the require file OR

e Click on the | Browse Course | (Browse Course) button and select the radio button of
the required file OR

e Click onthe (Source URL) button and enter the required web address.

e Click on the (Submit) button.

Insert Content Link

1. Select Content Link /

When attaching a file from your compute™ you must first submit the content item so the file is assigned a permanent

URL.
Aftach File (BFOWSE Wy Computer Browse Course | Source URL )
Aftached files
File Name Content Link Options
Name of Link to File |T::}Is for teaching.doct |
Al Text
[7i Tools for | l Do
A Alt text defines what this image is for a visually impaired or blind user using assistive technology such as not
teaching.docx screen readers. Allimage and multimedia files should have alt text associated with them. attach
Open in new window @ Yes @) No
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Textbox: Insert an image

e Click on the (image) icon.
T T T F Paragraph E Arial E 3(12pt) E E-E-T-2- & (e R S o
D Oa EEEE = TR == 2
@ ¢)ﬂa fr omashups - T % ©@ @ L H HTHL £55
\MEK"EEK Embedded Media
Path: p ‘Words:0 v
General

e Enter the URL (web address) for the image OR

e Click on the [_Browse My Computer | (Browse My Computer) button and browse to and
open the require file OR

« Click on the |_Browse Course | (Browse Course) button and select the radio button of
the required file.

e Enter a description in the Image Description textbox.

e Enter a name for the image in the Title text box.

Note: It is not recommended that you use the URL option, as students will not be able to view
the image if it is removed from the original website.

Tip: It is recommended that you enter both a description and title for all images for
accessibility reasons.

General Appearance Advanced

Image URL pps istaging-blackboard elearning uq.edu au/sessions/3.

( Browse My Computer  Browse Course '

When attaching a file from your computer, you must first submit the content item so the file is assigned a permanent URL.

Image Descripioreserscene ) e

Cancel Insert

Appearance (optional)

e Select the required position of the image on the page from the Alignment drop
down list.

e Enter the required width or height of the image (in pixels).

e Enter the require space to the left and right of the image in the Vertical Space
textbox (in pixels).

e Enter the require space above and below the image in the Horizontal Space
textbox (in pixels).

o Enter the width of the image border in the Border textbox (in pixels).
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General H Appearance " Advanced |

—

&
Alignment [ iddle ; )
D\mans\nns 500 |X|__ 375 1 E l Lorem

‘ e
.Cnnstram Proportions

ipsum, Dolor sit amet,
Yertical Space consectetuer adipiscing

loreum ipsum edipiscing
Horizontal Spac elit, sed diam nonummy

""‘-'—. nibh euismod tincidunt ut

Border
Style \vemcaL igwmiddle; bof

Cancel Update

Insert

e Click on the (Insert) button.

T T T T ramgraph =] Arial [lsazn [F=-=-T-2-¢ @ixa
¥nDpawe EEEEESTT e — = -
@ @ @ Bl f wMshes - T « @ @ & H HTHL 55
4
Path: p » img Words:0 ;
Edit image
e Click on the image.
e Click on the =1 (image) icon.
Textbox: Add a web link
e Enter the web link text.
e Highlight the web link text.
e Click on the (web link) icon.
T T T T Paragraph D Arial |z| 3(12pt) |z| ST~ #- @ (e [ G -2
¥xDoamw EEEE = T T, #5910 —— o %~
D@ B f oMehes - 1« © © 4 @ -

)

T

Path: p

Words:2

4

e Paste the website address in the Link path textbox.

e Click onthe (Insert button).

General |

—

Browse Course

Link Patl

nttp:tiweve.nasa.qovi

Browse My Computer

Target \ Open in This Window/Frame El
Title | |
Class [ —Metset— =]

When attaching a file from your computer, you must first submit the content item so the file is assigned a permanent URL.

N

Cancel C Insert )

Page 37 of 86




Edit a web link

e Click on the require link.
e Click onthe (web link) icon.

¥DoDaQwe =E=E=EE = T| T ol w4 — — o O

QO LS oMvehes - T « @ © & B & REEEEHTEH D s
MNASA website

Path:p=a Words:2 v

T T T T Paragraph |z| Arial E| 3 {12pt) lEE riE-T- #- & N Ha

e Change the link as required.

e Click onthe (Update) button.

Delete a web link

e Click on the require link.
e Click on the (remove link) icon.

T T T F Paragraph |z| Arial EI 3 (12pt) Be|BE-

¥DEaQwowea =E=E=EE = T'T,apﬂﬂ-

@@ E NS oM -« @4 EERDEEEBED D mmos
MNASA website

Path:p=a Words:2 v

[ %
Pl d
LA
»

Textbox: Equation editor

The equation editor is written by WIRIS and uses the latest MathML standard for describing
math formulas for displaying in a browser. The formulas are saved as png files for
displaying and as MathML for future editing.

The equation editor includes:

Basic operations
Matrix calculus
Calculus and series
Logic and set theory
e Units

e Greek alphabet

Open text editor

e Open the text editor (can be found in Items, Announcements, Discussion Board,
Blogs, Journals, Wikis, Assignments, Tests and the Grade Centre).

e Click on the (equation editor) icon.
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T T T T Paragraph v Arial Y 3(1pt) Y IE-IET- @ @ @i xa
¥DOoamw EEEE = T |T: —=t |||
Q@@ EE) cmmes - 1 « 003 B .
Path: WordsD
Help files
¢ Click on the Manual link in the bottom right hand corner.
& WIRIS editor - Google Chrome . e
https://staging-blackboard.elearning.uq.edu.au/webapps/vtbe-tinymce/app/editor?lang=en_US
0
P m——
LaTeX( M
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Insert an image

Images can be inserted directly into a Content Area (Learning Resources and Assessment)
or into a Folder / Learning Module using the Image option.

Click on the (Build Content) button.

Select Image from the drop down menu.

Week 6 Mars
Build Content « Assessments Tools « Partner Content
Create New Page
Item Content Folder
File Module Page

Blank Page
Audio

Mashups

Video Flickr Phato
Web Link SlideShare Presentation

YouTube Video
Lesson Plan
Syllabus xpLor Content
Course Link Kaltura Media

Content Package (SCORM)

Select Image File

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

Click on the | Browse Course | (Browse Course) and select the radio button of the
required file. Click the (Submit) button OR

Click on the | Browse Mashups | (Browse Mashups) and search for and select a
FlickR photo.

Enter a title in the Name textbox.

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

Enter a description of the image in Alt Text textbox.

Optionally, enter a detailed description of the image in the Long Description
textbox.
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Select Image File

Find File | Browse My Computer Browse Course Browse Mashups )

Selected File File Mame saturn_rings.jpg
File Type JPG
Select a Different File

Name The Rings of Saturn| +—

Colour of Name ] Black

Alt Text ( Planst 3aturn showing the rings '

Long Description \

Image Options

e If the image is not to be displayed in its original dimensions, select the Custom
radio button.

o Enter the required dimension in the Set Width and Set Height textboxes
(keeping the original proportions).

Tip: Save the image with the required dimensions (use a graphic program) before uploading
it to Learn.UQ, as large files will slow the page when downloading.

e Select the required border width from the Border drop down list.
e If the image is to create a link to a website, enter the address in the Image Target

Image Options
Dimensions riginal
ustom
/ Set Width 258

Set Height

Image Target URL \

Open in Mew Window @ Yes No

256

Add alignment to content Yes @ MNo

Standard Options

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

e Optionally, if you want to know how many times the file is viewed, select the Track
Number of Views radio button.
e Optionally, set Date and Time Restrictions:
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o If required, select the Display After checkbox and enterthe date using the

(Date Selection Calendar) and enter the time using the —

Menu).

