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Creating an Organization

Contact Jeffrey Rohrlick, Instructional Technologist (ext. 4670) to request an
administrative account for Organizations. Once this is set-up follow the

instructions below.

1. Click on the System Administration Tab

My USMA Courses AMS

hh bbi0

Community

Blackhoard Learning System™ {Release 6)

UsMa Library

Blackboard Help System Admin

Blackboard Learning and Cc mmunity Portal

List / Modify Courses

Create Course

Batch Create Courses

Batch Enroll Users In Course
Remove Course

Copy Course

Import Course

Export Course
Archive Course
Restore Course
Settings

Images and Icons
Catalog

2. Click on the Create Organization Link.

My USMA Courses

Batch Enroll Users In Course
Remove Course

Copy Course

Import Course

AMS Community

Seftings
Images and lcons
Catalog

USHA Library Blackboard Help

List/ Modify Organizations
Create Organization
Batch Create Organizations

Remove Organization
Copy Organization
Discussion Boards

Import Organization

Archive Organization

Batch Enroll Users In Organization Restore Organization

Settings
Images and Icons
Catalog

Manage System Extensions System Conf
System Reporting Logs

Announcements
Institution Calendar

Send E-mail

System Admin

Announcements
Institution Calendar
Send E-mail

Security and Intaaratinn

Create Organization

Customize U
User Priviley

[T ¥ R T | p——

Manage Context Encryption Key  System Setti
Integration Password Gateway Op’
Customize Login Page

Online Admin Manual

/@] Powered by Blackboard

|_|_|_|' Internet

3. Enter your Organization Name, Organization ID, and then in step four, enter
your User ID in the Manage User Name field

Page 2



United States Military Academy
Introduction to Blackboard Workshop

@) Set Manager

You can specify the Manager by entering a user name, or create a new account

Manager: ' Manager User Name |

" Create New Manager

© Subnmit

Click "Submit” to finish. Click "Cancel” to abort this process.

Cancel ) Submit )

/@] Powered by Blackboard I_ I_ I_ | Internet

Adding and deleting Users in your
Organization

1. Click on the List Modify Organizations Link on the System Administrator tab.

My USMA Coursas AME Cammunity USMA Library Blackboard Help Systam Admin

LR e e A e R LA L e

Batch Enroll Users In Course Settings

Remove Course Images and Icons Announcements
Copy Course Catalog Institution Calendar
Import Course Send E-mail

List / Modify Organizations ort Organization SS LlSﬁMOdlfy Customize U
Create Organization Export Qrgan Organizations User Priviley

Batch Create Organizations Archive Organization Ma System Setti
Batch Enroll Users In Organization Restore Organization Integration Password Gateway Op°
Remove Organization Settings Customize Login Page

Copy Organization Images and Icons

Discussion Boards Catalog

Online Admin Manual

Online Support Site i
i N i Bl D e m e - . . . L -r . . f
& Powered by Blackboard [ [ | |4 intermet

2. Search for your organization.
3. Then Click on your Organization Properties Button.
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_—
2003-05-12 LAURA, DR
AlAD-DFL AlAD--DFL 84157 AM gl5198 VIDLER
A A 2003-04-25 LAURA, DR
AlAIMiami AlAD-Miami - e VIDLER
| Properties
: . p SHARLEE S
Argentina_AIAD 2003 '
Argenting AAD 2003 1 Button NOLAN
JEFFREY, MR
2003-06-24 8j2814 ROHRLICK
BBUsersroun. Blackboard Users Group  §.47.04'py 24338 RICKY. MR
ALWINE
Contemporary Affairs 2003-06-02 Lisa, DR DADARMO-
(A5 Seminar (CAS) 3o312PeM YBB wENSTEN (_Propertes )
CEF - Cadet Peak 2003-06-12 Lica, DR DADAMO-
CEPLEFR Performance Resources  11:29:54 AM e WEINSTEIN =
CEP Cormpany Tutor 2003-06-02 Lisa, DR DADAMO-
LERTwor. Progratn a2019 M BB wENSTEN Propurtes <
& Powered by Blackboard l_ l_ l_ | Internet

4. At this point you can add users, delete users, or modify users. Modify users
is used to change organization participants to organization managers if you
want to give them increased priviledeges in the organization.

