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University of Maryland Eastern Shore 

Center for Instructional Technology 

The OIT at UMES assists faculty and students in all aspects of e-learning including hosting, training, 

development, and support of the Blackboard CE 6 Learning Management System, the Blackboard Portfolio 

System, Respondus, and Tegrity. Additionally, the Center for Instructional Technology runs an official 

Microsoft IT Academy and Certification Testing Center. Founded in 2006, the Center for Instructional 

Technology is supported by a grant awarded through Title III.  

SERVICES OFFERED 

BLACKBOARD 

The UMES OIT supports the integration of Blackboard into curriculum by: creating and providing faculty and 

student manuals, delivering both faculty and student training, supporting course websites, assisting faculty in the 

creation of course websites, providing a supportive workspace, facilitating curriculum development, providing a 

mini-grant program, multimedia development, online course review, and offering one on one instructional 

design consultations.  

TEGRITY 

The UMES OIT support the use of Tegrity by providing a location and the necessary technology for faculty to 

record Tegrity sessions which involve the capturing of audio/video lectures synched with the screen captures 

from the instructors computer. 

RESPONDUS 

The UMES OIT provides and assists faculty with usage of the Respondus test generation software for the 

creation of question databases, and/or online examinations. 

TRAINING 

The UMES OIT provides training in, and support using the Microsoft Office Suite, select UMES Systems, and 

various instructional technologies instruction including:  Outlook, HawkWeb, Excel, Word, Blackboard, Tegrity, 

WebDAV, WebQuests, DreamWeaver, Acrobat, WS_FTP, image editing, Publisher, and Internet Explorer. 

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

The higher-education 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 (Buzzetto-More & Sweat-Guy, 2006). Technology has illustrated that the classroom does 

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

experience (McClintock, 1999). 

The transition from face to face learning to the delivery of instruction through re-usable online learning 

objects has been shown by Salas and Ellis (2006) to be not only effective but have benefits to students, 

instructors, and administrators. Course websites are learning objects that when used in conjunction with 

sound pedagogy, learning outcomes, and content can support traditional, authentic, and alternative learning 

and assessment protocols (Bennett, 2002).  Course websites have proved to be an effective means of 

delivering learning materials, with students responding positively to the quality resources they make available 

(Buzzetto-More & Sweat-Guy, 2006).  

The movement from the traditional classroom to web-enabled learning has been explained as a move from a 

behaviorist methodology to a constructivist one (Lewis, MacEntee, DeLaCruz, Englander, Jeffrey, Takach, 

Wilson, & Woodall, 2005). Koohang and Harman (2005) assert that e-learning by its very nature is rooted in 

constructivist ideology, where knowledge acquisition is a self-directed activity that is facilitated by an 

instructor. They draw correlations between elements inherent in both constructivism and e-learning including: 

collaboration, social discourse, problem solving, exploration, anchored instruction, critical thinking, the 

revisiting of information in multiple perspectives and representations, intellectual discourse, knowledge 

construction, and scaffolding.  

According to Nycz and Cohen (2007) e-learning is important for building a technologically literate workforce 

as well as for meeting societies continuous need for rapid lifelong learning delivered in increasingly more 

convenient forms. 

Kandies and Stern (1999) have asserted that Web-enhanced learning improves instruction, course 

management, and offers numerous pedagogical benefits for learners. They explain that students in Web-

enabled learning environments become more active and self directed learners, who are exposed to enhanced 

learning materials. 

