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Getting Started

1- What do | need to do to enter Blackboard for the first time?
2- How do | login to Blackboard?

Changing Username/ Password
3- lcan't remember my CUNY portal (Blackboard) password. What do | do?
4- How can | ask for a new CUNY portal (Blackboard) password if | am a visitor?
5-  How do | change my CUNY portal (Blackboard) password?

Accessing Courses

6- | was able to open My Page at CUNY Portal, but | did not find a Blackboard link on the site. What
do | do?

7- Can | use an AOL browser to access blackboard?

8- | am registered in several courses, but some of my classes are not showing up on my Blackboard
site. Why aren't they listed?

Getting Email
9- Why am | not receiving e-mails from my Blackboard classes?

10- Where can | find the e-mail address linked to Blackboard?
11- How can | change my e-mail address in Blackboard?

12- How do | access my Brooklyn College email account?

Sharing Documents
13- How can | find the digital drop box in Blackboard?
14- How do | access the Assignment or SafeAssigment functions?
15- What do | need to do if by mistake | submitted the wrong Assignment or SafeAssigment document?
16- Which are the differences between Assignment and SafeAssigment?
17- | .am having problems uploading documents to Blackboard. Can you give me some help?
18- How do | upload iTunes Content on Blackboard?
Answering Online Test
19- How do | answer online Tests & Quizzes on Blackboard?
20- What do | need to do if | have technical issues when taking the test?
Working with Discussion Thread
21- What is a threaded discussion on a Blackboard Discussion Board list?
22- Where do | access a Group Discussion on Blackboard?

Finding Help
23- Where can | find the Blackboard Manual?
24- Where can | ask for help on Blackboard?

Others

25- Courses from a previous semester are still listed in My Blackboard site under “My Courses”. | only
want to see the courses that | am currently taking. How can | eliminate these links?

26- How do | enroll myself in a Blackboard organization?
27- Where do | find grades for my Blackboard classes?
28- What plug-ins should | use for Blackboard?




Getting Started

1- What do | need to do to enter Blackboard for the first time?

Answer

If you are a Brooklyn College student, faculty or staff member, a Blackboard account has been
reserved for you. Before using it, you must first set the account up, specifying your account
preferences. Blackboard is accessed through the CUNY Portal.

CUNY Portal and BC WebCentral are different sites

To set up or verify your CUNY Portal account:
1- From any Internet-accessible computer visit the CUNY portal at
https://cunyportal.cuny.edu

2- For your one-time account set up, click on Register for a New Account>> link
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For your one-time account

Welcome == Portal Log-in / Citizen CUHY

for a New Account>> link

Portal Log-in/ Citizen CUNY J
Help PORTAL LOG-IN
Portal FAGS Existing Portal Users: If yo/are a prior portal user, please do not re-register to use the Citizen CUNY portal. All users,

howwever, will need io reggate any hookmarksifavaorites on the new MyPage
Email / Contact Us

Student’F acult'Staff email senvices are
administerad on each CUNY campus Your session has timed out.
Information available at Campus Help Desks==

Register for a New Account == Account and Password Reset == E-mail a New Password ==

Make this web site talk: LEe e ‘7|

get textHELP | 7 Password: | |
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ALTERNATIVE BLACKBOARD LOGIN- -

I T G S RSN  set up, click on Register

3- You will be given several options. If you are a student, click on Student.
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Welcome > Portal Log-in/Citizen CUNY
Portal Log-in/Citizen CUNY
NEW USER REGISTRATION

PLEASE SELECT THE OPTION THAT BEST DESCRIBES YOUR CURRENT ROLE WITHIN THE UNIVERSITY:

Student | am currently enrolled as a student at a CUNY college.

Faculty | am currently a faculty member at a CURY college

Click on Student

Staff () I the university.

Applicant la

Visitor

Alumni | am a graduate of one ar more CUNY colleges
Cont Ed | am a continuing education student.



https://cunyportal.cuny.edu/

4- On the user validation screen, enter your last name (case not important), your 9-digit
Student ID number [Social Security number] and your birth date. Click the Next button.

5-  On the following screen confirm that the information you have entered is correct. Click
Confirm if correct data is entered. If you made a mistake, click Cancel and re-enter you

information.
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Portal Log-in/Citizen CUNY

REGISTRATION
PLEASE VERIFY YOUR INFORMATION:

Ifyou are a student, faculty, or staff member and are unsure of your username or registered e-mail address, re-validate
your aceount by entering your confidential infarmation below:

\) Last Mame !_' |
4% Enter your Social Security Mumber

Social Secur o - -
in e b | -1 -l gl without spaces or dashes

(forwerification purposes only)
Enteryour date of birth in the

) o T
RatcorBith (i) | o] 195 vy | following format; memiddisny

Help

FAQs

VALIDATION TIPS

Transmitting information on the registration page is performed using secure encryption protocals. When creating a CUNY
Fortal account the social security number you provide must match the number on file in our University's student or human
resource information systems. You are only asked to provide your confidential infarmation to validate your account for Portal
access We do not store it outside our existing systems. ITvou are experiencing dificulties registering please contactyour
college help desk ar personnel office to assistyou

Possible Problem: If the screen says "One or more fields below did not exactly match the
data we have in our records. Please try again” then enter your information again.

Note: If the screen shows the same message, it may be due to a problem during the
registration process.

Resolution: If you are having trouble registering with the CUNY Portal because of incorrect
information or an inability to verify your information, please contact:

Brooklyn College Help Desk [Monday — Friday, from 9:00 AM — 5:00 PM]:
E-mail: < HelpDesk@brooklyn.cuny.edu >
Telephone: 718.677.6180

Include in your email the following information:
a- Your full name

b- Your date of birth

c- Your email address

d- Courses in which you are enrolled

e- And an Explanation of the problem

6- Now you must select a username. The log-in process will choose one for you (usually
your first initial and last name) but you may change this if you wish. After the username,
select a password and enter it twice. Enter your preferred e-mail address as well. This
will be made available to your professor and fellow students. Click on the Save button,
after checking your information for correctness.


mailto:HelpDesk@brooklyn.cuny.edu

Password Rules: Passwords must be at least 6 characters. They can contain any alphanumeric
character (A-Z/0-9), no spaces or punctuation.

7- You have completed the account set-up. Be sure to WRITE DOWN your username and
password in a secure place.
8- You should wait for a minute, and then you will be able to login.

