Organization Manager Access to Blackboard 

As the manager of an organization in Blackboard you will be responsible for managing both users and content posted on the site.  This document will give you a general overview of the issues you must consider before making your site available to the campus:.

Do you want your community to be open to everyone, on and off campus, or only to enrolled members?

Do you want to enroll members in your community, or allow anyone on campus to enroll themselves?

How to post the documents

Who will post announcements?
I. Starting Blackboard

	1.Open either Internet Explorer or Netscape Navigator on your computer 

2. Click the Blackboard icon on the Bucknell home page, 

-OR-

Go to www.bb.bucknell.edu
3.You will see the following screen.  Click on the Login button.
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	4. On the login screen enter your user id and password as were mailed to you.  The user name is the first field of your email address, ex., if your email address is vangogh@bucknell.edu, your user name is vangogh.   The password is the 8 character password that was mailed to you. If you have forgotten your password, click the forgot your password link; you will receive email with instructions on how to reset your password.
	[image: image2.wmf]

	5. A new page will open.  On the right of the screen under the "My Organization" heading you will see a heading "Organizations which you are managing."  All new organizations are initially "inactive" which means that only you as the manager can see them.  Members can not see these organizations until they are activated.  If the organization has not been activated, under the organization name you will find the label "unavailable".
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II. Activating Your Organization
	To activate an organization

· click on the organization name

· When the organization displays, click on the "Control Panel" button on the left side of the screen.
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	· In the Control Panel under Organization Options, click on Organization Settings.

· Click on "Organization Availability"

· Select "yes" and click OK
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III. Enrollment Options 
 

Overview


Instructors set the enrollment process for a organization from the Enrollment Options page. Instructors can enroll community members through the Instructor Control Panel, or allow members to enroll themselves within certain constraints

 

Enrollment Options Page


From the Control Panel select Organization Settings.  Click Enrollment Options on the Organization Settings page and the Enrollment Options page will appear as shown below.

 

Entry fields


The table below details the entry fields on this page.

 

Select Enrollment Options
	Instructor/Admin:
	Select this option to make organization enrollment instructor and or administrator led. Click the check box to create a link for students to email an enrollment request to the instructor. The link appears in the organization catalog.



	Self Enrollment:
	Select this option to allow students to enroll in a organization as determined by the limits defined below.

	Starting Date:
	Select this option to set an enrollment start date. Choose an enrollment start date by clicking the drop-down arrow and selecting date values or click the icon to select a date from the calendar interface.

 

Note: A starting date and an ending date are not required.

	Ending Date:
	Select this option to set enrollment end date. Choose an enrollment end date by clicking the drop-down arrows and selecting date values or click the icon to select a date from the calendar interface.

	Require an Access Code to Enroll:
	Select this option to require an access code to enroll. Enter an Access Code that will be distributed to approved students. If selected, students will need this Access Code to enroll in the organization.


IV. Controlling Guest Access
 

Overview


The Guest Access page is used to control whether or not guests, those users not enrolled in the organization, are to have access to the organization.

 

Guest Availability page


Click the Guest Access link on the Organization Settings page. The Guest Availability page will appear 

	Allow Guest Access
	Allow guests:


Click either Yes or No to make the organization available to guests.


V. To Add or Modify Announcements
 

Overview


The Add Announcement page is used to add announcements to the organization Web site. The announcements will appear in the order posted with the most recent announcements appearing first. Managers have the option to have the announcement posted to the My Institution area as well as the Organization area.

 

Add or Modify Announcement page


Click Add Announcement or Modify to access the page shown below.
 

Entry fields


 

	Announcement Information
	

	Subject:

	Enter a subject for the announcement.

	Message:

	Enter the announcement by either typing directly into the field or copy and paste text from another word processing document. Select a text type for the description from the following options:



	Options
Always show this announcement on the organization’s main page.

	Select Yes and the announcement will appear on the My Institution area.
Select No and the announcement will only appear on the Organization area.


	Restrict dates to show this announcement

	Check Display After and Display Until then select the range of dates that the announcement will appear. Select dates using the drop-down lists or click on the icon for a calendar interface.
 
To display an announcement from a date forward, check Display After and select a date but do not check Display Until. To display an announcement from the current date until a future date, check Display Until and select a date but do not check Display After.


Note: There are 3 options for all text that you add as content in Blackboard

	Smart Text:
	Automatically recognizes a hot link if it is the first thing entered in the text box or if it preceded by a single space. The benefit of smart text is that it recognizes the Enter key as a paragraph tag. Smart text accepts HTML tags as well.


	Plain Text:
	Displays text as written.

	HTML:
	Displays text as coded using HTML tags.


V. Setting Up the Discussion Board Forum Page
 

Overview


The Discussion Board is another communication tool that can be used to enhance a organization Web site. This feature is similar to the chat, but is designed for asynchronous use, users are not present at the same time to converse on-line. For example email is asynchronous. An additional advantage of the discussion board is that student conversations are logged and organized. Conversations are grouped into threads that contain a main posting and all related replies. The Discussion Board Forum page is the first page accessed when Discussion Board is clicked from the Instructor Control Panel.

