Blackboard 9

Tutorial for Students

New York City College of Technology

Instructional Technology &
Technology Enhancement Center

Contact Information: 718-254-8565
ITEC@Ccitytech.cuny.edu

System Requirements:

e Needs Java that can be downloaded free from
http://java.sun.com/javase/downloads/index.jsp

e |E 8 and above
e Firefox 3.6 and above
e Safari 4.0 and above

How to find your courses

When logging in to your CUNY homepage you will find a
link on the right side of the page for Blackboard 9.1.
When you click on it, you will be redirected to your
Blackboard 9 homepage. Click on your course.

l The City aFind It  a College Websites Text Version  Make This Website Talk
University
\

of
New York * Fuure Students - Current Students - Faculty/Staff « Alumni

ABOUT  ACADEMICS  ADMISSIONS  RESEARCH  NEWS/EVENTS  LIBRARIES  EMPLOYMENT SEARCH (o) R

Welcome > About >> Administration > >> Gomputing & Blackboard Landing Page

Blackboard Landing Page

CUNY s in the process of upgrading to Blackboard 9.1, Uniil June 15, 2012, when the move to the new version will be complete, two Bb environments wil be available:

CUNY
MBlackboard 9.1

Blackboard 9.1 for Summer
2012, and Spring, Summer and
Fall 2011 courses and
organizations.

Blackboard 8.0 for all Spring
2012 courses and organizations.

For now, please do not bookmark pages n either of these environments. Their addresses will change when the migration is complete, which will break any existing bookmarks.

For more information about the Blackboard 9.1 upgrade go 1o Ifyou have Blackboard, resources s
avallable on the Blackboard Help/Support page.
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Only Summer 2012, and Spring, Summer and Fall 2011 courses and organizations are available in this Blackboard 9.1 environment
All your Spring 2012 courses and organizations are in Blackboard 8.0.
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A) Course Menu helps you to navigate through the
course to find course documents, discussion forums,
etc.

B) My Groups helps you to navigate through your

group options.

C) Content Frame is where announcements, tasks,
and reminders appear.

D) Arrow collapses the course menu so that
content can cover the full screen. It allows the user
to view the content of the course in the full screen
area.
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Once you are in a course you will see a menu, such as
the following:

Home Page
Content

Discussions

Groups

Tools
Help

Name of the Course: Shows you the name of the
Course you are in.

Home Page: Contains Course Announcements,
Notifications, such as what needs attention, etc.
Information: Contains general information, such as the
syllabus. Information links may not appear if there are no
items included.

Content: Contains links to different areas of the Course.
Content area links may not appear if there are no items
included.

Discussions: Contains the Discussion board.

Groups: Contains small sections of students within the
Course.

Tools: Contains wikis, blogs, contact info, view grades,
Blackboard Collaborate, Calendar, etc.

Help: Links to official Blackboard help sites for students.

Submitting your work: Safe Assignment

Safe Assignment is a plagiarism prevention service. It
is important not to use other people’s work unless you
give them proper credit. Your professor will want you to
submit papers that you wrote through Safe Assignment.
Be sure to credit any sources properly before submitting
papers.

A. On the menu, choose the appropriate content area.
Under your assignment, click on View/Complete.

» . E’; Content

Home Page

e -/ SafeAssignment

Discussion i./

Groups 5 i/ You are hereby notified that your instructor has
access to all submissions in SafeAssign, including

drafts, and may at his/her discretion submit drafts

Help and papers for plagiarism testing through Safedssign.

Please refer to CUNY's Policy on Academic Integrity.

Teols

SafeAssign checks your work against both an
institutional and a global database. “Institutional
database” refers to submissions fa a CUNY-wide
database only. "Global database” refers to

issions by a globai ity of io
users. Submitted papers (not drafts) will automaticaily
become part of the institutional database. Submission
to the global database is global and irrevocable, but it

may provide greater protection for your work from
infringement by others.

== View/Complete

At the top of the page you will see upload Safe
Assignment. Be sure to read the Terms of use before
you submit your assignment.

B. Inyour files section, enter your comments (if you
have any) for the paper. Click on Choose File to
attach your file. Once you have attached your file,
click Submit.

/| Upload SafeAssignment
-/
By submitting this paper, you agree: (1) to the Terms of Use at SafeAssign Terms of Use; (2) that your institution may
s your paper In accordance with your insttution's policies: and (3 that your use of SafeAssign will be without
recourse against Blackboard Inc. and its affiliates.

1. Assignment Information

Name SafeAssignment

Instructions You are hereby norified that your instructor has access to ali submissions in SafeAssign, including
drafts, and may at his/her discretion submit drafts and papers for plagiarism testing through
SafeAssign. Please refer to CUNY's Policy on Academic integrity.

