Instructor’s frequently asked questions 

1)  “Blackboard” -- “Banner”   -   What is the difference?

2)   Why use Blackboard with my class?

3)   How do I learn to use Blackboard?

4)   How do I know my username and password for Blackboard?

5)   How do my students know their usernames and passwords for Blackboard?

6)   How do my students learn to use Blackboard?

7)   How do I make courses “Available” to my students?

8)   How do I get a Blackboard site for my class?
9)   How long will my courses stay on the Blackboard system?

      Can my students see courses from past semesters?
10)   How can I shorten my list of courses in Blackboard?

11) How do I combine several classes into one?

12) Why is there an “advising” course on my list?

13) How will my students know that I am using Blackboard?

14) How do I post my syllabus for my class?

15) How do my students introduce themselves to other classmates though Blackboard?

16) Can my students use their personal computers from home and what kind of 
equipment would they need in order to use Blackboard?

17) What type of file formats should my students use for documents? 

18) How can I force students to use only the correct formats?
19) How do my students work on files I post as assignments in Blackboard?

20) How do I post grades for my students in Blackboard?

21) How do midterm and final grades get into the Banner system?

22) How do I add or remove students from my Blackboard courses?

23) How do I add teaching assistants, graders, and additional instructors?

24) How do I remove an instructor from my course?

25) How do I change a users status to a “Teacher’s Assistant”?

26) How does Blackboard handle my “crosslisted class”?

27) How do I enroll non EKU teachers and/or students?

28) Do I need to make my BB course accessible? What is my first step?
Blackboard at EKU: 

What instructors want to know!

1)  “Blackboard” -- “Banner”   -   What is the difference?


Blackboard is EKU’s course management system that provides instructors with Web sites to interact with their students. . Instructors use Blackboard to manage all online activities during a class.

Banner—also known as EKU Direct—is EKU’s student information system that maintains registration data, grades, and all other official student records. Instructors use Banner to review official course rosters and record official grades.

Blackboard: http://learn.eku.edu

             EKU Web site http://www.eku.edu and click EKU Online Learning or 


 click the drop down arrow on the “Quick Links”  

Banner: http://online.eku.edu 

            
EKU Web site at http://www.eku.edu and click EKU Direct

2)  Why use Blackboard with my class?


Blackboard offers an easy-to-use online environment that helps with the management of your classes as you so desire.

 Blackboard lets you:

· post documents (such as syllabi, handouts, lecture notes and even PowerPoint presentations) for your students to retrieve at their discretion

· provide links to Web sites your students should know about or use for research

· communicate with your students through email, discussion boards and online chat

· show students their grades and give online tests (if you desire)

· include supplemental materials from your textbook publisher (if available)


While you could accomplish many of above tasks through developing your own Web pages, Blackboard gives you a simple, ready-to-use framework that is password-protected and automatically integrated with the university’s registration system. If you have successfully developed your own Web pages, you can easily link between Blackboard and your existing pages to enjoy the benefits of both environments.

3)  How do I learn to use Blackboard?


We offer a Blackboard online training course. In this course you will see all of Blackboard’s main features and be ready very quickly to begin using your own course sites for essential tasks such as posting your syllabus, exchanging email with your students and even listing their grades where they can see them. 


 “Online Learning” web address:   http://www.eku.edu/onlinelearning.

4)   How do I know my username and password for Blackboard?

· Your instructor username is same as your email account username, 


 example:  thompsonj and adamsth.

· The password for that account always matches your email password. You may change this password at any time through the OWA interface; please do not attempt to change it from inside Blackboard because your attempt will not succeed.
· You also have a “pretend-student” account on Blackboard, which is automatically enrolled in every course you teach. The username for your pretend-student is formed by prefixing a zero to your instructor username. For example, instructor thompsonj has a pretend-student account with username 0thompsonj.

· The password for your pretend-student account is set initially to the last four (4) digits of your Social Security number. You may change this password at any time, by logging into that account and using the Personal Information menu from any Tools area, or by clicking the “Password” link for that entry on the List of Users in any of your courses. (Please do not attempt to change passwords inside Blackboard for any other users in your courses, because your attempts will not be successful.)
· If you have any trouble logging into Blackboard, you may call 859-622-3000, option 2, or email onlinelearning@eku.edu.
5)   How do my students know their usernames and passwords  
for Blackboard?

· Students’ usernames and passwords for Blackboard match the same information for their student email (Exchange) system.

· Students use the same username and password for email, Blackboard, off-campus use of library resources, and access to ITDS computer labs.

· Students who do not know their usernames and passwords should visit the EKU Web site at http://www.eku.edu and select link to “EKU Webmail Activate Student Email”, or if they have problems they may call 859-622-8400 for assistance.

