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Presenter
Presentation Notes
Welcome to this advanced Blackboard training provided to you by Instructional Design and Access.  This is the third training in our Blackboard training series. If you have questions about any of our Blackboard training or if we don’t cover something you are interested in, we encourage you to come to our Blackboard and Accessibility lab time in the C-Space in Ablah Library on the main campus.  Our labs provide individual attention in a come-and-go setting. We are set up to help you anytime between 1:00-3:00 every Tuesday and Wednesday. 



Agenda

• Course Customization
• Communication Tools
• Course Activity Tools
• Building Tests
• Using Panopto and YouTube
• Some Advanced Tools
• Other things Bb can do
• Frequently Asked Questions
• Blackboard Training Options

Presenter
Presentation Notes
In today’s training we will cover the following topics: 
Course Customization
Communication Tools
Course Activity Tools
Building Tests
Using Panopto and YouTube
Some Advanced Tools
Other things Bb can do
Frequently Asked Questions
Blackboard Training Options



Course Customization

Presenter
Presentation Notes
Customizing your course in Blackboard.



Customizing the Look of Your Class

• Changing the theme
• Bb themes and buttons
• University themes

• Uploading banners and pictures
• Changing the “landing page”
• Learning Modules versus Content Folders 

Presenter
Presentation Notes
Blackboard has a few ways you can customize the look and feel of your course. In this section we will discuss how to change the theme, upload banners and other pictures, change the landing page, and choose an organizing system.



Changing the Theme

• In “Course Management” choose “Customization” and then 
“Teaching Style.”

• Many themes and also button choices
• Changing your theme will not delete any uploaded content
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The Blackboard environment is functional but not all that pretty.  In earlier trainings you have learned how to change menu items in the main menu, and add and delete content.  You can also use Blackboard tools to change the theme of the class.  To access the available themes, go to the ”Course Management” area in the main course menu and choose “Customization” and “Teaching Style.
Within the Course Theme area are several available course themes for you to choose from.  Once you choose the theme, simply click “submit” at the bottom of the screen, and your new theme will be applied. You can change the theme as many times as you like until you find one that suits you and your content. � 



Uploading Banners and Pictures

• In “Teaching Style” you can 
upload, delete, or change your 
course banner.

• Create an image that is 
approximately 1100 x 210 px in 
size (training is available from 
IDA in image manipulation if you 
are unsure how)

Presenter
Presentation Notes
In the same “Teaching Style” area you have the option to upload, delete, or change your course banner.  If you would like to create a new course entry banner for your course, you can do so by cropping or creating an image that is approximately 1100 x 210 pixels in size.  If you are not sure how to create an image, contact Instructional Design and Access or consult myTraining for training in image manipulation.  Once you have your banner image, it is as simple as uploading it by browsing your computer to find it and then writing a short alt description for your image.  Your Alt text should be short and descriptive.  For example, you might write give it the name of your course and a very brief description of the image you used in the banner.  



Uploading Other Pictures

• Pictures must be uploaded to 
the class and not “copied in” 
with keystrokes.

• In any WYSIWYG (what you see 
is what you get) editor, choose 
the icon called “Insert/Edit 
Image.” It looks like a small 
landscape drawing.

• Upload a file in .jpg or .png.
• Add description and title.
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If you would like to add images to your course, it is important to use the “Insert/Edit Image” tool rather than attempting to copy/paste an image into your course.  If you copy/paste in images, you will find that the images have disappeared the next time you look into the class. This is because of the way Blackboard stores data.  When you use the “Insert/Edit Image” tool, you will be uploading the actual image file to your course, and that will ensure the image is permanent.  Remember that all images must have a description and a title. These can be the same, or if you would like to add detail to aid someone who is using a screen reader and cannot see your image, add that additional detail to the “description” field.  The title field is the one that shows when a user mouses over the image on their screen in Blackboard.



Changing Your “Landing Page”
• Changing your landing page is easy
• Choose “Select Course Entry Point” in the same “Teaching Style” area
• Course must begin on a Blackboard area and not on an external 

website
• Choose one entry point and leave it there all semester to avoid 

confusing students
• Make sure to do this after you have finalized your course menu
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Once you have chosen your course theme, you may want to change the page your students see when they enter the course each time.  All courses at Wichita State default to entering on the “Announcements” page, but some professors prefer to have courses enter in the “Start Here” or “Content” area.  It is up to you to choose your course’s entry point, but keep in mind that you must enter on a Blackboard page and not an external website.  If you set your course to enter on an external website, for example if you want to take students directly to a textbook, your students will not be able to open your class and you will need to put in a OneStop ticket to fix your course’s point of entry.  But other than that one caveat, you can choose any course area as your course’s entry point.  Please choose an entry point you can use throughout the semester or term as changing it to a different entry point later is a source of confusion for students.  It is also important to choose your entry point after you have finalized your menu since deleting an area that you have set up as your entry point will disrupt how your course opens.



Changing Menu Style
• Choose “Select Menu Style” in the same “Teaching Style” 

area.

• If you select, Text  style for your menu, you can change the text color and background 
color of your menu.

