
• A •
academic dishonesty, dealing with,

316–317
account management. See also group

management
creating accounts, 45–48
enrolling users, 48–50
modifying user properties, 51–54
removing users, 54–55
searching names on course roster,

50–51
active users, in Virtual Classroom, 133
Adaptive Release of Content

Advanced, 108–111
Basic, 105–107
defined, 329
managing content items with, 15
overview, 104
structuring courses with, 298

Add Assignment page, posting online
assignments and, 27–28

Add Item page, posting syllabus with,
25–26

adding
assignments to Gradebook, 228
Class Participation column in

Gradebook, 228–231
collaboration sessions, 130
content created elsewhere, 89–92
content created in different software

and Blackboard Content System, 91
course banner to course menu, 75–76
course links to course menu, 69–70
course materials, 13–16
course materials to course menu, 66–67

previously written questions to pool,
203–204

profiles, 120–121
questions from pool to assessments,

204–205
questions from pool to tests, 205–206
tool links to course menu, 68–69
users to groups, 58–59
World Wide Web links to Content Areas,

94–96
Addressbook tool, overview, 79
addresses

changing e-mail and Blackboard
system, 303

of external links, 71
institutions controlling use of e-mail, 37
linking Web to Content Areas with, 94
searching course roster with e-mail, 50
searching for users by e-mail, 49
storing and memorizing Blackboard, 10
URLs as, 332

Advanced Adaptive Release of Content
enabling Review Status, 109
modifying/removing rules, 110–111
overview, 108
using statistics tracking, 110
viewing metadata with, 111

After stage
activities for, 40–42
of course-development process, 32

AKA Bb (also known as Blackboard),
9–10

announcements
checklist for, 323
copying into existing courses, 260
copying into new courses, 258
defined, 329
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announcements (continued)
exporting, 265
importing, 269
making for surveys, 217
making for tests, 211
setting up, 117–118

Announcements tool
communication type of, 115
function of, 16
overview, 77
using, 116–118

anonymity, students maintaining, 316
answer options (tests), under-

standing, 167
Archive Course feature, using, 270
archives

creating, 270
defined, 329
storing chat sessions in, 130
storing old discussion forums in,

128–129
assessment tools, overview, 18–19
assessments

adding questions from pool to, 204–205
for aural learners, 275
chat, 225
cheating on, 316–317
checklist for, 325
common elements of test questions,

166–168
copying into existing courses, 260
copying into new courses, 258
creating calculated formula questions,

170–175
creating calculated numeric questions,

175–176
creating either/or and true/false

questions, 176–178
creating essay and short-answer

questions, 178
creating file-response questions, 179

creating fill-in-multiple-blanks
questions, 179–182

creating fill-in-the-blank questions,
182–183

creating hot spot questions, 183–185
creating jumbled-sentence questions,

185–187
creating matching questions, 187–189
creating multiple-answer and multiple-

choice questions, 189–190
creating online tests for frequent self-,

295–296
creating opinion scale/Likert questions,

190–192
creating ordering questions, 192–193
creating quiz bowl questions, 194–195
defined, 329
deploying surveys, 216–218
deploying tests, 209–213
discussion, 224
drawing random block questions for,

206–207
establishing test framework and

settings, 163–166
exporting, 265
importing, 269
including in syllabus, 280–281
for kinesthetic learners, 276
learner group work, 225–226
learners creating test questions for, 298
learners submitting assignments in

progressive sections, 298–299
long-term reflections with journals,

299–300
muddiest-point papers, 299
overview, 161
posting assignments to discussion

forums, 296
for read/write learners, 275
rubrics for discussion forum postings

and, 297
submission report for, 309–310
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surveys, 215–216, 331
test question types, 168–169
tests, 162–163, 332
using collaboration tools for oral, 296
using questions from other, 169, 195–197
using questions from text files, 198–201
viewing survey results, 218–219
viewing test results, 213–214
for visual learners, 275

Assignment Manager, using, 220
Assignment tool

assessing learners with, 39
using for pre-assessments, 36

assignments
adding to Gradebook, 228
alternatives to collecting, 157
changing name of, 229
clearing from Gradebook, 224
collecting with Digital Dropbox,

154–157
creating, 220–222
defined, 329
downloading in bulk, 223–224
posting online, 27–28
posting to discussion forums, 296
providing feedback for, 222–223
requiring submission in progressive

sections, 298–299
asynchronous communication

archiving old, 128–129
collecting threads, 126–127
conducting, 121–122
locking threads, 127
posting threads, 124–125
removing threads, 127–128
replying to threads, 125–126
setting up discussion forums, 122–123
understanding, 114–115

attachments, including with 
messages, 142

aural learners, instructional methods 
for, 275

availability
course, 330
of course copies, 256
of Course Copy feature, 257
determining content, 103–111
institutional policy of course, 302
of learners, 277–278
setting survey, 217
setting test, 211

• B •
background color, selecting course

menu, 73–74
backups, creating exact course copies

for, 262–263
banner

adding to course menu, 75–76
copying settings into existing 

courses, 260
copying settings into new courses, 258
defined, 329
exporting courses and, 265
importing courses and, 269

Basic Adaptive Release of Content,
105–107

Before stage
of course-development process, 32
creating courses, 33–38

Blackboard Academic Suite, language
settings and, 13

Blackboard Content System
adding content created in different

software and, 91
uploading image files and, 184

Blackboard Learning System, Basic
edition, SCORM objects and, 14

Blackboard Learning System, 
Enterprise edition

Building Blocks and, 82
language settings and, 13
Performance Dashboard and, 244
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Blackboard Learning System version 7.1,
preview of, 307–310

