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Accessing Classes 

Upon logging onto Blackboard, users will see the dashboard and can access assigned classes in the My Classes 
section or by clicking on the Classes link on the top of the page.  
 

 
Select a course title to access a specific class. Upon accessing a class, users will see the Quick Setup Guide. Here 
you may customize the setup of your course. If you do not wish to see this screen the next time you access each 
class, select the box to “Hide Quick Setup Guide when I enter this class.” Then select Apply Changes. 
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Course Home Page 

 

 

         
 

1. Add pages and links to 

the course. 

 

 

2. Customize/edit course 

link. 

 

 6. Preview the 

student view of the 

page.   

 

7. Customize the 

page theme/color 

scheme. 

4. Edit Home Page by 

choosing permission 

options and adding text 

or images. 

 
 

3. Rearrange course links. 

 

 

5. Add or remove 

home page modules. 

 

 

a) Upload/access 

content for 

courses. 

 
 

b) Access various class 

tools: 

 
 

c) Access assessment 

reports: 

 

 

d) Access grades and 

assignments that 

need to be graded: 

 

 

e) Enroll students 

or create class 

groups: 

 

 

f) Customize 

course setup: 

 
 

 

g) Import and 

export courses, 

content, and 

resources: 

 

 

 

 

h) Additional help 

for teachers: 

 

 

 

a) 

b) 

c) 

d) 

e) 

f) 

g) 

h) 
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Understanding Content Area Page Options 

Edit course pages or access additional options by clicking 

on the chevron icon .  
 

 
The Action Bar contains options within a page. In a content page, the action bar will contain options to build 
content, add assessments, add tools, and include partner content if available. 

 
Content may include a variety of options such as 
documents; audio, video or photo files; web links, 
modules, folders, and mashups from outside resources. 
 

 
Assessments may include tests, surveys, assignments, 
self and peer assessments, and mobile compatible tests. 
 

 
Tools may include purpose-specific items such as a 
discussion board, blog, journal, wiki, group, achievement, 
announcement, etc.  
 

 
If available, may include a digital 
textbook or other district/school-

paid subscriptions. 
  

  Table of Contents 
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Adding Published YouTube Videos 

1. In a content area page, place the 

cursor over Build Content and 
click YouTube Video below the 
Mashups section. 

 
Note: YouTube videos are currently 
filtered for students while on campus. 
1/28/16 

 
2. Search published video by exact 

title (for best results) or key 

words.  
3. Click Go. 

 
4. Click Select below the chosen 

video. 

 
5. Edit the title if necessary. 
6. Add a description for the video. 

 
  Table of Contents 
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Discussion Board 

1. To add a discussion to the course, select the 

Discussions link.  
2. Click Create Topic within the action bar. 

 

           
3. Give the topic a name/title.  
4. Type the discussion prompt in the 

Description section. 
Note: There are various tools to customize 
your text and to add resources (files, videos, 
photos, etc.). 
 

If you do not see additional tools, click on the  
icon. 

 
5. Select the topic availability. 

 
6. Note the various topic settings for the 

discussion and select all that you wish to 
apply. 

 
Useful options: 
 
 

 Forces students to post 
before viewing other posts 

 Creates a graded 
discussion and enables 
optional rubric feature 

 

 
7. Click Submit when finished. 

 
  Table of Contents 
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Creating Groups 

1. Click the Groups link to access 

the groups page. 

 

 

2. Choose the way in which you 
wish to create groups within 
your class and complete the 
group setup process.  

 

 
Single Group (helpful for permanent class groups) 

 Self-Enroll allows students to sign-up for a group.  

 Manual Enroll allow the teacher to manually enter students into 

groups. 

Group Set (helpful for task/project-specific groups) 
 Random Enroll allows the teacher to set group parameters that will 

randomly generate groups as needed. 

 

3. Groups may contain a number 
of productivity tools. Teachers 

may add or remove group 
tools as needed. 

 
4. Once group settings are 

created, click Submit.  