According to Connolly and Stansfield (2007) e-learning has gone through three distinct generations. The first 

generation, they explain, took place from 1994-1999 and was marked by a passive use of the Internet where 

traditional materials were simply repurposed to an online format. The second generation took place from 

2000-2003 and was marked by the transition to higher bandwidths, rich streaming media, increased resources 

and the move to create virtual learning environments that incorporated access to course materials, 

communications, and student services. The third generation is currently underway and is marked by the 

incorporation of greater collaboration, socialization, project based learning, and reflective practices, through 

such tools as e-portfolios, wikis, blogs, social bookmarking and networking, and online 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 constructivist e-learning environments known as 

the Hexagonal-C Model. The framework for this model was built on six pillars with technology being 

subservient to the ôlearningõ. The six pillars of the Hexa-C Model are: 1) cognitive learning, fostered through 

the understanding of human comprehension, knowledge acquisition, and problem solving; 2) customization, 

otherwise known as the movement to individualize learning experiences to best meet the needs of learners; 3) 

constructivism, stimulated when interpretation, active learning, and anchored instruction are encouraged; 4) 

collaborative learning involving joint work, peer evaluation, intellectual camaraderie, social negotiation, and 

accountability; 5) creativity, fostered when creative and innovative strategies are employed; and 6) 

components which refers to an understanding of the learning outcomes and how different conditions best 

promote the building of different skills, dispositions, and/or knowledge bases.  

Educause Center for Applied Research conducted a longitudinal study (Caruso & Salaway, 2007; Salaway, 

Katz, & Caruso, 2006; Caruso & Kvavik, 2005) that examined student uses, perceptions, and preferences with 

respect to technology. The most recent version of the study published in the fall of 2007 (Caruso and 

Salaway) was based on a web based survey, focus group series, qualitative analysis of student comments, and 

longitudinal comparisons. According to the findings, students reported a mean average of 18 hours a week of 

online activity with email, online social networking, instant messaging, and document writing for course work 

being the most prevalent activities. Over 90% of the respondents reported having high-speed internet access 

with most students reporting that they are skilled at conducting online library research. While most students 

said they 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 usage, and 2.8% saying that they prefer the exclusive delivery of learning through IT. 

Student experiences with course management systems increased from 72% in 2006 to 82% in 2007 with most 

(76.5%) saying that the experience(s) were positive. Students were asked to rate the usefulness of a variety of 

popular CMS features ranked on a scale of 1-5 where 5 indicated extremely useful and 1 indicated not useful. 

The results are represented in the Table 1 below. 

Feature N Mean Std. 

Keeping track of grades on assignments and tests online 21,341 4.38 .0925 

Online access to sample exams and 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 readings and links to other text based materials. 21,949 3.81 1.056 

Taking quizzes and exams online. 17,848 3.66 1.250 

Getting assignments back online with instructor comments and 
grades. 

16,314 3.74 1.252 

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% 

agreement) and in the facilitation of timely feedback from the instructor (73.3% agreement).  Students 
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majoring in business, engineering, and technology exhibited 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 process and in their course engagement. Finally, the 

analysis of open ended survey questions showed that students feel that technology can facilitate: organization 

and control of learning, communication with faculty and classmates and access to materials and resources; 

however, respondents also expressed that poor use of technology can detract from the learning experience 

and that technology should support, not replace, face to face learning.  

It is important to point out that while the ECAR study (Caruso & Salaway, 2007) offers the educational 

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 the fall of 2005 of 748 freshmen students at the University of Maryland Eastern Shore 

and Fayetteville State University (Buzzetto-More and Sweat-Guy, 2007) found that students came to college 

with most owning computers, having internet access, having studied computers in high school, and 

considering themselves to be intermediate computer users.  These numbers indicated growth from similar 

studies conducted previously at minority institutions 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 problem as part of a class assignment, 

participated in group work that involved using computer software, and delivered a presentation using 

computer software. On the other hand, few students reported experiences with inquiry-oriented project-

based learning and/or computer simulations. The findings also showed that studentsõ perceptions and 

experiences with online learning were similar to the findings reported from studies conducted at majority 

institutions where students have reported that they want to see their learning supported by e-learning 

strategies.  