2- How do | login to Blackboard?

Answer

1- From any Internet computer visit the CUNY portal at https://cunyportal.cuny.edu
2- Enter your username and password into the Authentication window and then click on the
Log-In button.
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Portal Log-in/ Citizen CUNY

Enter your username and password

Help PORTAL LOG-IN N A . N
Portal FAGS Existing Portal Users: If you are a pri into the Authentication window and
howwever, will need {o recreate any bo| then CI|Ck on the Log_ln button.

Email / Contact Us Register for a New Account == w5
Student’F acult'Staff email senvices are
administerad on each CUNY campus Your session has timed out.
Information available at Campus Help Desks==

Make this web site talk: LEe e ‘7

get textHeLp || 7 Bemswibiyl |

Browsealoud -/

ALTERNATIVE BLACKBOARD LOGIN- -

3- Choose Blackboard button

e |
lBI}] Blackboard ‘\[ Choose Blackboard button
—t I

4- You will be brought to your own Blackboard Welcome page!
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= Emwmency Sysiem Maintenance January 22, 30081 730 - 530 AM
No course srrouncements have been posted in the last 7 days
N Organization announcements have boon posted in tha last 7 days
iy
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Changing Username/ Password

3-1 can't remember my CUNY portal (Blackboard) password.

What do | do?

Answer

The following steps will walk you through requesting a new password and username.

1-Go to the CUNY Portal Login page at https://cunyportal.cuny.edu

2-Click on the Account and Password Reset>> link.
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ABOUT

Click on the Account and

reeeees Password Reset>> link

Welcome == Portal Log-in / Citizen CUHY

= Future Students « Current Students = Faculty/Staff « Alumni

=

Portal Log-in/ Citizen CUNY

Help
Portal FAGS

PORTAL LOG-IN
Existing Portal Users: If you are a prior partal

Email / Contact Us

Student’F acult'Staff email senvices are
adrinisterad on each CUNY carmpus
Information available at Campus Help Desks==

Register for a Hew Account ==

Your session has timed out.

Make this web site talk: LEe e ‘7|

get textHELP | 7
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ALTERNATIVE BLACKBOARD LOGIN- -

howwever, will need {o recreate any hookmarksifaw

Account and Password Reset ==

Passworid: 1

ef, please do not re-register to use the Citizen CUNY portal. All users,
g'e= on the new MyPage

E-mail a New Password ==

3-You will be brought to a Validate CUNY Affiliation page where you will have to type in

your information:
a. Last Name
b. Social Security Number
c. Date of Birth

1= Gy
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Wiglcome »» Portal Leg-in/Citizen CUNY

Portal Log-in/Citizen CUNY
REGISTRATION

PLEASE VERIFY YOUR INFORMATION:

your account by entering your confidential information below,

Last Marna [ |

Social Security |

Mumber
Date of Birth ] [ o[ 1808 [y |
Help
Mext
FAOs

VALIDATION TIPS

= Future Students -

EMPLOYMENT

Ifyou are a studant, faculty, or staff member and are UnNsure of your Username or registered e-mail addrass, re-validate

Enteryour Social Security Number
without spaces or dashes
{forwerification purposes only)
Enter your date of hirth in the
Tollowing format; mm/ddinyyy

a Find It a College WWebsites Text Wersion

Current Students = Faculty/Staff « Alumni

SEARCH (®) JEGEIZ ML

Transmitting information on the registration page is performed using secure encryption protocols. YWhen creating a CUNY
Portal account the social security number you provide must match the number on file in our University's student or human
resource information systems. You are only asked to provide your confidential information to validate your account for Poral
access. Ve do not store it outside our existing systems. If you are experiencing dificulties registering please contact your
college help desk or personnel office to assist you.

4- After completing the form click the Next button.
5-On the following screen confirm that the information you have entered is correct. If you
made a mistake, click Cancel and re-enter your information.
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Welcome »» Portal Log-in/Citizen CUHY

Portal Log-in/Citizen CUNY
REGISTRATION

PLEASE VERIFY YOUR INFORMATION:

Lagt Marme: Peters
Social Security Mumber:  XXX-XX-3098
Date of Birth: 09/15/1982

6- The Password Reset page will show you your username and the option to create a new
password.

7-Type your new password twice.

8-Click the Save button.
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Portal Log-in/Citizen CUNY Your username ]
PASSWORD RESET

HOUr username is apeters

Flease choose a new password below

Mew Pagsword: | |

/‘ Canfirm MNew Passward: | |

= Save Cancel

Resolution: If you are having trouble registering with the CUNY Portal because of incorrect
information or an inability to verify your information, please contact:

Brooklyn College Help Desk [Monday — Friday, from 9:00 AM — 5:00 PM]:
E-mail: < HelpDesk@brooklyn.cuny.edu >
Telephone: 718.677.6180

Include in your email the following information:
a- Your full name

b- Your date of birth

c- Your email address

d- Courses in which you are enrolled

e- And an Explanation of the problem
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4- How can | ask for a new CUNY portal (Blackboard) password if
| am a visitor?

Answer
The following steps will walk you through requesting a new password and username. You must
have a valid CUNY Portal username to request a password.

1-Go to the CUNY Portal Login page at https://cunyportal.cuny.edu
2-Click on the E-mail a New Password>> link.
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Click on the E-mail a
New Password>> link
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Help PORTAL LOG-IN
Portal FAGS Existing Portal Users: [fyou are a prior portal user, please do not re-register to use the OWgen CUNY portal. All users,
howwever, will need {o recreate any hookmarksifavorites on the new MyPage

Email / Contact Us

Student’F acult'Staff email senvices are
administerad on each CUNY campus Your session has timed out.

Infarmation available at Campus Help Desks==
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Register for a Hew Account == Account and Password Reset == E-mail a New Password ==

ALTERNATIVE BLACKBOARD LOGIN- -

3-Enter your username and press the E-mail Password button.
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Portal Log-in/Citizen CUNY
EMAIL A NEW PASSWOR

Enter your Username below. If it matches an existing account we will e-mail a new password to your registered e-mail
address.

= Usernarne [

E-mail Password

4-Click on E-mail Password button.

