Blackboard Academic Suite Instructor Manual

Content

Introduction

Instructors use the tools available through the Course areas section of the Control Panel to
manage information, materials, Assignments, and Assessments used in the Course.

Note: Instructors can set the name of Course areas and add additional Course
areas from Manage Course Menu.

In this section

This section includes information on the following topics:

Topic Description

Content Areas Reviews Content Areas. Content Areas are the top-level
containers that organize and store content.

Course Content Describes how content is used in Courses.

ltems Introduces individual content Items.

File Attachments Describes how to upload files.

Add SCORM, IMS and NLN Explains how to add SCORM, NLN, and IMS content to a

Content Content Area.

Folders Reviews the Organization of Content Areas into folders.

Content Metadata Presents the attributes that can be used to describe
content.

External Links Describes how to link to an outside Web site.

Course Link Describes how to link to content in another Course.

Learning Units Presents information on Learning Units. Learning Units
organize content sequentially.

Managing Tests Describes how to deploy a test in a Content Area.

Test Options Reviews the options available when deploying a test.

Assignments Describes Assignments.

Tool Linking Describes how to create a link to a tool within a Content
Area.

Copy and Move Content Reviews how to copy and move ltems.

The Open Standards Provides detailed information on using the Open

Content Player Standards Content Player to present SCORM, NLN, and
IMS content.

Syllabus Describes how to build a syllabus for the Course.

Adaptive Release Introduces the concept of adaptive release of content.
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Topic

Description

Adaptive Release Functions

Describes the functions used to manage adaptive release.

Adaptive Release Criteria

Explains the rules that govern adaptive release.

Review Status

Describes how Instructors can check that Students have
viewed content.

User Progress

Explains how adaptive release can be used to track
Student progress through the content a Student views.

Performance Dashboard

Describes the Performance Dashboard view into Student
progress.

Statistics Tracking

Explains how Instructors can view detailed statistics on
content item usage for all Course users
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Content Areas

About Content Areas

Course Content Areas are used to organize all Course content materials. A link to each Content
Area creates the first level of the Course Menu tree directory. Course developers organize and
manage Content Areas from the Control Panel.

While the Instructor has almost complete control over the Content Areas through the Control
Panel, the Administrator is able to set defaults and overrides that define the names and default
availability of Course areas in each Course.

Adding a Content Area

By default, a specific number of Content Areas appear in a Course. Instructors may decide to add
additional Content Areas or modify existing Content Areas. For example, a Content Area for
Assessments may be added and the name of the Assignments area may be changed to
Homework.

Follow the steps below to add a Content Area:
1. Select Manage Course Menu under Course Options on the Control Panel.
2. Select Add Content Area.

3. Complete the Add New Area page. The availability of this area is also set on this page.
The new Content Area may be made available to Guests, Observers, and/ or Students in
the Course.

4. Existing Content Areas may be changed by selecting Modify next to a Content Area on
the Manage Course Menu page and updating the information.

Manage Content Areas

Once Content Areas for the Course have been created, content creation may begin. All content is
added and modified within the Content Areas. Select a Content Area on the Control Panel to
open the main Content Area page. All actions related to managing content are available from this
page. This includes:

e Add, remove and edit items

e  Organize the order of items

e Add and manage Adaptive Release rules
e Create and modify content metadata

e Manage Statistics Tracking

e Enable/ Disable Review Status

e View User progress
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Course Content

About Content Types
Instructors may add a number of different kinds of content to Course Content Areas; these are
referred to as Content Types. Content Types generally fall into two different categories:

e Content — Content that adds information to a Course, for example, a file or a
Learning Unit.

o Reference — Content that references something that lies outside the Content Area,
such as an External Link or a Course Link.

All content shares a few similarities; each piece of content includes a name and description.
Many Content Types also allow the Instructor to set options such as availability and date
restrictions.

Content Type descriptions

Content Types may be selected from the Action Bar and drop-down list of a Content Area page.

Content Type Description
ltem A general piece of content to which items may be attached.
Test On-line evaluations of Student knowledge and skills. Test properties,

such as availability and presentation options, are managed through
the Course area where the Test appears. For information on building
Tests and other Assessments see the section on How to Create an
Assessment.

Assignment Content that Instructors may mark based on a given number of
points possible, such as class work.

