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Authors Note

In 2005 a series of manuals were created for both &ldtydentsat UMESon the usage of WebCT
version 4During the summer of 2008llbwing positive feedbafrtkm users, as well as the migration to
version 6 soon to be renamed Blackboard CE 6, these manualsameed &xgrewrittenandpublished

on the UMES website. Recognizing the further usefulness of these rasdtiregpotential benefits to
the lager educational community, during the summer of 2007 new images were added, reformatting
occurredandexpmndd directions for content management, customizatidogurse migration were
addedIn the summer of 2008 additional content was added to acdaterapdatesndor to provide
greater elaborationhe directions included in this text are expaaso@etailed making this the most
comprehensive resource available for asalpeastery of the Blackboard CE 6 system to date.

I would like to thank #aUniversity of MarghdEastern Shor€enter for Instructional Technoldgy
providing extensive access to their Blackboard system as well as the graphic software utilized for the
illustrations. In particular, | would like to thank Mr. Kaye Pinhey, DirectoiC#rtter for Instructional
Technologywhose input, suggestiomsiblem solvingandother collaboratory efforts are too numerous to
mention.

This is a free resource that is designed to promote the adoptiearnirg strategies. Please feel free to
share this text with you colleagues. Enjoy!

Dr. Nicole A. BuzzettMore

July 10, 2008

© 20082007, 2006 Dr. Nicole A. Buzzeore, University of MagmhdEastern Shor€enter for
Instructional Technology
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UMES

University of Maryland Eastern Shore
Center for Instructional Technology

TheOIT at UMESassists faculgndstudents in all aspects déarning including hosting, training,
developmengndsupport of the Blackboard CE 6 Learning Management System, the Blackboard Portfolio
System, RespondasdTegrity Additionally, th€enter for Instructional Technologyns an official

Microsoft IT AcademgndCertification Testing Center. Founded in 200& ¢nger for Instructional
Technologys supported by a grant awarded through Title III.

SERVICES OFFERED
BLACKBOARD

The UMESOIT supports the integration of Blackboard into curriculum by: craatipgpviding facultand
student manuals, delivering both fa@ntystudent training, supporting course websites, assisting faculty
creation of course websites, providing a stippevorkspace, facilitating curriculum development, provid
mini-grant program, multimedia development, online course @viffering one on one instructional
design consultations.

TEGRITY

The UMESOIT support the use of Tegrity by providing a locatimthe necessary technology for faculty
record Tegrity sessions which involve the capturing of audio/video lectures synched with the screen
from the instructors computer.

RESPONDUS

The UMESOIT providesandassists faculty with usage of the Respondus test generation software for 1
creation of question databaseslor online examinations.

TRAINING

The UMESOIT provides training imndsupport using the Microsoft Office Suite, select UMES Syatems
various instructional technologies instruction including: Outlook, HawkWeb, Excel, Word, Blackboar
WebDAV, WebQuests, DreamWeaver, Acrobat, WS_Fafe iediting, Publishandinternet Explorer.

MICROSOFT IT ACADEMY AND CERTIFICATION TESTING CENTER
The OIT has established an official Microsoft Academy and is fully licensed to administer Certificatio




Introduction

The higheeducation classroom has undergone radical reformations in the last decade as a result of
technological development, causing academicians across the globe to recognize the importance of technology
in higher learning (Buzzetitore & SweaGuy, 206). Technology has illustrated that the classroom does

not need to be the nucleus of learning, as networked multimedia are able to extend thadisrhing

experience (McClintock, 1999).

The transition from face to face learning to the delivargtafction through rasable online learning

objects has been shown by Satdg&llis (2006) to be not only effective but have benefits to students,
instructorsandadministrators. Course websites are learning objects that when used in conjunction with
sound pedagogy, learning outcomredcontent can support traditional, autheatidalternative learning
andassessment protocols (Bennett, 200@)rse websites have proved to be an effective means of
delivering learning materials, with studergemédgg positively to the quality resources they make available
(BuzzetteMore & SweaGuy, 2006).

The movement from the traditional classroom teemebled learning has been explained as a move from a
behaviorist methodology to a constructivist oneigl. MacEntee, DelLaCruz, Eargker, Jeffrey, Takach,
Wilson, & Woodall, 2005). KoohaamggHarman (2005) assert thdgarning by its very nature is rooted in
constructivist ideology, where knowledge acquisition isligeséid activity that is facii@d by an

instructor. They draw correlations between elements inherent in both constauada/earning including:
collaboration, social discourse, problem solving, exploration, anchored instruction, critical thinking, the
revisiting of information imultiple perspectivesidrepresentations, intellectual discourse, knowledge
constructionandscaffolding.

According to NycandCohen (2007)kearning is important for building a technologically literate workforce
as well as for meeting societiesiooaus need for rapiifielonglearning delivered in increasingly more
convenient forms.

KandesandStern (1999) have asserted that-#viblanced learning improves instruction, course
managemengndoffers numerous pedagogical benefits for learnerseXpiain that students in Web
enabled learning environments become more actiself directed learners, who are exposed to enhanced
learning materials.