Blackboard system administrator
questions for, 301–304
standards for identifying courses 

and, 258
value of, 34

Blackboard URL, storing and
memorizing, 10

Bold, Mary, PhD (assistant professor of
family studies, Texas Woman’s
University), 29, 129

brainstorming, about course structure,
282–283

bread crumbs
following trail of, 12
navigating through systems users list

with, 49
viewing customized course menu 

with, 74
Browse button

defined, 329
function of, 166

browsers. See also specific browsers
becoming familiar with, 9
Blackboard supporting, 10
Visual Text Box Editor and, 117
Visual Text Box Editor tools and, 86
Visual Text Box Editor version 7.1 and,

307–308
Web-based image standards and, 76

Building Block Tool Availability page, in
enabling/disabling tools from, 82–83

Building Blocks, overview, 82
buttons

Browse, 166
changing course menu labels, 63–64
customizing course menu, 73
reordering course menu, 64–65

• C •
calculated formula questions

creating, 170–175
defined, 168

calculated-numeric questions
creating, 175–176
defined, 168
file format syntax for, 199
identifying code for, 198

categories, sorting test questions by, 167
Category options, weighting course

grades and, 230
chat sessions. See also collaboration

sessions
asking questions of specific learners

during, 292
learners moderating, 288
using for assessment purposes, 225
using for oral exams, 296

Chat tool
communication, type of, 114
overview, 129–130
using, 135–136

cheating, dealing with, 316–317
Check Collection Links tool, overview, 78
checklists

for announcements, 323
for assessments, 325
for communication, 325
for course content, 324
for faculty and staff information,

323–324
for syllabus, 324
for valuation, 325

Class Participation column, adding in
Gradebook, 228–231

codes, question types and, 198
Collaboration, defined, 329
collaboration sessions

asking questions of specific learners
during, 292

copying into new courses, 258
creating new, 136–137
joining and adding, 130
using Chat tool for, 135–136
using Virtual Classroom tool for,

132–135
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Collaboration tool
function of, 18
overview, 80
using as communication method, 37
using for online office hours, 291–292
using for oral exams, 296

collecting, discussion forum threads,
126–127

color
rules of online engagement and, 293
selecting content item name, 88, 90
selecting course menu text and

background, 73–74
comma-separated values (.csv) files

defined, 159
communication. See also specific forms

for aural learners, 275
changing and updating course content 

and, 40
checklist for, 325
conducting online asynchronous

discussions, 121–122
creating new collaboration sessions,

136–137
importance of regular, 116
joining and adding collaboration

sessions, 130
for kinesthetic learners, 275
with learners, 113, 278
online nonverbal, 115–116
for read/write learners, 275
rules of online, 292–294
setting up discussion forums, 122–123
starting discussion topics, 30–31
teaching from disagreements and

conflicts in, 290–291
types of, 114–115
using chat for, 135–136
using Virtual Classroom for, 132–135
for visual learners, 274–275

communication tools. See also
specific tools

learners practicing with, 287–288
overview, 16–18
selecting for course, 37–38
synchronous, 129–130
types of, 114–115

completion
forcing survey, 217
forcing tests, 211

compressed (.zip) files
archiving, 270
editing, 266
exporting courses and, 263
importing, 266–270
migrating courses and, 42

conflicts
resolving importing menu, 269–270
resolving menu, during copying, 262
teaching from communication, 290–291

contact information
adding and managing multiple profiles,

120–121
posting profiles, 119–120

content
adaptive release of, 104
advanced adaptive release of, 108–111
without availability restrictions, 103
basic adaptive release of, 105–107
checklist for, 324
created elsewhere, adding, 89–92
creating in Visual Text Box Editor,

86–89
deleting, 102
determining availability of, 103
managing, 319
modifying, 101
organizing, 96–100
timing release of, 103–104
tools for updating, 40
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Content Area
adding content created elsewhere,

89–92
adding course materials to, 13–16
adding to course menu, 66–67
adding World Wide Web links to, 94–96
copying and moving items in, 100–101
copying into existing courses, 260
copying into new courses, 258
creating content in Visual Text Box

Editor, 86–89
creating folders and, 96–98
creating learning units and, 98–100
defined, 329
deleting items from, 102
deploying tests within, 209–213
Display view of, 21
editing from Edit view, 20
exporting, 265
as folders, 93
importing, 268
making tools available on, 83
modifying content in, 101–102
posting syllabus on, 25–26

Content Collection tool, overview, 80
content items

copying, 100–101
managing with Adaptive Release of

Content, 15
naming, 88, 90

Control Panel
accessing, 24
adding course materials with, 13–16
assessment tools in, 18–19
communication and collaboration tools

in, 16–18
course administration options on, 13
defined, 329
establishing discussion forums and,

30–31
managing course menu from, 62
overview, 12–13

posting online assignments and, 27–28
posting syllabus and, 25–26
setting up course environment from, 35
setting up Gradebook with, 28–29

conversation topics, starting, 30–31
Copy Files to Collection tool, 

overview, 78
copying

content items, 100–101
creating exact copies, 262–263
defined, 330
into existing courses, 259–262
losing formatting from other 

software, 89
into new courses, 256–259

Copyright Crash Course Web site, 328
copyright issues

avoiding, 96
exporting courses and, 264
understanding, 314–316
Web sites with online copyright

protection information, 328
course availability. See also availability

defined, 330
institutional policy of, 302

course banner. See banner
Course Builders setting, access level 

of, 53
course calendar

copying into existing courses, 260
copying into new courses, 258
defined, 329
exporting, 265
importance of following, 293
importing, 269
including in syllabus, 281
using, 150–151

