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Helen Keier 
EDCI 56900, Summer 2012 
 
 

Paper Prototype Project: Blackboard 9.1 Electronic Workshop 
 
 
1. Course Description 
 
The Blackboard 9.1 Electronic Workshop is designed and implemented as a self-paced 
interactive Blackboard course that will teach faculty and staff the basic techniques for creating 
online courses.  Each of the topics included in the workshop will be presented as a standalone 
module, in which the participant will read an overview, review the steps required to accomplish 
the given task within Blackboard, watch a demonstration video or review a tutorial produced by 
Blackboard, engage in an activity to enhance later recall and to connect the topic to use in a live 
course, and then practice the technique in a development course made available for their use.  
Additionally, Discussion Boards will be made available for workshop participants to interact 
with colleagues also completing the workshop.   
 
Each participant will be provided with a development course for practice.  The development 
course will also be later used for assessment at the participant’s request.  Participants requesting 
course reviews who successfully complete each module assignment will be awarded a Certificate 
of Completion.  Members of the Blackboard Support Group will be enrolled in the development 
courses in order to serve as mock students, provide assistance if needed, to monitor participant 
progress, and to perform the assessment of participant learning.  Blackboard was selected as the 
delivery medium for the Electronic Workshop to provide a realistic context for learning and to 
reinforce the instruction.   
 
 
2. Target Learners 
 
The Electronic Workshop will be made available to all faculty and staff who wish to participate.  
Learners with prior Blackboard experience stand to gain from participation in the workshop 
since the new version of Blackboard Learn introduces an updated interface and the use of core 
application functions have changed.  It is assumed that participants have basic computer skills 
such as use of the Microsoft Office Suite and standard web browsers, and can use e-mail.  
Learners will be recruited in several ways: the college Distance Learning website, outreach to 
academic departments, memos from the Provost’s Office, and through the Blackboard 
Announcements listserv.  Performance and needs analyses conducted at the college revealed that 
faculty and staff are motivated to learn Blackboard.  These analyses and feedback indicated that 
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in-person workshops are often difficult to attend due to time demands, online faculty do not live 
locally, the number of online and hybrid courses offered are ever increasing, and use of 
Blackboard as means of providing student services is expanding.   
 
 
3. Revised Objective Statements 
 
This project will draw upon the learning objectives format as outlined by Mager (1997). 
 

1.  Given a Blackboard development course, the participant will correctly activate the Edit 
Mode by clicking the Edit Mode button and selecting the “ON” option, according to the 
example given in the learning module. 
 
Performance: Be able to activate Edit Mode 
Condition: Given a Blackboard development course 
Criteria: Participant is able to edit the course 
 
2.  Given an editable Blackboard course menu, the participant is able to edit the course menu 
by correctly adding and renaming an item on the course menu. 
 
Performance: Be able to edit the menu 
Condition: Given an editable Blackboard course menu 
Criteria: Correctly add an item and rename an item on the menu 
 
3.  Given an Adobe PDF document, a Word file, and a PowerPoint presentation, the 
participant will successfully create course Content Items within a course Content Area so that 
the content and files may be viewed by students in the course. 
 
Performance: Create course content items with attached files within a course Content Area 
Condition: Given an Adobe PDF document, a Word file, and a PowerPoint presentation 
Criteria: Content and files are viewable by students in the course 
 
4.  Given sample search keywords, the participant will successfully use the Mashup Tool to 
locate, select, and incorporate a YouTube video into the course so that the video may be 
viewed by students in the course. 
 
Performance: Locate, select, and incorporate a YouTube video into the course 
Condition: Given sample search keywords 
Criteria: Video is viewable by students 
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5.  Given a sample assignment topic, the participant will successfully create an Assignment 
that can be completed by students in the course. 
 
Performance: Create an Assignment that requires a student submission 
Condition: Given a sample assignment topic 
Criteria: Assignment is viewable by student 
 
6.  Given a Discussion Board topic, the participant will create a Discussion Board forum that 
includes a main topic post so that the forum may be viewed by students in the course. 
 
Performance: Create a Discussion Board forum that includes a main topic post 
Condition: Given a Discussion Board topic 
Criteria: Forum is viewable by students 
 
7.  Given the Send Email tool, the participant will successfully use the tool to send email to 
students. 
 
Performance: Use the Email tool to send email to students 
Condition: Given the Send Email tool 
Criteria: Email is received by students 
 
8.  Given a sample Course Announcement, the participant will successfully post a Course 
Announcement and send the Announcement out to students via email. 
 
Performance: Post an Announcement to the course  
Condition: Given a sample Course Announcement 
Criteria: Announcement is viewable by students and is received via email 
 
9.  Given a Course Properties selection screen, the participant will correctly select the Course 
Availability course setting so that the course is accessible to students. 
 
Performance: Select the Course availability setting 
Condition: Given a Course Properties selection screen 
Criteria: Course is available on Blackboard 

 
Pre-requisites: Pre-instruction prerequisites include the ability to log into an external website or 
server given a log-in link, basic computer skills such as clicking “Browse” to select or open files 
from a hard drive or storage volume, the ability to follow hyperlinks, the ability to drag and drop 
an item, the ability to open a secondary menu by clicking on an arrow icon, clicking labeled 
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buttons in a web environment, and using controls to start and stop an embedded video labeled 
with standard play, pause, and stop icons. 
 
The checklist that will be used to evaluate participant development courses for success at 
meeting the workshop objectives and sample feedback is included in this document as Appendix 
1. 
 
 
4. Website URL 
 
The Electronic Workshop is currently hosted at http://www.coursesites.com.  It will be built out, 
archived, and then imported into the John Jay Blackboard 9.1 environment for implementation.   
 
 
5. Storyboards 
 
Instructional content for the following modules and additional constituent site pages is included 
as individual appendices at the end of this document.  An appendix is included for each menu 
entry. 
 
