Blackboard 6 Manual — Student

Version 4

This Blackboard 6 Manual is meant for students who work with Blackboard 6 for the first time. In this
manual you will not find the complete picture of what Blackboard 6 has to offer. The pictures in this
manual originate from a sample course from RISBO-OECR and may differ somewhat from the
pictures you will see on your screen.

Prerequisites:

When you want to start working with Blackboard you will need basic knowledge of Microsoft
Windows (or an equivalent operating system) and some practice in using a Web Browser such as
Netscape Navigator or Internet Explorer.

Additions to the latest version of this manual are:

Version 4 (April 2006)

e Blackboard as a part of MyEUR, which is the portal to the primary information system on
education of Erasmus University Rotterdam. The portal offers students and staff, wherever they
are in the world, access to facilities like web-mail, Blackboard, Osiris, SIN-Online and the
University Library.

e New Functions:

e Language preference is selectable
e The display of the Course Menu is adjustable

Version 3 (February 2005)
o Safe Assignments: how to avoid digital plagiarism
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1. What is Blackboard?

Blackboard is the digital learning environment of the EUR. For every Major Study (and all its subject
courses) a form of "Home Page” is established on the institutions server. In these "Home Pages" you
will be able to find information about your course. You can think about information such as:
announcements, the structure of your course, teaching staff, documents or books pertaining to the
course, assignments you will have to make and interesting or useful links to websites. There is also a
communication forum where you can discuss course subjects or ask gquestions about the contents of the
course.

Blackboard is a part of MyEUR, the portal to the primary information system on education of Erasmus
University Rotterdam. The portal offers students and staff, wherever they are in the world, access to
facilities like web-mail, Blackboard, Osiris, SIN-Online and the University Library.
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2. Where can you find Blackboard 6?

Use the following procedure to find Blackboard 6:

1. In Netscape Communicator or Internet Explorer go to the homepage of the Erasmus University,
http://www.eur.nl. Click in this webpage on the MyEur logo:

a0

The following screen will load:

Erasmus Universiteit Rotterdam
Z
~Crrfws .. MyEUR

Log-in met je Erna-gebruikersnaam en

EUR is de ingang tot de belangrijkste onderwijsinformatiesystemen van de

-wachtwoord rasmus Universiteit Rotterdam. De portal biedt studenten en medewerkers
waar ook ter wereld toegang tot faciliteiten als web-mail, Osiris, Blackboard,
N . SIN-Online en de Universiteitshibliotheelk,
aam:
g1 in te loggen op MyEUR heb je een Erna-gebruikersnaam en -wachtwoord
Wachtwoord: ndig. Studenten en medewerkers hebben deze per brief ontvangen.
Et op! Ter bescherming van je persoonlijke gegevens is het belangrijk om:
B Na je bezoek aan de portal uit te loggen via de link "Uitloggen”.
® Seen gebruik te maken van de optie. "Je wachtwoord opslaan”,
De MyEUR portal werkt goed met Internet Explorer en Mozilla Firefox, De
Mededeling woor Blackboard -en Osiris-gebruikers browser moet pet gebruik van cookies en javascript ondersteunen.
Inloggen voor Blackboard en Qsiris doet u vanaf MyEUR worgf regelmatig aangepast en uitgebreid.
heden via MyEUR. U kunt hierboven inlaggen met
dezelfde gebrygfersnaarm/wachtwoord-cormbinatie = gen? MyEUR@eur.nl

als voorhee oblernen met inloggen, klik hier,

ers van Blackboard kunnen inloggen ‘
ame "guest” en password "guest”,

Gastgeb

< English
N

Click on one of the links English to get a screen with the instruction in the English language
Type into the Naam: field your Username (to login on Blackboard you need an ERNA account:
your student number and two initials followed by @eur.nl)

Type into the Wachtwoord: field your Password

Click on the Log-in button

In the next screen of MyEUR click under the heading Blackboard on My courses to go to your
Blackboard course.

wmn

ook

Blarkbhoaed

Announcements

You can gain access to Blackboard from any computer, anywhere, with an Internet connection

When you experience problems logging into Blackboard you can contact the helpdesk of your own
faculty at: http://www.erna.nl/helpdesk/helpdesk.html
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3. Where can you find your own course(s)?

