Blackboard Questions and Answers

How do | rearrange courses in my Blackboard course list?

1. After you login-in Blackboard, click on Courses in the top right corner.

2. Now, hover over your course list. A small gear should appear -at the top right corner of the list. Click
on that gear.

Course List —

¥ Spring 2015 - 143S

Courses where you are: Instructor
LIT2413142_143S: Introduction to Literature

Instructor: Delisa Ging;

3. Once you click on that gear, the Personalize: Course List Page should appear. Click on the double
arrows next to the list you wish to modify.

Northemn Oklahoma College My Institution Courses My Career

Personalize: Course List (7]

BE

Personalize: Course List

Terms

You may optionally group your courses within their respective terms. Once this grouping is selected you may then further filter your displayed courses by hiding or collapsing
terms by default. A hidden term will not show up in the module page. A collapsed term will show up but in a collapsed state. You can expand or collapse terms either from this page
or from within the module page itself.

¥ Group by Term

— A Select All/Unselect All Term Name Term Duration Show Term Expand Term

U] Spring 2015 - 1438 From January 12, 2015 to May 22, 2015 i) U]
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Personalize: Course List

Terms

or from within the module page itself.
¥ Group by Term

i Select All/Unselect All

Reorder: NA

Items

Spring 2015 - 1438
FALL 1425

SUMMER 1415
SPRING 1335

FALL 1325 v

— Al

on that gear.

¥ Spring 2015 - 143S

Instructor: DeLisa Ging;
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Term Name

Spring 2015 - 1438

FALL 1425

SUMMER 1418

SPRING 1335

FALL 1325

SUMMER 1318

Course List —

Courses where you are: Instructor
LIT2413142_143S: Introduction to Literature

4. Once you click on the double arrows, a box should appear with a list of your courses. Select a course
and then use the up and down arrows to navigate where you want to place the course.

Cance' m

You may optionally group your courses within their respective terms. Once this grouping is selected you may then further filter your displayed courses by hiding or collapsing
terms by default. A hidden term will not show up in the module page. A collapsed term will show up but in a collapsed state. You can expand or collapse terms either from this page

Term Duration Show Term Expand Term

From January 12, 2015 to May 22, 2015 Zd vl
From August 18, 2014 to December 29, 2014

From May 12, 2014 to August 5, 2014

From January 13, 2014 to May 31, 2014

From August 19, 2013 to December 31, 2013

From May 6, 2013 to July 25, 2013

5. Once you are done rearranging your courses, click Submit.

How do | hide old courses from my Blackboard course list?

1. After you login-in Blackboard, click on Courses in the top right corner.

2. Now, hover over your course list. A small gear should appear at the top right corner of the list. Click




3. Once you click on that gear, the Personalize: Course List Page should appear. Remove the
checkmark(s) by the term(s) you no longer wish students to see.

Northemn Oklahoma College My Institution Courses My Career

Personalize: Course List

BE
)

Personalize: Course List

Cance' m

Terms

You may optionally group your courses within their respective terms. Once this grouping is selected you may then further filter your displayed courses by hiding or collapsing

terms by default. A hidden term will not show up in the module page. A collapsed term will show up but in a collapsed state. You can expand or collapse terms either from this page
or from within the module page itself.

Group by Term

t Select All/Unselect All Term Name Term Duration Show Term Expand Term

7 Spring 2015 - 1438 From January 12, 2015 fo May 22, 2015 o] —

4., Click Submit.

How do | rename courses on my Blackboard course list for easy
reference?

1. Click on the course you would like to rename.

2. Using the Control Panel on the left side of the page, click on Customization.
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3. Next, click on Properties.

Ievinvar veniuny
Spring 2015 Technical
Writing-—-All Needed
Technical Writing
Information--Click here
Help with Blackboard
24/7 Tutoring Help

Instructor Information

COURSE MANAGEMENT
Control Panel

Files

Course Tools

Evaluation

Grade Center

Users and Groups

Customization
Enrollment Options

Guest and Observer Access
Properties

Quick Setup Guide
Teaching Style

Tool Availability

4, Click Submit.

