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What Every Instructor Should Know When Using Blackboard

As an instructor-using Blackboard, what are my responsibilities?
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Instructors using Blackboard, have 5 primary responsibilities.  

1. Take the WAOL online course

2. Fill out the intent to teach form

3. Send an introduction email to students 

4. Archive any material you wish to backup?

5. Copy over course material at the end of the quarter
1.  Take the WAOL online course

WAOL offers a four-week online training course for faculty called Teaching Online: Planning for Success. This course is free of charge to faculty currently active within the Washington Community College system. This course is required if you want to teach with Washington Online. Information on upcoming sessions and registration are available at http://www.waol.org/info/training/instTrainingRegistration.asp .

2.  Fill out the intent to teach form

The intent to teach form basically notifies WAOL and your Distance Learning Coordinator that you intend to use blackboard to teach a particular class in a particular quarter. Even if the course has been okayed by your Dean and is in the schedule, it is the instructor's responsibility to make sure the intent to teach form has been submitted and approved.  To access the Intent to Teach Form, login at WAOL, http://www.waol.org/info/ and click on the appropriate link on the left hand side.  In order to fill out this form, you will need to know whether or not the course is an online or hybrid course.  Additionally, you will need to know that WAOL ID# for that course.

3.  Send an introduction email to students

When a student registers for a distance learning class, it can be very helpful to receive an email from the instructor answering questions about the course, such as login instructions and textbook information.  Creating a standard email will save faculty and staff from answering repeat questions, while alleviating student frustration and making sure their DL experience starts out on a positive note.

Sending an introduction email to your students is also a good opportunity to create a student distribution list for other announcements you may wish to make on email.  A list of student email addresses can be obtained from Instructor Briefcase, http://www.seattlecolleges.com/services/default.asp?page=briefcase 
Things to include in an introductory email include:

· Instructor Name & Contact Information 

· Response Policy=Timeframe for hearing back from instructor

· Information on how to log in including, student passwords and username

· Dates for when the course starts 

· Location of course (Will I need to come to campus or URL)

· Where do I go for help?

· Textbook, Edition, ISBN #

· Course expectations

4.  Archive any material you wish to backup?

During the quarter it is a good idea from time to time to archive any content or interactions from your course.  You may choose to do this weekly or not at all.  It is entirely up to you.  Instructions on archiving or copying course material appear further in this document. 

5.  Copy over course material at the end of the quarter

At the end of the quarter you will need to copy over any course content you intend to use for the next quarter.  If the material is not archived, exported or copied than it will be lost when the course is cleared of content and student interactions.  Courses can be copied over by section or an entire course. At the very least, instructors should plan to archive their gradebook if they used this feature. Instructions on archiving or copying course material appear further in this document. 
How do I save my content? 

( Archive Course

The Archive Course feature allows you to archive your courses and save them in .zip format. The .zip files can be saved to a CD or hard drive and then reloaded into Blackboard for future use.  Archiving a course is an excellent way to make a backup of your content or to save a copy for future use.  

Note: Archiving a course does not remove the original course from the system nor does it save content specific to students such as messages or grades.  Additionally it is important to know that an exported course can only be read in Blackboard.

Instructions for Archiving a Course
1. From the Control Panel, Click the Archive Course link in the Course Options section.
2. Scroll down to the bottom of the page and click the Submit button. 
3. On the next page, download the archived course by either:
a. On a MAC - click and hold on the link and choose Download Link to Disc.
b. On a PC - right-click on the link and choose Save Target As or Save Link Target As.

( Exporting a Course

Content of a course can be exported to be used at a future time.  It is important to know that an exported course can only be read in Blackboard.

Instructions for Exporting a Course 
· Go to the Control Panel of the Course you would like to export. 

· Click on “Export Course” under the “Course Options” menu in the Control Panel. 

· Check any or all of the Content Areas of the course shell that you would like to Export and click the Submit Button. 

· You should see a link that says, “Click here to download the exported Course package.” Click on this link and choose the “save to disk” or “save” option. 

· A box will open prompting you to specify a location on your computer where you would like to save the file. Choose a location and click “Save”. The course shell will be saved on your computer in a Zip File format. 

