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INTRODUCTION

There are three major documents supporting online instruction at Los Medanos College.

They are:

6. Distance Education policies and procedures – The parameters under which online instruction operates at LMC.

7. Distance Education best practices – Practical guidance in instructional design and pedagogy for your online course.

8. Blackboard handbook – Step by step instructions for the many of the tasks you’ll undertake with Blackboard, the course management system (CMS) currently being used by LMC.

This is the Blackboard handbook. It has been developed by faculty members, managers, and staff to assist in your use of Blackboard at LMC.  There are three parts to this handbook:

1. Getting Started – The definitions and processes you need to know.

2. Working With Blackboard – Step by step instructions for the most common tasks you’ll undertake.

3. Help for you and your students– Where to go to get help and answers.

This handbook is not a comprehensive manual or reference for Blackboard.  Those wishing more detailed information and instructions can download the official Blackboard manual for instructors from the Distance Education Committee web page on the LMC intranet.  Please note that this manual runs 386 pages.

Since its inception in 2001, this handbook has gone through many revisions as the technology has developed and we’ve gained experience in its use. As such, it remains a work in progress.  If there are any additions, deletions, or changes you think should be made, please let us know!

I.
GETTING STARTED

1.
Online courses defined
Courses can be offered online at LMC in three formats:

Completely Online – The entire lecture component of the course is online. The student is not required to come to the college for any component of the course.

Partially Online – Part of the lecture component of the course is online.  The student will be required to come to the college for some component of the course.  Also sometimes referred to as “Hybrid”.
Enhanced Online – The entire lecture component of the course is delivered traditionally in class (onsite). Additional activities such as assessments and out of class assignments can be facilitated through the online environment. 

All courses can have materials such as the syllabus, assignments, and grades accessible online in addition to being available in class.

2.
Putting your course online

Partially and completely online courses require Curriculum Committee approval. The necessary form, the Online Course Supplement, can be downloaded from the LMC web site at http://www.losmedanos.edu/intra-out/cur/default.asp. You are highly encouraged to have Distance Education and Curriculum Committee members assist you in completing this form.  Enhanced online courses do not require any additional approval.

Course Creation in Blackboard

Creating a classroom within Blackboard is done by the Blackboard System Administrator.  New classrooms will be created in Blackboard each semester for each course and section.  This is in order to preserve student work after the course has ended.  New classrooms can either be blank (no content) or a copy of one of your previous classrooms.  Most instructors “roll over” their content from semester to semester by requesting the content from fall’s classroom be copied into the spring classroom and so on.

If you are teaching multiple sections of the same course in a semester you can place these into just one Blackboard classroom, giving you the convenience of modifying content in that one classroom.  Be aware that this is offset by having only one grade center for all those sections.

To have a Blackboard classroom created for your course send an email to the Blackboard System Administrator (csmith@losmedanos.edu) stating the course you wish (e.g. Computer Science 40, section 1234 for fall 2008) and the existing classroom (if any) it should be copied from.  Once the classroom has been created, you will see a link to it under “My Courses” when you log in to Blackboard. It will look something like this: 

Travel 72 – Introduction to Travel (FA 08, #0001). 

The inclusion of the term and section ensures that the classroom will be unique.  The name of the classroom will match the name found in the Schedule of Classes.

Course Removal in Blackboard

All courses remain on the Blackboard server for one year past the end of semester in which they concluded in order to address any incompletes or grade challenges.  They are then archived and removed from the server.  A classroom can be restored to the server if needed.  See Classroom List under “My Courses” on page 8 for how to remove classrooms from the list of classrooms under “My Courses”.
3.
User names and email
Faculty Username

The LMC Blackboard server follows the same convention as that used for faculty email addresses:  The first initial followed by the last name of the faculty member (for example: pgarcia for Peter Garcia)
Faculty Password

You will be given an initial password when your account is established and are encouraged to change it as soon as possible to something you wish (see Changing your password and email address under Working with Blackboard below).  If you lose or forget your password, contact the LMC Blackboard System Administrator to have it reset.