Properties

Properties control the functional settings of the course, including name, availability, classification, duration, categorization, language, files,
and structure. M

3 Indicates a required field.

Ca nce' m

Name and Description

I .
[Fechrical itng_u— Ty pe in the course’s new

3 Course Name

Course ID ENGL1223033_1438 name. | designate my
ij“:“m‘o” courses by the type and
Cdlg time, for example,
Internet Technical
Writing.
4 »
Character count: 0,
Term Spring 2015 - 1438

How do | move columns in Blackboard gradebook?

1. Using the Control Panel on the left side of the page, click on Grade Center.

2. Next, click on Full Grade Center.
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3. Click Column Organization underneath Manage on the Grade Center page.

€ = C @ httpsy//nocbb.onenetnet/webapps/gradebook/do/instructor/enterGradeCenter7course_id= 18Q i =

fresisse s 41 Grade Center : Full Grade Center
When sereen reader mode 1 on, lNCmdlCmnduawmanﬁdaﬂd )mmnwtmrmhmardum'w maling it
easier to noxigate uting the keyboard. To enter a grade, ‘menu and cliok Details, When serven reoder
e s ff, o comtype grode dieely i clf 0 the Grode Ceser page. To entera grode: ik the ol qqx!hryndlt\i\' and press
the Enter Ay to niabmt, Use th Jorys o the tab ay to nawigate th de Center. More Help

Spang 2035 Rroducton 10
Utershre

Help wen Backzcany

207 Tutoneg Hep

Instructsr Infoemasiea

™ Control Panel Move Ta 163
b Fhes (s 2de \ntarmon b
P Course Tool Usarname
» Evauaton Senant Views
Cobumn Organizatien
’ Roe Vistiaey
Noeds Geading
Foll Grade Cater Seed Emal
Assgrrrents WiePLUS Grade Retush
g McGesar-M8 Connect To Do List
b Useis 303 Gicupd ::Mgovnnm'ﬂrtm & 0
v Customzavon ESREE A 200

Envolmant Optiona

(st 20t (Wotsesme Arrean

hittps//nocbbi onenet. net/webapps/

126 PM
1/26/2015

Address
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4. Click on the column name and drag the row to the desired location.

' Column Organization % ‘ Column Organization % TE] Rearranging Courses | X T@ gvsu.edu/cms3/asset: X _

L )

» Evaluation

¥ Grade Center
Needs Grading
Full Grade Center
Assignments
Tests

v

Users and Groups

‘

Customization
Enroliment Options

Guest and Observer Access
Properties

Quick Setup Guide
Teaching Style

Tool Availability

»  Packages and Utilities

b Hep

C (8 https://nocbb.onenetnet/webapps/gradebook/do/instructor/gradingPeriodLayout?course_id:_Qﬂ? =

B DelisaGing a7 ~ I8

> | Show/Hide Change Category to

Change Grading Period to...

Northern Oklahoma College My Institution Courses My Career
|2 Shown in All Grade Center Views L
4 U LastName (Frozen) Institution
+f L) First Name (Frozen) Institution
.{. Everything above this bar is a frozen column. Drag this bar to change which columns are frozen.
4 [ Usemname Institution
| U Student IL nstitution
¢ L LastAccess Institution
| U Availability (Hidden) stitutior
[7 Notin a Grading Period N
4 O Total (Extemal Grade) Not in a Grading Period Calculated Grade None 10 (may vary
« [ Absences and Tardy Tracker Not in a Grading Period No Cat Clle dlrECtly on the row
+| L Course Syllabus Agreement

and drag it to its new
location.

Click Submit to proceed. Click Cancel to go back.

S m v

1:29 PM
1/26/2015

)

Y@ A

i) P

L9 oz | E o IR © 2 ; 1 O

5. Click Submit to save the changes.

How do | download my Blackboard grades to an Excel spreadsheet?