According to ConnollgndStansfield (2007)@arning has gone through three distinct generations. The first
generation, they explain, took place from-1999andwas marked by a passive use of the Internet where
traditional materials were simply repurposed to an online foinematecond generation took place from
20002003andwas marked by the transition to higlerdwidths, rich streaming media, increased resources
andthe move to create virtual learning environments that incorporated access to course materials,
communicatins,andstudent services. The third generation is currently unadadisynarked by the
incorporation of greater collaboration, socialization, project based leadnéftgctive practices, through
such tools asgortfolios, wikis, blogs, social komrkingandnetworkingandonline simulations.

Additionally, the third generation is increasingly being influenced by advances in mobile computing.
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DeVillers (2007) introduced a model for the development of construdtiaisiirey environments knoas

the Hexagonal Model. The framework for this model was built on six pillars with technology being
subservient to the 01 e@&Modelaregl) cognifive arrsng, fosterad thlowgh s ¢
the understndng of human comprehensigmpwledge acquisiticandproblem solving; 2) customization,
otherwise known as the movement to individualize learning experiences to best meet the needs of learners;
constructivism, stimulated when interpretation, active leamdaggchored instrtion are encouraged; 4)
collaborative learning involving joint work, peer evaluation, intellectual camaraderie, social aedotiation,
accountability; 5) creativity, fostered when creatilinenovative strategies are emploged6)

components whichfers to an undetatdng of the learning outcomasdhow different conditions best

promote the building of different skills, dispositiandor knowledge bases.

Educause Center for Applied Research conducted a longitudinal study (Caruso & Sal®akayy2)07

Katz, & Caruso, 2006; Caruso & Kvavik, 2005) that examined student uses, pemdptifiesences with

respect to technology. The most recent version of the study published in the fall of 20@h¢dCaruso

Salaway) was based on a web basey siocus group series, qualitative analysis of student coimmgents,
longitudinal comparisons. According to the findings, students reported a mean average of 18 hours a week
online activity with email, online social networking, instant messadlogument writing for course work

being the most prevalent activities. Over 90% of the respondents reported hasfiegthigiternet access

with most students reporting that they are skilled at conducting online library research. While most students
saidthey want to see technology incorporated in their courses, the majority reported that they like to see it
used to a moderate degree (59.3%) with 20.4% saying they favor extensive use, 15% preferring limited use
2% preferring no usagsd2.8% saying théhey prefer the exclusive delivery of learning through IT.

Student experiences with course management systems increased from 72% in 2006 to 82% in 2007 with m
(76.5%) saying that the experience(s) were positive. Students were asked to rateshefiaefliety of

popular CMS features ranked on a scalb eftiere 5 indicated extremely usefdll indicated not useful.

The results are represented in the Table 1 below.

Feature N Mean Std.
Keeping track of grades on assignmenisnd tests online 21,341 4.38 .0925
Online access to sample examand quizzes for learning purposes.| 19.924 4.17 .0965
Online syllabus 22,254 3.98 1.034
Turning in assignments online 19,622 3.82 1.174
Online readingsand links to other text based materials. 21,949 3.81 1.056
Taking quizzesand exams online. 17,848 3.66 1.250
Getting assignments back online with instructor commentand 16,314 3.74 1.252
grades.

Online sharing of materials among students. 15,643 3.50 1.221
Online discussions. 19,075 3.13 1.291

Respondents also reported that technology helps in the conduction of course related research (70.5%
agreemengndin the facilitation of timely feedback from the instructor (73.3% agreement). Students
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majoring in business, engineerdngtechnology exbited the strongest preference for the usage of IT in
education. Additionally, students who said that they prefer the usage of IT in their courses were more positive
in their perceptions of the benefits of IT in the learning prawdsstheir course gagement. Finally, the

analysis of open ended survey questions showed that students feel that technology can facilitate: organization
andcontrol of learning, communication with facaiftgiclassmateendaccess to materialsdresources;

however, respoedts also expressed that poor use of technology can detract from the learning experience
andthat technology should support, not replace, face to face learning.

It is important to point out that while the ECAR study (Caruso & Salaway, 2007) offecatioaa&du
community vital information, it is myopic in so far as that it has consistently neglected to involve the
participation of minority serving institutions preferring to focus attention on traditionally white institutions.

A study conducted in thelfaf 2005 of 748 freshmen studenthatUniversity of MaghdEastern Shore
andFayettevill&tate UniversitiBuzzetteMoreandSweaGuy, 2007) found thatudentsameo college

with most owning computers, having internet access, having studied computers in hagidschool,
considering themselves to be intermediate computer users. These numbers indicated growth from similar
studies conducted previously at minorititutisns but were still lower than what has been reported in the
studies conducted at majority serving institutions. When prior educational exposure was examined, the
majority of students indicated that they had used a computer to solve a problerhaaslasstassignment,
participated in group work that involved using computer sofddelivered a presentation using

computer software. On the othamid few students reported experiences with inguégted projeet

based learnirendor computersimulations. The findings also showedsthatu d e nt s dandper cept i on
experiences with online learning were similar to the findings reported from studies conducted at majority
institutions where students have reported that they wantheisiearning spported by 4¢earning

strategies.

In order to examine perceived student satisfaction of CMS usage, as well as feature preferances among
UMES astudy was conducted invialy the creatioanddeliveryof hybrid business courses which had a
strong emphasis on online learning. These-lggpdrybrid experiences included: the online submission of
all assignments; group work facilitated through a group management tool; a discussion fortipasta Web
ddivery of all examination&/eb Questsor project based learning; an online grade book shared by student
andinstructor; a detailed calendar section with hyperlinks; digital rubric usage for assessmerdraf projects
assignments; diagnostic tesdimganalysis; weekly announcements; personal maitrudesture notes
andhancduts available in PowerPoint, HTMbdMS Word formats. A core business course was targeted as
the foci of this study, business communications. This course is a requiremgne&s majors attending

the University of MargthdEastern Shorandis taken primarily by students with sophomore or junior
standng.