Faculty Email

When you log into Blackboard for the first time, check your email address and make sure it is the one you want students to use to contact you (see Changing your password and email address under Working with Blackboard below).

Student Username

Blackboard student usernames follow the same convention being used by WebAdvisor to keep everything as easy to use as possible.  This consists of their first initial, followed by their entire last name, and concludes with the last three digits of their Datatel ID number. Entire last names are always used, giving some students very long usernames. Hyphens in last names are also included in usernames.  Spaces in last names are omitted (e.g. “St. James” will become “stjames”).

Student Password

The student’s initial password will also follow the same convention currently being used by Web Advisor:  Their six-digit birth date in the following format MMDDYY (example: 070476 for July 4, 1976).  Unlike Web Advisor, students are not required to change this password when they first use Blackboard, though they do have the ability to change their password whenever they wish.  If a student loses or forget his/her password, have them email the Blackboard System Administrator who will reset it back to the student’s birth date.
IMPORTANT: While Blackboard and Web Advisor use the same initial password (the student’s birth date), the two systems are not linked: Changing a password in one does not change it in the other.  When a student tells you that his/her password is not working it may be that the student changed the Web Advisor password and is expecting that new password to work on Blackboard.  Have the student check on this before you or the student email the Blackboard System Administrator to reset the password.

Student Email

LMC does not provide email accounts for students. A student’s email address in Datatel is copied into Blackboard when the account is created, but students are still responsible for maintaining this information.

Instructors should encourage their students (to the point of nagging!) to add or update their email address in Blackboard at the beginning of a course to ensure your ability to contact them when needed.  Step by step instructions for logging in and adding your email address can be found by going to the Blackboard portal at http://online.losmedanos.edu and then clicking on the link for instructions on logging in.  While students must provide their own email address, this can include free web based email services such as Hotmail, Yahoo, or Gmail.

4.
Placing students in classrooms
Students will be placed into Blackboard classrooms approximately one week before the beginning of the semester by the Blackboard System Administrator.  The exact date will vary according to the peculiarities of that semester’s calendar.  New students are then added to Blackboard and any classrooms they have enrolled in on a daily basis from the first day of instruction until the end of late registration.

The Blackboard System Administrator does not remove students from a classroom. Only the instructor for that course should do so.  Since a few students will possibly drop before the first day of instruction, there will likely be a few you will wish to remove from your Blackboard as the term begins (more on this under removing students under Working with Blackboard, page 10).

II.
WORKING WITH BLACKBOARD

1.
Getting your online account

As noted under Getting Started, your Blackboard account will consist of a username and a password. If you don’t already have an account on the Blackboard server, email the system administrator (csmith@losmedanos.edu) with your request.  Be sure to include exactly how to spell your name.

2.
Logging into Blackboard

From your web browser (Internet Explorer, Firefox, Safari, etc.), you can get to the Blackboard portal (the entry point for both faculty and students to the Blackboard online classroom environment) by either:

1) Going to online.losmedanos.edu in your browser.

2) Or going to the Los Medanos College home page at http://www.losmedanos.edu and then click on the Login to Blackboard link under Quick Links.

Once at the LMC Blackboard Portal, you will:

1) Click on the User Login button.

2) On the login page, type in your Username and Password, then click the Login Button.

3) You are now on the My LMC page.  This is your gateway to Blackboard classrooms and other features.  On the left side is the Tools box (note the last of these, Personal Information), in the middle are Announcements, and on the right is My Courses, which lists the links to the courses for which you are an instructor or in which you are enrolled as a student.  Click on the appropriate link to enter the desired classroom.

If a class is not listed, please email the System Administrator.  Be sure to include the course name, section number and the term/semester.

3.
Changing your password and email address

From the My LMC page in Blackboard:

1) Click on Personal Information in the Tools box on the left side.

2) Click on Edit Personal Information to change your email address.  Click on Change Password to change your password.

4.
Working with your course online

Classroom Availability

When the System Administrator creates the classroom it is set to unavailable, so only you, the instructor, can see it.  This allows you to add and work with the content of your classroom, then decide when to make it available to your students.