• If you select Buttons, you can choose the button type, shape, and color from the button 
library. 
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To change the menu style to buttons, go to Select Menu Style:
If you want to go by text, select Text. To change the background color, click the dropdown arrow and select the color for the background.
You can also select the color for the text.
A preview of the selected menu style will show you hoe it looks like.

If you want to go by Buttons, select the radio button for it. To select a button style, click on Button Library. You can choose the shape, type, and color for your menu button from the Button Library.



Content Organization

• Content can be uploaded in several formats:
• Individual files, text-based “Items” with or without additional files and links, 

and direct weblinks
• File “Content Folders”
• “Learning Modules”

• Choose an organization scheme that makes sense to you, and stick to 
that theme throughout the whole class
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As you think about how you want to organize the content in your Blackboard class, you will want to decide what types of uploads you are going to include.  Within your “Course Content” area, or wherever else you want to put content, you can upload files directly, create item areas with a mix of text, file uploads, and weblinks possible, or you can create direct weblinks.  You can also organize these items into content folders or you can choose learning modules if you prefer.  Each choice has an impact on the way your final course will look, and all of these decisions are up to you.  It is important to have some kind of organizing scheme and that you keep the same theme throughout your course so your students don’t need to hunt through the course to find what they need. 



Building an “Item”

• The “Item” is a great tool. Name your item, type what you want, and 
upload files, pictures, or create weblinks if you like. Remember 
accessibility!

• To build an item, go to the area of the course you want to put it and 
choose “Create Item” in the “Build Content” area

Presenter
Presentation Notes
Creating an Item is very useful as it  allows you to type directly into Blackboard, attach files, upload images, and create weblinks all in one area.  This is a very good place to provide lecture notes with enriched content.  Remember to give your files names that can be easily understood by your students, to provide alt descriptions for any images you upload, and to create text-based links to your linked websites to ensure the accessibility of your content.



Uploading Files Directly

• Files can be uploaded directly and do not require an “Item” to house 
them.

• In the same “Build Content” area you can choose “File.”
• Give your file a meaningful name, and upload by browsing your 

computer
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You do not have to build an item to upload a file.  In the same “Build Content” area, you can choose “file” to upload a file directly. The downside to using the system this way is that you are not afforded the opportunity to provide a description of the file’s contents, so you will want to do that elsewhere.  Once you choose the “file” link, you will need to provide a meaningful name for the file and then find it on your computer by choosing “browse my computer” and submitting.



Creating Direct Weblinks

• Weblinks can be created from a link in the same area
• Make sure to give your link a name, and do not upload the “raw” URL 

(web address), and also provide a description of the website.
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Direct weblinks can be created in much the same way. Again, you will find the link in the “Build Content” area. You will have an opportunity to select a name for your link and copy in a URL.  Make sure you give your URL a meaningful name to help with the accessibility of your course.  Unlike with the file upload area, the weblink area allows you to create a description of your link’s content, so make sure to do that too.



Content Folders and Learning Modules

• You can also organize your 
course into units by using 
Blackboard’s Content Folder or 
Learning Module tools.

• These are similar in function but 
give a different look. 
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You also have the option to group your content in different ways. Blackboard provides the Content Folder tool and the Learning Module tool for grouping your content.



Content Folder versus Learning Module

• The “Content Folder” tool will show a list of content on the page, 
much like the Content area itself.

• The “Learning Module: tool will provide students with an index to one 
side and allow them to “page” through the content in the main 
window.

• The “Content Folder” is more “free flowing” allowing students to 
choose the order they look at the content easily.

• The “Learning Module” allows the professor more control over the 
order of the content’s delivery by the system
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The Content Folder organization system is different from the Learning Module organization system, and you should consider having a look at each of them before you decide what you want in your own class. The Content Folder presents your content in much the same way as  the Content Page does: as a simple list of links and items that your students can look at in any order. The Learning Module tool, on the other hand, makes it easy for professors to force students through the content in a specified manner.  Both organizations schemes are useful, and each appeals to different professors in different ways.



Other Customization

• University template is available with WSU images used to decorate 
the class and give it a unified feel

• Your department or college may have other templates available
• Contact Instructional Design and Access with questions about 

templates
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As you can see, you have a great deal of control over the customization of your Blackboard class.  If you would like to have some of these more advanced features but you do not feel you have the time or expertise to create them, you might want to use a Blackboard template. Templates are available through the Instructional Design and Access office and are available to anyone. There is a general university template with WSU images and a Content Folder organization scheme and there are also many templates for different programs and departments with other kinds of images and schemes.  IDA can also assist departments looking to update an old template or create a brand new one.



Communication Tools

Presenter
Presentation Notes
Blackboard communication tools.



Communication

• Email
• Course messages
• Announcements
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Presentation Notes
Blackboard offers three main ways to communicate directly with your entire class: the email tool, the course messages tool, and the announcements tool.  Each tool has advantages and disadvantages, so you will want to be purposeful in which tool or tools you decide to use.



Email

• All WSU courses are created with 
the email tool turned on.