In order to examine perceived student satisfaction of CMS usage, as well as feature preferences among at 

UMES a study was conducted involving the creation and delivery of hybrid business courses which had a 

strong emphasis on online learning.  These paper-less hybrid experiences included: the online submission of 

all assignments; group work facilitated through a group management tool; a discussion forum; the Web-based 

delivery of all examinations; Web Quests for project based learning; an online grade book shared by student 

and instructor; a detailed calendar section with hyperlinks; digital rubric usage for assessment of projects and 

assignments; diagnostic testing and analysis; weekly announcements; personal mailboxes; and lecture notes 

and handouts available in PowerPoint, HTML, and MS Word formats. A core business course was targeted as 

the foci of this study, business communications. This course is a requirement for business majors attending 

the University of Maryland Eastern Shore and is taken primarily by students with sophomore or junior 

standing. 

The study spanned three semesters, beginning in the spring of 2006 and concluding in the spring of 2007. 

Data was collected through the administration of a detailed 60 question survey distributed in-person in hard 

copy form to 160 students. The response rate was 88% with 141 students completing the survey. The survey 

was designed to assess studentsõ technology access, skills, and usage; prior experiences with e-learning; course 



5 

 

delivery preferences; perceived satisfaction with e-learning; and perceptions of, and preferences towards, 

various e-learning components. The survey contained a mixture of mixed scaled, five point Likert scaled, 

multiple choice, and open ended questions. The data was entered into, and analyzed using, SPSS. The results 

of the analysis indicate that students find course Websites to be helpful resources(90%), that enhance the 

understanding of course content (78%), and which that will continue to have an impact on higher education 

in the future(85%). 

When individual course components were examined, students responded favorably to the availability of 

online lecture notes, discussion section, availability of web links, and inclusion of calendar entries. Online 

exams were viewed as convenient (72.8%) and students appreciated that they received an instant grade and 

feedback after taking exams (89.7%). Additionally, less than half of the students (45.6%) said that they prefer 

to take quizzes and exams in person with 27.2% neutrality. The most popular feature noted in 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 assignments; and an 

overwhelming 99.1% responding 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 Journal of E-Learning and Learning 

Objects at http://ijklo.org/   or more specifically at http://ijklo.org/Volume4/IJELLOv4p113-

135Buzzetto413.pdf. 

To understand the growth of e-learning one may look no further than the University System of Maryland. In 

2005, the regents of the University System of Maryland instituted a policy that all students enrolling in a 

Maryland State University beginning in the fall of 2007 take on average 12 of their credits through out-of-

classroom experiences and other nontraditional means with the definition of out-of-classroom experiences 

including: e-learning, internships, student teaching, and a host of other activities. This initiative not only 

stimulated the growth of e-learning in the State of Maryland but also sent a message to the larger educational 

community that the Maryland system is has recognized that some online learning is an enhancement to 

studentsõ higher-education learning experience even when those students are full-time on-campus residents 

(Lorenzetti, 2005). 

This book is designed to assist faculty in their understanding and mastery of the Blackboard CE 6 Course 

Management System. It offers step by step guidelines that are supported by a series of screen shots. 

Additionally, this book contains information on the course design and building process, the meaningful 

application of various components of Blackboard CE 6, suggestions and examples for incorporating project 

based learning into e-learning, using interaction to build learning communities, and links to numerous online 

resources that can facilitate e-learning. Finally, a rubric for evaluating online course quality is offered. 

This information is based on a comprehensive review of the prevailing literature and the author's extensive 

experience using Blackboard CE 6 as well as training faculty in its use. 

http://ijklo.org/
http://ijklo.org/Volume4/IJELLOv4p113-135Buzzetto413.pdf
http://ijklo.org/Volume4/IJELLOv4p113-135Buzzetto413.pdf
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Demystifying Course Websites 

There are a number of misconceptions that may serve to deter faculty from embracing e-learning. Relatively 

few of these have any validity. 

Misconceptions about Course Websites 

 Course websites are difficult to create requiring a knowledge of website development 

 There is a decrease in interactions among students and between students and instructors 

 Course websites are difficult to manage 

 Course websites do cannot enhance or replace classroom learning 

 Course websites are impersonal 

The Truth about Course Websites 

 Course websites are simple to create with easy to follow templates and instructions 

 Course websites extend the dissemination of information  

 Course websites can allow for greater levels of interaction 

 Course websites encourage personalized instruction  

 Blackboard CE can help to make course management more simple 
 

Benefits of Course Websites 

 Dissemination of information- Students can consult Blackboard CE for course information anytime that 
they would normally have to retrieve from the instructor during traditional working hours. 

o Benefits 

Á Vital Course information is easily accessible and available  

Á Less use of paper. 

