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The following tutorials provide step-by-step instructions to accomplish common 

tasks in your Blackboard course(s) 

 

How do I log into Blackboard 9? 2 

How do I create a folder (or Learning Module or Lesson Plan)? 3-4 

How do I upload a file? 5-6 

How do I setup a Web Folder to upload multiple files? 7-10 

How do I create an assignment? 11-12 

How do I grade an assignment? 13-15 

How do I create a quiz/exam? 16-18 

How do I create a discussion forum? 19-20 

How do I link to a course tool? (e.g., discussion forum, quiz, assignment) 21-22 

How do I link to a Website? 23 

How do I embed a YouTube video? 24-25 

How do I add assignment columns in the Grade Center? 26-27 

How do I add an Average Column to the Grade Center? 28-29 

How do I set the course entry page to Home Page? 30 

How do I add a banner to my course? 31-32 

Iƻǿ Řƻ L ŎƘŀƴƎŜ Ƴȅ ŎƻǳǊǎŜΩǎ ŀǾŀƛƭŀōƛƭƛǘȅΚ 33-34 

How do I create an Elluminate Session? 35-37 

How do I create a link to Smarthinking? 38-39 

How do I create a Turnitin assignment? 40-43 

How do I copy a course from CE 6 to Bb 9.1? 44-49 

How do I copy a course from one Bb 9.1 shell to another? 50-51 

Blackboard 9 Tutorials 
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1. Access NWCCDs Blackboard portal at http://bb.sheridan.edu.  

2. Log in with your NWCCD username and password. 

  

 

 

 

 

 

  

 

3. After logging into Blackboard, you will see the My Institution page. You can enter a course shell by clicking the 

 appropriate link in the My Courses section. 

 The layout of the My Institution page will likely change before the start of the Fall 2010 semester. 

 

 

 

 

 

 

 

How do I log into Blackboard 9? 

http://bb.sheridan.edu/
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(or Learning Module or Lesson Plan) 
 

 

 

 

 

 

What materials should you place in folders? It depends on what learning materials you have for your students. While 

textbooks for most classes include the bulk of reading material, there are many other resources (articles, video clips) you 

can insert (or link to) into your online or hybrid classes. You may want to create a weekly learning plan that identifies 

target competencies, an overview, and possibly a checklist of the required readings, viewings, presentations, 

assessment, and discussion board activities for that week, module, chapter, or unit. 

 

1. Ensure the Edit Mode is On. 

 

 

 

 

2. In the Learning Modules content area, hover over the Build Content button and click Content Folder. 

 Organizing your course materials into folders is one acceptable method. Blackboard 9 also has the Learning Module tool 

that will be familiar to those of you who used Blackboard CE 6. If you are not a fan of the Table of Contents feature that 

comes along with Learning Modules (takes up valuable screen space), you can disable the Table of Contents or even 

organize content using the Lesson Plan tool. 

 

 

 

 

 

 

 

How do I create a folder? 
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2. Enter a Name for the folder and provide a brief description in the Text area. 

 Many online instructors organize their courses into weeks. Other popular organizational strategies are by chapter, unit,  

 or module. 

 

 

 

 

 

  

 

3. Adjust any Options and then click Submit. 

 

 

 

 

 

 

 

There is your folder. 
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1. Ensure the Edit Mode is On. 

 

 

 

 

 

2. Either on your home page or folder within the Learning Modules content area, hover over the Build Content 

 button and click File. 

 

 

 

 

 

 

3. Click the Browse My Computer button. 

 If you have already uploaded the file into the File Manager, you can select Browse Course. The next tutorial will show you 

 how to upload multiple files at once to the File Manager. 

 

 

 

 

 

How do I upload a file? 
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4. Browse for the file you wish to upload, select the file, and click the Open button. 