Learning Unit A set of content that includes a structured path for progressing
through the items.

Folder A folder within a Content Area to which other content types may be
added. Folders allow Instructors to organize a Content Area into a
structured area with a hierarchy or categories.

External Link Link to an outside Web site.
Course Link Link to another item in a Course.
Survey Similar to Tests, Surveys are useful to polling purposes and

evaluations. Questions in Surveys cannot be assigned points and
Surveys may not be graded.

Tool Link to a tool in the Course, such as a Discussion Board or Virtual
Classroom session.

Offline Content A direct path to a specified file on a drive, usually a CD-ROM. To
access this file, users must have the correct CD-ROM in their
computer.

Syllabus Builder Content item that enables an Instructor to build a Course syllabus by

walking through a series of steps.
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Content Type Description

SCORM Content Content that adheres to Sharable Content Object Reference Model
(SCORM) standards.

IMS Content Content that matches IMS specifications. Additional information may

be found at http://www.imsproject.org.

NLN Content A package of content developed by the National Learning Network.
(NLN) Additional information may be found at http://www.nIn.ac.uk.

Content Availability

When a content item is added to a Course it is not automatically available. An availability option
on the Add and Modify pages allows the user to set the content to available or unavailable. This
allows the Instructor to create content and save it in a draft format before it is made available
within a Course. This availability setting is separate from Adaptive Release. If an item is not
available users may not access it regardless of the Adaptive Release rules.

Content Options

When an item is added to a Content Area a number of options are available on the Add page.
The options available depend on the Content Type; not all options are always available. These
options are used to set availability, date restrictions, and tracking. The following is a description of
all of the options that may be available:

Content Type Description

Make the content available Select Yes to make the content available to users. If
No is selected this content is unavailable, regardless
of Adaptive Release rules.

Open in new window Select Yes to open the item in a separate browser
window. This is helpful as users may continue viewing
the Content Area along with the item.

Choose date restrictions Select the range of dates that this item will appear.
Select the Display After checkbox for the item to
appear after a specific date. If this option is checked,
select the corresponding date and time below. Select
the Display Until checkbox for the item to appear until
a specific date. If this option is checked, select the
corresponding date and time below.

Track number of views Select Yes to track the Course Statistics and
generate reports on usage and activity for the item.
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Items

About Items

Items are general pieces of content added to a Course to which items may be attached.

Add an ltem

Follow the steps below to add an item to a Content Area:
1.  Open a Content Area, such as Course Documents, from the Control Panel.
2. Select Add Item from the Action Bar.
3. Complete the Add Item page and click Submit.

Attach a file to an item

Files from a local system may be attached to an item in a Content Area. See File Attachments for
additional information about file types and file names. Follow the steps below to attach a file to an
item:

Open a Content Area, such as Course Documents, from the Control Panel.
Select Add Item from the Action Bar.

Enter a name for the item in the Name field.

Use the Visual Text Box Editor to create any text for the item.

Click Save as Reusable Object to create a Reusable Object using this text.

o g bk~ wbdh =

Click Browse next to Content Collection location to select a folder to store the
Reusable Object.

7. Click Browse next to Attach Local file or Link to Content Collection. Select the file.
When a local file is selected, the following options are enabled:

e Click Browse to choose a location within the Content Collection to save the
file. This field appears when Local File Storage is turned off.

. Click Add Metadata to add metadata to the file.

Note: Metadata can be selected to display with the item at this step.

8. Complete the Name of Link to File field. This name appears to users; they will select
this link to open the attached file.

9. Select an option in the drop-down list in the Special Action field. See "Special Actions"
on page 61 for more information about these options.

10. Click either the Yes or No radio buttons to decide whether or not to Make the Content
available and Track Number of Views.

11. Use the Display Until and Display After checkboxes and the date fields to Choose date
and time restrictions for the item.
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12. Click Submit.

Files may also be attached to an item from the Content Collection. Select Browse next to Link to
Content Collection. Select the file on the Content Collection window that appears.

Note: The Blackboard Learning System can recognize additional file types and
associated applications if a MIME extension is added. Contact your System
Administrator for more information about adding MIME extensions.

Note: Users who have the third row of the Visual Text Box Editor available may
use the options in the third row to add items.

