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Agenda

• Show/Hide Menu Links
• Discussion boards
• Assignments
• Tests
• Grade Center



How do you access Blackboard?

• Go directly to Blackboard.Wichita.edu
• Do not log in through MyWSU!
• Browsers that work:
• Chrome
• Firefox
• Safari

• What browser doesn’t work?
• Internet Explorer 



Show/Hide Menu Links



Logging in

• Use the hide link option to hide 
the content associated with an 
entire tab/link on the course 
menu from student view
• To make the content available 

again, use the “show link” option



Discussion Boards



Many roads … all go to same place

• Discussion boards can also be 
accessed from a variety of links.



Create a forum

• All avenues eventually take you 
to the same place … the area 
where you can create a 
discussion board: 



Same WYSIWYG editor

• Again, you have a WYSIWYG 
editor: 



Setting up your requirements

• And you have choices to make:
• Do you want to date restrict?
• Do you want to offer points? 

• If yes, you will automatically get a Grade Center column created
• Forums cannot be changed after posting has begun to make it grade-able if it was not 

originally set to be worth points.
• Additional options are available to restrict/permit posting functionality



The title is a link

• Once you hit “Submit” you will get a forum in the list of discussion 
boards:



Creating an Assignment



Put your assignment somewhere

• Assignments have to be placed 
somewhere:



Assessment link gets to Assignments

• Once you are where you want 
the assignment to be, locate 
“Assessments” in the ribbon, 
mouse over to get the 
dropdown, and choose 
“Assignment”:



Assignment Instructions

• Once again, you have the same 
WYSIWYG editor: 



Make your choices

• Once you type in what your 
assignment is, attach any files as 
necessary, etc., you have some 
choices to make. 
• First, due dates and points 

possible. 
• The points possible will 

automatically be used in the 
Grade Center column for this 
assignment: 



Submission Details

• Then, when you click on 
“Submission Details” you can 
choose whether this is an 
individual or group assignment, 
whether it can be submitted 
multiple times (I do), and 
whether it goes through 
plagiarism detection (is it a 
draft?)



Grading Options … No!

• We don’t recommend you 
change the settings for Grading 
Options: 



Display of Grades

• In “Display Grades” you have 
some choices if you choose to 
make them.  
• You can show a score or a letter 

grade
• You can choose not to include 

the grade in Grade Center 
calculations, and you can choose 
not to show the grade to 
students.  
• All of these default to the way 

they are showing now.



Availability

• Finally, you can choose to make 
the assignment available.
• It will default to “on,” but both 

the display dates and availability 
must be marked for students to 
have access



Assignments are great to use

• The Assignments tool is a very powerful tool and will create 
companion grade columns in the Grade Center, so if you need to 
delete an assignment, make sure to authorize deleting that column 
too!  
• This tool is excellent for both online and face-to-face classes, and the 

grading tools that come with this type of submission are very good 
and pretty easy to use.



Creating a Test



Tests, Surveys, and Pools

• Go to your Blackboard course, 
and select Tests, Surveys, and 
Pools from the list of Course 
Tools.



Select Tests

• Next, select Tests. Then select 
“Build Test”.



Name the Test

• Provide your test with a name, 
description, and instructions.
• Select “Submit” in the bottom 

right-hand corner.



Create Question

• Select “Create Question”.
• If you choose to Create a 

question, you will need to select 
the type of question you want to 
create.



Write the Question

• Type or paste in your question 
and answers into the Question 
Text Box and Answer Text Boxes, 
respectively.
• Indicate the correct answer by 

marking the circle next to the 
correct answer option.



Additional Question Options

• You can also adjust the answer 
numbering, orientation, allow 
for partial credit, and show 
answers in a random order
• Submit when finished.



Adjusting the Points

• Next, you can adjust the points 
associated with the individual 
question.
• When you are finished creating 

questions and are ready to 
deploy it, click “OK” in the 
bottom right-hand corner.



Choose Assessment

• Once you are in the area that 
you want the test to be, select 
“Assessments” from the ribbon, 
and mouse over or click it to get 
the dropdown to appear. Select 
“Test” from the options that 
appear.
• And select the newly created 

test from the list available and 
select submit.



Test Settings to Use

• Important Test Settings to Use:
• Make the Link Available
• Set a Timer
• Use Auto-Submit
• Use Display Dates
• Use Exceptions



Test Settings to Avoid

• Important Test Settings to Avoid
• Force Completion
• Password
• Avoid Internet Explorer



Grade Center



Grade Center Settings

• Set External Grade
• Check Total Points Possible



Do’s of the Grade Center

• Do recognize key indicators or 
symbols in the grade center
• Do check your total points for the 

course
• Do test your grade center before 

opening your course to students
• Do seek assistance early



Don'ts of the Grade Center

• Don’t hide assignment columns 
from instructor view
• Don’t use weighted grades with 

extra credit
• Don’t wait to ask for assistance
• Don’t assume students 

understand their total columns



How to get help

• Come see us in the IDA Blackboard and Accessibility labs
• 1:00-3:00pm every Tuesday and Wednesday in the C-space in the library

• Email us at IDA@Wichita.edu
• Submit a OneStop ticket for technical support
• Remember
• IDA = training
• OneStop = technical support

• Blackboard training guide for instructors can be found at: 
https://wichita.edu/Bbguide

mailto:IDA@Wichita.edu
https://wichita.edu/Bbguide


Thank you. Questions?
Please send questions to IDA@Wichita.edu


