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Welcome to CU elLearning System

CU eLearning System is powered by Blackboard Learn. Itis a full-featured and widely adopted elLearning environment
around the world. Students can check course announcements, download course materials, submit assignments and

collaborate with team members in a group.

To learn more please visit our website at http://www.cuhk.edu.hk/eLearning

Browser & Java requirement

Ensure that you are using supported browser and Java version :

» Browser Support for April 2014
https://help.blackboard.com/en-us/Learn/9.1 2014 04/Instructor/015 Browser Support/014 Browser Support for April 2014

» Java Runtime Environment (JRE) is required, you can download from :

http://www.oracle.com/technetwork/java/javase/downloads/index.html



http://www.cuhk.edu.hk/eLearning
https://help.blackboard.com/en-us/Learn/9.1_2014_04/Instructor/015_Browser_Support/014_Browser_Support_for_April_2014
http://www.oracle.com/technetwork/java/javase/downloads/index.html
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Course Setup
Login (via MyCUHK)

B MyCUHK

Welcome

Login with CUHK _ /T 1Z %3

This will log you in via the CUHK Central
Authentication System

[Mastering the Basics] User Guide

Welcome to OnePass

-4

Login ID: | |
Password: | |
Bl

(CADS Reference Number: 246)

| MyPage | News and Events

Menu e

11515 Services

el earning

#» CU elearning Svstem
T e

» Other Tools

CUSIS and I"a"l';-rTE:a|t:h'|ng1H

Library | Webmail | Useful Links |

1) MyCUHK:
https://portal.cuhk.edu.hk

2) Login ID:
Staff ID / Student ID
(e.g. 12345 / 1100123456)
Password:
OnePass (CWEM)
password

3) CUSIS and My Teaching >
elLearning >
CU elearning System


https://portal.cuhk.edu.hk/
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Course Setup
Login (direct login)

[Mastering the Basics] User Guide

¥ cue@Learning System

elLearning Team, log in here:

If you have a CUHK OnePass account, log in here:

If you do not have a CUHK OnePass account and were given a username and password by ITSC

1) CU eLearning System:
http://elearn.cuhk.edu.hk

Other Login
Login ID: | |
Password: | |
CA : Bl

(CADS Reference Number: 246)

2) Login ID:
Staff ID / Student ID
(e.g. 123456 / 1100123456)
Password:
OnePass (CWEM) password

| If you were given a

| username and password
i by ITSC eLearning Team,
|

|

|

|


http://elearn.cuhk.edu.hk/
http://elearn.cuhk.edu.hk/
http://elearn.cuhk.edu.hk/
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Course Setup
Home
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@ CU @Learning System

Home Matifications Dashboard

Add Module

Tools e

Annauncements
Calendar

Tasks

My Grades
Personal Information

Goals

* My Announcements e

CU elLearning System
(Blackboard Learn) has
been successfully upgraded
to version 9.1 2014 April

2014-ITSC-PC0O300 :
Blackboard Learn Training -
Practice Course

* apr2014_announcement

¥ testing_apr2014_notificat
ion

My Courses o

Courses where you are: Instructor

" The materials are only for CUHK students’ reference and should not be used for m:her purpﬂses

)

41 (U]
4
Community Need Help? I

Personalize Page 11

A, JHands;on'support
° Consultation service
@ Ongoing assistance

1) My Courses lists all
courses you are teaching
or enrolled.

2) Tools is the area which
contains tools for
managing personal
information and
communicating with
other users.

3) My Announcements:
Displays announcements
for courses and from your
institution.
Announcements
communicate important,
time-sensitive information.

4) The new “Need Help?”
tab:
You can access
information on Course
Setup, FAQs, etc., which
is useful for your support.
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Course Setup

1) Click the Global

Select the Language Pack Navigation Menu at
l ﬂ e 21 o the top of the page.
ﬁ CU @Learning System @ S " ¥ iectrarmonal
" The materials are only for CUHK students' reference and should not be used for othe [ Settings e Information.
Change Text Size e b
Personal Information High Conirast Sefting 3) On the Personal
Personal Information Information page,
Edit Notification Seftings s select Change Personal
- Motifications Dashboard Settmgs'
Personal Information
L3 4) Select a User Language
Pack from the drop-
— down list.

Edit Personal Information

Edit your Personal Information. P

. » @ 5) Click Submit.
set who eanseeyourl—"er&ona?j‘nﬁ/ Chﬂnge Personal SEttlngS :

Personalize My Setti

Upload a persongdvatar and set

i Change Personal Settings

Change Personal Settings. From th

1. SelectLanguage Pack

Sefecrpersona.!’Langutﬁpack. This Language Pack will display w

e B User Language Pack English (Uited States) v
Select which fields of your personc System Defautt
e (o) |
ERT T (S 9
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Course Setup

1) Click the Global

Upload your Avatar |mage Navigation Menu at the
Eﬂ' p— ﬁl g top of the page.
@ CU @\ S RN Courses : 2) Click Settings and select
earnrng ystem €3 - Personal Information.
" The materials are only for CUHK students’ reference and should not be used for othe R Sl e
Sl change exsie »| " 3) onthe Personal
Personal Information PR High Contrast Setting Information page, select
S --:onaiinformation e Personalize My Settings.

Edit Mofification Settings P
Matifications Dashboard

4) On the Personalize My
Settings page, you can

: add or change your

personal avatar. Select

Use custom avatar image.

Avatar images should not

Personal Information

Edit Personal Information 1. Avatarimage

Ed.zryaurPErsonaE'InfDrma : i Select a personal avatar to display. Nofe: If your administrafor has enabled user | be larger than 150 pixels
set who can see yousPersonal Informaii avatar. i by 150 pixels.
Dizplay Options

i) Do not display avatar image
Personalize My Settings e @ Use custom avatarimah
Upload a personal avatar and set which _

5) Click Browse My
° Computer. Select the
avatar image file and
click Open.

Change Personal Settings
6) Click Submit.

Change Personal Settings. From this pags

Set Privacy Options

Select which fields of your personal infor

Recommended pixel size for an avatar is 150 by J.il:". |

Attach File Browese My Computer 10
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1) Edit Mode: When Edit Mode is ON,

CO U rse Setu p all the instructor functions

appear, such as Build Content on
The COUFSG Interface the action bar in a content area

or the appearance of contextual
menus. When Edit Mode is OFF,

e e e o you are viewing the page in
= kR

student view.
Edit Mode is: (SR
2) Change Course Theme: You can

m E change course themes using this
Course Information

function.

Course Information P

¥ [TSCO02 Testing *
| Build Content + Assessments w Tools Partner Content + 3) Student Preview: You can use it

to review the course content
and validate the course
behaviors.

Motifications

Announcements

Course Information £

4) Breadcrumbs: As items and links
are viewed in a content area,
use the breadcrumbs to

Course Content

It's time to add content...

ey Use functions above to add it. navigate to previous pages.
Groups Breadcrumbs trace the path to
Emai and from each item.
mail
5) Course menu: The access point
Tools for all course content. You
\ My Grades // decide which links are available

here.

COURSE MANAGEMENT

6) Control Panel: The central access

¥ Control Panel point for course management
» Content Collection > functions. You can manage the
course style, course tools, and
e users from this area. Student do

not see the Control Panel.
11
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Course Setup
Course to Course Navigation

E I

ITSCT
Notifig

Annou

Cours
Cours

Cours

Discue

EmailE

Groups

Discussion Board

Recently Visited

ITSCTESTO1S Test Site -

ITSCTESTOOZ Test Site -

ITSCTESTO14 Test Site -

ITSCTESTOOE Test Site -

ITSCTESTOO3 Test Site -

My Other Courses

ITSCTESTOO4 Test Site -

ITSCTESTOOS Test Site -
ITSCTESTOOY Test Site -

ITSCTESTO10 Test Site -
ITSCTESTO11 Test Site -

o

Discussion Board

Delete

[

]

Delete

Forum

Forum - Week 1

[Mastering the Basics] User Guide

If you are enrolled in or
teach more than one
course, you can access all
your courses using the
course-to-course
navigation feature.

1) Access the contextual
menu [ ]next to the
course title and select
another course.

For example, if you are
viewing the Announcements
page in one course and
select another course from
the contextual menu, you
are taken to that course’s
Announcements page.

12



%) cu @Leamning System [Mastering the Basics] User Guide

COU I'se Setu p 1) Point to the Add Menu

Manage Course Menu Links ltem above the
course menu.

o 2) Select Content Area.

~ ITSCTEST009Testsite ¢  3) Type a Name for the
new content area.

Motifications Select the Available to

Content Area

Add Content Area e

Module Page Announcements Users check.
2= Mame:
Blank Page ] ;
- Course Information — 4) Click Submit.
Taal Link Ayailable to Users Course Outline )
o i . 5) A link to the new
. - ourse Conten
L content area appears
Course Link Cancel | Submit on the bottom of the
. . course menu, and is an
Discussion Board .
Subheader empty container.
Divider Email
i Groups
Email
Groups
Tools &
e My Grades
Tools &
Course Information &3
My Grades

13
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Course Setup
Manage Course Menu Links

[Mastering the Basics] User Guide

 [TSCTESTOO09 Test Site
Matifications

Announcements

A

Course Qutline

Course Content

Discussion Board
Email

Groups

Tools &

My Grades

1 | Course Information g2

 |ITSCTESTO09 Test Site ﬁ
Matifications

Announcements

Course Information &3 L

Course Qutline

X

7~

Course Content

Rename Link

Hide Link
Discussion Board § Delete
Email
Groups
Tools &
My Grades

area links.

6) Use the drag-and-drop function to reorder content

e

7) Access a link's contextual menu |+

and select Rename

Link to change its title. Select Hlde Link/Show Link to
make it unavailable/available to students. If you Delete
the content area, all content items within it are also

permanently deleted.

14
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COU Ise Setu p 1) On the Control Panel,

Select Course Entry Point expand the
Customization section,

o ) » and select Teaching Style.
Customization * Teaching Style A
- 2) Under Select Course
I i entry Point, select the
ITSCTESTO0S Test Site L3 Teachlng Style page from the dr‘opdown
Style seffings condrol course appearance, mcluding course theme, course structure, menit sty list.