Please note that the workshop breadcrumb trail is not shown in some storyboards in order to 
conserve screen space.  Additionally, the menu entries created for the workshop are displayed in 
each screenshot.  Although Help appears on the menu, a storyboard and instructional content is 
not included as Help is a native part of the Blackboard application and is not an item created for 
this workshop. 
 
Figures 1 and 2 display the layout for the About this Workshop section of the site.  The image 
spreads across two figures in order to capture the lower area after the screen is scrolled 
downward.  This is the initial landing point for the workshop, and the first page viewed by 
participants.   
 
All entries shown on the course menu are created as Content Areas within the Blackboard 
course, with the exception of the Idea Exchange Discussion Board and Contact Us, which use 
their corresponding content container types.  Topic modules are offset by the use of a Module 
header and inserted separators, to differentiate the activities participants must complete from 
other areas within the workshop. 
 

http://www.coursesites.com/
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Figure 1 
 

 
Figure 2  
 
Figure 3 displays the layout to be used for each of the workshop modules (Course Environment, 
Adding Content and Files, Adding Mashups, Adding Assignments, Creating Discussion Boards, 
Sending Email, Posting Announcements, and Course Availability).  Each module contains the 
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following elements: an Overview, a Step-by-Step (a how-to), a link to a Blackboard On Demand 
Video or Tutorial, a Think About It! recall and application prompt, an Assignment, and an in-
course link to the corresponding module Discussion Board (Idea Exchange).   
 

 
Figure 3 
 
The Assignments Content Area is shown in Figure 4.  The Assignments in the current workshop 
are created as content items rather than as proper Assignments since they require the participant 
to work in a separate Blackboard development course.  As such, participants are not creating a 
piece of work that may be submitted through Blackboard’s Assignments feature. 
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Figure 4 
 
The workshop Discussion Board, renamed on the main menu as the Idea Exchange, is displayed 
in Figure 5.  As seen in the image below, the Idea Exchange direct menu link displays a list of 
the forums in the center content frame, with descriptions for each forum showing in a center 
column.   
 

 
Figure 5 
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Figure 6 shows the Online Resources Content Area.  Listed within this Content Area are external 
web links that would be useful in completing the workshop, such as the City University of New 
York Blackboard information website, the local campus email system, and the main landing link 
containing all of Blackboard’s On Demand resources. 
 

 
Figure 6 
 
Figure 7 depicts the Contact Us Content Area.  Contact information for the primary workshop 
facilitator is listed, along with the Blackboard Support Group. 
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Figure 7 
 
 
6. Site Map 
 
Main Workshop Menu 

About this Workshop (Overview of workshop, workshop FAQ, etc.) 
Modules 
Course Environment 

Overview (contains introduction, use examples, Learning Objective, etc.) 
Step-by-Step (how-to textual content item) 
Blackboard On Demand Video (launches to new tab) 
Think About It! (prompt to enhance recall and connect module to instructional practice) 
Assignment (to be completed in development Blackboard course) 
Course Environment Idea Exchange (in-course link to Discussion Board) 

Adding Content and Files (abbreviated as Adding Content on the menu for space) 
Overview 
Learning Objective  
Step-by-Step 
Blackboard On Demand Video 
Think About It! 
Assignment 
Files Idea Exchange  

Adding Mashups 
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Overview   
Learning Objective  
Step-by-Step 
Blackboard On Demand Video 
Think About It! 
Assignment 
Mashups Idea Exchange 

Adding Assignments 
Overview  
Learning Objective  
Step-by-Step 
Blackboard On Demand Tutorial 
Think About It!  
Assignment 
Assignments Idea Exchange 

Creating Discussion Boards 
Overview 
Learning Objective  
Step-by-Step 
Blackboard On Demand Video 
Think About It! 
Assignment 
Discussion Board Idea Exchange 

Sending Email 
Overview 
Learning Objective  
Step-by-Step 
Blackboard On Demand Video 
Think About It!  
Assignment 
Email Idea Exchange 

Course Announcements 
Overview 
Learning Objective  
Step-by-Step 
Blackboard On Demand Video 
Think About It! 
Assignment 
Announcements Idea Exchange 

Making your Course Available 
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Overview 
Learning Objective  
Step-by-Step 
Blackboard On Demand Video 
Think About It! 
Assignment 
Course Settings Idea Exchange 

Assignments (contains in-course links to each Assignment) 
Idea Exchange (Discussion Board) 
Online Resources (websites of interest, including the college and a direct link to Blackboard) 
Contact Us 
Help 

 
 
7. Site Navigation 
 
The following images depict the navigation of the Electronic Workshop as participants will 
experience the site.  The workshop uses a standard website navigation menu with sections of the 
site listed down the left side.  Figure 1 above is the main landing page of the workshop and 
shows the standard Blackboard arrangement of the left navigation menu with a center content 
frame.  Figures 6 and 7 show the horizontal breadcrumb trail above the main course menu and 
center content frame, which can be used to navigate through the workshop (the breadcrumb is 
also shown below in Figure 10).  This breadcrumb appears on all screens, but as noted above, 
was hidden in some storyboards to conserve space. 
 
Figure 8 displays the Course Menu as it appears to workshop participants (when the course is not 
in Edit Mode, editing functions and empty Content Areas are not displayed by Blackboard 9.1).  
The workshop is currently identified on the course menu as “PURDUE_HKeier_EDCI569.”  
This will be updated prior to implementation to read “Blackboard Electronic Workshop,” or 
some abbreviation thereof.  Clicking on menu links changes the materials displayed in the center 
content frame.  All menu links behave in the same fashion.   
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Figure 8 
 
Figure 9 is a sample of course content chosen from a main menu link displayed within a center 
content frame.  Shown in the image are items representing the course elements common to each 
module Content Area.  Overview, Step-by-Step, Think About It!, and Assignments are discrete 
textual content that will be displayed in the content frame.  For these items, there is no need for 
participants to drill down to another site or page.  In the image, Your Course Environment is a 
link to an external website, and clicking the link will launch the site in another web browser tab.  
Lastly, Course Environment Idea Exchange is an in-course link. 
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Figure 9 
 
Clicking an in-course link for the Idea Exchange in any module navigates directly to the 
corresponding Idea Exchange Discussion Forum and provides access to any threads contained 
within, as shown in Figure 10.  Additionally, on the Forum page, the participant has access to the 
Create Thread option, to begin their own discussion topics. 
 