1. From the Control Panel on the left side of the course’s homepage, select Grade Center and then Full

Grade Center.

2. Next, click on the Work Offline textbook in the far right corner of the screen.

You are able to select what information you would like to download, such as Full Grade Center, Selected

Columns, or User Information Only.
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3. Click on the grades you wish to download from the Full Grade Center, Selected Column, or User
Information Only.

Data

Items with Anonymous Grading enabled will not be included in the download.

Select Data to Download () Full Grade Center

(O Selected Column | Weighted Total v | () Include Comments for this Column

Click
the
grade
option
you
desire.

4, Click Submit.

@ User Information Only

5. Click Download.

6. Click Yes in the textbox stating this file might have come from an untrustworthy source because the
source is Blackboard. After you click Yes, your Blackboard grades should be downloaded in an Excel
file.

The file format and extension of ‘gc_ ENGL1223033_143S_fullgc_2015-02-12-13-11-24xls* don't
h match. The file could be corrupted or unsafe. Unless you trust its source, don’t open it. Do you want to

open it anyway?

How do | upload an Excel spreadsheet into my Blackboard gradebook?

In order to import grades from Microsoft Excel to Blackboard’s gradebook, you will need to first
download a file as described in the above question, so you can obtain the correctly named column
headers and rows. Now, you can edit that file (enter grades) and then import your changes into
Blackboard.

1. When using an Excel file, you will need to save that file as a CVS file by choosing File then Save As.

File name: ‘ Copy of Enid and Tonkawa Schedule as of 2 12 15 v ‘

Save as type: ‘CSV (MS—D_ v ‘

2. Next, go to the Grade Center for your Blackboard class and choose the Work Offline textbox.
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3. Click Upload.

4. On the next page, browse for the file that you wish to upload and select Commas as the Delimiter
Type.
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.

3¢ Attach File e —— _E

Delimiter Type @ Auto () Comma 4

7. Submit

Click Submt to proceed. Click Caneel to go back.

5. Click Submit.

How do | turn off notifications sent from Blackboard?
You can manage the notifications settings for all of the courses you teach.

1. Click on the Global Navigation Menu in the far right corner of your course’s homepage and then click
Settings.

2. Next, next click on the alarm clock icon.

[® Delisa Ging Global
Courses Navigation
- Menu
Northern Oklahoma Colle: # 4l Recently Visited

LY X X X I Technical Writing
‘here. /. |
el

10:00 Introduction to
Literature

8:00 Composition Il
Spring 2015 Enid

335 | Destination ENGL1223033_143S is (

Technical Writing--All
-Click here.

20+ Techniques for
Promoting Active
Learning-A Webinar
Professional Develop
Opportunity
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3. Now, click on the gray wheel in the far corner of your course’s homepage.

Updates System Announcement —

Content "An Occurrence at Owl Creek Bridge"--A Short Film 53 minutes ago
All Version Available Open Dismiss

COURSES WITH UPDATES In 10:00 Introduction to Literature

10:00 Introduction to Course Message Re:Re:Re:Assignment 2: The Professional Portfolio 15 hours ago
Literature from BRYAN LOGAN Received Open Dismiss

4. Click on the small boxes beside the notifications you do not wish to receive.

Show/Hide Notifications

1t

Select/Unselect All
Announcement Available
" Assessment Attempt Available Resent
Assessment Available

Assessment Due

Assessment Needs Grading

K & AW s

Assessment Needs Grading (Submitted
Late)

4

Assessment Overdue

¥/ Assignment Needs Grading (Submitted
Late)

#| Assignment Available

¥| Assignment Available Resend

#| Assignment Due

ne

¥/ Assignment Group Assignment
Available

¥ Assinnment Groun Assinnment

View Notification Settings

"
Cancel Save

5. Click Save found at the bottom of the notification list.

How do | deny a student access to Blackboard once the student has
been dropped from the course?

1. Once you are in Blackboard, click on the course in which you wish to deny a student access.
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2. Using the Control Panel on the left side of the page, click on Users and Groups.