Special Actions

Section two of the Add Item page contains a Special Action field which allows users to select the
behavior of files attached to an item. The following Special Actions are available:

e Create a link to this file: Attach the file to the item. A link is automatically inserted
below the document title to access the file.

o Display media file within the page: Display media file within the page: Embed
certain kinds of media within the page itself instead of creating a link. When this
option is selected, the file will not appear in the Currently Attached Files field after the
page is submitted. The image or image tag for the file will appear in the Text Box
Editor. (The image may appear in a black or transparent box.) Embed certain kinds of
media within the page itself instead of creating a link. When this option is selected,
the file will not appear in the Currently Attached Files field after the page is submitted.
The image or image tag for the file will appear in the Text Box Editor. (The image may
appear in a black or transparent box.) If this option is selected, the attached file must
be a format recognizable by the Blackboard Learning System. If it is not, a link to the
file is automatically created.

e Unpackage this file: Indicates to the system that the file must be unpackaged before
displaying.

Note: If the file format is not one of the supported digital media formats, the
Display media file within the page feature will default to the Create a link to this
file feature.

Embed image files
Image files may be embedded in Items. The following steps explain how to embed an image file
(for example, a .jpg file) in a Content Area.

1. In the Control Panel, open a Content Area such as Course Documents.

2. Select Add Item on the Content Area page. The Add Item page appears.

3. Enter atitle for the content item and add a description or introduction to the image in the
text box.
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12.

13.

14.

15.

Click Browse next to Attach local file and locate the image to add.

The Name of Link to File field may be left blank. The image is being displayed on the
page.

Select Display media file within the page in the Special Action drop-down list.
Select the appropriate options for the item.

Click Submit and then OK. The Content Actions page appears.

Select the position of the image in the Alignment and Placement fields.

In the Set Width and Set Height field enter the width and height of the image in pixels.

To create a link to a file outside of the local system, enter the URL in Image Target URL.
For example, if the image exists in a central repository, the URL may be
http://blackboard/images/picture1.jpeg.

Use the drop-down list in Border to choose a border for the image. This option
determines the thickness of the border around the image. If ‘0’ is chosen there will be no
border around the image.

Enter a description for the image in Alt Text. Alternate text is important for visually
impaired users. Alternate text tells users what should appear if the image does not
display.

Select Yes in Launch in New Window so the image will appear in a separate browser
window. This is especially important if a URL has been entered in Image Target URL.

Click Submit.

Note: The file will not appear in the Currently Attached Files field after the page
is submitted. An image tag for the file will appear in the Text box.
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File Attachments

About file attachments

File attachments may be added to different places in a Course, for example, to an Item, an
Assignment, or a File in a Learning Unit. There are two options for adding file attachments:

e Files on local network: Select Browse next to Browse Local Files to navigate to a
file on the network.

e Files in the Blackboard Content System: Select Browse next to Link to Content
Collection item to navigate to a file in the Blackboard Content System.

Users will open the file by clicking a link to the file that appears in the Course. After selecting a file
to attach, users may enter a name for the link to the file. This name will appear to users, instead
of the name of the document. For example, users would see “Biology Syllabus” instead of
syllabus_bio_101.doc.

Accepted characters in file names
Blackboard allows the use of all characters in file names. However, the user's operating system

and browser may limit the types characters accepted. For example, some browsers do not accept
multi byte characters.

Recognized content attachments

The following file types are recognized by the Blackboard Academic Suite. These files can be
displayed within a content item.

Note: The Blackboard Academic Suite can recognize additional file types and
associated applications if a MIME extension is added. Contact your System
Administrator for more information about adding MIME extensions.

Extension File Type Programs associated with the File Type

.aam Multimedia Macromedia® Authorware® plug-in
Note that the .aam file is the starting point for a
series of files that must be enclosed in a .ZIP file.

