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Introduction

This course style guide introduces a standardized means by which a Michener full-time program
course in Blackboard Learn should be organized and presented to students. The intent is to
provide a consistent learning experience in Blackboard across all full-time programs. Please use
this style guide as a resource to be referenced at any time as your prepare your course for an
upcoming semester.

Getting Help with Blackboard

If you have questions or require assistance, please contact:

o Michener’s Help Desk: for technical support, Monday to Friday between 8:00 AM and
5:00 PM at helpdesk@michener.ca

o Michener’s Blackboard After Hours Support: for technical support; Monday to Friday
between 5:00 PM and 9:00 PM and weekends and holidays between 9:00 AM and 5:00
PM at bbsupport@michener.ca

e Centre for Learning, Innovation and Simulation (CLIS): for all curriculum and
instructional design inquiries; Monday to Friday between 9:30 AM and 5:00 PM at
clis@michener.ca
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Logging into Blackboard

Access Michener’s Blackboard Learn system online and enter your username and password.
Your user name and password for Blackboard will be provided by Michener’s Blackboard
Administrator. Please note that Blackboard passwords are case sensitive.

Blackboard
learnt

USERMAME

| adealiveira

PASSWORD

|

_fl.'. rRot Youlr Passwd !'6{

Getting Help with Blackbeard ey, fuly 2. 2077)
Michondr's Help Desk: wockdays during fefuldr Buting s hawrs 31 4165863001 oxt. 3368 o halsdehdnkenords

After-Hours Support: wiekn'ghis fram SPM to $PM. weekends & halidays from SAM 1o SPM a2 BRiug oo Eemichandr L, of
Elackbaard Sunodet pape o Mhentrs wibgine

Kote: Blackboard Support can only take reguests refated to Blackboard, For assistanmce with Micresoft Cutfook e-madl
Powaet Campus Sell Sorde o IoREng 4nto & warkstation o8 Micheaer, pledse 0enlact Micheners Help Desk

Youwr request will Be answered a5 foon 35 postible on the day it £ receved prodded it is recebed before the after-haurs out-
off tim.

Additlanal Resources: Michenss hame SHape - DLeak E-mall - LRC/LIBrany Moo page - LR aloufnd’s - LRC Cala’apus -

= Pie o P E
iy « Copright
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My Institution Screen

The My Institution screen is the first page you see after logging into Blackboard. This page
contains several modules that allow you to manage your Blackboard account, view course
announcements and access courses in which you are enrolled.

1. Hot Spots: quick links to Michener services for Faculty and Students

2. Tools: access to tools such as Announcements and editing your Personal Information

3. My Announcements: contains recently posted announcements in your course(s)

4. My Courses: contains links to courses that you are enrolled in. The courses are
organized by the role you have them (i.e., Instructor, Student, Teaching Assistant, etc.).
For more information about course roles, see Appendix |.

Michener
11 rfSTlTUEE-

Cducation at U

2UHN

& sam Swdent

My Institution

Notfications Dashboard

[

+~ My Announcements

My Institution

Add Module

Hot Spots
Learn "‘3 Resource

Centre{LRC)

Student Suddess
Mietaark(SEN)
Blackbodrd Suppan
Michener Seif Service

E rﬂors

Annguncements

No [nztution Announsements bave been posted in the lest 7
s
No Course or Orgoniiatron Announdements hove been posted
i he fost 7 dlays,

Mofe anNcuntements...

Tasks
My Grades

Personal information

Persanalize Page

[

~ My Courses

Courses whene you are Instructor

BE-TEMPLATE: Michener Blackboard Course Template
(el currently evaniobie)

Courges whint you are: Sudent
ATC200: A Test Course - Level 2

RADS100%: Michenes/Lavrentian Sandbox

NGCYI12-WIT-FT; Nen-Gynecologic Cytalogy - Winter
2017

ATC100: Sandbox Course

My Tasks

Ly Tagiks:

Mo b g

MO Lasks,.
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Course Interface

There are 4 sections for every course page:

1. The Course Menu: Contains links to tools and content in your course

2. The Control Panel: Contains links to course tools, Grade Centre,
management and the Content Collection

User & Group

3. The Content area: This is where your course content is displayed to your students

4. Student Preview: Tool that enables instructors to view the course exactly as a Student
experiences it. You can enter and exit Student Preview as often as needed without

logging out of Blackboard.