Control Panel

Files
Course Tools
Evaluation

Grade Center

Users and Groups

Customization

Packages and Utilities

i w wiwiw w w9 w |

Help

Quick Unenroll

3. Next, click on Users.

w Users and Groups

Groups
Users

4. Now, select the student you wish to deny course access and click on the down arrow next to the
student’s user name.

Usemame First Name Last Name . Email Role Observer Available
) jagui0t & _ Aguirre JAgui301 @students noc.edu Student Yes
1 vindass ‘Thisis a table showing the attributes of a collection of items, VBInd845@students noc e studert Yes
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5. Select Change User’s Availability in Course.

Username

17 jaguisdt

First Name

Jesus

1) vhindads

Edi

17 abraus(

1Y iburts

Change Users Password

Change Users Rolein
Course

Change Users Availabilityin
Course

1 ccaint7s

[ baior?
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Remove Users from Course

Bailes

LastName

Aguire

BINDER

BRAUN

Burton

Cli

Emall

JAgui30 @students noc.dy

VBind845@studentsnoc.edu

ABrau350@students noc edu

JBurthT @students noc.edy

CainT76@students.nocedy

BCI277 @students noc.edy

Role

Student

Stuent

Student

Student

Student

Student

Observer

Available

Yes

Yes

Yes

Yes

Yes

Yes




6. Under the Available (this course only section) section, use the drop arrow to select No.
If at a later date, you would like to allow the student access to the course again, use the drop
arrow to select Yes.

Change User's Availability in Course

Role and Availability

Role i Student
Instructor
Teaching Assistant
Course Builder

Grader
Guest

Available (this course only) ‘Yes ¥ _

7. Now, click Submit.

Change User's Availability in Course

D

Role and Availability

Role (! Student
Instructor
Teaching Assistant
Course Builder
Grader
Guest

Available (this course only) Yes ¥

Submit

Click Submit to proceed. Click Cancel fo go bac.

o | o

How do | hide a student, who is no longer attending or who has never
attended, from my course roster?
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1. Onceyou are in Blackboard, click on the course in which you wish to hide the student from your
course roster.

2. Using the Control Panel on the left side of the page, click on Grade Center.

COURSE MANAGEMENT
Control Panel

Files

Course Tools

Evaluation

Grade Center _

i w wiw

3. Now, select Full Grade Center.

COURSE MANAGEMENT
* Control Panel

Files

Course Tools

Evaluation

© Grade Center

MNeeds Grading
Ful Grade Center _

4. While in the Full Grade Center, click on the drop arrow next to Manage.

Grade Center : Full Grade Center

When screen reader mode is on, the Grade Center data appears in a simplified grid. You cannot freeze cohumns or edit tnline, making it easier to navi
keyboard. To enter a grade, access a cell's contextual menu and click View Grade Detauls. When screen reader mode 15 off, you can type a grade dir
the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Enter key to submut. Use the arrow keys or the tab key tonc

Create Column  Create Calculated Column v Manage v

pg. 13




5.
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Select Row Visibility underneath Manage on the Full Grade Center page.

Grade Center : Full Grade Center

When screen reader mode is on, the Grade Center data appears in a simplified grid. You eann
keyboard. To enter a grade, access a cell's contextual menu and click View Grade Details. |
the Grade Center page. To enter a grade: click the cell, type the grade value, and press the Eni

Create Column Create Calculated Column + Manage + Reports «

Grading Periods

} Move To Top Email Grading Schemas
Grad&lnfurmatiun Bar Grading Color Codes
= Categories
B Last Name First Name Username E
Smart Views
[ ] Aguirre Jesus jaquilon

Column Qrganization 3

(] BINDER VICTORIA vbindg45
Ruwvisininw_ i

|| BRAUM ALYSSA abrau3s0 )

Send Email I
M LELE jburts71 WileyPLUS Grade Refresh
U |Cain christian ceaintre McGraw-Hill Connect To Do List |
[ | Clift Bailee bclif277 Manage Pearson MylLab &

Mastering Grad -
(O |GRACEY BRITTANY bgracas3 e

McGraw-Hill Connect Reports 1
(] HERBERT STEPHEN sherb150




6. Place a checkmark next to the student you wish to hide from your roster.

Row Visibility
Rows can be hidden from the Grade Center View to reduce the number of rows in the grid. Hidden Rows are not removed from the Grade Center, and can be shown at

any time. Rows that are hidden will appear grayed out on the Hide and Show Rows page and will not appear in the Grade Center View. Rows that are shown will
appear in black text on the Hide and Show Rows page and will appear in the Grade Center View.

