Blackboard Online Learning Guide

Johnson County Community College

The following handouts provide you with general instructions on some of the major
tools in Blackboard CE. Professors at JCCC design their online courses differently,
however, so your course may not make use of all of the tools listed below.
Furthermore, each professor will have his or her own procedures for submitting work
and taking tests, so be sure to follow what your instructor says over the information
outlined on these handouts.

Overview: During this exercise, you will complete the following activities:
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Logging on to Blackboard

Overview:

You will only be granted access to those courses you are enrolled in.

To access the Training courses, you will go to a specific website and when prompted
enter a User-Name and Password.

Activity: Using a web browser program (Internet Explorer is recommended), you will
access and logon to a special Blackboard training course.

A special User Name and Password will be provided.

1) Only for your hands-on session today you will be using a special training course.
Type the following URL into your browser:

http://online.jccc.edu

Select the Blackboard Portal!

2) During your orientation you
will use a special User
Name and Password to
log in to Blackboard.

On-Campus Orientations:
The username and
password are shown on the
top front edge of the
computer in front of you.

Off-campus Orientations:
(For those unable to attend
an on-campus hands-on
session and are working
from home, enter

Username: OCB304xx.
Replace the xx with any
number between 10 and
90.)

Enter 123456 as the
password.
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Check Browser Help

Welcome!

User Name

Password:

IMPORTANT: We have changed from using
your & digit PIN to your new 'My 1CCC!
passward. Please wisit My 1CCC and update
your password if yvou haven't already.
Thank vou,

Forgot username or Password?

Need technical support?
Click Student Technical Support

Browser Check

e highly recormnmend that you perform a browser
check before logging in to ensure your computer is
properly configured to use Blackboard.

Run a Browser Check

Pop-up Blockers

This site makes use of pop-up windows, If you have
a pop-up blocker installed, please disable it for this
site,

Java Security Certificate

After lagging in to Blackboard, you will be prormpted
to accept a Java Security Certificate. You must click
Always to ensure that Blackboard functionality using
Java will work properly in your browser,

Email: help@students.jccc.edu
~or-
Phone: {913) 469-8500 x4357 (HELP)
Choose Option #1

Announcements

Internet Explorer 7 {IE 7.0)

At this time, Information Services is strangly
recomnmending faculty, staff and students to NOT
install or upgrade to Microsoft Internet Explorer 7.0,
There are known technical problemns with this
browser and accessing JCCC system resources like
My 1CCC and Blackboard. Please contact Help Desk
services at 913-469-8500, extension 4357 (HELP),
option 1 if you have any questions or concerns,
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http://online.jccc.edu/
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If you typed in your Blackboard ID and Password correctly, the JCCC Online with
Blackboard CE page will appear.

Select Z1 Dev Courses DL Orientation.
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5) Clicking the hyperlinked course name will take you to the home page for the course.

This is the home page for the hands-on training course.
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6) Review the tool bar on the left of the screen. By clicking the gray arrows (green circle
below) to the right of the tool bar you expand or minimize the tool bar items. Expand and
minimize the tool bar to become familiar with the differences.

Minimized Tool Bar - View
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Review the Course Tools menu and note that some of the entries in the example have

green stars (red circle). The green stars indicate there is hew content in your course
you have not read.
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Congratulations!!

Yo u 0 v gedlintoghe orientation course and reviewed
the basic main menu screen, learned how to expand
and minimize the menu bar, and understand the
meaning of the green stars.



Review Syllabus

Overview: The syllabus is a very important part of your course and is the first location
you should visit. It outlines the requirements for the course including a schedule,

textbook, exams and quizzes, grading scale and information about the professor
teaching the class.

Activity: During this exercise, you will access the syllabus from the course home page
and review the sample contents.

1. While viewing the home page for the course, open the syllabus for the course by
clicking the icon labeled Syllabus.
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2. This is a sample syllabus. It is very important you carefully read the syllabus for your
course. It provides an overview of the course contents, grade criteria and instructor
contact information. Close the syllabus tool by clicking the Course Content button.



Syllabus

idoe@ijcce edu

JohnsenCountyCommunity College
Course Syllabus

[Term:- Fall 2008
Division: Computer Instruction and Media Resources
Course Title: Sample Syllabus — for Orientation
(Course Mumber: ACS 12345
Section: 001
Credits: 1
Instructor:- John Doe
469-8500

R Course Description Sample: During this course. the participant will learn the basics of using
Blackboard. an online course development and management tool. The
fundamental tools required to create and manage an online course will be
explored including Blackboard's many tools (syllabus, chat, discussion, tips.
glossary. grade book, quiz/survey. private email. and content modules.

R Course Objectives After completing this course. the participant should be able to:

- Assist students with proper browser settings to use Blackboard.

- Understand basic Blackboard terminoclogy.

- Convert Word 2003 documents to HTML and use them in
Blackboard.

- Create a course syllabus in Blackboard.

- Create a content module and use the Action Menu.

- Add tips. links. and glossary listings to content module pages.

- Participate in an online chat and threaded discussion.

- Add the tools necessary to build an online course, including the
Chat. Discussions. Glossary. Student Tips. Mail. Content
Module, Compile, Quiz/Survey. Index, Calendar, My Grades.
Student Homepages and My Progress tools.

D Course Dates This course begins on Monday. June 5. 2008 and concludes on Friday.
August 31. 2008

R Time, Day, & Location If this were a real distance education course it would be designed so you
would not need to come to campus.

R Prerequisite Interest in using Blackboard to supplement a face-toface course or to offer a
izt : 1




Send E-mail through Blackboard CE

Overview: E-mail is one of the primary tools used to communicate with your instructor

and other students. Blackboard has its own e-mail system for communications only

within the course. One important feature of the Blackboard e-mail system is the ability

to attach and send files.

Activities: During this exercise, you will first send an e-mail to the instructor of the
course. In the second part, you will send an e-mail message with special text
formatting. The third part will be to send an e-mail message with an attached file

currently located on the local computer hard drive.

1) Access the e-mail tool by clicking on the appropriate link.
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2) Click on Create Message.