· Hit the “Ok” button on the Blackboard screen when you are done.
( Importing a Course

Once a course has been exported, instructors can import it back into Blackboard to use for instruction.  Content in an exported course can only be accessed once it has been imported into Blackboard.

Instructions for Importing a Course
1. Go to the Control Panel of the empty Course Shell you would like to Import the old course to. 

2. Click on “Import Package” under the “Course Options” menu in the Control Panel. 

3. Click on the "Browse" button and locate the zip file on your local machine where the old course is saved. Once you have located it, click on the zip file and hit the "open" button. The file path should now appear next to the "Browse" button. 

4. Check any or all of the Content Areas of the course shell that you would like to Import and click the Submit Button. 

5. You should see a "Receipt" acknowledging that the course has been imported. Hit the “Ok” button on the Blackboard screen when you are done
( Copy Course

Copying a course allows an instructor to copy content from other courses they are

Teaching. Instructors can select areas, such as Announcements, Staff Information or

content areas to copy from one course to another. Copy Course will add content to a

course, but it will not remove existing content.  It is also possible to copy a course with user content and information.

Instructions for Copying a Course

To open the Copy Course page, click Course Copy in Course Options on the Course

Control Panel and follow prompts.

( Exporting Assessment Pool

Questions that you create for tests and quizzes can be saved and used in future courses by exporting the assessment pool.  When a pool is exported it is not deleted from the Pool Manager, a copy of the Pool is created for the export file.

Instructions for Exporting an Assessment Pool

1. Open the Pool Manager in the Course Control Panel.

2. Click Export next to a Pool.
( Downloading Gradebook

At the end of each quarter it is an important idea to download and save your gradebook.  This information is generally erased at the end of each quarter and if you wish to keep detailed information about your grades, you will need to save a copy.  The .csv created when you downloaded your gradebook is an Excel compatible file. 

Instructions for Downloading Grades
1. Read instructions on the Download Gradebook page.
2. Click the Download button.
3. Click the OK button from the File Download window.
4. Select location to download to.
5. Click the Save button.
6. Scroll down to the bottom of the page and click the Submit button.
Where do I go for more help?
( Teaching and Learning Center (TLC)

The South Seattle Community College Teaching and Learning Center offers instruction, support and resources on teaching, learning and technology to the faculty and staff at South Seattle Community College. The TLC provides access to equipment, features print and online resources and offers workshops on a variety of different subjects. In addition, the TLC provides one on one assistance with instructional technology.

For more information, visit the TLC online at http://dept.seattlecolleges.com/tlc or call Pamela Wilkins, TLC Coordinator for assistance (206) 768-6640, pwilkins@sccd.ctc.edu 

( SSCC Distance Learning

The SSCC Distance Learning department can provide you with information distance learning issue, including deadlines and registration. Visit SSCC Distance Learning at http://online.southseattle.edu/distance/  
	Dennis Colgan ,Director Educational Technology
dcolgan@sccd.ctc.edu
(206)768.6864
	Janice Lonergan, Program Coordinator

jlonerga@sccd.ctc.edu 

 (206) 768-6416


( Resources
Washington Online Instructor's Information 
http://www.waol.org/info/ 

Blackboard Instructor Manual 
http://www.blackboard.com/docs/r6/instructor/bbls_rel6_instructor.pdf
Blackboard Online Tutorial http://company.blackboard.com/docs/cp/learning_system/release6/instructor/index.html
Blackboard 6.0 – Quick Reference Guide California State University 
http://www.pace.edu/ctlt/bb6.pdf
Instructors Information for Blackboard at NIU
http://www3.niu.edu/blackboard/index.html 
Difference Between Archiving a Course and Exporting a Course.





The Archive Course feature allows you to include user interactions; the Export Course only includes the content of the course. 





Use Export Course when course materials will be reused at a later time to teach new students. Use Archive Course to maintain a record of a course after it has been taught.





New Course Submission Form





If this is a course you have not taught Blackboard before, you will need to submit a New Course Submission Form.  Once approved, you will be assigned a WAOL ID# for the course.