(Time Selection

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

(Date Selection Calendar) and enter the time using the [/

Menu).

(Time Selection

Standard Options

Permit Users to View
this Content

Track Number of Views,

Select Date and Time
Restrictions

@ Yes Mo

Vlisplay After

Pisplay Until

dates as dd/mm,/yyyy. Time may be entered in any increment,

Enter dates as dd,/mm,/yyyy. Time may be entered in any increment,

= =3
©

©

e Click the m (Submit) button.

Assessments w Tools

Build Content

Mars

-

Partner Content

Add a web link

Web links can be added directly into a Content Area (Learning Resources and Assessment)

or into a Folder using the Web Link option.

e Click on the Click on the (Build Content) button.

e Select Web Link from the drop down list.
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Build Content Assessments Tools

ltem \ Content Folder

File Module Page
Blank Page

Image Mashups
Video Flickr Photo
-{b Slideshare Presentation

YouTube Video
Lesson Plan

Syllabus
Course Link

Content Package (SCORM)

Web Link Information

e Enter a description title for the link in the Name textbox.
e Paste the website address in the URL textbox.

Web Link Information /

== Mame @ /
¥ URL http:/iwew w.nasa.govd

For example, hitp://www.myuniversity.ae.uk

[ This link is to a Tool Provider. What's a Tool Provider?

Description
e Optionally, enter a detailed description of the website in the Description textbox.

Attachments

e Optionally, if you want to attach a file:

o Click on the [_Browse My Computer | (Browse My Computer) and browse to and
open the require file OR

o Click on the | Browse Course | (Browse Course) and select the radio button of
the required file.

Attachments

Attach a file from a local drive or Course Files. All atfached files are saved in Course Files. Click Do Not Attach to
remove the attachment. The file itself is not deleted.

Aftach File Browse My Computer

Attached files

File Hame Link Title File Action Item’'s Alignments

[ Create a link to this ’ Do not
turn.pdf Add alignments to content

saturn. pdf samn.p file B g attach
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Standard Options

e Optionally, if you do not want students to view the web link yet, select the No
Permit Users to View this Content radio button.
e Optionally, if you want to know how many times the web link is viewed, select the

Track Number of Views radio button.
e Optionally, set 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 [“2| (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 [
Menu).

(Time Selection

Standard Options

Permit Users to View @ Yes @ No
this Content

Track Number of Views

Select Date and Time
Restrictions

Lisplay After &

dates as dd/mm/yyyy. Time may be entered in any increment.

bisplay Unti (=]
Enter dates as dd/mm/yyyy. Time may be entered in any increment.

e Click onthe (Submit) button.

Week 8 Saturn

]

[B 1. The Rings of Saturn
B 2. Week 8 Saturn lecture pres|
B 3. NASA

Build Content Assessments Tools

1 The Rings of Saturn

Week 8 Saturn lecture presentation
b NASA
a | 1 I %gj

Aftached Files: [ saturn.pdf (39.686 KB)
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Add a course link

Links to resources or tools in other sections of the course can be added directly into a
Content Area (Learning Resources and Assessment) or into a Folder / Learning Module using
the Course option.

e Click on the (Build Content) button.

e Select Course Link from the drop down menu.

Build Content « Assessments Tools «

ltem Content Folder

File Module Page
Blank Page

Audio

Image fashups

Video Flickr Photo

Web Link SlideShare Presentation
YouTube Video

Lesson Plan
Syllabus

ContetdPackage (SCORM)

Course Link Information

Browse...

e Click on the (Browse) button.
e Select the required course item from the Course list dialog box.

Create Course Link

A Link is a shortcuf fo an area, a tool or an item. Add a Link to a Content Area to provide quick access points to relevant materials and tools. Options for Links affect the
availability and tracking of the content items no matter where they are accessed. Mo

& Indicates a required field. Cancel m

Gourse Link nformation / (@ Select Course Link: [TRNBB001] Blackbaa.. = | B X

¥ Choose ltlem & https://learn.ug.edu.au/webapps/blackboard/execute/c
. ¢ =
¥ Name | TR = .

¥ Select Course Link: [TRNBB001] Blackboard Basics
¥ Location i
Description ~-@ Announcements L Pn
| £5) Course Profile (ECFP)

“ Mormal + 3w Aal - B 7 Uabe| % & | E= = D. [=-E5] Leamning Resources
CAE A A e o @EISTAES SO <3 5 Week 1-The Universe
- g R

D = D [a & la 5] Week 2 - Solar System

- | -E5] Week 3 - Mercury -

£5 Week 4 - Venus
-5 Week 5 - Earth
-5 Week 7 - Jupiter
E-E5) Week 8 Saturn
- The Rings of Saturn
[ Week & Saturn lecture presentation
k B NASA
L £5) Week 9 - Uranus ) 2

e Edit the title in the Name textbox if required.

e Optionally, select the font colour for the title from the Colour of Name drop down
colour picker.
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e Optionally, enter further information in the Description text box.

Course Link Information

Choose ltem Browse...

Iltem Mame Blackboard basics
Name Geekry discussion board questiunsD ®Ellack
Location IDigcussion Board/Blackboard basics

Description

Text Editor is: m
B &

-

Mormal » 3 w sl v e | X

B I U =
ct Y IR e oo QO ITARLS | TS OO
ThEL BE BE

C D

Standard Options

I
I
it

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

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

e Optionally, set 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 L=] (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 [
Menu).

)| (Time Selection

Standard Options

Permit Users to View @ Yes @ No
this Content

Track Number of Views

Select Date and Time Display After [h=]

Restrictions dates as dd,/mm,/yyyy. Time may be entered in any increment.

Display Until ©

>

Enter dates as dd,/mm,/yyyy. Time may be entered in any increment.

e Click on the (Submit) button.

Build Content + Assessments Tools w Partner Content

Week 6 Mars forum
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YouTube

YouTube videos can be embedded into your course anywhere there is a Text Editor
(Announcements, Items, Discussion Boards, Blogs, Journals, Wikis, Assignments and Tests).

Note: To use the YouTube tool on campus you must be logged into the UQ Internet Quota

System. i.e. Enter any external website address into your browser, enter your user name and
password and click continue.

Search for a YouTube video

e Go to the YouTube website: https://www.youtube.com/
e Enter the keywords you want to search for into the search field.

e Click the E search icon.

€« = @tps:.-'_-"www.youtube.com)E‘- ts?search_guery=Planet+saturn
Youllm* =- Planet saturn ‘\ —_ @
™ Whatto Watch Fitters + About 192,000 results

BEST OF YOUTUBE [New National Universal solar documentary 2014 full HD] Planetary

Saturn, Jupiter, Uranus & Neptune

E Popular on YouTube by NgocTu Elegant

Music 9 months ago = 71,958 views
[New National Universal solar documentary 2014 full HD] Planetary Rings ; Saturn,
E Sports Jupiter, Uranus & Neptune [New National ..
E Gaming
cducat Our Solar System's Planets: Saturn | in 4K Resolution
ucation by Astrum
Movies 4 months ago = 22,912 views
Everything you could want to know about Saturn, in 4K! Real HD photos and videos
E TV Shows taken by the Cassini-Huygens orbiter around ...
4K CcC
News

Saturn - Space School

by Discovery TV

6 years ago + 389,699 views

Nine times the size of Earth, Saturn is a truly unique planet. Learn all about it right
here at Space School

© Browse channels

Sign in now to see your
channels and
recommendations!

e All page/s of search results will be displayed.
e Click the appropriate video/link to view the video.

