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Working with Content

Organizing Content
A course can have a number of different content areas. Beedncan contain lecture notes,
assignments, and tests, as well as tools, links to web pages and other materials. Depending on
how the course menu is structured, a contgragemay have all of the above kinds of content
on itor each page may hawvanly one type of content

One professor my put dilandoutsand lectures in one content area, all power point
presentations in another, all links in another and so on.

Another professor may organize their course by time chunks (for example, by the week), or by
topics. In that case, the content area for a particular week or topic could include a mixture of
content types such as lecture notes, quizzes, web links, and tools such as a discussion board or
blog, etc.

One of your first steps should be to determine hgau want to organize yowontent so that
you can set up yowourse menu. Once you have established the menu items, you can begin
adding the content to pages.

Adding a Content Area to the Course Menu
Start by opening the main course page

Add Content Area
3

Name: |1;.|.',_='.,_=.r|{ 1 |

! [] Available to uﬁ-@
Create Content Area
Create To] Sink
Edit Mode: OFF | Vg Create Cu%& Link m ®

1. Turn on Edit Mode by clicking on tEelit Modebutton.
2. Click on theAdd Content Aredutton andselectCreate Content Area
3. Assign a name to the Content Area

4. Decide whether to make the item Available to Usdfssou check th box forAvailable
to Users your students will see this area immediately. You may want to leave it
unchecked until you haveompletedthe content on the page

5. ClickSubmit

Page|l



Tosee more detail about working witthhe course menu, please see the Introductitm
Blackboard 9.

Initially the content area is just an empty page.

Using the Text Editor
The text editor is frequently availablin pages where you are creating content. Note the many

options for formatting text, adding links, using equation editors, adding HTML code.

Text =ual Editor: m:l
A|Nu:urma| V||3 V||T|mesHewR|:|man V| B J Usake| % ¥ | = = = | i= 1= iE i
~A ¥ O & v o O FA L YOO

‘BEORBE B

Using the text editor. You can highlicht text, change fOnts and colors.

You can create links to web pages. There are I equations editors built in.

Icons on the bottom tool bar enable vou to attach documents, graphics, MPEG/ave
content, quicktime contnent, Audio Content and flash/shockswave contnet.

WebEQ Equation Editor

Equation Name:

Font Size Adjust Width: [ 120% | Adjust Height: [120% +
Equation Text:

0°o| G5 | o] | £osin ‘fi ;E —]| +x <> €c| V3| a7 |TA ailb| |




MathML Equation Editor

Equation Name: | |

Font Size- Adjust Width- [ 120% ~ | Adjust Height- | 120% ~

Equation Text:

=math=
=mi==/mi=
=fmath=

Adding Content to a Content Area
Click on the link to the new content area in the course mehiie empty pge with several
content optionsto add contentappears.

WEEK 1 Edit Mode: [N |
Week 1

 Createtem
Folder empty

Examine the next 4 graphics to see the different types of content that you can put on a page.

| Creslefem  Buld Evalsle | Colisborsle

If you click orCreate Itemyou see the following screen:



Add Item

A Content ltem is any type of file, text, imaae, or link that displays to users on a Content Area page. Mare Help

% Indicates a required field.

@ Content Information

% Name |
Color of Name - ¥ || Black
Text Visusl Editor: m
A|r‘~lc::rmal v||3 v||'l'|rnesNewRomar1 v|| B 7 Uske| % ¥ | E = =| = iZ EE1E
B Y IE e v @OESAS xHOO
‘BEOBE B

N

Clicking orBuild, Evaluateand Collaborateproduces the following choices:

Create Fosder

Falder empty | Create External Link
Create Course Link

Create Learning Module
Create Syllabus

Create Module Page
Link to Tools Area
Link to Offline Content
Add Scholar Stream
Add Scholar Bookmark




Create Testl'@
Folder empty Create Sunvey

Create Assignment
Create SafeAssignment

Create Self and Peer
Assessment

SN

Create Discus
Board Link

Create Blog Link
Create Journals
Create Chat

Create Virtual
Classroom Link

Create Groups Link

Folder empty

Using Create Item to Add Content to a Page

Adding a Document to a Content Page

Frequently you will want to add documents (WatdcumentsPower Point presentations, pdf files,
graphics, etc.) to a content@a. Use the following steps to do that.

From the opening course page, click on the link to the content page.

Turn on Edit Mode.

Click orCreate Item

Enter a name for the iterand optional descriptive text describing the itemSaction 1.