Course Calendar tool
function of, 17
overview, 77

course cartridge, defined, 330
course content. See content
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Course Copy feature. See also copying
copying into existing courses, 259–262
copying into new courses, 256–259
creating exact copies, 262–263
migrating courses with, 41
overview, 256

course description, including in 
syllabus, 280

course design, defined, 330
Course Design page, customizing course

menu with, 72–75
course development, 284
course environment, setting up, 35
course links

adding to course menu, 69–70
defined, 330

course map
adding course links to course menu

with, 70
defined, 330
displaying contents from, in Virtual

Classroom, 134
navigation with, 11

course materials. See also specific
materials

adding to course menu, 66–67
adding with Control Panel, 13–16
for aural learners, 275
for kinesthetic learners, 275
posting, 35–36
for read/write learners, 275
for visual learners, 274
Web sites for, 327–328

course menu
adding banner to, 75–76
adding course links to, 69–70
adding course material to, 66–67
adding external links to, 70–72
adding tool link to, 68–69
customizing, 13, 72–73
defined, 330
hiding items on, 65

managing, 62–63
modifying, 63–64
providing view options for, 74–75
Quick versus Detail view of, 11
removing items from, 66
reordering, 64–65
selecting and customizing buttons 

for, 73
selecting and customizing text for, 73–74

Course Options pane, customizing 
with, 13

Course Portfolios tool, overview, 79
course purpose, including in 

syllabus, 280
course requirements, including in

syllabus, 280
course roster, searching for names on,

50–51
Course Statistics tool

filtering course statistics with, 247–249
function of, 18
reporting options and, 249–250
using, 246–247
using information from, 250–251
view of, 19

course structure
brainstorming about, 282–283
creating, 283–284

course timeline, releasing content
according to, 103–104

course-development process, Before,
During, and After stages of, 32

courses
copying into existing, 259–262
copying into new, 256–259
creating, 33
at end of semester, 304
enrolling users in, 34
exporting, 263–266
importing, 266–270
maximum size of, 304–305
procedures for setting up, 301–302
selecting appropriate tools for, 36–37
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courses (continued)
selecting communication tools for,

37–38
taking to other institutions, 

305, 313–314
tools for facilitating, 38–40

Creation Settings page, establishing test
settings with, 164–166

.csv (comma-separated values) files
defined, 159

current enrollment, viewing from
Gradebook, 34

customizing
course menu, 72–76
learners’ first look at Blackboard

course, 12–13
test feedback, 309

• D •
Date criteria, overview, 105
dates

releasing content at specific, 103–104
restricting folder availability to 

specific, 98
restricting item availability to 

specific, 89
restricting Web link availability to

specific, 96
setting for test availability, 211

deleting, content, 102
Detail view

providing options for learners, 74–75
versus Quick view of course menu, 11

Digital Dropbox tool
adding and sending files with, 155–156
alternatives to, 157
instructors accessing, 84
overview, 79, 154
removing files with, 156

The Digital Millennium Copyright Act of
1988 (USA) Web site, 328

disabling, tools, 80–83

disagreements, teaching from commu-
nication, 290–291

Discussion Board tool
assessing learners with, 39
communication, type of, 115
function of, 17
overview, 78
setting up discussion forums with,

122–123
using as communication method, 37
using for pre-assessments, 36
in version 7.1, 308

discussion forums
ability to grade, 309
archiving old discussions in, 128
collecting threads in, 126–127
copying into existing courses, 261
copying into new courses, 258
defined, 330
determining instructor presence in, 290
enabling groups to use, 57
establishing, 30–31
exporting, 265
holding learners accountable for topics

and, 291
importing, 269
learners moderating, 288
locking threads in, 127
posting assignments to, 296
posting threads in, 124–125
providing model postings for, 289
removing threads in, 127–128
replying to threads in, 125–126
setting up, 122–123
using for assessment purposes,

224–225
using for pre-assessments, 36
using rubric to grade postings in, 289
value of, 31

disk space, recycling and, 254
display options

modifying Gradebook, 235–236
of test questions and answers, 165–166
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display order, changing questions,
201–202

Display view
versus Edit view, 19–21
editing and, 92–94

distance-education learners,
considerations about, 274

downloading
assignments in bulk, 223–224
Glossary, 160
grades in Gradebook, 238

Dunn, Kevin (chef instructor of advanced
food preparation, Grand Rapids
Community College), 31, 96

During stage
of course-development process, 32
facilitating courses, 38–40

• E •
Edit view

versus Display view, 19–21
editing and, 92–94

editing
content from Edit view, 20
using Display and Edit views, 92–94

EDUCAUSE (Transforming Teaching and
Learning Through Information
Technologies), 328

either/or questions
creating, 176–178
defined, 169

The Electric Blackboard tool, 
overview, 79

Electronic Portfolio feature, using, 320
e-mail

collecting muddiest-point paper 
with, 299

sending to all users, 138–139
sending to select users, 139–140

e-mail addresses
changing and Blackboard system, 303
institutions controlling use of, 37

searching course roster with, 50
searching for users by, 49

enabling, tools, 80–83
Enroll User page, enrolling users on, 

34, 48–50
enrollment, viewing current, 34
entry points, defined, 330
environment, creating group, 55–57
e-portfolios

searching for shared, 321
using, 320

e-Reserves, using, 321
essay questions

creating, 178
file format syntax for, 199
grading, 213–214
identifying code for, 198

events, adding to Course Calendar, 151
European Association for Research on

Learning and Instruction, 328
expectations, clarifying commu-

nication, 293
Export Course feature

defined, 330
exporting courses with, 263–266
migrating courses with, 42

exporting
Gradebook before recycling, 254
with Test and Survey Managers,

version 7.1, 309
External Links

adding to Content Areas, 94–96
adding to course menu, 70–72
defined, 330
integrating into test questions, 