Saturn - Space School)
by Discovery TV \
G years ago + 389,699 views

Nine times the size of Earth, Saturn is a truly unique planet. Learn all about it right
here at Space School.

Q

e Click the (Share) button.
e Click the S(Embed) button and copy the embed code.
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https://www.youtube.com/

Saturn - Space School
Discovery TV

2 / 390,048

Add YouTube Content to Course
e Click on the (Build Content) button.

e Select Item from the drop down list.

Learning Resources

Build Content + Assessments v Tools « Partner Content

Create New Page
Content Folder
File \ Module Page
Blank Page
Image 5 time to a
Web Link Mashups
F S , 3 S P
Flickr Photo ¢ functions g

Learning Module
SlideShare Presentation

Lesson Flan
Syllabus Kaltura Media
Course Link uQ Poll Test

Content Package (SCORM)

e Enter the title in the Name textbox.
e Select HTML view.

CONTENT INFORMATION

Name {(|Saturn - Space School YouTube video , /

Colour of Name | Black

Text

T T T F Paragraph v Arial v o3(pt) Y Z-iE-T-#-& / Eixa
¥Doamwo EEEE = I || — == || % |~

D@ Ef oMsus - T « © @4 B @“5

Introductory information on the planet Saturn

Path. p Words:8 4
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e Paste the embed code from YouTube.
e Click the (Update) button.

HTML code view Word Wrap

<p>Intreductery informaticn on the planet Saturn. </p>

<iframe width="420" height="315" src="https:/,/www.youtube.com/embed /MIIDICzWPQU" frameborder="0"
all:'n':'ullsc:ee:1><_-'i:':an.e>{

The video will be embedded within your text editor as a yellow box.

Note: We recommend that you provide a web link for your video. Refer to guide Add a web
link using the Text Editor for further information.

CONTENT INFORMATION
- Name Saturn - Space School YouTube video
Colour of Name . Black
Text
T T T T Paragraph v Arial v 3(12ph) YIEE B [T ||| [ e B
D0 O0Qmwo EEEE = T T 1% — = |=||¥ ]
@@ E[Efi omees - T « ©© & B
N\ -
= —
S
Path: p » media Words:7 4

e Click on the (Submit) button.
e The video will be displayed in the content area as shown below.
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@ Saturn - Space School YouTube video

Attached Files: [ Saturn.docx (1891 KB

Introductory information on the planet Satumn

Satumn - Space School

https /fwww youtube comiwatch?v=MS9D3CzwP QU

Note: The videos are external web content, so your students will need to login to the UQ
quota management system to view the video on campus.

Insert a video into a Content Area - Kaltura

Videos can be uploaded to Kaltura and directly inserted into a Content Area (Learning
Resources or Assessment) using the Tools Menu.

Videos can also be uploaded anywhere there is Visual Textbox Editor (Announcements,
Items, Discussion Board, Blogs, Journals, Wikis and Assignments). Refer to the Insert a
video into a Visual Textbox Editor guide.

Note: To use Kaltura on campus you must be logged into the UQ Internet Quota System. i.e.
Enter any external website address into your browser, enter your user name and password
and click continue.

Insert a video

e Open a Content Area (i.e. Learning Resources or Assessment).

e Click on the (Tools) button.

e Select Kaltura Media from the drop down menu.
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Learning Resources /

we
=}
i

Discussion Board

Blogs
Journals
Wikis
S / d content...
Tools Area '

v .
Basic LTI Tool bove to add it

Kaltura Media

McGraw-Hill Content
Boolkshelf by VitalSource

Search for Bookshelf
eTexthooks

Learning Pathways LTI

EchoCenter Access

More Tools

e Click onthe (Select) button to choose a video that you would like to insert.

e Alternatively, upload a new video. Refer to p52.

A S=l  Media Gallery Shared Repository ® Add New v

Sort by Most Recent > View All Statuses » View All Media ~ View Media | Own ~ | Q Search Media

N

& Introduction Video @

From ugksavin 59 Minutes ago
Welcome to the course! This short video gives a quick overview of the material covered this. ..

0 @ |00:58

Content Information

e Enter a name for the video in the Title textbox.
e Optionally, select a font colour for the title from the Colour picker.

FPreview

e Optionally, click on the (Preview) button to watch your video.
e Enter additional details about the video in the Description text editor box.

Page 51 of 86



CONTENT INFORMATION

Title Welcome to a new semester!

>hill

Color of Name

W o) —

ADD KALTURA MEDIA CONTENT TO COURSE

Mame:  Introduction Video (00:58)

Description
Forthe toolbar, press ALT+F10 (PC) or ALT+FN+F 10 (Mac).

T T T F Paragraph ¥
Xnoamwo T T.
@ G M f oMshps - T « @ © L H

Arial v

3 (12pt) v

HTHL C55

expectations.

@is video outlines the key topics we will be looking at this semester as well as an outline of the assessm@

—

Path: p

Words:22 y

Tip: Best practice is to include as much information as possible about the embedded video.

Attach other files / link content

Browse My Computer

e Optionally, click on the
attach any additional files.
e Select and open the required video file.

(Browse My Computer) button to

ATTACH OR LINK CONTENT

Attach local file

Browse My Computer Browse Course

Semester outline docx

Attached files

4 Semester outline.docx

Files can be attached here. Click Browse to select the file to attach and specify a name for the link to this file.

Create a link to this file

Do not attach

Availability

e Optionally, if you do not want students to view the video yet, select the No, Permit

Users to View this Content radio button.

e Optionally, if you want to know how many times the video is viewed, select the

Track Number of Views radio button.

e Optionally, set Date and Time Restrictions: i.e. The course content could be
organised into weekly learning modules that are display progressive over the

semester at the relevant time.
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o If required, select the Display After checkbox and enterthe 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 [2| (Time Selection

Menu).

e Click the (Submit) button.

OPTIONS
ol

Permit Users to View the@ves No
Content ltem

Track Number of Views () Yes @No

Select Date and Time Display After
Restrictions
dates as dd/mm,/yyyy. Time may be entered in any increment.
/ Display Before (=]
Enter dafes as dd/mm,/yyyy. Time may be entered in any increment.

N\

Back (TELUSN)

Delete or Edit the video

e Hover over the video.

e Click onthe D (arrow) to the right of video title. Select Edit from the drop down
menu, if you need to change the video settings.

e Click onthe D (arrow) to the right of video title. Select Delete from the drop down
menu, if you need to remove the video from the Content Area.

Note: Deleting the video from the content area will not remove it from My Media or the
Course Gallery.
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Learning Resources

!

-

Welcome to a new semester!{

Attached Files:

7 Semester outlin
«—

Adaptive Release

This video out|
he assessme|
Adaptive Release: Advanced

Watch Media Set Review Status(Disabled)

Metadata

Build Content v Assessments Too &\\\\\\\\\\\\\\\\\\\\\\\Q 1

pking at this semester as well as an outline of

w

Statistics Tracking (On/Of)

User Progress

Copy

Move

'(".-

Upload a new video

If you have not previously uploaded the video, from the Kaltura Media Browser:

® Add New w

Click on the (Add New) button.
Select Media Upload from the drop down menu.