Therefore, it is the instructor's responsibility to make Blackboard sections available to students.  To make a section available:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under Course Options click on Settings.

3) Click on Course Availability.
4) Click the Yes radio button next to Make Course Available: then click on Submit to complete the action.
Click the No radio button to make the classroom unavailable.

It is important to make the classroom unavailable after the course has concluded. Classrooms from past semesters will still be seen by students if they remain set to available, resulting in potentially a long list of links that a student has to sift through to find the correct classroom. A good rule of thumb is to leave the classroom available for a week or two after the end of the term to allow students to check grades and then make it unavailable.

Classroom List under “My Courses”

Even when a classroom is set to unavailable, the instructor will still see it listed under “My Courses” as this is the primary means by which to access the classroom. Since classrooms remain on the Blackboard server for a year past their conclusion, this can create quite a long list of classrooms for some instructors. To hide classrooms from the “My Courses” list:

1) Log into Blackboard then click on the small icon that looks like the end of a pencil in the upper right corner’ of the “My Courses” box.

2) Deselect (remove the checkbox in) the Display Course Name and Display Announcements for each classroom you wish to not to see in “My Courses”.

3) Click on Submit to complete the action.
To reverse the process and make a classroom reappear under “My Courses” select (place a checkbox in) Display Course Name and Display Announcements for that course, then click Submit.
5.
Working with students online

Class Roster

To see the students who are presently in your Blackboard classroom, follow the instructions below. While this should closely match your official roster from Admissions and Records, differences will inevitably occur from time to time and over time.

To see a Blackboard class roster:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on List/Modify Users.

3) Without typing anything in the text box, click on Search.  

4) A list of the class by student name, user name, and email address will appear.  You can print it if desired using your web browser’s normal print features.

Adding students

Instructors have the ability to add students to their Blackboard classrooms. If you immediately add a student to your Blackboard classroom in order to keep a student from falling behind in the course, it is the instructor’s responsibility to advise the student that placement in a Blackboard classroom does not constitute enrollment and to subsequently confirm that the student does enroll in the course.

To add a student to your course:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management, click on Enroll User.

3) Type the student’s last name in the text box and then click Search. 

4) Find the student in the search results list and click on the check box to the left of the student’s name.  Click the Submit Button at the bottom of the page.

If you are unable to find a student and believe that he or she is new to the college, wait about 24 hours for that student to register and enroll.  If the student still doesn’t appear or he/she is not a new student to the college, first check with the student, if possible, to verify that he or she did enroll, and if so then email the Blackboard System Administrator (csmith@losmedanos.edu), making sure to include both the student’s name and ID #.  You will be sent an email confirming that a new user account for that student has been created and that student has been added to your Blackboard classroom.  Please note that no student can be added to the Blackboard server until he/she is registered with the college (their account can’t be created without a DataTel ID).  Students may wait a number of days before going to Admissions & Records, so please advise them to register immediately.

Removing students

Instructors also have the ability to remove students from their Blackboard classrooms.  Only do this if you are absolutely sure that there is no chance the student may be reinstated.

IMPORTANT:  Removing a student from a classroom permanently deletes all grades, posts to the Discussion Board and other information for that student in that classroom.

To remove a student to your course:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on Remove Users from Course.

3) Type the student’s last name in the text box and then click Search. 

4) Find the student in the search results list and click on the check box to left of the student’s name.  Type “Yes” in the text box above the Submit button.  This must be a capital ‘Y’, little ‘e’, little ‘s’. Click the Submit Button at the bottom of the page.  Click OK in the dialog box that appears.

Making the classroom unavailable for individual students

Instead of removing a student (and irrevocably losing all of their work), instructors can make a classroom unavailable for individual students. This is the recommended when you have dropped a student that has completed some work in your classroom, but there remains a chance he/she may be reinstated.  This can also be used in those extreme cases when a problem with a student necessitates his/her removal for a period of time.

To make the classroom unavailable for an individual student:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on List/Modify Users.

3) Type the student’s last name in the text box and then click the Search button. 

4) Find the student in the search results list and click on the Properties button for that student.