IMPORTANT: You will receive your password within a minute at the e-mail address
associated with your CUNY Portal account. If you do not remember your e-mail listed at
CUNY Portal, please contact:

Brooklyn College Help Desk [Monday — Friday, from 9:00 AM — 5:00 PM]:
E-mail: < HelpDesk@brooklyn.cuny.edu >
Telephone: 718.677.6180
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Include in your email the following information:
a- Your full name

b- Your date of birth

c- Your email address

d- Courses in which you are enrolled

e- And an Explanation of the problem

5- How do | change my CUNY portal (Blackboard) password?

Answer

1-  From any Internet-accessible computer visit the CUNY portal page at
https://cunyportal.cuny.edu
Enter your username and password into the Authentication window and then click on the
Log-In button.

2-
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Welcome == Portal Log-in / Citizen CUHY

Portal Log-in/ Citizen CUNY

Help
Portal FAGS

PORTAL LOG-IN

Existing Portal Users: If you are a prior p
howwever, will need {o recreate any hookm

Email / Contact Us

Student’F acult'Staff email senvices are
adrinisterad on each CUNY carmpus
Information available at Campus Help Desks==

Register for a Hew Account ==

Your session has timed out.

Username: \ |

Passworid: |

Make this web site talk:
get textHELP | 7
Browsealoud

ALTERNATIVE BLACKBOARD LOGIN- -

Enter your username and password
into the Authentication window and
then click on the Log-In button.

3-

come to Cil | fur feedb COme ==

1o Service

IZENCUNY<s .

FACULTY/STAFF  ADMISSIONS/FINANCIAL AID  BLACKBOARD LIBRARIES SERVICES CUNY emMALL  HELP

WELCOME

Look to the upper right of the page and click on the My Profile link.

MY PROFILE | CUNY.EDU | LOG-OUT

s

APPLICATIONS

ﬁ Click on the My Profile link

LIBRARY PRIVILEGES
CUNY EMALL
WVETERAMNS SERVICES
CITIZENSHIP MO
CHILD CARE SERWICES

I@ Chancellors Report
|B_T;J Blackboard

V | Student Advisement Degree Audit

|i'ﬂ ePermit

|'I e5IMS (Online Registration)

Veterans Services

one-stop source of information
regarding services for veterans,

survivors, Learn about educational

|@J Coastal Storm-Shelter Staff Registration

The CUNY Office of Veterans Affairs is

reservists and their dependents and

benefits, entitiements, counseling and
o Ll

As citizens of CUNY, we enjoy
many benefits and
responsibilities -- including an
ohligation to contribute to
our community, T encourage
you to find ways to serve
MNew rarkers across the five
boroughs. YWhen CUNY
titizens share their talents

P
through volunteerism and public service, the
cumnulative impact on our communities and our
city is profound,

--Chancellor Goldstein

4- On the User Profile screen, click the Modify button.
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o Service
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FACULTY/STAFF  ADMISSIONS/FINANCIAL AID  BLACKBEOARD LIBRARIES SERVICES CUNY eMALL  HELP MY PROFILE | CUNY.EDU | LOG-OUT

WELCOME

(View Paneis ) Modiy) 4/[ Click the Modify button ]

User Profile

Full Name A Peters

College Brooklyn Cullege
Primary College Brooklyn College
Departments =i}
Graduation Year

CUNY Role Faculty
Staff

Home Street
Home City
Home State
Home Zip Code
Home Country
Home Phone
Email

First Name A
Last Name Peters

(view Pansls ) modity)

5- Scroll down to the Change your Password option. Type your old password, new
password and new password again.
NOTE: The CUNY Portal remembers your last 5 passwords. Do not use
any of them.

6- Click the Save button.
Password Rules: Passwords must be at least 6 characters. They can
contain any alphanumeric character (A-Z/0-9), no spaces or punctuation.

Accessing Courses

6- | was able to open My Page at CUNY Portal, but | did not find a
Blackboard link on the site. What do | do?

Answer

If you do not find a Blackboard link on My Page at the CUNY Portal, it is because you have a
duplicate account and you entered wrong username. To verify your valid username, access
contact Brooklyn College Help Desk [Monday — Friday, from 9:00 AM — 5:00 PM]:

E-mail: < HelpDesk@brooklyn.cuny.edu> Telephone: 718.677.6180

Include in your email the following information:
a- Your full name

b- Your date of birth

c- Your email address

d- Courses in which you are enrolled

e- And an explanation of the problem
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7- Can | use an AOL / Google Chrome/ Opera browsers to access

Blackboard?

Answer

AOL / Google Chrome/ Opera browsers are not fully integrate with Blackboard. You should use

another browser. A good option is to download Mozilla Firefox from <

http://www.mozilla.com/en-US/firefox/>, which performs fine with Blackboard and is free.

With more than 15,000 improvements, Firefox 3 is faster, safer
and smarter than ever before

W\ Firefox3

{ Free Download «

What's So Great About Firefox?

8- 1 am registered in several courses, but some of my classes
are not showing up on my Blackboard site. Why aren't they

listed?

Answer

Blackboard sites are created automatically for each course, but the professor has the option of

using Blackboard or not. Ask your professors if your class is using Blackboard.

Mo sysbem announcoments have bosh poated in the last 7 days
Mo czuri annuncamicts have biws poslind i the last 7 diys.
Mo ovganizatitn anncuncemints Fave bets postid it the last 7 days.

Lenih ‘Wit to Expect with Blackhoard 8.0
il Click on B pancl icon ko percnalize this module

-. EEEBOW
=

Your professor may have forgotten
to make the site available. You
should contact your professor via
email or in class and ask them to
check on course availability.

My Announcementa oic]

My Courmm

Couraes you sre taching:

0 BPE 38 MWARC: Nature Spe-Digordery [8443] funavailable)

0 Sring 2000 Human Righes Chilary. GHWRT 30 MW11 J0361] (Brockivn )
™ T

Organizations you ar laading:

@ Bleckboard § Workstop [For For sxperienced users)

i BlpskRoard B Workehop [Fer novise users] (unavaliabiel
Brooklyn Callegs Likeary

]

0 Gendwate Prograen In Sgecch-Languige Pathology

0 HNTH. Cammitinn Mesting Sita

0 Prof. Pumarsio Developmant Course funavailabla)

0 STUDENT (FAQ) ON BLACKEOARD (unvailatie)
Spesch Aria & Sclonces

e

If you are sure your class is using Blackboard, but you cannot access the site:

10
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1-  Your professor may have forgotten to make the site available. You should contact your
professor via email or in class and ask them to check on course availability.