The study spanned three semesters, beginning in the springaofl2086luding in the spring of 2007.

Data was collected through the administration of a detailed 60 question survey dispaostedmnhard

copy form to 160 students. The response rate was 88% with 141 students completing the survey. The survey
wasdéssgned t o assess st udmedosage;priot egperremcesiwibtbging;xause s s, S
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delivery preferences; perceived satisfaction-lgahningandperceptions ofindpreferences towards,
various dearning components. The survaytained a mixture of mixed scaled, five point Likert scaled,
multiple choiceandopen ended questions. The data was entereandémalyzed using, SPB&e results

of the analysis indicate that students find course Websites to be helpful(B886)itbas enhance the
undersandng of course contefit8%) andwhich that will continue to have an impact on higher education
in the futur€85%).

When individual course components were examined, students responded favorably to the availability of
online lecture notes, discussion section, availability of wedmniitikslusion of calendar entries. Online

exams were viewed as convenient (72:88sjudents appreciated that they received an instardmggade
feedback after taking exams (89.7%). Additionally, less than half of the students (45.6%) said that they pref
to take quizzemndexams in person with 27.2% neutrality. The most popular fedadén this study was

the assignment section with 79.8% agreeing/ strongly agreeing that they enjoyed submitting assignments
online; 66.6% agreeing/strongly agreeing that they prefer the online submission of asaigiaments;
overwhelming 99.1% resplimy that they liked that they had the ability to check assignment grades online.

The paper in its entirety can be found published in the Interdisciplinary JoutresdroirieandLearning
Objects ahttp://ijklo.org/ or more specifically http:/ijklo.org/Volume4/IJELLOv4p113
135Buzzetto413.pdf

To undersindthe growth of dearning one may look no further than the University System afridanyl
2005, the regents of the University System ofavidiystituted a policy that all students enrolling in a
MaryandState University beginning in the fall of 2007 take on average 12 of their credits thwbugh out
classroom experien@slother nontradional means with the definition of @iitclassroom experiences
including: dearning, internships, student teackinda host of other activities. This initiative not only
stimulated the growth oflearning in the State of Marydibut also sent a neegye to the larger educational
community that the Maayldsystem is has recognized that some online learning is an enhancement to
s t u d e n teduBatidm iea@rriing experience even when those studentgiare dtitampus residents
(Lorenzetti, 2005).

This book is designed to assist faculty in their umddngtandmastery of thlackboard CB Course
Management System. It offers step by step guidelines that are supported by a series of screen shots.
Additionally, this book contains information loé ¢ourse desigmdbuilding process, the meaningful
application of various component8&fckboard CIB, suggestiormdexamples for incorporating project
based learning intd@arning, using interaction to build learning commuaitigifks to nunerous online
resources that can facilitaleaning. Finally, a rubric for evaluating online course quality is offered.

This information is based on a comprehensive review of the prevailing Bedédterauthor's extensive
experience using Blacklmb&E 6 as well as training faculty in its use.
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Demystifying Course Websites

There are a number of misconceptions that may serve to deter faculty from eniéaacing. dRelatively
few of these have any validity.

Misconceptions about Course Websites

e Course websites are difficult to create requiring a knowledge of website development
e There is a decrease in interactions among staddbttween studengdinstructors
e Course websites are difficult to manage
¢ Course websites dannotenhance or replacas$room learning
e Course websites are impersonal
The Truth about Course Websites
e Course websites are simple to create with easy to follow teamgliaistsuctions
e Course websites extend the dissemination of information
e Course websites can allowdagater levels of interaction
e Course websites encourage personalized instruction
¢ Blackboard CEan help to make course management more simple

Benefits of Course Websites

¢ Dissemination of informatiestudents can consBltackboard CEor course information anytime that
they would normally have to retrieve from the instructor during traditional working hours.

0 Bengfits

> > D> > >

Vital Course information is easily accesailolavailable

Less use of paper.

Classroom time is streamlined

Greater @tributionandavailability of resources

Access of informatioandresources outside of the textbaoklin-class notes

Less misundeemtdngs as all rulesxdrequirements are available on the course website
Datesanddeadlines are made clear

More out ofclassroom learning experiences

e Extending Interaction§aculty may use the Discussion Board or Chat fea&mreoiarage intellectual
discourse, analysasidgroup work. Students will be able to interact with fellow staaeimstructors
both publicy andprivately.

o0 Benefits

T I D I I

Personalized interactions

Instructor can respond to individual learning siyléaddress learning needs
Collaborative learning projects are facilitated

Greater course participation

Students may contribute in their own tivhether it be 3 am or 3 pm




More irdepth analysis of course information

Detailed discussioasddebates

Students can express concantideas

Students learn through shared learning experiences

Students have easy access to instructors

e Submission of Assignmertiudents can submit assignments such as papers, projects, portfolios,
discussion postingmdWeb page Grades can be checked online.

> >

0 Benefits

A It is simple for both the studesmdthe instructor to keep track of grades.