5) Scroll down to the bottom of the Modify User Properties page to #4, Role and Availability.  Under “Available (this course only)” select No from the pop up menu.

6) Click on Submit.

To reverse the process (make the classroom available for that student), follow the same steps, except select Yes under “Available (this course only) and click on Submit.

6.
Working with content

Blackboard 8 adds a number of new features for adding and working with content, the most significant of which is the Visual Text Box Editor.  This allows you to create text with the attributes of HTML (different fonts, font colors, indenting, etc.) and easily insert different media types (images, audio, video) directly into your content, all without needing a web page editor like Dreamweaver or Frontpage.  The Visual Text Box Editor looks like this:
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Note:  This is how it appears in Internet Explorer 7 in Windows XP.  This will vary depending on the browser and operating system.

You can still attach your files as you have in past versions of Blackboard, you do not have to embed them directly into your content if you don’t wish to do so.

Using HTML

If you have created content for Blackboard using web page editors like Dreamweaver and Frontpage and still wish to use it, you will need to turn off the Visual Text Box Editor for your user account.  When turned off, the Visual Text Box Editor is replaced by the text box editor used in previous versions of Blackboard. To turn it on or off:

1) Click on the  MY LMC tab to go to the main entry page for Blackboard.

2) Click on the Personal Information link under Tools on the left side.

3) Click on the Set Visual Text Box Editor Options link.

4) Click the Unavailable radio button to turn off the Visual Text Box Editor. Click the Available radio button to turn the Visual Text Box Editor on. 

5) Click on the Submit button.

7.
Working with discussion boards

First a bit of Blackboard terminology: Discussion Boards have Forums, major subject areas created by the instructor under which the instructor or students then create Threads, specific topics related to that Forum.  Threads are an ongoing discussion of that topic organized chronologically, allowing the instructor and students to follow the thread of the conversation. Those familiar with earlier versions of Blackboard will notice that the discussion board has changed in Blackboard 8.  There are some new features, but much of the difference is a matter of expressing the same information or features in a different way.  The biggest difference is that you can now make forums available/unavailable, allowing for much better management of class discussions, especially for those with a large number of forums in a classroom.

Creating a new forum

Forums are again the top level of the discussion board.  Each forum is for amajor topis or specific assignment or task in the class.
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Only the instructor can create, modify or remove forums.  To create a new forum:

1) From within your Blackboard classroom, click on the Communication button in the left column (some of you will have an additional button - Discussion Board - which you can click on and then jump to # 3)

2) Click on the Discussion Board link.

3) Click on the Add Forum button (the small image of a web page with a plus sign next to it).

4) Type in a Name for the Forum.  This should succinctly, yet clearly, explain the forum's purpose (e.g. "Introduce Yourself" or "Assignment 4 Comments").  Then type in a Description.  Beyond explaining further the forum's purpose, you should provide exact instructions as appropriate (e.g. "Don't post until you have completed all parts of Assignment 4"). 

5) Make the forum available or not by clicking in the appropriate Yes, No radio button.  You can also set dates the forum will be available.  To use Display After or Display Until dates, first make sure the Yes radio button is selected to make the forum available.

6) There are then a series of settings, for which you may at first wish to follow the old saying  "if it ain't broke, don't fix it!"  In other words, leave the settings as they are unless you are sure about the changes you wish to make.

Creating threads

Both instructors and students have the ability to create threads within an existing forum.  In changing a forum's settings an instructor can remove the students' ability to create threads or give certain students special privileges and abilities to mange a forum.  Again, be sure of what you want to do before changing any of the forum's settings.

To create a thread:

1) Select a Forum (click on the link that is the Title of the forum).

2) Click on the Add New Thread button (the small image of a web page with a plus sign next to it).

3) Give your new thread a Subject (the shorter the subject line the easier it is to display and read).

4) Type in your Message.  Encourage your students to be as brief and to the point as is reasonably possible.  There is a 5,000 character limit on Discussion Board messages, but remember that a lot of long messages will discourage your students from reading the discussion board.