• Students can send email to each 
other or to the instructor directly 
from the course.

• No “sent mail” box for 
recordkeeping.

• To delete for students, simply 
delete the menu link. Professors 
can always access through the 
“Course Management,” “Course 
Tools” area.
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Many professors like the email tool in Blackboard, and so it was chosen to be included in the standard course menu for all WSU classes. You are welcome to turn this tool off and delete its link, but if you don’t, your students will use it to contact you via email directly to your WSU email account.  In some ways, this tool is very beneficial to professors because all mail that comes through the tool is stamped with the course it came from, the student’s name, and the time it was sent.  But in reality, for the student the tool does not offer any functionality that goes beyond using regular email.  Students who are asked to use it must login to Blackboard to use it, and because the system does not have a “sent email” function, it can be hard for students to prove they sent an email using the tool.  The advantage of the tool really comes when it is used by the professor because it is easy to use it to email all students at one time.  If you would like to be able to use it but don’t want to have your students use it, simply delete the “send email” link in the course menu. You can always access the tool yourself in the Course Management area under “Course Tools.” 



Course Messages

• Like email, but delivered to a 
mailbox inside the course.

• Students and professor must 
“come to class” to see the 
messages, but they are archived 
in the course forever.

• Has a “sent mail” feature.
• Must be turned on by creating a 

tool link in the course menu.
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In some ways the course messages is a superior tool to Blackboard’s email. The downside to course messages is that while they act like email, they can only be accessed by coming to class and clicking on the link you create to the tool.  For this reason, the tool defaults to being turned off for WSU courses.  It is easy to turn it on, however. Simply click the small plus sign in the course menu area and choose the “tool link” link.  From there, choose “course messages” and name the link.  Once you tick the box to make it visible to everyone, you are set. Just drag the link anywhere you would like it to be in your menu.  Once you have course messages set up, you have a very good communication tool available to you.  And the advantage of using the tool for a professor is that all the messages you receive from students are kept in the same area and can’t get lost in your email. That makes it very easy to show student communication months or even years after the course is finished because it is permanently archived in your course unless you purposefully delete it.  Some professors love this tool and others do not because it requires the extra step of checking their online course area most or every day.



Announcements

• Announcements are a “better way to email” the whole class.
• Emails that come from the announcements tool might not look as 

“pretty” as the announcement does because some formatting 
features doe not translate from the WYSIWYG editor to the email.

• If you want to have your announcement sent as an email right away, 
you need to click the box that says “send copy of this announcement 
immediately.”

• You can set up announcements in advance, but if you do that, do not 
choose “send copy of this announcement immediately.”
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In many instances, using the ”Announcements” tool to email is better than using the email tool itself. When you set an announcement to send immediately as an email, you not only send an email to your students, you create a durable record of that content in your class. Keep in mind, however, that the announcements editor does not interface perfectly with the email tool, so some formatting features you added in an announcement might be lost on the email.  This isn’t a real problem but it does mean the email might not look exactly as you intended.  If you want to send an announcement as an email right away, make sure to choose the option that says “send copy of this announcement immediately.”  If you do not choose this option, your announcement will still be sent as an email, but not immediately.



How to Set Up Announcements

Presenter
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To create an announcement, choose the “create announcement” link on your main announcements page. Remember, if you are working with a standard WSU course, the landing page will also be the announcements page.  Note: if you do not see the create announcements link, you should check the upper-right corner of the screen to ensure that your edit function is switched to “on”.  If you can’t see the create announcement link it’s almost certain the edit function is turned off.  Once you are in the Announcement WYSIWYG editor, you should give your announcement a subject and a body and then you can choose to date restrict your announcement.  Do this if you are doing all your announcements at once before the course begins.  If you do not date restrict your announcement, you can choose “send copy of this announcement immediately” and it will be delivered to your students’ WSU email accounts.  Once your announcement is showing on your announcements page, you can drag and drop it so it appears in any order, and if you want an announcement pinned at the top, simply drag it above the area that says “new announcements appear below this line.”



Course Activity Tools
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Whether you teach online, hybrid, or face-to-face, Blackboard is a great way for you to disseminate assignments and course activities.  But it’s important to learn the tools to make good decisions about assignments in this environment.



Tools

• Discussion Boards
• Journals and Blogs
• Wikis
• Assignments

Presenter
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There are many course tools, but the ones we are going to focus on here are discussion boards, journals and blogs, wikis, and assignments.



Discussion Boards

• Just a tool! 
• Allows for threaded conversations that are student-led, instructor-led, 

or both.
• Has a WYSIWYG editor that allows more than just text uploads.
• Can be graded but doesn’t have to be.
• IDA provides additional training on running effective discussion 

boards.  

Presenter
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The discussion board tool is one of the oldest Blackboard tools, and by far one of the most controversial. The controversy about the tools comes from some people’s bad experience with it.  Students tend to not like discussion boards if they feel like they are “box checking” activities, but a well-constructed discussion board can lead to a great student and professor experience.  If you are interested in being trained in effective online discussions, check myTraining for IDA training sessions on this topic.  The discussion tool itself is easy for both students and professors to use as it is based on the same WYSIWYG editor found elsewhere in the Blackboard environment.  Discussions can be graded or left ungraded, and if you choose to have them be graded assignments, a column will automatically spawn in your Blackboard gradebook area.