Á Classroom time is streamlined 

Á Greater distribution and availability of resources 

Á Access of information and resources outside of the textbook and in-class notes 

Á Less misunderstandings as all rules and requirements are available on the course website 

Á Dates and deadlines are made clear 

Á More out of classroom learning experiences 
 

 Extending Interactions- Faculty may use the Discussion Board or Chat feature to encourage intellectual 
discourse, analysis, and group work. Students will be able to interact with fellow students and instructors 
both publicly and privately. 

o Benefits 

Á Personalized interactions 

Á Instructor can respond to individual learning styles and address learning needs 

Á Collaborative learning projects are facilitated 

Á Greater course participation 

Á Students may contribute in their own time whether it be 3 am or 3 pm 
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Á More in-depth analysis of course information 

Á Detailed discussions and debates 

Á Students can express concerns and ideas 

Á Students learn through shared learning experiences 

Á Students have easy access to instructors 

 Submission of Assignments- Students can submit assignments such as papers, projects, portfolios, 

discussion postings, and Web pages. Grades can be checked online. 

o Benefits 

Á It is simple for both the student and the instructor to keep track of grades. 

Á Questions regarding grades can be addressed expediently. 

Á Assignments are easy to submit. 

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

Á Submission dates can be verified. 

Á When pen-top technology is used the teacher can write their comments with the digital 

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

 Assessment-Blackboard CE 6 supports multiple assessment regimes including portfolios (to be added), 

quizzes, self tests, and surveys. 

o Benefits 

Á Allows for the easy distribution and analysis of assessments. 

Á Stores assessment data for accreditation purposes. 

Á Students can access their grades and results regardless of time or place. 

Á Instructor can grant or deny access as needed. 

 Course Management 

o Benefits 

Á Online delivery and grading of quizzes 

Á Linking of assessments to learning objectives 

Á Student Tracking 

Á Advanced Grade book Feature 

Á ePortfolios 
 

According to Cohen and Nycz (2006) e-learning has economic and social benefits to society. Additional 

benefits of learning through learning objects are: 

o The implementation of active learning strategies (Parish, 2004) 
o Solutions for individualizing instruction (Nash, 2005) 
o Replicability and accessibility (Nash, 2005) 

o Ease of learning management 
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Forms of e-Learning 

All learning that is facilitated by electronic technologies is known as e-Learning. 

Fully Online 

All instruction occurs online with no classroom based learning. A course management system such as 

Blackboard or Blackboard CE is used to facilitate the delivery of curricular materials, critical interactions, 

assessment activities, and administration.  

 Blackboard CE contains all of the tools for a course to run as a distance education experience including 

sections for Assignments, Discussions, Live Chats, Course Calendars, Syllabi, Quizzes, Self Tests, Media 

Libraries, Student Learning Portfolios, Collaborative Work Groupings, Relevant Links, Handouts, and 

Lecture Notes. 

o Benefits 

Á Can allow a course to include students located in multiple locations 

Á Instructor can run and manage course from any location 

Á Asynchronous element allows students to work according to their own schedule. 

Á Allow courses to run with fewer students. 

Á Does not tie up classroom space. 

Á Self Directed learning 

Á Faculty can personalize interactions and learning experiences by responding to individual 
student needs 

Á More in-depth discussion and analysis of key course content 

Á Increased intellectual discourse 

Á Extended resources 

Á Out of classroom experiences 
 

In order to assure that fully online courses delivered are of a high quality the UMES Vice President of 

Academic Affairs and the Center for Instructional Technology have developed a set of guidelines and 

requirements. All online courses must be approved by the Online 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 a fully-online course for the first time must meet with a representative 

of the Center for Instructional Technology for consultation. The consultation and, if necessary, follow up 

sessions may include training, curriculum development assistance, and/or technical support. 