Notes:  
 Using Smart View settings allows teachers to create a Bb Grade Center filtered item for each group. 

 Teachers can import groups from an Excel file (instructions are outlined by clicking the More Help link in 
the Import Groups page). 

 Teachers can also create general group settings within the Group Settings page. 

 

  Table of Contents 
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Tools 

The Tools link displays the various tools that are available in the course. Links to these tools may also be created 
within content area pages. Teachers have the ability to hide these links from students at any time. 

 
  Table of Contents 
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Text Editor 
 
The text editor can be used 
throughout Blackboard to create 
items or content, to respond to 
discussion prompts, or to answer 
questions on assessments. The 
editor contains a number of 
useful tools beyond basic text 
formatting. If you do not see the 
full editor, click on the double 
chevron  to display all options.  

 

 

Preview, help, full screen, reveal/hide features 

 

Cut, copy, paste, search 

 
Add hyperlink  (when text or item is highlighted/selected) 

 
Embed video recording, attach file, embed image, embed video 

 

Embed third-party resources 

 
Insert emoticons  

 

Insert table 

 
Edit or add HTML or CSS code (useful for web tool embed codes)  

  Table of Contents 
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Math Editor 
 
Within the text editor, locate and 
select the fx option.  

 
 
Click through tabs and features 
to utilize the various equations, 
templates, and symbols to create 
content or to respond to a post, 
questions, or assignment. 

  
This option works best in Chrome or Firefox browsers. 

  Table of Contents 
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Student Preview 
 
 

 To preview what students see on the course page, click the   icon on the top-
right corner of the page. 

 Select the pages or items you wish to preview. 

 Respond to prompts and take assessments as a test student. 

 

 Click Exit Preview when finished.  

 You will have the option to keep or delete any data created during the preview 

session. Once you make a selection, click Continue. 

 
 

  Table of Contents 
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Hide Extra Classes 

Users have the ability to hide 
excess classes on the My 
Classes list.  
 

1. Click on the settings 
icon on the right-hand 
corner of the My 
Classes module in the 
Institution page. 

  
2. Under the Class Name 

column, select the 
classes to hide. Click 
Submit. 

 

 
  Table of Contents 
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Create Tests 

1. Place cursor over Assessments and 

click Test or Mobile Compatible Test 
(for use strictly with Blackboard 
mobile device app). 

 
 
2. Click Create and Submit.  
3. Add the test name. 

4. Add a description or any specific 
instructions for students. 

5. Click Submit. 

 
6. Place cursor over Create Question. 

7. Select the question type to add to the 
test.  
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Question Types 
Each question type has a number of required and optional features. After creating a question, teachers can add 
general feedback statements for correct and incorrect responses and categorize questions (e.g. add standards 
tags) for future reference. 

    
 
Illustrated within the following pages are screenshots of the various questions and their features.  

Table of Contents 
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Calculated formula 
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Calculated Numeric 

 
 

Table of Contents 
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Either/Or 
 
Create simple, two-
option questions.  

 
Table of Contents 
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Essay 
 
Students will type 
their essay response 
for this type of 
question.  
 
Teacher must 
manually grade/score 
the response. 
 
A rubric may be added 
or created for this 
question.  

 
Table of Contents 
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File Response 
 
Students will upload a 
file as a response to 
this question. 
 
A rubric may be added 
or created for this 
question.  

 
Table of Contents 
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Fill in Multiple 
Blanks 
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Fill in the Blank 
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Hot Spot 
 
Students will click on 
an image in response 
to a question. 
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TUHSD Tech Quick Guide: Blackboard Learn (Classic) 

Last Updated: 2/4/2016 3:08 PM  P a g e  | 25 

Jumbled Sentence 
 
Students will select 
from a set of words to 
complete a given 
sentence. 

 
 

Table of Contents 
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Matching 
 
Students will select 
from a list of options 
to match a question to 
its answer. 