COURSE MAOMAGEMENT

3) Click Submit.

Control Panel
Contert Collection

Course Tools

2. Select Course Entry Point 1

Evaluation

Select the first areq users see when entering thgaourse from the drop-down
Grade Center ( \6

Entry Paint Matifications v
U=zers and Groups

¥ Customization gnnnungm_errts '
ourse Outline
Enrollment Options Course Content
Guestand Observer Access 3. Select Course Themd Discussion Board
Properties Ermail
Oick Setyn Guide ) Groups .
Teaching Style Select a visual theme tha) | My Grades j Is course.
—

Taol Availability
Color

Packages and Ltilties

|- pe—

IS s CraHpapTHEIR

Helg

s ] Lo e
- = TA2xI

15
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CO urse Setu p A customized tool for

Enroll Users enrolling CUHK users to
your course.

b PCOOS Practice Course iy CUHK User Management 1) On the Control Panel,
expand Course Tools,
COURSE MANAGEMENT o and select CUHK User
Management.
* Control Panel
} Content Collection Search | yserName [v] |Contains [=] Go 2) To add user :
~ Course Tools Click Enroll User to add
Announcements o Data Source: new user to the course.
-User(s) added to the course/organzation according to infarmation.
Blogs CUSIS: User(s) added to th | ti ding to CUSIS infi ti
CUHK User Management ] SYSTEM: User(s) added to the course/organization manually. 3) T i
Collaboration ) O. SR LEE
Contacts * User(s) added accordingly to CUSIS information cannot be removed. Update Available to Mo using 4 to stop the user(s) Click the checkbox to
from accessing the courselorganization. More Help
Course Calendar select the Users, and
Course Messages e click Remove Users
E:EEUSZ?DH Board Remove Users from Course from Course
¥
Journals A User Hame First Last Email Role Available Data
Rubrics - P SELE foon 4) To edit user’s role/
Self and Peer Assessment i ili .
Send Email [7]  studentDq & | studentd ITEC testi@cuhk.edu.hk Student  Yes SYSTEM a\{allablllty ’ . ,
s Click #* to edit users
asks . ey
Tests, Surveys, and Pools ] studentod  |studentoz  ITSC student02@dummy.cunkeduhk Student  Yes SYSTEM roles and availabilities .
Wikis
[7]  studentD3 # | studentn2 ITSC student02@dummy.cuhk.eduhk Student Yes SYSTEM
}  Evaluation
> [7]  studentD4 # |studentod ITSC student04@dummy.cuhk.eduhk Student Yes SYSTEM
Grade Center
}  Users and Groups [ studentDS & | studentos ITaC student0S@dummy.cuhkeduhk Student Yes SYSTEM
b Customization
[7]  studentDE # | student0& ITSC student0G@dummy.cuhk.eduhk Student Yes SYSTEM
}  Packages and Utilities
b Help [7]  studentD? # | student07 ITSC student07@dummy.cuhk.eduhk Student Yes SYSTEM

16
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Course Setup
Enroll Users (add user)
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Add Users

Users that have an existing account in the system can be enrolled to the course.

More Help

*indicates a required field.

1. Enroll Users

Enter up to 10 usernames. Separate multiple usemames with commas.

* Username 543210, 456739
(Student/Staff ID)

Role Student v

Teaching Assistant
Instructor 9

2. Submit

Click Submit to proceed. Click Cancel to quit.

If you need to enroll more than 10 users into the course, please submit your reguest via eleaming@cuhk_edu hk.
Repeated use of this function to enroll large number of users to the course will result in system performance degradation.

1) Enter usernames
(Student/Staff ID).
Separate multiple
usernames with commas.

2) Select a Role (Student,
Teaching Assistant or
Instructor) for the users.

3) Click Submit.

Email notification will be
sent out from the system to
instructor/TA whenever
instructor/TA is added or
removed from the course

17
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Course Setup

Make your course available to students

Customization

T

ITSCTESTO00S Test Site 3

COURSE MOANRGEMEMNT
Control Panel

Content Collection
Course Todls

Evaluation

Grade Center

U=zers and Groups

Customization

Enrollment Optians
izyest and Obsenver A

FPropertias

CIOToH Setlp woide
Teaching Style
Tool Awvailability

Packages and Ltilties

Help

Properties

|[>

i

Properties
Froperties condrol the functional setiings of the course, including name, quailahility, classifica

3. Set Availability

Malke this course auailable to users? e
Make Course Available ® Yasg

iy Mo

4. setCourse Duration

® Continuous e

O Select Dates
O Drays from the Date of Enroliment El

Cruration

e/

[Mastering the Basics] User Guide

To allow you time to set up
your course site, e.g.
update new course
schedule, the site is set to
unavailable to students
when newly created in the
system. You have to set the
course site to available
when it ready for students’
access.

Steps:
1) On the Control Panel,

expand Customization,
and select Properties.

2) Under Set Availability,
select Yes to make the
course available to
students.

3) Please choose
Continuous for Duration.

4) Click Submit.

18



%) cu @Leamning System [Mastering the Basics] User Guide

COU Ise Setu p 1) On the Control Panel,

Add Banner expand Customization,
and select Teaching Style.

LS
iCustomization © Teaching Style B 2) Ui Sellest Baiiiay
click Browse My
I ) Computer. Select an
©OITSCTESTO0Y Test Site 4 Teachlng Style Image to attach (In
Style settings control course appearance, ncluding course therne, course siructure, menu sty jpg/png format). And
COURSE MANAGEMENT course entry point, and banner image. More Help recommended size for
B arel banner is apprommately
480 by 80 pixels.
Cortent Callection
Course Toolks 6. Select Banner B 3) Click Submit.
Evaluation ) ) .
The banner appears at the top of the course's entry point page.
¥ Grade Center
Current Banner Image e
¥ Users and Groups
Customization New Banner Image Altach File '

Browse My Computer

Enrollment Options
zuest and Obsenver Access
Froperies

Quick Setup Guide 0

Teaching Shyle

Fool Awarilfabalime

7. Submit

Packsges and Liilties Click Submit to proceed. Click Cancel to quit. e

_J

e
|
|
|
|
|
|
|
|
|
1
|
|
|
|
|
|
]
|
|
|
|
|
|
|
|
|
|
]
|
|

19
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Course Setup
Add Banner

¥ cu@Learning System

& Notifications Edit Mode is: | ® OFF —
L CUHK elLearning Platform
¥ [ITSCTESTOOS Test Site ﬁ - fox g
l I - - E
Notfications 'R‘ ﬁ ?b Blackboard Preview Site
Announcements = i <
Courze Outline NDtlﬁCﬂtlﬂ“S
Course Content I
Fhr s e My Announcements My Calendar
Email No Course Announcements have been posfed in the No calendar events have been posted for the next 7
lnst 7 days. days.
Groups CLel s ays
more announcements. .. more calendar events. ..
My Grades
My Tasks To Do
COURSE MAMAGEMENT
v Control Panel it % Edit Notification Settings
¥ Content Collection No tasks due. : -
What's Past Due s .
¥ Course Tools
more tasks, .- ¥ All Hem= [U.

20
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Course Setup
Enter Student Preview

To enter student preview mode, click the Student Preview icon at the top-right corner of your course pages.

o | B Editmoceis: @D

When you enter student preview mode, the student preview bar appears at the top of every page.

Student Preview mode is ON Settings | Exit Preview

Student preview mode is active only in the courses where you enabled it. You are still an instructor in the rest of Blackboard Learn.
However, the same preview user account will be used when you enter student preview mode in more than one course.

When you enter student preview [] Usemame First Name Last Name Email Role
mode and are logged in to your
course with the preview user [] studentl1 demo student(1 Student
account, your preview user appears
in the course roster and is visble to all | = "% o o AR
students enrolled in the course. Users T student03 i student03 Swdent
can easily identify it as your preview
user account by the way it is named: [] student0d demo student04 Student
its last name is your last name
appended with “_PrevieWUser" and [] student05 demo student(5 Student
Its username Is your username [] teacherD2 Teacher()2 testing Instructor
appended with “_previewuser”.

[] | teacherD2_previewuser TeacherD2 testing_Previewlser Student

21
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Course Setup
Exit Student Preview
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When you click the Exit Preview icon = ExitPreview = , you are prompted to keep or delete the preview user and all its

associated data.

Keep the Preview User and Data:

* If you keep the data, the preview user account will
appear in the course roster, Grade Center, and
any place where you did something as that user.

» If you keep your preview user account and run
reports or gather statistics from your course, your
numbers will be skewed by one (or more if there
are multiple instructors using student preview). Also,
it can potentially confuse your students who may
try to interact with your preview student when you
are not in student preview mode to monitor the
interaction.

Delete the Preview User and Data:

» All activity conducted or created as the preview
user is removed from the course permanently. This
includes test attempts, assignment submissions,
grades, discussion posts, etc. Also deleted is any
interaction an enrolled student has with the
preview user, such as replies to a preview user’s
discussion posts.

Exit Student Preview

You are leaving student preview. Using student preview created a preview
user in your course with all of your activity as that user. This user and the
related data may impact the course experience for you and your students.
What would you like to do?

s Delete the preview user and all data (Recommended)
Ifyou are finished previewing the course as a student, delete the
data and remove the preview user from your course.

Keep the preview user and all data

Ifyou are temporarily leaving the student preview to complete your
task in your real account, keep the preview user and data. You can
delete the user and data by returning to student preview and
changing these settings.

Remember this choice and do not ask me again
This ean be changed in Student Preview Settings, located in the

Student Preview control bar.
Cancel Continue

22
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Mastering the Basics

B) Content Delivery

23



%) cu @Leamning System [Mastering the Basics] User Guide

Course Content
Create a Content Folder

1) Access a content area.

2) Point to Build Content.
Select Content Folder.