Questdns regarding grades can be addressed expediently.

Assignments are easy to submit.

Student can be certain that the instructor has received the assignment.

Submission dates can be verified.

When pertop technology is used the teacher can write their cosnmiimthe digital

pen on the assignment much in the same way they would do with a traditional pen.

o AssessmerBlackboard CB supports multiple assessment regimes including portfolios (to be added),
quizzes, self tesedsurveys.

> > > > > >

0 Benefits
A Allows for tre easy distributicandanalysis of assessments.
A Stores assessment data for accreditation purposes.
A Students can access their graddsesults regardless of time or place.
A Instructor can grant or deny access as needed.

e Course Management

0 Benefits

A Online cliveryandgrading of quizzes

Linking of assessments to learning objectives
Student Tracking

Advanced Grade book Feature

ePortfoli®

> > > > >

According to CoheandNycz (2006)-#arning has econonaindsocial benefits to society. Additional
benefits of learngnthrough learning objects are:

The implementation of active learning strategies (Parish, 2004)
Solutions for individualizing instruction (Nash, 2005)
Replicabilitandaccessibility (Nash, 2005)

Ease of learning management

Oooo




Forms of e-Learning
All learning that is facilitated by electronic technologies is knowesasieg.

Fully Online

All instruction occurs online with no classroom based learning. A course management system such as
Blackboard oBlackboard Cks used to facilitate the delivery of curricular materials, critical interactions,
assessment activiti@sdadministration.

e Blackboard CEontains all of the tools for a course to run as a distance education experience including
sections for AssignmenDiscussions, Live Chats, Course Calendars, Syllabi, Quizzes, Self Tests, Media
Libraries, Student Learning Portfolios, Collaborative Work Groupings, Relevantahibkss Jand
Lecture Notes.

0 Benefits

A Can allow a course to include students locatedltiple locations

Instructor can ruandmanage course from any location

Asynchronous element allows students to work according to their own schedule.
Allow courses to run with fewer students.

Does not tie up classroom space.

Self Directed learning

Faculy can personalize interactiansllearning experiences by responding to individual
student needs

More indepth discussicemdanalysis of key course content

Increased intellectual discourse

Extended resources

Out of classroom experiences

> > DD D

In order to assure that fully online courses delivered are of a high quality the UMES Vice President of
Academic Affairandthe Center for Instructional Technology have developed a set of guddlines
requirements. All online courses must be approvld Bnline Course Review Committee as pedagogically
sound before being considered by the Vice President of Academic Affairs as a fully online course by the
University. All instructors developing afoifiiime course for the first time must meet wittpaesentative

of theCenter for Instructional Technoldgy consultation. The consultatiand if necessary, follow up
sessions may include training, curriculum development assisthordechnical support.

Additionally, in order to assure that fatiline courses delivered are of a high quality, the UMES Vice

President of Academic Affaznsdthe Center for Instructional Technology have developed aysetadines
andrequirementsAll online courses must be approwethle Online Course Review Committee as

pedagogically sound before being considered a fully online course by the Office of the Vice President for
Academic Affairandthe University.The approved rubric will be utilized to evaluate courses with a minimal
score of 32 out of a possible 42 points required for approval. Developers of courses will receive a copy of the




rubric as well as suggestions for course improvement. Courses that do not meet the minimal score will be
allowed to be resubmitteddreconsidered following improvemesas Appendix A).

The submissioandapproval process is as follows:

Obtain hard copy of forrAppendixD)

Fill in all informatiorandpresent form to Chair of Department for approval.

Send ompleted form the Dean of your school for approval.

Send completeghdsigned form to the Center for Instructional Technology.

The Center for Instructional Technology will contact faculty for a preliminary meeting.
Present completed course to the OLPP@efaew.

Committee recommends revisions or passes approval along to the Office of the Vice
President for Academic Affairs for final approval.

Course is taught.

At the completion of the course, results are presented to the OLPPC.

NogosMwNE
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Web-Assisted

Classroom leaing that is facilitated (assisted) by the World Wide Web. It is the go@lenitéindor

Instructional Technolodkat in the future the vast majority of courses offered at the University aharyl
Eastern Shore will be wabsisted to some extéeftte University of MaghdE a st er n Shor eds C
Instructional Technology recommends that faculty developing course websites for a particular course begin
utilizing the web assisted methodology moving forward to a hybrid structure in subsequent semeste

Hybrid Online

Hybrid courses blend fateface interaction with online learnimgicustomarily involve the delivery of

curricular materials, access to resources, submission of assignments, project based learning, learning activi
that foster higér order thinkingandonline communications that may be asynchronous or synchronous in
nature. In order for a class to be considered hybrid some actual studenateteaiming assessment

must occur onlinenda percentage of-olass time is forfeil to make up for the weight put on the online
learning activitieResearch has shown that hybrid learning is an eff@ctaféicient way of exgndng

course content so as to allmdsupport more wdepth delivergndanalysis of knowledge (Buzzafiore

& SweaiGuy, 2006). They have been shown to address the frustnadibmgations resulting commonly

found with fully online education (Hodges, 2004).

Research by DziubandMoskal (2001) found the success rates of hybrid courses to be gretiteirth

fully online or facéo-face counterpartmdRivera, McAlistegndRice (2002), found student satisfaction to

be higher in hybrid learning then with face to face or fully online instruction. It has been predicted that the
hybrid teaching method may eventually become the norm in higher education-{Buzz&t®weaGuy,

2006) as studies continue to find that the hybrid model posed the most substantive benefits fordeaching
learning (Young, 2002).