 
Figure 10  
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Appendix 1: Development Course Review and Feedback 
 
The following checklist will be used to review participant development courses.  Please refer to 
Appendix 11: List of Assignments for exact wording of tasks.  The checklist will be completed 
by a member of the Blackboard Support Group and reviewed by the workshop facilitator before 
being provided to the workshop participant, along with any summary feedback.   
 
Development Course Review Checklist:  
 
Module Assignment Completed Not  

Completed 
Reason Not Completed/Comments 

Course Environment    
Adding Content and 
Files 

   

Adding Mashups    
Adding Assignments    
Creating Discussion 
Boards 

   

Sending Email    
Course Announcements    
Course Availability    
 
Feedback: 
Feedback will be drawn from the Reasons Not Completed / Comments column of the Review 
Checklist.  It is not expected that every participant will create a development course that inspires 
specific feedback, but when a participant does, the feedback should be shared.  Feedback should 
not only be corrective, but should also try to include comments reinforcing things the participant 
did well.  Additionally, it is completely appropriate that some Assignments are either completed 
or not and no further comment is needed, such as Course Availability.   
 
Sample Summary Responses to Participants: 
(Items in quotation marks are examples of how feedback to participants might be worded) 
 
Assignment completed: 
Adequate completion (all required elements present) 

- Item is checked as Completed in table. 
Completed well (all required elements present, some done notably well) 

- “Your Creating Discussion Boards module was done nicely.  The Discussion Board was 
easy to locate and conveyed the topic well.” 

 
Assignment not completed (problematic module is listed in summary feedback, with specific 
reason why it was not reviewed as Completed.): 
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- “In order to complete the Adding Content and Files module, you need to attach a pdf to a 
content item.” 

- Response should include the Step-by-Step for the problematic item.  
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Appendix 2: About this Workshop Content 
 
Note: In this and each module that follows, bolded text is the name for the Content Item, and 
the text below it is entered into the Visual Text Editor, or also contains the URL in the case of 
links.  However, Learning Objectives are part of the Overview Content Item that precedes it, 
not a separate item on their own. 
 
Each of the FAQ items below are to be combined as a single Content Item.  See Storyboards, 
Figure 2 for example. 
 
About this Workshop: 
The Blackboard 9.1 Electronic Workshop is designed and implemented as a self-paced 
interactive Blackboard course that will teach faculty and staff the basic techniques for creating 
Blackboard courses.  The Electronic Workshop is available to all faculty and staff who wish to 
participate, regardless of prior experience with Blackboard.  Learners with prior Blackboard 
experience stand to gain from participation in the workshop since the new version of Blackboard 
Learn introduces an updated interface and the use of core application functions have changed.  It 
is assumed that workshop participants have basic computer skills such as use of the Microsoft 
Office Suite and standard web browsers, and can use email.   
 
Each workshop participant will be given a companion development course for practice and for 
assessment purposes.  Members of the Blackboard Support Group will be enrolled in the 
development courses in order to serve as mock students, provide assistance if needed, to monitor 
participant progress, and to perform an assessment of the development course, if requested.   
 
Learning Objectives: 
After completing the Blackboard 9.1 Electronic Workshop, participants will be able to 
successfully: 
 

• Activate Edit Mode in a Blackboard course and edit the course menu by adding and 
renaming items 

• Create course Content Items, with commonly used file types used as file attachments 
• Incorporate multimedia sources such as YouTube into courses  
• Create Course Assignments 
• Create Discussion Boards 
• Email students using the Blackboard Email function 
• Post Course Announcements 
• Select course settings such as Course Availability 

 
Workshop FAQ 
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How is this workshop organized?  How do I complete this workshop? 
This workshop is organized as a series of modules displayed on the course menu.  Each module 
contains an Overview, a Step-by-Step how-to, a video or tutorial produced by Blackboard, a 
Think About It! prompt, an Assignment, and a link to the corresponding Idea Exchange 
Discussion Board.  We encourage you to work through the modules in order, but this is a self-
paced workshop.  If you feel you are able to successfully complete the module assignment and 
progress to the next one, please feel free to move at the speed that best suits you. 
 
How is my progress in the workshop evaluated? 
A development course will be created for every participant in the workshop.  The development 
course will be your place to practice and perform the techniques presented in each module.  You 
have the option of requesting the Blackboard Support Staff review your development course 
after completing the module assignments.  Workshop participants who successfully finish the 
workshop will be awarded a Certificate of Completion. 
 
Will I be graded? 
You won’t be graded per se, but in order to earn a Certificate of Completion, you must 
successfully accomplish each of the module assignments.  For example, if the task is to post a 
document, credit is given if the document is viewable in your development course.  We will also 
provide feedback on how to correct any items not completed.  You can request we review your 
development course as often as needed until all the modules are mastered. 
 
How do I get help? 
Contact information for the Blackboard Support Group is located on the left navigation menu of 
the workshop.  Additionally, each workshop module includes an Idea Exchange.  In the Idea 
Exchanges, you can post any questions related to completing the module in the Q & A thread, 
which will be monitored by the Blackboard Support Group. 
 
Can I interact with other faculty and staff completing the workshop? 
The Idea Exchanges also contain threads for you to interact with your colleagues completing the 
workshop.  We encourage you to post your thoughts on how to best use the tools, your ideas on 
how they can be used for instruction, and to trade tips and hints. 
 