.aiff Audio Audio program

.asf Multimedia Microsoft® .NET™ Show

.au Audio Real Audio Player™

.avi Video Video player (not Macintosh® compatible)

.doc Text Microsoft® Word® or other word processor

.exe Executable Executable file

.gif Image Graphics program or Web browser

.html, .htm Web page HTML editor or Web browser

Jjpa, .jpeg Image Graphics program or Web browser
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Extension File Type Programs associated with the File Type
Jif Image Graphics program or Web browser
.mp3 Audio Audio program

.mpe Audio/Video Audio program

.mpg, .mpeg Image Graphics program or Web browser
.moov,movie Movie QuickTime® movie

.mov Video Movie or media player

pdf Text Adobe® Acrobat® Reader®

.png Image Portable Network Graphics

.ppt, .pps Slide show Microsoft® PowerPoint® and PowerPoint Player®
qt Movie QuickTime®

.ra Audio Real Audio Player™

ram Video Real Audio Movie™

.rm Audio Audio program

rtf Text Rich Text Format

.swf Multimedia Macromedia® Shockwave® plug-in
Aiff, tif Image Graphics program or Web browser

Axt Text Text or HTML editor, word processor
.wav Audio Audio program

.wma Audio Audio program

.wmf Graphic Microsoft® Windows®

wmv Media/Audio Microsoft® Windows®

.wpd Text WordPerfect® or other word processor
Xls Spreadsheet Microsoft® Excel®

.Zip Text WinZip®
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Add SCORM, IMS, and NLN Content

Overview

The processes for adding SCORM, IMS or NLN are generally the same. Interaction options for
navigation, Grade Center options, and content options are set at this time.

Add SCORM Content

The table below details the fields on the Add and Modify SCORM Content pages.

Field

Description

Required Information

Title

Select a name that best describes the content.

Add Content Package

Browse to select a SCORM package to add. This option
only appears on the Add SCORM Content page.

Name of Link

The default link name is Click to Launch. Rename this on
the Modify SCORM Content page.

Text

Add instructions or other text on the Modify SCORM
Content page.

Interactions Options

Navigation Control Type

If Choice is selected, the viewer can use a left navigation
menu to select which content to view. If Flow is selected,
the left navigation menu does not appear and the viewer
must use the Next and Previous buttons to view content
sequentially.

Grade Center Options

Add Grade Center Item

Select Yes to add a Grade Center Item to the Grade
Center for the content item. The name will be the name of
the package and may be modified and managed from the
Grade Center once added.

Points Possible

Enter the points possible for this item. If nothing is
entered, the item will be given 0 points possible. This and
other Grade Center item properties can be modified and
managed from the Grade Center.

Track Attempt Details

Select Yes to be able to view user interaction with the
content, such as total viewing time and question
responses. From the Modify Grade page, click the View
button to see the Attempt Details.

First Attempt Only

If Yes is selected for First Attempt Only, attempt details
will only display for the first time the user accesses the
content. If the user does not go through the whole
package, subsequent attempts will not be tracked.
Leaving this value as No will always show the last attempt
data. This setting is for tracking data only; it does not
restrict how often the content can be viewed by the user.
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Field

Description

Content Options

Do you want to make the

Assignment visible?

Select Yes to make the SCORM content available.

Do you want to track
number of views?

Select Yes to track the number of times users access this
item. Use the Course Statistics page to view a
comprehensive report.

Availability Dates

Select the range of dates that the content will appear.

Add IMS Content

The table below details the fields on the Add IMS Content and Modify IMS Content pages.

Field

Description

Required Information

Title

Select a name that best describes the content.

Add Content
Package

Browse to select an IMS package to add. This option shows on
the Add IMS Content page only.

Name of Link

The default link name is Click to Launch. You can rename this on
the Modify IMS Content page.

Text

To add instructions or other text, add it on the Modify IMS
Content page.

Interactions Options

Navigation
Control Type

If Choice is selected, the viewer can use a left navigation menu to
select which content to view. If Flow is selected, the left
navigation menu does not appear and the viewer must use the
Next and Previous buttons to view content sequentially.

Grade Center Options

Add Grade Center
Item

Selecting Yes will add a Grade Center Item to the Grade Center
for the content item. The name will be the name of the package,
and can be modified and managed from the Grade Center once
added.

Points Possible

Enter the points possible for this item. If nothing is entered, the
item will be given 0 points possible. This and other Grade Center
item properties can be modified and managed from the Grade
Center.