Criteria have been established for hybrid learning desi(gegidppendix B. Hybrid courses will receive

specific dsignation in the University catalogue. One credit equivalent will count as onlinarideoning

towards the USM amdated norraditional learning requirement of 12 credit hours on average per student.
Criteria will be approved by the online leaongmitteeandthe Office of the Vice President for Academic
Affairs. Courses seeking hybrid designation do not require review by the Center for Instructional Technology
but do require the submission of a form that inclpl@®val by the chair of the amaic department as

well as the dean of the school f&gggendix D). In order for a course to receive hybrid designation the

following criteria must be met:

e The course website must apply the required template used for m¢sitacetndardization.

e The course website must contain the following elements: syllabus, weekly announcements, calendar
usage, lecture notes, reference links, CIT directions for using Blackboard, a link tantiICIT,
usage of the Blackboard gradekaool accessible to individual students through My Grades.

¢ A minimum of one third of the final grade for the term must be computed through online
assessment measures which may include, but are not limited to: graded discussiang, quizzes
exams, assiments submitteandgraded assignment onlingoetfolios, computer or web based
simulation performance, computer or web based lab exard¥¥sb Quests

e Some irclass seat time must be forfeited to bear the weight of the online learning;thatvever,
time must not exceed more than %2 of the meeting time for the semester.

Guidelines for Designing an Online Course
(Adapted from Buzzetto-More, 2007)
Before creating a course website it is important to identify why the website is beiagdndeteits
existence hopes to accomplishment. According to Nash (2005) the effectivéeassraf ebjects is based
on function, flexibilityandability to satisfy learning objectimadadds that before a learning object is
developetheasurable leamnoutcomes, student levalsdcontent range ost be established.

Prerequisites & Technology Requirements
Prerequisites are clearly listed in multiplearda®Il explained. Tkoology requirements are listed

Objectives and Student Learning Outcomes

The instructor must establish objectargstudent learning outcomes that reflect not just the content of the
course but also thdearning mode of instruction (Buzzé¥toreandAlade, 2006). They must be
communicated in a manner that that is ale@measurable. These must be identified in advance of creating
the cours@ndmust be communicated directly to learners. To help assist faculty in the development of

student | earning outcomes it is recommiseuwmeddod t hat
help guide the phrasing which provides a recognized set of hierarchical behaviors that can be measured as
part of an assessment plan (Harich, et al., 2005)

growthandin ascending order inde: knowledge, comprehension, application, analysis, samthesis,
evaluation (Buzzettdore, 2006).
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Instructional Activities

All instructional activities should be designed to reflect the subject matter as well as the benefits derived
through dearnimg (e.g. project based learning, authentic instriwitnQuestsaindetcetera) (Buzzetto

More, 2006). All activities should be purpoaefithoughtfully designed to assist students in achieving the
instructional objectives. They must be built around the capabilities offered through online instruction such as
cooperative learning, wedarching, interaction, simulations, prb@sed learnin seldirected learning,
andetcetera. The range of activities offered through online instruction are nanimusfaceteéndif

thoughtfully crafted can enhance the total teaghiigarning experience.

Assessment

Haken (2006) explained thaessment is an integral piece to assuring that an educational institution achieves
its learning goals. Hersh (2004) advocated the position that assessment of student learning should be
considered an integral part of the teadmigearning processes adlas part of the feedback loops that

serves to enhance institutional effectiveness. Ridgway, MaQd&ead (2004) defineassessment as the

use of electronic technologies to drive student learning assessment.

The use of information technologied e-learning strategies can provide an effiaretgffective means of
assessing teachamydlearning effectiveness by supporting traditional, authedtdternative assessment
protocols (Bennett, 2002). According to Vendlarskbtevens (2002) tewlogy offers new measures for
assessing learning that will yield rich sources ahdatgandthe ways in which educators undecoth
learning mastergndteaching effectiveness. The use of information techne@lodesiearning to augment

the @sessment process may includamipost testing, diagnostic analysis, student tracking, rubric use, the
supportanddelivery of authentic assessment through project based learning, artifact eolietzttan,
aggregatioandanalysis (Buzzettdore & Alade, 2006).

A variety of formahndinformal assessment measumest beused to evaluate student learaimgjudge
the effectiveness of the instruction. These may included, but are not limited tangl¢izaess, online
assignments, graded disamssindor chats,Web Questscomputer or webased simulationspertfolios,
webbased lab exercisasdetcetera.

Interaction/Communication

Interactionandfeedback among students, between stualediise instructorandbetween studensnd
instructional materials are key issues to consider in any course but especially in a course that is delivered
online.lt is important that the instructor plan for, develop activities that sugppifetcilitate interaction.

Further, mstructors teachiranline courses are required to visit their course website at least twiemd week
have a least one individual interaction with each student per week.

The ability to engage in critical discourse throlegrreng endeavors has been shown to bendéatheng
processStudies by GarrisoAndersonandArcher (2004) found that online discourse fosters critical
thinkingandreflectionandWu andHiltz (2004) explained that asynchronous communications improved

student sd per ceptlontne distussiohsecanrallow stugents 18 demanstraite riotjust
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content mastery but the ability to incorporate content into higher level thinking; as a result, transcripts from
electronic discussions have shown themselves to be valuable assessraéBuarétdiiore, 2006).