About this Workshop Idea Exchange: 
Please use this forum for any questions and feedback you may have about the workshop. 
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Appendix 3: Course Environment Content 
 
Overview 
The Edit Mode button enables you to post content to your Blackboard course.  It can be thought 
of as an ON / OFF switch for course editing.  When the Edit Mode toggle is in the ON position, 
you can add and edit materials and tools in the course.  When the Edit Mode toggle is set to OFF, 
the course is displayed as students see it.  The Edit Mode button is located in the upper right 
corner of your course, and may be used from any part of the course. 
 
Course content is arranged in containers called Content Areas, which are displayed on the course 
menu.  Any variety of materials can be added to Content Areas – course readings, presentations, 
audio and video files, assessments, links to course tools, and folders are just some of the items 
that may be added to content areas.  The Content Areas are a flexible system for organizing your 
instructional content. 
 
Learning Objective 
Activate the edit mode in a Blackboard course and edit the course menu by adding and renaming 
items. 
 
Step-by-Step 
Edit Mode: 

1. Click the Edit Mode button to ON to enable course editing. 
2. Click the Edit Mode button to OFF to see the student view. 

 
Add a Content Area: 

1. Click the Add icon (+) at the top of the Course Menu. 
2. Select Content Area from the pop-up list.  From this list, you may also insert Subheaders 

and Dividers to organize your Content Areas. 
3. Enter a name for the Content Area in the Name field. 
4. Click Submit. 

 
Rename a Content Area 

1. Click the Action Link icon for the Content Area you wish to rename.  This is displayed as 
a chevron when you mouse over the Content Area in the course menu. 

2. Select Rename link from the pop-up menu. 
3. Enter a new name in the box. 
4. Click the checkmark icon to save the new name, or the X to Cancel.  
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Getting Started with the Course Environment 
http://library.blackboard.com/d/?5ba5f8c8-0840-46cd-9eb2-d48d1c00c401  
Comprehensive PDF tutorial from Blackboard, including many of the key techniques and terms 
used in working with and describing the new Blackboard 9.1 Course Environment. 
 
Your Course Environment 
http://ondemand.blackboard.com/r91/movies/bb91_your_course_environment.htm.  
Short video from Blackboard demonstrating how to navigate the new Course Environment.  The 
video will open in a new window, and is closed captioned. 
 
Think About It! 
How can the presentation of the course menu reflect the instructional content of your course?  In 
what ways can you use Content Areas to make your course easier to navigate and to optimally 
organize information?   
 
Assignment 
In your development course, enable course editing by utilizing the Edit Mode button, add a new 
Content Area to the course menu, and rename a default Content Area.  Make sure that you select 
the option to make any new Content Areas you create available to students.  You can add a 
Content Area for Readings, and rename one as Materials. 
 
Course Environment Idea Exchange 
What are some Content Areas that you think should be included in every course?  What might be 
some strategies for effectively using the course menu?  What might be more advantageous, 
organizing the course menu by module, topic, or chronologically? 
 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
 
  

http://library.blackboard.com/d/?5ba5f8c8-0840-46cd-9eb2-d48d1c00c401
http://ondemand.blackboard.com/r91/movies/bb91_your_course_environment.htm
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Appendix 4: Adding Content and Files Content 
 
Overview 
The basic building blocks of courses are content items.  Content items are created within and 
accessed through Content Areas.  Content items can be as simple as text entered in Blackboard’s 
Visual Text Editor, but a commonly used technique for adding content to courses is to attach 
files to content items.  For example, many instructors use this procedure to add to add Syllabi, 
PowerPoint presentations used for lectures, and pdf readings from academic journals to courses.   
 
Learning Objective 
Create course content items, with commonly used file types used as file attachments. 
 
Step-by-Step 

1. With the course in Edit Mode, click the course menu link corresponding to the Content 
Area where the item will appear. 

2. Hover over Build Content on the action bar, and click Create Item in the pop-up menu. 
3. Enter a name for the new content item. 
4. Enter any desired text for the item into the Visual Text Editor. 
5. Click the Browse button to locate and attach any files 
6. Select options for the item. 
7. Click Submit. 

 
Attaching Course Files to a Content Item 
http://ondemand.blackboard.com/r91/movies/bb91_course_files_attach_course_file_to_content_i
tem.htm  
Short video from Blackboard demonstrating how to create Content Items with attached files.  
The video will open in a new window, and is closed captioned. 
 
Think About It! 
What content from your in person courses would lend themselves to Content Items in 
Blackboard?  What kind of files do you use in your courses?  What kind of activities might be 
easier if the files were reliably and readily available to students, 24/7? 
 
Assignment 
In your development course, add sample copies of commonly used files to a course Content 
Area.  Add a pdf, a Word document, and a PowerPoint presentation.  You do not need to create 
new files; you can use any files you may already have.  If you need sample copies of these files, 
let us know. 
 
Content and Files Idea Exchange 

http://ondemand.blackboard.com/r91/movies/bb91_course_files_attach_course_file_to_content_item.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_files_attach_course_file_to_content_item.htm
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When should you post a content item, and when should you include content as an attached file?  
Does posting files like required readings make students more likely to complete them?  How can 
posting files to a course enhance learning?  For example, if students have access to PowerPoint 
slides used in lectures, could you “flip” your class? 
 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
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Appendix 5: Adding Mashups Content 
 
Overview 
Increasingly, online courses are moving beyond the simple posting of textual content and the 
attaching of files.  Some of the most exciting and engaging Content Items are known as 
Mashups.  Mashups are combinations of data or information from different sources.  Within 
Blackboard, Mashups can be added for Flickr photos, SlideShare presentations, and as used in 
this example, YouTube videos. 
 
Learning Objective 
Use the Blackboard Mashup tool to incorporate a multimedia source such as YouTube into a 
course. 
 
Step-by-Step 

1. With the course in Edit Mode, click the course menu link corresponding to the Content 
Area where the item will appear. 