+ [TSCTESTO09 Test Site * Build Content Assessments Tools w Publisher Content
Maotifications
Create New Page
Announcements e
[tem Content Folder
File Module Page
Course CQutline &
e : Blank Page
Course Caontent Audio
hage Mashups
Discussion Board e Flickr Photo
: Web Link SlideShare Presentation
Email
: YouTube Video
Groups Learning Module
Lessaon Plan
Syllabus
Tools &
Course Link
My Grades

Content Package (SCORM)

24



%) cu @Leamning System [Mastering the Basics] User Guide

COU I'se COnte nt 3) On the Create Content

Create a Content Folder Folder page, type a
Name for the folder.

1. Content Folder Information
e 4) Select Yes to Track
s MName Fropic | Number of Views if you
- would like to view Usage
Calsr ol ime B oo Statistics of this folder
later.
Text lick Sub
5) Click Submit.
T T T aial [« 30200 []T-i=-=-%- =IER - )
Path: p Wards:0 y
2. Standard Options
Permit Usersto View @ Yes & Mo
this Content ) i e
Track Mumber of Views @ Yes @ No
SelectDate and Time  [7] Display After ' ' =]
Restrictions P - : i :
Enter dates as mm,/'dd,yyyy. Time may be entered in any increment.
[C] Display Until | 5=
Enter dates as mm,/dd/ yyyy. Time may be enfered in any increment.
3. Submit
Click Submit to proceed. Click Cancel to quit. e

25
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Course Content

Create an Item

Build Content ~

Create e

[tem

File

Audio
Image
Video
Web Link

Learning Module
Lesson Plan
Syllabus

Course Link

Cantent Package (SCORM)

¢

v Indicates a required field.

Content Information

# Name e

Color of Nams . Black

Text

T T T T Paragrap ¥  Arial ¥ iftdph ¥ Ee = T - #
¥ 0 OQ E=EE=EE = T T g — ==
B @ EE S v - T % ©@0 4 B

. Attachments

[Mastering the Basics] User Guide

=== E

il &L
" .
HTHL [55
Words: D .

Ifyou selecta file you do notwant, click Do Not Attach to remove the attachment from the content iterm. The file

itself is not deleted.

Attach File

Browse My Computer

Browse Content Collection

Standard Options

Permit Users to View this @ “Yes Ma
Caontent
Track Mumbser of Views @ Yes

Select Date and Time
Restrictions

Cizplay After

@

Enter dates a= mm/dd/yyyy. Time may be entered in any increment.

Display Lintil

Enter dates as mm/dd/ yyyy. Time may be entered in any increment.

1) Access a content area.
Point to Build Content to
access the drop-down list.
Select Item.

2) On the Create Item page,
type a Name for the item.

3) Attach files from Browse
My Computer or Browse
Content Collection.

4) Select Yes to Track
Number of Views if you
would like to view Usage
Statistics of this item later.

5) For Select Date and Time
Restrictions, you can set
items to display on a
specific date and time
and to stop displaying on
a specific date and time.

6) Click Submit.

26
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Course Content

1) In the Control Panel,

Content Collection expand the Content
Collection section, select
the course.

s T ACEMENT 2) Select Upload Files under

w Control Panel Upload v Create Folder the Upload menu.

*  Content Collection e Upload Files e

TSCTESTO0S | Ll Fanis By | | Move | | Dekete Refrash

Al Courses Lonten _ ~

http://elearning.itsc.cuhk.e
du.hk/blog/?p=655.

File Typ= Mams Edit=d Size Permissions
All Organizations Content
Institution Content assessment&oollsboration_2013_v3 ppbe Jun 17, 2014 24745 P 303 MB
[y e
Go B Koala.jpg Jun 17, 2014 3:55:01 P 7826 KB
e [
Bagic Search B SAMPLE_PICA jpg Jul 11, 2014 4:47:54 P 858 KB
Advanced Search o -
= Syllsbus. doc Jul 11, 2014 4:47:00 PM 45 KB M|
P Course Tools
= Testing Doc.doc Jun 17, 2014 3:46:2T P 126 KB M| r S s T T - = ===~ =
F  Evaluation I Tips: . .
Download Package Copy Move | | Delete Refresh 1 YOou can dISplay a dlrectory
| .
b Grade Center . of files for students to
Displaying 1 to 5 of 3 items Show All || Edit Paging...
b Users and Groups ’ - ek . download.
. e i First, you have to upload
. | files to a folder in course
b Packages and Utilities : Content Collection area.
1 For details:
P Help I
|
1
|

27
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Content Collection
Content Collection

Upload Multiple Files and Folders

After adding files to the list, click Submit to upload the files. If an uplead fails, click Undo oo
remove all upleaded files and return to the parentfolder. Uploading multple files and felders
reguires the Jara plugin, version 1.5 or later, If the plugin is not available, use the Single File

opticn to add files one ata time.

Browse

» lecture notes

Organize « (W] Open = B Name Size

[Mastering the Basics] User Guide

3) Select Multiple Files at
the top of the page.

Multipia Fliss

4) Locate the files from your
computer, select the files
and drag them into the
upload box on the
Upload Multiple Files and

Folders page.

Or, you can click Browse
and open the folder on

fismaxe b your computer
containing the files and
folders to upload.
Remove

Eﬂ lectnotes2. docx

5) Click Submit.

-
i Mame Bh To begin uploading, drag and drop files and folders here.
< F ° 58] [% Cr, you may click Browse.
o ] |ectnotes].docx

list, press the SHIFT key and
click the first and last items.

La

B

IE ] 3 items selected

m = b

MCEd

Submit

|
|
|
|
: To select files and folders
i out of sequence, press
|
|
|
|
|
|
|

the CTRL key and click each
item needed. For Macs,
press the COMMAND key
instead of the CTRL key.
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CO urse CO nte nt 1) Access a content area.

Create a Web Link e Under Build Content
choose Web Link.

Build Content ~ - Indicater 2 required fisld. Cancel [m
2) Enter the Name and
) ) URL (includes http://)
Creale 1. Web Link Information e in the Web Link
ltem % Name | | Information input box.
File SLRL I | _
For exanepie, Bip: e ney sohooledu 3) Select Yes to Open n
: New Window.
Audio
Image ; ;
2. Description 4) Click Submit.
Video o
Text
Web Link =
T T T F FParagrapl |[w| frial w zfzpt) M iEclEr T~ #2230 &
Learning Module éf. D aa S===E= 1L i el L
Q@ EE S cmps - T « @@L B e £

Lesson Plan -
Syllabus Path: p Wiords:0
Course Link

Caontent Package (SCORM) = T .
. achments

IFuou select a file you do not want, click Do Not Attachk to remove the attachment from the content item. The file
ftrelfizs not deleted.

Attsch Filz Browss My Computer Browse Content Collection

4. web Link Options e

Open in Mew Window @ ez O Mo
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Build Conmtent ~

Assessments - Tools ~ Pu

Course Content

1)
Cl'eate MaShUpS Create MNewr: Fage
ftem Content Faolder
File hodule Fage
0 Blank Page
Aucdio
Image Mashups
RUEEE Flickr Photo
Wiieh Link SlideShare Prezentation 2)

YouTube Yideo

Learning kodule

Search Results

You [T
@

Search Speak German All of the words Language | Any Language

El ElGU

3)

Page 1 of 100000 > |

Displaying 1 to 10 of 1000000 items Sortby | Relevance El Uploaded | Anytime 4)

[»] Go

Learn German - German in Three Minutes - Do You Speak English?

Duration: (4:16)

User: germanpod101 Added: 9/14/12

YouTube Rating: £.834025 of 5 stars - 241 Votes View Count: 82187
YouTube URL: hitp:/fwoww . youtube. comiwatchPw=fnFBE31 Ugkl

hitpifwww. GermanPod101.comivideo Learn useful German phrases with our German in Three
Minutes series! In Germany, manners are important, and this step-by-st...

Preview
Select

[Mastering the Basics] User Guide

Access a content area.
point to Build Content to
access the drop-down list.
Select one of the
available mashups, Flickr
Photo, SlideShare
Presentation, or YouTube
Video.

Select a type from the
Search drop-down list,
type Keywords, and
select how the keywords
should be used in the
search. Click More
Options to further narrow
your search.

Click Select for an item.
You have the option to
Preview it before
selecting it.

Click Submit.
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Course Content
Edit Content

“ ITSCTESTHS Test Site ﬁ
Matifications

Announcements

Course Outline

Course Content o

Lect. Motes =

Enabled: 5 a
attached Fildg] E91

[Mastering the Basics] User Guide

) JENAC)]

/ ‘ Adaptive Release

—

o Mame

Colar of Mame

2. Attachments

e dtselfis not deleted,
Attach File

Attached files

File Hame

B
PeterChan_paper pdf

1. content Information e

B Black

Browse My Computer

Link Title File Action

PeterEhan_paper.p-:I

Browse Content Collection

Create a link to thiz F
file Add alignment to content FemonEl

tem's Alignments

4

Ifyou select a file you do not want, click Do Not Altach to remove the altachiment from the content iferm, The

fark for

1) Access the course area.

2) Click an item’'s action link
to access its contextual
menu| |, select Edit.

3) On the Edit page, make
changes to the name,
description, file
attachments, options, or
settings.

4) Click Submit.
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Course Content

Copy or Move Content

[Mastering the Basics] User Guide

1) Access a course area.

2) For the course area you
want to copy or move,
click its action link to
access the contextual
menu|

3) Select Copy or Move.

4) On the Copy/Move page,
select the Destination
Course from the drop-
down list.

5) Click Browse to select
the Destination Folder.

I @—e
n= Lect. Notes ©
+ = e = G Tl Enabled: =tatis Eui
Attached Files: T3 HE)
} Adaptive Releaze
= ITSCTESTO0D Test Site L bt
Adaptive Releaze: Advanced
Motifications
o o Test1 Set Review Status(Disabled)
Announcernents —
Metadata
Statistics Tracking (ORADT)
Caurse Outline % Mid-term pz “iew Statistics Report
Course Content o ) Ploase submit e Froaress
Copy e
Move
Cancel

Matme

2. Destination
Destination Courze

Destination Folder

1. content Information

Lect. Mates

ITSCTESTOOS Test Site

v

[ Browse...

