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Tutorial Introduction

About Blackboard

Blackboard is an online course management tool that allows students to view lessons,
participate in discussion boards, and electronically submit assignments for courses that they are
taking at Algonquin College. Students are also able to communicate and collaborate with
instructors and other students via the Blackboard system.

Who is this Tutorial for?

This tutorial is for new students enrolled at Algonquin College who do not have any experience
with the Blackboard system.

How is this Tutorial Organized?

This tutorial consists of four lessons that will help familiarize you with the online Blackboard
system. At the end of each lesson there is a brief exercise that will allow you to test your
knowledge and practice your new skills. Complete Lesson 1 first to learn how to log in to the
Blackboard system. Lessons 2, 3, and 4 can be completed in any order.

Tutorial Objectives

When you complete all four lessons in this tutorial you should be able to successfully:

» sign in to Blackboard

» electronically submit an assignment

» create a discussion board thread

» view your grades and instructor feedback
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Lesson 1: Signing in to Blackboard

Lesson 1: Objectives

At the end of this lesson you will be able to successfully login to your Algonquin Student
Blackboard account and navigate to your course.

Lesson 1: Procedure

1. Open your web browser and type the following website address into the address bar:

https://ealgonquin.ca

2. Press Enter.
3. Inthe field labeled Username, type your Algonquin Blackboard network username (see

figure 1).
4. In the field labeled Password, type your Algonquin Blackboard network password (see

figure 1).

AI f‘n~ﬂ' Y Online Learning

7 RUVINUUIN
ucnuese aForal

Welcome to the Algonguin College Online Learning ePortal!
This portal has been designed to enhance your learning experience and success by providing easy access, flexibility, and choice to
programs, courses and services. We invite you to take advantage of the many student resources, services and tools available.

Username <€—— Type Username here
Password <€—— Type Password here

Login

Figure 1: Typing username and password into login page

O If you do not know what your Username or Password is or if you have lost your
password, contact Information Technology Services at (613) 727-4723 ext. 5555 or send an
email to 5555@algonquincollege.com.



https://ealgonquin.ca/login.aro
mailto:5555@algonquincollege.com
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5. Located below the Password field, click Log In.
6. A welcome page appears on your screen with several options to click on. On the right
side of the screen under My Profile, click Courses (see figure 2).

My Services Announcements My Profile

" Amouncements | ey |
_ Click Courses button —_—
Course Assessment Ready!

If you are registered in an OntarioLearn course, please complete your course assessment no

f later than December 16, 2011. No login process in required to complete your OntarioLearn
course assessment.

For all other course activity. Please login to Algongquin's course assessment tool using your

r— .
eportal user id and password. Please complete your assessment no later than December 16,
2011.

Figure 2: Welcome page

7. After clicking Courses a page appears that lists all of the courses you are registered in for
the semester. Scan the list of courses and click on the Class Available button located
beside the course you want (see figure 3).

Courses
e
Aldgonguin Exclusive Courses
Course Code Course Title Platformnm
ALG-TWRZ010 Designing Technical Documentation Blackboard [ Class Awvailable |
ALG-TWRZ00Z Desktop Publishing Blackboard [ class avaiable |
ALG-TWRZO14 Document Planning and Management Blackboard Available on Jan 13
ALG-TWRZ2015 Editing I Blackboard Anrailable on Jan 13
ALG-TWRZO0Z Online Documentation Blackbosard Awvailable on Jan 13 Click on any Class
ALG-TWR2009 Selected Topics I Blackboard [ class Awvailable | Available button
ALG-TWROOO1 Teachnical Writer Homeroom Blackbosrd [ class Awvailable | /
ALG-TWRZ000 Technical Writing I Blackbosrd m Z
ALG-TWRZ200<3 Technical Writing II Blackboard Awaillable on Jan 13
ALG-TWRZO11 Usability in Product Design Blackboard Available on Jan 13

Figure 3: List of available courses that you are registered in

@ If you are unable to open a class, it is not yet available for you to view. The availability
date is printed on the button.
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8. After clicking on your course you will be led to your Blackboard account. From the list
located under the My Courses heading, select the course you want to view (see figure 4).