5. Edit Mode: Tool that allows you to toggle between your Instructor view of the course to a
partial Student view of the course. Useful for quick testing the availability of content in

your course

& SomSwdent 6 ¥ d)

My Institution Courses

Michener Blackboard Course Template (Courseis unavailable to students) * Announcements n O Eat Mode is: (OFF B

v Michener Blackboard Announcements
Course Template

Announcements

Course Outline Welcome to COURSE CODE

Weekly Learning Plans Posted on: Thursday, Seprember 1, 2016 1:227:47 PM E0T
ASSessments

My Grades A W0 om0 MESSAS0" 5 3 G0t way 10 e8abish your Onkng pros0nte and it will Relp 10 roduio he
psychological ‘distanco’ botweon you and your stucdents, In our Full Timo courses it is ¢no of e

Contacts fest documents that students read. Use your info 1000 10 introduce yourseld, the course
and your expeclasions
Stwdent Resources Here are some suggestions for consinucling your $3g9:

Greeting

Discussion Board

o [ntroduce yoursell. the course, and the purpose of the welcome letlerimessage

Groups » You may ¢hooss 10 Enk 10 the Contact tool n the [0 hand meny hero 10 provide morg
Bographcal nfomation; othaawso Be surd 10 provmde 3 Ml more batkground about

yoursalf in an intal Eseusson forum

Help » Examplo: Add a “why is this course important?” statoment. Link this statemant 10 the
patent expanence, root itin clnical peactice

Courso Doseription

« Provide a bref overview of what the cowrse is about and how it will connect 1o ther Idelong
leasning

Course Management

¢ Control Panel n Course Format

o 168 ImpOant 0o Cloarly S0 "UNS 1S 3N OALA0 COUTSE™ O TS COWSO USAS A blondod
20peoach”

»  Course Tools o B0 $ure 10 Qxplain if thero will DO any requUred Mporson Class MAotngs Of roquired

suneheonous web conferences. for axamole. for 3 aroud oresentation of final &xam

> Content Collection

Megen Marsry
Aerecer
Bacenoars Course
Template
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Course Appearance

A course in Blackboard should be arranged so that students can navigate the course with a
minimum of direction. The Course Menu should provide quick access to what the student needs
with the fewest number of mouse clicks. Learning plans and assessment information should be
neatly organized so that the student understands what is required of them from one week to the
next. This organization also extends to the Content Collection (the repository for your course’s
content). The following are examples of the recommended arrangement for the Course Menu, a
learning plan, assessment information, Grade Centre and the Content Collection:

Course Menu:

The course menu’s appearance should be displayed in Text style for easy reading:
(©) i I & B

¥ BB-TEMPLATE (Michener
Blackboard Course
Template)

Announcements
Course Outline
Weekly Learning Plans

Assessments

My Grades

Contacts

Student Resources

Discussion Board

Groups

©0® © ©© © © © © © © ®

Help

Course menu items that must be included for all Michener Blackboard courses:
¢ Announcements (as your course entry point)

Course Outline

Contacts (Instructor or tutor contact information)

Weekly Learning Plans

Assessments

My Grades

Other course menu items can be added as required by the course, for example:
e Discussion Board
e Groups
e Journals
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How to Set Your Course Menu

In addition to the required menu items, some courses may need discussion boards, journals,
groups, etc. In order to add these tools to your course menu:

N

In the top left corner of your course menu, place your cursor over the “+” button
Select “Content Area” or “Tool Link”

a. Content Area: Selecting this options provides a section for course content

(documents, PowerPoint, web links...)

b. Tool Link: for tools such as Discussion Board, Blogs, Journals
Input a name for the course menu item in the “Name” field. Note: Try to keep the name
as short as possible
Click the check box “Available to users” to make the new course menu item available to

student users

Click “Submit” to complete the process
Using the Up/Down arrow icon on the left side of the newly created course menu item,
click and drag the new menu item to the desired position in the course menu

Blackboard Course
Template)

Announcements
Course Outline
Weekly Learning Plans
Assessments

My Grades

Contacts

Student Resources

Discussion Board

v BB-TEMPLATE (Michener u

®©O © © © © © © ©

Add Content Area

Name: |\ pe Resources - n

¥ Availableto Users
— E

Module Page
Blank Page

Cancel

Tool Link
Web Link

Course Link

Subheader Discussion Board

Divider Groups

Contacts

Help

Student Resources
LRC Resources
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Control Panel Tools

The Control Panel displays for users participating in a course with the role of Instructor,
Teaching Assistant, Course Builder or System Administrator. It contains links for accessing
course tools (such as Announcements, Discussion Board, Rubrics, Send Email and Tests,
Surveys and Pools), course reporting (Evaluations), the Grade Centre and Users and Groups.