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

President of Academic Affairs and the Center for Instructional Technology have developed a set of guidelines 

and requirements. All online courses must be approved by the Online Course Review Committee as 

pedagogically sound before being considered a fully online course by the Office of the Vice President for 

Academic Affairs and the 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 
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rubric as well as suggestions for course improvement. Courses that do not meet the minimal score will be 

allowed to be resubmitted and reconsidered following improvement (see Appendix A). 

The submission and approval process is as follows: 

1. Obtain hard copy of form (Appendix D) 
2. Fill in all information and present form to Chair of Department for approval. 
3. Send completed form the Dean of your school for approval. 
4. Send completed and signed form to the Center for Instructional Technology. 
5. The Center for Instructional Technology will contact faculty for a preliminary meeting. 
6. Present completed course to the OLPPC for review. 
7. Committee recommends revisions or passes approval along to the Office of the Vice 

President for Academic Affairs for final approval. 
8. Course is taught. 
9. At the completion of the course, results are presented to the OLPPC. 

 

Web-Assisted 

Classroom learning that is facilitated (assisted) by the World Wide Web. It is the goal of the Center for 

Instructional Technology that in the future the vast majority of courses offered at the University of Maryland 

Eastern Shore will be web-assisted to some extent. The University of Maryland Eastern Shoreõs Center for 

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 semesters.  

Hybrid Online 

Hybrid courses blend face-to-face interaction with online learning and customarily involve the delivery of 

curricular materials, access to resources, submission of assignments, project based learning, learning activities 

that foster higher order thinking, and online communications that may be asynchronous or synchronous in 

nature. In order for a class to be considered hybrid some actual student learning and learning assessment 

must occur online and a percentage of in-class time is forfeited to make up for the weight put on the online 

learning activities. Research has shown that hybrid learning is an effective and efficient way of expanding 

course content so as to allow and support more in-depth delivery and analysis of knowledge (Buzzetto-More 

& Sweat-Guy, 2006). They have been shown to address the frustrations and limitations resulting commonly 

found with fully online education (Hodges, 2004).  

Research by Dziuban and Moskal (2001) found the success rates of hybrid courses to be greater than their 
fully online or face-to-face counterparts and Rivera, McAlister, and Rice (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 (Buzzetto-More & Sweat-Guy, 
2006) as studies continue to find that the hybrid model posed the most substantive benefits for teaching and 
learning (Young, 2002).  
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Criteria have been established for hybrid learning designation (see Appendix B). Hybrid courses will receive 

specific designation in the University catalogue. One credit equivalent will count as online learning and count 

towards the USM mandated non-traditional learning requirement of 12 credit hours on average per student. 

Criteria will be approved by the online learning committee and the 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 includes approval by the chair of the academic department as 

well as the dean of the school (see Appendix D). In order for a course to receive hybrid designation the 

following criteria must be met: 

 The course website must apply the required template used for interface design standardization. 

 The course website must contain the following elements: syllabus, weekly announcements, calendar 
usage, lecture notes, reference links, CIT directions for using Blackboard, a link to the CIT, and full 
usage of the Blackboard grade book tool 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 discussions, quizzes and 
exams, assignments submitted and graded assignment online, e-portfolios, computer or web based 
simulation performance, computer or web based lab exercises, and Web Quests.  

 Some in-class seat time must be forfeited to bear the weight of the online learning; however, that 
time must not exceed more than ½ 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 being created and what its 

existence hopes to accomplishment. According to Nash (2005) the effectiveness of e-learning objects is based 

on function, flexibility, and ability to satisfy learning objectives and adds that before a learning object is 

developed measurable learner outcomes, student levels, and content range must be established. 

Prerequisites & Technology Requirements 

Prerequisites are clearly listed in multiple areas and well explained. Technology requirements are listed. 