Lo |t

Set Rows Visibility

Select the desired rows and choose to Hide them from the Grade Center View. Show rows that have been hidden by selecting them and clicking Show.

Hide Rows | Show Rows

¢ MARSH KRISTEN kmars103 Shown

7. Click Hide Rows.

8. Click Submit.

Where can | set up a Discussion Board in my Blackboard course?

You can place your Discussion Board in two different locations. You can place a Discussion Board link in
your Control Panel on the left side of your course, or you can embed a Discussion Board link with other
course content.

How do | set up a Discussion Board link on the Control Panel of my course?

1. Click the “+” on the far left side of the Control Panel.
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+ - g Tl

+ BBTrain_Enid_1538
(Blackboard Training for
Enid Campus - Spring
2016)

Home Fage

Getting Started

MOC Academic Calendar
Email Dr. Ging here.
Instructor Infarmation &
Syllabus &

Your Course Grade
Tools &

Student Help

Tests

2. Next, scroll down and click on Tool Link.

| Add Menu Item (Click to see options

Module Page
Blank Page

Tool Link
Web Link

Course Link

Subheader

Divider
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3.  Now, type “Discussion Board” or a title you deem appropriate for the link.

ar I_-G-Tl.

Add Tool Link

~ Mame: Discussion Board
Type: Discussion Boar

| Available to Users

Cancel Submit

Il

4. Select the Type: Discussion Board.

5. Make the Discussion Board link available to users by placing a check in the “Available to Users”

box.

6. Click Submit.

How do | set up a Discussion Board within the content of my course?

In a content area, you can add a Forum link following lecture notes to gather questions on the material
presented or after an assignment to gather students’ perceptions on how they did on that assignment.
You can add adaptive release rules or date availability restrictions to limit students’ access. These
actions allow student access to the course’s content in a specified order, such as reading a journal article

before adding posts to the Discussion Board about that article.

1. Access the content area or course folder where you would like to link the Discussion Board or

Forum.

2.  While in the selected content area of the Discussion Board, click on Tools.

3. Next, click on Discussion Board.

How do | create a new Discussion Forum for students?

1. Click Create New Forum to add a link to a forum you are currently creating. You will need to
select all forum settings at the time of your creation. The newly created forum appears in the

list of forums to choose from when adding the link in your course.
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Create Link: Discussion Board

= =

Create Link: Discussion Board

ia/ Linkto Discussion Board Page

Create New Forum Create Mew Forum

Submit

2. Under Forum Information, type in a name and description for the Discussion Board post. Using
the content editor, you can add an image or link if you would like.

Create Forum

2% Indicates a required field. cancel m

Forum Information

3 Name Discussion Board Week 1
Description
For the toolbar. press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T'T T Paragraph v Arial v 3(12pt) v |i= =T ||| 3 i|EA
¥ 0D OQ EEEE = T (T, o — =L -
'_:_' @ @& F £, oMashups - I &« © (5 .1. H HTML 55
Respond to the following question by March 2.
Path: p Words:0 4

Forum Availability

Available s Yes Mo

3. Select the Forum Settings that you deem appropriate for your Discussion post. Below this
screenshot is an explanation of the Forum Settings for your convenience.
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I Create Forum - BBTrain £ X \ @ Microsoft Word - Comm_| % | [3 httpy//204.126.130.3:8002

g - 5

€ = @ | & httpsy/nachb.onenet.net/webapps/discussionboard/do/forum?action=create&icourse_id=_24670_18&conf_id=25184&nav=discussion_board&req so@ g/ @ =