165, 166–167
extra-credit option, in version 7.1, 308

• F •
faculty information, checklist for,

323–324
fair use, copyright issues and, 315
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Family Educational Rights and Privacy
Act (FERPA), privacy a student
records and, 316

features, starting using slowly, 25. See
also specific features

feedback
customized test, 309
entering for calculated formula

questions, 173
providing assignment and, 222–223
providing learner progress, 39–40
setting for surveys, 217
setting for tests, 165, 212
understanding test options for, 167

FERPA (Family Educational Rights and
Privacy Act), privacy of student
records and, 316

file format
graphics, 76
test question syntax, 199–200

file response questions
creating, 179
defined, 169
file format syntax for, 199
grading, 213–214
identifying code for, 198

files
adding and sending with Digital

Dropbox, 155–156
Glossary format options, 159
including with messages, 142
integrating into test questions, 165
managing, 319
removing with Digital Dropbox, 156
searching for shared, 321
storing, 320–321
tracking with versioning, 320

fill-in-multiple-blanks questions
creating, 179–182
defined, 169
file format syntax for, 199
identifying code for, 198

fill-in-the-blank questions
creating, 182–183
defined, 169
file format syntax for, 199
identifying code for, 198

filtering
course statistics, 247–249
in Gradebook, 241–242

Find File button, function of, 166
folders

Content Areas as, 93
creating for sessions, 98
creating in Content Areas, 96–98
creating message, 145
defined, 330
managing multiple profiles with,

120–121
moving content items to, 100–101
moving messages to, 146
searching for shared, 321

formatting, copying text from other
programs and, 89

formulas, questions calculating, 
168, 170–175

forums. See discussion forums
forwarding, messages, 143–144
frameworks, establishing tests, 163–166

• G •
gaming, comfort with collaboration

sessions and, 130–131
George Mason University, Syllabus

Finder from, 328
GIF (Graphics Interchange Format) file

format, overview, 76
Glossary Manager tool

downloading Glossary with, 160
entering terms with, 157–159
overview, 80, 157
uploading terms with, 159

goals, defining learning, 276
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Gradebook
changing viewing options, 242–244
clearing learner’s assignment in, 224
clearing learner’s survey attempts 

and, 219
clearing learner’s test in, 214
copying into existing courses, 261
copying into new courses, 258
creating graded items for, 228–231
defined, 330
downloading grades, 238
entering grades manually in, 240
exporting, 265
function of, 18
importing, 269
managing categories and, 234–235
managing items in, 231–233
modifying Display options in, 235–236
modifying spreadsheet settings 

and, 234
providing learner progress feedback,

39–40
recycling and, 254
setting up, 28–29
settings, 233–234
sorting and filtering and, 241–242
specifying multiple attempts and, 308
uploading grades, 239
viewing current enrollment from, 34
weighting grades properly with,

236–238
Gradebook Item criteria

assigning rights according to, 107
overview, 105

Grader setting, access level of, 53
grading

essay, short-answer, and file-response
questions, 213–214

including in syllabus, 280–281
graphics

course banner’s, 75–76
using in communication, 294

Graphics Interchange Format (GIF) file
format, overview, 76

Group Browser tool (Virtual Classroom),
using, 134–135

group environment, creating, 55–57
group management. See also account

management
adding users to groups, 58–59
creating group environment, 55–57
listing group users, 59
removing group users, 60

group shell, creating, 55–57
group work, using for assessment

purposes, 225–226
groups

adding users to, 58–59
copying settings into existing 

courses, 261
copying settings into new courses, 258
defined, 330
exporting settings, 265
importing settings, 269
listing users and, 59
naming, 56
removing users from, 60
sending e-mail to select, 139–140
setting up for projects, 297

guest
access to courses, 82
defined, 67

Guest setting, access level of, 53

• H •
hiding, course menu items, 65
Homepage tool

instructors accessing, 84
overview, 80

hot spot questions
creating, 183–185
defined, 169

hyperlinks, course name as, 61
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• I •
images

files and external link options, using,
165–167

integrating into test questions, 165
uploading to post, 184
using in communication, 294

Import Package feature
defined, 331
importing courses with, 266–270

Inbox
moving messages from, 145–146
viewing messages and, 142

incentives, for developing and teaching
online courses, 313

institutional policies, understanding,
313–314

instructional methods, learning styles
and, 274–276

instructions, posting online 
assignment, 28

instructor information, including in
syllabus, 279–281

instructors
accessing Digital Dropbox, Homepage,

My Grades tools, 84
tools available to, 77–80

Instructors setting, access level of, 53
intellectual property rights

exporting courses and, 264
institutional policies for, 313–314
students’, 314
taking courses to other institutions

and, 305
Internet, accessing Blackboard 

through, 9
item tracking, overview, 110

items
copying and moving in Content Area,

100–101
copying content, 100–101
creating graded, 228–231
defined, 331
deleting from Content Area, 102
downloading Gradebook, 239
entering Gradebook manually, 240
hiding on course menu, 65
to include in syllabus, 279–281
managing content with Adaptive

Release of Content, 15
managing Gradebook, 231–233
naming content, 88, 90
removing from course menu, 66
report, 249–250
restricting availability to specific 

dates, 89
uploading Gradebook, 239

• J •
Java plug-ins, running Virtual Classroom

and, 132
journals, collecting long-term reflections

with, 299–300
JPEG (Joint Photographic Experts

Group) file format, overview, 76
jumbled sentence questions

creating, 185–187
defined, 169
file format syntax for, 200
identifying code for, 198