Objectives and Student Learning Outcomes 

The instructor must establish objectives and student learning outcomes that reflect not just the content of the 

course but also the e-learning mode of instruction (Buzzetto-More and Alade, 2006). They must be 

communicated in a manner that that is clear and measurable. These must be identified in advance of creating 

the course and must be communicated directly to learners. To help assist faculty in the development of 

student learning outcomes it is recommended that Bloomõs Taxonomy of Educational Objectives is used to 

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). The six levels of Bloomõs Taxonomy relate to cognitive 

growth and in ascending order include: knowledge, comprehension, application, analysis, synthesis, and 

evaluation (Buzzetto-More, 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 e-learning (e.g. project based learning, authentic instruction, Web Quests, and etcetera) (Buzzetto-

More, 2006). All activities should be purposeful and thoughtfully designed to assist students in achieving the 

instructional objectives. They must be built around the capabilities offered through online instruction such as: 

cooperative learning, web-searching, interaction, simulations, project-based learning, self-directed learning, 

and etcetera. The range of activities offered through online instruction are numerous and multifaceted and if 

thoughtfully crafted can enhance the total teaching and learning experience.  

Assessment 

Haken (2006) explained that assessment 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 teaching and learning processes as well as part of the feedback loops that 

serves to enhance institutional effectiveness. Ridgway, McCusker, and Pead (2004) define e-assessment as the 

use of electronic technologies to drive student learning assessment.  

The use of information technologies and e-learning strategies can provide an efficient and effective means of 

assessing teaching and learning effectiveness by supporting traditional, authentic, and alternative assessment 

protocols (Bennett, 2002). According to Vendlinski and Stevens (2002) technology offers new measures for 

assessing learning that will yield rich sources of data and expand the ways in which educators understand both 

learning mastery, and teaching effectiveness. The use of information technologies and e-learning to augment 

the assessment process may include: pre and post testing, diagnostic analysis, student tracking, rubric use, the 

support and delivery of authentic assessment through project based learning, artifact collection, and data 

aggregation and analysis (Buzzetto-More & Alade, 2006). 

A variety of formal and informal assessment measures must be used to evaluate student learning and judge 

the effectiveness of the instruction. These may included, but are not limited to, quizzes and exams, online 

assignments, graded discussions and/or chats, Web Quests, computer or web-based simulations, e-portfolios, 

web-based lab exercises, and etcetera. 

Interaction/Communication  

Interaction and feedback among students, between students and the instructor, and between students and 

instructional materials are key issues to consider in any course but especially in a course that is delivered 

online. It is important that the instructor plan for, develop activities that support, and facilitate interaction.  

Further, instructors teaching online courses are required to visit their course website at least twice a week and 

have a least one individual interaction with each student per week. 

The ability to engage in critical discourse through e-learning endeavors has been shown to benefit the learning 

process. Studies by Garrison, Anderson, and Archer (2004) found that online discourse fosters critical 

thinking and reflection, and Wu and Hiltz (2004) explained that asynchronous communications improved 

studentsõ perception of learning. Successful online discussions can allow students to demonstrate not just 
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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 assessment artifacts (Buzzetto-More, 2006).   

The use of communication tools should be thoughtful and educationally relevant. The instructor must be an 

active participant in online chats and/or discussions and performance expectations must be articulated to 

students. Additionally, it is recommended that faculty utilize a rubric for assessing student discussion/chat 

performance. 

Feedback 

In order for e-learning to be successful, the instructor must be readily accessible to students and provide 

timely and meaningful feedback to students. It is important that expectations are established and the type of 

feedback a student will received must be communicated to students in advance (Digital Campus, 2002). 

Student grades must be made available to students individually, privately, and in a timely fashion using the 

supplied online grading tools. Feedback from graded assignments/assessments must be provided to students 

within two weeks of the submission deadline. 

Instructional Materials 

The materials delivered must enhance learning and support learning goals. They should never distract and/or 

detract from the learning process nor place unnecessary stress or burden on students. Materials must be 

accessible, include instructions, logically organized, and available to students with slow internet connections. 