L » LIST { MODIFY DRGANIZATIONS > ORGANIZATION PROPERTIES

Organization Properties

p  Add Users To This Organization
Enroll users in this organization,

p List/ Modify Users In This Organization —
List all the users in this Organization, or modify their information £ role.

Un-enroll users from this organization.

5. Whatever you pick, you will be asked to search for the users. For Cadets, use
their last name when the last name option is checked. Currently, when you
search for Faculty, use their first name when the last name option is checked.
If all else fails, try using their user ID.

My USMA Courses AMS Community USMA Library Blackboard Help Systern Admin

! » LIST/MODIFY ORGANIZATIONS > ORGANIZATION FROPERTIES > ADD USERS TO ORGANIZATION
Add Users To Organization

SEARCH A2, 08 ADVANCED ] LISTALL

| Search

Search By: o e

oK )
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6. Once you find your participant, but a check in the box and then click submit.
They will then be added, deleted, or modified in your organization.

SEARCH | azos | ADVANCED | LISTALL
tgmﬂh ( Search )
Search By: & Lastiama O Usar Name

26 user(s) located

Dizplaying records 1-25

ADD HAME USER NAME EMAIL

73 KLINGENSMITH, KURT ¥B0183 xB0183Eusma. edy

é‘] ineredbyﬁlatkbna.rd. ) - -

AOMINISTRATION PANEL > LIST fMODIFY ORGANIZATIONS > ORGANIZATION PROFERTIES > ADD USERS TO ORGANIZATION

(] Add Users To Organization

EOLE

MNone

5 =

| Tnternet
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Steps to Build Your Organization

1) Click on the Community Tab or click on your organization in the My USMA Section
to add content to your organization.

2} Blackboard Learning System TM (Release 6) - Microsoft Internet Explorer - Iﬁ'lll
Fle Edit view Favorites Tock Hep

Click A 393 BHral@s=
ick to . /Bsckboard usma.eduwebapps/porta/rameset jsprtab_id=_1_1 | @G0 |Lks
Selectyour TED STaATES

organization  [LUARNF IR0

* @ ¥
Home Help Logout

My USMA, Courses AMS Cammunity Usma Library Blackboard Help System Admin

-
Welcome, MR ROHRLICK o
& Announcemants &
O Calendar My Announcements @l My Courses N
@ Tasks Mo system announcements have beean posted Courses you are teaching:
B Send E-mail today W 2003-2-B3 LWAT4 LAW OF WAR
& User Directory Blackboard Users Group: Mo Announcements. Click to
13 Address Book e ‘Walcome to the Blackboard Users Grou @ Introduction to Blackboard select your
B Personal mora MNa Announcamants. . .
Information L organization
My Calendar © O M My Organizations
Mo calendar events have been posted today Organizations which #u are managing:
mers... /@ Blackboard Lsars Group
W UEMA Debate Team
Blackboard Information @0 J
Welcome to Blackboard, and thark you to thase who Search the Web 200
have shown interast in this Learning Systam. You wil

naotice steady improvements over the next 'n*

ol |
daysfweeks. The following are improvements high on QIOUSIQ Gooal Search
our priority list oogle Searc I

1. Course content copy and course merge far

Ineto i~ toune :I
&) Done [ | e nterret
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2) This is your organization! This is how it will look to Faculty, Staff, and Cadets that
view it. There is a global navigation bar to the left of the screen. This information is
specific to your Organization.

To add information or modify your organization, select the Control Panel Button (only
the organization manager will see this button).

_ ease 6) - Microsoft Internet Explorer Note- Notice the breadcrumb

Bz Edt Yew Favortes Took belp navigation structure — it will
Fr+ QR4 DETI BD-IRGEH / indicate which organization you
Address |&| ckboard.usma.edupwebapps/portal/frameset spr teb=commurity Bur =% 2Fbin %6 2R commorn are in

UNITED STATES
— @ MILITARY ACADEMY e Hel Lisout
Global
Navigation -
organization

specific

1y USMA, Courses AME Community UsSMA Library Blackkoard Help System Admin

| VIEW LAST T DAYS | VIEW LAST 30 DAYS ] VIEW ALL
June 19 - 26, 2003
@ Tue, J Clle on COIltI'Ol aclkboardIUsers Group
Plaggé fad bs in the Discussion Board area.

panel to modify or
he Powel add content to your |d Notes from the June 24, 2003 Users Group

meeting a . . F area.
organization

Blackboard Leaming System T (Releaze §) Blackboard Lesrning and Cormmunity Portal System - 8075
Copynght & 1997200 Blackboard Inc. AN Riohts Reserved,
Accessivity information can be found st Hitp faccess blackhaard com .