2- You may have a status problem. If this is the case, you have to check at the Registrar
office / Enroliment Services Center, West Quad Center, 1st Floor/ Phone: (718) 951-
5441/ Website: <http://www.brooklyn.cuny.edu/pub/1013.htm> or Bursar office Phone
(718) 951-5200. Once you fix that problem, you should be in the system within 24 hours.

EXCEPTION: It is not often, but the course you are taking could have set-up problems. In those cases the
professor should contact the Blackboard administrator.

Getting Email
9- Why am | not receiving e-mails from my Blackboard classes?

Answer

Your Brooklyn College e-mail address (@bcmail.brooklyn.cuny.edu) should be your default
email address on Blackboard, but Blackboard system will keep the primary e-mail you entered the
first time you enrolled in a class at Brooklyn College.

Some popular e-mail providers, such as Yahoo, Hotmail, and even AOL, may identify email from
Blackboard as junk mail and then either automatically delete the email or move it to a junk mail
folder.

If you are using the Brooklyn College email and are not receiving your messages through
Blackboard, please check your settings to make sure that you do not have all e-mail from
Blackboard defaulted to your junk folder.

10- Where can | find the e-mail address linked to Blackboard?

Answer

1. Logon to Blackboard.
2. Click on the Personal Information link in the Tools box on the left side of the HOME tab.

3 Announcements
[ Calendar
® Tasks
i iew Grades
] Address Book
2] Personal
Inforrmation <
B4 Update Email Personal_
q,él.’ My Scholar Information

3. Press the Edit Personal Information link.
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. Blackboard 8.0

Scholar  Brooklyn Calleas BC Library System Admin
PERSONAL INFORMATION

Qﬁ" Personal Information

P Edit Personal Information
Edit personal information

P Set CD-ROM Diive
Set the CO-ROM drive used to access col

Edit Personal
Information

b Set Privacy Options
Select which fields of your personal inform!

b SetVisual Text Box Editor Options
Set the options for using the Visual Text Box Editor.

P Setlanguage Pack
Set your User Language Pack

OK )

4. This will display the currently personal info (First, Middle, Last Name, and Email).

.Biackboard 8.0 # ©

Homs Help Logout

Help Schalar Brooklyn College BC Library

PERSONAL INFORMATION > EDIT PERSONAL INFORMATION

@l Edit Personal Information

@ Personal Information
" First Name  Dorringn
Middle Name
“ LastName  Student
Email DStudent@bemail. brooklyn. cuny.edu
Student ID

€ Account Information

“ Username 202220052
€ Other Information
Gender Mot Disclosed
Birthdate January 1, 1830

Click the Cancel or Submit buttons.
Press the Ok button to go back to the Blackboard Welcome page.

oo

Note: Students can not modify their personal info.

11- How can | change my e-mail address in Blackboard?

Answer

Only one email address can come into Blackboard. Therefore, the email address that is active in
the CUNY portal is brought into the Blackboard system. If this address is not the one you use,

you can now change it ONLY to a CUNY RELATED EMAIL ADDRESS in Blackboard.

1. Logon to Blackboard.
2. Click on the Update Email link in the Tools box on the left side of the HOME tab.

12



Announcernents
Calendar

Tasks

Wiew Grades
Address Book
Personal

Information
Update Email 8 Click on the
m it e holap Update Email

EEEGOw

K

3. This will display the currently email address and allow you to change it to a CUNY email
address. Enter the new Email twice.

Enter the new
Email twice

4. Click the Submit button.
5. Press the OK button at the receipt page.

Note: This will not change the email address used in the CUNY Portal or any other CUNY
system. It will ONLY change the email used by Blackboard.

12- How do | access my Brooklyn College email account?

Answer
To access your Brooklyn College email account you need to know your Email ID and Email
Password. This is not the same as your WebCentral ID and Password.

What is my email ID?
Your Email ID is automatically assigned to you during your first week of classes at Brooklyn
College and will remain the same until you graduate. To find your E-Mail ID, do the following:

1- Logon to WebCentral.
2- Click the My Info tab.

Weicome, TEST STUOENT (5 LEREH

& WebCentral

Click the My Info tab, and
| Select My Personal Info link

S SMART - Registration Appeintment ]

e CONG BTN 5F B MF) BETHSIET TANSAT FGONTT I 50, BIERER MR 3N S0DONIMETt Wil an
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3- Select My Personal Info link.

& WebCentral

Weicome, TEST SIUDENT |7 LOGOUT

e5Sarvices | Academics | Campusinfo | Advisemant | StudentAffairs | Career

& SHORTCUTS B My Personal Info =20

Please kewp vour conbact infarmatan o fo dale vla WebSIMS and be sure 1o update yoon prvale emnall addiess 1o receire
ey Tikiioun W i impartant college news and alerts

Stmleen Governms

Elections s e
Py Tistion and Feas - A e shars o 0 cerds "
TEST
DAL 2 STREET, T, MY 112

Wbt ADDRE U SOUTH THIRD STREET, ARARTMENT 41, BROOKLYH, NY 11211
Ot det i OAMical PIONE TO-T02-2009
Transciipt

AT STUDENT EMAIL 1 STORS0
My Deinee Pioenss
My BC Emall BEC STUDENT EMAIL STORTIEC AL b WO T a0
B Shisdord Enal .
Subscriptions

PERSOIAL EMAIL ik bt
Blackhioard {STudetts) (2]

Suadam Transactions
Classitiods

UATL OF BIRTH onAgs

Resources

At the top of the left column, there will be a channel called "My Personal Info". Your Email ID
is listed below your phone number. Note: Your full BC email address is listed below your
Email ID, but only the part before the '@' sign is required when logging on.

What is my email password?
Your Email password is automatically assigned to you and depends on when you first enrolled at
Brooklyn College.

If you enrolled in Summer/Fall 2008 or later:
Your initial email password is a combination of the month and day of your birthday plus
the last 5 digits of your Student ID number (SSN). The format is MMDDSSSSS.

For example: If you were born on May 10th and your SSN is 123456789, your email

password would be 051056789.

If you enrolled in Spring 2008 or earlier:

Your email password is your full 9-digit Student ID (SSN).

Connecting to Your BC Email Account
Once you know your Email ID and password, you can connect to your email account as follows:

1-

2- Find the My BC Email channel in the right column.