Course Management

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center
Users and Groups
Customization

Packages and Utilities

Help
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Weekly Learning Plans

Weekly Learning Plans for each week or module should be organized in a way that allows the
student to understand what is expected of them from week to week. Well organized learning
plans consist of the following:

1.

The folder in which content for the week or module is contained. Include a short, one or
two sentence description of the topics contained in the folder.

The competencies for the week/module

The learning objectives for the week/module

The learning activities relevant to the week/module

Weekly Learning Plans

Build Content Assessments Tools Partner Content

o)

E'

Week | will provide you with an overnview of the Dasic Concepts of immunciogy and the (haractenstics and
functions of anigens Ind anidodies. Much of this material will De 3 review of concepts you studied in other
Micherer MLS Courses,

Module 1: An Overview of Immunology

Competency - Explain the dasic concepts of Immunology
Learning Objectives

3. Compare an antibody and an antigen,

b. Define the term Immunology.

<. Name the functions and characteristics of the Immune system.

d. identify the first. second, and third lines of body defense against microdial diseases,
& Compare innate and adaptive immunity.

1. identify the immune characteristics and functions of the five mature leukocytes.

HOW TO PROCEED
1. View:

* Immunology Overview (viceo 9:54)

hitou/ e youtube comiwatchvsL SYED-7eiNY
* AjJourney Through the Immune System (video 5:10)
DU Aeeceoutube cominatchhe=IGyS20vET Ty

* Immune Response-Bacterial Infections (video 5:32)
httou/Awwayoutube comiwatchiv=h3oOUMPS UM

2. Read: Turgegn Chaoter 1 Reprint
(POR)

3. View: Tureeon Chagters 1 Color Plate 1
(Word Document)

4. View PowerPoint:

e Mogule 1 (Volce-Over PPT)
o Modyle 1 9 (PPT no audio)
o Modyle 1 7 (POF With Notes for Printing)

5. Review: Turgean Chapter 1
Questions and Answers (Case Study, Review Questions and Additional Guestions) (Weord Document)
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Assessment Information

The Assessments section of the course should contain links and information for all assessments
in the course, even for those that are not delivered in Blackboard. The purpose is to provide
quick access to information on all assessments that are part of their final grade calculation. The
Assessments section should be linked in the Weekly Learning Plans where assessments are
scheduled to take place. Assessments can take the form of Tests, Assignments (for submitting
documents), graded Discussions and paper based offline tests and exams. The names,
description and grading information should match the course outline to maintain consistency.
The name of assessments should be written as follows: “PAT #: Name of Assessment (Week
due) - % of grade”. A brief description of the assessment instructions can also be copied from
the course outline.

Example of an Assessments page:

Assessments

Build Content Assessmeants Tools Fartner Content

Diractions:
The quizzes will be available at specific times during Weeks 3. 9and 14 in class or on Blackboard,

+ Week 3 quiz wall fecus on previcusly learned matenal from weeks 1 and 2
« Week 6 quiz will fecus on previsusly learmed maternal from weeks 31a 5
+ Week 9 quiz will focus on previcusly learned materal from weeks 10 &

Each guiz is worlh 10% and includes apgroximately ten (10) multiple choite questions and five () short answer
gquestions.

PAT 2: Written Assignment (Week 10) - 25%

Diractions:

Write an essay on an intersection of at least two majer themes discussed in class. You should have your fopic
selected and approved by faculty in Week 5. You essay must use APA format and adhers 1o 15 10 20 pags (3730 -
S000 word) Emit,

Acceplable decument formats are Microsoft Werd [deocx) and Adebe POF.

This assignment is worth 25% of your final course mark.
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Content Collection

The Content Collection is the repository for all documents and files in your course. Content for
your course should be contained in folders for each week or module in a way that mirrors how
course content is organized in your program directory on the Y:\ drive. Once content is uploaded
to the course Content Collection, it can then be linked in your course where students can
access it. Using Content Collection to manage the materials used in your course is essential in
order to avoid duplicate copies, particularly when updating files for a new section of the course
and to manage the amount of space your course occupies on the server at Blackboard

Managed Hosting.