· Students need to understand that their passwords expire automatically every six months, and that they can change their passwords by following the directions at http://studentdocs.eku.edu. 

6)   How do my students learn to use Blackboard?

· Students can get help from Web site -  http://www.eku.edu/onlinelearning and under the Student column select “Student Guide” for some instructions.

· They may visit any of the ITDS campus computing labs. 

· You may obtain a handout to give to your students, giving them simple directions to log in to Blackboard and begin working in your course, from the faculty training area linked to http://www.eku.edu/onlinelearning.

· Some instructors arrange a Blackboard orientation session for their students in an ITDS computer lab, by calling 859-622-3000.

7)  How do I make courses “Available” to my students?

Inside the Control Panel, at the bottom left, open Settings—Course Availability and change the setting from “No” to “Yes” and then click Submit. 
8)   How do I get a Blackboard site for my class?


Blackboard automatically creates a Web site for every class at EKU. 


Course sites are automatically populated with instructors and students according 
to data from the registration system, with rosters updated daily.

· To make your site available to your students is accomplished with a few clicks within your course’s Control Panel
· Under Course Options – select Settings – click Course Availability
· Answer question “YES”

· click “Submit”

If you do not see a Blackboard site for your class, or if you need a site for a future class,  email onlinelearning@eku.edu and we will make appropriate arrangements.

9)   How long will my courses stay on the Blackboard system?

     Can my students see courses from past semesters?


 For academic courses, we keep all the Blackboard materials and student records in your course on the system for two years. That policy preserves all your course materials (so you can retrieve them as needed) and students' work (so it can be reviewed as needed, e.g. for grade appeals). Near the beginning of every semester we change the "availability" setting on all of the previous semester's courses, making them Unavailable to students. This helps students see their current courses on Blackboard. If you need to give students access to a previous semester's course--to take care of incomplete work, or for multi-semester courses--you are free to make such courses Available again.


Although your courses stay on the system for two years, you don't have to see them all! You always have the option to remove them from the list on your Welcome! window. (For directions, see the answer to the related question.) If you ever need to see an old course that you have removed from the list, send email to onlinlearning@eku.edu and your access will be restored
10)   How can I shorten my list of courses in Blackboard?


To remove courses from your list -- do as follows: 

· On the Blackboard "Welcome" screen, look under the My Courses heading for a small "pencil" icon.   

· Clicking the "pencil" icon brings you a window to "Customize My Courses," with columns of checkboxes for each course. Click your Control Panel
· To hide the display of Announcements, uncheck the Display Announcements box for each of your courses, and then click Submit and then click “Course Availability”

· To hide a course from displaying on the list, uncheck the Display Course option. Note that this merely HIDES the course from view; it does not remove you as a user of the course, and it does not prevent you from receiving email sent to the class.
· To restore the display of a course's entry, open the same "Customize" window and check the Display Course box.
· IF YOU SHARE THIS INFORMATION WITH STUDENTS, BE SURE THEY UNDERSTAND THAT HIDING THE DISPLAY OF A COURSE DOES NOT REMOVE THEM FROM THE COURSE, NOR DOES IT "DROP" THEM FROM THE COURSE. ALL CHANGES IN REGISTRATION MUST BE DONE OFFICIALLY THROUGH "EKU DIRECT."
· If your list of courses includes courses you do not want, or courses you have never used, please let us help you get rid of them permanently, by email to onlineleaning@eku.edu. Use the course "hiding" feature described here for those courses you want to move out of sight temporarily.

If you have a long list of courses to remove, email onlinelearning@eku.edu for help.

11)  How do I combine several classes on my list?


An instructor who is teaching several sections of the same class often desires a single Blackboard site, for access by all the students. We call these customized sites “Common Materials” courses. For more detailed instructions go to the following web site:  http://www.eku.edu/onlinelearning/bbdocs/mult_sections.htm

Note that this arrangement is entirely at the instructor’s discretion, and we have more automated ways to handle courses that are officially crosslisted (see question 25).

12)  Why is there an “advising” course on my list?


Each academic advisor has an “advising” course on Blackboard whose enrollment is updated regularly as new students are assigned to their advisors.  You may use your Blackboard site to communicate with your advisees, and you can post documents you want them to use.

13)   How will my students know that I am using Blackboard?


Your students will see your course listed among all their Blackboard-connected courses, when they log into the main Blackboard site at http://learn.eku.edu.


Remember - they will not see your course until you make it available to them with a few clicks inside your course’s Control Panel. (see question 7)

14) How do I post my syllabus for my class?