6) Click Submit.
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StUdent Perform ance 1) Access a course area.

View Statistics Reports Click the action link for
the item to access the
contextual menu |

N Lect Notes @ Select Vle.W _Sta_tlstlcs
Report. This link is not
Enabled: Sta = displayed if Statistics
Aftached Files 973 KB) Tracking is not enabled
Adaptive Release for the content item.
Adaptive Release: Advanced . . . -
. 2) Click the action link|"
% ASSIEIHITIEM Set Review Status(Disabled) for Content Usage
Statistics and select Run.
IMetadata o
Statistics Tracking (Cn/Off) -
NEE S Test1 Yiew Statistics Report
o ser Progress
Copy
Maove
Celete

Content Usage Statistics "=

This report displays '| l including user activity far the date, the day of the
week, and the hour Run
> Last Run: Scheﬂaﬁa=]. e
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Student Performance 3) On the Run Reports page,

View Statistics Reports Select a Start Date and
Select an End Date.

2. Report Specifications 4) Click Submit

All report fypes will open in a new browser window upon Submif. Then click Download

Select Format Por V] Report to view the results.

Charis will nof display in Excel formaf. Run reporis in HTML or PDF formaf if charfs are

e required.

(" 3 Select a Start Date h

Enter dates as mm,/dd/yyyy

<= Select an End Date

\ Enfer dafes as mm,;"ddf"yyyy)

Select Users \ 01, Student [studentd ~ |
02, Student {studentd2) =
03, Student (studentd3) - o
Successful Run: Content Usage Statistics

Save to Content Collection
Save this report to the Confent Collection.

Download Report e

Save the file confaining the report data to a local system.

Run a new Report
PRun the report again using different report criteria.
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Course Content
Add Adaptive Release Criteria

1) Access a content area
on the course menu.
Select Adaptive
Release from the
contextual menu |
for an item.

Build Content ~ Assessments Tools « Publisher Content

¢
Lect. Notes
Enabled: Sta =
Attached Files| — 0 KB)
Adaptive Release
Adaptive Release: Advanced
ok = kS
oo Test1 i i
E ______________________ Set Review Status(Disabled)

Metadata

Statistics Tracking (On/Off)

Mid-term pa: (VPN SeRgNE: Sior:
; Ilser Progress
Flease submit

Copy

Maove

- Delete |r-
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Course Content
Add Adaptive Release Criteria

1.

Date

Setting a Dafe criterion for this ifem will restrict the dafes and times of the visibility of this itern.

Choose Date D Dizplay Aﬂerl | | i @
Enter dates as mm/dd,/yyyy. Time may be enfered in any increment.
Clospeyunti (@[ ||®

Enter dates as mm/dd/yyyy. Time may be enfered in any increment.

Membership

This confent item is visible to all users until @ Membership criferion is created. Users must be specified in the
Username list or must be in a selected Group.

Heenaae | || Browse...
Enter one or more Username values or click Browse to Search. Separafe mulfiple
Uszername vahies with commas.
3. Grade

This content item is visible to all users until @ Grade criferion is created. Possible points for a Grade Center

grade or calculated column are lisfed in brackets beside the column name. The score enfered must be numeric.

Select a Grade Center ! Mone EI
column
Select Condition i@ User has at least one attempt for this tem

An affermnpt is recorded in the Grade Cenfer when the user submits a Tesf, Survey, or
Assignment, or when a grade is enfered or edifed.

™ Score =) Percent l Less than or egual to EI |_ [
{7 Score & Percent Between i [and | i

[Mastering the Basics] User Guide

2) On the Adaptive
Release page,
complete one or more
sections of the
Adaptive Release
page — date,
membership, grade,
and so on.

3) Click Submit.
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Course Content
Add Adaptive Release Criteria

Criteria Description

Display content based on a date or time. Options include:
* After a specific date
* Until a specific date
* Within a time frame

Date and Time

Username Display content to one or more users.
Course Groups Display content to members of one or more groups in a course.
Grade Center Column Display content item to users based a grade or a calculated column.

Display content based on a recorded attempt by the user, instead of a

Grade Center: Item with at least one attempt .
required score.

Display content based on a required score. Options include:
* Less than or equal to

* Greater than or equal to

* Equal to

Grade Center: Item with a specific score

Grade Center: Item with a score between X and Y Display content based on a range of scores.

Display content to the user only after an associated item has been

Review Status an item .
marked as Reviewed.
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Course Content
User Progress

- The visibility and review status of content items for a specific user are displayed in the table below. e
:
E T 4 )
Lect. Notef Last Mame First Mame Username Course Role Visibility
Enabled: Statis :
Attached Flios: TN Instructar &
stciticiiciease student0 student0 studento’ Student @
Adaptive Release: Advanced
.:-— Test 1 Set Review Status(Disabled) student02 student02 student02 Student &
Metacdats student03 student03 student03 Student &
Stelies iz ciEn i student0d4 studentD4 student0d4 Student &
‘E‘ Mid-term pz . Yievw Statistics Hg
f@” ....................................... studentos studentos studentos Student &
57 ! Lzer Progress
@ Flease submit
Copy student0B student0B student06 Student =
etz student0? student0? student0? Student &
\, J

& Visible: This item is visible to that user.

;’?}-’ Invisible: This item is not visible to that user.
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Mastering the Basics

C) Assignments & Grade Center
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Assignments & Grade Center R —

Create Assignment where you want to
create the assignment.

9 2) Point to Assessments to
= | - access the drop-down list.
+ E =M B ¢ N Build Content Assessments w Tools ~ Publisher Content P
) 3) Select Assignment.
w ITSCTESTOO0S Test Site ﬁ
Folder empty Test
Motifications e e
Announcements Assignment
Self and Peer Azsessment
Caurse Outline o Mobile Compatible Test
Course Content SafeAssignment
McGraw-Hill Assignment

Discussion Board
Email

Groups

Tools &1

Iy Grades
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Assignments & Grade Center

Create Assignment

[Mastering the Basics] User Guide

ASSIGNMENT INFORMATION

ﬁName and Color Assignment
Instructions e

B Black

T T T Aral ~ 3(12pt) v T iE s iE . 5

L ]
[ & ]
«

Words y

ASSIGNMENT FILES

Attach File Browse My Computer Browse Course
DUE DATES
Due Date A ' : ..;_;i]

4) On the Create

5)

Assignment page, type a
Name. And enter
Instructions that may be
necessary to complete
the assignment.

Optionally, select a Due
Date.
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Assignments & Grade Center

. 6) Enter Points Possible.
Create Assignment

7) Select individual or group
GRADING submission.

e 8) Allow single, multiple, or
5* Points Possibls  1g unlimited attempts. If you
select more than one
Associated Rubrics P attempt, you can also
decide which attempt to
Hame Type Date Last Edited Show Rubric to Students use in the Grade Center.

Submission Details

Assignment Type @ Individual Submission e

7 Group Submission

Mumber of Attempts  Unlimited Attempts e

Score attempts using Last Graded Attempt -

Grading Options
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Assignments & Grade Center

Create Assignment

[Mastering the Basics] User Guide

Display of Grades

Display grade as Primary
Score -~ and

[¥] Include in Grade Center grading calculations

[¥] Show to students in My Grades @

AVAILABILITY

Make the Assignment Available

Limit Awailability [] Display After
[] Display Until

[] Track Mumber of Views

Secondary
Mone

[7] Show Statistics (average and median) for this item to Students in My Grades

-

9) Choose how grades will

appear in the Grade
Center and to students in
My Grades. Only your
Primary selection
appears to students.

1 If you would like to learn

, more about setting Text /
| Letter as Primary display

I grade, please see

| Mastering the Grade

: Center (Grading Schema).

10)You can choose not to

show the grade and
statistical information to
students in My Grades.

11)Use the Display After and

Display Until date and
time fields to define the
availability of the
assignment. Select both
the Display After and
Display Until check boxes
to enable the date and
time selections.

12)Click Submit.
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Assignments & Grade Center
Grade Center Overview

Q1. How to Access Submitted Assignments?
e Grade Center

Q2. Where can | give students grades?
e Grade Center

Q3. Why should | record the grades in Grade Center?
« Students will see results (of each gradable item) in the My Grades page.

Q4. How to exempt grade for sit-in students?
e Grade Center
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Assignments & Grade Center
Grade Center Overview

Inline Assignment Grading Recorded in
(Online grading) Grade Center

f

Input grades in

\ l Grade Center \
Recorded in

Assignment File Download

Online submission Grade Center
in CU eLearning System Input grades
In Excel which is
exported from Grade Center

7\
( ) Input grades in
, Grade Center \
Create Recorded in
Grade Column Grade Center
L8
4 Input grades
In Excel which is
exported from Grade Center

Assignment submission
(hard-copy)
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Assignments & Grade Center

Grading Assignments

[Mastering the Basics] User Guide

1) Access Assignments
under Full Grade Center.

2) Access the Attempt from

4| v = w A

COURSE MANAGEMENT
Control Panel

Content Collection

Course Tools

Evaluation

Grade Center

Meeds Grading e
Full Grade Center

Agzsignments

the contextual menu for
the assignment listed in
the Grade Center.

