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1. Howto Login to Blackboard

To access Blackboard, you need valid university credentials (your university email and password). Follow

these steps to log in:
1. Go to the University Login Portal:
o Open your browser and navigate to: https://gge-cyp.onelogin.com/
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2. Enter Your University Email:
o On the login page, enter your university email address in the provided field and click
Continue.
3. Enter Your Password:
o On the next screen, enter your password and click Continue.
4. Access Blackboard:
o After logging in, you will see the Blackboard Learn icon on the OnelLogin dashboard.
o Click the Blackboard Learn icon to access your Blackboard courses and materials.
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The first option you will see in the base navigation menu is your full name. This menu provides access to
your User Profile, where you can manage your personal information, notification settings, and other
account preferences.
How to Access Your Profile:
1. Select Your Name:
o From the base navigation (the left-hand menu), click on your name at the top.
2. Profile Page Overview:
o Your Profile page will open, displaying personal details such as your name, email address,
and profile picture (if applicable).
Key Sections of Your Profile:
e Personal Information:
o You can view and update your basic information like your full name and email address.
o Some details may be locked or managed by the university and can't be changed by users.
e Profile Picture:
o Upload a profile picture by selecting the default image or the camera icon. Choose an
image from your computer and upload it.
e System Settings:
o You can manage preferences such as time zone, language, and privacy settings.
e Activity Stream and Notification Settings:
o Customize how and when you receive notifications for updates, course announcements,
new content, grades, and more. Adjust notification preferences for emails, pop-up alerts,

and mobile push notifications (if applicable).
Basic Information

European
University Cyprus Full Name Test1 Cotsos1

@ Institution Page Email Address T.Cotsos1@euc.ac.cy

Student ID T.Cotsos1@euc.ac.cy

@ Activity stream

Additional Information

E Courses

Gender Add gender
%f Organisations

Date of Birth Add date of birth
Calendar

Education Level Add education level
E Messages

Website Add website

Contact Information

3. Activity Stream
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The Activity Stream helps you stay up to date with what's happening in all your courses. It shows a list of
important updates, so you don’t miss anything.
What You Can Do:
1. See Course Updates:
o Quickly check new announcements, assignments, or events for all your courses in one
place. You can click directly on items to jump to them.
2. Follow Student Discussions:
o Stay updated on student discussions. As students post or reply, you'll see it in the stream.
3. Track Submissions Ready for Grading:
o The stream shows how many assignments or quizzes are waiting for grading. You can click
to access them right away.
4. Get Reminders:
o Receive reminders about personal events, meetings, or due dates, helping you stay
organized.

European

University Cyprus Stream

@ Organization Page System Notifications

8 Minas Mina

== testCourseSummer2019
??‘ Past due: testAssignment Dismiss

Due Date: 8/13/19, 12:00 AM

Courses

Today Tuesday, August 13, 2019
Calendar

CULTURAL PSYCHOLOGY
| 6 learners are falling behind, including 6 absent

Recent

[ testMmiltiades
LE ‘ Added: New Document 8/9/19

4. Courses

From the menu where your name appears, you can view and manage your teaching courses. Here's
what you can do:
How to Manage Your Courses:
1. View and Filter Courses:
o You can see all your courses in one place. Use the Filter option to search or organize the
list.
2. Course Status:
o Open: When you’re ready for students to join the course, set it to "Open."
o Private: Keep the course private while you add content or test things. Open it to students
when ready.
o Hide: Hide a course from your list for better organization. To show it again, filter by
"Hidden from me," then select Show Course.
o Complete: Mark the course as "Complete" once it has ended.

5
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3. Organize Your Courses:
o Courses are automatically listed in alphabetical order and grouped by term, with the most
recent term first. You cannot change the order manually.
4. Change Your View:
o You can view courses as a list or a grid. In grid view, you can customize the image on your
course cards for a more personalized look.

European Course Catalogue
University Cyprus Courses D:ﬂ
I, institution Page Terms Filers
;;; ‘ Q_ Search your courses "Al\terms - ‘ "AH:JWSES - ‘ 25 | v items per page
A et
@ Activity Others
CYPTEST. LR Wit
Course 4
Calendar Open | KyriakiERthymiou | More info v

Messages
b

B Marks
[4 Tools

£ Admin

&) signout

5. Calendar

As an instructor, you can create Calendar events for your courses. These events will be visible to your
students.
What You Can Do:
1. Create Events:
o Add important course events like deadlines, exams, or special sessions, and they will
appear on your students' calendars.
2. Set Office Hours:
o You can schedule office hours that apply to all your courses at once or set specific times
for each course separately (e.g., course meetings or extra help sessions).