• K •
keywords, sorting test questions by, 168
kinesthetic (tactile) learners, instruc-

tional methods for, 275–276
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• L •
language packs, in version 7.1, 310
language, setting, 13
learner accounts, creating, 45–48
learners

access to Control Panel, 12
adding to groups, 58–59
assigning tasks to, 152–153
assisting with login and navigation, 228
being held accountable for topics

discussed, 291
checking progress on assigning tasks,

153–154
clearing assignments from 

Gradebook, 224
clearing survey attempts, 219
clearing test attempts, 214
communicating with, 113
communication methods for read/

write, 116
communication methods for visual,

115–116
copying into existing courses, 261
copying into new courses, 258–259
courses, working with multiple sections

of same, 304
creating test questions, 298
designating Virtual Class on, 133
determining access to new Content

Area, 67
enlisting support and assistance of, 29
enrolling, 34, 48–50
first impression of course, 281–282
gaining access to courses, 302–303
hiding course menu items from, 65
intellectual-property rights of, 314
limiting the availability of course

copies to, 256
location of, 273–274
making accounts available to, 47–48

making tools available or unavailable
to, 83–84

moderating discussions and chat 
sessions, 288

practicing with communication tools,
287–288

pre-class knowledge of course 
content, 276

providing assignment feedback to,
222–223

remaining anonymous within 
courses, 316

removing, 54–55
reviewing performance of in Perfor-

mance Dashboard, 244–246
searching for on course roster, 50–51
sending e-mail to all, 138–139
sending e-mail to select, 139–140
setting up announcements for, 117–118
sharing files with, using Digital

Dropbox, 155–156
sharing tracking info with, 252
submitting assignments in progressive

sections, 298–299
tools available to, 77–80
tools for assessing, 38–39
tracking movements in course, 247–249
understanding accessibility of, 277–278

Learning Object Catalog feature, 
using, 321

learning style inventory, searching, 274
learning styles, instructional methods

and, 274–276
learning unit

creating, 98–100
defined, 331
organizing with, 36

letter grade conversion table, using, 231
letter grades, displaying properly, 235
levels of difficulty, sorting test questions

by, 167–168
library, using e-Reserves with, 321
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Lightweight Chat, defined, 331
Likert questions

creating, 190–192
defined, 169
file format syntax for, 200
identifying code for, 198

links
adding course to course menu, 69–70
adding external to Content Areas, 94–96
adding external to course menu, 70–72
adding tool to course menu, 68–69
creating to content files, 91
integrating external into test 

questions, 165
making surveys available, 217
making tests available, 210
using trail of, 12

listing, users in a group, 59
List/Modify Users page

changing user roles with, 51–54
searching course roster with, 50–51

lists, enrolling from systems users, 49
locking, discussion forum threads, 127
login

accessing features by, 61
monitoring learners during, 228
overview, 10

long-distance learners, considerations
about, 274

• M •
Manage Chalk Title tool, overview, 78
Manage Tools page, enabling/disabling

tools from, 81–83
management. See account management;

group management
managing

categories in Gradebook, 234–235
content items with Adaptive Release of

Content, 15
files and content, 319

items in Gradebook, 231–233
messages, 143–146
multiple profiles, 120–121
user accounts from User Management

pane, 46
Massachusetts Institute of Technology,

Open Courseware (MIT-OCW), 327
matching questions

creating, 187–189
defined, 169
file format syntax for, 200
identifying code for, 198

materials. See course materials
MathML (Mathematical Markup

Language)
defined, 331
in Visual Text Box Editor toolbox, 87

Membership criteria
assigning rights according to, 105–107
overview, 105

menus. See also specific menus
resolving conflicts during copying, 262
resolving importing conflicts among,

269–270
MERLOT (Multimedia Educational

Resource for Learning and Online
Teaching), 327

messages
collecting muddiest-point paper 

with, 299
creating, 141–142
moving, 145–146
printing, 144–145
removing, 144
replying to, replying to all, and

forwarding, 143–144
viewing, 142–143

Messages tool
communication, type of, 115
creating folders and, 145
creating messages with, 141–142
overview, 78
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versus Send Email tool, 141
using as communication method, 38
viewing Inbox with, 142

metadata
categorizing test questions and, 165
defined, 331
establishing for calculated formula

questions, 174
understanding test options for, 167–168
viewing, 111

metaphors, creating courses using, 64
Microsoft Internet Explorer. See also

browsers
Visual Text Box Editor and, 10, 117
Visual Text Box Editor tools and, 86

migrating, post-course, 41–42
misspellings, accepting, 180
MIT-OCW (Massachusetts Institute of

Technology, Open Courseware), 327
modifying

Adaptive Release rules, 110–111
compressed files, 266
Content Area items, 101–102
course menu, 63–64
form and user settings, 123
Gradebook items, 232
questions and question display order,

201–202
moving

content items, 100–101
messages, 145–146

muddiest-point paper, gathering with
messaging or e-mail, 299

Mullen, Mark, PhD (assistant professor
of writing, The George Washington
University), 130–131

Multimedia Educational Resource for
Learning and Online Teaching
(MERLOT), 327

multimedia, using in communication,
293–294

multimodal learners, instructional
methods for, 276

multiple-answer questions
creating, 189–190
defined, 169
file format syntax for, 200
identifying code for, 198

multiple-choice questions
creating, 189–190
defined, 169
file format syntax for, 200
identifying code for, 198

Munoz, Kathy (Ed.D., RD, professor of
exercise nutrition, Humboldt State
University), 64

