

http://learn.eku.edu
On campus type learn into your browser

· Make your class available to your students!

· Send an email to your class!

· Post your syllabus for your class to see!

· Begin an online discussion with your class!

· Post Announcements for your students!

___________________________________________________________________________________Make your class AVAILABLE:
Your classes are automatically populated with students.  Your students are able to see your class until you turn it on for them. In your list of ‘My Courses’ you will see all of the classes you are teaching. Next to the classes that need to be turned on you will see ‘Closed to students’. 
To make your course available:


> Click on the title to the class you wish to make ‘available’

> Go to the Control Panel (under the list of menu buttons)

> Choose Settings
> Course Availability
> Choose the radio button for Yes, and click Submit at the bottom of the page.

Your class is now available and your students will now see it in their list of courses when they sign into Blackboard. 

**NOTE** 

You can find your official class roster at EKU Direct. Students must be registered for your course through EKU Direct or they will not see your Bb course. If there are differences between EKU Direct and Blackboard, contact Online Learning. If you have made your course available and registered students say they do not see it, please tell them to call the Helpdesk at 622-3000.

____________________________________________________________________________________Send an E-MAIL to your class
Classes are automatically populated with students and their EKU E-Key email account. Students *must* use their EKU K-Key email accounts. They will receive all Blackboard communications at that email address. 
To send an email to your class:

· Enter the course you wish to send an email from

· Choose the Communication menu button on the left hand side 

· Choose Send Email 

· Choose All Users, Select Users, or whichever group you wish to include.

· Compose your message and click Submit
______________________________________________________________________________

Post your SYLLABUS

Place your syllabus in your Blackboard course to give your students access 24/7 to the document that guides them through the course. They can either print it or simply view it from your Blackboard class.

Post a syllabus to your class:

· Go to the content button where you wish to load your syllabus. 

For example: Course Information
· Choose Edit View upper right hand corner
· Click on the Item icon with a plus sign.
· Enter the name of the document, for example, Syllabus.
· You can cut and paste your syllabus in the text edit box or you can browse for your syllabus and attach it as a file. **We recommend copying-and-pasting and also attaching your document.
· The dates selected by default will keep your syllabus as a permanent item which means it will always be available to your students for the duration of the course.
· Click on Submit 
____________________________________________________________________________________

Add an ANOUNCEMENT

Add an announcement to your Blackboard course so your students can stay up to date with any changes, tests, new content, or anything you wish to notify them about.

· Choose the Control Panel under the course menu buttons

· Click on Announcements 

· Choose Add new to make a new announcement, and follow the screen prompts

· Choose modify to change an existing announcement

· Click on remove if you wish to remove an announcement.

**NOTE**

The announcements are in chronological order, so if you wish to have an older announcement appear at the top you must modify the announcement and change the date.
____________________________________________________________________________________

Set up a DISCUSSION with your class online
You can create a discussion board for your class to answer questions.

· Click on the Communication Menu tab

· Choose the Discussion Board
· Click on the Forum icon with a plus sign

· Choose the title and options you desire for your class discussion, and click Submit
· Your class will now see the forum you created and they can Add Threads to participate (if you chose that option).

HELP WITH BLACKBOARD: See the help links inside Bb or call 622-3000 #1
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