@ Course Map
@ control Panel

&) Powvered by Blackboard [ [ e intemet
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3) The Control Panel is where you will add content and manage your organization.
The image below indicates the main areas were content is added.

d Learning System TM (Release 6) - Microsoft Internet Explorer
Ble Edt View Favorites Took Help
v QA DI B-SR S
Address | &) ckboard.usma.edujwebapps/po

. . . -common% 2Fcourse. pl%3Fcourse_jd%30_9539_1 j @Go Links
Click to add organization

UNITED STATES .
@ MILITARY ACADEMY speclﬁc announcements

My LUSMA Course System Admin

|»

JERL GROUP = CONTROL PANEL

Click to ROHRLICK JEFFREY (Leader)
add content
into your
. . List / Modify Users Remove Users from the Org:
organization Batch Create Users for Organization Manage Groups
|Extema| Links
Assessment |
Test Manager Gradebook
Announcements Discussion Boards Survey Manager Organization Statistics
Organization Calendar Send E-mail Pool Manager
Staff Information Collaboration
Tasks Digital Drop Box support | N
Support
Manuel
Manage Crganization Menu Import Course Cartridge Contact System Administrator
Archive Organization Import Package
Recycle Organization Resources
IManage Tools Qrganization Copy | _’LI
« »
@] Powered by Blackboard I
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Add an Announcement

You must start at the Control Panel. The Announcement page is the first page
students see in your organization.

1) From the Control Panel, select the Announcements hyperlink from
the Organization Tools Section.

Courses AME Community UsMa Library Blackboard Help System Admin

My USMA

User Management

List/ Modify Users Remove U
Batch Create Users for Organization Manage G

Content Areas

Click the
Announcements
hyperlink to select
it

Assessment

Orjjanization Tools Test Manager Gradebook
Annguncements Discussion Boards Survey Manager Organizatior
Organization Calendar Send E-mail Pool Manager
Staff Information Collaboration
Tasks Digto Drop Box (Suppor |
Support -

Manage Organization Menu Import Course Cartridge Contact System Administrator
Archive Organization Import Package
Recycle Organization Resources

> Manane Tanls Oroanizatinn Canv I _blll

@ Powered by Blackboard I_ I_ I_ |4 Internet

2) Next, select the Add Announcement button.

UNITED STATES & e [

MILITARY ACADEMY Hame Halp Logout

My USMa Courses Community Sarvices AMS Army Portal Elackboard Help

COURSES » NIEODUCTION TO BLACKROARD » CONTEOL BANEL » ANNOUNCEMENTS
Cd Announcements

— Select Add
!},-].Anu Anncuncament

Announcement

VIEWTODAY | VIEWLAST7DAYS VIEW LAST 30 BAYS | viEwaLL
March 4 - 11,2003

Mo announcements found.

RO

3) Type a title for your announcement under the Subject field and your message
in the Message field.
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3 Blackboard Learning System TM {Release 6) - Microsoft Internet Explorer

Eile Edit View Favoritms Tools  Help

Bk - = - (D [ | Diseach GgFavortes Freda B [ Eh- S = H @

Address I@ hittp: f}sebdev fwebapos/portaliframeset, jsp?tab=coursestur=fbin/common)course, plfcouwrss_jd=_2902_ J (':’Go Links *

UNITED STATES ¥ -
@ MILITARY ACADEMY D )

Home Help Logout

My LISMA Courses Community Services AMS Army Portal Blackboard Help

|»

COURSES » INTRODUCTION T BLACKBOARD > CONTROL PANEL » ANNOUHCEWMENTS > ADD ANNOUNCEWMENT

[J Add Announcement 1) Type your
title
@ Announcement Information
Subject: [Test Tomorrow
Message: There will he a test next weelk. =]

<+— | 2) Type your message or cut
and past your message from
a Word document "

@ Emart Tart  Plain Taxt & HTRI

4) Next, select your options. You may choose to always show the announcement or
to restrict the announcement to certain dates.

) MILITARY ACADEMY w2 L

Home Help Logout

My LEMA Coursas Cormmunity Servioas AMS army Partal Blackhoard Help

@ Srrant Text € Plain Text © HTML
@ Options

Always show this announcement on the course's main page.  Yas & No

Restnct dates to show this announcement: ‘“““- Do you always want
I Display After this announcement to
[Mar =] [11 %] [2003]7] = > be visible?

