Add a Syllabus - Open a Discussion Forum - Make course available

Add Syllabus

1. Login to Blackboard at blackboard.capital.edu with your capital credentials
2. Locate your course — note that current courses have a course ID that ends in 09FA and click on
the link even though it will say unavailable next to the course.
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3. Inthe course click on the “Course Information” button (second button down)
Course Information
4. Then click on “Edit View” in the upper right hand corner
ECOLOGY 101 (ECOL 101 01 0TUA) > COURSE INFORMATION EDIT VIEW
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5. Click on the first icon on the left says “Item” with a plus sign next to it.
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6. Insection 1 enter a name and any descriptive text that you may want to add
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7. Scroll down to section 2 and click the “Browse” button and use the dialog box that opens to find

your syllabus
@ Content

Files can be attached to the above information. Click Browse to select the file to
attach and specify a name for the link to this file.
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8. Click Submit

Subrmit

Open a Discussion Forum
1. While still in the course click on the “Discussion Board” button (seventh button down)
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2. Click on the button that says “Forum” with the plus sign next to it

M
ECOLOGY 101 (ECOL 101 01 O7U1) > DISCUSSION BOARD
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3. Insection 1 you must give the Forum a name — this could be as simple as General

4. In section 3 review any of the settings that you may want to use

€ Forum Settings

[] Allow anonymous posts
[ Allow author to remove own posts
All posts
Only posts with no replies
[ Allow author to modify own published posts
[] Allow post tagging
Allow users to reply with quote
Allow file attachments
Allow members to create new threads
Subscribe & Do not allow subscriptions

O Allow members to subscribe to threads

) Allow members to subscribe to forum

Include body of post in the email
Include link to post

[] Allow members to rate posts
[] Force moderation of posts
Grade & No grading in forum

{0 Grade Forum: Paints possible:
) Grade threads

5. Click Submit

Turning on the course



1. Click on Control Panel in the boxes on the left under the purple buttons

Communication

Ed Course

@ Control Panel

| {2 Refresh

2. Go to “Settings” under Course Options
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3. Click on “Course Availability” (Second link down)

P Course Name and Description

P Course Availability

P Guest Access

P Course Duration

» Enrollment Options

P Cateqorize Course

P Course Entry Point

P Observer Access

P Set Language Pack

4. Choose Yes
@ Set Availability

Make this course available to users?
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Click Submit to h. Click Cancel to quit.

5. Click Submit
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