Setting up a Discussion Board

• Discussions > Create Forum > Make Choices > Submit
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The discussions tool defaults to showing in WSU course shells, so if you want to use it, it’s as simple as clicking the link, choosing “Create Forum” and then typing in your topic and discussion question(s).  The last step is to go over the series of choices you have available to you.  The discussion will default to “standard view”, which is fine for most purposes, but you may want to turn on the feature where students have to post before they can read other students’ posts. There are good reasons to do this and good reasons to avoid doing it, but keep in mind the feature defaults to being off.  Then you’ll need to decide if there will be grading in the forum and if so, how many points.  If you choose this, you will automatically get a new column in your gradebook for this discussion.  The thread alignment and subscription defaults are fine the way they are and you are unlikely to need to change those. But you may want to allow students to make anonymous posts, and  delete and/or edit their own posts.  If you want these turned on, you will need to do that yourself because they default to being off. Finally you can decide if you want students to be able to create their own threads. If you provide starter threads in your forum, you may want to turn off students’ ability to start their own as well.  If you have questions about the other options, please contact Instructional Design and Access.  Once you are happy, choose “submit” and your discussion forum will now show up in the discussion area.



Journals and Blogs

• The same tool with different default settings. Journals default to 
“private” and blogs do not.

• Challenging to grade in comparison to discussion boards and 
assignments. Each file must be individually opened.

• May still be a very good fit for some professors depending on 
expectations.
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The journals and blogs tools are fundamentally equivalent, but come with different default settings. The only difference between blogs and journals is that journals default to private, so only you and the student making the posts can read the posts. With blogs, all students can see each others’ postings. In both tools, the professor can set up a prompt, request a certain number of replies, and can then see the submissions in a way that allows the professor to make comments and grade the submission.  If you prefer to be able to set writing standards and word count for reflection assignments, then the journal and blog tool is a better choice than the discussion board, which is more useful for student-to-student interaction.  The blog tool does allow students to see the postings of other students and to comment on them, and as the grader, you can see all of these remarks too.  The challenge with these tools, however, is that file uploads must be individually opened as they do not open automatically in the system, and each blog or journal posting must be clicked on individually in the grading process, unlike with discussions where all the comments can be seen on a single screen. 



Setting up Journals and Blogs

• Course Tools (in Course Management) > “Journals” (or “Blogs”) >  
”Create Journal” (or “Create Blog”)

Presenter
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You can get to the “blogs” and “journals” tools through the course tools list found in your course management area. Once you choose the tool you want, simply click the “create” button and set it up.  Journals and blogs are the same setup, with one difference. In journals, the choice that reads “permit course users to view journal” defaults to off.  In blogs that same area defaults to on.  Here are some suggestions for settings: make sure to index your entries monthly to avoid having too many clicks when you grade. Consider turning on the option to edit or delete entries. If you don’t want them on, don’t worry as they default to off.  Finally, remember to assign points if you plan to grade the blog or journal. Assigning it points will automatically create a column for the assignment in your Blackboard gradebook. 



Wikis

• Under-used tool.
• Very popular with professors who have adopted it.
• Think of it as a “Google Document” with excellent tracking.
• Can be graded.
• Good for projects, creating a class glossary, working on case studies.

Presenter
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The wiki tool is an under utilized tool in Blackboard, but those instructors who use it, love it.  When you set up a wiki, you end up with something very much like a Google document, and all your students can edit it. As the instructor, you see the entire history of the document, and you know exactly who did what in the document. This is great for group projects and has been used successfully for case studies, glossaries, and more.  Like the other tools discussed here, wikis can be set up as graded activities if you would like.



Setting up Wikis

• Course Tools (in Course 
Management) > “Wikis”  > 
”Create Wiki”

Presenter
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Setting up wikis should look pretty familiar by now.  In the “Course Management” area, choose “Wikis”. Then create a wiki by choosing that link. You’ll notice that wikis default to being editable, and you should leave those settings as-is for now.  You may want to turn off editing and comments once a wiki is submitted for grading.  Assuming you want the wiki to be worth points, you will need to assign them, and if you do, a column will be created for the assignment in your Blackboard gradebook.



Assignments

• The Assignments tool is the most useful tool in Blackboard.
• As the professor, you have many grading tools available to you when 

students submit through the assignments tool.
• Students can upload files or type their submissions directly into the 

Blackboard interface.
• You can accept assignments once or many times, and grades will 

automatically go to your gradebook.

Presenter
Presentation Notes
If you learn to use only one tool in Blackboard, it should be the Assignments tool.  It is useful for almost any assignment and can be set up to support face-to-face, hybrid, and online classes. 