3 Apps [ Instructor Information e Fiction: An Occurren... | (B Resume Wiiting: Re.. Résumé Writing Vid.. E‘v’clumeer-based Eni... E Online Technical Wr.. | Grading Rubric Tech..  » [ Other bookmarks

m Forum Settings

Viewing Threads/Replies @ Standard View

Participants must create a thread in order o view other threads in this foru

Grade

 No Grading in Forum
Grade Discussion Forum: Points possible:
Grade Threads
Alignments » Forumalignments
Thread alignments
Subscribe Do not allow subscriptions
Allow members to subscribe to threads
» Allow members to subscribe to forum
Include body of post in the email
# Include link to post
Create and Edit Allow Ananymous Posts SIS

Allow File Attachments

- =

aai

Force Moderation of Posts

Additional Options W] Allow Post Tagging

Submit

12 oz lal[gE

A. Standard View

Allow Author to Delete Own Posts
Allow Author to Edit Own Published Posts
Allow Members to Create New Threads

J
Allow Users to Reply with Quote .

Allow Members to Rate Posts .
N

i

(o [

20
2/22/2016

Standard view will allow learners to view other threads in a forum without creating their

own thread.

B. Participants Must Create a Thread in Order to View Other Threads in This Forum
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Using this function, learners will have to create a new thread in the forum to see
existing threads. In addition, learners will not be able to edit or delete their posts and
will not be able to post anonymously.

Grade

If you decide to grade students on their discussion contributions, select Grade
Discussion Forum and enter the maximum number of points learners can receive for
each Discussion Board post. A column in the Grade Center will be automatically created
with the Forum’s name. An icon will appear under the Grade Column that allows you to
see the Discussion Board posts learners have submitted.

Alignments

Discussion Boards can be aligned with goals you have already established in Blackboard.
The options for aligning Discussion Board forums or threads are dependent on the grade

option chosen when the forum is created.

If No Grading Forum is selected for the Grade option, you can choose to align either
forums or threads.

If Grade Forum is selected for the Grade option, the Alignments option is automatically
set to Forum Alignments and cannot be changed.

If Grade Threads is selected for the Grade option, the Alignments option is
automatically set to Thread Alignments and cannot be changed.

Subscribe

This multiple choice setting makes it possible for you to allow learners to choose to
“subscribe” to a Forum or Thread, so notifications are sent to learners via their
Blackboard email addresses when a new post has been added. Notifications can be sent
in the form of email messages which contain either the complete text of the new post or
only a link to it.

Allow Anonymous Posts

If you plan to grade participation in the Discussion Board, do not use this option.

Allow Author to Delete Own Posts

Check this box if you want to allow learners to remove their Discussion Board posts.

Allow Author to Edit Own Published Posts




Check this box if you want to allow learners to edit the content of their posts. If you
allow learners to edit their published posts, consider locking the forum, so posts cannot
be changed after they are graded.

I. Allow Members to Create New Threads

This setting is automatically selected. If you choose to Grade Threads, Blackboard will
automatically disable this function, so you can create the only thread to which students

reply.
J. Allow File Attachments

This setting is automatically selected and is recommended if learners will be uploading
documents for others to see.

K. Allow Users to Reply with Quote
This includes the parent post in the body of the learner’s reply.

L. Force Moderation of Posts
If you want a tightly controlled Forum, select the Force Moderation of Posts. This
function requires that all posts are reviewed by a responsible party, such as the
instructor, before the content can be viewed in the course.

M. Allow Post Tagging
Tags allow instructors to tag a post with the key topic one might find in the post, such as
the topic of an essay’s organization. The Tagging Function is different from the Search
Function. The Search Function looks for keywords, and the Tagging Function will grab
posts that might discuss a topic, but not use the actual label. For example, the learner
might be writing about an essay’s organization without ever using that particular

phrase. Tagging can slow the loading and use of the Discussion Board, so you might
consider using this function in a limited fashion.