Media Gallery Shared Repository
Sort by Most Recent ~ View All Statuses ~ View All Media ~ View Media | Own ~

Q Search

\ @ Add New v

i Media Upload

W \Webcam Recording

@ video Quiz

)

Note: You also have the option to make a new Webcam Recording or a Video Quiz. Refer to
the Create a webcam recording and Create a video quiz guides.

e Click on the (Choose a file to upload) button.

e Select and open the required video file.
¢ Open >
™ <« t8ll_.. » video-casestudy-sara.. » v O Search video-casestudy-sarah... ©
Organize - Mew folder ==~ [ @
video_and_audio_upload "~ Mame ~
[ This PC @ sarah—percy-wordcloud—short.mpD
[ Desktop & zarah-percy-youtube.png
Iﬂ Docurments 1—: sarah-percy-newsletter.png y
zarah-nercv-imaned.nnn
4 Downloads v £ - »
Filename:|sarah—percy-wordcloud—short.mpd \V| Custom Files w
NP o
e Fill out the details for your video, while the video file uploads.
[ )

Enter a relevant heading for your video in the Name textbox.

Page 54 of 86



e Optionally enter a description of your video in the Description textbox.

Upload Media

All common video, audio and image formats in all resolutions are accepted. For best results with video, we recommend preparing
videos in 1280x720 pixels and using the H.264 video codec at about 4000 kb/s.

Please fill out these details:

\ Name: Introduction Video

(Required)

Description: Black ~ Bold ftalic ~ Underline = [iag [l

elcome to the course! This short video gives a guick overview of the material covered this )

wi
/ Gmester and how you will be assessed.

Adding identifier tags to your video

Note: It is recommended that all videos uploaded have tags associated with them. This
enables better search functionality and is an efficient way of organising / categorising your
videos.

e Type any identifiers / catergories into the Tags textbox. Include a tag for each:
course code, year / semester offering, topic.
Example tags: POLS1201, S2_2016, video case study

e Click on the tag name if you would like to create a new tag, or alternatively select
one of the previously used tags from the drop down list.

Tags: % video assignment | | x elearninguq || x video case study (new tag) |(PoLS1201] )
 —.

I| POLS1201 (new tag)

bbcourse pols1201s_6420_22368

e Wait for the video to upload.
e Click on the (Save) button.
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Upload Media

Upload Completed! Complete the required information for the uploaded media below.

All common video, audio and image formats in all resolutions are accepted. For best results with video, we recommend preparing
videos in 1280x720 pixels and using the H.264 video codec at about 4000 kb/s.
Please fill out these details:

Name: Introduction Video
(Required)
Description: Black ~ Bold jtalic  Underline S O 1 — [lag (al
Welcome to the course! This short video gives a quick overview of the material covered this
semester and how you will be assessed.
Tags: % pols1201

% Introduction

© Click to add required metadata for shared repository

@ Back to Browse and Embed

Click Back or Back to Browse and Embed.

@ack to Browse and EmbeD

D

Once your video has been uploaded it will appear with the rest of your pre-uploaded
videos.

Note: The video will automatically be stored in your My Media area (Refer to My Media
guide).
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Course Menu
Add a Divider

e Click on the I8 (plus) button.
e Select Divider from the drop down menu.

Cont ea

Module Page
Blank Page

Tool Link
Web Link

Course Link

Subheader/

My Library

My Grades

Tools E

e Hover over the divider.

e Click and drag the L= (double arrow) to the left of the divider to the required
position.

- = ¢ N

[TRNBB001] Blackboard *
Basics Training Course 01
(TRNBB001_6320)
Announcements

Course Profile (ECP)

Learning Resources

A sment @

Discussion Board

My Library

My Grades

Tools E
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Add a Subheading

e Click on the (plus) button.
e Select Subheader from the drop down menu.

Module Page

Blank Page

Tool Link
Web Link

Course Link/

Subheader

Divider

My Library
My Grades

Tools @

e Enter the title in the Name textbox.

e Click on the (Submit) button.
Add Subheader
45 Name: |

e Hover over the subheading.

e Click and drag the L= (double arrow) to the left of the Subheading to the required
position.

s ® ¢ 1

[TRNBBOO1] Blackboard iy
Basics Training Course 01
(TRNBB001_6320)
Announcements

Course Profile (ECP)

Learning Resources

A sment @

Discussion Board

My Library

My Grades

Tools &
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Add a Content Area

e Click on the (plus) button.
e Select Content Area from the drop down menu.

+§E'-I!GT1

-

Content Area {IEJ

Module Page
Blank Page
Toal Link

Web Link

Course Link

Subheader
Divider

My Library

My Grades

Tools E

e Enter the title in the Name textbox.
e Check the Available to Users checkbox.

e Click on the (Submit) button.

Add Content Area /

fvailable to Users

\ Cancel Submit

e Hover over the content area.

e Click and drag the LX! (double arrow) to the left of the Content Area to the required
position.

- c T

[TRNBB001] Blackboard iy
Basics Training Course 01
(TRNBB001_6320)
Announcements

Course Profile (ECP)

Learning Resources

A ssment @@

Discussion Board

My Library

My Grades

Tools =

Lecture Recordings
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Add a Course link

e Click on the (plus) button.
e Select Course Link from the drop down menu.

Conten
Module Page
Blank Page

Toal Link
Web Link

o

Subheader
Divider

My Library

My Grades

Tools E

Click on the (Browse) button.

Select the required course item from the Course list dialog box.
Edit the title in the Name textbox if required.
Check the Available to Users checkbox.

e Click on the (Submit) button.

(@) select Course Link: [T... (S| =ls|mwe-3wm|

THE UNIVERSITY .
w OF QUEENSLAND eLearni ng GIU®N g itps://lea m.ug.edu.au/webapps/bl

AUSTRALIA

ﬁ '. Announcements ¥ Select Course Link: [TRNBB001]
o Blackboard Basics Training =

— Course 01
M @ Announcements M
Add Course Link \ --E5) Course Profile (ECP)

. . . =-E5 L i
& Location: ILearning P.esuurce Week 1 - The Universe

- Name: Week 8 Saturn g :-Eeel; ; - ;E‘:lolar System
--£5] Week 3 - Mercury
fvailable to Users |

£S5 Week 4 -Venus
1 ..E5) Week 5 - Earth
y N .
Cancel {_ Submit B8l Week - Jupiter 8
o

C— i e o

e Hover over the course link.

e Click and drag the L=J (double arrow) to the left of the Course Link to the required
position.
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- = g N

[TRNBB001] Blackboard
Basics Training Course 01
(TRNBBO001_6320)
Announcements

Course Profile (ECP)
Learning Resources

A sment @
Discussion Board

My Library

My Grades

Tools &

eek 1-The Universe

Add a Tool link

e Click on the (plus) button.
e Select Tool Link from the drop down menu.

Content Area

Module Page

Blank F'age/

0

Web Link

Course Link

Subheader
Divider

My Library

My Grades

Tools =

e Enter the title in the Name textbox.
e Select the required tool from the Type drop down list.
e Check the Available to Users checkbox.

e Click on the (Submit) button.

Add Tool Link /
“& Name:  (virtual Classroom )

Type: Adobe Connect Pro -
(1) - Toole o)

“vailable to Users

N G

e Hover over the tool link.
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e Click and drag the L= (double arrow) to the left of the Tool Link to the required
position.

. = C N

[TRNBBOO1] Blackboard  #
Basics Training Course 01
{TRNBB001_6320)
Announcements
Course Profile (ECP)
Learning Resources

ment @

ssion Board

ry

My Grades

Tools E

Web link

e Click on the I (plus) button.
e Select Web Link from the drop down menu.

B pooan

Content Area

Module Page
Blank Page

Tool Link /
.