Setting Up Assignments 1 of 3

• Decide where you want to put 
your assignment, then choose 
“Assessments” > “Assignment”

Presenter
Presentation Notes
The first step in setting up an assignment is deciding where to put it.  Assignments must go in a content area, and that includes the Blackboard area you get to if you choose “course content” in the main menu and also includes any file folders or learning modules you have set up in your course.  To get to the assignment tool, choose the “assessments” link in the black ribbon and then choose Assignment.  If you do not see the black ribbon or the assessments link, make sure your edit mode is turned to ”on.”



Setting Up Assignments 2 of 3

• There are many settings you can use or leave blank. 
• Due dates are linked to the “Calendar” tool
• Grading is linked to the Gradebook and is required.
• Rubrics are optional, and you can set one up or reuse one from a 

previous Bb assignment.

Presenter
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There are many settings available to you in the assignments tool. If you are unsure if you should use a setting, please contact Instructional Design and Access and ask.  We can help you make good decisions for your needs. Some common settings include the due date feature and adding a grading rubric to your assignment.  All assignments must be assigned numeric points, although you are allowed to assign 0 if you like.  But assignments will not accept a null value in points possible.



Setting Up Assignments 3 of 3

• Choose “Submission Settings” and decide if you want your 
assignment to appear and disappear on specific dates.

Presenter
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In order to get to the submission settings, you must choose the “submission details” link.  From there you can decide things like the type of assignment, the number of attempts allowed, and whether you are checking assignments for plagiarism.  In general, IDA suggests that all professors consider allowing at least two submissions for any assignment as this helps control the number of requests professors receive from students to open an assignment back up after a technical problem.  Choose whether you want student submissions to be checked for plagiarism using the SafeAssign tool. Finally, you’ll see that your assignment defaults to being available once created, but you can hide it if you want, and you can limit the availability of the assignment so it shows after a certain date and until a certain date.



Hints for Assignments Tool

• Be careful with SafeAssign and its Global Database.
• If you set availability dates, make sure the “make assignment 

available” choice is also checked or your assignment will not become 
available on the date you set.

• Delegated grading does not work well and will cause you hassles.
• Be careful with anonymous grading.
• Typically, leaving defaults is good.
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Because there are so many choices in the assignments tool, there are many considerations to keep in mind. For example, if you choose to check plagiarism with SafeAssign, you need to be aware the assignment will be added to the global database automatically. If you are asking students to submit a draft and then a final version of an essay, for example, then you should exclude the submission from the global database for the draft submissions otherwise, when they submit for the final time, their papers will show 100% plagiarized because they will match their own submission in the global database.  

When restricting the availability of an assignment by date, make sure to keep the “make assignment available” choice turned on.  Otherwise, when the availability date is reached, the assignment will still not show to the students because that choice is still set to off.

You may see the choice delegated grading or anonymous grading and think those look helpful to you. Both choices are problematic and in the experience of our office, professors tend to be very unhappy with the outcome with those choices.  IDA recommends professors do not choose either anonymous or delegated grading.

In general, most default settings in the assignments tools are good, but if you want to make other choices and are not sure of the ramifications, please contact Instructional Design and Access and we can help you.



Building Tests

Presenter
Presentation Notes
Building tests in Blackboard.



Building Tests

• Creating tests
• Using Pools

• Random Block 
• Question Sets
• Find Questions

• Problematic question types

Presenter
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Blackboard’s test tool is robust and useful for much more than simply tests. In fact, many professors use the test tool for assignments as well because the tool has a lot of flexibility and functionality.  If you are interested in using blackboard for testing, whether in hybrid, online, or face-to-face classes, you will have a lot to learn in order to get the most out of the tool. This training is just the beginning, but with it, you will be able to set up a test in your course area.  We will discuss creating tests, using pools to create tests, and question types to avoid using for technical and accessibility reasons.



Creating a Test

• Putting a test on Blackboard is at 
least a two-part process.

• To create the test, select “Tests, 
Surveys, and Pools” in “Course 
Tools” and then choose “Tests” 
again.

• Choose “Build Test.”
• Provide a name, description, and 

instructions, and choose 
“submit.”

Presenter
Presentation Notes
Putting a test on Blackboard is a multi-stage process.  First, you must build a test, and the best way to access this tool is to look in the Course Tools area in Course Management and selecting the link called “tests, surveys, and pools.” Once you choose tests, you can then choose the link called Build Test. You will provide a  name, description, and instructions for the test here.  Hit submit.



Setting up a Test

• Now you can add questions. If 
you do not have pool questions, 
you will choose “Create 
Question” and then select the 
question type.

Presenter
Presentation Notes
Adding questions is easy.  Choose the “create question” link and then choose your question type.



Question Settings

• Questions can have names, but 
don’t require them. HINT: adding 
names makes finding a bad 
question easier later.

• If you want randomized answers, 
that must be selected from the 
question construction screen. It 
defaults to off, so make sure to 
turn it on.

• “Submit” when you are finished 
adding questions.