COLE d

Welcome | Home | Mylnfo | eDervics

Go to the My Info tab, and
Select My BC Email link

My Personal Info

B SHORTCUTS i My Schedule and Grade: \_

Pay Tuition and Fees

Student Government
Elections Password Manager

iti our registration appointment.
Pay Tuition and Fees - ¥ gistra apy

If you have not already done so, Login to WebCentral and go to the My Info tab.

3yt | Student Affairs | Career

i to Brooklyn College! Maow that you have created your WebCentral account, here are a few impartant
GPA Estimator ymplete prior to starting your academic career:

TEST My Degree Progress nel to the right to selectyour desired appointment date.

WebSIMS aintment, you will attend a pre-registration workshop, meet with a counselor to plan your program
=R ive your college |D card, and register for classes.

Order an Official BC Student Email Subscriptions . »

Transcript you on the day of your appointiment:

» Printed copy of the your appointment confirmation page ar email.

My Degree Progress : T
» Proof of immunization from your doctar,

My BC Email

14
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3- Click the Login to My BC Email button.

Brooklyn College Welcome, TEST STUDENT |

& WebCentral

Welcome My Info | eServices | Academics | Campus Info | Advisement | Student Affairs | Career

My BC Email

Your BC Email account is more than just email! 1t's a cornplete online personal organizer that also includes a calendar, contact manager, task list, reminders and notes.

How Do | Access My BC Email Account?

e e Click the Login to My BC Email button
What is my Email ID? “ou can find your Email |

What is my Email Password?

If you enrolled at the college in Summer/Fall 2008 or later, your initial email passward is the month and day of your hirthday plus the last 5 digits of your
Student ID number (35N). The format is MMDD35555

Example: If you were born on May 10th and your SSK is 123456789, your email password would be 051056783

If yau enrolled in Spring 2008 or earlier, your initial email password is your full S-digit Student ID {35N)

For additional assistance with your emsil account, please call 71 8-877-6180
Feeview the Studert Emal FAQ

4- A new window will open up prompting you for your User Name and Password. Your User
Name is your Email ID.

Authentication Required

A username and password are being requested by https: ffstudmail, brooklyn. curre. edu. The site
says: "studmail. brooklyn. cuny. edu”

UserMame: | Your Email ID fe.g. AB1234) - not your full emaoil oddress
Password: | Your Email Password

[ CK ] ’ Cancel ]

5- You should now be connected to your BC email account.

If you are having trouble accessing your Brooklyn College email please contact:

Brooklyn College Network Support Group [Monday — Friday, from 9:00 AM — 5:00 PM]
E-mail: <portal@brooklyn.cuny.edu>
Telephone: 718-677-6180

Include in your email the following information:
a- Your full name

b- Your date of birth

c- Your email address

d- Courses in which you are enrolled

e- And an explanation of the problem

Sharing Documents
13- How can | find the digital drop box in Blackboard?

Answer
THE DIGITAL DROPBOX IS NOT LONGER AN OPTION ON BLACKBOARD. Assignment and
SafeAssigment are the new tools that instructors and students can use to exchange files.
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| Ask-A-Librarian

Y Ubrary | Student (FAQ) on Blackboard |

No files found.

oK )

14- How do | access the Assignment or SafeAssigment
functions?

Answer

Assignments or SafeAssigments are part of the Content Area, and you need to ask your
professor where the link is.

To add Papers

Select the content area where the Assignment or SafeAssigment is
Click the View/Complete link

Type comments in a text box

Press the Browse button, to select the file from your computer
Click the Submit button.

agrON=

Students can submit papers in Word (.doc), Plain Text (.txt), Rich Text Format (.rtf), PDF, and
HTML formats. Files exchange using the Assignment or SafeAssigment feature can be submitted
only once.

16



TERT ST AT 908D AT, WETT ASBEAUET 1
Announcements
Staff Informatian [4] Uload Assi Written #1
Cucusscn Baard
Course Information @ Assignment Information
b Hame Wrinen Assignmen
:‘m’ Rasnarch i tecry and il o ol e majer ; Thacey you

Extirnsl Linke rosearchad and wnltnaml et he PAnca afLasri g, Afar campleting Wrms 1, sul an o e *
Communication
Tocl 8 Assignment Materials.

Commants T
Tools
B o
L
oo Map H

[ Upload Assignment paper ]

@ Refresh
@ Octsd View s /

Atzach local file T  Nowibi

Currantly Attached Filas: _A2% Rasines Fis

€ Submit
Cael ) s ) _Shme )

TERT (TET) » UPLOAD SAFEASSIOMUENT
. Upload SafeAssignment
Staff Information ~

Discussion Board By submitting this paper, you agrea: (1} 1o the Terms of Use at SafeAssion Terms of Use: t"Hl‘\lh )w natitution May use your pager in accondance with your instifution's policies;
Course Infs o and (3) that your use of SafeAssign will be without recourse against Blackboard Inc. and its affiliat
Course Documents @ Assignment Information
Assignments Nama Wiritten Asaignmant #2 (Draft)
i Instructions  null
Communication Complote Stage | of the Curriculum Document. Refer to Nutrition sample UB0 Workbook, p. 54 to guide yous writng, Fill cut the template, Stage 2-Deterning
Tools Accepiable Evidenca and send to the View/Complete link balow.
€ Your Files
Cammants

[ Upload SafeAssignment paper ]

NOTE: SaleAssign accepts files in Microsoft Word (doo and doox) OpenOifice (odly TXT / RTF / HTML / PDF formats only. Please DO NOT upload files in any
wother formats, Including JPEG / ZIP

© Submit
Click Submit to finish. Click Cancel 1o quit

Cancel ) Subrt )

15- What do | need to do if by mistake | submitted the wrong
Assignment or SafeAssigment document?

Answer
Contact your Professor and ask for the opportunity of resubmit your paper. They will be able to
clear your previous attempt and allow you to submit the paper again.

16- Which are the differences between Assignment and
SafeAssigment?

Answer

SafeAssigment checks your work against both an institutional and a global database.
"Institutional database" refers to submissions to a CUNY-wide database only. "Global database"
refers to submissions by a global community of SafeAssign users. Submitted papers (not drafts)
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will automatically become part of the institutional database. Submission to the global database is
global and irrevocable, but it may provide greater protection for your work from infringement by
others.