Course Content: BB-TEMPLATE ©

View List Wiew Thurmbnails

The Content Colfection provides centrol file storoge for oll content. When creoting content for your course, you con link to items anywhere in
the Content Collaction, When you change on item in the Content Collection, all links to the item reflect those changes, Using the links in the
Cantrol Panel, vou can gocess the cantent in your present course, in oll courses you teach in ol of your organizations, or in oll of the courses

in the institution. Mare Help

Upload Create Folder

#  Download Package Copy
FILE
e MAME
== Course Outline
=] Week 01
=] Week 02
=] Week 03

Kove

Delete

EDITED

Aug 14, 2017 8:36:35 PM

Aug 14, 2017 8:36:54 PA

Aug 31, 2018 614131 PM

Aug 31, 2015 6:14:31 PM

SIZE

36O KB

Set Up Web Folder

Refresh

PERMISSIOMS

[
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To create a folder in Content Collection

1. In the Control Panel, click “Content Collection” and then click on your course code (ex:

ANRD121-W17-FT)
2. Click the button “Create Folder”
3. Input a name for the folder into the “Name” field

4. Click “Submit” to complete the process

Course Managemint

Cantrol Panal

o n
G e o 1]
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Uploading Files to Content Collection — Single & Multiple Files

Files can be uploaded to the course content collection in two ways: Single File and Upload Zip

Package.

1. Inthe Content Collection, enter the folder in which you want to upload your files

2. Place your cursor over the “Upload” button and select “Upload Files”

3. Click the button “Browse My Computer” to select a single file or click and drag files and
folders from the Windows Explorer (or Mac Finder) into the dotted box

4. Click “Submit” to complete the process

e Week 01 AUE 14, 2017 8:36:54 PM 0 =
Upload Create Folder
Upload Files
diphaad g o snpeg Iien Ba i ol
FILT INFORMATION
23 26
Fix
e %
g R Erowse by fnmzute E
"
o i e e e H
mahad figs
s Nam
03 Eackiboard Guick Tips Hthpd? Blackboard Guick Tios 261 rst 3tae
O FaxBasd Quds Tl 200t Eagaiand Qo Tgn 190

iz Sarbnlt 0 proceed. Clhck Canced 1o g0 bavic

5o s attach
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Uploading Files to Content Collection — Upload Zip Package

This is the other method for uploading multiple files and folders. Note: files and folders need to
be packaged into a .zip file before proceeding with this process.

Create a .zip package on a Microsoft Windows PC

1. Inthe Windows Explorer, select all the files and folders you wish to place into a .zip
package

2. Right-click on the selected files and folders and select “Send to” - “Compressed
(zipped) folder”

3. Re-name the newly created .zip package as desired

e

Eaaady B L

Y T YT |
1. Agends end (¥ Browee ol with PeaZio
1. Literature Revie = Ueskiop g ol
1. Policy and Prog¢ Create shortcut _; Docinats
§ Project Managg Delete ¥ Extract here (in new folder)
I, Style Guide Rename ¥ Edroct here
1. ToR ‘ Properties 3 | Bdract.
&) Michener Black E 53
- - 23 Faxrecipient
@] Michener Blackboard Course Style Sheet- draft - JH JL Comment... " BTN
) Michener Blackboard Course Style Sheet- draft V2 - 07-05-17.docx | = " recpent
) Michener Backboard Course Syl Sheet-drat V2.-07-07-17.doce_| & OPE0 2 31chive
@) Michener Blackboard Course Style Sheet- draft.docx 53 | Skype
= +"  Testarchive(s)
2 Name . Date modified Type
1. After Hours Support 06/07/2017 516 PM  File folder
1. Agenda and Minutes 06/07/2017 12:37 ...  File folder
I Archives 09/05/2017 3:00 PM  File folder
1o Literature Review 08/06/2017 11:54 ...  Filefolder
1. Policy and Procedures 08/06/2017 11:53 ...  Filefolder
1. Project Management Tools 06/07/201712:37 ... File folder
; Style Guide 08/06/201711:47 ... File folder

m

15/05/2017 3:39 PM  Fale folder
R -

07/07/2017 11:58 ..,

&) Michener Blackboard Course Style Sheet- draft V2 - 07-05-17.docx  05/07/2017 11:50 .. Microsoft Word D...
&) Michener Blackboard Course Style Sheet- draft V2 - 07-07-17.docx  07/07/2017 11:23 ., Microsoft Word D.
&) Michener Blackboard Course Style Sheet- draft.deex 23/06/2017 3:51 PM  Microsoft Word D.
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Create a .zip package on Apple mac OS