3.1 My Institution Tab

When you are logged in to Blackboard you will see your own personal start-up page:

My Institution Courses Community

Welcome, Student Toyout
& Announcements
B Calendar My Announcements @ Enrolled Organizations [GlC]
® Tasks Mo system announcements have heen posted today. You are nat curently enralled in any Organizations
B iew Grades more
b4 Send E-mail
B User Diractory Wihats New P0®

Address Book

y . Welcome hack, Student!
Ed Personal Information | | { ast Jogin: Monday, August 9, 2004 at 9:35 AM

Courses in which you are participating:
EHOECR Oefencursus
No New [terns
EdVoorbeeld ebruik Blackt d
¥ 1 Mew Docurnent
Bl 1 Mew Discussion Board Posting

Search the Web o®
o
GO L nge Google Search

| Enrolled Courses @@l

On the My Institution page you will find in the screen module Enrolled Courses all the courses in
which you are enrolled. In the screen module My Announcements you can find a listing of all the
announcements that have been made by the Instructor(s) of your course(s). In the module What’s New
you will find all the new items that have been added by the Instructor(s) since you were logged into
Blackboard. In the module Student Information you can find information about Blackboard which is
meant for students.

3.2 Courses Tab

When you click on the Tab Courses all courses into which you are enrolled will appear under Course
List

3.2.1 Enrolling into a course

1. click on the Tab Courses.

(4 2 afansd b @ ¥
£ Help Logout

My Institutgin Courses Community

You will have to enroll into each course for which you want access on Blackboard. You can do this
yourself but also the Instructor could do this for you. In the example below you are not enrolled as yet
into any courses. If you would be, a list would appear under Course List.
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My

Institution Courses Community

¥ course List [EXl course Catalog
"d"‘"‘“d zzah You are not currently participating in any courses
b Browse Course Catalog

you can find the course by using Course Search (in the top left of the screen) or by using the

Course Catalog (top right of your screen)

when you use Course Search you can search on the name of the course as well as the course

code. If you cannot find the course it is possible that the Instructor has not made the course

available for viewing by students as yet.. Try again at a later time.

by using the Course Catalog you can look for any course that is offered at the EUR:

e click on Browse Course Catalog. A screen with the name Browse Course Catalog appears
with departments and faculties

e click on a department or faculty of your choice

e in the next screen you can make further selections on subcategories such as Bachelor or
Master, or you see courses in which you can enroll:

BROWSE COURSE CATALOG

[EQ Browse Course Catalog

Current Location: Ondenwijskundig Expertise Centrum Rotterdam
[ Top ):[ Onderwijskundig Expertise Centrum Rot... |

CATEGORIES:

Search for a Course

| @

adwanced search

Mo Subcategories under Onderwijshundiy Expertise Centrurm Rotterdarm

COURSES: \

Ea OECR Studenten cursus (CECR_STU_ML) Preview
instructor(s): A M.JA. van het Kaar (_Enroll ) >
5. click after the course into which you want to enroll on the Enroll button.(If the Enroll button is

missing there may be 2 causes: you have enrolled yourself in the course already or the self-
enrollment option has not been activated by your Instructor)

click on the Submit button to confirm your enrollment

click on the OK. button. You will now enter the environment of the course into which you were
just enrolled

My Institution Courses Community

8.

P ETUDENTEN CURSUS » ANNOUNCBWENTS

click on the word COURSES in the sub-menu bar when you want to return to the Course List.
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3.2.2 Cancel your enrollment into a course

Your can cancel your enrollment into a course yourself, proceed as follows:

1. Click on the My Institution page in the module Enrolled courses on the @ icon.

2. Select the box in the Un-enroll column on the same row in which the name of the course appears
(see below)

3. Click on Submit

[E2 customize Enrolled Courses

@ Edit My Courses View

Show Course  Show Course ID Show Announcements  Show Tasks  Show Calendar Entries Un-Enrall
Courses in which you are enrolled:
OECR Instructor course 2 | v O O

0ECR Voorbeeldcursus I O Icd O O

3.3 Community Tab

Next to courses Blackboard features also Communities (sometimes also called Organizations).
Communities do not belong to any specific course. You can think of communities as groups of
students that, for example, belong to the same faculty, the same department or in fact any other form
of group somehow connected with the University.

You can find Communities by clicking on the Community Tab. The Community page works similar to
the Course page, if you find a community group to your liking you can enroll into that group just like
you would to a course.