Track Attempt
Details

Select Yes to be able to view user interaction with the content,
such as total viewing time and question responses. From the
Modify Grade page, click the View button to see the Attempt
Details.
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Field

Description

First Attempt Only

If Yes is selected for First Attempt Only, attempt details will only
display for the first time the user accesses the content. If the user
does not go through the whole package, subsequent attempts will
not be tracked. Leaving this value as No will always show the last
Attempt data. This setting is for tracking data only; it does not
restrict how often the content can be viewed by the user.

Content Options

Do you want to
make the
assignment
visible?

Select Yes to make the IMS content available.

Do you want to
track number of
views?

Select Yes to track the number of times users access this item.
Use the Course Statistics page to view a comprehensive report.

Availability Dates

Select the range of dates that the content will appear.

Add NLN Content

The table below details the fields on the Add NLN Content and Modify NLN Content pages.

Field

Description

Required Information

Title

Select a name that best describes the content.

Add Content Package

Browse to select a NLN package to add. This option shows
on the Add NLN Content page only.

Name of Link

The default link name is Click to Launch. You can rename
this on the Modify NLN Content page.

Text

To add instructions or other text, add it on the Modify NLN
Content page.

Interactions Options

Navigation Control Type

If Choice is selected, the viewer can use a left navigation
menu to select which content to view. If Flow is selected,
the left navigation menu does not appear and the viewer
must use the Next and Previous buttons to view content
sequentially.

Grade Center Options

Add Grade Center Iltem

Selecting Yes will add a Grade Center Item to the Grade
Center for the content item. The name will be the name of
the package, and can be modified and managed from the
Grade Center once added.

Points Possible

Enter the points possible for this item. If nothing is entered,
the item will be given 0 points possible. This and other
Grade Center item properties can be modified and managed
from the Grade Center.
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Field Description

Track Attempt Details Select Yes to be able to view user interaction with the
content, such as total viewing time and question responses.
From the Modify Grade page, click the View button to see
the Attempt Details.

First Attempt Only If Yes is selected for First Attempt Only, attempt details
will only display for the first time the user accesses the
content. If the user does not go through the whole package,
subsequent attempts will not be tracked. Leaving this value
as No will always show the last Attempt data. This setting is
for tracking data only; it does not restrict how often the
content can be viewed by the user.

Content Options

Do you want to make Select Yes to make the NLN content available.

the assignment visible?

Do you want to track Select Yes to track the number of times users access this
number of views? item. Use the Course Statistics page to view a

comprehensive report.

Availability Dates Select the range of dates that the content will appear.
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Folders

About Folders

Folders are useful for organizing and structuring content in a Content Area. For example,
Instructors may add folders for each week of the Course to a Content Area, or organize the
Content Area by topic, such as separate folder for Assignments, Assessments, and Group
Projects.

Once a folder is created, content and additional subfolders may be added to it. All of the Content
Types available in Content Areas may be added to a folder.

Add a Folder

Follow the steps below to add a folder to a Content Area:
1.  Open a Content Area, such as Course Documents, from the Control Panel.
2. Select Add Folder from the Action Bar.
3. Complete the Add Folder page and click Submit.

Folder content availability

Availability of items in a Content Area can be established on an item-by-item basis, but the actual
display of items to users is contingent upon the availability of any parent folder on up to the root
of the content area. If any parent folder is unavailable, the items within it are unavailable. For
example, if a folder is set to Unavailable, but items within the folder are set to Available, users
would be unable to view the items within the folder.

This is also true for items with Adaptive Release rules. If a folder has a rule that makes it
unavailable to a Student, all content within that folder is also unavailable to the user.
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Content Metadata

About Content Metadata

Content Metadata stores information about a piece of content. Metadata allows for IMS
compatibility when content is imported and exported. Click Manage next to the item in the
Content Area to open the Manage item page which includes a link to Metadata.

Note: The information entered in Content Metadata cannot be tracked or
reported on. It can only be viewed on the Content Metadata page as reference
information for the Content Item.

Metadata options

The table below describes the fields on the Content Metadata page. Select Edit to display the

fields in each section.

Field

Description

Item Information

Title

Displays the title of the content item.

Catalog Entry

The catalog and version information in the Source and Entry Fields.
Once a Catalog Entry is made a check box appears next to the item.
Select the check box and click Submit to remove an entry.

Source The name of the catalog or source of the content.
Entry The number or version of the catalog.

Language The language of the content item.