5) You can attach a document.  This is useful for assignments in which you call for peer review.  Students post a message "Here is my Assignment 3 first draft" with Assignment 3 attached that other students then download, read, and post their review in that same thread.

6) Click Submit.

Please note: Using attachments requires that everyone be able to read the documents attached.  Students might not have Microsoft Word, so you may want to have instructions that all attachments are in rich text format (RTF) or ASCII text format.

Managing threads

Instructors can remove or reply to any posting.  When viewing a message there will be Remove and Reply buttons on the right side of the window.  Removing a message cannot be undone.  These controls can also be given to individual students on a forum by forum basis.  Again, be careful if you consider doing this.

8.
Working with groups
Creating a Group

While as the name suggests you can use this feature to create workgroups within your Blackboard class, another application is making a group of the whole.  This may be useful in organizing projects or particular assignments.

To create a group:

1) From within your Blackboard classroom, click on the Control Panel button in the left column.

2) Under User Management click on Manage Groups.

3) Click on the Add Group button.

4) Give the group a Name (I name my group of the whole "class").

5) Give a Description.

6) Enable the Group Options you wish to use by clicking in the appropriate check boxes.

7) Click Submit.

8) Click OK.

You have returned to the Manage Groups page and should now see the group you just created and the properties you have given it (group email, etc.). Now you need to place users into the group. To add users to the group:

1) Click on the Modify button.

2) Click on Add Users to Group.

3) Click the Search button.  All of the Users (students) in the class will be listed.  Click on the Check Box for those you wish to add to this group.

4) Click the Submit Button at the bottom of the page.

9.
Working with email
Emailing students from within Blackboard 

You can email individual students, groups of students (if you have created groups as described above) or the entire class, but only if the students have added their email address to their Personal Information.  See page 6 for more on student email addresses.

Remember the return address for any email you send to students will be the email address you placed in your Personal Information when your account was set up. You can change that email address by editing your Personal Information at any time.

To email a student, group or the entire class:

1) From within your Blackboard classroom, click on the Communication button in the left column.

2) Click on the Send E-mail link.

3) Select to whom you want to send your message (for example, All Users will send it to everyone in the class). 

4) Give your message a Subject.

5) Compose your Message.

6) Add Attachments if you so desire.

7) Click Submit.

If you prefer, you can still directly email a student using your everyday email application (Outlook, etc.) or email site (Yahoo, Hotmail, etc.).  In Blackboard 8 you can now also email grades from within the Grade Center.  See the Blackboard Grade Center handout for more on this feature.

10.
Working with the online Grade Center

The gradebook in previous version of Blackboard has been replaced by the Grade Center, a far more capable and feature rich environment.  However, all of those features come at a price – greater complexity and the slow loading of the Grade Center when you first access it.   The Blackboard designers were so aware of the slow loading of the Grade Center that they added the words “Loading Grade Center…” and a spinning icon to reassure you the computer hasn’t locked up when you go to it.

Blackboard has published a four page guide entitled Getting Started With Grade Center, which takes you through not just the basic features, but a number of the advanced capabilities like weighting grades and adding calculated columns.  It also has a page with step-by-step instructions from the old gradebook alongside equivalent instructions for the new Grade Center.  You should use this guide to familiarize yourself with the Grade Center and also use it as a reference when needed.

11.
Working with the assessment manager

Assessments can be either tests or surveys.  Tests are graded and automatically entered for each student in the Blackboard Grade Center while the survey results are non-graded and anonymous.  You must first create the test or survey, then make it available to students. 

Creating a Test 

To create a test: 

1) Click on the Control Panel button from within your classroom.

2) Click on Test Manager under Assessment.

3) Click on the Add Test button at the top of the page.

4) Type in the test Name in the text box (required).

5) Type in a Description for the quiz/exam (optional).

6) Type in your Instructions for the test (optional, but highly recommended).

7) Click Submit.

This will take you to a new page where you are now ready to begin adding individual questions to the quiz or test.  Before doing so, please read about Assessment Pools and Separate test creation software below.

To create an individual question for a quiz or exam:

1) Select the question type from the Add Question pop-up menu.