Personalize Page +1

My Courses #8

Courses in which you are enrolled:

LI Designing Technical Documentation
L Desktop Publishing

L Selected Topics |

L Technical Wl‘iterCUmV unity Click on link to view class
.| Technical Writing |

Figure 4: My Courses box in your Blackboard account

9. The page that opens after clicking on the course link is the homepage for that course.
From this page you are able to navigate your way around that course using the list of
links located on the left side of the page.

Lesson 1: Summary

You can sign in to your Algonquin Blackboard account by entering your Username and Password
into the appropriate fields at https://ealgonquin.ca. After clicking Courses on the Welcome
page and clicking on your course on the Courses page you will be led to your Blackboard

account.

Lesson 1: Exercise

Try the Following: Log in to your Blackboard account and open the homepage to one of the
courses that you are registered in this term.


https://ealgonquin.ca/login.aro
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Lesson 2: Submitting an Assignment

You will be required to submit assignments for your courses in an electronic format through
your Blackboard account. In this lesson you will build on the skills you learned in Lesson 1 to
use and apply the assignment function in Blackboard.

Lesson 2: Objectives

At the end of this lesson you will be able to successfully submit an assignment electronically via
your Blackboard account.

Lesson 2: Procedure

1. Sign in to your Blackboard account and open the homepage for the class that you would
like to submit an assignment for.

2. Inthe black box on the left side of the course homepage, click on the Assignments link
(see figure 5).

Course Materials
Lessons

Discussion Board

Assignments
Click on the Chat

Assignments link \ Tools

FAQs

Figure 5: Assignments link on the
course homepage

3. After clicking on the Assignments link you will be led to the Assignments folder. This
folder lists all of the assignments that you are required to complete throughout the term
for the course that you are in. Scroll down the list of assignments to find the assignment
that you would like to submit (see figure 6).

would like to submit
Atiached Files (7 How to write your tutorial assionment.ptx (116.848 KB) [ Tutorial example 2 Tacking household expenditures.doc (373 K
1 Tutorial example 1 Outiook tips.doc (538.5 KB) [ Tutorial example 3 Basics of Autocad.doc (496.5 KB)

Project Assignment 3: Write a Tutorial > < Click on the title of the assignment you
e —

Figure 6: Assignment located in the Assignments folder
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4. Click on the name of the assignment that you would like to submit an assignment for
(see figure 6).
5. A page titled Upload Assignment: <name of assignment> will open. Scroll down this
page until you see 2. Assignment Materials. Type a brief message to your instructor
into the message box (see figure 7).

m Blackboard

oal My institution

2. Assignment Materials
Submission

Text Eddoris: I:: I

“[roma[=] [3[] [mmal |87 U= EE
CS DR e v QRDJARS iR oO9

il
=
]
i
L1
i
il

Type message here

- Path: body

——
={=

Figure 7: Message box in the Upload Assignment page

6. After typing your message you will need to upload your assignment into Blackboard.
Under the message box, click Browse My Computer (see figure 8).

Click here to browse

i o ter f
Attach File @wse My Comp@ / your computer for

your saved

assignment
Figure 8: Browse My Computer button

7. Adialogue box appears on your screen. You will need to locate the assignment saved on
your computer that you would like to upload. When you have located the file click on it
and then click Open, which is located in the bottom right corner of the dialogue box, to
attach the file to your message.

8. After attaching your file, click Submit located in the bottom right corner of the screen.

@ If you have uploaded the wrong document to your Upload Assignment folder
you can click on the Do Not Attach link located beside the attachment.
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Lesson 2: Summary

In this lesson you learned how to submit an assignment electronically via your Blackboard
account. By clicking on the Assignments link located on the course homepage, scrolling down
the list of assignments in the Assignments folder, clicking on the desired assignment title, and
uploading your document, you have successfully submitted an assignment.