Description A description of the content item.

Life Cycle Information

Creation Date

Displays the date and time the content item was created.

Contributors

The names of others who contributed to this content item. Once a
Contributor is entered a check box appears next to the item. Select
the check box and click Submit to remove a Contributor.

Person

The name of the author or editor.

Role

The role of the person, such as author, contributor, or editor.

Organization

The name of the Organization associated with the person.

Date

The date the person made these changes or updates.

Technical
Information

Resource
Format

The type of application this content item uses.

Resource
Location

The location of the item displays in this field.
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Field Description

Rights Management Information

Free Resource: Establish if the Content was free or if it was purchased.
Copyright/Restri Establish if this Content is copyrighted or if it has any restrictions.
ction

Description Comment on any conditions of use for this item.
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External Links

About External Links

Links to outside Web sites may be added to Content Areas as External Links. When entering a
URL, always enter the full Web address to the link. For example, enter
http://www.blackboard.com, not www.blackboard.com or blackboard.com.

Add an External Link

Follow the steps below to add an External Link to a Content Area:

1.
2.
3.

Open a Content Area, such as Course Documents, from the Control Panel.
Select Add External Link from the Action Bar.

Complete the Add External Link page with a Name, Description, and URL for the link.
Note that the URL is required.

Click Submit.
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Course Link

About Course Links

Course Links are used to link to other items within a Course. All items that appear in the Course
Map may be linked to using a Course Link. For example, an Instructor may create a Discussion
Board where users discuss the class readings. A link to this Discussion Board may be placed in
the Content Area where the articles are posted, such as Course Documents.

Note: A Course Link may be viewed as long as it is available to users in the
Course. The Course Link may be opened if the user has access to the item
based on the item’s availability and adaptive release rules. For example, if a user
does not have access to the item, a message appears when the link is selected.

Add a Course Link

Follow the steps below to add a Course Link to a Content Area:
1. Open a Content Area, such as Course Documents, from the Control Panel.
2. Select Add Course Link from the Action Bar. The Add Course Link page appears.

3. In Section 1 of the page enter a name and description. In Section 2, click Browse to
open the Course Map. Click the link for an item in the Course Map to select it as the
Course Link. In Section 3, set the options for the Course Link. Click Submit.
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Learning Units

About Learning Units

Learning Units enable Instructors to set a structured path for progressing through content within a
Course. This allows Students to view content in an intuitive, self-paced style. All types of content,
such as items, Assignment, and Assessments may be included in a Learning Unit. The Instructor
may allow Students to access content in a Learning Unit nonlinearly or force them to view it
sequentially. For example, a Learning Unit on Shakespeare is created, including files,
Assignments and an Assessment. The Instructor may require Students to proceed through the
Learning Unit in a specific order or they may allow Students to view the contents in any order.

Content within a Learning Unit is added and managed just like content in a folder. The Learning
Unit is a shell to which other content, such as files, is added. Learning Units can be modified like
any other item within a Content Area.

Add a Learning Unit

Follow the steps below to add a Learning Unit to a Course Content area.
1. Select a Content Area, such as Course Documents, on the Control Panel.
2. Select Learning Unit in the drop-down list on the Action Bar and click Go.

3. Complete the Add Learning Unit page and click Submit.

Create a Learning Unit slide show

After a Learning Unit is added to a Content Area, a slide show within it may be created. The slide
show will allow users to view the content of the Learning Unit, sequentially.

1. Open the Content Area that contains the Learning Unit.
2. Click the name of the Learning Unit to open it.

3. Select Add File in the Action Bar. The Add File page is used to add files to a Learning
Unit and create a slideshow. This includes Course Links, links to local files and links to
files in the Blackboard Content Systemto the Learning Unit. This option may be used
multiple times to add multiple files to a Learning Unit.

4. Use the numbers to the left of each item to order the content. If the Learning Unit is
viewed sequentially, this is the order in which the content appears.

Sequential and non-sequential Learning Units

Learning Units may be viewed sequentially or non-sequentially. If sequential viewing is enforced,
Students will view the Learning Unit in the order items within it are listed. Students will not be able
to advance to a page within the unit without having viewed the previous page. If sequential
viewing is not enforced, items in the Learning Unit may be viewed in any order from the Contents

page.
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