In your Control Panel, click Course Information. At the top, along the “Add” bar, click Item. On the following window, scroll to the second block (“Content Attachments”) and click the Browse button. In the dialog box, navigate to the syllabus file, and double-click its entry. On the main window, scroll to the bottom and click Submit.


That’s all you have to do!

15)  How do my students introduce themselves to other 
classmates through Blackboard? 

Advise your students to create a Homepage.


These HOMEPAGE profiles are linked to the student’s names in the Roster from 
the Communications menu button. They are associated only with your course; 


students cannot “copy” homepages from one course into another.



Directions for students to create their Homepages are:

· Click within the course 

· Click TOOLS menu button

· Select “Edit Your Homepage”

· Click “Submit” when completed

Note that only “students” can contribute homepages this way. You can use your pretend-student username to add your information, or use the Staff Information area to record your profile. 

16)  Can my students use their personal computers from home 
and what kind of equipment will they need in order to use 
Blackboard?

· Blackboard works entirely through a Web browser (Microsoft Internet Explorer or Netscape), so there is no special software needed for Blackboard. 

· The main requirement is that your browser must be up-to-date and current; this means that you should be using Netscape 4.76, 6.2 or 7.0, or Microsoft Internet Explorer 5 or 6.

· These programs are not compatible with Windows 95 or Mac OS earlier than 8.6. We have tested Blackboard 6 with Windows 98 and noticed no problems. 

Notes: 

· Some components of Blackboard require “Java” software that is not automatically included with some Windows systems but can be downloaded from the Web at no charge and easily installed. 

· Files with formats like Adobe Acrobat PDF, Microsoft Word, Microsoft Excel, and Microsoft PowerPoint need specialized software to display on some systems where the programs themselves do not exist. Free “readers” for these files can be downloaded from the Web at no charge and easily installed.

· For further information, see the faculty training materials available from http://www.eku.edu/onlinelearning.

· If you or your students need assistance with browser upgrading or configuration, you may call 859-622-3000.

17)   What type of file formats should my students use for 
documents? 


For best results with “typed” documents, exchange files in the following 


formats (only):

· Microsoft Word (.doc extension)

· Rich Text Format (.rtf extension)

· Plain text (.txt extension)

· File names should only contain letters, numbers, hyphens and underscores.

· File names NEVER contain spaces, number signs, parentheses, apostrophes, slashes, dollar signs, brackets, or any punctuation marks except a single period.

· The single period is always followed by the correct “extension” such as .doc or .txt this helps Windows computers to identify which program will open the file. Most programs now attach the extension automatically when saving a new file; Macintosh users may need reminding to make sure their software adds it.
NOTE:



Files created with other Microsoft programs such as Excel and PowerPoint are transmitted easily and reliably through Blackboard.  However, files saved in WordPerfect (.wpd) or Microsoft Works (.wks, .wps) formats are not suitable for transmission through Blackboard.  If “Works” or “WordPerfect” is used, be sure to save files into one of the acceptable formats, through FILE – SAVE AS. 

18)  How can I force students to use only the correct formats?

· First, be sure that you use only the correct formats for files you share with them.

· Second, explain to your students that every existing word processor can save files in at least one of the acceptable formats.   If you or your students do not know how to do this, call EKU’s technical support at 859-622-3000. 

· Third, give your students an initial assignment for which they must create and submit a file that you can accept. Do not budge on this issue!

19)  How do my students work on files I post as assignments in 
Blackboard?

· Advise them to RIGHT-click the link you have created (for Macintosh users, click-and-hold over the link) 

· They will then need to select the option from the drop-down menu that will save the linked file (or “target”) to their own systems.

· The exact wording of saving the linked file differs widely, even between versions of the same browser: Save Link As, Save Target As, Download Link to Disk, Save File As
· The user must choose an appropriate location for saving the file; usually the Desktop is an excellent choice because it is easily found when the file is needed.

· Click “Save,” the file will be transmitted to the user’s system and can be worked on outside the Internet browser.

20)   How do I post grades for my students in Blackboard?

· Click within your course’s Control Panel

· Under Assessment – click Gradebook

· Click Add Item top left of the display window.

· Fill in information for the Item name, Category, Points Possible.
· For “Display as” select “Score” from the drop down arrow (unless you want to use letter grades).

· Answer questions under the OPTIONS area, if needed

· After clicking “Submit”, the column will be added to your gradebook. Click OK
· To enter grades, click the “column title” you just created 

· Select “Item Grade List”

· Enter grades (use TAB key to move down columns)

· Click “Submit” when completed entering grades

· **** (rest assured - each student will see only his/her own grades) ****

21)   How do midterm and final grades get into the Banner 
system?


This is a very important issue, and deserves strong emphasis: You must use the Banner/EKU Direct system to submit official student grades. There is no direct connection between Blackboard and Banner for the recording of grades. 