SafeAssign checks your work against both an institutional and a global database. “lnstitutional
database” refers ta submissians to a CUNY-wide database only. "Glabal database” refers to
submissions by a global community of SafeAssign users. Submitted papers (nat drafts) will
automatically become part of the institutional database. Submission ta the global database is
global and irrevocable, but It may provide greater protECtion for your work from infringement By
others.

~

Bl Your Files

Comments
y
File To Attach (Choase File) no file selected
NOTE: SafeAssign accepts files in .doc, .docx, .odt, .txt, .itf, .pdf, and .html file formats only. Do

not upload files in any other formats.

w

Bl Global Reference Database

Submitting to the SafeAssign Clobal Reference Database allows papers from other institutions to be checked
against your paper to protect the originality of your work across institutions. To learn more about the Global
Reference Database click here.

' lagree to submit my paper to the Global Reference Database

. I
@XM Submit |

You will be notified when your assignment has been
submitted.

SafeAssignment successfully submitted for assignment "SafeAssignment”



Submitting an Assignment

A. Your instructor might have created an area for you
to submit assignments. On the menu, choose the
appropriate content area. Click on the name of the
assignment.

Home Page

Content Assignment #1

Discussions
Groups

Toals i SafeAssignment

Help -y
¢ wm/ You are hereby notified th

B. Click the Browse My Computer button and locate
your assignment. Click Browse My Computer
button once again if you need to add more than one
file. Click the Do Not Attach button to remove any
unwanted files. Repeat this step for any documents
you want to add/remove.

@ Upload Assignment: Assignment #1

Cancel  Save as Draft m
1. Assignment Information

Name: Assignment #1
Instructions
Due Date
Points Possible 10
N Assignment Materials |
Submissicn Text Editar s
J
@ Smart Text O Plain Text O HTML [ X <> o5 [ClPreview
Attach File Browse My Computer

Comments

When finished, make sure to click Submit.
Optionally, click Save as Draft to save changes and continue working later, or click Cancel to quit withoulgaving
changes.

Cancel  Save as Draft

Once you have added all your files you have three
options:
1. Cancel if you want to leave that screen without
submitting anything
2. Save as Draft allows you to save a draft file to
the assignments page so you can edit it later,
but your work has not been handed in and
cannot be viewed by your instructor. (Advised
not to click Draft.)
3. Click on Submit once your paper is complete
and ready to be graded by your instructor.
(Advised to Submit work always.)

Discussion Board

A. Click on Discussions.

* % Discussion Board

Home Page Forums are made up of individual discussion threads that can be organized around
o a particular subject. Create Forums to organize discussions. More Help

ontent
Discussions T
Groups
Tools
Help

\ Forum Description |Total Posts | Unread Posts | Total Participants

¢ VDiscussion Area ¥ 1 1

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

Click on the Forum to view it. Forum is an area where a
topic is discussed

Message Actions Collect

Introdyctions — — . . -
Message Ens Collect

Click on Create Thread to add a thread. Thread is the
initial post and any replies to it.

% Forum: Discussion Area

Organize Forum Threads on this page and apply settir
Threads are listed in a tabular format. The Threads ca
title ar the caret at the top of each column. More Help

Sea

B. Name your subject, type in your message, add an
attachment if desired, and click Submit. NOTE: DO
NOT CLICK SAVE. CLICKING SAVE WILL NOT
SUBMIT YOUR WORK TO YOUR INSTRUCTOR.
MAKE SURE YOU CLICK SUBMIT.

1. Message

+ Subject: [ ~ |

Message \ Text Editor is: [T |
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Attach File Browse My Computer

Submit
Click Save to save a draft of this message. Click Submit to submit the post. (ick
Cancel to quit.

Cancel  Save Draft



Replying and Viewing a Thread

A. Click on the subject thread to view the posting, or
message, within the thread. (Do not click on the
author to view a posting.)

Message Aj:tions@
=] |
IntrosEctions’
Message Actions Caollect
B. Click Reply to reply to someone. Click Quote to

reply and to include the message you are replying
to. (It is best to click Quote.)

. | Introductions | . Quote | Set Flag
Author: -— Total views: 10 (Your views: 4}
Posted Date: - :’
-
Edited Date: -
-

Introduce yourself to the class.

. | Intreductions = . Quote | Set Flag

Your message can appear on the top or bottom of the
quote. It's better to type it on the top so it’s read right
away.

L.