2. Hover over Build Content on the action bar, and click Mashups YouTube from the pop-
up menu. 

3. On the Search for a YouTube Video page, enter search terms and click Go. 
4. On the Search Results page, click Preview to view videos, and Select to choose a video. 
5. Enter a name for the item, and a description of the video, if desired.   
6. Select any desired options, such as the display mode and date restrictions. 
7. Use the lower Preview button to view the Mashup. 
8. Click Submit. 

 
Creating a Mashup  
http://ondemand.blackboard.com/r91/movies/bb91_course_content_creating_a_mashup.htm  
Short video from Blackboard demonstrating how to add a Mashup to your course.  The video 
will open in a new window, and is closed captioned. 
 
Think About It! 
Are there topics you teach that might benefit from adding videos?  Might there be a video that 
may make a difficult to convey topic more easily understood by students? 
 
Assignment 
In your development course, use the Mashup tool to search for, locate, and add a video from 
YouTube to the course.  A possible topic to search for might be a Blackboard technique you are 
unfamiliar with. 
 
Mashups Idea Exchange 

http://ondemand.blackboard.com/r91/movies/bb91_course_content_creating_a_mashup.htm


24 
 

In what ways can Mashups like YouTube make your course more interesting?  Do you think 
students might find video content more engaging than text?  Will they learn better from it?  Do 
you think Mashups might be geared toward particular disciplines more than others? 
 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers.  



25 
 

Appendix 6: Adding Assignments Content 
 
Overview 
Assignments are a major part of any course, online or not.  Assignments in Blackboard are a key 
means for students to submit work to their instructors.  While the most common Assignments are 
essays and papers, the Assignments feature in Blackboard can accept a wide variety of file 
formats, include Excel spreadsheets, images in formats such as JPG, and MPEG/AVI audio and 
video files.  The Assignments feature in Blackboard saves instructors from collecting large 
stacks of paper, and provides an electronic version of student work, allowing the easy return of 
feedback to students.  Assignments are also automatically entered into the Blackboard Grade 
Center. 
 
Learning Objective 
Use the Assessments tool to successfully create a Course Assignment. 
 
Step-by-Step 
Follow the steps below to create a basic assignment 

1. With the course in Edit Mode, access the Content Area in which you would like to post 
the Assignment. 

2. On the action bar, mouse over Assessments, and from the pull down menu that appears, 
select Assignment. 

3. On the Create Assignment page, enter the following as needed: 
a. A name for the Assignment. 
b. Enter any instructions for the assignment into the Visual Text Editor, such as a 

required file format for essays. 
c. Attach a file to the Assignment using Browse My Computer, if desired. 
d. Enter the Points Possible.  You may also add a rubric, if you have one. 
e. Select Make the Assignment Available and select options for Number of 

Attempts, any date restrictions on the Assignment availability, whether you want 
to Track Views, and a Due Date. 

f. Select the appropriate option for All Students Individually or Groups of Students. 
4. Click Submit. 

 
Getting Started with Assignments  
http://library.blackboard.com/d/?682bae28-9a44-40af-8fc8-3a1a01f41ae1.  
There is no vendor supplied video for Adding Assignments.  Instead, a Blackboard produced 
print tutorial is available at the link.  The pdf will open in a new window. 
 
Think About It! 

http://library.blackboard.com/d/?682bae28-9a44-40af-8fc8-3a1a01f41ae1
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What assignments do you currently use in your teaching that may be candidates for Blackboard’s 
Assignment feature?  Do you regularly give essays or term papers?  How might receiving 
electronic copies of the Assignments make grading and giving feedback easier?  
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Assignment 
In your development course, create an Assignment requiring students to post an essay on a topic 
of your choice.  A possible essay topic may be for a student to explain their choice of major (or 
lack of one).  Give the students some basic instructions for the Assignments using the Visual 
Text Editor.  Please make the Assignment available, but do not use the date restriction options so 
that the Assignment is visible when your course is reviewed. 
 
Assignments Idea Exchange 
How do you think you could use the Assignments feature in your course?  Some work may be 
fairly obvious like essays, but can you think of other ways?  How would giving the Assignments 
through Blackboard make life easier for you  – and your students? 
 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
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Appendix 7: Creating Discussion Boards Content 
 
Overview 
Discussion Boards are a space in which to house asynchronous course discussions called 
Forums, organized around common topics and ideas.  Discussion Forums be used to interact with 
your students and create an online space that mirrors in-person classroom exchanges, but they 
can also be used to foster student collaboration and cooperation.  Courses can host multiple 
forums, or a single forum containing individual conversation threads.  Forums be accessed 
through a menu link or can be added to any Content Area within a course.   
 
Learning Objective 
Create a course Discussion Board with a topic to frame the discussion. 
 
Step-by-Step 
Creating a Discussion Forum 

1. With the course in Edit Mode, under Control Panel in the left menu, click on Course 
Tools to expand the menu. 

2. From the expanded menu, click Discussion Board. 
3. From the first Discussion Board screen, click on the course name. 
4. From the second Discussion Board screen, click on the Create Forum button. 
5. On the Create Forum screen, enter the name of the forum, and a description if desired.  A 

description can be used to present a discussion topic. 
6. Select any needed options. 
7. Click Submit. 

 
Creating a Discussion Board Thread 

1. Navigate to a previously created Discussion Forum. 
2. Click on the Create Thread button on the action bar. 
3. On the Create Thread screen, enter the subject for the thread, and a description if desired.  

A description can be used to present a thread topic. 
4. Attach a file, if desired. 
5. Click Submit, or save as a Draft for later posting. 

 
Creating a Discussion Board Forum  
http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_forum.htm 
Short video from Blackboard demonstrating how to add Discussion Forums to your course.  The 
video will open in a new window, and is closed captioned. 
 
Creating a Discussion Board Thread 
http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_thread.htm 

http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_forum.htm
http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_thread.htm
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Short video from Blackboard demonstrating how to add Discussion Threads to your course.  The 
video will open in a new window, and is closed captioned. 
 
Think About It! 
Can you use the prompts you use in an in-person course in a Discussion Board?  How might you 
have to recast the questions you’d pose in question for use in a Discussion Board?  Would you 
post the conversation prompt as an open discussion, or organize the discussion into threads with 
specific and focused topics? 
 
