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Beginning the Semester
Introduction
Getting started at the beginning of the semester can be a bit overwhelming.  Here are some tips to get you started and set you up for success.
*Reminder, for any videos that show a speaker and screen content, you can switch which one you are looking at by hovering over the right corner of the video and clicking the two arrows.
Get the Blackboard Course Ready
Some of you are starting with blank templates. Others are starting with material, and still others are copying material from previous semesters.  Here are some general tips.
Create a Getting Started Section.
If your template doesn’t have it already, create a Getting Started Section at the top of the left-hand menu.
· Go to the top of the left-hand menu in the course
· Click the small plus sign with a circle around it
· Click on “Content Area” in the drop-down menu
· Name it “Getting Started”
· Click the box next to “Available to Users”
· Click “Submit”
· The item will appear at the bottom of the menu.  Click on the left-side of Getting Started and drag it to the top
It is recommended that you have the following in your Getting Started section
· An Introduction of the professor (that’s you!).  It’s always nice if it is a recording of you introducing yourself.  Keep it short – about 1-2 minutes.
· Textbook information.  Provide this link to the Campus Store, and they can search for the books for all their classes: https://bookstore.calbaptist.edu/textbooks
· What to expect in class: should they expect to attend class in-person or virtually?  Are there special considerations for attending class?
· Structure of the Blackboard course: How is this Blackboard course organized?  Where should they go first?
· Zoom or WebEx Link for emergencies: If you allow students who are sick to join virtually, you will want to say that and provide the link.

Prepare the Assignments section.
If your course does not have one, create an Assignments section for the left-hand menu.  Follow the steps above for adding a Getting Started section but name it Assignments.  If you put all the assignments in one place, it is easier for students to stay on track, and you have to answer fewer questions!
In the Assignments section, list all of the assignments.  I recommend listing them in order of when they are due.  This makes it easy for students to see if they turned in everything on time.  If you have learning modules or if your course is organized by week, you can still have the assignments in those places.  Simply create a course link from the module or weekly folder to the assignment.
· In the correct section, so go the top middle menu and hover over “Build Content”
· When the drop-down menu appears, scroll down to “Course Link”
· Click “Browse” and go to the Assignments section and select the correct assignment
· You can copy and paste the assignment description into this description or leave it blank and have students go to the Assignments tab to get the information.
· Click “Submit” at the bottom.

Organize the Grade Center
Tutorial: Click Here
If the course has copied content, it is likely that the Grade Center columns are a mess.  That is a problem because the grade center columns populate into the My Grades section that students go to in order to find out how they are doing in the class.  We want that to be very clear, so they know how they are doing.
Go to the Full Grade Center by scrolling down on the left-hand menu and selecting “Full Grade Center”
To delete unnecessary columns:
· Click the chevron (arrow) next to the name of the column (usually the assignment name)
· Scroll down to “Delete Column” 
· Select “Ok” when the alert pops up
· If you don’t have an option to delete, that means the column is connected to a live assignment somewhere in the class.  You would have to delete that assignment in order to delete the column.  If you cannot find it and don’t want the students to see it, click the chevron and scroll down to “Hide from Students on/off.”  When you select it, the name of the column will include a dark circle with a red line through it.

Sometimes the columns are all there, but they aren’t in the correct order.  To fix that:
· Go to the top menu of the Full Grade Center and Select “Manage”
· Scroll down to Column Organization
· You can drag your columns around to put them in order by due date.  That will help the students.

Change Due Dates Quickly
Tutorial: Click Here
If you find that the due dates are wrong (perhaps copied over from last semester), you can fix that one of three ways:
· Go to the Assignments section
· Click on the chevron next to the assignment name and select “Edit” or “Edit the Test Options”
· Scroll down to the Due Date and select the correct date and time
· Click Submit at the end
That takes a long time depending on how many assignments you have.  A faster way is to:
· Go to the left-hand menu and click on “Course Tools”
· In the new drop-down menu, scroll down to “Date Management”
· You have three choices – two which I think you will use:
· Use Course Start date – If all of the assignments are staying in the same order that you had them in a prior semester, just change the course start date.  All the dates will adjust an equal distance from the first day of class.
· Put in the start date for the material as it is written in “Current Start Date”  This is usually the beginning of the previous semester
· In “New” put the start date for this semester
· Click “Start”  All the dates will be changed with the new start date
· List All Dates for Review (this is the one I use)
· Click this choice and “Start”
· The system will show you a status bar.  When it is at 100%, click “Next”
· From there you will see a list of all the assignments and announcements – anything that had a specific date attached to it.  
· Click the pencil on the right side
· Change the date and time in the new box
· Press the green check mark on the right side to confirm

Create Videos for Key Assignments
Consider creating a short video on Kaltura that goes over the expectations for a particular assignment.  Some students do a good job of reading the assignment directions while others prefer to hear instructors explain the assignment.  By adding videos into the course, you ensure that students with different preferences understand the expectations.

Add Announcements for the Semester
Students do better and feel more connected with their professor when they have contact with their professors.  You can create that feeling of connectedness through announcements in Blackboard.  Think about creating announcements about upcoming due dates, reminders for important readings, and encouragement throughout the semester in the form of positive notes or Bible verses.  You can prepare those announcements at the beginning of the semester, which will save you time during the semester when you are busy with other things.
· Go to Announcements in the left-hand menu
· Click “Create Announcement”
· Type in the title and the message
· Scroll down to Web Announcement Options and select “Date Restricted”
· Click “Display After” and select the date and time you want the announcement to go out
· Leave “Display Until” blank if you want the announcement to remain available.
· Click “Submit”
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