1. Inthe Finder, select all the files and folders you wish to place into a .zip package
2. Right-click on the selected files and folders and select “Compress # items”

3. Re-name the newly created .zip package as desired

v 1) Weak 3.2ip Folder

Open
Open With >

> Move %0 Trash

Get Info

Compeess 5 Itoms n
Duplicate

Maks Alias

Quick Look 5 items

Share >

Copy 5 Items

Show View Options

Tags...
®e L X N N J

Scan with ClamXAV
Revesl in Finder

|

Week 1.2
eek 1.zip Folder » Michener Bla...-05-17.docx
Michener Bla...Centre.docx
€1 Michener Bla...-05-17.docx
Michener Bla...-07-17.docx

—

vvvvvvvvl’
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Uploading the Zip Package to your course Content Collection
1. In the Content Collection, enter the folder in which you want to upload your .zip file
2. Place your cursor over the “Upload” button and select “Upload Zip package”

3. Click the button “Browse my Computer” to select a .zip file or click and drag a .zip file
from the Windows Explorer (or Mac Finder) into the dotted box

4. Click “Submit” to complete the process. The contents of the .zip file will be automatically
extracted into the selected folder in the Content Collection

Downicad Pagkage Copy Mgre Delete Refresh
w: NAME EDITED 5 PERMISSIONS
= Course Outling Aug 14, 2017 8:26:35 PM SE5K2 it
m ol & VWeek OF AUE 14, 2017 §:36:54 PM 0 el
= Week 02 Aug 31, 2016 6:14:31 PM 0 P
Upload Create Folder
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Upload Zip Package
Uplood o 2P fife and urpodhape the Conttnts in this folder. To upioad a TP filt without ungacking the Conttnts, use the Uplsed Filts option.

* Ingdicates 3 required field,

FILE INFORMATION

Browse 1o sefect ¢ fife to uplood,

File

.i-------.----------- - ---------.----.---------------‘
]

[ ]
L ]
: Attach Fles Erowse My Computer 1]
L]

1
1

0 1f selected, the system avtomatically cvenwrites the exsting file with the same name.

Select File Name .
Encoding Change this setting only of the peckoge contoins files with nomes that are encoded using
known. uncomiman enceding. Otherwee, use the Syitem defoull value.
Default (UTF-5) *

Click Submit o procoed. Click Cancel to go back
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Success: Item added.

Course Content: Week 01 &

View List

View Thumbnails

7he Content Collection provides centrol file storege for ¢li content. When creating content for your course. you ¢on link to items onywhere in
the Content Collection. When you chonge on item in the Conteat Colfection, oll links to the item reflect those chonges. Using the links in the
Control Ponel. you Con GCCess the Content in your present Course, in ol courses you teech, in ¢l of your orgenizotions. or in oll of the courses

in the institution. More Help

Upload Create Folder

> | Download Package Copy Move Delete

FILE "
(@) TYPE NAME
8| & Michener Blackboard Course Style Sheet-
draft - 07-05-17.docx
Michener Blackboard Course Style Sheet-
0 & draft - JH JL Comments on Grade
Centre.docx
a8 & Michener Blackboard Course Style Sheet-
draft V2 - 07.05-1 7.docx
18 e Michener Blackboard Course Style Sheet-
1 draft V3 - 07-07-17.docx
@ a Michener Blackooard Course Style Sheet-

draft.docx

[

EDITED

Sep 1, 2017 2:55:25 PM

Sep 1, 2017 2:55:26 PM

Sep 1, 2017 2:55:26 PM

Sep 1, 2017 2:55:26 PM

Sep 1, 2017 2:55:26 PM

S12e

3.69M8

227 M8

369M8

329Mm8

223 M8

Set Up Web Folder

Refresh

PERMISSIONS

Page 19 of 35



Overwriting a File

Overwriting a file in Content Collection is the recommended process for managing files that
need to be updated but also appear in multiple places in your course. It eliminates the need for
having multiple copies of the same file present in Content Collection making it easier to manage
the content in your course. Once a file is overwritten, the change is reflected everywhere in the
course it is linked in the course.

1.

2.