 

 

 

 

  

 

 

5. Replace the file name with a different name if necessary. 

6. Adjust any other options (such as Open in New Window, Track Number of Views) and then click Submit. 

 

 

 

 

 

 

 

There is your file. 
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¢ƘŜ ŀōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ ŀ ²Ŝō CƻƭŘŜǊ ŜȄƛǎǘŜŘ ƛƴ /9 сΦ ¢ƘŜ ŀōƛƭƛǘȅ ǘƻ ƛƳǇƻǊǘ ŦƛƭŜǎ ƛƴǘƻ ƻƴŜΩǎ ŎƻǳǊǎŜ ǿƛǘƘƻǳǘ logging into the 

course shell in Blackboard can be a time-saver for those who have multiple files to upload or want to replace a file with 

an updated version. For updating files, the filename must be the same as the one you are overwriting. 

 

1. In the Control Panel area of your course shell, Click Files and then your course ID. 

 

 

 

 

 

2. Click Setup Web Folder. 

 

 

 

 

 

3. Right-click and Copy the Current Web address. 

 

 

 

 

How do I setup a Web Folder to 
upload multiple files? 
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4. Click the Windows Start button and then Computer. 

 

 

 

 

 

 

 

 

 

5. In the Computer window, click Map Network Drive. 

 

 

 

 

 

 

 

 

6. Click Connect to a Web site that you can use to store your documents and pictures. 
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7. Click Next in both of the following windows. 

 

 

 

 

 

 

 

8. Paste (Ctrl-V) the address copied in step 3 and click Next. 

 

 

 

 

 

 

 

9. Enter your username and password. 

 If you receive an error that the folder  

  location cannot be found. Please contact the  

  Distance Learning department. 

 

10. Give your folder a descriptive name. 
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11. Click Finish. 

 

 

 

 

 

 

 

You now have drag-and-drop access to your Course Web Folder 
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The Assessments content area is used by instructors who want a central location for students to submit their 

assignments. Students can upload Microsoft Word, Excel, PowerPoint, PDF or any other file type. For word processor 

created assignments, you may want to require students to save their assignments in either Word or RTF format. Some 

instructors have students submit their assignments/papers through Turnitin. 

 

1. Ensure the Edit Mode is On. 

 

 

 

2. Access the Assessments content area.  

3. Hover over the Create Assessment button and click Assignment.  

 

 

 

 

 

 

4. Enter an assignment name and enter appropriate text in the Instructions box. 

 

 

 

 

How do I create an assignment? 
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5. Click the Browse My Computer button to attach an instruction sheet. 

 Some instructors may choose to enter all assignment instructions in the Instructions text box. 

6. Enter the number of points possible. 

7. Adjust any Availability settings. 

 

 

 

 

 

 

 

 

8. Enter the Due Date for the assignment and then click Submit. 

 

 

 

 

 

 

There is your assignment. 
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When a student submits an assignment, you will see a green icon with an asterisk. If you 

allow multiple submissions, attempts will be organized in chronological order. 

 

1. Click the down-arrow and select the Attempt you wish to grade. 

 

 

 

 

 

 

 

2. Click the Attached File link to open the submitted assignment. 

 

 

 

 

 

 

 

 

 

How do I grade an assignment? 
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3. Many instructors use the Comments feature in Microsoft Word to provide comments. 

4. Save the assignment file with your comments/feedback. 

 

 

 

 

 

 

 

 

 

5. Back in Blackboard, enter a Grade. 

6. Provide any additional feedback. 

7. If you have a comments/feedback file to attach, click Browse My Computer and upload it. 

 

 

 

 

 

 

 

8. Once you have your attached file, click Save and Exit to view the updated grade in the Grade Center. 
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The student will be able to see their graded item in the My Grades window. 

 

 

 

 

 

 

 

 

 

 

Clicking the link on the grade will open the Review Submission History page where students can view feedback and 

access documents you have uploaded for them. 
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Creating quizzes in Blackboard one question at a time is not the most efficient (or fun) 
process. Your textbook publisher will likely have course cartridges containing test banks 
that can be imported directly into Blackboard. There are also test generator software 
programs out there such as Respondus and ExamView.  
 