Course Link

Subheader

Divider

My Library

Tools E

Virtual Classroom

e Enter the title of the website in the Name textbox.
e Paste the address of the website in the URL textbox.
e Check the Available to Users checkbox.

e Click on the (Submit) button.
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Add Web Link

<& Name: ABC website
<& URL: hittp:/iw ww.abe.net.aul

For example, \
http:/fwaww myuniversity.ac.uk

wailable to Users \
\ Cancel

e Hover over the web link.

e Click and drag the L= (double arrow) to the left of the Web Link to the required
position.

u = c 1

[TRNBB001] Blackboard i
Basics Training Course 01
(TRNBB001_6320)
Announcements
Course Profile (ECP)
Learning Resources &

ment @

ion Board
My Library
My Grades

Tools &

=
LT

Empty links

e Empty Content Area links will display with the (square) icon.
e The link will not be visible to students.

- B

[ITSTRNBB] Blackboard £
Basics Training Course 17
(ITSTRNBB_0017)

Announcements
Course Profile (ECP)E

Learning Resources

My Library &

My Grades &

Tools @
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Rename a Link

e Hover over the link.

e Click onthe I:I (arrow) button next to the required link.
e Select Rename Link from the drop down list.

Announcen

New Announcements|
order shown here is |

Create Announcem

New announcement

Welcome

[

Rename Link

e Enter the new link title.

Hide Link
Permit Guests

Delete

e Click onthe (green tick) button.

Hide a Link

e Hover over the link.

e Click on the I:I (arrow) button next to the required link.

an.!ou

[TRNBBO001] Blackboard
Basics Training Course 01
(TRNBBOO01_6320)
Announcements

Course Profile (ECP)
Learning Resources

A sment @

CI I
Discussion Board

My Library

My Grades

Tools E

e Select Hide Link from the drop down list.
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[TRNBB001] Blackboard
Basics Training Course 01
(TRNBB001_6320)

Announcements

Course Profile (ECP)

11
Announcen

« New Announcements|
order shown here is

New announcement|

1 Learning Resources ‘“

ment @@
Next link @
Dis ;ion Board
My Library

My Grades

Tools @

Rename Link
Deny Guest\
Delete

Course Link /Learning,

e The link will show with the E=! (square with line) icon.
e The link will not be visible to students.

Delete a Link

N

.\E

¢ 11

-

[TRNBB001] Blackboard

Basics Tra

ining Course 01

(TRNBB001_6320)

Announcements

Course Profile (ECP)

Learning Resource s &

A sment @

Discussion Board

My Library

My Grades

Tools E

e Click onthe I:I (arrow) button next to the required link.
e Select Delete from the drop down list.
e Click on the Delete Content link in the dialog box.
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[TRNBB001] Blackboard
Basics Training Course 01

(TRNBB0O1_63

Announcement

Course Profile (EC

ABC website
Learning Resol

ment @

ssion Board

My Library
My Grades

Tools &
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order shown here is

New announcement|
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20)
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X

Rename Link
‘Web Link

SetLinkto Openin a New
Window

Hide Link

Permit GL%STS/

e Click on the (OK) button to confirm.

Are you sure you want to delete?

( OK ) Cancel
M —

«

Rearranging items in the Course Menu

e Hover over the link.

e Click and drag the L1 (double arrow) icon.

- -

A

[ITSTRNBB] Blackboard
Basics Training Course 1
(ITSTRNBB_0001)
Announcements

o

Course Profile (ECP)

sion Board
My Library

My Grades
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Discussion Board

Discussion board components

A discussion board consists of:

e Forums: Used to divide your Discussion board into main topics to make it easier to
use and navigate. i.e. An assignment questions forum and/or a tutorial readings
forum.

Students can only create forums (depending on the set up) in Group discussion
boards (see below).

e Threads: Questions or subtopics. i.e. A thread may be a question on a particular
reading at all students answer or a question from a student on an assignment.
When creating a forum you set whether student can or cannot create threads.

e Replies (or posts): Answer to a thread (question or subtopic) or another reply.

Post first

Forums can be setup as post first, so students must create a thread before they can view
the contents of the forum. You may decide to use this option so student have to write their
own response to a question before reading and responding to the responses of other
students.

Instructions displayed to students when entering a “Post First” forum:

Forum: Tutorial reading 1

Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The Threads can be sorted by
clicking the column title or the caret at the top of each column. M eln

Create Thread
Forum Description \

What were the main points made in the article. Do yo agree or disagree and why?

This discussion board is setup as Post first you must post your response to the reading before you can view the contents of the discussion board.
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Threads versus Replies

Threads in a forum are displayed as links as shown below. They are more difficult to
navigate as the links need to be opened individually or collected to view all at once. For
easier navigation, consider creating threads as sub topics that all students reply to instead

of having them create threads.

Note: If you are using Post first the only option is for student to answer using threads.

A forum setup so students ask assignment questions using a thread:

Forum: Assigment 1 questions

by clicking the column title or the caret at the top of each column. More Help

Create Thread Subscribe

List View

Organize Forum Threads on this page and apply setiings to several or all threads. Threads are listed in a tabular format. The Threads can be sorted

Search Display «

Thread Actions Collect || Delete
[[] w/| Date: s Thread Author Status Unread Posts Total Posts
] 9112 12:02 PM Option C ﬂ_HEﬂey Hornet Published Q 1
] 9M113 12:01 PM Referencing style B_Gmg Geraldine Published o 1
B 9111113 11:59 AM Due date £ Fred Franks Published () 1
] 91113 11:57 AM How many references needed? H*Em“y Ernest Published e 2

Thread Actions Collect | Delete

Displaying 11o 4 of 4 items Edit Paging...

Tree View

A forum setup so students ask assignment questions by replying to a thread:

Thread: Assignment 1

Message Actions Expand All Collapse All

Select All None 6 Posts in this Thread

a @ Amy Alabama ‘&

Assignment 1
COLLAPSE
Post all your assignment 1 questions here_ | will only be answering questions of a personal nature via email.

| will check the discussion board Tuesday and Thursday mornings.

Reply Quote | Edit = Delete

] Emily Ernest
How many references needed?

Am | restricted to only using 3-5 references?

=
Amy Alabama &
RE: How many references needed?
As many as you need to answer the question.
H Fred Franks
e Due date

The due date is a Saturday! Can we all have an extension until the following Monday.

16 minutes ago

7 minutes ago

Reply| Quote | Edit | Delete 4 Hide 1 reply
B Justnow

4 minutes ago

0 unread
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Course versus Group discussion boards

The course discussion board by default is available to all students. In large groups you may
wish to assign different discussion boards to different student groups. This can be done by
making the discussion board available in existing groups i.e. Sl-net tutorial groups, Sl-net
practical groups or project groups. You could also set groups specifically to allocate them a
discussion board. (Refer Groups tool page).

Note: The group discussion board can be setup to allow or not allow student members to
create forums.

Student view of a course with group discussion boards:

Discussion Board

¥ Ailsa’s Test Course 3 Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to
(HELPOOD2N_63605Tx) organize discussions. More Help

Announcements

Course Profile (ECH

Learning

Di on Board Forum

My Library
Discussion board groups 1 0 @ 0
My Grades

. . Displaying 1to 1 of 1 items Show All Edit Paging..
Course discussion board
- all students

My Groups

Discussion board groups 1

Group Discussion Board

Group Homepage
Customize Group Banner Group discussion board

Customize Group Color
- student group members and staff

Note: Students cannot view or contribute to group discussion boards of which they are not
members.

Create a Forum (non-marking)

Use forums to organise your discussion board into main topic areas i.e. A forum for
assignment questions and a forum for tutorial reading responses. For information on setting
up a marked discussion forum refer to Discussion Board tool page.

Forum information

e From the Course menu select Discussion board.
e Click on the (Create Forum) button.