Lesson 2: Exercise

Try the Following: Open the assignments folder for one of your classes and submit an
assignment.

Lesson 3: Creating a Discussion Board Thread

You will be required to participate in class discussions throughout each term and this is done via
the discussion board feature on Blackboard. You can participate in class discussions by either
replying to another classmate’s message or by creating a message of your own. When you
create a message of your own it is referred to as creating a discussion board thread. The
discussion board is set up as a series of online conversations. Each conversation is a separate
topic and is referred to as a forum. You will participate in several forums for each class
throughout each term.

Lesson 3: Objectives

At the end of this lesson you will be able to create and post a discussion board thread on your
Blackboard account.

Lesson 3: Procedure

1. Sign in to your Blackboard account and open up the homepage for the class that you
would like to create a discussion board thread for.
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2. Inthe black box on the left side of the course homepage, click on the Discussion Board

link (see figure 9).
Announcements
Navigation Tips
Instructor Bio
Discussion Board link Course Materials

on course homepage \ L

Discussion Board

Assignments
Chat

Tools

FAQs

Figure 9: Discussion Board link
on the course homepage

3. After clicking on the Discussion Board link you will be led to the Discussion Board folder.
In the folder you will see several topics of conversation located in the column under the
Forum heading. Scroll through the forums until you see the conversation that you
would like to participate in. Click on the forum name (see figure 10).

Forum

Forum

Discussion
Forum 2
Share

Discussion

Welcome and
Introductions

Discussion
Forum 1:
Paper
Airplane
Exercise

Discussion Board

Forums are made up of individual discussion threads that can be organized around a particular subject Create Forums to organize discussions. More Help

Click on the Forum links

to enter a discussion

Welcomel Please click on the link above to enter the forum and select add new thread to start a discussion or click on the subject to reply to an existing 21 0 16
iscussion. For this first discussion forum, please infroduce yourselfto your classmates and course facilitator. Provide a brief bio and share your reasons
'or learning the profession and art of technical communication.

Take a moment and reflect on the communication problems encountered in the paper airplane exercise you did in Lesson 1. Share with the class the 32 14 16
following: What assumptions did you make about your volunteer? For example, did you assume they knew how to make an airplane? Did your volunteer

give any feedback about your instructions not being clear or specific (e.g. what did you mean by the top of the paper?). Were they frustrated by the fact that

they didn't know upfront what they were trying to make?

Share links to examples of design and development and writing processes and methodologies that you find online with your classmates. 2 24 14

Figure 10: Discussion Board forums list
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4. To enter the conversation, click on the forum. You will see a list of the messages that
your classmates have posted in the conversation. To create your own message in the
forum, click Create Thread located on the left side of the page under the forum name

(see figure 11).

List View

L,él Forum: Discussion Forum Welcome and Introductions
N

Organize Forum Threads on this page and apply seftlings to several or all threads. Threads are listed in a tabular format The Threads can be sorted by clicking the column title or the caret at the

each colum. More Help Click Create Thread to add

.’ < your own message to the Search  Di

discussion
Thread Actions. Collect
[ |v |Date \ Thread Author Status Unread Posts Total Posts
| 9/11M11 9:16 AM i m ou | ¥ Abby Crosby Published 0 1
91111 6:16 PM Glad to Meet You All | Anonymous Published 0 1
9/11/11 %16 PM Hello ¥ Brenda Caldwell Published 0 1

Figure 11: Forum threads

5. The Create Thread page will open. Type your message in the message box and format
the message using the icons located at the top of the message box (see figure 12).

AThread is a series of posts related to the same subject. Threads provide an organizational structure within a Forum for users to share posts on similar topics. Creating a thread posts the first
meszage. More Help

<% Indicates a required field
Cancel  Save Draft m

M Message

¢ Subject |

Message
A|Nurrnal |Z” |Ar\a| |Z|| B I Ua|% x|=

|
cl Y NE o v QEJAES | TR OO
B ED RS B

Textedtor is: 7]

N\

Formatting Icons

Type message here

Figure 12: Create Thread page
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6. When you have finished typing and formatting your message, type your message title

into the *Subject field.
7. On the right side of the page above the message box, Click Submit.