The use of communication tools should be thougirtidducationally relevant. The instructor must be an
active participardnline chatandor discussionandperformance expectations must be articulated to
students. Additimally,it is recommended that faculty utilize a rubric for assessing student discussion/chat
performance.

Feedback

In order for elearning to be successful, the instructor must be readily accessible t@astmenide
timelyandmeaningful feedback to students. It is important that expectations are estadlisbégoe of

feedback a student will received must be communicated to students in advance (Digital Campus, 2002).
Student grades must be made available to studendsialigivprivatelyndin a timely fashion using the

supplied online grading todfeedback from graded assignments/assessments must be provided to students
within two weeks of the submission deadline.

Instructional Materials

The materials delivered must enhance leamilsgipport learning goals. They should never digtrdot
detract from the learning process nor place unnecessary stress or burden on students. Materials must be
accessible, include instructions, logmabnizedandavailable to students with slow internet connections.

Student Support

Instructor uses communication tools to provide students with readily svadliiolely support that helps
keeps students on target. Faculty member responds to stedénng in a timely manner. When faculty
member is unable to answer questions he/she seeks immediate assistance from the CIT

Pace of Learning

Online contenandlearning activities should be paced by the instructor in such a way that students have
adequat time to participate in course activities as well as esmbgpond to feedback. The calendar tool
as well as weekly announcements must be utilized to help students stay on track.

Use of Communication Tools

Communication tools can be used for res tommunication (synchronous) or time independent
(asynchronous) communication between stualedtise instructor. The use of tools should be thoughtful
andeducationally relevant. The instruntast ken active participant in online claatdor discussions.
Performance expectations must be articulated to students. The Center for Instructional Technology has
developed a rubric which can be adopted by UMES faculty for assessing student discussion/chat
performance. Additionally, announcements can basisedable means for the instructor to communicate
updatesndreminders to students.
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Grade Reporting

Student grades must be made available to students individually, nidist@\timely fashion using the
grade book feature available in Blacklmatdccessible to students via My Grades.

Interface Design

The interface must be clear, professisimapl@ppropriateandplanned in such a way to facilitate learning.
A recommended UMES template is available through the Center for Instructional Technology. Navigation is
clear, logicagndall buttons/links work. Color, buttons, images, gragridstcetera enhance theirze.

Multimedia Elements

Multimedia elements can greatly enhance the learning experience for students of varying learning styles;
however, when ill plannaddor developed they can be a tremendous distraotabor place a burden on

the students. Asrasult, they must be meaningiuflaccessible to students.

Course Management and Time Requirement

Course management is a vital to #leaming equation. Instructaannot beabsent from their online
courseandmust manage all aspects of learning nEh@dtor should also plan on offering an online office
hour(s) as well as checking the course website on a daily or near dailjirmasmurses take time to
developandcan be more time consuming initially then th@ieison counterparts. Once tedahowever,

the course can beused from semester to semeaielplaced in a learning object repository where it is

shared across the larger academic community. The instructor should also plan on offering online office hour
as well as checking theise website on a daily or near daily basis.

Before You Get Started
Disable Pop-Up Blocker

Blackboard CHser a number of small browser windows thatipdp deliver conter@indin the building
anddelivery of courses.

Enable Cookies
Blackboard CHses a cookie that track user sessions. It is important that users have cookies enabled so tha
they can maintain their progress as they navigate through the course website.

Enable JavaScript

Blackboard CIB depends heavily on the us@asfaScrigndit is important to have Java instadlied
enabled in order to do almost anythinglatkboard CESome versions of Java are not validated for use
with Blackboard CIB.

Browser Check

Not all browsers are supported for use Blititkboard CI6 andsome browser setting may need to be
further enhanceandor changed.
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To Check Your Browsero6s Configuration

a. Go to yourBlackboard CEogin Page

Beforeandafter logging in, look for@heck Browsdink which should be in the top right corner of
the brovser window.

c. Click Check Browser

=3

To ConductaBrowser TunéJp Online visit th&lackboard CBrowser TundJp page at
http://www. Blackboard CEEom/tuneup If browser problems persist visit the HpdTroubleshooting
Page altttp://www. Blackboard CIEEom/tuneup/viewpage?name=tuneup_browser_troubleshoot

Additional Support ServicesAdditional support services are availtybugh th&lackboard CEechnical
support page #ttp://www. Blackboard ClEEom/techsupportThis site includes:

Blackboard CE Supportwhich includes official support request forms as well as bulletaissuptiiling
list sign upandFAQs.

e-Pack Supportwhich includes support for adoptamgdusing epacks as well as questions for students
regarding access codes.

Ask Dr. Cthe questiorandanswer service guided by a grolplaxtkboard CExperts who aravailable to

answer questions that are posted publicly. Additionally, users can review from a stockpile of previous asked

andanswered questions.

Understanding the Blackboard Interface

My Blackboard

From My UMES select Blackboard Learning SyAfeana successful login you will see the My Blackboard
page. This is the main entry page for designers, instindstiglents. It contains a list of all courses
assigned to login as a designer, instraictistudent. It also contains a varietyafes called channls
that display information froall courses.
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http://www.webct.com/tuneup
http://www.webct.com/tuneup/viewpage?name=tuneup_browser_troubleshoot
http://www.webct.com/techsupport

My Settings | Check Browser | Help | Log out

Menu Bar

Customization Bar

= Content Manager
Content Manager

V\Isloomiei,r N My Home Page Tab ETodaY is June 4, 2007.