* . (Course is unavailable to students) > Discussion Board Edit Mode is: (SON (2

Discussion Board

¥ pilsa's Test Course [ 3 Forums are made up of individual discussion threads that can be organised around a particular subject. Create Forums
{HELPODOZN_63605Tx) to organise discussions. More Help

Announcements

Course Profile Create Forum Search

Learning Resol

No items found.

e Enter an informative title for the forum in the Name textbox.
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e Enterinstructions for the forum in Description textbox.

Create Forum

Forums are made up of individual discussion threads that ean be organised around a particular subject. Create Forums
to organise discussions. Mi

* Indicates a required field. Cancel
1. Forum Information /

<& MName Tuterial readings

Description

T T T F Paragraph - Arial -|302t =SS T |2 Qi A
¥xnDoaQmw EE=EE = T (T, | — (=[]

® @ @ M omsus - T « @ © & H HTHL £55

Weekly tutorial reading questions will be posted here. This forum has been setup as Post first i.e. You will
need to post your own response to the tutorial question before you will be able to view other students posts.

An overall participant mark for the Semester will be awarded, check the ECP for details.
Aa_th' D Words:54

Tip: If the forum is set up as Post first (Students need to create a thread in order to view
other threads in the forum) include this information in the description.

Forum Availability

Tip: You may wish to limit the time a forum is visible to students. i.e. for an assignment
specific forum.

Available

e Select the required radio button.

Enter Date and Time Restrictions

Use this option to restrict when the forum link is available to students:

7. Forum Availability

If links to this forum exist and are hidden, the forum itself may be hidden, even if this setting is sef to Yes'.

Available —_— es i No \ /

Enter Date and Time Restrictions Display After pz/m92013 ug;uu

br dates as dd/mm/yyyy. Time mdy be entered in any increment.

_——

Display Until a7oe2013 23:59

Enter dates as dd,-"mrn,-—’;wt& y be entered in any incre! ?nﬂ\

Forum Settings

Viewing Threads/Replies

e Select the required radio button:
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o Standard View: Students can enter and view all threads and replies.

o Participants must create a thread in order to view other threads in this
forum: Student will not be able to enter the discussion board until they post
their own thread.

Note: Selecting Participants must create a thread will by automatically select the other
forum settings needed.

Forum Settings

If a Due Date is set, submissions are accepted after this date, but are marked late.

Viewing Threads/Replies standard View
articipants must create a thread in order to view other threads in this forum.
participants ar 0 create thr fer to view other in the forum, they cannot delete or edit their own posts, and
o hos ons w et for you automatically.

canno

Grade

e Select the required radio button No Grading in Forum

Grade ®\In Grading in Forum
/ Grade Discussion Forum: Points possible:

Grade Threads

Subscribe

Selecting subscribe, allows students the option to select to receive an email every time
something is added to the forum / thread. If you select to also include the body of the post in
the email, students will also receive the content posted.

e Select the Allow members to subscribe to forum radio button.

» Select the Include body of post in the email radio button.

Subscribe Do not allow subscriptions
\ Allow members o subscribe to threads
@Allow members to subscribe to forum
nclude body of postin the email

/" Include link to post

Create and Edit & Additional Options

The below options are recommended:

Note: You may select not to allow students to create threads if you are setting up the forum
so they only respond / ask questions by replying to a thread you have created (to improve
navigation).
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Create and Edit [ Rlilow Anonymous Posts
llow Author to Delete Own Posts
) All posts
@ Only posts with no replies
llow Author to Edit Own Published Posts
/ llow Members to Create New Threads
llow File Attachments
llow Users to Reply with Quote
] Force Moderation of Posts
Additional Options llow Past Tagging
] Mlow Members to Rate Posts

e Click on the (Submit) button.

Create a Thread

Threads are questions that can be setup for staff and students to answer in a forum.
Depending on how you setup the Forum students may or may not be able to create threads.

Select forum

e From the Course menu select Discussion board.
e Click on the required forum link

N -
m e Discussion Board

Ailsa’s Test Course L. Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to organize
(HELPOOO2N_63605Tx) discussions. More Help

Announcements

Create Forum

Delete
[ Forum / ption

[ f Tutorial Waskly tutorial reading questions will be posted here_ This forum has been sstup as 1 (0] 1
readings Post first i.e. You will need to post your own response to the tutorial question before you

will be able to view other students posts.

An overall participant mark for the Semester will be awarded, check the ECP for details_
COURSE MANAGEMENT

* Control Panel Delete
b Files

Displaying 1 to 1 of 1 items Show All  Edit Paging
¥ Course Tools

Create a thread
e Click on the (Create Thread) button.
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List View Tree View

Forum: Tutorial readings

Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The Threads can be
sorted by elicking the colurmn title or the caret at the top of each eolumn. More Help

Create Thread Subscribe Search Display Tags

Thread Actions Collect || Delete

+ Date Thread Author Status Unread Posts Total Posts

91113 10:44 AW Week 1 Reading responses f) Amy Alabama Published (0] 1 e
Thread Actions Collect || Delete

Displaying 1to 1 of 1 items Edit Paging...

Forum message

1. Forum Description

Weekly tutorial reading questions will be posted here. This forum has been setup as Post first i.e. You will need to post your own
response to the tutorial question before you will be able to view other students posts.

An overall participant mark: for the Semester will be awarded, check the ECF for details.

Message

e Enter an informative title for the thread in the Subject textbox.
e Enter instructions for the thread in Message textbox.

2. Message
Message
T T T F Paragraph - Arial - 3(12pt) siZ .= T2 @ @ia
D oamw EEEE = T| T o — =L
@ @ £ oMaships - T &« @ @ & H HTML C55

ote your responses to the arguments/suggestions put forward by Laurillard or the JISC publication
Using one of these readings as a starting point, identify specific ways in which ICTs can promote
(a) active participation by learners and

kb) collaboration among learners. Now consider these arguments/suggestions and your responses in the context of UQ policies and practices.

Path: p Words:56 .

Attachments

e Optionally, if you want to attach afile:

o Click on the [_Browse My Computer | (Browse My Computer) and browse to and
open the require file OR

o Click on the | Browse Course | (Browse Course) and select the radio button of
the required file.

Grading

This option will only be displayed if you selected to Grade Threads when setting up the
forum.

e Optionally, if you want to mark the thread select the Grade Thread checkbox.
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e Optionally, select the Due Date checkbox and enter the date using the (Date

Selection Calendar) and enter the time using the B==I (Time Selection Menu).
e Enter the mark thread will be marked out of in the Points possible textbox.

Grading

If a Due Date is set, submissions are accepted after this date, but are marked late.
Grade Thread ____.———-’
Points possible:

Show participants in “needs grading” status [ after every | 1 E| Pos

Due Date

/

Associated Rubrics

/

e Select the check box of the required rubric.
e Click on the (Submit) button.

13/09/2013

Add Rubric

{ Select Rubric )

Create Mew Rubric

Create From Existing

Submit

Select Rubrics

[ Hame - Description Date Last Edited
B Essay rubic 9/5/139:19 AM
Online contributions Asample rubric for marking discussion board contrioutions. 915113 9:20 AM

\ Displaying 1 to 2 of 2 items Show All Edit Paging...
selected Rubrics [E} Cancal ( )

e Click onthe (OK) button to assign the rubric marks as the Points
Possible.

Rubric options (if used)

o (Delete) button to remove the rubric from the discussion board.
D (View) button to display the rubric (as it will be displayed to students).

[ ]

. (Edit) button to make changes to the rubric.

o Use for Grading OR Use for Secondary Evaluation (Select the secondary
evaluation if you have set up a No Points rubric).

o Show rubrics to students

o No - default
o Yes (With Rubric Scores) - recommended
o Yes (Without Rubric Scores)
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o After grading

Associated Rubrics Add Rubric

o & Online contributions [Iv Used for Grading Sep 5, 2013 9:20:51 AWM (& )w

( “v'es (With Rubric Scures"
“es (Without Rubric Scores)
. Adter Grading
Submit

Submit

e Click on the (Submit) button.