Upload SafeAssignment

Poper, you agrow: (1}101he Temes of Use ot Exiwhenign Tams of Use. (2) SNt yaur nsttutien may USe YOUr Japes in 3cCordance weh your insteetion's pobcmes; and (3} 1hat o wee of Saluassign wil e wetout recosrse against Blackboand

secensmar mc o e, o Mo it Sabeaim Ponane prfer s LMY iy i 4 g inae

o » matttsast g - “retern i “Tlodial Sotabase” reters ) MR, By § GRS oy OF SRS Fare. St pavery {1 drate)

You DO NOT have to submit your paper to the
global database, this actions is irrevocable. But
it may provide greater protection for your work
from infringement by others.

After students submit SafeAssignments, there is a slight delay between the upload and the
availability of the SafeAssign report (if professors allowed students to view it). Results are
normally available within 10-15 minutes

17- 1 am having problems uploading documents to Blackboard.
Can you give me some help?

Answer

o Use ONLY alphanumeric characters (A-Z/0-9, no spaces or punctuation) when
naming a file to be uploaded.

You will get an error message instead of the document attached or posted in the course if
the name of the document is too long and do not have the underscore " _" between
words.

Avoid space in the file name or use underscore "_" between the words.

Example of proper format:
o Adolescents_should not _be allowed to _make their own_life_and_death_decisions
.doc

e Be patient, wait for the "content successfully added" receipt. DO NOT click elsewhere
while uploading a file.

18- How do | upload iTunes Content on Blackboard?

Answer

iTunes U is a free application for Mac and PC. It plays all your digital music and video. It syncs
content to your iPod, iPhone, and Apple TV. To get access you must download iTunes at <
http://www.apple.com/itunes/download/>
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3. Click the Content Area where the iTunes U content is.
4. Click the iTunes U link to open your iTunes site.

. Blackboard 8.0
Home e

Help | Bro

BRKLYM BB WORKEHOP (BRKLYH BB WORKEHOF) > COMTROL RANEL » ASSIGHMENTS

@ Assignments

(P lter  CEp Folder @@ External Link Bk Course Link @ Learning Unit @: Select: | Discussion Board 6|
ﬂ ] v Movie Modity | Manage | Copy | | Remove

\ oK)

Click the iTunes U link to
open your iTunes site

5. Choose the Upload and Manage Files link.

Fie B Ves Cobok Sies  Advwosd el s -l
o~ % e S " = pam Q)
L8 o e e inn G i o iy v | o=

Brklyn Bb Workshop

Demings Student

Rate Lastasatect 241 3000

Course | e
Image /

Choose the Upload and
Manage Files link

DESCRIFTION

| 5 e B At = Prax

6. To upload afile, click Add New File and select the file.

Upload and Manage Files

i

7. Upload files on iTunes U will take time.
8. Click the Done button.

Note: iTunes U only accepts files for upload that are less than 1 gigabyte (GB). Audio files
must be either AAC or MP3 with appropriate file extensions (.m4a, .mp3). To use specific
cover artwork with an audio track, use the AAC file type format (.m4a). Video files must be
MPEG-4 with H.264 compression with appropriate file extensions (.mp4, .m4v, .mov). If you
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are using QuickTime to create and edit video content, export your videos by choosing Movie
to iPod from the Export pop-up menu in QuickTime Pro.

Answering Online Test

19- How do | answer online Tests & Quizzes on Blackboard?

Answer
Tips before the exam

- Quit all other applications (e.g., Word, iTunes, games, IM tools) unless otherwise directed
by your Instructor.

- Rebooting your computer may free resources and avoid interference from applications
running in the background.

- Open only one browser window.
- Click the link once to enter the test. Wait for the page to load completely.

3. Click the Assignment link in the menubar or the content area where the assignment is.
4. Read the instructions carefully.

Home Help Logout

-Blackb( 0 # O W

Help Systermn Admin

o BKLYN BB TEST(CT) » ANNOUNCEMENTS
tio Announcements (
e Click the Assignment
nation
: e I 11017
une 29, 2010 - July 06, 2010

2l L No announcements found.

Tools Blaskbosrd Assdead Suite ™

ommunication 19872010 Blackboard nc. Al Rights Reserved. U.5. Patent No. 536,138, Addtional Patents Pendin
Beo t o el
#¢ Course Tools #ccassibiity information can be found at hitp:iscoess blsckboard com

@ Course Map

@) refresh

(@) Detail view

5. Choose the assessment’s link and then the OK to begin test.

Homs

BELYN BR TEFTCT) - ATSIDMMENTY

Dacun i
all |—.;| Assignments

ff Informa E P (
ﬁ e € Choose the assessment’s
n { link
Teuols
B Crmnication.
## Course Toals
A Course Map
() Rrfrash
() Detail View
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. Blackboard 8.0 Hmw H?; L.,t

Home Help Schalar W0 College BC Library System Admin

BELYN BB TEST(CT) > ASSIGNMENTS > BEGIN: TEST

Begin: test

Click OK to begin: test. Click Cancel to return.

Cancel ) oK )

J—

[ Press OK to begin test ]

Cormmunication
& Course Tools
A Course Map

@ Refresh

@ Detail View

6. For one-at-a-time question presentation, press the Save and Submit button once to
move to the next question.

. & © &
. Blackboard 8.0 T s

Horme Help ar 3o BC Library

system Adrin

BKLYM BB TEST(CTy > CONTROL BANEL > PREVIEW ASSESSMENT: TEST

Preview Assessment: test

Name test
Instructions
Multiple Attempts Mot allowed. This Test can only be taken once

Force Completion This Test can be saved and resumed |ater.

~ Question Completion Status:

B communication
% Course Tools
H Course Map

Question 1 10 points  Save |
Micknarne of MY

@ et — Answer the first question

© ‘Hhble and press the Save and
i Submit button to see the
) mango

next question
e T LT

7. Click OK to review results.

20- What do | need to do if | have technical issues when taking
the test?

Answer

If you lose power, your browser quits, you lose Internet connectivity, or have any other technical
issue, contact your Instructor immediately and explain in detail what happened. Do not wait to
the last minute to take the test.
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Creating a Discussion Thread

21- What is a threaded discussion on a Blackboard Discussion
Board list?

Answer

The threaded discussion list is located within the Discussion Board under the Communication
button of Blackboard. There, faculty and students can post their response on course-related
discussions at a time that is convenient to them. In some cases you can find the threaded
discussion list within the content sections (e.g. Week 1, Section 1, or Lesson 1).