My Grades page, providing learner
progress feedback, 39–40

My Grades tool
instructors accessing, 84
overview, 80

• N •
names

content items, 88, 90
of external links, 70
folders, 97
Gradebook items, 230
learning units, 99

navigation
monitoring learners during, 228
overview, 11–12

netiquette, online communication 
and, 293

nonverbal communication, online,
115–116

• O •
objectives, defining learning, 276
observer

access to courses, 82
defined, 67, 331
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office hours, using Collaboration tool for,
291–292

online assignments, posting, 27–28
online gaming, comfort with collabora-

tion sessions and, 130–131
online nonverbal communication,

overview, 115–116
online office hours, using Collaboration

tool for, 291–292
online privacy rights, understanding, 316
opinion scale/Likert questions

creating, 190–192
defined, 169
file format syntax for, 200
identifying code for, 198

ordering questions
creating, 192–193
defined, 169
file format syntax for, 200
identifying code for, 198

organization
brainstorming about course structure

and, 282–283
course development and, 284
creating Content Area folders, 96–98
creating course structure and, 283–284
importance of planning to, 279–281, 285
knowledge of Blackboard and, 281
learners input and, 281–282
test-driving course and, 284–285

• P •
packages

defined, 263, 267
exporting, 263–266
importing, 266–270

passive users, in Virtual Classroom, 133
passwords

creating with user accounts, 47
setting for surveys, 217
setting for tests, 211

pasting, losing formatting from other
software, 89

pay, eligibility for additional, 313
Performance Dashboard tool

function of, 18
overview, 244–246
view of, 19

Personal Information tool, overview, 79
photos, posting with profiles, 119–120
plagiarism, dealing with, 317
planning

course organization, 277
importance to organization, 

279–281, 285
types of assessments, 278

PNG (Portable Network Graphics) file
format, overview, 76

point values
establishing for calculated formula

questions, 171–172
posting maximum possible, 27
understanding test options for, 166

Pool Manager, using, 202–207
pools

adding previously written questions to,
203–204

adding questions from, to tests, 205–206
copying into existing courses, 260
copying into new courses, 258
creating question, 202–203
drawing random block questions from,

206–207
exporting, 265
importing, 269
uploading questions into, 204–205
using test questions from, 169, 195–197
writing questions to include in, 204

pop-ups
displaying tests and, 210
running Virtual Classroom and, 133

Portable Network Graphics (PNG) file
format, overview, 76
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postings
assessing discussion forum, 297
discussion forum threads, 124–125
providing model, 289
using rubric to grade, 289

pre-assessments, tools for giving, 36
presentation

selecting survey, 218
selecting test, 212

printing
messages, 144–145
Performance Dashboard, 245

prior knowledge, identifying 
learners’, 276

profiles
adding and managing multiple, 120–121
posting, 119

progress
providing feedback about learner,

39–40
tracking activity with Workflow 

feature, 320
tracking with Adaptive Release and

Review Status, 109
projects, setting up learner groups 

for, 297
Properties button, changing user roles

with, 51–53

• Q •
Question Inbox

defined, 331
using, 130, 135

question pools
adding previously written questions to,

203–204
adding questions from, to tests, 205–206
copying into existing courses, 260
copying into new courses, 258
creating, 202–203
defined, 331

drawing random block questions from,
206–207

exporting, 265
importing, 269
uploading questions into, 204–205
using questions from, 169, 195–197
writing questions to include in, 204

question text options (tests),
understanding, 166

questions
adding from pool to tests, 205–206
adding previously written, to pool,

203–204
common elements of test, 166–168
creating calculated-formula, 170–175
creating calculated-numeric, 175–176
creating either/or, 176–178
creating essay, 178
creating file-response, 179
creating fill-in-multiple-blanks, 179–182
creating fill-in-the-blank, 182–183
creating hot spot, 183–185
creating jumbled-sentence, 185–187
creating matching, 187–189
creating multiple-answer, 189–190
creating multiple-choice, 189–190
creating opinion scale/Likert, 190–192
creating ordering, 192–193
creating quiz bowl, 194–195
creating short-answer, 178
creating true/false, 176–178
drawing random block from pool,

206–207
file format syntax for, 199–200
grading essay, short answer, and file

response, 213–214
icebreaker, 288
identifying codes for, 198
learners creating test, 298
modifying, 201–202
sharing among Blackboard courses,

207–208
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questions (continued)
test types, 168–169
uploading into pool, 204–205
using from pool or other tests, 

169, 195–197
using from text files, 198–201
writing to include in pool, 204

Questions tool (Virtual Classroom),
using, 135

Quick view
versus Detail view of course menu, 11
providing options for learners, 74–75

quiz bowl questions
creating, 194–195
defined, 169
file format syntax for, 200
identifying code for, 198

• R •
random-block questions

defined, 169
drawing from pool, 206–207

read/write learners
communication methods for, 116
instructional methods for, 275

real-time (synchronous) communication
joining and adding collaboration

sessions, 130
understanding, 114–115
using Chat tool for, 135–136
using Virtual Classroom tool for,

132–135
Recycle option

defined, 331
using, 254–256

Refresh button, viewing course menu
modifications with, 64

release time, eligibility for, 313
removing

Adaptive Release rules, 110–111
course menu items, 66
discussion forum threads, 127–128
Gradebook items, 233

messages, 144
surveys, 220
tests, 214
users, 54–55
users from a group, 60

reordering, course menu buttons, 64–65
reordering drop-down menus, viewing

Gradebook spreadsheet with, 232
replying, to messages, 143–144
reports, Course Statistics options,