2) Click on the Go button.

3) Type in the question in the Question Text box.

4) Type in the Point Value.

5) Select the Number of Answers in the pop-up menu (for multiple choice) or the True or False radio button for a true/false question.

6) Complete the answers as appropriate to the type of question you have selected (this varies from multiple choice to fill in the blank and so on).

7) Type in a response to a Correct Response and an Incorrect Response (optional).

8) Click Preview for either the correct or incorrect response (this is recommended when you’re still new at this). Click on Submit. This will return you to Step 1.  Continue to add questions.  When done, click on OK button at the very bottom of the page.
Making a test available 

Setting the times and other parameters of how students will see the test is a different process from creating the assessment. To set the availability of a test: 

1) Click on the Control Panel button from within your classroom.

2) Go to the content area where you will want the link to this assessment to appear (e.g. Assignments)

3) From the list of things to Add at the top, click on Test.

4) Select an existing test from the list in the text box (Note: you can also start the process of creating a new test from here by clicking the Create a new test button).

5) Click Submit.

6) You’ll get a message saying that the test has been successfully added, but nothing else.  You need to click on OK to get to the next step.

7) Click on Modify the test options.

8) Continue down the page to part 2.  Click on the Yes radio button next to Do you want to make the link visible? 

9) Allow multiple attempts and set a time limit if you like.  Note:  If a time limit is set, the assessment will not stop if the student exceeds the limit, it will just show the total time taken when you grade the assessment. 

10) Set the Display After date and time to when you want students to be able to start to take this test.  Set the Display Until date and time to when you wish students to no longer be able to take the test.  These will be the beginning and ending of the test’s availability to students.

11) Select a Feedback mode.

12) Select a Presentation mode.

13) Decide whether you wish to Prohibit Backtracking and Randomize questions.

14) Click on Submit.

Resetting a test

A student may prematurely exit an assessment for a variety of reasons – the computer crashes, the power goes out, the student clicks on the browser “back” button, and so on.  Once this has happened the only option you have is to reset the test and have the student start all over again.  To reset a test: 

1) From the Control Panel click on Gradebook.

2) Find the appropriate entry in the gradebook for that student and click on the padlock icon.

3) Click on the View button.

4) Click on the Clear Attempt button.  

5) Click on OK in the resulting dialog box.

This permanently erases that assessment attempt, so it is important to communicate to the student what is happening.

Assessment Pools and Separate test creation software

If you plan on creating a large number of quizzes or tests and/or large number of questions, you should consider creating Assessment Pools, groupings of questions from which you copy individual items into your quiz or test.  This allows you to more easily manage (recycle, edit, etc.) a large number of questions.

Another approach is to use a separate test creation application such as Respondus.  This is a stand-alone application that allows you to create tests with greater facility than doing it directly in Blackboard and also has the capability to import tests that you have in Word or other files into Blackboard’s Assessment Manager.

IMPORTANT:  Be very careful about clicking on the Remove button on the main Assessment Manager page.  This will permanently remove that test and its questions (another reason to use the Assessment Pool Manager).

12.
Using the Assignment feature

Blackboard has a number of ways for students to send instructors their work and for the instructor to respond.  One of the most versatile and easy to use is the Assignment feature, which allows you to place the assignment wherever you like in the classroom and then manage the feedback for and grading of the student’s submission through the gradebook.

Creating an assignment

If your assignment will involve one or more documents that students will need to download, make sure you know where those files are located on your computer before beginning.  Then to start:

1) Click on the Control Panel button from within your classroom.

2) Go to the content area where you will want to add this assignment (e.g. Assignments)

3) From the horizontal list of things near the top of the page, click on the pull-down menu Learning Unit on the right side and select Assignment.

4) Click Go.

5) Type in the test Name in the text box (required).

6) Type in the Points Possible in the text box (can be zero).

7) Type in your Instructions for the assignment.

8) If you wish to have documents for students to download, Click on the Choose File button. Use the standard open file dialog box to navigate to where the desired file is located on your computer, select it, then click on OK.  