 

Discussion Board page


Click Discussion Board from the Organization Tools section of the Instructor Control Panel to access the Discussion Boards page.
 

Available functions


 

	To . . .
	click . . .

	add a new discussion forum
	Add Forum.

	access a forum listed on the Discussion Board page
	a forum topic link. The Discussion Forum Board will appear. Additional functions are available on this page and are discussed in the following section.

	modify a forum
	Modify. 

The Modify Forum page will appear.

	remove a forum
	Remove. A confirmation box will appear. Removing a forum is irreversible.

	order content items
	the drop-down arrow and select an number. The forums will appear on the Discussion Board in the order selected.


VI. Adding Content
From the Control Panel, select the area where you wish to add content, Information, Documents, Projects, or External Links.  The procedure for adding content is the same for all areas.  In each area you may add an item, or chose to organize your documents by first adding folders.  

 

The functions available on this window are described in the table below.
 

	To . . .
	click . . .

	add content

	Add Item. The Add Content page will appear. On the Add Content page text can be entered and files attached.

	add or modify a folder 

	Add Folder. The Add Folder page will appear. On the Add Folder page new folders may be created to group similar information together.

	add a Learning Unit

	Add Learning Unit. The Add Learning Unit page will appear.

	Add a Link

	Add Item. In the External Links content area, clicking Add Item will open the Add Link page. Add a URL link and description of a Web site from this page. Please note that URLs may also be entered when adding content by selecting Smart Text or HTML when entering text.

	modify an item, folder, or Learning Unit 

	Modify. The Modify page will appear. On the Modify Item page the item name and text may be changed, files and links may be modified or removed, and the options may be changed.

	remove an item, folder, or Learning Unit
	Remove. A warning pop-up window will appear. Removing an item or folder is irreversible.

	order content
	the drop-down arrow and select a number. Content will appear to students in the order selected.


Overview


Items may be added or modified by accessing the Add Item page or Modify Item page. The fields on the Add Item page and Modify Item page are the same. The Add Item page and Modify Item page function in a similar manner. The difference being, the Add Item page opens with empty fields while the Modify Item page opens with populated fields.

 

To reach the Add Content or Modify Content page, Click Add Item or Modify on a content area page. 
 

Entry fields


Options to create a link, display a media file, or unpackage a file are offered on this page. If the Display a media file within the page or Unpackage this file option is selected, it must be an application recognizable by Blackboard 5. If it is not, Blackboard 5 will automatically create a link to the file. If a Name of Link to File is entered, Backboard 5 will use that name for the link, otherwise the saved file name will be used.
 
Note: Blackboard 5 will delete any special characters and spaces when using the saved file name. For example, a file saved as Chapter 1 will appear as Chapter1.
 
The table below details the entry fields on the Add Item page.

	Item Information
	

	Name:
	Select a name that best describes the content that is being added.

	Or, specify your own name:

	Enter a customized name for the information being added.

	Choose Color of Name:
	Click Pick to select an alternate test color for the name of the item. The default color is black.

	Text:
	Enter text into the field by either typing directly into the box or copy and paste text from another source. Select a text type for the description from among Smart Text, Plain Text, or HTML

	Item Attachments
	

	File to Attach:
	Enter the file path or click Browse to locate a file. The file will appear with the item as either a link or the actual file contents. This option is specified in the Special Action field.

	Name of Link to File:
	Enter the name of the link that students click to access the attached file.

	Special Action:
	Select the special action for the link from the following options:

· Create a link to this file: Selecting this option attaches the file to the Blackboard document. A link is automatically inserted below the document title to access the file.

· Display media file within the page: Selecting this option embeds certain kinds of media within the page itself instead of creating a link. 

· Unpackage this file: Selecting this option indicates to the system that the file must be unpackaged before displaying.

If the file format is not one of the supported digital media formats, the Display media file within the page feature will default instead to the Create a link to this file feature.
 
Supported digital media formats are:
· Graphics: GIF and JPEG

· Video: MPEG, Quicktime, AVI

· Audio: WAV and AIFF

· Multimedia: Shockwave Flash

	Current Attached Files:
	The attached files are listed here.

	Options
	

	Do you want to add offline content?
	Select Yes or No to indicate that offline content is allowed or not allowed.

	Do you want to track the number of views?



	Select Yes to indicate that the system is to track the number of times a user accesses this item. Use the Organization Statistics page to view a comprehensive report about the number of times 
Select No to indicate that the number of time this page is accessed is not to be tracked.


	Do you want to add Meta-Data?
	Select Yes or No to indicate if meta-data is to be used. Meta-data is data about the added item, such as ownership, resource format, and copyright information.



	Choose date restrictions
	Check Display After and Display Until then select the range of dates that the content will appear. Select dates using the drop-down lists or click on the icon for a calendar interface.

To display content from a date forward, check Display After and select a date but do not check Display Until. To display content from the current date until a future date, check Display Until and select a date but do not check Display After.

	Do you want to make item visible?
	Select Yes to indicate that the item is to be available for viewing when a user accesses the Organization Information page.
Select No to indicate that the item is not to be available.


VII Online Help

From the Control Panel, under the Assistance heading, select Online Manual.  Use the index or search feature to find out more about your topic or question.
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