N. Allow Members to Rate Posts

Learners can rate other peers’ posts in the Forum on a scale of one to five stars as a
form of peer review if this function is selected.
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How do | create a thread in a Discussion Board Forum?

1. Click on the name of the forum where you would like to add a thread.

Discussion Board

Create Forum Search T
Delete
[  Forum Description Total Posts Unread Posts Total Participants
(] Tell about yourself in five to six sentences. 0 0 0
Delete

Displaying 1to 10f 1items | Show All || Edit Paging...

2. Click on Create Thread.

Forum: Tell about yourself in five to six sentences.

Create Thread Search Display

No items found.

3. Enter the subject and the content of the post.
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Create Thread

Indicates a required field.

o [ swomn | suomt

Message
Subject ||
Message
T T'T T Paragraph v Arial v 3(12pt) ¥ |z (o o -
¥ D OaQ EE=EE = T T
'_:_' @ L B -fx seMashups ~ q &« @ (=) .1. B HTML 55
Path: p Words:0 4
Attachments
Attach File Browse My Computer Browse Content Collection

4. Click on Attach File if you want to upload an attachment.

5. Click on Submit.

Do different ways exist to grade while in Blackboard’s Discussion Board?

Three different ways exist to grade while in Blackboard’s Discussion Board.

1. Inthe appropriate Course Content Area, go to the Discussion Board’s location which needs to
be graded.

2. If a Discussion Board Link appears in your course menu, click on that link and select the
Discussion Board Forum that needs grading.

3. Inthe Control Panel, go to the Grade Center and select Needs Grading Option.
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How do | grade Discussion Board posts in the Course’s Content Area or
from the Discussion Board link found on the Course’s Control Panel?

1. Onceinside the appropriate content area or by clicking on the Discussion Board link found in the
Control Panel, click on the desired Discussion Board Forum.

2. Once you have selected the desired Discussion Board Forum, click on Grade Discussion Forum.

Forum: Week 6-8's Discussion Board Post--Which letter from the Letter
Portfolio was the most difficult to write?

Create Thread Grade Discussion Forum Alignments Search Display

Thread Actions Collect Delete
v Date Thread Author Status Unread Posts Total Posts
v 2/23/16 10:45 AM Writing Prompt 1 Alexandra G Published o 1
2/22/16 8:57 PM Writing Prompt 1 Alissa Gamligs Published 0 1

3. Locate a student’s Discussion Thread that you would like to grade and click on Grade.

Grade Discussion Forum Users

Email

Last Name First Name Usemame Posts Grade
Natalie 0 -- Grade
TIFFANY 0 - S
ALFRED 0 -- Grade
Rob 0 -- Grade
Alexandra 1 - Grade

4. To provide feedback to students, click on the Feedback to Learner textbox to share assignment
feedback.
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Grade Discussion Forum:

Print Preview

5 m S
Sort by  pauthor's LastName | Order  w pescending Forum Statis

Select: All Mone

Mark GRADE

2/23/16 10:45 AM

Thread: Writing Prompt 1 Posted Date:
Post: Writing Prompt 1 February 23, 2016 10:45 AM FEEDBACK TO LEARNER
Author: ol 000 B Published

The bad news letter was the most difficult for me to write. It is never easy telling
someone news that they will not like_ It is even more challenging to make the
letter lengthy and still a little bit positive. Good news is easy to deliver cause you
can go on and on about how great they are. Nobody wants to be the one to tell
someone something that could ruin their day.

e%- A

Reply Quote Mark as Read

B Add Notes

5. Click on the Grade textbox to share the number of points the student received for the
Discussion Board post.

6. Click Submit.

How do | grade Discussion Board posts from the Grade Center?

1. While in the course’s Control Panel, click on Grade Center to expand the grading menu.
¥ Control Panel
¥ Files
» Course Tools
¥ Evaluation

¥ Grade Center

2. Now, click on Needs Grading.
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* Grade Center
Meeds Grading
Full Grade Center

Assignments
Tests

3. Ifthere are several types of assignments listed, click on All Categories to filter the assighnments
that need to be graded.