View Grade Details

Exempt Grade

()

Attermnpt 71514 @

b A i SR

Tests

sers and Groups
Customization
Packages and Utilities

Help
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Assignments & Grade Center 9) Fiom Gl e

Grading Assignments toolbar you can zoom
the document in or out,

open the annotation
tools menu to comment
Qll|lall B3| 6B 9 10f2 7 e Powersdny GRADE directly in the document,
' L i download the document
and move from page to

Attempt
7/15/14 2:41 PM ° Mo page.
(Source oo from Wik seda

Lesson 1-Introduetion 4) Grade the submission
S T P ——— FEEDBACE - SHOWN TO LEARNER. from the inline grading

S T e e sidebar. You can view
the assignment detalils,

the grading rubric and

S each attempt here. Enter

oty e o 4 e 2 e e g S the grade.

e ec g o poEpia Amcng L1 oRtrE oxnoem EhEE Seen e conl e g po e

Assignment Instructions Assignment Details ~

1.4 Th= follow ing branches are he maln areas of study :

Wit e 1 e gy o e e Deing 0 e . Tres ol e che

Iy Tonn A= B2 Fe miE ST oD Setve e ot e, a0 o Efoeien
Stteca o rmem b SES gy RS s e R e e S e *;:, = A @-}
Frush pu o e anrsamsa Tha man Srenche sl e SEE e mae-ainsy, ne e
SR TS Em S ECE e o SInoETRthe MR e o e hice Beught comoermsn =f
I N SR | T i T e e S e D mns e pash ndthe saeis @ Add Notes NOteS:

m krmen. Bcn oo ws mrps s wih b e mer iy T e ey g e e Inline Assignment Grad|ng iS

‘sawrch fior cefnition s of vrtue

ointezal phalod oty @ the s el grem st and the relmionshp o i vdue i ane C-EI'II:&I Sﬂ'l"ﬂ' Drﬂﬂ m a-.VaIIabIe Only Wlth Smeltted
- files, not for content created

v P ~ using the text editor.

Lot DR R LR L o

Lz iwthe ptue el vl e egumaent eme. Sagnang n e e Sh S UB:‘.IIS S Il:l-:\:

comrmun it bz e Tae. | ind oea g uanione miou [utcs, e G0 | I propary, mnd the

T T T L T e T e _ ) Supported document types
ey U e aTeg s hen bas Broes Sy menn e el S Femal apmissiclagE) U Shm F‘LE1 1 Eﬂ_dcc i
e that can be converted are

e e et o e @ e s et e (PRI, DOL),
s reEn g w et bo anch of ghisezghy et oogniis poence POWerPoint (PPT’ PPTX), EXCeI
oty o leTgeg I g Uy ris e reiure, Sngine, ane L g ln pu g (XLS’ XLSX)’ and PDF (PDF).

lcacgty ot raimes i w wnch & phseschy BE ar s ez s reig
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Assignments & Grade Center
Grading Assignments

Button

[J comment

L

|.-g Point Comment

n Area Comment

Lo Text Comment
Draw
Highlight

aA Text

x8e Strikeout

Zoom out / in. Make the content of the file appear smaller / larger.

Expand the list of annotation tools

Description

[Mastering the Basics] User Guide

Download a copy of the file. If annotations have been made, you have the option to download a copy in
the original format or download a PDF version that includes the annotations. This button is also available to

students when they review their submission.

View all annotations.

Add a comment to a specific point in the document.

Add a comment to a selected area in the document.

Add a comment to selected text in the document.

Draw in the document using a pencil tool.
Highlight selected text in the document.
Add text to the document.

Strike out text in the document.

Move forward / back a page. This button is also available to students when they review their submission.
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Assignments & Grade Center o o
) Click #* to download a
Grading Assignments copy of the submission.

6) Input the feedback, or,
Attach & afeedback

GRADE document for students.
Last Graded Attempt -

Aszsignment Instructions Asszignment Details ~

Q&P @ 10f2 |/

B~ 7 4w « [JAO P 7) Input the Grade. The
[ ?.-'15?1Tgii P a 810 grade must be numeric.

Lasson 1- introd uction

8) Click Submit to save the
rCacEsy izt r_l.:..'-.":mn m*m:m:_p-.t.gim::m:rm:mnru: ; . ;
e et ™ @nmm - SHOWN TO LEARNER \ grade.
SN T TS MR SRS e ars =a el weps e The wmes  mim pepy
ameaimamithe Gresk picoogc (pYicess Al which sl iy mesms Tove of wsdom' G

1.1 The following branches ar ihe maln amas of sfudy:

L ] n"h-uu:.' = the maurec’ being anc the worl 2. Trectcnel oran chax
e o ETCiog oS

e emcdagy @ cEnaem e wET T TR kend acge, e whather
oz e e pors . Smmeg En oerirml conoEa e s bewn e cbe g oo oed

Ey ToazicEmEn ha Mooy beteean b, D mne oo

o, o "morl philcesph ™, 3 conosmed with puastion 307 how peocrmcught oect o

' wer ' Character cownt: O
¥ s ARSI I ECE B rARTES e T T S R = TSI e RS, mErTE W T A @;‘ T T ) /_.5

atcE, I ol ec st ai-athics conoem the mitune o alicll thought compermRne

VEr o ehice Iy whether there sre st aciie stfecel indhs. enchow such ruhaosuls

o . RARCE (W BT EEETC e T e | ce o ey, P e g e s e

File Hame

samch for cefiniliom of b
' e L L L T nr LT e e )
o e b alate. Eirch mgusstions st kSIS, w! e k_] SAMPLE1100 - Feedback.doc Do not attach /

G S e U e,
e wtcd SRED wER DEBLY. B 80T TR -ETEITE | R T DECED R mnE
TR RS T S T
; E Add Motes
Lioge: @ e phusty o va i argu et loomee. (Zag ming i ha ieie Tth Add =}

cEniury, e T e T BE Crege Soed o m bl ekt of iggic, e

e yihe subec o Iggic e tac e dhvision 2 mathematcal iogc (bnmal ymeic gic]
R R R S s e Cancel  Save Draft m
. sy SF e SR B S e o e e e e i i e ey

e s By a1 rese e e hare he e

SRR g e iy e e S e s o e iy B S s s —
"RlcacEty of MogaEge @inpuy s the ety ognz. e uEpe | Enguage
Ty of relgce in @ branch o phil ceeghy et m sk u e o s Ereiigien SUBMISSION —
[ sSAMPLE1100.doc e *
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Assignments & Grade Center

1) Access Full Grade Center.
View Grade Details
2) Access the Grade Details
page from the
contextual menu for the
P g — assignment listed in the

Grade Center.

COURSE MANAGEMENT

* Control Panel
b Content Collection '\:;' 5 e|
L Yiew Grade Details
b Evaluation
Exempt Grade
* Grade Center g
Needs Grading o e AttemptEiHE,HE,l\:;J

Eull Grads Captar

Asszignments

Tesis

Uszsers and Groups

Customization

Packages and [UHtilities

i AR, SRR, R, 2

Help
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[Mastering the Basics] User Guide

Assignments & Grade Center

View Grade Details

|lzer Student 03 {student03)

Current Grade: 8.00 out of 10 points

Column Mid Term Paper (Assignment)

Exempt

Grade based on Last Graded Attempt

Due: Jul 20, 2014

Calculated Grade s.cce

View Attempts
Attempts Manual Owverride Column Details Grade History
Delete | Last Atternpt ¥ | Go
Date Hate ., Feedback Grading .
. Submitted Value ) ) ) Actions
Created A to Use Hotes
[or Saved) 9
Jul 15, Jul 15, 2014
2014 32715 PM -
33712 (Needs B2 Grade Attempt Clear Attempt lgnore Attempt Edit Grade
P Grading}
c, 1
i Juits, 2018 ;‘fe” |
Satie 4116 PN .00 one: Grade Attempt = Clear Attempt | Ignore Attempt = Edit Grade
- (Completed) e
This user has submitted the maximum number of attempts
allowed for this assignment. You may allow this student to Allowy
submit an additional attempt. Alternativehy, you can mark Additional
an existing attempt as lgnored (Ignored Attempts are not Attempt
counted against the maximum numbser of attempts).
lcon Legend

«—Return to Grade Center

3) On the Attempts tab, you
can view each attempt's
submission date,
feedback, and grading
notes. Use View Attempts
to successively view
each attempt in detalil.

4) For each attempt, you
can Grade Attempt,
Clear Attempt to remove
it, or Ignore Attempt to
keep it but omit the score
from Grade Center
calculations and not
count it toward the
number of allowed
attempts. Assignment
attempts also have an
Edit Grade function.

5) If a student submits the
maximum number of
attempts, the Allow
Additional Attempt
function appears so that
you can permit another
submission.
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Assignments & Grade Center

Assignment File Download

4| w»w - 4

COURSE MANAGEMENT
Control Panel

Content Collection

Courze Tools

Ewvaluation

Grade Center

Meeds Grading e
Full Grade Center

As==ignments

WL W T

==

sers and Groups
Customization
Packages and Utilities

Help

Final paper

[Mastering the Basics] User Guide

1) Inthe Grade Center,
locate the column for the
assignment you want to

download.

Quick Column Infarmation

Grade Attempts

Grade with User Mames e

Hidden

2) Access the assignment
column's contextual
menu | | and select
Assignment File
Download.

Assignment File Download

m—

Assignment File Cleanup

View Grade History

Edit Column Information
Column Statistics

Set as External Grade
Hide from Students {on/off)

Clear Attempts for All Users

Sort Ascending
Sort Descending

Hide from Instructor View
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Assignments & Grade Center
Assignment File Download

1. Select Users

5
studentD1, studentdi
studentlZ, studentlZ
studentl?, studentd3
studentls, studentds
studentS, stsdentdb

studentlT, studentdT
studentlE, studentd
studentld, studentdD
student10, studantid

2. selectFiles

Ciate

Thursday, March 21, 2013 11:20:26 AM C5T
Thursdsy, March 21, 2013 11:15:1% AM C5T
Mondany, May 20, 2013 10:31:45 AM C5T
Monday, Juby ZZ, 2013 4.56:10 PM C5T

Monday, Juby 29, 2013 11:17:14 AM C5T
Thursday, Awsgust 15, 2013 12:25:33 FM C5T

Monday, Awgust 15, 2013 6:43.00 PM C5T

Mondsy, June 3, 2013 12:25:23 PM C5T

[ Select files to download

# Last attempt file
All sttempt files

3. Submit

Click Submit to proceed, Click Cancel to quit.

[Mastering the Basics] User Guide

3) Click Show All to see all
submitted assignment.

4) Select the check box in
the header bar to
choose all available
submissions.

5) Select files to download.

Click Submit. On the next
Download Assignment
page, click the
Download assignments
now link. In the pop-up
window, select Save File
and click OK. Browse to
the location where you
want to download the
file and click Save.