11 =] |00 '| |AM 'I
[T Display Until
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5) Select Submit to add your Announcement to your Announcement page.

6) A Content Receipt Screen will appear to verify your announcement has
been added.

2} Blackboard Learning System TM (Release 6) - Microsalt Internet Explorer EE =181

Fle Edk ‘iew Favarltes Took Hel
Bk ~ = - @D [ ﬂ”aseach [lFevorkes  fMeda 3|@'9g§'
fiwet firameset. fspitab | @0 ks>

Addracs IE»I.. pffsebdevzf ppsiportal fsp |=/tinfommonycourse plfcourse_id=_2002_

UNITED STATES i = LISMA Home Page
@ MILITARY ACADEMY h © v

Home Help Logout

My USMA Community Services AMS Arrvy Portal Blackboard Help

Select Ok to go
COURSES » INTRODUCTION T0 BLACKBOSRD > CONTRDL PANEL » ANNOUNCEMENTS » ANNDUNCEMENT RECEIPT to the
Ed Announcement Receipt Announcement

Page

Announcement added

Test Tomamow - Title

Thera will be a test next week. L
Y

FOOE5-11 1138 A

7) On the Announcement page, you can see the Announcement that you just
added. You have the option to Modify or Remove it from your organization.
You also have the option of adding another Announcement to your

UNWITED STATES S
@ MILITARY ACADEMY @ @ N

Home Halp Logout

My USHMA Community SErvices AME Army Portal Blackboard Help

EQURSES » INTRODUCTION TO BLACKBOARD » CONTROL PANEL * AHNOUNCEMENTS

EQ Announcements

/ Add another
{}p Add Announcement

Announcement

VIEWTODAY | VIEWLAST 7 0AYS VIEWLASTIDOAYS | VIEWALL

March 4 - 11, 2003

@ Tue, Mar 11, 2007 - Test Tomorrow
There will be a test next week

T

View your New

Announcement

I * Remove

Modify the —2¢ J |Announcement

Announcement
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Adding Content to your
Organization

The process to add a content to your organization is one you will use over and over

again in Blackboard. This process is used for adding files in Information and

Documents. For this exercise we will select Documents to add a piece of content, and
to serve as an example for adding materials in other parts of your organization.

Click on the
Documents
Hyperlink to
add your Iy LLEMA Coursas AMS Community USMA Library Blackboard Help Systam Admin
content
COMMUNNY » BLACKBOARD USERS GROUP > CONTROL PANEL
BBUSERSGROUP: Blackboard Users Group - MR MR ROHRLICK JEFFREY (Leaden)
Content Areas
Informafbn List / Modify Users Remove U
Documents Batch Create Users for Organization Manage G
External Links
|
Test Manager Gradebook
Announcements Discussion Boards Survey Manager Organizatior
Organization Calendar Send E-mail Pool Manager
Staff Information Collaboration
Tasks Digital Drop Box Suppot |
Support
Droanizatinn Ontinns Mannal h
4 I _}lJ
|€] Fowered by Blackboard | | | |4 mtemet

Notice that you can add a number of different file types. Each is explained below:
Add Item: Allows organization managers to upload content as text or as a file
attachment

Add Folder: Allows organization managers to create folders to organize materials
Add URL: Allows organization managers to point to external web resources Add
Course Link: Allows organization managers to link to other items in their courses.
All items that appear in the Course Map can be linked to from this area. Add Test:
Allows organization managers to create links to Blackboard online tests. Add
Learning Unit: Learning Units enable the organization manager to set a structured
path for progressing through a set of content within a course.

In order to add a file, we will choose Add Item
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UNITED STATES

MILITARY ACADEMY ERONS

Home Help Logout

My LUSMA ourses Community Services AMS Armny Portal Blackboard Help

Different s of
Add con_tent COURSES » INTRODUCTION TO BLACKROARD > CONTROL PANEL > COURSE INFORMATION content th?;llem
by clicking oE be added to
on Ttem L[] Course Information ¢ added to your
\ organization
Add (Fritern EE3 Folder @®URL [=b Course Link  [Zha Test Q;-||.eurning Unit =] 2]

Folder empty j |
OK j

Add Item Option

1) The Add Item Option begins by having you select what this item will be. For our
purposes we will add a Syllabus. If you would like to attach a document, select
or type in your title and then go to step 2.