Please do not use the Blackboard Assessment tool to create high stakes quizzes 
and/or exams. For some mysterious reason, computers can tend to lock up and crash, 
networks can get bogged down, Internet connections can be lost, and neighborhoods 
can lose power right in the middle of an exam. Furthermore, it is nearly impossible to 
tell the honest student complaints from the dishonest complaints. In addition, there is no way in an uncontrolled 
environment to prevent cheating in online testing. We suggest multiple choice tests be used as just one of many 
grading mechanisms in your course. 
 
 
1. Ensure the Edit Mode is On. 

 

 

2. Access the Assessments content area.  

3. Hover over the Create Assessment button and click Test.  

  
 
 
 
 
 

 

4. Click the Create button. 

 

 

 

How do I create a quiz/exam? 
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5. Enter the Test Name, Description, and Instructions and then click Submit. 

 

 

 

 

 

 

 

6. Hover over the Create Question button and select the 

  question type to begin creating a question. 

 We have left off the steps to create the actual questions and 

possible answers; however, the process is fairly intuitive. 

Creating short quizzes from scratcƘ ŀǊŜƴΩǘ ǘƻƻ ǇŀƛƴŦǳƭΦ 

Creating large quizzes/exams from scratch will test your 

patience! 

 

 

 

 

7. Once you have created your questions, Click OK. 
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8. Select the quiz you just created and click Submit. 

 

 

 

 

 

 

 

9. Adjust any Test Availability , Self-assessment Options, Test Feedback, and/or Test Presentation settings and 

 click Submit. 

 

 

 

 

 

 

  

 

There is your quiz/exam. 

 

 

 

 

 

 



  Page 19 

 

 

 

 

Discussion boards are a crucial learner engagement tool in online courses. Even F2F courses can benefit from online 

discussions that can occur outside the classroom. While the number of forums students are to participate in vary by 

instructor, it is common for online classes to have weekly forum participation requirements. Typical online courses start 

ǎǘǳŘŜƴǘǎ ƻŦŦ ǿƛǘƘ ŀ άǿŜƭŎƻƳŜ ǘƻ ǘƘŜ Ŏƭŀǎǎ ƛƴǘǊƻŘǳŎǘƛƻƴέ ŀŎǘƛǾƛǘȅ ǿƘŜǊŜ ǎǘǳŘŜƴǘǎ ƛƴǘǊƻŘǳŎŜ ǘƘŜƳǎŜƭǾŜǎ ōȅ ƛŘŜƴǘƛŦȅƛƴƎ ǿƘƻ 

they are, why they are taking the course, and what they expect to learn from the class. For general course-related 

ǉǳŜǎǘƛƻƴǎ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ǎŜƳŜǎǘŜǊΣ ŀ άǉǳŜǎǘƛƻƴ ŀƴŘ ŀƴǎǿŜǊέ ŦƻǊǳƳ ƛǎ ŎƻƳƳƻƴǇƭŀŎŜΦ hƴƭƛƴŜ ƛƴǎǘǊǳŎǘƻǊǎ ǘȅǇƛŎŀƭƭȅ ǊŜǉǳƛǊŜ 

students to ask questions in the forum so that answers can be seen by all students (as opposed to answering the same 

question 20 times via e-mail). 

 

1. Ensure the Edit Mode is On. 

 

 

 

2. Access the Discussions content area. 

3. Click Create Forum. 

 

 

 

 

 

 

 

 

 

 

How do I create a discussion  
Forum? 
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4. Enter a forum Name and Description. 

 

 

 

 

 

 

 

5. Adjust any additional settings such as Grading and then click Submit. 

 

 

 

 

 

 

 

 

 

There is your discussion forum. 

 

 

 

 

 

 






























