Mesds Grading 6)

Show All | Edit Paging...

Cancel

= .
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Assighments & Grade Center 1) In Full Grade Center,

Download Grades point to Work Offline and
select Download.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be enfered on the Grade Details page, accessed
by selecting the fable cell for the grade. When screen reader mode is off, grades can be fyped directly info the cells on
the Grade Cenfer page. To enter a grade: click the cell, type the grade value, and press the Enfer key fo submif. Use

Create Column Create Calculated Column - Manage - Reports - Filter Work Offline -~

| Lipload 1
Move To Top || Email Sort Columns BY: | | ayout Po s'rtiu[i Download
Grade Information Bar Last Saved:April 16, 2013 4:08 PM
]
] BB2 Student001 student001 April 12, 2013 Available
|:| BBZ Student002 student002 April 12, 213 Available
|:| BBZ Studentd03 student003 April 25, 2013 Available
] BB2 Student004 student004 April 12, 2013 Avvailable
[C] BB2 Student0S studentd05 Available
[C] BB2 Student006 student008 Available
[C] BB2 Student007 student007 Available
[C] BB2 Student00s studentd08 Available
] BB2 Student00s student(05 June 3, 2013 Available
|:| BBZ Student010 student010 April 25, 213 Available
Srleded o 0 R — T
Move To Top Email Icon Legend
Edit Rows Displayed 54
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Assignments & Grade Center

2) Select the data to

Download Grades download.
1. Data 3) Select the file delimiter,
' Comma or Tab. Click
Select Data to Download fe) Full Grade Center e Submit.
Selected Column | Weighted Total v | [ Include Comments for this Column

4) On the next Download
User Information Only Grades page, click
Download and save the
file. Do not change the
file name while saving
2. Options because the Grade
Center needs the

Choose either the tab delimited (XLS) or comma delimited (.CSV) delimiter type to open the file directly in Microsoft Excel. information it contains to

Oolont memase g dolimaatod fam fimamagdisn g 40 fhisd 1 riy apph'.fa[’;'gns that do ng[’gupporffxeeﬁ'_

- deliver it to the
Delimiter Type Comma (e Tab e .
approprlate column
Include Hidden Information Yes @ No when up|oading_

Hidden information includes columns and users that have been hidden from view.

Download Grades

The data has been saved to a file. To download the file and work off line click Download to Open the file.

DOWWNLOAD o
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Assighments & Grade Center 1) In Full Grade Center,

Upload Grades point to Work Offline and
: select Upload.

Grade Center : Full Grade Center

When screen reader mode is on the table is static, and grades may be enfered on the Grade Details page, accessed
by selecting the fable cell for the grade. When screen reader mode is off, grades can be fyped directly info the cells on
the Grade Cenfer page. To enter a grade: click the cell, type the grade value, and press the Enfer key fo submif. Use

Create Column Create Calculated Column - Manage - Reports - Filter Work Offline 1
il

Move To Top || Email Sort Columns BY: | | ayout Po s'rtiuri; Download
Grade Information Bar Last Saved:April 16, 2013 4:08 PM

]

] BB2 Student001 student001 April 12, 2013 Available

|:| BBZ Student002 student002 April 12, 213 Available

|:| BBZ Studentd03 student003 April 25, 2013 Available

] BB2 Student004 student004 April 12, 2013 Avvailable

[C] BB2 Student0S studentd05 Available

[C] BB2 Student006 student008 Available

[C] BB2 Student007 student007 Available

[C] BB2 Student00s studentd08 Available

] BB2 Student00s student(05 June 3, 2013 Available

|:| BBZ Student010 student010 April 25, 213 Available

Srleded o 0 R — T
Move To Top Email Icon Legend

Edit Rows Displayed 56




%) cu @Leamning System [Mastering the Basics] User Guide

Assignments & Grade Center
Upload Grades

2) Browse for the file.

3) Choosing Auto attempts
to automatically detect
Up'ﬂﬂd Grades the delimiter used in the

selected file.
To upload grades from external sources into the Grade Center, the external file must be formatted to synch

external data to the Grade Center data. Data is synched by using unique identifiers for each Student and each
existing Column.

4) Click Submit to upload
the selected file.

1. Choose File

When uploading grades, first download the Grade Center, and then edit the file with the data to be uploaded.
This will help ensure that the data in the upload file is formatted correctly.

# Attach File g Browse My Computer Browse Content Collection

Celimiter Type e ) Auto Comma Tak

2. Submit

Click Submit to proceed. Click Cancel to quit. °
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Assignments & Grade Center

Up

load Grades

Upload Grades Confirmation

Reuview the list below: and select what to upload, then elick Submit.

S R s o P An Coartar £ nl

Weighted Total Cg VWeighted Total
Total ] Total
Assignment 1 J& Assignment 1
Test 1 ] Test 1

Click Submit to proceed. Click Canecel to quit.

AHUITIN Wid1cn arade Lenter L-olumn

[Mastering the Basics] User Guide

5) Review the list of data
from the file to be
uploaded on the Upload
Grades Confirmation
page. Review the Data
Preview column to be
sure the correct data is
being uploaded. Click
Submit to confirm and
upload the file.

MEaSSIAORS
MEooaldE.o

Automatically calculated data will not be uploaded.

Automatically calculated data will not be uploaded.
Mo Data Updates

Cancel
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Assignments & Grade Center

Exempt Grades
Teacher/TA can exempt students (e.g. guest/auditor/sit-in students) from any grade item in the
Grade Center. Existing grades that have been exempted are not deleted but are ignored in all

total and statistical or total grade calculations.

[Mastering the Basics] User Guide

1) From the Grade Center,

access an item's
contextual menu. Select
Exempt Grade. It will
display an Exempted
icon % in the cell of the
exempted grade.

~# | MoveToTop | Email sort Columns BY: | syqut Position Order: 4 A=cending
:Grﬂde Information Bar Last Saved:June 14, 2013 3:11 PM
[ 1astHame First Hame Last Aecess vailability Weighted To - Fotal Test1 Mid-term paper
[l BB2 Student0o April 12, 2013 Available e 40.00 40.00 i w |
[ eB2 StudentD0Z2 June 13, 2013 Ayailable -- 20.00 30.00 i
View Grade Details

B2 Studentd3 April 28, 2013 Awailable -- 40.00 40.00
[ 882 Studento04 April 12, 2013 Available s 40.00 so.00 || EEmpCEEde 0
[C]'BB2 Student0os Available -- -- -- --
== Student00G Available -- -- -- --
== StudentD0¥ Available -- -- -- --
[ BB2 StudentDo3 Ayailable -- -- -- --
[ BB2 Student00g June 14, 2013 Available -- -- -- li;}
[ BEB2 StudentD10 April 25, 2013 Available -- -- --
3&1&1:’[&:1 Rows: 0

é""‘-r Mave To Top Email lcon Legend

Edit Rows Displayed
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Mastering the Basics

D) Communication & Collaboration
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Communication & Collaboration

Course Calendar

Courses

Settings

High Contrast Settin

9

Personal Infermation

COURSE MANAGEMENT
Control Panel
Content Collection

Course Tools

Announcements

Blogs

CUHK Uzer Managemeant
Collaboration

Lontaci=

[Mastering the Basics] User Guide

1) From the Global
Navigation Menu, select
Calendar m

or

On the Control Panel,
expand Course Tools,
and select Course
Calendar.

Course Calendar

Course Messages
Dizcussion Board
Glossary

Journalzs

IMobkile Compatible Test List
Self and Peer Assessment
Send Email

Tasks

Tests, Surveys, and Pools

Wikis

Evaluation

Grade Center

sers and Groups
Customization
Packages and Utilities

Help
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Communication & Collaboration ) EEhie EL“VS’VS;%ZJYJS
Course Calendar can also click inside-a

date to create an event.

> May 2013 e + Assign the event to the

Today | | € .
Calendar ! appropriate calendarr,
select the date and time
= = SUN MON TUE WED THU FRI SAT and add a description.
26 & ) 2 1 2 - 4 3) Click an event to manage
< July 2013 > st it. You can also drag and
Su Mo Tu We Th Fr Sa 5 5 5 3 5 P 3 Slr:g%:?eevent to change
1| 2} 3| 4 5| s 11-59pFin: v, '
7T &) 9 | 11 12 13 4) Select the calendars you
: L 13 W bk W o 1 want to show, such as
1015 1) W) 18 18] 20 St ERL institution, personal, or
ZH 22y o) A4 2 20 2 19 20 21 22 23 24 25 COHRE:
28 23 30 3 5) Get aniCal URL for
— - . . 2 2 importing your Blackboard
at AR e = N o = =8 3 " Learn calendar into an
poree—y external calendar
"hstitutiun q - i . ! application. Once the
: g ? . : E : " Learn iCal URL is set up in
E" b 4 an external calendar, it is
H SCTEST001 Test Site updated dynamically with
new Learn calendar
|
[Z) rscresTo02 Test site : events.
H SCTEST003 Test Site ) E
i Note: You cannot import |
ICALENDAR e | external calendars into this |
I calendar. |

Get External Calendar Link e o o e —— 2_ _ ___
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Communication & Collaboration

1) On the course menu,

Create Announcement click the Announcement
link.
— e . 2) Click Create
|
a ¥ Announcements Announcement.

! New Annsuncements appear directly belew the repesitionable bar, Resrder by dragging announcements to

e =l e ﬂ new pesitions, Move pricrily announcenents above the repositionable bar to pin them to the top of the listand

Robfeations Prevent new annsuncements from superseding them. The order shewn here is the order presented to

0 students, Sudents do not see the bar and cannet resrder announcements.,

Announcements

5 |
| Create Announcement ‘ 11

Course Outline = New anmmouncements appear below fis e - - - - - - - - oo oo oo |

Course Content

Ho Announcements found.