Assignment 
Create a Discussion Board in your development course, with a sample topic given in the forum’s 
description.  A topic you might consider is a course Q & A forum, for students to ask questions 
of you and their classmates, or a forum for students to introduce themselves. 
 
Discussions Idea Exchange 
How can you use Discussion Boards to encourage students to interact with each other, and to 
learn from each other?  What are some ways you can motivate students to post regularly, and 
well, on Discussion Boards? 
 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
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Appendix 8: Sending Email Content 
 
Overview 
Using Blackboard’s email function is an efficient way to reach all of your students at once.  
Since Blackboard has your student’s email addresses stored, there is no need to know each one’s 
email address.  However, it is advised that you inform your students that you will be using email 
through Blackboard.  Blackboard contains your student’s school email address, and some 
students do not check that address regularly.  Additionally, Blackboard does not store copies of 
outgoing messages, but will send you a carbon copy. 
 
Learning Objective 
Email students enrolled in the course using the Blackboard Email function. 
 
Step-by-Step 

1. With the course in Edit Mode, under Control Panel in the left menu, click on Course 
Tools to expand the menu. 

2. From the expanded menu, click Send Email. 
3. On the Send Email page, click the recipient option corresponding to the email you want 

to send, such as Single/Select Users. 
4. On the Single/Select Users page, move the intended recipients from the Available to 

Select box to the Selected box using the right-pointing arrow between the boxes. 
5. Enter a subject, and the text of your message.  You may also attach files to the message. 
6. Click Submit. 

 
Sending Email 
http://ondemand.blackboard.com/r91/movies/bb91_course_tools_sending_email.htm  
Short video from Blackboard demonstrating how to Send Email from your course.  The video 
will open in a new window, and is closed captioned. 
 
Think About It! 
How do you use email with students?  With the email function embedded within the application, 
will you be more likely to use email with your students? 
 
Assignment 
In your development course, send an email to all student users. 
 
Email Idea Exchange 
When is it appropriate to exchange email with students?  When is it not?  What are some 
reasonable parameters for email use, as they relate to time to reply, etc.?  What are some 
drawbacks to using email to communicate with students? 

http://ondemand.blackboard.com/r91/movies/bb91_course_tools_sending_email.htm


31 
 

 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
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Appendix 9: Course Announcements Content 
 
Overview 
Course Announcements can be a useful way of conveying time sensitive information to your 
students.  You can use Announcements to remind students of upcoming course events, such as 
the approaching due date of an assignment or an upcoming exam, or let them know about a 
change in office hours.  Announcements are displayed along with the course on the Home tab in 
Blackboard, so they are displayed to students even if the student doesn’t access the course.  Also, 
Announcements can be sent out via email and are received even when the student doesn’t log 
into Blackboard. 
 
Learning Objective 
Create a Course Announcement and send it out via email to students enrolled in the course. 
 
Step-by-Step 

1. With the course in Edit Mode, under Control Panel in the left menu, click on Course 
Tools to expand the menu. 

2. From the expanded menu, click Announcements. 
3. On the Announcements page, click the Create Announcement button. 
4. On the Create Announcement page, enter a Subject and message. 
5. Set the duration of the Announcement.  Not Date Restricted Announcements are visible 

until manually removed. 
6. Include an in-course link, if desired. 
7. Click Submit. 

 
Creating Announcements 
http://ondemand.blackboard.com/r91/movies/bb91_tools_creating_announcements.htm  
Short video from Blackboard demonstrating how to add an Announcement to your course.  The 
video will open in a new window, and is closed captioned. 
 
Think About It! 
When would you use an Announcement to reach out to your students?  Would you use one for 
just some course events, or for a wide variety of them? 
 
Assignment 
In your development course, post an Announcement about an upcoming exam, with the 
Announcement also going out via email.   
 
Announcements Idea Exchange: 

http://ondemand.blackboard.com/r91/movies/bb91_tools_creating_announcements.htm
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Are Announcements effective?  Do you think students can get habituated to them, rendering 
them meaningless?  Or, with judicious use of them, can Announcements be a quick and effective 
way of conveying information you want to stand out?  Can Announcements add to the success of 
your course? 
 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
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Appendix 10: Making your Course Available Content 
 
Overview 
All courses are created as “unavailable” in Blackboard.  The availability setting is best thought of 
as an on / off switch for your course.  When unavailable, your course is visible only to enrolled 
instructors and system administrators – students cannot access unavailable courses.  Course 
Availability is the last step you need to take when you are ready for students to see your course.  
Course availability is by far the most common reason why Blackboard users reach out for help – 
both students and instructors alike. 
 
Learning Objective 
Select the Course Availability course setting so that the course may be accessed by students 
 
Step-by-Step 

1. With the course in Edit Mode, under Control Panel in the left menu, click on 
Customization to expand the menu. 

2. From the expanded menu, click Properties.  Note: we do not recommend changing any 
other settings on this page without assistance. 

3. On the Properties page, scroll down to Course Availability. 
4. Select Yes. 
5. Click Submit. 

 
Make Your Course Available to Students  
http://ondemand.blackboard.com/r91/movies/bb91_course_customization_set_course_availabilit
y.htm  
Short video from Blackboard demonstrating how to make your course available.  The video will 
open in a new window, and is closed captioned. 
 
Think About It! 
When should you make your course available?  The first day of class?  Or a few days in 
advance?   
 
Assignment 
In your development course, make your course available to students. 
 
Availability Idea Exchange 
When is the best time to make a course available?  Does the course need to be built out in its 
entirety, or is it okay to make the course available when early course content is posted?  How far 
in advance of a semester should you make a course available?  At the end of semester, how long 
should a course remain available to students? 

http://ondemand.blackboard.com/r91/movies/bb91_course_customization_set_course_availability.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_customization_set_course_availability.htm
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Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
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Appendix 11: List of Assignments 
 
Note:  Development Course Review Checklist and sample feedback is included as Appendix 1. 
 