. Blackboard 8.0

Home  Scholar  Help JREICTIITORGHIN  Erookiyn Library

Anncuncements SRR Discussion Board forum
Course Information @ Discussion Board
Staff Information

Course Documents

Search [ ater [lan ~[[25 ~[[2009 ~[[A[12 ~[[00 ~[[AM +| =
in[ Current Discu:i fBoard ~| [ Before [lan v[[26 ~[[2008 ~[[FA[12 ~[[00 ~[[AM =]

B 1

at do you think about Blackboard?

B communication

#¢ Organization
Tools

i1 Organization Map

@) Refresh
{8 Detail View

Discussion Board button ]

. Blackboard 8.0

Home  Scholar  Help ([STENNGSIEPTSN  Brookiyn Library

TEST(TEST) > DISCUSSIO BONRD > ORGAHZATION DISSUSSIONS: DB 1

Announcements
Eolcliuton @ Organization Discussions: DB 1
Staff Information

Course Documents

Assignments [E:Thread #FCollect W Flag " ClearFlag M MarkRead g Mark Unread B Search
Communication
Discussion Board There are no acce!

External Links
Tools (@) Refresh _Expand AN| _Colapse Al

Tree View  List View

le items or items that maich the search criteria to display.

Tools

B communication

#¢ Organization

Discussion Board Thread ] —=

{1 Organization Map

@ Refresh
@) Detail view

22- Where do | access a group Discussion Board on
Blackboard?

Answer
1. Logon to Blackboard.
2. Go to the course to which you will access the group Discussion Board.
3. Click the Communication button in the menu bar.

22



) % © &
- Blackboa Hemeide Laaent
o

Help S Systemn Admin

BKLYH BB TEST(CT) » ANNOUNGEMENTS

Announcements

ViEWToow | ViewiasTTONs

Click the Communication ]u"229~2°1°-JU'V°6!2°1°
button in the menu bar

No announcements found.

Backioard Acadenis Sute™
1887-2010 Blaskboard Inc. Al Rights Reserved. U.5. Patent No. 5,988,138, Addtional Patents Pending.
#ocassibiity information can be found 2t hitp:iiacosss blackboard com

Bl communisation
#¢ Course Tools
@ Course Map

@) refresh
(@) Detail view

4. Press Group Pages link in the Communication page.

n Callmgn  BC Library

BELYH BB TERT £5T) » COMMUNEATIONS
isff Communlcations
P

I Information

ard @ Antouncaniants

Frunication ij
External Links m Collaharatlon

5 ——

<

R Couese map [ somraes [ Press Group Pages link

1 Dintail Vinw ﬁ Mussanes

Messages

L:_J Raster
Send Emai
he Send email

5. Select the hyperlink group name listed in the Group Pages site.

RELTH B TESTCT) » COMBMICATIONT » DROUP PAGES

2 Eh.. Group Pages

Bosrd ®£ ¢

< 1 Select the hyperlink group
name listed in the Group

Pages
T
By catian
# Toals
] 2 Map
e
& o w

6. Press the function link (Group Discussion Board), the link for the forum, and then the
Thread button in the tool bar.
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4 0 ®

Home Help Logout

BC Library

BKLYN BB TEST(CT) » » GROUP PAGES 5 51 » GROUP PASE: 51

R &) .
Information %‘“ Group Page: G1

Group Discussion Board

: FiisExtaids 4 Press the function link
¥ Sl i (Group Discussion Board),
' i i the link for the forum, and -
Tole e then the Thread button in the
sahle tool bar
& course Map

@) Refresh

@ Detail View

A

7. To add a Discussion Board Thread follow instructions for question 20 (above)

Finding Help
23- Where can | find the Blackboard Manual?

Answer

A detailed student manual for Blackboard is available from any Brooklyn College Blackboard
course; just select the Tools menu in your course and click on User Manual. More
documentation is also available by clicking on the HELP icon while logged into the Brooklyn
College Blackboard website.

= M Grades
Announcements ‘i}/ Vitrw grades
Course Information
et Iedarmation
Parponsl Intormation

Cowrse Documents @l Chanes your ifarmason
Assigriments
Communication

Bokrd Tasas
Fxtemal Links. @ o

Took
y  The Ewairic Blackboarus
5P The Bco Batkboars® ]
- Llewr Muss)
% Usarbuanual
@y IstemConsiom
TP View Scholas Coursn Heme
#p  Mussnalactome
WV View My Sehotar Home
a
e I W — I Biackbow
h — Ewtﬂu thkbolrd mdﬂe_s_ulgﬂﬂr Mnnull
=1 Suin™ Bt cfers & robust set of ook, funclions, and famtures fof learms g Besdes |-e'v=-r.:u|nrm
B Ercrod o ot O 18 Dlechotet ACodemic SUl, THre 608 TS ue SCSor o gk o o Wi 1o Eabomed Ao Bule 2 Bt Bioin
Tris user manual Setais th iocls and funclions (ncluded wii e platioom from the Uses or general user perapoctive. Oter manusis nnquaon sinuction, customizaton, and
managemest featuras for Insin.caces, Leaders, and Sysiem Adminisiaion.
e Butn a1 e 1o0is and functioes Pt ar mecasd ¢t e manual s Sysinen
Adimirairatins 1o add 8 variety of materais, tools, and usctons 1o e Backbosnd Academc Sute. Indwioual Buking Bcks a1 ot documentad e manal, Contact your
System Admnatratcr e staniance wit 8 Bulding Block
Tre ok and funcions Gocumented in T marual Mty 1ot b4 Aralatie 1 Lers of Oy avalatie 1 Cartain areas of the Blackboan: Acacemic Sutn. Sysiem Admnsalon.
Leaders, and insfruciors Can Cusiomize the Evalabity of mos! asoects of the plaform
Manual Grganization
Tres masal beges By intoousng P Blacksoan Azacemi Sute. The second it of e g System. The fieal socten
P the acvanced features of e Blackboard Communty Sysiem
Manual Convantions
T make ihis manual ssser io use & rumiber of conventions AgDeAr Broughoul
Symbal  Daseription
Fsgusved it
BSHR A ation o ekt rame
. Tout trat waeen shouls 1ype
o Tasis users wocud pertom
1 voc
S saarch Using this masusl
Ry — Tris marsal i bost usod .8 retersece. It shoukd Do read from bginsing 1o 6nd. I the manual i vresd onine, the inks asable iha rader % navigst guickly UG topics
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24- Where can | ask for help on Blackboard?