3.4 Changing the preferred user language

You can specify your personal preference for the language used in Blackboard (Locale). When you
apply this change, buttons, titles or any other text produced by Blackboard will be in the language of
your choice. You can choose among the following languages: English, Dutch, German, Spanish,
French, Italian or Portuguese.

N.B.: At the course level the Instructor can enforce the use of a certain language. When you attempt to
alter the language setting it will not be allowed. When the Instructor does not enforce the Locale
language for a particular course then your personal adjustments will take precedence over the standard
course language

Changing your personal preferences for the preferred language:

1. Click under the TAB My Institution in the Tools window on Personal Information
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& Announcements
[ Calendar

& Tasks

B Wiew Grades

B4 Send E-mail
User Directory

3 =

< Bl personal
~—

n )

Infarrmatio

N

Click in the next dialog window on: Set Locale

3. Choose in the next dialog window after User Locale from the pull-down menu, for example
‘English’ or 'Nederlands' (Obs. the standard language used at the EUR for Blackboard (System
default) is English).

COURSES » DOCENTENCURSUS BLACKAOARD » CONTROL PANEL » SETTINGS » SET LOCALE

8, Set Locale

@ SelectLocale

Select the locale that will be used for materials, announcagae

Swystem Default hd

i m Pt
Enforcing the locall " other text supplied by the system

. and discussion.

Locale

Deutsch (Deutschland)
Enforce Locale English (United States)
Espafiol (Espafia)
9 Submit Frangais (France)
. . ltaliano (taliz)
Click Submitto fin o yoands (MNederland)
Fortugués (Fortugal)

4, Click on the Submit button

3.5 Accessing a course on Blackboard

When you are enrolled into a certain course you can use the following procedure:

1. click on the tab Courses. A screen similar to the one below appears:

& Q &

My Institution Courses Community Home Help Logout

@' Course List Course Catalog

Course Search

—  ®

adwanced search ‘ Courses in which you are enrolled:

» Browse Course Catalog

[EE] OECR Docenten cursus

Course 1D: OECR_DOC_ML
alructors): AL A uag aar

2. click under Course List on the name of the course where you want to look at.
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4. How do you navigate inside your own course in Blackboard?

When you are in the course environment you will see a screen similar to the following one:

My Trstibation Courses Carmmurity Servicas

COURSES » QECR STUDENT COURSE » AMMOUNCEVENTS

Coursa Info tizn
Staff Information

Course b TENES May 31 -June 7, 2004

VIEW TODAY VIEW LAST 7 DAYS | WIEW LAST 30 DAYS | VIEWALL

@ Mon, Jun 07, 2004 -- Welcome! Posted byAubdA wan het

Kaar

Dear Student,

‘Weloome to this course!

Yol ean find the course manual under Course Informatian,

“ou gan also find your group and the group- assignments there-that yowwill hawve to make

% in'this gourse,
@ Course Map Under Staff Information wou will find information about the' Instractors of this course!

Under Course Doouments wou can find the study matenals you need forthis course.
Under Assignments you canfind a description of all the tad and other relewant
information

Inthe Discussion Board function wou can set up. discussionswith your fallow students:
On-the Group Page vou can; among otherthings, exchange filezwith yourteam
members.

Under External Links you can find interesting \,Ili'ebsites that are relevant to the course.

| wiill uze the Announcements facility'to infarm everrone about changes and additionsto
this Blackboard course.

Yourssincarely,

#Angeliguewan hetldaar

It could be that in your course not all the buttons as shown in the left frame of the above print screen
will be the same. It is possible that the Instructor has removed some of the buttons because they are
not relevant to your course. It is also possible that the Instructor has chosen other button names or a
different look than in the screen above.

Below follows a short explanation of the most important possibilities of Blackboard 6. In this
explanation the original names given in the Course Menu will be used. The original names on the
buttons are: Announcements, Course Information, Staff Information, Course Documents, Assignments,
Communication, Discussion Board, External Links, and Tools.

4.1 Announcements

Under Announcements you can find information supplied by the Instructor, for example, a change in
course calendar or relevant course documents that have been added to the course content. These
Announcements you can also find on your starting page (the My Institution page).