Course Environment Assignment 
In your development course, enable course editing by utilizing the Edit Mode button, add a new 
Content Area to the course menu, and rename a default Content Area.  Make sure that you select 
the option to make any new Content Areas you create available to students.  You can add a 
Content Area for Readings, and rename one as Materials. 
 
Adding Content and Files Assignment 
In your development course, add demonstration copies of commonly used files to a course 
Content Area.  Add a pdf, a Word document, and a PowerPoint presentation.  You do not need to 
create new files; you can use any files you may already have.  If you need sample copies of these 
files, let us know. 
 
Adding Mashups Assignment 
In your development course, use the Mashup tool to search for, locate, and add a video from 
YouTube to the course.  A possible topic to search for might be a Blackboard technique you are 
unfamiliar with. 
 
Adding Assignments Assignment 
In your development course, create an Assignment requiring students to post an essay on a topic 
of your choice.  A possible essay topic may be for a student to explain their choice of major (or 
lack of one).  Give the students some basic instructions for the Assignments using the Visual 
Text Editor.  Please make the Assignment available, but do not use the date restriction options so 
that the Assignment is visible when your course is reviewed. 
 
Creating Discussion Boards Assignment 
Create a Discussion Board in your development course, with a sample topic given in the forum’s 
description.  A topic you might consider is a course Q & A forum, for students to ask questions 
of you and their classmates, or a forum for students to introduce themselves. 
 
Sending Email Assignment:   
In your development course, send an email to all student users. 
 
Course Announcements Assignment 
In your development course, post an Announcement about an upcoming exam, with the 
Announcement also going out via email.   
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Course Availability Assignment 
In your development, make your course available to students. 
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Appendix 12: Idea Exchange Descriptions 
 
About this Workshop Idea Exchange 
Please use this forum for any questions and feedback you may have about the workshop. 
 
Course Environment Idea Exchange 
What are some Content Areas that you think should be included in every course?  What might be 
some strategies for effectively using the course menu?  What might be more advantageous, 
organizing the course menu by module, topic, or chronologically?  
 
Content and Files Idea Exchange 
When should you post a Content Item, and when should you include content as an attached file?  
Does posting files like required readings make students more likely to complete them?  How can 
posting files to a course enhance learning?  For example, if students have access to PowerPoint 
slides used in lectures, could you “flip” your class? 
 
Mashups Idea Exchange 
In what ways can Mashups like YouTube make your course more interesting?  Do you think 
students might find video content more engaging than text?  Will they learn better from it?  Do 
you think Mashups might be geared toward particular disciplines more than others? 
 
Assignments Idea Exchange 
How do you think you could use the Assignments feature in your course?  Some work may be 
fairly obvious like essays, but can you think of other ways?  How would giving the Assignments 
through Blackboard make life easier for you  – and your students? 
 
Discussions Idea Exchange 
How can you use Discussion Boards to encourage students to interact with each other, and to 
learn from each other?  What are some ways you can motivate students to post regularly, and 
well, on Discussion Boards? 
 
Email Idea Exchange 
When is it appropriate to exchange email with students?  When is it not?  What are some 
reasonable parameters for email use, as they relate to time to reply, etc.?  What are some 
drawbacks to using email to communicate with students? 
 
Announcements Idea Exchange 
Are Announcements effective?  Do you think students can get habituated to them, rendering 
them meaningless?  Or, with judicious use of them, can Announcements be a quick and effective 
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way of conveying information you want to stand out?  Can Announcements add to the success of 
your course? 
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Availability Idea Exchange 
When is the best time to make a course available?  Does the course need to be built out in its 
entirety, or is it okay to make the course available when early course is posted?  How far in 
advance of a semester should you make a course available?  At the end of semester, how long 
should a course remain available to students? 
 
Note: the following text is inserted at the end of each Idea Exchange description 
Idea Exchanges also contain a Q & A thread for questions regarding the module itself, and the 
techniques it covers. 
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Appendix 13: Online Resources 
 
CUNY Blackboard website 
http://www.cuny.edu/blackboard 
 
John Jay College Email 
https://webmail.jjay.cuny.edu/owa  
John Jay College Outlook Web Access Email System 
 
Blackboard On Demand 
http://ondemand.blackboard.com  
Main page for Blackboard's collection of On Demand videos and tutorials.  Each of the videos 
and tutorials featured in the modules are accessible through the main page, along with other 
topics of interest. 
 
 
  

http://www.cuny.edu/blackboard
https://webmail.jjay.cuny.edu/owa
http://ondemand.blackboard.com/
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Appendix 14: Contact Us 
 
Blackboard Administrator Helen Keier 
Email hkeier@jjay.cuny.edu 
Work Phone 212.484.1136 
Office Location Rm. 3322 North Hall 
Office Hours Monday - Friday, 9 - 5. 
 
Blackboard Support Group 
Email blackboard@jjay.cuny.edu 
Work Phone 212.484.1197 
Office Location Various locations: Rms. 3322 and 3324, North Hall Rm. L2.72.10, New 
Building 
Office Hours Monday - Friday, 9 - 5. 
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Appendix 15: List of Blackboard On Demand Videos and Tutorials Used  
 
Getting Started with the Course Environment (pdf tutorial): 
http://library.blackboard.com/d/?5ba5f8c8-0840-46cd-9eb2-d48d1c00c401  
 
Your Course Environment 
http://ondemand.blackboard.com/r91/movies/bb91_your_course_environment.htm 
 
Attaching Course Files to a Content Item 
http://ondemand.blackboard.com/r91/movies/bb91_course_files_attach_course_file_to_content_i
tem.htm 
 
Creating a Mashup  
http://ondemand.blackboard.com/r91/movies/bb91_course_content_creating_a_mashup.htm  
 
Getting Started with Assignments (pdf tutorial, video unavailable) 
http://library.blackboard.com/d/?682bae28-9a44-40af-8fc8-3a1a01f41ae1 
 