Dizcussion Board
Email

Groups

Tools @&

My Grades
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Communication & Collaboration

Create Announcement 3) Type a Subject. In the
Message box, you can
1 . Announcement Information use the content editor
ETRIl . functions to format the
3 Subject {Chedk assignment grades . .
f o s b i il B'E":k\ text and include files,
Massage images, external links,
. =] [ = multimedia, and
T TiT =+ F‘aragraphlzl Arial IEI 3 (12pt) IZI = v o= Ti' ﬁ|'.d|3 el mashups.
00| =S=== = T (T o — = | -
Q@G Elfe mshps - T « 00 & B HTHL €55 4) Select Not Date
o Restricted to keep the
Fleaze check it in My Grades. o8
\ / announcement visible

until you remove it.

5) Select the Email

Path: p Words:5 Announcement check
box to send students an
email containing the

announcement.
2. Web Announcement Options

. 6) Click Submit.
Duration e @ Mot Date Restricted
(™) Date Restricted
Email Announcement Send a copy of this announcement immediatehy

ST OTE STt o g o D arnoaneeenr even if this option is not selected

4. submit

Click Submit to finish. Click Cancel to quit.
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Communication & Collaboration

Send Emaill

¥ ITSCTESTOOY Test Site

Motifications

Announcements

Course COutline &

Course Content

Discussion Board

Email

Groups

Tools &

My Grades

All Users
Send email fo all of the users in the Course.

All Groups
Send email to all of the Groups in the Course.

All Student Users

Send email fo all of the Student users in the Course.

All Teaching Assistant Users

[Mastering the Basics] User Guide

1) On the course menu,
click the Email link.

2) On the Send Email page,
click one of the options
listed to send the email,
e.g. Single/Select Users

Send email fo all of the Teaching Assistant users in the Course.

All Instructor Users

Send email fo all of the Instructor users in the Course.

All Observer Users

Send email to all Observer users in the Course.

Single | Select Users
Select which users will receive the email,

Single | Select Groups
Select which Groups will recefve the email.

Single | Select Observer users
Send an email to selected Observer users.

]9
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Communication & Collaboration 3 select the recipients
pients in

Send Emall the Available to Select
box and click the right-
pointing arrow > to

% T Available to Select e Selected move them into the
BB2, Student003 BE dentoa - Selected box.
BB2Z, Student004 B HE dent0
BB2, Studentl0s 3 .
BE2 Student00s | 4) Type your Subject and
OO7 CtudantnnT =1 Message
Invert Selection Select All Invert Selecticn Select All
5) Select the Return Receipt
Fram Teacher008 BBZ rteacher@dummy . cuhk.edu.hk) box to send a copy of
@bj&ct ;A'_:.E.i-gnment {mot submitted) ] \ the message tO the
} dhir ot el | e
Message
T TiT |F Fﬂrﬂgrﬂphlzl Arial IEI 3 (12pt) IEI e R T T" - 43 i B =2 6) Click Attach afile to
XDhoaq o =EEEEIE T T oy — = | 1 browse for file from your
ol 00 4 computer. You can
(] 1 (2 HTHL LS55 . .
= sl i attach multiple files. After
Pleaze hand it in az soon as possible. / you. add one file, the
: S option to attach another
o T file appears.

i Ly der.
e‘ Return Receipt [ 7) Click Submit.
e[ Attachments Aftach a file ]

2. Submit

Click Submit fo proceed. Click Cancel fo quit.
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Communication & Collaboration 1) On the course ment.
Discussion Board (Create Forum) click the Discussions link.

2) On the Discussion Board
page, click Create Forum.

1]

. Discussion Board

Forums are made up of individual discussion threads that can be organized arcund a particular subject. Create
Forums te organize discussions, More Help

Motifications 2 |
Create Forum Search
Announcements

Course Outline

¥ ITSCTESTOO09 Test Site el

Course Content

o I Ttems foumnd.

Dizcugsion Board

Email

Groups

Tools @

My Grades
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Communication & Collaboration
Discussion Board (Create Forum)

1. Forum Information

+ Name e [Forum - Week 1 |

Description

QO @R fi s - T« 0O & B

Path: p

4. Submit

Click Submit o proceed. Click Cancel fo quit.

T T:T T ParagraphlZl Arial IEI 3 (12pt) IZI = - i=E
¥ D 0O AQ =SEEEE T T vy | Y

T|- 2| 42 i B A
— ﬁ'

[Mastering the Basics] User Guide

3) On the Create Forum
page, type a Name.

4) Click Submit.

HTHL OS5

Words:0 ‘é:
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Communication & Collaboration
Discussion Board (Create Forum)

Suggestions for Forum Settings in the Discussion Board (from Blackboard Help)

 If you want to create effective social forums, select the Allow Anonymous Posts and No Grading in Forum options.
Allowing students to post anonymously is important at the beginning of a course when they are still becoming comfortable with
discussions. If quality and behavior monitoring is a concern, assign a moderator to review each post before making it public.

 If you want to create forums where students have control of the discussion, allow them to edit, delete, and rate posts. Also,
you can allow students to create new threads and direct the discussion.

 If you want to have a tightly controlled forum and use it for evaluating student performance, select the Force Moderation of
Posts and Grade Forum or Grade Threads options. To be sure students focus on the existing threads, do not allow the
creation of new threads.

* When you want your students to focus on the existing threads, clear the check box for Allow Members to Create New
Threads.

 If you allow authors to edit their published posts, consider locking the thread after grading. Users cannot change locked posts.
* You cannot select some settings in combination. For example, if you are grading forums or threads, anonymous posts are not
allowed. Also, if thread grading is enabled, members cannot create new threads.

» If you select Grade Forum or Grade Threads, you can choose the number of posts that will place the activity in needs
grading status. You might want to grade students only when they have made a certain number of posts, rather than grading
each time they make a single post.

* When the Grade Forum option is selected, you can associate rubrics with a forum. If the Grade Threads option is selected,
you can associate rubrics when creating or editing a thread.

 If you want to force students to post original ideas before allowing them to see and reply to what other students have posted,
consider selecting the Participants must create a thread in order to view other threads in this forum option.
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Communication & Collaboration 1) Glick the forum name
Discussion Board (Create Thread) access a forum.

2) Click Create Thread.

Delete
D Forum Description Total Posts Unread Posts Total Participants
E Forum - Week 1 0 0 0
Delete

Dizplaying 1 to 1 of 1 items Show All Edit Paging...

List View Tree View

Forum: Forum - Week 1

Organize Forum Threads on this page and apply settings fo several or all threads. Threads are lisfed in a tabular
format. The Threadzgegn be sorted by clicking the column title or the caret at the top of each column. More Helr

Create Thread Subscribe Search Display +
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Communication & Collaboration
Discussion Board (Create Thread)

1. Message
éﬁubject My cpinicn on eLearning \
Mez=age e
T T T T F‘aragraphE Arial |Z| 3 (12pt) |z| = v = TJ f|' 4@ i:: 2
& 0 0Qq o =S === = T T. g o~ — -
@ @ B f. oMashups - N & ® @ 4| B HTML [S5
I think the Discussion Board is very useful. Students can raise their questions here. /
Path: p Words:13
2. Attachments
Attach File Browse My Computer Browse Content Collection
3. submit
Click Save fo save a draft of this message. Click Submit to submit the post. Click Cancel fo quit. e

Cancel Save Draft m

3)

4)

5)

On the Create Thread
page, type a Subject.
Type instructions, a
description, or a question
in the Message box.

To upload a file from your
computer, click Browse
My Computer in the
Attachments section.

Click Submit.
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Mastering the Basics

E) Student Performance & Course Evaluation
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Student Performance

Performance Dashboard

Last
Hame

M

0z

03

03

fname

First

Username
MName

Student student1

Student studentd2

Teacher teacher03

Student studentd3

student04 student04

Fole

Student

Student

Instructor

Student

Student

Last Course
Access

Jul11, 2014
5:45:00 PM

Jul15, 2014
4:55:56 PM

Jul1g, 2014
3:08:51 P

Jul 15, 2014
32721 PM

Jul3, 2014
31122 P

Days Since Last
Course Access

on

13

COURSE MANAGEMENT
Control Panel

Content Collection
Course Tools

Evaluation

Course Reparis

FPerformance Dashboard

Review
Status

Fetention Center
SCORM Repors

Grade Center

Users and Groups

Customization

Adaptive Discussion
Releaze Board

5] 0

& 0

&2 1

&2 0

5] 0

[Mastering the Basics] User Guide

Customize
Retention
Center

114

1/4

0/4

214

1) On the Control

Panel, expand
Evaluation and
select Performance
Dashboard.
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Student Performance
Performance Dashboard

Last Course Access The date and time when the user last accessed your course.

Days Since Last Course Access | The number of days that has elapsed since the last time the user accessed your course.

Displayed only if the adaptive release tool is enabled in your course, clicking the icon
Adaptive Release opens a new window showing a directory tree overview of the entire course relative to the
user, and the access status.

: Displays how many items have been reviewed. For a detailed view, click the number
Review Status

shown.

Displayed only if the discussion board tool is enabled in your course. This column lists the
number of discussion board comments created by this user. Clicking a number link opens
the Discussion Board page listing all of the selected user's discussion board comments in
your course.

Discussion Board

Displayed only if the Retention Center tool is enabled in your course. This column shows the
number of triggered rules and the number of total rules that may trigger a warning.
Clicking the data in this column will display a page showing the Retention Center status for
the user.

Customize Retention Center

Displayed only if the Grade Center is enabled. This column provides direct links to the Full

View Grades Grade Center.
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Student Performance

Performance Dashboard

Last
Hame

M

0z

03

03

fname

First

Username
MName

Student student1

Student studentd2

Teacher teacher03

Student studentd3

student04 student04

Fole

Student

Student

Instructor

Student

Student

Last Course
Access

Jul11, 2014
5:45:00 PM

Jul15, 2014
4:55:56 PM

Jul1g, 2014
3:08:51 P

Jul 15, 2014
32721 PM

Jul3, 2014
31122 P

Days Since Last
Course Access

on

13

Review
Status

w student01 student01 - 2015-IT SC-PC0199 :
Blackboard Learn Training - Practice Course

[Mastering the Basics] User Guide

-E5) Course Outline &

=-E5 Course Content &

B9 Lesson 1% @

By Mid-term Assignment &
[ Post-course survey &
B Notes#@@®

...... B Final Essay &

=@ Discussion Board &
o2 Email
- g Groups &

ﬁ Tools &

------ %] My Grades &

#Not Visible &Visible
®Not Reviewed @Reviewed

. . Customize )
Dizcussion . [

. Retention .
Board Grade
Center

0 114
0 114
1 -
0 0/4
0 214

The adaptive release
indicator in the
Performance Dashboard
for each user opens a
tree view of the course
menu, showing all items
in your course. lcons
beside each item
indicate the visibility of an
item to that user, and the
review status of any items
with a review
requirement, if
applicable.