Presenter
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When you are entering your questions, you have the option to give them names.  IDA strongly suggests you should consider putting names on your questions because it makes it much easier to find them later.  Sometimes there are problems with questions or they need to be updated, and if you don’t name the questions, it’s much more difficult to find the ones that need to be changed.  Also note, if you would like to randomize your answers in the questions you create, now is the time to do that.  Randomization defaults to off, so you will need to select “show answers in random order” if you would like that feature turned on. This step has to be completed for each question so it is much easier to do it when you create the question than later.  Once you are finished creating questions, choose submit.



Deploying a Test  1 of 2

• A finished test must still be deployed and made available. If you do 
not do these steps, your students will never see the test.

• Deploy a test the same way you would add an assignment.

Presenter
Presentation Notes
Once you finish adding questions to your test, you still have to deploy it in your course.  Like an assignment, tests must be put in content areas of your course.  Once you choose where it is to be placed, select the “Assessments” link in the content tool ribbon, and then choose ”test.”  You will then be adding an existing test, so select it from the dropdown menu and submit. But wait…you’re still not done!



Deploying a Test 2 of 2

• Choose your final settings and 
make the test available.

• Make link available.
• Choose number of attempts.
• If multiple, choose recorded 

grade.
• Set Timer if using.
• Set date restrictions if using.
• Never use Force Completion!

Presenter
Presentation Notes
As part of deploying your test you need to make several decisions. The most important choice is to make the link for the test available. It defaults to “off” so you will have to turn it on. You can also choose whether or not to allow multiple attempts.  You can set a timer and you can set up date restrictions.  One option, called “force completion” should never be turned on as it leads to technical difficulties that can be catastrophic for your test. Never use force completion.



Setting up a Pool

• Pools are useful if you want to re-use questions for comprehensive 
exams.

• Also useful to improve test integrity as tests can be constructed to 
draw randomly from a pool, giving each student a unique exam.

• Combined with random answers and timed tests, you can help ensure a very 
secure exam.

• Some text publishers provide pools, and these can be loaded into 
Blackboard.

• Almost all of these publisher pools have the answers available to students 
online through a simple Google search.

Presenter
Presentation Notes
If you are planning on having multiple tests or if you want to ensure a high degree of individuality per test, you should consider building question pools for your questions.  Pools can help you improve test integrity, and because some publishers give their test banks in pools, you may find you use the tool for that reason. 



Creating a Pool

• Pools are very similar to tests in all respects, but they are created in 
the “Pools” area, not the “Tests” area under “Tests, Surveys, and 
Pools.”

• Choose “Build Pool.”

Presenter
Presentation Notes
If you want to build a pool, you will enter the same “tests, pools, and surveys” area but choose pools and then build pool.



Setting up a Pool

• Question types are the same as in the Tests area.
• Typically, pools have many more questions than you would use in a 

test.
• Always give questions a name when using a pool. Otherwise it can be 

very difficult to find a question later.

Presenter
Presentation Notes
Once you learn how to set up a test, you’ll find that setting up a pool is easy. The question types and interface are the same in the pools area as in in the tests area.  The one main difference is that pools typically have many more questions than tests do because once you set up a pool, and link it to a test you have the test choose questions randomly from the pool.  NOTE: it’s important to always give questions titles in pools because there tend to be so many questions that it can be very difficult to find specific ones later without titles.
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• Once a pool is created, you can access it when you create a test.
• When you reach the Test Canvas, choose “Reuse Questions”, and then 

choose “Create Question Set,” which works better than “Create 
Random Block” (although either will work).

Presenter
Presentation Notes
Once you have created a pool, you can access it when you create a test.  In the test canvas, choose the option to “reuse questions” and then choose create question set or create random block.  NOTE: you will have more options if you choose “create question set” so it tends to be the better choice.



Using a Pool 2 of 2

• Once you select your questions, tell the system how many questions 
to display each time. It will draw from your set or block randomly.

Presenter
Presentation Notes
Whether you choose create question set or create random block, you will get an option to tell the system how many questions to display.  If you have 25 questions in your question set and choose to display 5 of them, then each question has a 20% chance of being used in any given test.  If you couple that with randomizing answer choices, you will be creating a very different test for each of your students. This will do a lot to help ensure test integrity, especially if you have written the test questions yourself.



Question Types to Avoid

• Some question types you should 
avoid because of accessibility 
issues include: hot spot, jumbled 
sentence, and the calculated 
formula and calculated numeric.  
Of these, hot spot and jumbled 
sentence are the most difficult 
to make accessible.

• If you need to use an 
inaccessible question type, 
contact IDA so we can help with 
an exception request.

Presenter
Presentation Notes
Some question types should generally be avoided on accessibility grounds.  For example both hot spot and jumbled sentence are inherently inaccessible and should be avoided. The calculated formula and calculated numeric types are also more difficult to make accessible.  If you need to use one of these questions types because of the nature of your content, please contact Instructional Design and Access to talk about equally effective alternative choices for possible accommodation, and you may also need to consider requesting an exception to the accessible content policy, 8.11.



Using Panopto or YouTube
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Using Panopto or YouTube for video



Panopto Assignments

• Panopto is the university’s video creation and hosting service.
• It allows screen capture, picture-in-picture, talking head, and 

PowerPoint views.
• Allows for captioning.