Needs Grading

Grade All

User
v || All Users v

Category
| All Categories
Date Submitted

AnyDate v|| N |E 6o
7 total items to grade.
Category Item Name User Date Submitted Diz
Attempt Date
Turnitin Direct The Good Mews Letter Submission Link Natalie February 21, 2016
Assignment Baldwin 11:42:01 PM

4. Click on Discussion to filter out the other assignments, so only Discussion Board assignments
will be listed.

Needs Grading

Grade All

Category Iltem User
| All Categories v || All items v || AllUsers v

All Categories
E : Go
Turnitin Direct Assignment :

5. Next, click on Go to show only Discussion Board assignments that need to be graded.

6. To begin grading, click on Grade All.

7. To provide feedback to students, click on the Feedback to Learner textbox to share assignment
feedback.
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Grade Discussion Forum:

Print Preview

Sort by | Author's Last Name Order Descending

Select: All Mone
bk GRADE
272316 10:45 AM
- Thread: Writing Prompt 1 Posted Date:
Post: Writing Prompt 1 February 23, 2016 10:45 AM FEEDBACK TO LEARNER.
Author: ol 000 B Published

The bad news letter was the most difficult for me to write. It is never easy telling
someone news that they will not like_ It is even more challenging to make the
letter lengthy and still a little bit positive. Good news is easy to deliver cause you
can go on and on about how great they are. Nobody wants to be the one to tell
someone something that could ruin their day.

ev- 4 4

Reply Quote Mark as Read

B Add Notes

8. Click on the Grade textbox to share the number of points the student received for the
Discussion Board post.

9. Click Submit.

How do | copy a past Discussion Board Forum to my current Discussion
Board or to a Group Discussion Board in the same course?

1. Select the Discussion Board Forum you wish to copy from your course’s content area or from
the Discussion Board link on the Control panel.

2. Now, click on the down arrow next to the Discussion Board Forum you wish to copy.

Discussion Board

Create Forum Search

Delete
|«  Forum Description Total Posts Unread Posts Total Participants
t @ Tell about yourself in five to six sentences. 0 0 0

pg. 27




3. Select Copy.

Discussion Board

Create Forum Search
Delete
# Forum Description Total Posts Unread Posts Total Participants
v Tell about yourself in five to six sentences. 0 0 0
Delete o

Displaying 110 1 of 1 items | Show All || Edit Paging...

4. On the Copy Forum Page, enter a name for the Discussion Board Forum you wish to copy.

Copy Forum

& Indicates a required field. Cancel m

Forum Information

2. Name
Copy Entire forum
« Forum settings only
Include alignments
2~ Location BBTrain_Still_1535

5. Select what to copy—the entire forum with the Discussion Board post or only the Forum’s
settings. Forum settings allow you to use the Discussion Board in different ways. For example,
to control the forum, the instructor creates all threads, moderates, and grades the posts. For a
student-led discussion, students are allowed to create new threads with the option of
anonymous postings.
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6. Select the Location in which you would like to place the Discussion Forum.

7. Now, click Submit.

How do | delete a Discussion Board Forum?

1. Select the Discussion Board Forum you wish to delete from your course’s content area or from
the Discussion Board link on the Control Panel.

2. Now, select the checkbox(es) next to the Discussion Board Forum(s) that you would like to
delete.

Discussion Board

Create Forum Search T
Delete
] Forum Description Total Posts Unread Posts Total Participants
[ Week 2's Forum 0 e 0
(] Tell about yourself in five to six sentences. 0 Q 0
Delete

Displaying 1 to 2 of 2 items Show All | Edit Paging...

3. The following note will next appear. Click OK if you wish to delete the Discussion Board
Forum(s).

nocbb.onenet.net says:

Deleting this forum will erase all of its threads. Continue?

__| Prevent this page from creating additional dialogs.

oK | Cancel
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