9) If you want the link that the students will see to this file to be something other than the file name, type your alternative in the small text box next to Name of Link to File.
10) Click on the Yes radio button next to Make the assignment available.

11) Set the Display After date and time to when you want students to be able to start to work on this assignment.  Set the Display Until date and time to when you wish students to no longer be able to work on this assignment.  These will be the beginning and ending of the assignment’s availability to students.

12) Click on Submit.

When working on an assignment students will see two buttons at the bottom of the page.  Clicking on Save will preserve any work they have in progress.  Clicking on Submit will send the work to you and not allow them to return to that assignment.

Grading an assignment

You will view the student’s submitted work and any attached documents through the gradebook. To read and grade the assignment:

1) From the Control Panel button from within your classroom click on Gradebook.

2) Click on the exclamation point (!) for that entry in the gradebook.

3) Click on the View button.

4) If the student has sent you one or more files click on the name of the file to download it to your computer.

5) Type in a grade in the Grade text box.

6) Type in any feedback in the Comments text box.

7) If you need to return any files to the student click on Choose File and use the open file dialog box to select the file you wish to send.

8) Type in any notes to yourself in the Notes text box.

9) Click on Submit.

III.
HELP FOR YOU AND YOUR STUDENTS

1.
Training to get you started to teach online:

· Flex training at the beginning of the semester

· Download the Blackboard tutorial, available at the bottom of the step by step instructions page: http://www.losmedanos.edu/onlineclasses/instructions1.html.

· Download the Blackboard Instructor’s Manual, available on the Distance Education Committee page: http://www.losmedanos.edu/intra-out/ocomm/default.asp. 

· Attend Online instruction classes when offered at LMC

· Attend training offered by @ONE: www.cvc.edu

· Certificate and Masters Degree at California State University, East Bay

2.
Campus Consultant on Student Accessibility

James Kolthoff

Alternate Media Specialist

Room 202 (High Tech Center)

Phone 439-2181 x 3955

Email: jkolthoff@losmedanos.edu

3.
Faculty Support

Blackboard: Contact the System Administrator, Clayton Smith, at csmith@losmedanos.edu. 

LMC Network:  Contact the LMC IT department at lmctechsupport@losmedanos.edu.
Email: College email accounts (yourname@losmedanos.edu) are processed through the LMC Office of Instruction.  Contact Sandi Schmidt at 439-2181 x 3272 (sschmidt@losmedanos.edu) or Margaret Hertstein at 439-2181 x 3105 (mhertstein@losmedanos.edu).

4.
Faculty Office Hours for Completely Online Courses

Faculty members can offer office hours online for a course that is totally online. As per our present contract, the number of online office hours can be proportionate to the faculty load of online instruction. For example, if 20% of the faculty instructional load is online, then the faculty member can do one hour of office hours online and the remaining 4 hours of office hours on campus.

5.
Student Support

There is limited help available for online students.  Their first point of contact is the instructor as many of their questions are course specific – “I’m not able to take the test”, “I don’t see my grades…”, etc.  If there is a problem with a student’s user name or password, the instructor can contact the Blackboard System Administrator by email (csmith@losmedanos.edu) or directing the student to contact the Blackboard System Administrator directly.

Students’ second point of contact is the LMC Information Desk (next to the mailboxes).   The Information desk is staffed during normal college operating hours.  They can be reached by phone at 439-2181 x 3422 and by email at lmcquestions@losmedanos.edu. 

In addition to all of its other duties in helping students, the LMC Information Desk assists students in these Blackboard specific issues:

· Determining their Blackboard user name and initial password.

· Confirming that their Blackboard account is in place and working.

· Showing how to access and log in to Blackboard.

If the LMC Information Desk is unable to resolve an issue, questions will be forwarded to the Blackboard System Administrator.  These mostly involve problems with user names and passwords.  The Blackboard System Administrator may provide students with general computer and network information and suggestions as time may permit, but does not offer technical support.

Students can also directly contact the LMC Information Desk by phone or email or the Blackboard System Administrator through email.  The standard for all three points of contact is to respond within one business day.
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