Q
©You can attach a document (Word file, Excel spreadsheet etc.) to your message
before submitting by clicking “Browse My Computer” located below the message box,
finding the file in the dialogue box that opens, and clicking “Open”.

Lesson 3: Summary

In this lesson you learned how to navigate the Discussion Board homepage and create and post
a thread in a forum. By clicking on the Discussion Board link in the course homepage, selecting
a forum topic, and clicking on the Create Thread button, you are able to type a message that
will be added to the forum discussion.

Lesson 3: Exercise

Try the Following: Open a forum in the discussion board for one of your classes, read through
the messages that have been posted by your classmates, and create a new thread in the forum.

Lesson 4: Viewing Grades and Instructor Feedback

Your instructor will post the grades to your assignments and feedback to those assignments on
your Blackboard account. Your grades and instructor feedback will be updated periodically
throughout the term.

Lesson 4: Objectives

At the end of this lesson you will be able to view the grades given to the assignments that you
have submitted. You will also be able to locate the feedback that your instructor has provided
on those assignments.

10
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Lesson 4: Procedure

1. Signin to your Blackboard account and open the homepage for the class that you would
like to view the grades and instructor feedback for.
2. Inthe black box on the left side of the homepage, click on the Tools link (see figure 13).

Announcements

Navigation Tips
Instructor Bio
Course Materials
Lessons
Discussion Board
Assignments
Chat

Tools

Tools link on course s (e
homepage

Figure 13: Tools link on the
course homepage

3. The Tools homepage appears on your screen. Scroll through the list of options located
under the Tools heading until you find My Grades. Click on My Grades (see figure 14).

rd Help .: Journals

Elp in a separate window.
Click to enter My
Grades homepage O Lecture Capture

hloas far Colrs e EERET S akin g lanhre ote ;
E blogs for Courses and Course Groups. \ Experience ground-breaking lecture capture technology

I My Grades

Create and manage journals that can be assigned to each userin a group for the purposes
of private communication with the instructor.

nts and dates through the Calendar. Displays detailed information about your grades

Figure 14: Tools homepage

11
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4. The My Grades homepage will open on your screen (see figure 15). Take note of the

following:

>

All of the assignments required for the class will be listed in the table under
the heading Item Name.

The date that you submitted the assignment is listed in the column under
the title heading Last Student Activity.

The date that the instructor marked your assignment is listed in the table
under the Last Instructor Activity heading.

The grade you received for each assignment is listed under the Grade
column.

The maximum number of points you could have received for the
assignment is listed in the Possible Points column.

Instructor comments are listed in the Comments column.

My Grades

ltem Name Details

Last Student Actvity Lastinstruclor Aciy ~ Grade E“‘“‘?‘ Comments
0ssible

Figure 15: My Grades homepage

L)
QYour instructor may attach a document to their comments. To see the attached
document, click on the grade that you received in blue font under the Grades column and

then click on the attached file.

Lesson 4: Summary

In this lesson you learned how to view the grades given to assignments that you have submitted

and navigate the My Grades homepage. The page is set up as a table with the course

assignments listed under the Item Name column and the grade and comments for that

assignment listed horizontally from the assignment under the Grade and Comments columns.

12
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Lesson 4: Exercise

Try the Following: Open the homepage for one of the courses that you have recently
submitted an assignment for. From that homepage, navigate to the My Grades homepage and
see if your assighnment has been graded.

Tutorial Summary

This concludes the Basics of Blackboard tutorial for students new to Algonquin College. In this
tutorial you learned how to:

» sign in to your Blackboard account

» electronically submit an assignment

» create a discussion board thread

» view your grades and instructor feedback

Congratulations!

13
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