• Machine captioning is the first step.
• Professors must edit their own captions.

• Allows for student use for assignments.
• Contact Instructional Design and Access for specific training.

Presenter
Presentation Notes
Panopto is the university’s video creation and hosting service. It acts a lot like YouTube with many of the same functionalities, but there are no ads and your videos are not “on the Internet” the way a YouTube video is.  The system is easy to use once you get used to it, but you will want to plan some time to learn about it and perhaps attend a training before you plan to use it. Panopto allows screen capture, picture-in-picture, talking head, and powerpoint views.  Panopto also allows for captioning.  The system creates an automatically captioned version that you will then need to read over and edit for accuracy.  Accessibility requires all captions to be fully accurate.  Panopto can also be used by students for assignments.  If you would like Panopto training, please check myTraining for upcoming events or come to the IDA lab time.  If none of those options work for you, please contact IDA directly.



YouTube

• YouTube is an acceptable video hosting option as well.
• All videos should be set to “Unlisted” and not “Private” or “Public.”
• Videos must be captioned before using in a class.

• YouTube’s captioning is similar to Panopto’s, with a machine captioning first 
step and required editing.

• You may link or embed other people’s YouTube videos, but you need 
to ensure they are accurately and completely captioned before using. 

• If you need to use an un-captioned video, contact Instructional Design and 
Access to receive training on how you can add captions to third party videos.



Some Advanced Tools
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Advanced tools in Blackboard.



Adaptive Release 

• Useful if you want to ensure students master or at least go through 
material before other material is available to them.

• Can be the source of increased student concern and complaint when 
material doesn’t show when they expect it to.

• Increases the set-up time for a class but gives the class a more 
customized feel.

• Instructional Design and Access can help you learn how to set up 
adaptive release.



Using Groups

• The ”Groups” tool allows you to randomly or purposefully group 
students into working groups.

• The tool allows for gradable assignments the whole group turns in. 
• The tool provides most of the same tools as are available in full 

Blackboard, but only specific groups have access to the different 
areas.

• Groups is a very good tool, but the order that things happen matters. 
If you are considering using this tool, contact Instructional Design and 
Access for more instruction.



Other Things Bb Can Do

Presenter
Presentation Notes
Other things Blackboard can do.



External Publisher Materials

• Blackboard works well with many publisher materials and can 
function as a pass-through to a publisher site.

• WSU does not provide support for publisher sites.
• There are possible accessibility challenges with the use of publisher 

materials. If you have questions about publisher content accessibility, 
contact Michael Cole for a content audit.

Presenter
Presentation Notes
Blackboard works well with many publishers.  You can upload publisher materials to the site, and if you prefer you can use the Blackboard environment as a pass-through to a publisher learning management system. Unfortunately because WSU staff doesn’t have access to or training in the many various publisher sites, we cannot provide technical support for them, and you will need to contact your publisher for help.  Before you use or continue to use your publisher materials and sites, you should have them audited for accessibility by Michael Cole, WSU’s accessibility auditor.



Date Management

• Blackboard has many places 
where professors can set dates 
of all kinds. When you roll your 
content from one term to the 
next, those dates will obviously 
change. You can manage all 
dates at one time using the 
“Date Management” tool.

Presenter
Presentation Notes
Blackboard allows professors to set all kinds of dates, and doing that will assist your students in keeping on track. The downside is that in the next term, all those dates need to be changed.  The date management tool, found in “course tools” under the course management area will help you change dates easily each term.



Using Blackboard Help

• Instructional Design and Access is here to help you.
• Blackboard’s “Help” features are excellent.
• Access Help through the link in the “Course Management” area.

Presenter
Presentation Notes
Instructional Design and Access is always available to help you learn about Blackboard, but you will also find that Blackboard’s help materials, which can be found by following the in-class links to help found at the bottom of the course management area, are excellent. There you can find both text-based and video-based instruction. 



Getting a Sandbox (AKA: “DEV Shell”)

• Instructional Design and Access can provide you with as many 
“sandbox” courses as you would like. 

• You can play with tools, build new content, work on fixing classes, or 
anything you want with a sandbox.

• If you would like a sandbox, email Instructional Design and Access at 
IDA@Wichita.edu and request a “DEV” shell.  This is short for 
“development” shell, and it’s what we call them in our office.

Presenter
Presentation Notes
At any time you may find that you want to play with some course content, and you might find you want a sandbox area where you can learn and improve your courses.  All you need to do is put in a request to Instructional Design and Access at IDA@Wichita.edu and we will create what we call a D-E-V shell for you to work in.

mailto:IDA@Wichita.edu


FAQ
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Presentation Notes
Frequently asked questions.



FAQ 1 of 3

• Why can’t I remove people from my Blackboard class?
• It is too easy to permanently delete the full record for a student, so if you 

remove the wrong one, a lot of problems are created.

• Why can’t I merge my own Blackboard classes?
• Unfortunately, professors were doing merges incorrectly and damaging 

classes and gradebooks. We took over merging to help ensure your content is 
not accidentally damaged.