Answer

+ On-campus, please visit the Library Cafe (lower level, Whitehead Hall; or Library New
Media Center (2nd floor, Library; click the following links for hours:

Library Café: <http://ait.brooklyn.cuny.edu/librarycafe/page.php?view=hours)>
Media Center: <http://dewey.brooklyn.cuny.edu/library/about/hours/>

«  Off-campus, you may contact: Information Technology Services (ITS) Help Desk
Phone: (718) 677-6180
E-mail: helpdesk@brooklyn.cuny.edu
Hours: Monday - Friday, from 9:00 AM to 5:00 PM

Online support for the CUNY Portal is available HERE

Others

25- Courses from a previous semester are still listed in My
Blackboard site under My Courses. | only want to see the
courses that | am currently taking. How can | eliminate these
links?

Answer
By selecting the pencil tool in the upper right corner of the My Courses module, you can uncheck
any courses that you don’t want displayed.

Courses in which you are enrolled:
/Kl Spring 2009 Cmptg: Nat, Pwr, Lmt: CC 312 MW11B [0283] (Brooklyn }
£ Spring 2009 Intro Management: BUS 501 NET1A [2110] {Brookiyn )

Announcements Pencil tool
® Blogaging (Post Revised on Sunday 1/25)
® Welcome

F Spring 2009 Operations Mgmt: CIS 1031 NET1A [0428] (Brooklyn )

26- How do | enroll myself in a Blackboard organization?

Answer
1. Logon to Blackboard.
2. Enter the organization’s name in the Organization Search box, and then press the Go
button.
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http://portal.cuny.edu/cms/id/cuny/documents/informationpage/029522.htm

Moty Cortart | Moty Layeut

My Gourses i)
Courses you are teaching:

& Spring 2008 Case Stud In Anthr: ANTHR 135 MY$Q [3321) (Brookiyn ) (unavailable)
0 Soring 2000 Ind Rarch Bus 1: BUS B53 V18 [0175] [Brockiyn | (unavillable)

€0 THE 707 REY; Hind Theoey & Crit 3 [2053) (umsvailable)

Courses in which you ars enralied:

The Course Merge Tool siows you t “espe® two or more courses Ful you ane eaching info
£ingie GO T CONLAINS ANFGIMBNSS for &1 0f T LSars Tt ach enrolind in afry of S “mened”
My Orpaciations. )
Cligk More o Credle 200 Manage Memed Courses Organizations you ane leading:

My B & Blackboard B Workshop (For For uxporisnced users)

2 Blackboard # Workshep [For rovice users) (unavailable)

Boarch Tools i Brooklyn College Libwary

I - Enter the organization’s name in
the Organization Search box,
and then press the Go button Al

ts have been posted in the last 7 days.
| hawa boan posted in the last 7 days

3. It will bring you to the Organization Catalog page.

4. Click the Enroll _Enioit] button close to the organization’s name.

@ Browse Organization Catalog

Click the Enroll button close to
the organization’s name

5. If the organization require an enrollment access code from the Leader. Enter the
enrollment access code.

6. Click the Submit button.

7. Click OK in the confirmation page.

BC Library
If the organization require an
enrollment access code from
the Leader. Enter the

enrollment access code

SELF ENROLLMENT

@ Self Enrollment

o Enroll in Organization: Dietetic Internship (HNS-DI)

Leader: Raymond Weston, Roseanne Schnoll
Description:
Categories: MEDICINE&HEALTH: Mutrition

This organization requires an enrollment access code from the Leader. Enter the enrollment access code and click Sunit to enroll

Access Code [ J

@ Submit

Click Submit tao finish or click Cancel to quit

[ Click Submit to enroll

Cancel ) Submit )

Ly # ©
Blackboard 8.0 T b
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Note: You will find the organization link into My Organizations box in the Welcome or
Brooklyn College page.

27- Where do | find grades for my Blackboard classes?

Answer

There are two different ways:

1. From your Blackboard course site
a- Go to the individual course site to see your grade for that course
b- Click on the Tools button
c- Click on the My Grades option

. Blackboard 8.0

Home  Scholar  Help [GEECHNERGSIEN

TEST(TEST) > TOOGS
Announcements

Course Information @ Tools
Staff Information
Course Documents
CospumenE Address Book
Communication @ Address Book
Discussion Board
External Links
------- Calendar
@ Calendar
Tools 2 Glossary
Communication @ Gossany Tonl
% Organization
Tools
& Organization Map @] %age
(@ Refresh
) Detall View My Grades
@ View grades.
;= Personal Information
@ Change your information

Tasks
@ Tasks

Brooklyn Library

My Grades link ]

2. From your Brooklyn College tab
a- Within Tools menu, click on View Grades link
b- Click the link for the course site that you are checking for your grade

= Announcements
| Calendar
@ Tasks
| View Grades
Address Book
] Personal
Information
, s, My3cholar
4
@ My Expo

4‘4[ View Grades ]

28- What plug-ins should | use for Blackboard?
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Answer
Microsoft Office is highly recommended. If you do not have Microsoft Office, click the following
links to install these programs.

e PowerPoint Viewer
<http://www.microsoft.com/downloads/details.aspx?familyid=048DC840-14E1-467D-
8DCA-19D2A8FD7485&displaylang=en>

e Word Viewer <http://www.microsoft.com/downloads/details.aspx?Family|D=3657ce88-
7cfa-457a-9aec-f4f827f20cac&displaylang=en>

Some course documents are in Adobe Acrobat Reader (PDF) format and you will need it to be
able to open the course documents. Click the link below and follow the steps.

Fa\

LULEN Adobe Acrobat <http://www.pdf-9-dOwnload.com/>

To handle various formats of digital video, sound, animation, and music you should download the
following programs:

Adobe Flash Player <http://get.adobe.com/flashplayer/>

i oo,
»
Hew A Windows Media Player
<http://windows.microsoft.com/en-US/windows/products/windows-media-player>

—

= QuickTime <http://www.apple.com/quicktime/>

CrealPlayer

Real Player <http://www.real.com/>

in

NOTE: All software listed above is free of charge.
To activate a hyperlink in a Word document, hold CRTL and click the hyperlink.

Adobe Shockwave Player
<http://www.adobe.com/products/shockwaveplayer/>

iTunes <http://www.apple.com/itunes/>
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