In the Content Collection, navigate to the location of the file to be overwritten
Place your cursor over the file and a chevron button will appear next to the file name
Click the chevron button and select “Overwrite File”

Click the button “Browse my Computer” to select the new file or click and drag the new
file from the Windows Explorer (or Mac Finder) into the dotted box

Click “Submit” to complete the overwrite process

FOur coarse, you con ek 80 e oymiere it
iy 85 the emt refiect thate chonpes. Lt the ks io She
you doach, i ol of yoor acpeniationt. o in o of the coorsed

the Contere Lo S you AP 01 e in the Cactent
Control Ponel you o0 Soeit the content it )
A witasen Aore Melp

Upload Create Folder $et Up Web Folcer

Dimetiand Feirage oy Ve Ceeir Foties>

242 12017 2555 P sS40 M0

-
y Blatk Course Styte Sheet

- ik JH L Comerats 03 Grace %5 1. 3017 24526 PM e )

- Michoser BUCDIINS COurse SIFR SNRE o\ a0 sgung on AU

- dram V2. 070517 deex Ll 9 o
Maehater Blackbesnd Course Shyte Shest

= ARV AN daei s d oo 05 1. 3017 24526 Pm smmes

L Sral doey ’ T L0 2saem 258 )
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Upload Create Folder

NAME EQITED

Michener Blackboard Course Style c
0o draft - 07:08-17.docx & m 560 1,2017 2:55:25 PM

Michener Blackboard Course Style Sheet-

0 & draft « JH JL Comments on Grade Sep 1, 2017 2:55:26 PM
Centre.docx

Course Content: Week 01 ©

The Content Collection provides centrol file storoge for oll content. Yihen Creoting <o
the Content Collection. When you change on it ° lnks ¢
Control Ponel. you <o cocess the contentin ~Jyou
in the institution, More Help Open

340" View
Upload - Create Folder

PErmissions

2 Alignmenss (Nore)
Cowmiceasacuage | Copy |} OvwmiesdPackage
Copy
- e AL
B e NAME Move
PO R
o~ Michener Blackboan e
Ed e 2 .
b & draft « 07051 7.docx Y007

Overwrite File
Ulood one or move files to this folder

* Indicates a required field.

FILE INFORMATION

Srowse to select o file to uplood. T ted will replace the current file.

SIZE

3.69 M8

227 M8

« File
...-.-........-.-- -......-..--.....-.-.--.....\
.
]
L]
: Attach Files Browse My Computer :
1
: ;

Set Up Web Folder

Refresh

PERMISSIONS

e
Click Submit to proceed, Click Cancel to go bock.
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Edit Settings (to change the name of a file)

After overwriting a file in the Content Collection, it may be necessary to update the file name
(ex: for a course outline)

1. Place your cursor over the file and a chevron button will appear next to the file name.
2. Click the chevron button and select “Edit Settings”
3. Inthe “File Name” field, update the file name to reflect the newly updated file

4. Click “Submit” to apply the change
Note: the Edit Settings step is only required of there are minor differences between the
old and new files, such as changing the year from 2016 to 2017 in a course outline

Upload Create Folder Set Up Web Folder
=
Download Package Copey Move Deleoe Refresh
FILE 5
NAME EDITED SIZE PERMISSIONS
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éﬂ_' draft « JH JL Comments on Grade Sep 1, 2007 25526 PM 227 MB
Cantre.doc

Course Content: Week 01
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drai - 07-05-17.decx

Page 22 of 35



Edit Settings Michener Blackboard Course Style Sheet- draft - 07-05-17.docx

* Indicates a required field.

i
FILE IN{ERMATICIN

Eisd i | | Michener slackboara Course Styte Sheet: draft - 07-05-17.d0¢| |

Changes here affect the file nome in Course Files. To change the link text. edit the item.

Wieb Folder URL httpsffmichener.blackboard.comrbboswebdawcourses/as.
TEMPLATEMeek¥2001/Michener¥208lackboard¥ 20 ourse¥205tyle % 205heet-
¥20draft¥20-%2007-05-17.docx

Permanent URL httpsai/michener.blackboard Combboswebdawxid-957311_1
File Type applicationfnd.openxmif
File Size 369 MB
Owner SYSTEM
Created By Sam Stedent
[]
Click Submit to proceed. Click Cancel to go bock. Cancel Submiz
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Linking files from Content Collection

Files and links to external resources can be linked in the learning plans using the Content
Editor, attached to an Item or as stand-alone items. Where possible, it is recommended that files
be linked within the learning plans using the Content Editor to place them within the context of
their respective learning plans. Once a file has been uploaded to the course Content Collection,
it can be linked anywhere in the course as many times as necessary without the need to upload
multiple copies of the same file.

The Content Editor

The Content Editor is the tool that allows you to add formatting to text, insert images and
hyperlinks in a way that is similar to popular word processing software.