• What’s the best/quickest way to get Blackboard help?
• It is always the OneStop. Level 3 tickets will be advanced by OneStop directly 

to Instructional Design and Access, and we can track problems better this 
way.

Presenter
Presentation Notes
In Instructional Design and Access we receive many questions multiple times a semester.  Some of these questions are covered on the next three slides.
Why can’t I remove people from my Blackboard class?
It is too easy to permanently delete the full record for a student, so if you remove the wrong one, a lot of problems are created.
Why can’t I merge my own Blackboard classes?
Unfortunately, professors were doing merges incorrectly and damaging classes and gradebooks. We took over merging to help ensure your content is not accidentally damaged.
What’s the best/quickest way to get Blackboard help?
It is always the OneStop. Level 3 tickets will be advanced by OneStop directly to Instructional Design and Access, and we can track problems better this way.




FAQ 2 of 3

• Why doesn’t this training cover the gradebook?
• The gradebook gets a little coverage incidentally in our Bb trainings, but for 

in-depth gradebook training, look for other online trainings or come to our 
labs. There are a lot of ways to mess up a Bb gradebook, and we would like to 
help you in person if that’s possible.

• Why does Blackboard get updated so often?
• Blackboard is updated on a yearly cycle and is updated one or two days after 

Christmas every year. The only other upgrades happen as emergency actions, 
and we avoid them at all costs. We upgrade over winter break to try to limit 
the pain for professors, but there really is no good time. If we did not upgrade 
our system would start to get buggy and we would not have the most recent 
tools.

Presenter
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Why doesn’t this training cover the gradebook?
The gradebook gets a little coverage incidentally in our Bb trainings, but for in-depth gradebook training, look for other online trainings or come to our labs. There are a lot of ways to mess up a Bb gradebook, and we would like to help you in person if that’s possible.
Why does Blackboard get updated so often?
Blackboard is updated on a yearly cycle and is updated one or two days after Christmas every year. The only other upgrades happen as emergency actions, and we avoid them at all costs. We upgrade over winter break to try to limit the pain for professors, but there really is no good time. If we did not upgrade our system would start to get buggy and we would not have the most recent tools.
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• What is the “Content Collection”?
• The content collection is the area in your class where Blackboard 

automatically stores all your files. When you upload a file to Blackboard, it 
goes directly to Content Collection, which only you can see. If you delete a file 
in Blackboard, a copy is retained in the content collection, even if you can no 
longer see a link to it in the class. Students can never see directly into your 
content collection.

• Where did my favorite tool go?
• Sadly, Blackboard does not support all its tools, and sometimes favorites go 

away. This is a Blackboard corporate decision, not a WSU decision. It causes us 
a lot of problems when tools go away too.

Presenter
Presentation Notes
What is the “Content Collection”?
The content collection is the area in your class where Blackboard automatically stores all your files. When you upload a file to Blackboard, it goes directly to Content Collection, which only you can see. If you delete a file in Blackboard, a copy is retained in the content collection, even if you can no longer see a link to it in the class. Students can never see directly into your content collection.
Where did my favorite tool go?
Sadly, Blackboard does not support all its tools, and sometimes favorites go away. This is a Blackboard corporate decision, not a WSU decision. It causes us a lot of problems when tools go away too.




Blackboard Training Options
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Presentation Notes
There are many other Blackboard training options available to you.



Other Blackboard Training

• Online through myTraining
• Face-to-face sessions

• Academic Resources conference each August
• On-demand for departments or small groups of faculty and/or staff
• Regularly-scheduled face-to-face trainings, also listed in myTraining
• IDA Labs
• Personal tutoring sessions
• IDA@Wichita.edu

Presenter
Presentation Notes
Blackboard training is a little like peeling an onion.  You work hard to understand what is going on and suddenly there is another layer of things you need to be trained about!  This set of three online trainings in Blackboard is enough to launch you into a successful semester, but there are still many more things you might want to learn about.  Make sure to check the myTraining area for more online Blackboard trainings, as they are being added from time-to-time. Instructional Design and Access also offers face to face training opportunities in a variety of formats. We host the Academic Resources Conference every August at the Metroplex in Wichita, and we do on-demand workshops for departments and smaller groups of faculty and/or staff.  We also offer regularly-scheduled in person trainings throughout the academic year, and these are listed in myTraining as well as being listed on Instructional Design and Access’s website.  As mentioned earlier, we also offer our come-and-go accessibility and Blackboard training labs in the C-space in the library on the main campus.  You will receive private one-on-one help at our labs, and we run them every Tuesday and Wednesday from 1:00-3:00.  Finally, we also offer personal tutoring sessions both in person and over Zoom for people who need that extra attention, although we will probably ask you to attempt to get your questions answered through our labs first if that is possible.  Regardless how you decide to go forward, know that more training is available to you, so contact Instructional Design and Access at IDA@Wichita.edu if you have a training need.



Thank You 
Please send questions to IDA@Wichita.edu

Presenter
Presentation Notes
Thank you very much for taking the time to take this Advanced Blackboard training. Please send any questions you might have to IDA@Wichita.edu and we will be happy to assist you.
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