Calendar Day % Vd Personal Bookmarks %
You currently have no entries Course Title UMES Home
for today. —
Section Instructor: Mr Nicole Buzzetto-More Campus Bookmarks %
To Do List % %
You currently have r
- asda d y
% sacaecas P 2007 - -333-0201-BUSIN MMUNICATION Dok Channel Area
Section Ingtructor: Mr Nicole Buzzetto-More
My Grades % ’aa Who's Online y
You currently have no new P 7 - BUAD-213-0401- NI FTV APP T - -333- -
grades. Section Instructor: Mr Nicole Buzzetto-More , Mr. Kaye Pinhey BUSINESS COMMUNICATIONS
B )
Channel Area EA 2006 - BUED-333-BUSINESS COMMUNICATION-SEC0201-1928 | BUSINESS COMMUNICATIONS
Section Instructor: Mr Nicole Buzzetto-More , Mr. Kaye Pinhey (1)
LTS %
ROD - BUAD-213-0401-
BUSINESS SOFTWARE
WI 2007 - BUS™ APPLICATIONS (1)
Section 1netrw.  Newly Added Items Kaye Pinhey
»BOD COMMUNICATION-SEC0201-1....

The main screen displays the My Blackboagshtithe Content Manager tab that allows for viesrng

editing of files saved in the private My Files area. The menu bar allows yoihéd-Hehper Check
Browsetutilities, or exit the system. The customization links allows you to customizBldmekboard
pageandthe channels area allow you to view the custom content added to a channelEdibieothe

allows for the editing ofétcontent of that channel. Click a course name to enter the course. Icons appear
below the name if new announcements, assessments, assignments,alidougisioessages since the last
entry.

If you are using the Blackboard portfolio system you stemilth additional tab to the right of the Content
Manager tab in My Blackboard.

Portfolio i ngs | Help | Log out
Tab

My Blackboard Gontent Manager Portfolios

welcome, Nicole Buzzetto-More . Today is June 9, 2008 2:29 PM EDT. Channels Color Layout &y
&
x & z
You currently have no entrigs @ Nurnber of Hidden Links: 17 UMES Home
Frr ko

Course Components

Each of the three tafhBuild, TeachandStudent Vietv represent a different role that allows for
interaction with the course in different ways. Some tedpexific to a roendonly appear on one tab. For
example, the Grade Book tool only appears on the Teach tab.
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TheBuildtab contains the toadsmdoptions a designer needs in order to build or design a course. Under the
Buildtab, a designer can, for example, upload files add new tools, change tool or itemamdgesigs,
the layout of a course.

The course tools menu includes the course content that allows designeramolorgatéze course

content.
My Blackboard | Accessibility | Help | Log out

Q07 - BUED-333-0201-BUSINESS COMMUNICATIONS
Action Links [0

Tools £
@ Course Tools ’_1_....3!\' cation: Home Page rJ -
& Course Content j¥

S Announcements [ Add File % @ create Folder || %) Add Content Link % Page Options %

(&) Assessments

D) Assignments Page
s BUED 333
Expand/Collapse

Q chat - | Business Communications

3¢ Discussions ] 2

{8} Learming Modules | | Spring 2007

D Syllabus Department of Business, Management, and Accounting

&' web, o nostic T % A Lectures All ¥ Course

E,l Bo s Uaos & Content LinisJ
Roster -

3(:) = Hidden Desig

TOOlSne‘rJ £ Handouts % A WebQuest %
@ Designer Tools . % Organizational Communications :% Group Project

@ Manage Course Market Research

& File Manager 4 Snlnsruhnfrum As men i xams %
\ WebCT %
|3 Selective Release % e

I Gradina Forms <

UMES

Build Teach Student View

The Teach tab contains the taotslfunctions an instructor needs in order to teach or conduct a course.
Under this tab, instructors can grade assessments, discussion topicaméassigesnent submissions, set
up the grade book, manage groapdirack students.

The instructor tools menu on the teach tab min screen includes manage course, assessment manager,
assignmerdrop box grade book, group manager, tracking, notes, selectivearsdigaading forms. The
manage course allows desigaredidructors to manage cousedcomponent settings, course backups
andcourse reset.

The Student View tab is a view of the course as experienced by a student enrolled in the course. The tab
displays exactly what students enrolled in the course willdemisShay see different icons on each page
than on théBuildor Teachtabs, depending upon whether the instructor has icons marked as hidden or are
not yet released to the studeftease note, if you can see something in Student View then so can your
students.
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Opening a Course for the First Time

After logging into MY UMES&ndselecting Blackboard Learning System, you will want to select a course

from the list of courses in which you are enrolled as a dédigniinst time a course is opened thesmou

designer will receive a dialogue screen that asks them how they would like to proceed with the course. It s :
this time that designers have the option of setting up a bank course or assigning content from another cours
or file. Three options are dshble.

WARNING ! Be careful what you select as this choice is not reversible. If you inadvertently select the wrong
option, please contact Mr. Kaye Pinhey witdMES Center for Instructional Technolégave your
course completely reset which will result in you losing your progress.