Edit a thread

It is not possible to edit a thread after it has been created, it is only possible to delete it.

Post a Reply

Replies (or posts) are used by staff and students to answer questions/responses in threads.
Both staff and students can reply to threads.
Select forum

e From the Course menu select Discussion board.
e Click on the required forum link

Discussion Board
T Ailsa’s Test Course A Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to erganize discussions. More Help
(HELPO0O2N_6360STx)
T— S 1t
Col )
Delete
[ Foum
[]  Tutorial readings VWeekly tutorial reading questions will be posted here. This forum has been setup as Post firstie. 2 e 1

“You will need ta post your own respanse to the tutorial question befare you will be able to view

other students posts

An overall participant mark for the Semester will be awarded, check the ECP for details
COURSE MANAGEMENT -

7] [ Assigment 1 Please post all your questions about assignment 1 here. | will only reply to questions of a 4 o 4
Control Panel questions persanal nature via email.
Files 1 will check the Discussion board Tuesday and Thursday marnings.
Course Tools
Delete

Evaluation
Grade Center Displaying 110 2 of 2 items Show All | Edit Paging
llaars and Groune

Select Thread/s
e Click on the required thread OR

e Check the checkbox next to the Date column title and click on the (Collect)
button.
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- ¢ T List View Tree View

Forum: Assigment 1 questions
Ailsa’s Test Course

~
(HELPODOZN_6360STX) Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The Threads can be sorted by
elicking the column title or the caret at the top of each column. More Help

Announcements

eate Thread Subs: Display +

Thread Actions lete
Date meas QR futhor Stalus Unread Posts Total Posts
9111113 12:02 P ‘Option C [) Haley Homet Published ) 1
9111113 12:01 PM Referencing style [F] Greg Geraldine Published ) 1
COURSE MANAGEMENT 9111113 11:59 AW Due date £ Fred Franks Published ) 1

~ Control Panel

91113 11:57 AW How many references needed? [P] Emily Emest Pubiished € 1
b Files =
» Course Tools Thread Actions Collect Delete
F Evaluation

Displaying 110 4 of4items | | Edit Paging..

b Grade center

Reply

Click on the Reply link.

Individual thread Collection of threads

Thread: Option C Collection

tag posts. More Help

Select All None | Message Adions /|| ExpandAl | Collapse Al 1 Postsinthis Thread 0 Unread Setsct Al Non R oo e ratrnt | OO s
(=] Haley Hornet 13 minutes ago o R
eac optonc PosteaDate:  Seplamoer 11,2013 1202
option ¢ post: cptonc 2 Punisnea
Author [-Haley Homet
What informati d if | che c?
at information is required if| choose option What information is required if | choose option C? \

®.__

Select All None | Message Actions ExpandAl | Collapse All

e Click onthe . (expand/collapse) icon to expand the textbox menu.
e Enter your answer in the Message textbox.
e Click on the (Submit) button.
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Thread: How many references needed?

Select All Mone ~ Message Actions Expand All || Collapse All 1 Posts in this Thread | 0 Unread

Emily Ernest 26 minutes ago
How many references needed?

Am | limited to 3-5 references or can | use more?

Indicates a required field. Cancel Save Draft Sul

=3

Subject RE: How many references needed?
Message Expand/collapse menu
T T T T Paragraph - Aral - 3(12pt) ST 2@ iz
¥Doaq o EEE=EE = M — (=8 -

E] @ G DF fy <Mashups - 9 & G

HTHML CS5
( You can use as many references as you need to answer the question.| ’
Path: p Words:13 4

e The reply will be displayed as shown:

Note: The instructor replies (posts) are displayed with a x (star) icon.

Thread: How many references needed?

Select: All Mone = Message Actions ExpandAll  Collapse Al 2 Posts in this Thread 0 Unread

Emily Ernest 34 minutes ago
How many references needed?

Am | limited to 3-5 references or can | use more?

Reply cQuote  Edit | Delete

B Amy Alabam@unﬂucmﬂ MANAGER Just now
RE: How many references needed?
COLLAPSE
YYou can use as many references as you need to answer the guestion.

Reply Quote = Edit | Delete

Select All None | Message Actions Expand All  Collapse Al

OK
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Navigate a discussion board

Collect threads

The collect button can be used to view the content of multiple threads and their replies
(posts) at once.

e Check the checkboxes of the threads you want to display OR check the checkbox
next to the date column title to select all threads.

e Click on the (Collect) button.

on Board > Forum: Assignment questions edit Mode i: (O (2

List View Tree View
Forum: Assignment questions
¥ Ailsa's Test Course

(HELPOOO2N_6360STx) Organize Forum Threads on this page and apply settings to several or all threads. Threads are listed in a tabular format. The Threads ean be sorted by clicking the column
title or the caret at the top of each column. More Help

Create Thread Subscribe Search Display

v Date Thread Author Status Unread Posts Total Posts
912113 10:09 AW Assignment 2 ) .Amy Alabama Published [0] 1
Tools @
91113 426 PM Assignment 1 ) .Amy Alabama Published [0] 4
COURSE MANAGEMENT Thread Actions Collect || Delete

Control Panel

‘ Displaying 1102 of 2items | EditPaging.
Files

Collapse All replies (posts)
e Click on the (Collapse All) button.

Thread: Assignment 1

Search Refresh

Select All None | Message Actions Expand Al ((Collapse A1 ) 4= 4 Posts in this Thread 0 Unread

L] Amy Alabama (* 18 hours ago
Assignment 1
Paost all your assignment 1 questions here. | will only be answering questions of a personal nature via email.

| will check the discussion board Tuesday and Thursday momings.

Reply

|} y Fred Franks 18 hours ago
e Due date
3 NI .

The due date is a Saturday! Can we all have an extension until the following Monday.

Reply Quote = Edit | Delete

| Greg Geraldine 18 hours ago
& Referencing style
—
Should we use APA & ar APA 67

Expand All replies (posts)
e Click on the (Expand All) button.
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Thread: Assignment 1
. /
Select: Al None | Message Actions Expand All [} Collapse Al 4 Posts inthis Thread 0 Unread
[} Amy Alabama & 18 hours ago
pL Assignment 1
B -4 Fred Franks 18 hours ago
m=THl Due date
(=} Greg Geraldine 18 hours ago
Referencing style
= 3 Haley Hornet 18 hours ago
~. M optionc
Select All None = Message Actions Expand All | Collapse All

Collapse individual replies (posts)

e Hover over the required reply (post).
e Click on the Collapse link.

= 4 Fred Franks 18 hours ago
{w+="l Due date /
The due date is a Saturday! Can we all have an extension umonday.

Reply Quote | Edit Delete

Expand individual replies (posts)

e Hover over the required reply (post).
e Click on the Expand link.

18 hours ago

B -4 Fred Franks
el Due date

Breadcrumbs

The breadcrumbs at the top of the screen can be used to navigate displaying between
displaying replies, threads and forums.
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v v v v

jon Board

- ¢ T

Ailsa’s Test Course
(HELPOOO2N_6360STx)

Announcemel

Course Profile (EC

My Library

My Grades

COURSE MANAGEMENT
Control Panel

Files

Course Tools

Evaluation

Grade Center

Forum:

Thread: Assignment 1 Eat lode is: (HON

Thread: Assignment 1

Select All None

lal]

Message Actions Expand All | Collapse All 4 Posts inthis Thread 0 Unread

Amy Alabama & 18 hours ago
Assignment 1

Post all your assignment 1 questions here. | will only be answering questions of a personal nature via email.