Browse to find thedocumentin Section 2 Attach or Link Content

Supply a name for the link. If this field is left blank, Blackboard will use the name of the file.

o0k wdR



€@ Content Information

#* Name [Blog Infarmation

Color of Hame - 2| Black

Text

Visual Editor: m:l
| i

A|r~J|:|rn'|aI V||3 V||T|mesNewRDman v|| B I U0 abe| x x | =
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This article was created bv EDUCATUSE.

@ Attach or Link Content

Files can be attached here. Click Browse to select the file to attach and specify a name for the link to this file.
Attach Local File

|C:\D|:u:umer1ts and Settings‘nwittem‘n[l[ Browse... |

Name of Link to File [Using Blogs |

Special Action | Create a link to this file V|

Figurel Posting a File



€ Options

Permit Users to & Yes (O Mo
View the Content
Item

Track Number of (& Yes & Mo

Views
Select Date and [ Display ,e._ﬁer| | | (=)
Time Restrictions Enter dates as mmiddfyyyy. Time may be entered in any increment.

[] Display Until | | | &

Enter dates as mmiddiyyyy. Time may be

[1¢]

ntered in any increment.

€ Submit
Cancel Submit
Figure2 Posting a File (Cont’)

7. InSection 3 Optiongou can control whether or not users can see this item (you might want to
hide it till you have covered a certain amount of matérial

8. InSection 3 Optionyou can also set date restrictions on when the item taél available.
9. InSection 4 Submitpress theSubmitbutton.
Here is what students will see for this content.

ARTICLES Edit Mode: OFF

& Articles

& Eleg Information
attached Files [3_Usina Blogs (72.366 Kb)

This article was created by EDUCAUSE

Figure3 New Item

To Delete Material after it is Posted
1. On the Content page, enté&dit Mode
2. Clicktodownarrowtél KS NA3IKG 2F .0KS YI GSNRIfQa GAGE S
3. From the drop down menu, selebelete



ARTICLES edit Mode: [JERI /|
Articles @

| Cresiellom  Buld  Evaluste  Coliborate

Elog Information @

Attached Files [ Usir

fi

|

Edit

This article is create -
Adaptive Release

Adaptive Release: Advanced
|| Set Review StatusiDisabled)
Metadata
Tracking (Enabled/Disahbled)
ser Progress

Copy
Delete

N
Figure4 Deleting Posted Items

Using the Build Menu to Add Content to a Page

Adding a Folder to a Content Page
If there is a lot of material on a content page, it may be helpful to create folders to organieeit.
following steps show how to adalfolder.

1. From the opening course page, click on the link to the content page.
2. Turn onHit Mode.
3. Click onCreate Blder on the drop down list foBuild.

i | ARTICLES Edit mode: T |
Articles

_ Enl

Create Falder
Create External Lir%

1 Create Course Link

Create Learning Module 5 (72.366 Kb)

4. Fillin a Name and any text you want to add@ection 1 Folder Information



5. Apply time restrictions if you want iBection 2
6. PressSubmit

@ Folder Information

* Name

|Mwscellaneous Articles

Color of Name W ¥/ Biack

Text

‘lNorma\ Vll‘l’lmesl‘\le‘.\'Roman Vl B 7 Uake| % x | =
cs Y P e v @O JA L B OoOS
‘BEL BE R

€@ Options

Permit Users to \View the ® Yes O No
Content Item

Track Number of Views O Yes ® No

Select Date and Time [ Display After
Restrictions | | ‘

Iz

Enter dates as mm/ddfyyyy. Time may be entered in any increment.

[ Display Until | ‘ [ |ﬂ

Enter dates as mm/ddfyyyy. Time may be entered in any increment.

€ Submit

Articles

Blog Infermation

sttached Files C_Using Blogs (72.266 Kh)

This article was created by EDUCAUSE
Miscellaneous Articles

Figure5 Content Page with new Folder

If youopen the new folder, it is another content page, ready to be filled with course materials.



ARTICLES * MISCELLAMEOUS ARTICLES

Miscellaneous Articles

 Create ltem
Folder empty
Adding an External Link
The following steps show how to add links to external web sites.

1. From the opening course page, click on the link to the content page.
2. Turnon Edit Mode
3. Click onCreate External Linkn the drop down menu foBuild

Articles
 Create ltem

Create Folder
Create External Link @

! Create Course Link

Fill in the Name and URL for the website.