& Visible: This itemis
visible to that user.

Invisible: This item is
not visible to that
user.

(] Reviewed: This item
has been marked
as Reviewed by the
user.

¥y Mark Reviewed:
This item is
displayed as Mark
Reviewed to the
user, but has not
yet been marked
as reviewed.
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Student Performance

Course Report

COURSE MANAGEMENT
* Control Panel
¥ Content Collection
¥ Course Tools
* Evaluation o
Course Reports

o CaNy ey oy
Performance Dashboard

CORM Reports

¥ Grade Center

*  Users and Groups

¥ Customization

* Packages and Utilties

* Help

Course Reports

Eun course reports to view tnformation about course usage and activity, ¥ou can search the list of reports
bazed on keywords in the names or descriptions to find the report that generates the information you need.

Search

gfl

Mame | | Contis [

All User Activity inside Content Areas

This report displays a summany of all user activity inside Content Areas for the course.
Last Run:

Course Activity Overview

Course Activity Overview displays oversll activity within 3 single cowrss, sorted by student and date.
Diata includes the total and average time spent per user and the total amount of activity the wser had in
the courss.

Last Run: Monday, March 11, 2013 3:35:03 PM C5T

Course Performance

This report displays information showing how a single Blackboard Learn Course performs against a
selected set of goals. Performance targets and 3 range of acceptable performance for the course can be
determined when running the report. Data includes averages for the entire course a5 well a5 break downs
fior individual students and goals.

Last Run:

Overall Summary of User Activity e
The report displays user a.,ti'.'it'_.r| activity dates, times and days of

the wask. Run

Last Run: Monday, June 10, e

[Mastering the Basics] User Guide

1) On the Control Panel,
expand Evaluation and
select Course Reports.

2) On the Course Reports
page, access a report's
contextual menu. Select
Run.
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Student Performance 3) On the Run Reports page,

Course Report select a Start Date and
Select an End Date.

2. Report Specifications 4) Click Submit. Then, you
can Download Report
All repart types will apen in a new browser window upon Submit. (save the report) to your
fgoi computer.
Select Format POF E]

Charts will not display in Excel format. Run reports in HIML or PDF format if charts are required.

24 Select a Start Date 05/01/2013 | \

Enter dates as mm,/ dd/yyyy

4 Selectan End Date WI

Enfer dafes as mmm/dd/ yyyy
\_ S

Select Users BB2, Student001 (student001) |
BB2, Student002 (student002) [
BEZ, Student003 (studentd03) |
BEZ, Student004 (studentd04)
BB2, Student00S (studentdds) ~ |

3. Run Report

Click Submit to run this report. Click Caneel to quit.
Cancel l Submit I
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Mastering the Basics

F) Other Features
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Groups

Overview Single Group Group Set
Self-enroll e 1group « More than 1 group
Group e Students sign up « Students sign up
Enroliment Manual enroll e 1lgroup « More than 1 group
* Assign by instructor * Assign by instructor
Random enroll * Not Available « More than 1 group

* Assign by system

Group » Blogs: In the Group area, all members of a Group can create entries for the same Blog, building upon one
Tools: another. Any Course member can read and comment on a Group Blog, but cannot make Entries if they are

not a member of the Group. Instructors can select the grade option for Group Blogs.

» Collaboration: Users within the Group can create and attend Chat sessions and Virtual Classroom sessions.

» Discussion Board: Users within the Group can create and manage their own Forums. The Group Discussion
Board is available only to group members, not to the entire course.

» Email: Users within the Group can email individual members or the entire Group.

» File Exchange: Group members and the Instructor can share files in this area. All members, as well as the
Instructor, can add files. They can also delete files, regardless of who added them.

» Journals: When used in the Group area, all members of a Group can view each other's Entries, but the
Group Journal can only be viewed by the Group and the Instructor. Instructors can select the grade option
for Journals.

» Tasks: Users within the Group can create Tasks that are distributed to all Group members.

» Wikis: Users within the Group can edit their Group Wiki. All Students within the Course can view a Group Wiki.
The Instructor can view and edit a Group Wiki and can select the grade option for Group Wikis.
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Groups

[Mastering the Basics] User Guide

Overview
Group 1

Add Personal Module

© Group Properties

Group Description

Group Members

student0d student0
student02 studentD2
student03 student03
studentOd student0d
student0s student0s
student06 student06

© Group Tools

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

Group Wiki

Send Email

Group Assignments

Group Assignment

80




%) cu @Leamning System [Mastering the Basics] User Guide

Test and Survey
Overview

There are five major stages in the assessment lifecycle.

TAKE ** REVIEW **
Instructor -> Instructor = | Student takes | = Instructor > Student
creates test deploys test test and then grades test reviews
and adds and sets test reviews results and provides grades and
guestions options feedback feedback
Tests Tool Content Area Content Area Grade Center My Grades

** . Students take the action in these two stages

Tests are sets of questions that are graded to measure student performance. Once a test is created here, it
must be deployed within a content folder before students can take the test. Test results are reviewed in the
Grade Center. Note that some question types are not automatically graded.

Surveys are similar to tests and are useful for polling purposes and evaluations. Questions in Surveys cannot be
assigned points and Surveys may not be graded.
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Test and Survey
Overview

There are totally 17 question types in Blackboard Learn.

Some Question Types Description
* Multiple Choice « Multiple choice questions allow students several choices with only one correct answer.
* Multiple Answer * Multiple answer questions allow students to choose more than one answer. Use this

type of question when more than one answer is correct.

» Either/ Or * A statement with a pre-defined choice of two answers (Yes/No, Agree/Disagree).

* File Response » Uploaded files are used to respond to the question.

 Fillin Multiple Blanks * Multiple responses are inserted into a sentence or paragraph.

* Hot Spot * A specific point on an image is used to indicate the answer. For example, selecting all

the countries in South America by clicking on each one on a map.

* Jumbled Sentence * Jumbled Sentence questions ask Students to select the correct word from a set of
words in a drop-down menu to complete the sentence.

* Matching « Two columns of items where each item in the first column must be matched to an item
in the second column.

* Opinion Scale / Likert * Arating scale used to measure attitudes or reactions.
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Test and Survey
Overview

Description

Instructions 1. Answer the guestions. Click Save answer each time you have finished one guestion.
2. Click Save and Submit once you have finished the test.
3. A message appears indicating your test has been submitted successfully.
4. Click OK to view your test result if instructor releases it once you finished the test.

Timed Test  This Test has the time limit of 10 minutes. You are notified when time expires, and you may continue or submit.
Warnings appear when half the time, 5 minutes, 1 minute, and 30 seconds remain.[The timer does not appear
when previewing this Test

Multiple This Test allows multiple attempts.

Attempts

Force Once started, this Test must be completed in one sitting.
Completion

# Question Completion Status:
EN Fl El El Il Il BB KN BN ET EIN EF® EED EIN K3 KO

Save All Answers Save and Submit

Question 1 10 points ~ Save Answer

If a small glass contains 6 ounces of water, and a large glass contains 9 ounces of water, what is the total
number of ounces in 4 large and 3 small glasses of water?

Question 2 10 points ~ Save Answer

If the average human body temperature under normal conditions ranges between 35.5 and 36.5 degrees
Celsius, what is the average human body temperature in degrees Fahrenheit?
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Contact us

y ¥ elearning@CUHK

*x § Y
€ > C f

QZCZAJ%uigy@

[ www.cuhkedu.hk/eLearning/

CUHK

Course
Delivery

Content
Management

Community
Engagement

New CU eLearning System

CU eleaming System is powered by
Blackboard Leam system._ It is a full-
featured and widely adopted virtual
leaming emvironment around the world. It
provides an integrated set of tools to
support online course delivery, leaming
communities, content management, and
assessment___

Mobile
Leamn

¥ cueiearning System
http://elearn.cuhk.edu.hk/

elearning Services Systems & Tools eleaming Resources

Support and Consultation elLearning System elearning MNewsletter

elearning Strategy

eleamning Strategy
eleamning Guidelines
eleamning Evaluation
Course Planning & Review
Qutcomes-based eleamning

Service Review Training and Events
About CU elLearning System Online Tutorials
eleaming Assistant (Blackboard Learn) FAQs
eleaming Clinic WebCT Top Tens
eleamning Liaison Persons Moodle Maore Tools & Resources
{eLLPs) CUForum

CUHK on iTunes U
Cour:rveware Development Lecture Recording System
Service diormia
About Web Conferencing Tool
Showcases

at CUHK
Mabile Learning

B cu@Leaning System [

Info for Students
Info for Teachers
Ask for Help
System Availibility

I elLearning @ CUHK 13 Jun
|"—_'| @eLeamingCUHK

All eLearning systems and tools

are up and running. Next regular
maintenance on Jun 26 (\Wed) at
3am

cuhk.edu.hkfitsc/sys_ava/m...

News & Events

— elLearning News 26 Feb
| @CUHK
@elLeamningNewsCU
Courseware Development Grant
Scheme (2012-13) Call for
Applications
cuhk.edu.hk/el eamning/anno....

Quicklinks

Login MyCUHK
Check Course Web Link

[Mastering the Basics] User Guide

* |TSC Service Desk:
https://servicedesk.itsc.cuhk.edu.hk/

* |TSC Consultation Hotline Service:
Tel: 394 38845

* ITSC elLearning blog:
http://elearning.itsc.cuhk.edu.hk/blog/
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