 

 
Table of Contents 
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Multiple Answer 
 
Students will select all 
options that correctly 
respond to the 
question. 

 

 
Table of Contents 
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Multiple Choice 
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Opinion Scale/Likert 
 
Students will use a 
rating scale as their 
response. 

 
Table of Contents 
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Ordering 
 
Students will place the options 
in correct order. 
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Quiz Bowl 
 
Students will respond 
to “Jeopardy”-type 
questions. 

 

 
 

Table of Contents 
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Short Answer 
 
General responses as 
short answers may be 
used.  
 
Additionally, teachers 
may use this for math 
problems; students 
will have the ability to 
use the math editor to 
respond. 

 

 
Table of Contents 
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True/False 
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Upload Test Questions (Conversion from Word to Blackboard)  
If you have a test already created in Word, you can format the questions so that they can be converted and uploaded onto Blackboard. 

 

1. Open the Word document containing 

the test questions. 

 
 

2. Remove any numbers or letter 

indicators for each question. 

 
 

3. Type the question type code before 
each question (do not add a space 
between the code and the first word 
of the question). 

Question Codes: 
MC^   Multiple 

choice 

 

MA^  Multiple 
Answer 

ESS^  Essay 

TF^  True/False 

MAT^  Matching 

  

 

 

 

 

4. Add an * asterisk before the correct 

answer. 

 
 

5. Delete any additional/non-question 
items such as instructions or titles. 

 
 

6. Leave a space between each question. 

 
 

 

 

 

 

 

 

The New York Institute of Technology’s 

information and technology infrastructure 

department created a conversion tool that is 

available for its instructors.  

7. Copy and paste the text from the 

Word document onto the form on the 
linked page above.  

 
 

8. Click convert to Blackboard Load File. 

 
 

9. Save the file in a convenient place for 

future reference.  

 
 

 

10. Access your class in Blackboard. Click 
on a content page to add the test.  

 

http://www.nyit.edu/nyit_online/exam_converter/
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11. Place cursor over the Assessments 

link and click on Test. 

 
 

12. Click Create. 

 
 

13. Type the name of the test and any 

descriptions or instructions. 
14. Click Submit. 

 
 

15. Click Upload Questions on the action 
bar. 

 
 

16. Click Browse. 

 
 

 

 

17. Locate and select the saved converted 
file on your computer. Click Open. 

 
 

18. Type the point value for each 
question. This may be edited in the 

next step. 

 
 

19. Note all the questions that have been 

imported. Edit/rearrange as needed. 

 
 

20. Click OK on the bottom of the page to 

begin assigning the test. 

 
 

21. Select the test title. Click Submit. 

 
 

 

22. Select test options/features.  

 
 

23. Select the test availability and any 

feedback options. 

 
 

24. Click Submit. 

 
 

25. You will know if a test is 

active/available to students if the test 

icon is in color. 

Table of Contents 
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Force Submit / Clear Test Attempt 

1. Access the test in Grade Center. 

 

 
2. Access the assignment menu for the 

submitted work. Click on the attempt 
to force submit or clear the attempt. 
 

 
3. Click on Test Information. Click 

Submit Attempt. 
To clear the attempt so that a student 

may resubmit his/her work, click 
Clear Attempt. 
 

 
4. Click OK.  
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Create Assignments 

Within a content area page, place the 
cursor over Assessments and select 
Assignment. 

 
Type the name of the assignment and the 
instructions. 

 
Upload files if necessary. 
 
 
 
Set a due date and time. 

 
Set the total number of points possible. 
Add/Create a rubric. 
 
Click on links for additional options. 

 
Submission Details: 
In this section, teachers may assign the work 
type. 
 
Allow for number of attempts 
 
Enable plagiarism tool / SafeAssign. 
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Grading Options: 
 
Set anonymous or delegated grading 

 
Display of Grades: 
 
Determine how grades are displayed in grade 
center and for students. 

 
Set the availability of the assignment. 
 
Click Submit when finished. 