Optionally, add descriptive text about the site

Optionally, add an attachment, set time restricticensd availabilityn Sections 2and3.

If you want the web page t®pen in a New Windowselect this option ifsection 3 Options.
ClickSubmit

© N A



ARTICLES » ADD EXTERMNAL LINK

eatt mode: BRI 1[7]

Add External Link

An External Link is a shoricut to a Web resource. Add an External Link to a Content Area to provide a quick access point
to relevant materials. More Help

& Indicates a required field.

& External Link Information

#* Name [EDUCAUSE Atticles | @
# URL Resnurcesf?ThinngDuShDuIdKanAbDutf?'dSE|
Far example, hitp:/fwww.myschool.edu!
Text
ex WVisual Editor: m
A|Normal v||2 vllh‘erdana v|| B 7 Uae| % £ | E = =|IZ|izE £
“cAe XA B & v« o« @O _FA S |V o O
B E e
The EDUCAUSE Learning Initiative's (ELI's) 7 Things You Should Know About...
series provides concise information on emerging learning technologies and
related practices. Each brief focuses on a single technology or practice and
describes:




@ Attach or Link Content

Files can be attached here. Click Browse to select the file to attach and specify a name for the link to this file.

Attach Local File |

|[ Browse.. |

Name of Link to |
File

Special Action | Create a link to this file i @

€ Options

Permit Users to @ Yes O No
View the Content
Item

Open in New ) Yes & Mo
Window

Track Humber of () Yes & Mo

Views
S_elect Dats_z a_nd [ Display Aﬂer| | | | (=]
Time Restrictions Enter dates as mm/ddiyyyy. Time may be entered in any incremegt.
[] Display Until | | | ; (=]
Enter dates as mm/d y. Time may be entered in any increment.
€ Submit

Resulting Link: Notice how the icons for articles, foldensl links are different.

Articles

% Blog Information
Mtached Files [ Using Blogs (72.266 Kb)

This article was created by EDUCALUSE

m Miscellaneous Articles

0 EDUCAUSE Articles

The EDUCAUSE Learning Initiative's (ELI's) 7 Things You Should Know About... series provides concise
information on emerging learning techneologies and related practices. Each brief focuses on a single
technology or practice and describes:

o What it is

o How it works



Options forOpeninga Link to a Web Page

When you left click on a link to a web page, theb page opens beneath the Blackboard banner.

{= Blackboard Learn - Windows Internet Explorer provided by Hollins University

@.\—}; - |[G! http://holiins. blackboard. com fwebapps portal fframeset. jsp?tab_tab_group_id=_2_18url= V| 40| X |

. File Edit View Favorites Tools Help
‘links EAEE @) Aliris [MB8 @] Classes @] My.Holins @] Dance @] Custlinks @] Dir #f Google g Holinsnet @] HU @] HU Admin @] IT K
Go gle| v |2 search - g2 - ofpr | B - ¥ Bockmarks~ | 0P check - &y - ()signin -

T [mBlackboard Learn ]_‘ ﬁ * B Eéa * |tk Page - fil' Todls - @' @ g &2 3

fi_MyPlaces & Home |E] Help W Logout

Courses
| USING BLACKBOARD LEARN BES 1F03 | ARTICLES > EDUCAUSE ARTICLES =
Fs
[ i = ECUCAUSE Home | Contact | Login @E%
O EDUCAUSE
N Learninginitiative
[ Iajor Initiatives | Resources | Professienal Development | Community | About EDUCAUSE ]
Location: Home » EDUCAUSE Major Initistives » ELI » ELI Resouroes » 7 Things You Should Know About...
EDLICAUSE Learning Initiative
ELI Resources - .
R
: S 7 Things Xou Should Know About...
7 Things You Should Know
About...
_ = The EDUCAUSE Learning Initiative's (ELI's) 7 Things You Should Know About . series provides concise
ELI Dizcovery Tools information on emerging learming technologies and related practices. Each brief focuses on a sinale 59

Joene (@ & Internet F 100% v

The menu is not visible. To return to the last viewed Blackboard page, press the Backspace key
on the keyboard or use the bread crumbs above the web page to move back to a previous
location in the courseEach item in the breadcrumbs is &lito a page in the course.