4.2 Course Information

Under Course Information you can find information about the course. These could be, for example,
the goals to be achieved in this course, the course manual, the course calendar or a study guide.
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4 @ &

My Trstiuticn camranity SEMVTES Hime Raipogt

ARnlUnEETEntS COURSES » DECR STUDENT COURSE » COURSE INFORMATION

[ Welcome document
;;’ walzome doc ¢ 20480 Bytes )

You can read the information contained in a file as follows:

1. click on the underlined text to open a document (for example on the text: Click here to open this
document or on the name of the file (in the above example Welcome.doc)

4.3 Staff Information

Under Staff Information you can find information about Instructors, tutor’s, guest speakers or student
assistants. In the following print screen only one Instructor is involved in the course. You can e-mail
to the Instructor by clicking on the underlined e-mail address.. In the same print screen information
about guest speakers, placed in a folder, is shown. You can open a folder by double clicking on the ,
underlined, name of the folder, in this case the folder “Gastsprekers’ (Guestspeakers)

uuuuuu

COURSES » DECR DOCENTEN CURSUS > STAFF INFORMATION

OECR Docent
E-mail: docent@oecr nl
Work phone: 010 - 4089999
Office Location: OECR
Burg. Oudlaan 50
3062 PA Rotterdam
Office hours:  Mijn bezoskuren

M dingday en donderdag van 10 - 11 uur

«Q Gastsprekers

4.4 Course Documents

Under Course Documents you can find the course material pertaining to your course, such as overhead
sheets, articles, lecture notes, summaries, even video recordings are possible. Also clicking on the
underlined names that belong to them can open these documents and folders.

4.5 Assignments
4.5.1. Making an assignment and returning it, within Blackboard, to your Instructor

Under Assignments you will find the tasks you will have to perform for this course together with
material and tips. In the print screen below you can see that in week 1 and week 2 two assignments
must be completed. Also a group assignment needs to be completed in this (sample) course.

(NB: Assignments can be placed by the Instructor in the content area Assignments but also in other
content areas such as Course Documents of Course Information!).
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4 0 W

Home Halp Logout

My Tnstitution Courses Cammunity Services

[

ARALUACEMEnts COURSES + DECK STUDENT COURSE > MENTS

Information

Irfarmation m Assignment week 35, 23 -29 Aug.
. Iri this folder you will find 2 assignments to be completed inweek 35

h Assignment week 36, 30 Aug. -5 Sept.
— In this folder you will find 2 tests that hawe to be submitted before the Sth of September

@ Course Map

The Instructor can present the students with an assignment with an attached file (for example a
Word document or an Excel Spreadsheet) in which the actual assignment is contained. You can use
that file to make the assignment and send it back to the Instructor in the same form for evaluation, and

possibly grading. After that it is possible for the Instructor to give you feed back of the results via
Blackboard

To make an assignment in this way use the following procedure:

1. to open an Assignment (you were probably informed via Announcements that there was one and
where you could find it) click in the appropriate content area (for example Assignments, Course
Documents or Course Information) on the link View/Complete Assignment: < name of the
assignment> (see example below)

COURTEL » SECK STUDENTES CURSUR » AESIINMENTT

L Assignment 1

ﬂ Make this assignmert about Blackboard . The assignment has been attachad
-as @ Miord” Document . Whenthe 3ssignment is finished you can retum the same
to me wiz Blackboard.
En=ure that irour student number is: shown in the namie of the' file wou: zend back
o me.
Final date for submissionis September 1; 2004,
Goiod luck!

¥ et Complete Aszignment Assignment 1

2. the following screen will appear:

T Ty Ty T

[ il e i e &

LR T -
o | AL TR vearamr

{ ) Upload Assignmernt: &ssignmert 1

I Arvmgnmess nfemem—n

Hitan Fesignment 1
o hake this assignmient about Blackboard 6.
Good lck!

fimspeei Filen By fesignment_1,doc (Pesignmernt 1 .dos):
B Taur Flee

] |

Tils Bu R ik |
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5.

6.

in this screen you will find, after Assignment Files the file (underlined) with the assignment you

can complete after downloading

when the assignment has been completed you can return the same to your Instructor by using File

to Attach. With the Browse button you can look for the correct file on your hard disk.

e give the file a descriptive, recognizable name in order for the Instructor to recognize it as
coming from you (it is possible that the Instructor gives you instructions concerning this)

e itis possible to upload more than one file, simply use the Add Another File button

e by clicking on the Remove button, which you can find behind the name of the file you could
easily remove it.

e when you do not want(or need) to send a file back to your Instructor simply leave the field
after File to Attach empty

e after Comments you can provide a direct answer give or comment to the assignment or a short
explanation your work

with the Save button you can save your Assignment when you do no wish to complete it in it’s

entirety all at once but want to work at it (or edit it) at a later date

by clicking on the Submit button you send your completed assignment or comment and possibly

the annexed file back to your Instructor.