A} Blackhoard Learning System TM (Release 6) - Microsalt Internet Explorer

Fie Edit View Favorites Tools  Helb

pack ~ = - g 4 ﬁ|ﬂ5ud‘| [GgFavorias  EhMada ,’||:é-gg;-]ﬁ

Addrecs l@‘ Dt/ sebdey2 webapps portaliframesat, jsprtab = binfcommonyc

\Zcourse id= 5902

UNITED STATES g 9
@D MILITARY ACADEMY Bor

Select OK
My USMA Courses Com munity Sarvices AMS Army Portal Blackboard Help

1) Select your title or
Select Other to type
vour own title

COURSES » INTREODUCTION TO BLACKBOARD > CONTROL PANEL * COURZE |INFORMATION > ADD Cl

() Add Content

@ Content Information

| Syllabus =l
or specify your own name: I / la) You ca:n add
your own title by s
Choose Color of Name: . . s
G typing it in here
Text:
=
< 2) If you are starting from
scratch, type in information
here. Alternatively, you can
give a description of the item.
=
& Sman Text € Plain Text © HTML @ @ (Croview)
=
Powsered by Blackboard

[T BEtocainganet
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la) You can attach a Microsoft Word document instead of typing or cutting
and pasting your document.

UNITED STATES - I.IE!H.-!HnmeP-.!ge
@ MILITARY ACADEMY Boe

My USMA Community Services AMS Army Portal Blackboard Help

Select Browse to
upload your
document

@ Content Attachments

Files may be sftached to the above information. Click the Browse button to select the file to sttach from your compg
file.

File to Atach IC\BIackboald\sydlabus Erowse.. I
Mame of Link to File ||jnktn ll=

Special Action: | Creeta elink 1o this file | \

[Name your Hyperlink to this

default choice.

document. Link to file is a good

1b) Select Browse to find your document. Note - Your window may look
different. Select open.

2]

Look in: | [H] Desktop ¥ = @k E
My Documents k| Microsoft PowerPoink FreeHand a 1 Select th
"—13 A5 My Computer | Microsoft Word Get QuickTinme Pra ) Select tiig
History SE My Network Places Netscape Communicator EPhotoshp f‘j{‘,ifj glf,:/ OF
' Acrobat Reader 4.0 B visioaz 2) Setlkmuyl;mt in
| copy2HD Cblackboard document

Deskio
My Documents

=]
Ca

3) Your file name should
appear here once it has

-1 Fi 1 selected ShAcademic
~IM|c eaver 3

P M|crosoft Excel ﬁ'Fireworks 3
crosoft FrontPage ﬁ@ Flash

My Computer

A

o
E..l File name: Isyllabus :] | III|:||3r1II I

My M étw-:-rk, Pl
Files of type: |A|| Files [*.%) - ~| Cancel |
%

N T

If you cannot find it in the folder
you saved it in - Select All File
Types and look for it again
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2) Select any optionsthat you would like or leave the default options. Click Submit
when you are finished.

@ UNITED STATES ; 1 L Home Page
#7) MILITARY ACADEMY
Track
views — My USMa Courses 5 AMS Army Portal Blackboard Help
how man
. y k) Options A
times are \
people Do you want to make the content @ Yas  No
coming to visible?
our site — If Do you want to add offline content? & &N . .
you want to . TRe EiNg Decide if you want to make the content
inow this Do you want to track number of views? (3 Yos @ No visible to vour organization particinants
Do you want to add metadata? Foo & N
select YES 5 e SN
Choose date restrictions [ Display After

[Mar =] [11 =] [2003 =] _ e
[0zl 5= [aM =l : By choosing date .restrlctlons, you can
make content available for specific

B Disias o periods of time

|Mar =] 11 =] 2003 =]

O Submit

Click "Submit” to fimish. Click "Cancel” to abort this process

Cancel ) Submit )
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3) A Content Receipt Screen will appear to verify your content has been
added. Click the OK button to go back to the Course Information
screen.