249–250
Review Status criteria

assigning rights according to, 107
enabling with Advanced Adaptive

Release of Content, 109
overview, 105
tracking user progress by using with

Adaptive Release and, 109
reviewing, post-course, 41
role

defined, 331
determining, 51–54
selecting default, 47

Roster tool, overview, 78
rubrics

assessing discussion forum postings
and, 297

creating and using to grade discussion
forum postings, 289

rule categories
for Adaptive Release of Content, 105
assigning rights according to, 105–107
modifying or removing Adaptive

Release, 110–111
Russo, Tracy (assistant professor of

communication studies, University
of Kansas), 25

• S •
Sanchez, Elizabeth (high school poetry

writing teacher, Virtual High School),
88, 116
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schedules, making content available
according to, 103–104

scores, value of displaying grade as, 231
scoring, establishing test, 165
SCORM content, ability to import, 14
searching

for names on course roster, 50–51
shared files, folders, and 

e-portfolios, 321
for users among all Blackboard

accounts, 49
security, ensuring test, 214–215
self-assessment, creating online tests for

frequent, 295–296
Send Email tool

communication, type of, 115
function of, 17
versus Messages tool, 141
overview, 78, 137
sending e-mail to all users with,

138–139
using as communication method, 37
using Single and Select options,

139–140
sessions, creating folders for, 98
settings

copying into existing courses, 260–261
copying into new courses, 258
exporting, 265
Gradebook, 233–236
importing, 269

shell, creating group, 55–57
Shelton, Kaye (assistant professor of

Adult Education, Dallas Baptist
University), 98, 117

short-answer questions
creating, 178
defined, 169
file format syntax for, 200
grading, 213–214
identifying code for, 198

size, maximum courses, 304–305

software
adding content created in different,

89–92
losing formatting from other, 89

sorting, in Gradebook, 241–242
sports metaphors, creating courses

using, 64
Spreadsheet view, of Gradebook, 28
Staff Information

checklist for, 323–324
copying into existing courses, 261
copying into new courses, 258
defined, 331
exporting, 265
importing, 269
posting profiles to, 119–120

Staff Information tool
function of, 16
overview, 77

statistics, Discussion Board 
availability, 309

storing
Blackboard URL, 10
file, 320–321

strategies
brainstorming course structure,

282–283
creating course structure, 283–284
developing course, 284
icebreaker, 288
planning, 279–281, 285
test-driving course, 284–285

Student setting
access level of, 53
as default, 47

submission report, for assessments,
309–310

Submit button, defined, 331
Survey Canvas

defined, 332
modifying surveys on, 216
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Survey Manager tool
assessing learners with, 38
defined, 332
importing/exporting capability in

version 7.1, 309
using for pre-assessments, 36

surveys
changing name of deployed, 229
clearing learner’s attempts, 219
copying into existing courses, 260
copying into new courses, 258
defined, 331
deploying, 216–218
exporting, 265
importing, 269
overview, 215–216
removing, 220
viewing results of, 218–219

syllabus
checklist for, 324
items to include in, 279–281
posting, 25–26

Syllabus Finder from George Mason
University, 328

synchronous education, creating new
collaboration sessions, 136–137

synchronous (real-time) communication
joining and adding collaboration

sessions, 130
understanding, 114–115
using Chat tool for, 135–136
using Virtual Classroom tool for,

132–135
systems users list, enrolling from, 49

• T •
tab-delimited files, defined, 159
tactile (kinesthetic) learners, instruc-

tional methods for, 275–276
tasks, defined, 332

Tasks tool
assigning tasks with, 152–153
checking learner progress with, 153–154
function of, 17
overview, 79

Teaching Assistant (TA) setting, access
level of, 53

Teaching, Learning and Technology (The
TLT Group), 328

Technological Horizons in Education
(T.H.E. Journal), 328

technology skills, caution experimenting
with, 28

terms
adding to Glossary Manager, 157–159
uploading with Glossary Manager, 159

Test Manager
assessing learners with, 38
creating tests with, 163–166
defined, 332
importing/exporting capability in

version 7.1, 309
using for pre-assessments, 36

test-drive, taking course for, 284–285
tests

adding questions from pool to, 205–206
adding to Gradebook, 228
changing name of deployed, 229
cheating on, 316–317
common elements in questions,

166–168
copying into existing courses, 260
copying into new courses, 258
creating calculated-formula questions,

170–175
creating calculated-numeric questions,

175–176
creating either/or and true/false

questions, 176–178
creating essay and short-answer

questions, 178
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creating file-response questions, 179
creating fill-in-multiple-blanks

questions, 179–182
creating fill-in-the-blank questions,

182–183
creating hot spot questions, 183–185
creating jumbled-sentence questions,

185–187
creating matching questions, 187–189
creating multiple-answer and multiple-

choice questions, 189–190
creating online, for self-assessment,

295–296
creating opinion scale/Likert questions,

190–192
creating ordering questions, 192–193
creating quiz bowl questions, 194–195
customized feedback for, 309
defined, 332
deploying, 209–213
drawing random-block questions for,

206–207
ensuring security of, 214–215
establishing framework and settings

for, 163–166
exporting, 265
importing, 269
learners creating questions for, 298
overview, 162–163
question types, 168–169
removing, 214
using questions from other, 169, 195–197
using questions from text files, 198–201
viewing results, 213–214