22)   How do I add or remove students from my Blackboard 
courses?

· The connection between Banner and Blackboard allows us to enroll all the students automatically. 

· Check your list of enrolled students within your course(s) - select your course -    Control Panel—User Management---List/Modify Users. 

· If your list includes students who are no longer on your official roster, use the Control Panel—User Management ---Remove Users from the Course to delete them. 

· In rare situations you may need to add a student, which you can do through Control Panel—User Management ---Enroll User.

· Ask students for their correct usernames so that you make the appropriate selection. 

· If you cannot find a student through your Control Panel—User Management---Enroll User contact onlinelearning@eku.edu  for help.

23)   How do I add teaching assistants, graders, and additional 
instructors?

· Add a new user – within your course, click Control Panel—User Management---Enroll User. 

· For each new enrolled user, be sure to use their correct username.  

· EKU students’ usernames are based on the firstname_lastname pattern (ex: susan_borders), with a maximum of seventeen characters; sometimes you will see digits added to the end of the username to avoid duplication, as in michael_jones178.

· EKU employees’ usernames are lastnamefirstinitial  (ex: thompsonj); more letters from the first name are sometimes needed to avoid duplication, as in johnsonken. The same users also have a “pretend-student” username, identified by a zero prefix as in 0thompsonj and 0johnsonken. When you see such a choice, enroll the “regular” username (without the zero prefix).

· If an employee is also a registered student, you will see both kinds of usernames for the same person. For registered students, select the username that matches the firstname_lastname pattern.

· After you enroll the user, you must change the user’s status from “student” to whatever is appropriate (instructor, teacher’s assistant, grader, etc.). To do this, open the Control Panel—User Management—List/Modify Users. Find the relevant entry and click the Properties button. At the bottom of the Properties window, change the user’s role, and then click Submit.

24) How do I remove an instructor from my course?


You can remove another instructor from your course, but you must first change 
their role to a student.  Do as follows:

· Click within your course’s “Control Panel”

· Under “User Management”

· Select “List/Modify Users”

· Find the extra instructor entry by using the Search 

· Click “Properties” button by their name

· Bottom of Properties window change the “Role” into a “Student”

· Click “Submit”

· Click your course’s “Control Panel” once again

· Under “User Management”

· Select “Remove Users from this course” (to remove the extra person)

· Find the user’s entry and click the checkbox. At the bottom of the window you must type Yes (capitalized) in the box.

· Click OK
25)  How do I change a user’s status to a Teacher’s Assistant?

· Click within your course’s “Control Panel”

· Under User Management select List/Modify Users
· Find their entry by using the “Search” button

· Click Properties button by their name

· Bottom of properties window - change their ROLE -- click SUBMIT.

26) How does Blackboard handle my “crosslisted class”?

EKU Blackboard creates course sites that automatically combines students from 
crosslisted sections for multi-department, undergraduate/graduate, 
interactive television (KTLN), and Kentucky Virtual University courses.


For details on managing these Blackboard sites: 
http://www.eku.edu/onlinelearning/bbdocs/crosslist.htm
27) How do I enroll non EKU teachers and/or students?

· 1st - email onlinelearning@eku.edu 

· 2nd - supply a name, email address, and some form of an identification number (ex: last 4 digits of social security number) for each person to be added.  It’s best to supply this information in a text or Excel file, with one line per person. 


When the accounts have been created, you will be contacted with their 
usernames and passwords.

28) Do I need to make my BB course accessible? 
What is my first step?
Any information delivered to students over the internet must be accessible. It is a    legal requirement.

First steps –

· Provide documents in more than one format. For instance, copy and paste the syllabus into an html page, and provide the MS Word .doc file for download. If you provide a podcast, also provide a script. 
· Start using proper structure in your documents. For instance, in MS Word, use headings instead of making your font size larger and bolder. 
· Provide links to MS viewers, Adobe Reader, and other software needed to access your documents. 

· Add a statement to your class on where to find Disability Services, and ask students to contact you if they have technical problems with your BB course. 

· Do not use the chat feature. Use the forums instead. 
Once the first steps are completed, examine your pages for the following:

· Do images have alt-text? 
· Are PDFs properly tagged? 

· Are videos captioned? 
· Do podcasts have a script available? 
· Do forms include label tags? 
· Are data tables properly coded? 
· Are PowerPoints provided in an accessible format? 
If you do not understand these questions, you need to take the accessibility classes to learn the basics of accessibility. You can also read training material on the internet.

To register accessibility classes, go to http://www.itds.eku.edu/training/workshop_form.php

To learn more about accessibility, go to the training page on http://www.accessibility.eku.edu/training.php