1will eheck the discussion board Tuesday and Thursday momings

Reply

Fred Franks 18 hours age
Due date

The due date is a Saturday! Can we all have an extension until the following Monday.

w
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Using the Student Preview tool

This tool allows you to view your course as a student. The tool can be used to test
interactive tools such as tests and to check what your students are able to see in My Grades.

Using the Student Preview tool

Viewing the course as a student

e Click on the (Student Preview) icon.

A @ | Announcements

&\\\\\Q@-cn

%

Announcements
Demosite Ailsa - - New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions. Move priority
et announcements above the repositionable bar to pin them to the top of the list and prevent new announcements from superseding them. The order

shown here is the order presented to students. Students do not see the bar and cannot reorder announcements.
Announcements

Course Profile (ECP) @

o arrrmceren. AN R EA TR TR RN

Assessment Bl New announcements appear below thisline - - - -]

Leaming Resources

Discussion Board

Library Links New Student Preview tool

Posted on: Wednesday, November 19, 2014 4:42:50 PM EST
My Grades

. This tocl allows you to view your course as a student. The tool can be used to test interactive tools such as tests and te check
Tools & what your students are able to see in My Grades

COURSE MANAGEMENT

¥ Control Panel
Welcome
b Files >
Posted on: Wednesday, November 19, 2014 4:42:17 PM EST
P Course Tools =
‘Welcome to Blackboard 9 1 April 2014
b Evaluation >
b Grade Center >
P Usersand Groups
b Customization >
P Packages and Utilities >
» Help

© 1997-2014 Blackbaard Inc. All Rights Reserved. U.S. Pstent No. 7,493,396 and 7,558,953, Additional Pstents Panding
Biackboard  Accessibilty information Installation detais

e The course will now be displayed in student view.

Stucdent Preview mede is ON Seftings | Exit Preview

A @ | Announcements

Announcements

Course View Al

Demosite Ailsa -

HELP0022N_6260STx

(DEMOAIL SA)

New Student Preview tool

Announcements

Posted on: Wednesday, November 19, 2014 4:42:50 PM EST

Learning Resources

Discussion Board This toel allows you te view your course as a student. The tool can be used to test interactive tools such as tests and to

Library Links check what your students are able to see in My Grades

My Grades

Welcome

Posted on: Wednesday, November 19, 2014 4:42:17 PM EST

Welcome to Blackboard 9.1 April 2014

4 Blackboard Inc. Al Rights Reservad. U.S. Patent No. 7,493,386 and 7,558,853, Additional Patents Panding
nformation Instaliation datails
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You can complete tasks as a student. i.e. Adding a post to a discussi

Note: Your user name will be YourName_PreviewUser

on board.

Thread: Add your ideas

RE: Add your ideas

This is me as a student

Select All None

Message Actions Expand All | Collapse All

Select: All None
Message Actions Expand All | Collapse All
2 Posts in this Thread | 0 Unread
Ailsa Dickie & L
Add your ideas
Reply
Ailsa DickiefPreviewUser) Just now

Return to instructor view

e Click on the (Exit Preview) button.

Student Preview mode is ON Sedting

A @ | Announcements

<

L=

Announcements
Demosite Ailsa -

HELPO022N_6260STx

(DEMOAIL SA)

New Student Preview tool
Announcements

Posted on: Wednesday, November 19, 2014 4:42:58 PM EST
Leaming Resources

Discussion Board This tool allows you to view your course as a student. The tool can be used to test interactive tools such as tests and to

check what your students are able to see in My Grades

Library Links

My Grades

)

View All

ourse

e Select the required Preview user data radio button.
o Delete the preview user and all data: Select this option if you w
checking how your course would be displayed to students.
o Keep the preview user and all data: Select this option if you are

i.e. You have added a discussion board post are you are now go
marking it as an instructor.

e Click on the (Continue) button.
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Exit Student Preview

You are leaving student preview. Using student preview created a preview user
in your course with all of your activity as that user. This user and the related data
may impact the course experience for you and your students. What would you
like to do?

Delete the preview user and all data (Recommended)
Ifyou are finished previewing the course as a student, deletcdhe data
and remove the preview user from your course.

« Keep the preview user and all data
Ifyou are temporarily leaving the student preview to complete your
task in your real account, keep the preview user and data. You can
delete the user and data by returning to student preview and
changing these settings.

| Remember this choice and do not ask me again
This can be changed in Student Preview Settings, located in the

Student Preview eontrol bar.

Note: Submissions by the Preview student to tools such as discussion boards, blogs, tests
and assignments can be marked to functionality. The marks will be transferred to Grade
Centre and can be view in My Grades by using the Student Preview tool again.
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eLearning policies

UQ has a number of policies and procedures related to eLearning (6.40 eLearning):

e 6.40.01 Minimum Presence in Blackboard
e 6.40.02 Guest Access in Blackboard

e 6.40.03 Accessing a Blackboard Site Related to a Sl-net Course

e 6.40.04 Non Sl-net Courses and Community Sites in Blackboard

6.40.05 Access to Blackboard by Community Members External to UQ
6.40.06 Availability and Archiving of Concluded Course Site Materials in Blackboard

6.40.07 Charging for Central eLearning Systems
6.40.08 Second Life NMC - Staff and Students

6.40.09 Communication of Book Chapters Online [copyright]
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http://ppl.app.uq.edu.au/content/6.40-elearning
http://ppl.app.uq.edu.au/content/6.40.01-minimum-presence-blackboard
http://ppl.app.uq.edu.au/content/6.40.02-guest-access-blackboard
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Further Resources

Technical Support

eLearning Helpdesk: Email help@learn.ug.edu.au or Phone 336 56000

eLearning Solutions Service

The eLearning Systems and Support team provide an eLearning Solutions Service to help
staff implement eLearning solutions for the most common teaching and learning problems,
using centrally supported eLearning tools.

eLearning Resources

A range of resources are available on our eLearning website, including self-help text based
guides, self-help videos, teaching and learning quick-guides and information on known
technical issues. Additionally, updates are also available on the progress of eLearning
projects such as the implementation of new tools and upgrades to current systems.

eLearning Newsletter

The eLearning newsletter is published fortnightly and includes articles on eLearning tips for
the start and end of semester, promotion of new tools, tool functionality and how tools could
be used to improve teaching and learning. Other relevant communications on policy updates,
tool upgrades and outages are also included in the newsletter.

Pedagogical Resources

The institute for Teaching and Learning Innovation (TaL1) Provides leadership, engagement and advocacy in
educational innovation, teaching excellence and learning analytics.

Student Resources

Library Services provides AskUS a help and information service for students. They also offer
face-to-face help, provide online Learn.UQ student guides and run workshops for students.

eLearning Workshops

A range of technical eLearning workshops are offered throughout the year. For descriptions
of the workshops, dates and to enrol, visit the Teaching and Learning Technologies series on
the Staff Development website.

ITaLl Workshops

A range of pedagogical eLearning workshops are offered throughout the year. For
descriptions of the workshops, dates and to enrol, visit the Teaching, Learning and
assessment series on the Staff Development website.
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Custom Workshops

Custom workshops for schools can be provided by the eLearning Systems and Support team
and ITaLl.

e elearning technical workshops: elearningtraining@ug.edu.au

e elearning pedagogical workshops: itali@ug.edu.au

e combined technical and pedagogical workshops: elearningtraining@ug.edu.au or
itali@ug.edu.au

Prepared by: [Ailsa Dickie]
Last modified: [28 November 2019]
Version: Blackboard 9.1 2018 Q4 update
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