 
Table of Contents 
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SafeAssign Plagiarism Tool 

Teachers may create an assignment that includes a 
plagiarism checker. 
 

1. Select Assignment from the Assessments menu in 
the content area page.  

2. Create an assignment as you normally would. 
 

 
3. Under the Grading section, 

click on Submission Details. 
 

4. Select the assignment type. 

 
5. Select the number of allowed 

attempts. 

Note: If you would like students to be 
able to resubmit their work, select 
more than a single attempt. 

 
 
 
Select “Check submissions for 
plagiarism using SafeAssign” to enable 
the plagiarism checker.  
 
Select any additional options.  

 
Note: If you select “Exclude submissions from the Institutional and Global 
References Databases,” this will prevent student work from being 
included when the program searches for plagiarism in the future. 

Students should upload their assignment. Teacher will access submitted assignments via the Grade Center. 

Table of Contents 
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Grading Essays in-line and accessing 
SafeAssign Report 
 
From the Needs Grading page within Grade 
Center, place cursor over the assignment and 
click on the arrow. 
Select Grade All Users or Grade with User 
Names Hidden (for anonymous grading). 

 
Grading Options: 
 Use annotation tools to grade 

in-line.  

 Download and save submitted 
work. 

 Provide feedback or use a rubric 

(if added to the assignment). 

 Enter the student score and 
provide feedback. 

  
 
Access the SafeAssign report by clicking on 
SafeAssign on the right-hand column. 
 

 
 
Click on citations within the text to view 
the source of suspected plagiarism.  

Table of Contents 
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Self and Peer Assessment 

 
1. Within a content area 

page, select Self and Peer 
Assessment from the 
Assessments menu. 

 

 

2. Create a new 
assessment. 

 

 
3. Type the name and 

instructions for the peer 
assessment. 

 
4. Select start and end 

dates. 
Note: An end date for 
assignment submission is 
important to ensure that the 
program collects and assigns 
peer evaluations 
appropriately. 

 

5. Set Self and Peer 
Evaluation options by 

entering a time frame 
occurring after the 
submission end date and 
enabling other features. 
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6. Add any additional 
options. 

 
 
 
 
 
 
 

7. Click Submit when 
finished. 

 
8. Click Create Question 

within the Assessment 
Canvas to add the 
assignment instructions 

for the initial 
submission.  

 

 
 
 
 
 
 
 
 
 
 

9. Type the question. 
 
 
 
 
 
 

10. Type a response as a 
model that peers may 
use to help them fairly 
evaluate the work they 
are assigned to review. 

 
 
 

11. Click Submit. 
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12. Add any additional questions within the 
Assessment Canvas.  

13. Click OK when finished. 

 

14. Click OK again. 

 
15. For each question, click Criteria from 

within the question menu. 

 
16. Click Create Criteria.  

 
17. Type the criteria that the evaluator 

will use to review his/her peer’s 

response to the question.  
 

18. Add points possible and select 

feedback option.  
 

19. Click Submit. 

 

 
Table of Contents 
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Accessing Self and Peer Assessment 
Results 
 

1. To view submissions, evaluations, 
and results for Self/Peer 
evaluations, click on Class Tools 
within Class Management. 

 
2. Select Self and Peer Assessment. 

 
3. Click the arrow beside the 

assessment title to view more 
options. 

   
View Submission: 
Click on a student’s name 
to view his/her 
submission. 

 
View Evaluation: 
 
Click on the arrow beside 
the student’s name to 
view his/her evaluation. 
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Evaluations will appear by 
evaluator on the screen. 

 
View Results: 
The view results screen 
illustrates the evaluation 
results and progress per 
student. 
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Click on the student name 
to see individual results. 

 
-Or to view submitted 
work- 
Go to Grade Center > Full 
Grade Center 
 
Click on Filter within the 
Action Bar. 
Under Categories, select 
Self and Peer to view just 
that column. 