4 Subject: [RE: Introductions |

Message Text Editor is: [0 |

H | B I Uake| % ¥ | ==

Author: g S
Dafto: Foms W & B0 488w 0
Subiject: Introductions

Introduce yourself to the class.

< Path: body

[ S—
—a—

el Avachments |

Attach File Browse My Computer

ey submie |

Click Save to save a draft of this message. Click Submit to submit the post. Click Cancel to

quit.
Cancel  Save Draft m

If your professor allows you to have important posts sent
to your email, you will see the option to subscribe. To
subscribe to a post and receive a notification in your
email, select a post and click Subscribe. To
unsubscribe, just click on the Unsubscribe button.

Your instructor can flag important posts. If a post has a
flag, make sure to read it.

Groups

A. If your instructor created groups in your Blackboard
course, click on Groups and click on a group.

E 04 g

Groups

Content

Discussions
s Group 1

Tools
Help <

Your instructor enables your options such as Group
Discussion Board, Collaboration (Virtual Classroom),
exchanging files, and sending email to other members of
your group. Those outside of your group will NOT
receive this information or access.

# Group 1 #

Collaboration

File Exchange

Croup Discussion Beard
Croup Tasks

Send Email

Croup Homepage
Customize Group Banner
Customize Group Color

File Exchange within a Group

A. To exchange files with other group member(s), click
on File Exchange and then click on Add File.

# Group 1 4 File Exchange

Collaboration
File Exchange

Group Discussion Board
Group Tasks

Send Email

Group Homepage
Customize Group Banner
Customize Group Color

Add File

B. Name the file, and then click on Browse My
Computer to locate the file, and then click Submit.

+# Indicates a required field

cancel  [ENEEY
8 File Information |

# Name

 Attach File Browse My Computer

Submit

YouTube Mashup
A. Toview a YouTube Mashup, click on the appropriate

content area and then click on the video to watch.

EO00 ¢
= - E‘] Content

Home Page

Content 3 Learning English - Lesson One (Introduction)

Groups Learning English - Lesson One
(Introduction)

Duration: (5:09)
User: duncaninchina - Added:

Tools
Help

# Group 1 »

YouTube URL: htto:/ /www.youtube.com/watch?
v=oh|CdihPWac

Watch Video



Tools Menu
(Refers to menu in the course and not on your
homepage)

Blackboard Collaborate
A. Click on Tools, and then click on Blackboard

Collaborate.
B B s} —
" Tools

Home Page

Content
Discussions
Groups

Tools Schedule and join Blackboard Collaborate web
Help < conferencing sessions and view recorded archives.

Blackboard Collaborate

Blackboard Collaborate allows instructors and students
to participate as if they were in a traditional classroom.
Some functions of Blackboard Collaborate include audio
and video chat, an interactive whiteboard, application
and desktop sharing, media, and breakout rooms.
Blackboard Collaborate is Java-enabled. Please read
the Blackboard Collaborate tutorial or attend a
Collaborate workshop to learn how to use this tool.

@ Bb Collaborate List Page

Sessions | Previously Recorded

search (G ) |

Session

Available Creator

Title £ | start Date End Date

) NV% 3 Course

Calendar

You can use Calendar to view events by day, week,
month or year. Click on Calendar and on Jump to in
order to view an event.

[GIQ Helo  CGityTech  Libary  ClassWebSites  SystemAdmin  Blackboard 9.1 Resources

View Day  ViewWeek View Month  View Year

o

e | Personal Calendar:View By Day

Create Personal Event Jump to
Display Events [ All Events -

< - - - >

My Grades
Click on My Grades from Tools menu to view grades

b

Home Page

Content
Discussions -
My Grades
Groups @
<

Tools

Help Displays detailed information about your grades.

You can view instructor’'s Feedback in My Grades too.
Click on an Assignment and then click on the score or
green check mark under Calculated Grade.

Messages

You can send messages to your classmates and
instructor without going through email.

& @ Tools
Home Page

Content
Discussions A\ Messages
Groups L}

Tools Create and send private and secure Messages to Course
Help < members.

A. Click on Messages and click Create Message.

B. To select the recipients click on To.

C. After selecting recipients, type in a Subject, and your
message in the Body.

D. Click Submit.

1. Recipients

Select Recipients: To line Recipients

Anna Banana

(Instructor) .

(Instructor)

Invert Selection | Select All

Invert Selection | Select All

Beo

r3 Compose Message
% Subject | ~ ‘

Body Text Edicor is: [T |
4 (Normal T3] [37#] (Al NG | B 7 U oae| % x| =B/ 8| &
=

AR & v @M 7A Ve o 0w @B

4| Path: body

EMN Submit

Cancel ET010
You can view your incoming messages in the Inbox, and
outgoing in Sent folders.