Student Support 

Instructor uses communication tools to provide students with readily available and timely support that helps 

keeps students on target. Faculty member responds to student questions in a timely manner. When faculty 

member is unable to answer questions he/she seeks immediate assistance from the CIT 

Pace of Learning 

Online content and learning activities should be paced by the instructor in such a way that students have 

adequate time to participate in course activities as well as receive and respond 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 real time communication (synchronous) or time independent 

(asynchronous) communication between students and the instructor. The use of tools should be thoughtful 

and educationally relevant. The instructor must be an active participant in online chats and/or 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 be used as a viable means for the instructor to communicate 

updates and reminders to students. 
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Grade Reporting 

Student grades must be made available to students individually, privately, and in a timely fashion using the 

grade book feature available in Blackboard and accessible to students via My Grades. 

Interface Design 

The interface must be clear, professional, simple, appropriate, and planned in such a way to facilitate learning. 

A recommended UMES template is available through the Center for Instructional Technology. Navigation is 

clear, logical, and all buttons/links work. Color, buttons, images, graphics, and etcetera enhance the course.  

Multimedia Elements 

Multimedia elements can greatly enhance the learning experience for students of varying learning styles; 

however, when ill planned and/or developed they can be a tremendous distraction and/or place a burden on 

the students. As a result, they must be meaningful and accessible to students. 

Course Management and Time Requirement 

Course management is a vital to the e-learning equation. Instructors cannot be absent from their online 

course and must manage all aspects of learning. The instructor should also plan on offering an online office 

hour(s) as well as checking the course website on a daily or near daily basis. Online courses take time to 

develop and can be more time consuming initially then their in-person counterparts. Once created; however, 

the course can be re-used from semester to semester and placed in a learning object repository where it is 

shared across the larger academic community. The instructor should also plan on offering online office hours 

as well as checking the course website on a daily or near daily basis. 

Before You Get Started 

Disable Pop-Up Blocker 

Blackboard CE user a number of small browser windows that pop-up to deliver content and in the building 

and delivery of courses. 

Enable Cookies 

Blackboard CE uses a cookie that track user sessions. It is important that users have cookies enabled so that 

they can maintain their progress as they navigate through the course website. 

Enable JavaScript  

Blackboard CE 6 depends heavily on the use of JavaScript and it is important to have Java installed and 

enabled in order to do almost anything in Blackboard CE. Some versions of Java are not validated for use 

with Blackboard CE 6. 

Browser Check 

Not all browsers are supported for use with Blackboard CE 6 and some browser setting may need to be 

further enhanced and or changed. 
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To Check Your Browserõs Configuration 

a. Go to your  Blackboard CE Login Page  

b. Before and after logging in, look for a Check Browser link which should be in the top right corner of 

the browser window.  

c. Click Check Browser 

To Conduct a Browser Tune-Up Online visit the Blackboard CE Browser Tune-Up page at 

http://www.Blackboard CE.com/tuneup. If browser problems persist visit the Tips and Troubleshooting 

Page at http://www.Blackboard CE.com/tuneup/viewpage?name=tuneup_browser_troubleshoot 

Additional Support Services -Additional support services are available through the Blackboard CE technical 

support page at http://www.Blackboard CE.com/techsupport. This site includes: 

Blackboard CE Support which includes official support request forms as well as bulletins, updates, mailing 

list sign up, and FAQs. 

e-Pack Support which includes support for adopting and using e-packs as well as questions for students 

regarding access codes. 

Ask Dr. C the question-and-answer service guided by a group of Blackboard CE experts who are available to 

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

and answered questions. 

Understanding the Blackboard Interface 

My Blackboard 

From My UMES select Blackboard Learning System. After a successful login you will see the My Blackboard 

page.  This is the main entry page for designers, instructors and students.  It contains a list of all courses 

assigned to login as a designer, instructor and student.  It also contains a variety of boxes called channelsñ

that display information from all courses. 

http://www.webct.com/tuneup
http://www.webct.com/tuneup/viewpage?name=tuneup_browser_troubleshoot
http://www.webct.com/techsupport
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The main screen displays the My Blackboard tab and the Content Manager tab that allows for viewing and 

editing of files saved in the private My Files area.  The menu bar allows you to enter the Help or Check 

Browser utilities, or exit the system.  The customization links allows you to customize the My Blackboard 

page and the channels area allow you to view the custom content added to a channel, while the Edit icon 

allows for the editing of the content of that channel.  Click a course name to enter the course. Icons appear 

below the name if new announcements, assessments, assignments, discussion and mail messages since the last 

entry. 