UNITED STATES

MILITARY ACADEMY

s ©

Home Help Lagout

My LUEMA Cammunity Services AMS Army FPortal Blackboard Help

COURSES » INTRODUCTION T0 ALACKROSRD > CONTEOL BANEL > COURSE INFORMATION > CONTENT RECEIPT
(D content Receipt

Content added
Syllab H
L%kaloui?ile (62976 Bytes ) Click Ok to g0 to
the Course
20030311 10:25:01 A Information screen
— )
4) To Modify or Remove the information that you just added, click on
t
2 Blackboard Learning System TM (Release 6) - Microsoft Internet Explorer =18 x]
Fis Edt ‘Yiew Favoites Took  Help
ok < o - Q) ] Quevch (e Frede 3 - S 2B
| Address | ] hitp:fssbadevafvebappsiportal Jspitab=coursesturl=bonfcommon/course plcourse_id=_9902_ x| & | Links "|

This is the order

in
which your
information is
listed on this
page. You can
change this
number by
pulling this

arrow down and
selecting another|

number — You
must have more

UNITED STATES # 0 .~' LIZL Home Page
@ MILITARY ACADEMY D oD B
My LSMA Cammunity Services AME Army Portal Blackboard Help
COURSES * INTRODUCTION T0 BLACKBOARD » CONTROL BANEL » COURSE INFORMATION
Course Information
Add\ (F5 e 0B Folder @ URL = Course Link  [Flp Test @ |Leaming Unit 'Iﬁ Remove Item
completely
[17=] sytiabus Cwodwy) (oom ) (Remeve)
Link to fils ¢ 52076 Bytas )
Modify an item — the screens that you
just worked through will appear. You can oK )
add, change, or remove information from
those fields.
Click OK to go
back to the
ontrol Panel
@ Powerad by Elackboard ol | @ Local intranet C
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Congratulations! You have just added a piece of content to your organization. Next, we
will add a folder and PowerPoint lecture to your organization.

Add A Folder

1) To add a folder, select the Add Folder button under Course Documents.

Select Add
[J course Documents Folder to add a
folder
Add (Fliem (E3Foder @B URL [ Course Link [ Test @: [Learing Unit =] j
Folder empty
oK )

2) Select a Name for your Folder or type your own Name for your folder. Select the
color of your Title and brief information that you may want to add about your

folder contents.

PRSI

J Add Folder

@ Folder Infermation

Name: Courge Documeants X
or specify your own name: [Week One Readings

Choose Color of Name:
[@ Mok )

Text:

Thi=z folder contains :eminq’# for the waek.

2) Choose a
color for
Folder

T

& Smart Text € Plain Text € HTML @ @ (Provien)

] Pawered by Bladboard

5 |
/ 1) Select a Name for your Folder
from the list or specify your own
name
El
=
‘\ | @ Lacal intranst
3) Type a description
for your folder

3) Select your Options for your Folder. You have one option — Do you want to make
your folder visible now or do you want to wait until later to make it visible?
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My USMA Community Services AMS Army Portal Blackboard Help

& Smart Test € Plain Texa © HTML @ & (Frevien) -

- o Select whether you want
Do you want to make the folder & Yes C No / your folder to be visible
visible?

Choose date restrictions now or later
I Display After
[Mer ] [112] [2003 2] @
™ Disglay Until
[Mar =] [112] [2003 =] (R
(o= [z [avEE]

4) Select Submit to add your Folder to your Documents page.

5) A Content Receipt Screen will appear to verify your content has been

added.

6) Congratulations! You have added a folder to your Documents Screen. Next,

you will want to add content to your folder.
Add Content to your New Folder

1) Add content to your Documents Folder.

[EJ Course Documents Click on the

title of your

folder to open it
Add (T ltern DB Folder @ URL [ Course Link

[1 =] Week One Readings
@ This folder contains readings for the week.

i

2) Next, Select Add Item to add content to your folder.

e}'ILeamingUnit 'I 60|

oK )
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UNITED STATES
MILITARY ACADEMY

My USME& Community Services AMS Arrny Portal Blackboard Help

COUREES » INTRODUCTION TO BLACKBOWMRD * CONTROL PANBL » COURSE DOCUMENTS » WEEK ONE READINGS

B3 Week One Readings

Add (T ltem Folder @@®URL [ Course Link [l Test @& | Laarning Linit vI Go
Folder empty

Select Add Item to
add content to your
folder

oK )

3) Follow steps for Add Itemas show previously.
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Sending Email

1) Blackboard can be used to send email to other email systems. To do this,
from the Course Control Panel, select Send E-mail hyperlink from the Course
Tools Section.