Creating a Discussion Board Forum  
http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_forum.htm 
 
Creating a Discussion Board Thread 
http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_thread.htm 
 
Sending Email 
http://ondemand.blackboard.com/r91/movies/bb91_course_tools_sending_email.htm  
 
Creating Announcements 
http://ondemand.blackboard.com/r91/movies/bb91_tools_creating_announcements.htm  
 
Make Your Course Available to Students  
http://ondemand.blackboard.com/r91/movies/bb91_course_customization_set_course_availabilit
y.htm  
 
  

http://library.blackboard.com/d/?5ba5f8c8-0840-46cd-9eb2-d48d1c00c401
http://ondemand.blackboard.com/r91/movies/bb91_your_course_environment.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_files_attach_course_file_to_content_item.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_files_attach_course_file_to_content_item.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_content_creating_a_mashup.htm
http://library.blackboard.com/d/?682bae28-9a44-40af-8fc8-3a1a01f41ae1
http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_forum.htm
http://ondemand.blackboard.com/r91/movies/bb91_discussion_board_create_thread.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_tools_sending_email.htm
http://ondemand.blackboard.com/r91/movies/bb91_tools_creating_announcements.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_customization_set_course_availability.htm
http://ondemand.blackboard.com/r91/movies/bb91_course_customization_set_course_availability.htm
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Appendix 16: 5 Star Instructional Design Rating 
 
The following is based on: 
Merrill, D.M. (2001). Five-star design rating . Utah State University, Department of Instructional 
Technology.  
 
Does the instruction teach kinds-of, how-to or what-happens? 
The current instruction can be best categorized as how-to. 
 
Is the instructional architecture tutorial or experiential? 
The instruction is both tutorial and experiential in nature.  After reading and viewing tutorial 
content, participants are asked to engage with a practice course and perform the same behavior. 
 
Is the courseware TELL-&-ASK (T&A) instruction? 
While the current instruction does present material (a “tell”), the workshop is not believed to be a 
simple Tell & Ask scenario.  Students are presented with examples, but also asked to engage in a 
brief thought exercise that encourages the creative application of the techniques to real-world 
class examples, and requires them to apply their new knowledge in way that demonstrates 
understanding as opposed to reiteration. 
 
1. Is the courseware presented in the context of real world problems? 
 
a. Does the courseware show learners the task they will be able to do or the problem 
they will be able to solve as a result of completing a module or course? 
b. Are students engaged at the problem or task level not just the operation or action 
levels? 
c. Does the courseware involve a progression of problems rather than a single 
problem? 
 

 Yes 
 
Yes 
 
Yes 
Yes 

2. Does the courseware attempt to activate relevant prior knowledge or 
experience? 
 
a. Does the courseware direct learners to recall, relate, describe, or apply knowledge 
from relevant past experience that can be used as a foundation for new knowledge? 
b. Does the courseware provide relevant experience that can be used as a foundation 
for the new knowledge? 
c. If learners already know some of the content are they given an opportunity to 
demonstrate their previously acquired knowledge or skill. 
 

 Yes 
 
Yes 
 
Yes 
 
Yes 

3. Does the courseware demonstrate (show examples) of what is to be learned 
rather than merely tell information about what is to be learned? 
 
a. Are the demonstrations (examples) consistent with the content being taught? 

 Yes 
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(1) Examples and non-examples for concepts? 
(2) Demonstrations for procedures? 
(3) Visualizations for processes? 
(4) Modeling for behavior? 
 
b. Are at least some of the following learner guidance techniques employed? 
(1) Learners are directed to relevant information? 
(2) Multiple representations are used for the demonstrations? 
(3) Multiple demonstrations are explicitly compared? 
 
c. Is media relevant to the content and used to enhance learning? 
 

Yes (1) 
Yes 
Yes 
Yes 
 
 
Yes 
Yes 
No (2) 
 
Yes 

4. Do learners have an opportunity to practice and apply their newly acquired 
knowledge or skill? 
 
a. Are the application (practice) and the posttest consistent with the stated or implied 
objectives? 
(1) Information-about practice requires learners to recall or recognize information. 
(2) Parts-of practice requires the learners to locate, name, and/or describe each part. 
(3) Kinds-of practice requires learners to identify new examples of each kind. 
(4) How-to practice requires learners to do the procedure. 
(5) What-happens practice requires learners to predict a consequence of a process 
given conditions, or to find faulted conditions given an unexpected consequence. 
 
b. Does the courseware require learners to use new knowledge or skill to solve a 
varied sequence of problems and do learners receive corrective feedback on their 
performance? 
c. In most application or practice activities, are learners able to access context 
sensitive help or guidance when having difficulty with the instructional materials? Is 
this coaching gradually diminished as the instruction progresses? 
 

 Yes 
 
 
Yes 
 
Yes 
Yes 
Yes 
Yes 
Yes 
 
 
Yes (3) 
 
Yes/No 
(4) 

5. Does the courseware provide techniques that encourage learners to integrate 
(transfer) the new knowledge or skill into their everyday life? 
 
a. Does the courseware provide an opportunity for learners to publicly demonstrate 
their new knowledge or skill? 
b. Does the courseware provide an opportunity for learners to reflect-on, discuss, 
and defend their new knowledge or skill? 
c. Does the courseware provide an opportunity for learners to create, invent, or 
explore new and personal ways to use their new knowledge or skill? 
 

 Yes 
 
 
Yes 
 
Yes 
 
Yes 

 
Notes: 
(1) Non-examples are not used. 
(2) Multiple demonstrations were compared because they differed in delivery media (text and 
video).  The steps employed in each demonstration were the same. 
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(3) Participants will receive corrective feedback at the end of the workshop, if a review of the 
practice / assessment work is requested.  Participants also have the ability to seek feedback at 
any time during the workshop. 
(4) Access to help is constant, and does not diminish as instruction progresses. 