Text

?T T F Paragraph ¥ Arial ¥ 3(12pt) viE-iE-T-#2-@ Q3§ 32
XDoa =EEEEE T v — = o B

Q@ k B £ wmshps - 1 « @ @ 0 BB HTHL 55

Competency - Explain the basic concepts of Immunalogy
Learning Objectives

a. Compare an antibady and an antigen.
b. Define the term immunology.
c. Mame the funclions and characteristics of the immune system.
d. Identify the first, second, and third lines of body defense against microbial diseases.
e Comnare innate and adantive immunity
Path: p = strong Words: 135 p

-

Page 24 of 35



Link Content Using the Content Editor
This is the preferred method of linking content in your Learning Plans.
1. Edit the desired Item in a content area
2. Highlight the text for which you want to link a file from Content Collection
3. Click the “Insert/Edit Link” button in the Content Editor (it looks like a little chain link)

4. In the Insert/Edit Link window, click the button “Browse Course” to select the desired file
from the Content Collection

5. For the Target drop-down menu, select “Open in New Window (_blank)”

6. For “Title”, input a short description of the file being linked. This is a necessary
accessibility feature to comply with Provincial AODA legislation

7. Click the “Update” button to complete the file link

8. Repeat steps 2-7 to link additional files in the Item

9. Click “Submit” to finish editing the Item containing the new file link

Week 1: An Overview of Immunology

Build Content Assessments Tools

Module 1: An Overview of Immunology
Competency - £xplain the basic concepts of Ime
Learning Objectives

2. Compare an antdody and an antigen,

b Define the term immunoiogy.
c. Name the functions and chacacteristics of ¢
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- Name Week 1: An Overview of Immunclogy
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Grade Centre

The Grade Centre is a spreadsheet-like tool where assessment grades are recorded and
weighted according to the course outline for the purpose of calculating the student’s final grade.
The arrangement of the Grade Centre columns should mirror the arrangement of the
assessments in the Assessments section of the course in order to be consistent between the
course outline, the Assignments section, the student’s My Grade tool and the Instructor’s Grade
Centre. Some assessment tools, such as tests, assignments and gradable items (discussions,
blogs, journals, etc.) are automatically created when the assessment is created or made
gradable. Where possible, it is recommended you use gradable items in Blackboard for
assessments for automatic column creation in the Grade Centre. Offline and paper based
assessments require columns to be manually created in Grade Centre. Grade Centre totals can
be Weighted or Totalled (for more information see link).

Weighted vs. Total Columns
Weighted and Total columns calculate grade information differently. The difference is as follows:

Weighted — Includes only columns for assessments that count toward the final grade in the
course outline. You set each assessment's raw score to be converted to a percentage of the
final grade totalling 100%. Assessments should be weighted according to the course outline so
that the final grade is correctly calculated regardless of each assessment’s raw score.

Total — A cumulative total of the raw scores for all columns in the Grade Centre.

Grade Center : Full Grade Center
The Full Grode Center displays off columns ond rows in the Grode Center ond is the defoult wiew of the Grode Center, More Help

Create Column Create Calculated Columin Manage Reports Filter Work Offline

MoveTeTop  Email BOrtColumns BY:  uoicposmien - OT9RT ypeccanding

Grads [nformation Bar

LAST WAME FIRST NAME WEIGHTED TOT S TOTAL PAT 1: READINE
Student Group 1 -0.005
Student Group 2 =000
Studen: Graup 3 0,005
Student Group 4 0,005
[Selected Rows: 0 O
Mave To Top Email leon Legend
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To arrange the column order in the Grade Centre

1.
2.

In the Control Panel, click “Grade Centre” and select “Full Grade Centre”
Place your cursor over the button “Manage”
Select “Column Organization”

In the “Not in a Grading Period” section, use the multi-directional arrow buttons to click
and drag Grade Centre items into the desired position

Click “Submit” to apply the change

Course Tools
Mlumn Manage Reports
Evaluation
Grade Center Grading Periods
Needs Grading Grading Schemas
F 3 Loy Grading Color Codes ]