If you right click on the link to a web page and se@géen in New Windowirom the drop down
menu, the web page opens in a new window rather than in the Blackboard winddWwe user
would then close the window to return to the last viewed page in Blackboard.

e EDUCAUSE Articles

Open _ .
The EDUCALSE Lear . puld Know About... series
provides concise infg Open in New Tah slogies and related practices.
Each brief focuses of NNV T 0 describes:

Save Target As...

rarmat i 4nn



Adding a Course Link

When you add a course link to a page, you create a link to information in some other part of the
course or to a course toolYou might vant to do this if the same information is relevant to two
parts of the course.

To add a course link:
1. SelectCreate Course Linfkom the Build drop down list.
 Create ftem

Create Folder
Create External Link

! Create Course Link k

Create Learning Mod vith Users (351.755 Kb)

2. InSection 1 Course Link Informatioanter a Name for the link and any description text
you wart.

@ Course Link

Click Browse to select an item from the Map.

* Location | | Browse...

3. InSection 2 Course LirtickBrowse

4. Select an item from the course map.



5. ClickSubmit.

/= hitp://hollins.blackboard.com/?displayM... [= |[B]X] You can click the +
= o 2 sign to expand the
# Select Course Link:Using Blackboard Learn outline of course
items.

—fHome Page

- E5)Staff Information

- E5Learning BBY

= E5Articles

B Blog Information @
EeMiscellaneous Aricles
------ B EDUCAUSE Articles

----- Py Discussions

- E5Tools

----- #@rHelp o

I [ € Internet # 100% -

Add a link to a Tool from a Content Page

You might want to add a lirtk a tool ona content page to make it easily accessibléde
following example creates link to the discussion board from the content page.

From theBuild drop down menu, seledtink to Tools Area.

Select one of the tools on thank to Toollist.

Optionally addsome text to give directions or further explanation.
4. Click Submit.

w N e

Learning BB9

 Create tem

Create Folder @
Create External Link

t Create Course Link

Create Learning Module

with Users (351.755 Kb)

Create Syllabus to your course, list them

Create Module Page
Link to Tools Area

! Link to Offline Contek

Add Scholar Stream

Add Scholar Bookmark

I@

mepage




@ Linkto Tool

Select Tool

Tools ) Announcements
(0 Blogs

() Calendar

() Collaboration @
O Caontent Area

® Discussion Board

@ Link Information

Link Name |Discussi0n Board

Color of Name [ | Black ®
Link Tool: Discussion Board

Text

“| Hormal % || 3 % | |Times New Roman | B 7 Uake| % < | =

“cAc X I o oo QE AL | O O

‘EEA RS B

Use this Discussion Board to ask/answer questions about Blackboard 9'

)| Learning BB9

Working with L_'?ers

attached Files [ \orking with Users (351.755 Kb)

Explains how to add users to your course, list them, remaove them. Also shows how to
add a teaching assistant to a course and what to do if a student doesn't show up in the

system
q a HO!IIHS Univeristy Homepage
|| Hollins home page
1

@ Discussion Board
Use this Discussion Board to ask/answer questions about Blackboard 9

Above is theesulting link to the Discussion Board Tool on the Content Page.

Add a link to Offline Content from a Content Page
Offline Content is any conterihat is accessed by a direct path to a local drive, usoally CD
ROM. This might be used if the course text book has an accompanying CD with supplementary
material Students must set their Personal Information to recognize which drive is tHeQND
drive.



When you specify the path to the material, do not list the drive name. For example, if you are
using material at &chapterd history.doc, list the path ashapterdhistory.doc. Blackboard will
automatically look on drive e: after the student has enatd the drive information in their
Personal Information

Setting the Path to the CD Drive in Personal Information

To set the path to the CD drive, a user should select the Blackboard at Hollif®ook;
Personal Information The following screen appearUse section 3 to set the drive letter for
the Ch ROM drive. ClicRubmit

Change Personal Settings

Cancel | | Submit
@ Text Editor On or Off

Turn on or turn off the Text Editor. If the Text Editor is off, basic options for entering text will appear. When using Safari 2.0, the Text Editor
will anly include actions that the browser supports.
Set Availability ® On O Off
€@ Select Language Pack
Select personal Language Pack. This Language Pack will display when there are no other Language Packs enforced.
User Language Pack | System Default he
€ Select CD-ROM Drive

Set CD-ROM Drive
CD-ROM (for PC) D v

CD-ROM (fer MAC) |

Q Select Page Instructions Option

Show all page ® Yes O No
instructions

€@ Submit

Icons for Content
Here are the various icons that are used to indicate different types of conten.