If you are using the Blackboard portfolio system you should see an additional tab to the right of the Content 

Manager tab in My Blackboard. 

 

Course Components 

Each of the three tabsñBuild, Teach, and Student Viewñrepresent a different role that allows for 

interaction with the course in different ways. Some tools are specific to a role and only appear on one tab. For 

example, the Grade Book tool only appears on the Teach tab. 
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The Build tab contains the tools and options a designer needs in order to build or design a course. Under the 

Build tab, a designer can, for example, upload files add new tools, change tool or item properties, and design 

the layout of a course. 

The course tools menu includes the course content that allows designers to create and organize course 

content.  

 

The Teach tab contains the tools and functions an instructor needs in order to teach or conduct a course. 
Under this tab, instructors can grade assessments, discussion topic messages and assignment submissions, set 
up the grade book, manage groups, and track students. 

The instructor tools menu on the teach tab min screen includes manage course, assessment manager, 
assignment drop box, grade book, group manager, tracking, notes, selective release, and grading forms. The 
manage course allows designers and instructors to manage course and component settings, course backups 
and course 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 will see. Students may see different icons on each page 
than on the Build or Teach tabs, depending upon whether the instructor has icons marked as hidden or are 
not yet released to the students.  Please 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 and selecting Blackboard Learning System, you will want to select a course 

from the list of courses in which you are enrolled as a designer. The first time a course is opened the course 

designer will receive a dialogue screen that asks them how they would like to proceed with the course. It is at 

this time that designers have the option of setting up a bank course or assigning content from another course 

or file. Three options are available. 

WARNING ! Be careful what you select as this choice is not reversible. If you inadvertently select the wrong 

option, please contact Mr. Kaye Pinhey with the UMES Center for Instructional Technology to have your 

course completely reset which will result in you losing your progress. 

 

Setting Up a Blank Course 

o Select this option to start designing this course without assigning content. If you are starting 
from scratch than this will be the most logical option. Please note, this is the default and is 
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 the UMES Center for Instructional Technology. 

Copy Content from Another Course 

o Select from courses in which you are enrolled as a designer. *This is what you will want to select when 
you want to reuse course content from semester to semester. This feature allows you to replicate a course 
with just a couple of clicks. This is a particularly valuable feature and will bring in all the content 
from one semester excluding (announcements, calendar entries, and student 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 course and section that you have previously 
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been designated as the designer/instructor. If 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 instructor and the department chair as well as contact Mr. Kaye Pinhey from the 
UMES Center for Instructional Technology. 

Import Content from File 

o Select this option to start importing course content from exported course file(s).  This is 
suggested when you only need individually course components or when you are using course 
information from another instructorõs section. 

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

V From the Course Set Up screen select Copy content from another course and click Continue  

V You will see all of the courses that you have taught using Blackboard CE 6 previously (WebCT 
4.2 courses are no longer available). 

V Select the course from which you want to copy content and click Continue.  

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

V For more directions on course set up including performing Date Rollovers, please refer to the 
section on Course Management. 
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Accessing Content on the Home Page 

The Home Page screen is the first screen of the Course Content tool. To access items on the Home Page 

screen simply click on the item.  

 

Accessing Course Tools 

The Course Tools contains a list of links to content in the Course Content tool. If the Course Content Map 

is not visible click the Expand Course Content Map carrot.  If the Course Content Map appears as a drop-

down list, select the content item and click the Go icon. If you are viewing your list of tools and find that 

there are tools missing or that you have extra tools you would like removed then you will need to edit your 

tools (See Customizing Tools). 

 