NB: Observe the difference between the Save and Submit buttons! With the Submit button you send
your assignment irrevocably back to your Instructor and you can no longer look at it or edit it in
Blackboard!

The Instructor can examine the assignment after you have submitted it in Blackboard he can download
the same for evaluation, grading and feedback. You can examine the grade and the feedback by:

1.
2.

3.

clicking the (text)button Tools (in the Course Menu ) and after that clicking on My Grades

by clicking on the name of the assignment in the Grade column or by clicking on the number sign
of the grade or on the exclamation mark in case no grade has been given (as yet)

in the screen that appears you can find the grade and the feedback from the Instructor on your
submitted assignment.

4.5.2 Safe Assignments: digital plagiarism avoided

The instructor can use Safe Assignment in Blackboard to verify that documents and assignments that
are submitted by you are free of plagiarism. When using Safe Assignment your documents will be
compared with many other digital sources, for example sources that are available on Internet but also
with documents submitted by other students to your lecturer via Blackboard. Safe Assignment can only
compare documents that are submitted in the following text formats: .doc, .rtf, .txt, .html and .pdf.

A manual for students is available in Blackboard on how to make Safe Assignments and send the Safe
Assignment to your Instructor. You can find a link to this manual in the module Student Information
on your personal start-up page. To open the manual use Click here (see illustration below).

Student Information )

- =et your preferred Language in Blackboard by going to Persenal Information in the
Tools Area, Set Locale. Choose the language of how Blackboard is displayed
throughout the system. Instructors can overtide these setting in their courses when
preferred.

- Currently the Safe Assignment Yersion 2 plagiarism detection module i available in
Blackboard. For a student manual click here.
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4.6 Online Tests en Surveys

In Blackboard certain tests can de made on-line. You can use these tests to check your understanding
of the course material. The questions in the test could be Multiple Choice or Fill in the blanks. The
results of a test you have made will be processed automatically and you can look at the end result. An
on-line test maybe found under Course Information, Course Documents, Assignments or External
Links. Your Instructor determines where the course is placed.

Surveys can be used by the Instructor for on-line evaluations or polls.

The procedure to make a Test or a Survey is almost identical. Below follows a description of the
procedure to make a test:

1. click on the Hyperlink that pertains to the test

2. click on Yes

3. answer the questions
N.B. It is very important that you, while making the test, do NOT use the BACK button of your
browser!

@ Blackboard Learning System™ (Release 6) - Netscape RS

Edit Wew Go Bookmarks Tools  Window  Help

Bﬁ:«: - Fo%rd - R;%d ‘S%E I\& http:/ftest eur.edufwebappsiportaliframeset . jspPtab=coursesiurl=/binjcommon/course plrcaurse_id=_41_1&frame=top j ﬁ '@

4 O ¥

My Institution  [EESENLECENN  Community  Services Home Help Logout

COURSES » DECR STUDENTEN CURSUS > TS » TAKE T: DE ERASMUS UNIVERSITEIT ROTTER DA ;I

[EE] Take Assessment: De Erasmus Universiteit Rotterdam

Name: De Erasmus Universiteit Rotterdam
Instructions: In deze test waorden een aantal vragen over de EUR gesteld. Beantwoord deze vragen.
Multiple Attempts: NOT ALLOWED. This test may only be taken once

Force Completion: This test may be saved and resumed later,

als Question 1 Multiple Choice 8 points
@ De Erasmus Univesiteit Rotterdam concentreert haar onderwijs- en onderzoeksactiviteiten in drie wetenschappelijke domeinen
i-ourss Map Welk van de onderstaande domeinen is geen domein van de EUR?
¢ Economie en Management
" Letteren

 Geneeskunde en Gezondheid
™ Recht, Cultuur en Maatschappij

Question 2 Multiple Choice 4 points
Historie van de EUR

De EUR in zijn huidige vorm is ontstaan uit een samengaan van de Medische Faculteit Rotterdam en de Nederlandse
Economische Hogeschool Gebeurde dit in:

1850

¢ 1868

1973

183

Save Subrmit -

4. when the test is completed click on the Submit button

5. when the Instructor has made this possible you can examine which questions you answered right
or wrong

6. click on the OK button

7. again, when your Instructor has made this possible, you can look at your final score
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4.7 Communication

With this Blackboard function you can exchange e-mail with your fellow students, you can work with
the Discussion Board, the Virtual Classroom or Chat or you can work with the Group Pages. The
Discussion Board can also be reached as a separate option via the Course Menu and can therefore be
activated from two different locations inside Blackboard.

4.7.1 Working in a group

An Instructor can place students in groups. Each group has its’ own virtual space in Blackboard that
cannot be visited by other participants in the course, except for the Instructor. In the Group Pages you
can exchange information, partial reports or partial investigation results pertaining to the group
assignment you are working on. To accomplish this you can use uploading and downloading of files,
as follows:

click on Communication > Group Pages

click on the name of your group

click on File Exchange > Add File

after Name type an easily recognizable name

click on the Browse button, open the folder containing the file you want to attach and select it
click on the Open button

click on the Submit button to place the file in the line of discussion

NoogkrwdE

4.7.2 Virtual Classroom and Chat

You can use the Virtual Classroom or Chat for real-time discussions with your Instructor, tutor or
fellow students. This system might be used for, for example, an on-line consult, discussion or lecture.

4.8 Discussion Board

The Discussion Board can be used for multiple applications. You can debate hypotheses with other
students or Instructors, you can ask questions about the course material or you could give, or receive,
feedback about the fruits of your scientific endeavors from Instructors or fellow students. You can
provide answers or comments on an existing discussion thread (this is easy and requires no further
explanation)or you can start a new thread yourself as explained below.

4.8.1 Starting a new thread (line of discussion)

To start up a new line of discussion of your own on the Discussion Board you can use the following
procedure:

1. click on the Discussion Board button

2. click on the name of the forum to which you want to contribute, the following screen appears:

ICTO Expertisecentrum (http://www.oecr.nl/ICTOexpertisecentrum/)
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My Institution Courses Community

w0

Home Help Logout

COURSES » OECR STUDENTEN CURSUS » COMMUNICATIONS » DISCUSSION BOARDS > EINDOPDRACHT %M TEAM 1

To start a discussion thread, use the Add Mew Thread button below,
=5 Add New Thread

VIEW UNREAD MESSAGES.

EXPAND ALL COLLAPSE ALL [
SEARGH [7]

sl Sort By: | Defoult |
|
OK
3. click on the Add New Thread button to add a question, hypothesis or completed assignment to the
Discussion Board. The following screen appears:
Create New
Forum: Eindopdracht van team 1
Date: Wed Apr 19 2006 15:43
Author: van het Kaar, A M.JA,
Subject:
Message
@ Srrant Text © Plain Text © HTML Vx & % FPreview
™ Post message as Anonymous
Attachment: | Browse:
4.

type after Subject: a description of your contribution. Ensure that this description will be easily
understandable for everyone.

type after Message: the question, hypothesis or other item you want to start a discussion about

after Attachment: you can click on the Browse button to add a file, for example an assignment you
want to submit. A screen similar to the one below appears:

File Upload

21x|

Zoeken in: Ia Team Opdrachten

| e« ®ckE-

Bestandsnaam:

IU\twerking Eindopdracht Team 1.doc j Openen I
Bestandstypen; IA\I Files j Annuleren

%

open the folder containing the file you want to add and select that file
8. click on the Open button

10. click on the OK button

click on the Preview button to examine how your contribution will look on the Discussion Board
11.

click on the Submit button to place you contribution on the Discussion Board.

ICTO Expertisecentrum (http://www.oecr.nl/ICTOexpertisecentrum/)
Erasmus Universiteit Rotterdam (http://www.eur.nl/y

Page 14



4.8.1.1 Text Box Editor

When you are using the web browser Internet Explorer (with Netscape Navigator this does not work)

you can use the Text Box Editor to make up your text. The Text Box Editor can be found under

functions like: Discussion Board, Calendar, Task and Assessment. In the Text Box Editor you have the

possibility to:

e make up your text

e add tables, hyperlinks or formulas

e use the options: Attach File, Attach Image, Add MPEG/AVI content, Add QuickTime Content, Add
Audio Content and Add Flash/Shockwave Content.

