
















Tool Name Purpose Use Case

Course Calendar Inform users Use the Course Calendar to add
descriptions of sessions or lessons and
upcoming events, for example. Use the
Course Calendar in conjunction with
announcements to reinforce deadlines
and help learners stay on track. Don’t
use the Course Calendar if you’re going
to keep it hidden in the Tools area of the
course: Be sure to unbury it by creating
course links from your menu or Content
Areas, or both.

Tasks Define and organize Use the Tasks tool to provide 
user activities learners with a list of activities with set

due dates while allowing them to moni-
tor the list of activities and prioritize
those tasks. As with many of the course
tools, don’t use Tasks if you’re not plan-
ning to integrate it into your course
design and track learners’ progress
status regularly.

Send Email Inform users Use the Send Email tool when you want
to let learners know of a change in
class location or a cancellation or
change in an exam or assignment due
date. Use Send Email in conjunction
with the Announcements tool to rein-
force your message. Don’t use Send
Email in Blackboard to generate class
discussions because it doesn’t act like
a distribution list: To the people receiv-
ing the mail, it looks as though they’re
the only ones receiving it.

Discussion Board Carry out group Use the Discussion Board tool to have 
discussion learners post discussion questions, 
asynchronously respond to each other, lead discus-

sions, engage in peer review, and more.
With a bit of creativity, you will find that
the discussion board has a myriad of
uses. Don’t use it if you want to engage
in real-time discussion; use the collab-
oration tools instead.

(continued)
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Table 1-1 (continued)
Tool Name Purpose Use Case

Collaboration Carry out group Use the Chat or Virtual Classroom 
discussion options in the Collaboration tool to hold 
synchronously virtual office hours and to replace or

supplement face-to-face class time, for
example. Don’t use Chat or Virtual
Classroom with large groups unless
you’re a whiz! Having more than a
handful of folks in a Collaboration room
can get chaotic, if you don’t manage it
well.

Assessment tools
The Assessment options available to you in Blackboard are extensive and
flexible, with more than 15 different question types for creating tests, sur-
veys, and question pools. In addition, you can upload your own questions all
at one time and select questions from existing assessments or pools in your
course.

The Gradebook allows you to use weights for your assessment items; display
grades in score, letter, percentage, or text entry; or create your own cus-
tomized display of the grade. You can modify the range of scores within the
Gradebook settings so that it conforms to your own course-grading criteria
for displaying letter grades. You can download the Gradebook, modify it in a
spreadsheet program, such as Excel, and upload it back into Blackboard.
Your learners can then view their individual grades by using their My Grades
tool.

We have to mention a couple more things about the Assessment options in
your Blackboard course: the Performance Dashboard (see Figure 1-10) and
Course Statistics (see Figure 1-11). The Performance Dashboard allows you to
view an individual user’s access of content utilizing adaptive release and/or
review.

The Course Statistics screen offers you a summary of access data for overall
or specific tools and pages in the course.

Had enough? We could go on and on about the Assessment options in
Blackboard, but we do that elsewhere in this book.
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