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Skills Assumed

×Using Blackboard Gradebook

×Uploading Files & Folders

×Posting Announcements

×Customizing Course Shell

×Discussion Board Use

×Using the Equation Editor in Blackboard

×Adding Groups



To Be Covered

×Adding Links & Formatting to 
Announcements (slide 4)

×Online Quizzes & Tests (slide 17)

×Assignment Links (slide 36)

×Using the Virtual Classroom (slide 44)

×Copy Folders from One Course to 
Another (slide 52)



Advanced Announcements

×In Basic Blackboard, we covered adding text-only 
Announcements to your course.

×This is fine for starters, and quickie messages, but 
ƛǘΩǎ ƘŀǊŘƭȅ ŀǘǘŜƴǘƛƻƴ ƎǊŀōōƛƴƎΦ

×We are going to show you how to add links and 
images to your announcements to make them 
sing, and make students want to read them.

×[ŜǘΩǎ ǎǘŀǊǘ ǿƛǘƘ ŀ ōŀǎƛŎ ƳŜǎǎŀƎŜΦ



Advanced Announcements

×Yours probably looks something like this:

×Not very eye-catching. Especially if you post a lot 
of messages like this, they will tend to run 
together, and none will stand out.

×Even adding fonts and colours can make this a 
little more punchy.



Advanced Announcements

×To change anything in your announcements, click 
on Control Panel Ą Announcements ĄModify 
next to the one you want to change.

×LΩŘ ƭƛƪŜ ǘƻ ŘǊŀǿ ŀǘǘŜƴǘƛƻƴ ǘƻ ǘǿƻ ǘƘƛƴƎǎ ƛƴ 
particular in my announcement, the first date of 
class, and the Archive Site.

×LΩƭƭ ǎǘŀǊǘ ōȅ ŀŘŘƛƴƎ ōƻƭŘŦŀŎŜΦ



Advanced Announcements

×¢Ƙŀǘ ƘŜƭǇŜŘ ŀ ōƛǘΣ ōǳǘ ƭŜǘΩǎ ŀƭǎƻ ƛƴŎǊŜŀǎŜ ǘƘŜ Ŧƻƴǘ 
ǎƛȊŜ ǎƻ ƛǘΩǎ ŜŀǎƛŜǊ ǘƻ ǊŜŀŘΦ  aŀƴȅ ƻƭŘŜǊ ǎǘǳŘŜƴǘǎ 
might find the font size hard.

×To change the font remember to highlight the 
whole text first.  I chose size 5 (the default is 3).

×.ŜǘǘŜǊΣ ōǳǘ ƭŜǘΩǎ ŀŘŘ ŎƻƭƻǳǊ ǘƻƻΦ



Advanced Announcements

×To add colour, click on the text you want to 
colorize and hit this key.      (the A)

×A screen pops up
with your colour
choices. Pick one
that will stand out against the white background.

×Feel free to experiment.

×Use one colour, or many
colours.



Advanced Announcements

×[ŜǘΩǎ ǘǊȅ ŀŘŘƛƴƎ ƭƛƴƪǎΦ  ¢ƘŜ ōŜǎǘ ǿŀȅ ǘƻ Řƻ ǘƘƛǎΣ 
ŜǎǇŜŎƛŀƭƭȅ ƛŦ ǘƘŜ ƭƛƴƪǎ ŀǊŜƴΩǘ Ŝŀǎƛƭȅ ƳŜƳƻǊƛȊŀōƭŜΣ ƛǎ 
to open up a second browser window or tab so 
that you can get links in one window without 
messing up your announcement window.

×LΩŘ ƭƛƪŜ ǘƻ ŀŘŘ ǎƻƳŜ ƭƛƴƪǎ ǘƻ ƛǘŜƳǎ ƛƴ ǘƘŜ ŎƻǳǊǎŜ 
that I mentioned in the announcement.



Advanced Announcements

×[ŜǘΩǎ ǎǘŀǊǘ ǿƛǘƘ ǘƘŜ ǎȅƭƭŀōǳǎΦ

×¢ƻ ŀŘŘ ŀ ƭƛƴƪΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ƘƛƎƘƭƛƎƘǘ ǘƘŜ ǘŜȄǘ ŦƻǊ 
the link and then click here.

×The icon looks like
a globe with two
linked chains.

×A link window opens.

×You need to insert the URL
or the web address of the 
link.



Advanced Announcements

×To copy a link from the Internet, highlight the link 
and either:
üRight click on the highlighted text and select copy

üOr press Ctrl-C.

×To copy a link address from elsewhere in the 
course, find a link to that location, right click on 
the link, and select Copy Shortcut.

×For links inside the course, you cannot use the 
first procedure because Blackboard uses frames.  
What appears in the URL is not necessarily your 
current location.



Advanced Announcements

×For either copying procedure, you can now paste the 
link into the URL line (beginning http://) by
üRight Click and Select Paste
üOr Press Ctrl-V

×You should overwrite the existing http://.
×/ƘŜŎƪ ƛŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƻǇŜƴ ŀ ƭƛƴƪ ƛƴ ŀ ƴŜǿ ǿƛƴŘƻǿ 

(generally not for inside-course links). If you choose 
no, it will open in the frame where the 
announcements appear, and the course menu will 
remain at left.



Advanced Announcements

×LΩǾŜ ŀŘŘŜŘ ǎŜǾŜǊŀƭ ƭƛƴƪǎ ǘƻ Ƴȅ ŀƴƴƻǳƴŎŜƳŜƴǘΦ

×Be sure to check all links to ensure that they take 
you to the page you expect them to.

×If you copy this announcement into another 
course, any inter-course links will need to be 
changed.  Offsite links & other formatting copy ok.