 
Table of Contents 
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Student View of Self and Peer Assessments 

When the assessment is made available, students will 
see the link and description on the content area page in 
which it was placed. 
 
Students will click on the title link or on 
“>>View/Complete Assessment” to begin.  

They will first complete the assessment by clicking on 
the question. In this example, the student will click on 
Question 1. 
 

 
Students may type their response or attach a file as 
their submission by clicking “Browse My Computer.” 
They must click Submit when finished and will be 
returned to the main assessment screen. 
 
They should click OK when done. 

 
 

 
When the evaluation time frame is opened, students 
will click on the assessment link again. 

 
They will be assigned work to evaluate according to the 
options selected by the teacher.  
 
To begin, the student must click on the name or user. 
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He/She will give feedback and points for the given 
criteria. 
 
 
 
 
If there are more criteria to rate, the student will click 
Save and Next Criteria.  

 
 
There is a Criteria Completion Status section so 
students know how many must be completed. 
 
 
When finished, the student must click Submit. 

 
Students may view their progress on the overall task as 
they move through the process.  
 
To go back to the main content area screen, they can 
click OK.  

 

 

Table of Contents 
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Adaptive Release 

Adaptive Release allows teachers to present content (resources, assessments, discussions) according to specific 

rules/criteria. Setting Adaptive Release may be done with already created content or as the teacher is building 

lessons and units. 

Place the cursor over the content title 
and click on the arrow. 
Select Adaptive Release.  
 

Criterion options: 

 
 DATE: Set a time frame for 

availability 

 
 MEMBERSHIP: Restrict content to 

specific users/students 

 
 GRADE CENTER ITEM: Make item 

available once a graded item is 

completed and/or additional 
requirements are competed. 

 
 REVIEW STATUS: Make item 

available only if a certain content 

item has been reviewed/marked 
as reviewed.  

Click Submit when finished. 

 
Items on adaptive release will have an 
indicator below their title. 
 
Note: Students will not see adaptive 
release items until they meet the specified 
criteria.  

Table of Contents 
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Copy Class Assignments, Rubrics, and Tests Using the Copy Class Option 

This is a workaround for copying assignments, rubrics, and tests from one class to another within Blackboard Learn. Copying a class may also copy other class 

attributes, including class title.

 

1. To copy an already-created 
assignment, rubric, or test within 

Blackboard, enter the class from 
which you would like to copy the 
items. 

 

2. Next, locate the Class Management 
panel within the course that contains 
the test to be exported and select 
Packages and Utilities.  

 
 

3. Select Class Copy from the list. 

 
 

 

 

4. Locate the Select Copy Type section 
and select Copy Class Materials into 
an Existing Class.  

 
 

5. Click Browse beside the Destination 

Class ID section. 

 
 

6. Select the class to which you wish to 
copy the content. 

 
 

7. Scroll down the page and click 
Submit. 

 
 

8. Locate the Content Areas section 

within the page and select the area 
that contains the content to copy.  

 
9. Scroll down the page and select 

Grade Center Columns and Settings. 
If you have rubrics to copy over, select 

Rubrics as well.   

 
 

10. Select Tests, Surveys, and Pools. 

 
 

11. Click Submit. 

 
Check for content within the class to which it 

was copied. 
Note: Grade Center items may be duplicated. It is 

okay to manually delete the duplicate items as 

necessary, since the Grade Center is not yet synched 

with Synergy.

Table of Contents 
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Export/Import Tests  

This is a workaround for copying tests from one class to another within Blackboard Learn. 

 

1. To copy an already-created test 

within Blackboard, first locate the 

class ID to which you would like to 

copy the test. This is located within 

the Classes page. 

 
 

2. Next, locate the Class Management 

panel within the course that contains 

the test to be exported.  

 
 

 

3. Select the Class Tools category and 

click Tests, Surveys, and Pools. 

 
 

4. Click Tests.  

 
 

 

5. Locate the test you wish to copy. Click 

on the chevron. To access the menu 

options. Click Export to Content 

Collection. 