S2 2007 - BUED-411-0201-OFFICE TECH & RECRD:

Assign Course Content
$2 2007 - BUED-411-0201-OFFICE TECH & RECRDS

You can assign content to this course from another course or start designing this course without assigning content. Select one of the options
below and click Continue.

% Set up a blank course
Select this option to start designing this course without assigning content.

O Copy content from another course
Select from courses in which you are enrolled as a designer.

O Import content from file
Select this option to start importing course content from exported course file.

Continue Cancel q

Setting Up a Blank Course

0 Select this option to start designing this course without assigning Ifguoteiaire starting
from scratch than this will be the most Idgipton. Please note, this is the deémdis
not advised for those of you who have an existing course website from which you would like
to bring over content. If you are not sure, to not click continue but rather please contact Mr.
Kaye Pinhey with 66UMES Center for Instructional Technology.

Copy Content from Another Course

o Select from courses in which you are enrolled as a déSigees what you will want to select when
you want to reuse course content from seméasiisrfeatammébier you to replicate a course
with just a couple of clicks. This is a particularly valuable &satwilk bring in all the content
from one semester excluding (announcenuagsadar entrieandstudent information from
the previous semester). Dates will need to be reset unless a Date Rollover is performed. Please
note that you are only able to copy content from a @nasection that you have previously
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been designated as the designer/insttu€you need to copy content from a course that has
been taught by another instructor previously, then you will need to obtain special permission
from both the instructcaindthe department chair as well as contact Mr. Kaye Pinhey from the

UMES Centefor Instructional Technology.

Import Content from File

o0 Select this option to start importing course content from exported co{gseTiés is

suggested when you only need individually course components or when you are using course

information fromanb h e r instructords section.

Choosing Set up a Blank Course allows you to proceed further; otherwise:

From the Course Set Up screen s€lepy content from another coursandclick Continue
You will see all of the courses that you have taught using8tddRE 6 previously (WebCT
4.2 courses are no longer available).

Select the course from which you want to copy cartdalick Continue.

You can continue to build the course by adding or modifying content.

For moredirectionson course set up includipgrforming Date Rollovers, please refer to the
section on Course Management

< << <K<

Copy content from another course

Select from courses in which you are enrolled as a designer.

Course Title - Section Title

~

D)

)

(C RO

o

D QJ FA 2006-BUED-100-FIRST YEAR EXPERIENCE BUSINESS-SEC0101-1913

D, Qj FA 2006-BUED-333-BUSINESS COMMUNICATION-SEC0101-1927

@ FA 2006-BUED-333-BUSINESS COMMUNICATION-SEC0201-1928

) Q] FA 2006-DEVELOPMENT-Business Software Applications - Nicole

Ql FA 2006-DEVELOPMENT-EDCI MTTS - MARYLAND TEACHER STANDARDS
Q] FA 2006-0IT-101-SAMPLE COURSE-SEC0101-0000
Ql SP 2007-BUAD-213-0401-BUSINESS SOFTWARE APPLICATIONS

The course is designed to develop advanced computer application competencies. Emphasis is placed on the use of vanous software packages in
accessing and processing large quantities of data for deasi ... More

) Q! SP 2007-BUED-333-0101-BUSINESS COMMUNICATIONS

A study of the principles, practices and mechanics of the writing of business letters, reports, etc. Attention is also given to formal research reports,
etc. Emphasis is placed on the basic writng s

&) QJ SP 2007-BUED-333-0201-BUSINESS COMMUNICATIONS

A study of the principles, practices and mechanics of the writing of business letters, reports, etc. Attention is also given to formal research reports,
etc. Emphasis is placed on the basic writng s ... More

) _@J WI 2007-BUSINESS ETHICS

The purpose of this course is to assist students in understanding ethical implications in the decision making process and to assume their role as
managers with a sense of a broader purpose and a moral .. More

Continue | 1 Cancel ‘
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Accessing Content on the Home Page

TheHome Pagscreen is the first screen of @murse Contentool. To access items on theme Page
screen simply click on the item.

Teach

} Course Tools Jools
&' Announcements
&) Assessments
£ Assignments
[@ calendar

@ Chat

,é Discussions

5] Leamning Modules

@ Manage Course
=) File Manager

lg Selective Release
I Gradina Forms

Student View

My Blackboard | Accessibility | Help | Log out

Menu Bar
Q07 - BUED-333-0201-BUSINESS COMMUNICATIONS

Action Links

iton: Home Page

B Add File % @ create Folder | &) Add Content Link % Page Options %
Page
BUED 333 °°"'°"S)
Expand/Collapse

! Business Communications
Spring 2007

D Syllabus Department of Business, Management, and Accounting
@) Web Links
Diagnostic Tests % Lectures All ¥ Course

Who's Online 2
B & ‘ Content Links
% Roster N———
(H) = Hidden -[I?(e):‘lgner . Handouts % p WebQuest %
% Organizational Communications % Group PrOJect

. Market Research .

nt In:

WebCT %

ns for Usin

m:

u<

&

Accessing Course Tools

TheCourseloolscontains a list of links to content in @aurse Contentool. If the Course Content Map
is not visible click the EapdCourse Content Map carrot. If tBeurse Content Mappears as a drop
down list, select the content itandclick theGo icon.If you are viewing your list of toalsdfind that

there are tools missing or that you have extra tools you would like removed then you will need to edit your
tools(See CustanizTools).
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