Roster

Roster

View a list of users enrolled in the Course.

A. To view a list of students in your course or to view
their web pages, click on Roster.

B. Type the name in the Search text box, and select a
particular student's name.

Roster

View a list of users enrolled in the Course.

Search
[FirstName #| [Contains & | F Go

Send Email

Blackboard allows you to send email messages. You
receive email in your college email account (City Tech
email).

A. Click on Tools and then click on Send Email.

Content

Discussions A Send Email

Groups

Tools Send email messages to different types

Help < of users, system roles, and groups.

B. Click on Select Users.

@v Send Email

Instructors can send email to all or selected individual Users, Students, Groups,
Teaching Assistants, Instructors or Observers, From a Blackboard Learn course,
email cannot be sent to anyone who is not a member of the course.

» All Users

Send email to all of the users in the Course.

» All Groups

Send email to all of the Groups in the Course.

» All Teaching Assistant Users

Send email to all of the Teaching Assistant users in the Course.

» All Student Users

Send email to all of the Student users in the Course.

» All Instructor Users

Send email to all of the Instrycagusers in the Course.
» Select Users

Select which users will receive the email.

» Select Groups

Select which Groups will receive the email.

C. To select the recipients click on To.
D. After selecting recipients, type in a Subject, and your
message in the Body. Click Submit to send Email.

@ Select Users

Indicates a required field.
* ‘ concel |G
Email Information
#Te Avallable to Select Selected
Banana, Anna Instructor

Invert Selection | Select All Invert Selection | Select All

From Anna Da Banana - - )
Subject — ]
Message \/}
\\\ |
%

A copy of this email will be sent to the sender.

Attachments Attach a file

Cancel



Student Blackboard 9.1 FAQ

Why don’t | see my courses on Blackboard?

v" Professors make courses available. Contact
your professor about access to the specific
course.

v' Be certain to read your syllabus thoroughly.
Your professor might not be using Blackboard.

v" You may email ITEC@citytech.cuny.edu to
confirm the course is available.

v" You could have a stop on your account due to
vaccinations and/or bills.

» Logon to CUNY.edu and create an account even
if you already have one - The system will only
confirm your status. This process is called user
validation.

» Check for your courses again.

| was able to see my classes on Blackboard a few
days ago, so why don’t | see them now?

v" You could have a stop on your account due to
vaccinations and/or bills.

v" Your professor might not have the correct roster.

» Logon to CUNY.edu and check your grades.
Print out grades such “WA” and “WN.”
Then go to the college Registrar.

» Confirm with the Registrar that you are still
enrolled for the course in question.

My instructor sent me to update my email on
Blackboard. Where do | do this?

CUNY Logon tc‘J‘ BIacIiboard
MBlackboard 9.1 > Under “Tools

Help  City Tech [k Click Update Email

Home

Home | NMotifications Dashboard  Note: Must be a City Tech

or CUNY eMail account.
Click the “Submit” button

hen done.

Add Book
— Note: If you do not know

& Calendar your eMail address, you
g ;—X% J need to contact the student
Y Lrages

helpdesk.

B Personal Infor
B Tasks
B4 Update Email

While | was taking a test, | encountered an error
(frozen screen, blue screen), what should | do next?

» Please contact you instructor immediately. Your
attempt may need to be cleared by your
instructor.

I can’t send my “SafeAssign” assignment.
What should 1 do?

v" You should try again a later time.
» You will need to contact your instructor directly.

How do | send email to users via Blackboard?

» From within your course click on Tools > Send
email >Select users > type in Subject and
Message>Click Submit.

Where do | learn Blackboard?

Please check this Web site for workshops on
Blackboard:
http://websupportl.citytech.cuny.edu/websupportl/Semi
nars.html

Or from Blackboard > Click on the Class Web Sites tab:
CUNY

lackboard 9.1
City Tech Class Web Sites System Admin Blackboard 9.1 Re|
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NYCCT Web Policy - Faculty must review befors posting
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You will need to contact the student
helpdesk for CUNY Portal issues:

o New CUNY portal accounts issues.

o e-MALL (CUNY Portal)

o No Blackboard on CUNY Portal
Profile. (CUNY Portal)

o Student email and password.(CIS)

o Network / Wireless password.(CIS)

Location:

Namm First Floor (A-114)

(718) 260-4900
Studenthelpdesk@citytech.cuny.edu



http://websupport1.citytech.cuny.edu/websupport1/Seminars.html
http://websupport1.citytech.cuny.edu/websupport1/Seminars.html