Assignments

Categories

Tests .
Smart Views

Users and Groups Column COrganization ﬂ
Rew V

Row Visibility

Customization
— Send Email
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0.00%
Help
s %
{% Not in a Grading Period B
K Weighted Tozal Notin o Grading Cokcuazed Grade Nore 12.5 (may
Pericd vory by
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3 Tosa! (Exzernal Grade) Not in 8 Grading Colculased Grade Nore 70 {may
Pericd vary by
szuderr)
L PAT 1: Readiness Quizzes (Weeks Netin a Grading Tes: Neoe Mar 29, <
3,689)-30% Peried 07
3 PAT &: Engagement in Learning Notin 8 Grading Assignment Nooe Nore 10
(Each Weeks Synthesis Due Week Pericd
1) 10%
< PAT 2: Wiraten Assignmens (Week Notin o Grading Assignment Nooe Nore 25
10)-25% Period
7 PAT 3: Learning Directed Actvity Netin a Grading Assignment Neoe Nore 33
(Weeks 5 7 &8)-35% Pericd
Show/Mide Change Casegory so.. Change Grading Period to..

Click Submit to proceed. Click Cancel to go back. Concel m
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Creating a Grade Centre Column

Grade Centre columns for assessments held outside of Blackboard need to be manually
created to ensure the final grade is calculated according to the course outline.

1. Inthe Full Grade Centre, click the button “Create Column”

2. Input a name for the column in the “Column Name” field
Note: The Grade Centre Name column is optional and is only displayed in the Grade
Centre, not the student’'s My Grades Tool

3. For the drop-down menu “Primary Display”, leave it at the default setting “Score”
4. Input the raw score into the “Points Possible” field (Note: this is a required field)
5. Set your display options in the Options section

¢ Include this Column in Grade Center Calculations: Yes or No

e Show this Column to Students: Yes or No

¢ Show Statistics (average and median) for this column to Students in My Grades:
Yes or No

6. Click “Submit” to complete the process and return to the Grade Centre
New Grade Centre columns appear on the right side of the Grade Centre.

Grade Center : Full Grade Center
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Create Grade Column

Grade Columns represent ony student effort thot is meesured. Columns for gradoble items are odded to the Grade Center outomaticolly. Wor
that is not cutomoticolly groded con be meosured in the Grade Center by crecting ¢ Grode Columa. More Help

* Indicates 3 required field,
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Click Submit to proceed. Click Cancel to go back. Cancel Submi
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QFTIONS

o,

Setect Ne for the first aption to exclude this Grede Center column from caltulations, Select Ne for the second oplion e
Fiche siis cofumea from Studients in My Grades. Sefect Yes for the thicd option o shew colunm SEeristics o Stdents in My

Include this Columnin & Yes () No
Grade Center
Cakulations

Show this Columnito W Yes () Mo
Sudents

Show Statistics (average () Yes = No
anvd madian) for this

column [0 Students in
My Grades

Click Submit to proceed, Cick Cameel to g0 back Cangel SaTE

**Columns for assessments created in Blackboard (Tests, Assignments, Graded
Discussions/Blogs/Wikis and Journals) are created automatically in the Grade Centre.
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Weighting Grades

Grades should be weighted according to the course outline using the Weighted Total column.
This means that regardless of the raw scores for each assessment in the course, they will be
correctly calculated as their respective percentages of the final grade.

To weight the grades for your course in the Grade Centre:
1. Place your cursor over the title for the Weighted Total column and
2. Click the chevron button and select “Edit Column Information”
3. Leave the Primary Display set to “Percentage” and the Secondary Display to “None”

4. In the “Select Columns” section, choose the relevant Grade Centre columns. Note: you
can choose multiple columns by holding the Shift or Control keys.

5. Click the right-facing arrow to move the selected columns into the “Selected Columns”
field

6. Input the percentage weights for each assessment according to the course outline.
Percentages need to add up to 100%

7. For the option “Calculate as Running Total”, select “No”

8. Set your display options in the Options section
¢ Include this Column in Grade Center Calculations: Yes or No
e Show this Column to Students: Yes or No

o Show Statistics (average and median) for this column to Students in My
Grades: Yes or No

9. Click "Submit” to apply the changes

%N I
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Edit Weighted Column
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Appendix |
Course Roles

Instructor — Instructors have full access to the course. This role is generally assigned to the
person developing, teaching, or facilitating the class. If a course is unavailable to students,
users with the Instructor role may still access it. The instructor role can control tool availability.

Teaching Assistant — Users with the Teaching Assistant role have access to most of the course.
If the course is unavailable to students, teaching assistants may still access the course.
Teaching assistants can't remove an instructor from a course.

Student — Student is the default course user role. A user with the role of Student submits
coursework and participates in discussions. Students can't create or grade course items.

For more information, please visit the Blackboard Course Roles page.
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