Tests Canvas. See also tests
creating tests on, 163
defined, 332
question types on, 168–169

text
communicating with size of, 293
creating in Visual Text Box Editor,

86–89

questions, 166
selecting and customizing course

menu, 73–74
Text Box Editor

browsers and, 10, 117
creating content in, 88–89
cross-browser, cross-platform, 307–308
defined, 332
overview, 86
tools, 87

text files, using test questions from,
198–201

T.H.E. Journal (Technological Horizons in
Education), 328

threads
ability to grade, 309
archiving, 128–129
collecting, 126–127
defined, 332
locking, 127
posting, 124–125
removing, 127–128
replying to, 125–126

timeline, releasing content according to
course, 103–104

timer
setting for surveys, 217
setting for tests, 211

times
releasing content at specific, 103–104
restricting folder availability to 

specific, 98
restricting item availability to 

specific, 89
restricting Web link availability to

specific, 96
The TLT Group (Teaching, Learning and

Technology), 328
Tool Manager tool, assessing learners

with, 39
tools. See also specific tools

for assessing learners, 38–39
defined, 332
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tools. See also specific tools (continued)
enabling and disabling, 80–83
for giving pre-assessments, 36
linking to course menu, 68–69
making available or unavailable to

learners, 83–84
for migrating courses, 41–42
overview, 77–80
selecting appropriate, for course, 36–37
for updating course content, 40

topics
holding learners accountable for

discussion, 291
sorting test questions by, 168

tracking
activity progress, 320
defined, 332
files with versioning, 320
item viewing, 92
learners’ movements in course, 247–249
sharing info with learners, 252
user progress with Adaptive Release

and Review Status, 109
using statistics, 110
views for, 251–252
visits to Content Area Web links, 95

Transforming Teaching and Learning
Through Information Technologies
(EDUCAUSE), 328

troubleshooting, Virtual Classroom,
132–133

true/false questions
creating, 176–178
defined, 169
file format syntax for, 200
identifying code for, 198

• U •
updating, post-course, 41
upload questions, defined, 169

uploading
Glossary terms, 159
grades in Gradebook, 239
images to be posted, 184
questions from text files, 200–201
questions into pool, 204–205
in Visual Text Box Editor, 90

URL (Universal Resource Locator)
defined, 332
of external links, 71
linking Web to Content Areas with, 94
storing and memorizing Blackboard, 10

user accounts, creating, 45–48
User Management pane, managing user

accounts from, 46
user properties, modifying, 51–54
user role

defined, 331
determining, 51–54
selecting default, 47

username
searching course roster with, 50
searching for users by, 49

users
access to Control Panel, 12
adding to groups, 58–59
assisting with login and navigation, 228
being held accountable for topics

discussed, 291
clearing assignments from 

Gradebook, 224
clearing survey attempts, 219
clearing test attempts, 214
communicating with, 113
communication methods for read/

write, 116
communication methods for visual,

115–116
copying into existing courses, 261
copying into new courses, 258–259
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courses, working with multiple sections
of same, 304

creating test questions, 298
designating Virtual Class on, 133
determining access to new Content

Area, 67
enlisting support and assistance of, 29
enrolling, 34, 48–50
first impression of course, 281–282
gaining access to courses, 302–303
hiding course menu items from, 65
intellectual property rights of, 314
limiting the availability of course

copies to, 256
location of, 273–274
making accounts available to, 47–48
making tools available or unavailable

to, 83–84
moderating discussions and chat 

sessions, 288
practicing with communication tools,

287–288
pre-class knowledge of course 

content, 276
providing assignment feedback to,

222–223
remaining anonymous within 

courses, 316
removing, 54–55
reviewing performance of in

Performance Dashboard, 244–246
searching for on course roster, 50–51
sending e-mail to all, 138–139
sending e-mail to select, 139–140
setting up announcements for, 117–118
sharing tracking info with, 252
submitting assignments in progressive

sections, 298–299
tools available to, 77–80
tools for assessing, 38–39
tracking movements in course, 247–249
understanding accessibility of, 277–278

• V •
valuation, checklist for, 325
variables, defining for calculated formula

questions, 172
VTBE (Visual Text Box Editor)

browsers and, 10, 117
creating content in, 86–89
cross-browser, cross-platform, 307–308
defined, 332
overview, 86
tools, 87

versioning, tracking files with, 320
view

changing Gradebook, 242–244
Detail versus Quick, of course menu, 11
Edit versus Display, 19–21
editing using Display and Edit, 92–94
Gradebook Spreadsheet, 28
providing course menu options for

learners, 74–75
tracking, 251–252

viewing, messages, 142
Virtual Classroom. See also collaboration

sessions
asking questions of specific learners

during, 292
communication, type of, 114
defined, 332
general use of, 132–135 
overview, 129–130
using for oral exams, 296

visual learners
communication methods and, 115–116
instructional methods for, 274–275

Visual Text Box Editor (VTBE)
browsers and, 10, 117
creating content in, 86–89
cross-browser, cross-platform, 307–308
defined, 332
overview, 86
tools, 87
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• W •
Web

linking to Content Areas, 94–96
linking to course menu, 70–72

Web sites
for best online teaching practices, 328
Blackboard, Inc., 327
Building Blocks listed on 

Blackboard, 82
for course materials, 327–328
displaying contents from external in

Virtual Classroom, 134–135
information about online copyright

protection, 328
Web-based image standards, 76
WebEquation Editor (WebEQ), 

defined, 332
weighting, grades, 236–238
What Is Copyright (International) Web

site, 328
whiteboard

capabilities of, 115
defined, 332
using, 134–135

Widmayer, Sharon (high school English
teacher, Fairfax County Public
Schools), 28, 118, 228

windows, keeping external links in
separate, 71

Workflow feature, tracking activity
progress with, 320

World Lecture Hall (WLH) from the
University of Texas at Austin, 328

WYSIWYG (What You See Is What 
You Get)

defined, 332
in Visual Text Box Editor, 10

• Z •
.zip (compressed) files

archiving, 270
editing, 266
exporting courses and, 263
importing, 266–270
migrating courses and, 42
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