N.B. When you are using the button bar to make up your text (for example Italic, Bold or Underline)

to ACTIVATE or DEACTIVATE that make up option, you will have to click with your left mouse

button in the text entry screen to get you text cursor back!

|N0rmal =1 |3 vl |Times NewRoman ~| B 7 O
v ok B v o« @& 0O 7 £ A Jx < <htm= Preview
B

= +

£

Your text hare

4.8.2 Posting a reply

You can reply to a message from a fellow student as follows:

click on the Discussion Board button

click on the name of the forum in which you want to react on a posting
click on the title of the message you want to reply to

click on the Reply button

type after Message your reaction

click on the Submit button

oML E

4.9 External Links

Under External Links you can find interesting Internet-sites that enhance the content of your course.
Links might also refer to sites where course material can be obtained,
commercial companies that will be, or could be, visited or Databases
relevant to the course.

2
‘w Address Book

Calendar

j Digital Dropbox

Q Glossary

/g, Homepage

4.10 Tools

In Tools you can find instruments that could be useful for your study.
Some of these tools are mentioned below:

@/ My Grades
1

Address Book
In the Address Book you can add and view your contacts.

i-, Personal Information

Calendar
In Calendar you can examine the calendar events of your course, inserted by your Instructor.
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Digital DropBox
You can (also) use the Digital DropBox to submit your assignments to your Instructor. The Instructor
can return the assignment to you with feedback.

Glossary
If an Instructor added a Glossary with terms and associated definitions to the course, you may find
this Glossary here in Tools.

Homepage

With this tool you can adjust your own personal Home Page for the course. You might tell something
about yourself, add your picture and show your own favorite Internet Links. Other students can look
at this information under Communication in the Roster by typing your family name in the search field.

My Grades

With this tool you can examine the results you have achieved in the course you are enrolled into.
Study results consist of grades and feedback (from the Instructor) you have received on the
Assignments and Tests you have made on-line

Personal Information
You can change your personal information here, but only where a text box is visible (for example your
First Name)

Tasks
In Tasks you can see which assignments the Instructor has added.

Electric Blackboard
You can use the Electric Blackboard to make your own personal notes about the course you are
enrolled in. These notes can be saved as well.

1.11 Changing the Course Menu design

There are two different designs of the Course
Menu, Quick View (this is the original design) and
Detail View. When using Detail View the Main-
and Submenu’s can be extended and retracted
somewhat like the Windows Explorer.

1. Click in the Tool section of the course
menu on Detail View to activate it. (Detail
View toggles with Quick View)

2. Click in Detail View on a I# in front of a
certain Course Menu item (for example the
item Communication) this will expand the

Communication < Tools - item and sub-menu choices will become

% Course Tools visible.

M Course Map & communication 3. Click on al=lto retract a Course Menu

& Course Tools |tem

4. Toretract or extend all Course Menu items
at the same time click on the “+” or ”-* at
the top of the Course Menu.

M Course Map

Cl € Detail View

Quick View Detail View
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5. Where can you find more information about Blackboard 6?

More information about the use of Blackboard 6 can be found on the ICTO Website of the EUR:
http://www.eur.nl/icto Within this Website you can click on one of the links. The link Studenten (see
picture below) gets you to information specifically for students.

On the ICTO Website you can find, among other things:
e extended manuals for the use of Blackboard
o links to interesting Websites concerned with working with Blackboard

Erasmus Universiteit Rotterdam

ICT & Onderwijs

Home = I( 5

Deze pagina richt zich op alles wat te maken heeft met ICT en onderwijs op de
Erasmus Universiteit Rotterdam. Van algemene informatie die interessant kan
zijn voor zowel medewerkers en studenten van de EUR als externen tot
informatie die specifiek bedoeld is voor docenten en studenten die hun
onderwijs geven/volgen met behulp van een digitale leeromgeving
(Blackboard).

Deze pagina wordt onderhouden door het Onderwiiskundig Expertise Centrum
Rotterdam.

Reacties, vragen en suggesties voor deze pagina kunt u mailen naar Annemiek
wieland (wieland@risbo.eur.nl).

informatie vaor., W ‘“z "

studenten

Laatste nieuws
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