 
6. Click Browse. 

 
 

7. Click this arrow and select the Class 

ID (from step 1) to which you will 

copy the test. 

   
 

8. Scroll down the page and click 

Submit. 

 
 

9. Note the status on the top of the page. 
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10. Select the class to which you exported 

the test.  

 
11. Select the Class Tools category and 

click Tests, Surveys, and Pools.  

 
 

12. Click Tests.  

 
 

 

 

 
 

13. Within the action bar, click on Import 

Test. 

 
 

14. Select Browse Content Collection. 

 
 

15. Select the test to be imported. Scroll 

down and click Submit. 

 
 

16. Click Submit on the test import page.  

17. Once the import in complete, click on 

the content area to add the test. 

 
 

 

18. Select Assessments from the action 

bar and click Test. 

 
 

19. Locate and select the imported test 

from the list. Click Submit. 

 
20. Complete the form to assign the test 

to the class.  

 

Repeat the process to add the test to other 

classes. 
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Grading and Providing Feedback 

Here are several ways to grade assignments and discussions within Blackboard. 

Grading Discussions 

1. Access the discussion you wish to 
grade by clicking on the discussion 
link or the discussion post within a 

content area. 

 
 

2. Click on the discussion title. 

 
 

3. Click on Grade Discussion Topic. 

 
 

 

 

 

4. Click Grade beside the 
student/participant’s name. 

 
 

5. In this view you may read the post, 
reply to it, or send an email directly to 
the student/participant.  

 
 

6. Notice the grading options on the 
right side of the screen. You may 

manually enter the grade and submit 
feedback. 

         
 

To grade additional posts, click on the arrows 

below or beside the author’s name.  

 

If the discussion is not graded, you may read 

posts and reply to individual threads or create 

a separate post to make general comments 

about what was shared. 
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Grade Center and Grading 

1. Assignments, discussions, and 
assessments may be graded via the 

Grade Center, located within the 
Class Management section on the 

bottom corner of the left column. 

 
 

2. Click Grade Center to view options. 

 
 

3. The Needs Grading page displays all 

submitted assignments that need to 

be graded. 
4. Within the Needs Grading page, 

teachers may click Grade All  
to grade all submissions in succession.  

 

 

5. Use the filter options to grade specific 
assignments or student work. 

 
 

6. The Full Grade Center page displays 

Blackboard’s grade book containing 
student/participate names and grade 
center items. Teachers may view 
assignments and tests separately by 
selecting the respective links below 

Full Grade Center. 

 

7. The  in an assignment grade field 
indicates a submitted assignment that 
has not yet been graded. 

 

8. To grade the assignment, place the 
cursor on the assignment field and 

click on the chevron . Depending 
on the assignment type, a menu will 

appear.  

 
 

9. Click Grade Details to view more 

information about the submitted 
assignment (in this page, teachers 
may grade the attempt, clear the 
attempt, edit the grade, or allow 

additional attempts). 

 
 

10. Assignments will appear in the 
Crocodoc viewer. Teachers may add 
comments or annotate on the 
submitted work. 

 
 

11. Enter the grade for the attempt. To 
add feedback, click on the arrow 

below the Attempt field.  
12. To download submitted documents, 

click on the  icon. 
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Import Packaged Assessments and Resources 

This process allows users to import class content from a Bb exported file. 

1. Access the class to which you wish to 

import content. 
2. Locate the Class Management 

section on the bottom of the left 

column on the class page. 
3. Click on Packages and Utilities. 
4. Select Import Package / View Logs. 

 

 

 

5. Click Import Package.  

 

6. Locate the course content on the S: 
Drive. 

 

7. Select the type of content to import. 

For a full course import, click Select 
All. 

  

8. Scroll to the bottom and click Submit. 

 

Note the import progress indicator on the top 

of the page.  

Refresh the page when import is complete. 

All imported items links will appear on the 

bottom of the Quick Links list.  
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