COMMUNITY » BLACKBOARD USERS GROUP > CONTROL PANEL B
BBUSERSGROUP: Blackboard Users Group - MR MR ROHRLICK JEFFREY (Leader)
Contont Aroas
Information List/ Modify Users Remove U
Documents Batch Create Users for Oryanization Manage G
External Links
Organization Tools Test Manager Gradebook
Announcements Discussion Boards Survey Manager Organizatior
Organization Calendar Send E-mail S .
44— Send E-Mail
Staff Information Collahoration
Tasts Digital Drop Bos G
Support
) 5 atinn () OIS Maninal i
] | 3|
/@] Powered by Blackboard I_ I_ I_ ﬁ Internet

2) Select whom you wish to E-mail. For this excercise, choose All Users.

UNITED STATES lﬁ 0 “'

MILITARY ACADEMY Home Halp Logaut

My USMA rses Community Services AMS Army Portal Blackboard Help

COURSES » INTRODUCTION TO BLACKBOARD > CONTROL PANEL > $END EMAIL

[ send E-mail

b Al Users
Send an e-mail message to all of the users in this course
b Al Groups
Send an e-mail message to all of the groups in this course.
P All Teaching Assistants . .
Send an e-mail message 1o all of the teaching assistants in this course. E-Mail options
4
Send an e-mail message to all of the instructors in this course,
4

Send an e-mail to all observers,

P Single / Select Users
Select users 1o whom you wish to send an e-mail message.

]

Sealect which groups in the course to whom you want to send an e-mail.

»

Send an e-mail 1o select ohserers
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3) Type in Subject, Message, and add attachment if appropriate. Then click the
Submit button to send the message.

2 Blackhoard Learning System TM {Release 6) - Microsaft Internet Explorer

e =18 x|
Fle Edt View Favortes Tools Help
Back - & - (@ (2] | Qsexch [wiFevores FMeda o | By S 21 B @
_Adcias@ i fyeeh 3l fspitab |=/tinfcommonycourse plfcourse_id=_9900_ j ol _|-||'*5 =
@ UNITED STATES H 0 R R EEEETE
MILITARY ACADEMY

Home Help Legout

My USMA rses Community

Services AMS Army Portal Blackboard Help

To: Amy, Anderson, Bemie, Bernard, Chnstopher, Cross, David,

Dogwood, Eddie, Edwards; Frank, Franklin, Gary, Garrison; — To: list of participants in your
Harald, Hilton; Jacob, Johnson, Jefirey, Mr Rohrlick; Loren, : .
Lurnbar, Tammy, Ms. Butler, organlzatlon

From: Jefirey. Rohrlick@haotmalil. com

Subject; |Humswulk Dug

Message: [pon'tr forger that your homework is due at the =l
eginning of our next class.

<4—— | Subject & Message

@ Set Message Options

" Send Copy of Message to self

© Add Attachments

< Add Attachment B
@] Powered by Blackboard [ [ [Bftocalinbranst

Page 21



Discussion
Boards

United States Military Academy
Introduction to Blackboard Workshop

Creating a Discussion Board Forum

1) From the Control Panel, select the Discussion Boards hyperlink from the
Organization Tools Section.

COMMUNITY * BLACKBOARD USERS GROUP > CONTROL PANEL ™
BBUSERSGROUP: Blackboard Users Group - MR MR ROHRLICK JEFFREY (Leaden)

Information List / Modify Users Remove U
Documents Batch Create Users for Organization Manage G
External Links

Organization Tools Test Manager Gradebook
Announcements Discussion Boards Survey Manager Organizatior

————Bmamization Calendar Send E-mail Pool Manager
Staff Information Collaboration
Support
Draanization Ontinns Manual T
‘ | o
/@] Powered by Blackboard || | |4 mtemet

2) From the Course Control Panel, select Add Forum.

#7 piscussion Boards

e Add Forum +—— Click on Add
Forum

This discussion board has no forums.
To create a forum, use the Add Forum bution above.

oKk )

5) Enter Forum Title, Description, and Forum Settings (optional) and then click
the Submit button.
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£ AddForum

Title:

[Wssk One Discussion Questions

Description:

Forum Settings:

—_____ | Forum Title and
Pleass post guestions sbout the first weeks d Descl'i tion
reading assignmwent. < p
E
@ Smart Text € Plain Text ¢ HTML
il EAIIW anonymous posts
I Allow author to edit message after posting < SeleCt preferred

I~ Allow author lo ramove own posied messages
[¥ Allow file attachments
7 Allow new threads

Forum Settings

4) Your forum has now been created. To begin posting to the Discussion Board click

on the Forum Name.

7 piscussion Boards

E}: Add Forum

[1=] Week One Discussion Questions

-

-y
Please post questions about the first weeks reading assignment.

posting the Discussion Board

Click on the Forum name to begin | (rmow)

Messages |

oK )
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5) Click on Add Thread to create a discussion thread.

UNITED STATES = UShA Home Page
GDMILITARY ACADEMY A

My USMA Courses Community | Services ANS Army Portal Blackboard Help

@% Week One Discussion Questions

To start a discussion thread, use the Add Mew Threa

3 rnevens | €———— | Add New Thread

VIEW UNREALD WESSAGES W) EXPAND ALL (¥ cOLLAPEE ALL =
sERRCH (7
SHOW OPTIONS.
v
| Click Hare for Archivas |
Sort By: | Default VI
oK )

6) To post a message, enter subject and message text. There is also an
option to attach a file to the posting.

UNITED STATES l'!l e .;'
@ MILITARY ACADEMY T et e
My USMA Community Services aAMs Army Fortal Blackboard Help
i€ Create New Message =
Create New Message

Current Forum: Week One Discussion Questions
Date: Tue har 11 2003 12231 pm
Author: Jefrey Mr Rohrlick

<4— | Subject/Message

Subject: IOuestion sbout chapter One

Messape: [T don't understand che mssignwent. Can anyone explain it to me!l =

H
Options: & Smart Text © Plain Text ¢ HTML =
Attachment: | Browse ! & Attachment
Preview ) Cancel ) Submi ) _|
[ Fowmredty Badboad [T T [B¥ tocalintranet —
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7 ) To manage message, click on the show options

@ UNITED STATES  © W USMA Home Page
*/MILITARY ACADEMY Home Halp Logout
My USMA Courses Community Services AMS Army Portal Blackboard Help
@ Week One Discussion Questions
[T Add New Thread
VIEW UNREAD MESSAGES. W) EXPAND ALL [ COLLAPSE ALL =)
. mamin T
Show Options — N
SHOW OPTIONS
Question ahout chapter One J&W Tue Mar 11 2003 12:34 pm New
| Slick Here for Archives |
Sort By: | Default =
oK J

7 a) The show options screen will appear. Options details are listed below:

e Select All - select all threads and messages in the forum

e Unselect - unselect the messages selected

Invert - unselect the threads and messages that have been selected and select the
threads and messages that have not been selected

Read - mark messages as read

Unread - mark messages as unread

Collect - view multiple threads or messages

Lock - lock a thread or message

Unlock - unlock a thread or message

Remove - remove a thread or message

Discussion Board Show Options Menu

v

UKREAD
Y

MG

SELECT ALL

CH

UNSELECT

Yl

INVERT

R

READ

[ X]

REMOWE

8

Lok

COLLECT UHLOCK
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8 ) To view the message, click on the subject listing.

@ UNITED STATES 4 © % LIEMA Home Page

MILITARY ACADEMY e

My LISMA Courses Community Lervices AMS Armny Fortal Blackboard Help

@ Week One Discussion Questions

[T3 Asd New Thread Click on question subject
o / to view message ik apedoet =
SHOW OPTIONS

v
QOuestion about chapter One Jeffrey. bMr Rohilick Tue Mar 11 2003 12:34 pm e

| Click Hare for Archves |
Sort By: | Default vi

oKk )
9) The message content is displayed. To reply, click on the reply button on the right side.

UNITED STATES h 0 .) LISKA Home Page
@ MILITARY ACADEMY s (4 Qe

My USMA Courses Community | Services ANS Army Portal Blackboard Help

COURSES » INTRODUCTION TO BLACKBOARD » CONTROL PANEL » DISCUSEION BOARDS » MESSADE VIEW

@ Message View

Current Forum: VWeek One Discussion Questions Read 2 times
Date: Tue bar 11 2003 1234 pm Message
Author: Jefirey, Mr Rohrick <_leffrey Rohrlick@hotmail com>
Subject: Duestion ahout chapter One
| don't understand the assignmeni. Can anyone explain it to me? Repl

eply to message | ———»
Current Thread Detail:

i h n Jefiray, Wir Rohilick Tue Mar 11 2003 12:34 pm
oK )
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