&« | European
2 University Cyprus

Calendar ® &
oct 2024 =
M T N T F S S [
é o 2 3 24 2 2 7 %
.
ot
-

Test event 21/10/2024

6. Messages in Blackboard Ultra

Course messages make it easy to communicate with students and co-learners directly within your
course.
Key Features:
1. Send and Receive Messages:
o You can send rich text messages, share media, and even receive push notifications for
new messages.
2. Course-Only Messaging:
o All message activity stays within the course environment, making it easier to keep
communication organized and private.
3. Tag and Add Recipients:
o Easily tag or select the people you want to message, whether it’s one student or the
entire class.
4. Access Messages:
o You can access all your messages from the Course Messages page within each course.

European aQ Q
University Cyprus Messages

I institution Page

@ Activity
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o New Message

Recipients

Q Ent :
@ Recipients wil receive t
B Alow replies t

* Message

A F- M- 8- BI Y- B
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View messages for your course here.

7. Marks and Grade Center

The Grade Center is a powerful tool that helps you track and manage student grades and progress.
What You Can Do:

1. Record and Calculate Grades:

o You can record grades for assignments, discussion posts, and journals, as well as calculate
final grades.
2. Create Custom Grade Columns:
O

Add grade columns for special projects, participation, or attendance—anything you want
to assess and grade.

3. Monitor Student Progress:

(0]

Use the Grade Center to keep an eye on student performance and ensure everyone stays
on track.

4. Access the Gradebook:

o To see all grades and manage them, click on "View all coursework" in the course menu.
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8. Ultra Create Content

The course creation process in the Ultra Course View has been streamlined to provide a more intuitive
and modern experience. Here’s how you can create and manage content in the interface.

Course Content Page Overview

All course creation starts on the Course Content page. This is where you will add, organize, and
customize learning materials for your students. The updated interface allows you to combine text,
multimedia, assignments, discussions, and more in a single, flexible content item.

You have six main options for adding content:

e Create
e Copy Content
e Upload

e Cloud Storage
e Content Market
e Content Collection
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i @D Knowledge Base / Baon yvioewy

@ visible

H Week 1/EfSopaba 1
@ Visible to students v

A

o

H P Qe

: [ Week 3/EBSopasa3
@ Visible o students ~

: Week 4/EfSopasa 4
@ visible 1o students -

1. Create New Content
To add new learning materials, follow these steps:
e Locate the "Create" button in the content area. This can be found in the upper right or in the

course content section where a "+" sign appears.

e Once selected, the Add Content panel will open on the right-hand side, giving you options such

as:

0O 0O 0O o o 0O o o o o o

Folder
Documents
Links

Teaching tools with LTI connection
SCORM package
Test
Assignments
Form

Discussion
Journal

Al Conversation

10
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Create Item

Course Content Items ~

[ e

CD unk

Teaching tools with LTI connection

Qi; SCORM package

Assessment -~

=
§=| rorm

Participation and Engagement ~

Adding a Document:
1. Select "Create" and choose Document from the available options.
2. The New Document page will open, allowing you to customize the content. Here, you can:

o Add Text Blocks: Click on Content to open the text editor. You can type directly, apply
formatting, and even paste in text from other sources (e.g., Word documents). The editor
has a rich toolbar for text formatting (bold, italics, headings, etc.).

o Upload Files: Select File Upload to add individual files (e.g., Word, PDF, image files). You
can also drag-and-drop items directly into the editor.

o Embed Media: You can embed videos or audio files directly in the document using the
"Insert/Edit" media tool, allowing for a more dynamic learning experience.

o Add Hyperlinks: Easily link to external web resources or other course materials.

11
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Course Kyriaki Efthymiou

ﬁ\!ew Document 21/10/2024 @ Hicden fomstudents + | 538

Select a type of content to add a block

-] o B m & =] [c4
Comten: HTL Know eck e upload Cloud upioad Content Collection Convertafi

Note: Folders cannot be uploaded in bulk, but individual files or items can be added one at a time.

3. Save the Document to finalize your changes. Documents remain hidden from students by default

until you choose to show them.

2. Upload Files
To upload files directly into your course:

e Click the "+" icon wherever you want to add a new item.

e Select Upload from the menu, then browse for files on your computer or drag-and-drop files into

the content area.
Supported file types include:
o Text documents: DOC, DOCX, RTF, TXT
Presentations: PPT, PPTX
Spreadsheets: XLS, XLSX
Multimedia files: MP3, MPG
Web content: HTM, HTML
o PDFs and most image formats (JPEG, PNG).

Uploaded files will appear directly in the content list. Students can download them by selecting the file
title.
4. Show or Hide Content
You can manage the visibility of your content with ease:

e Each item has a visibility toggle (an eye icon) beside it.

e Hidden: When the eye icon is crossed out, the item is hidden from students.

e Visible: When the eye is open, the item is available for students to view.
You can also set specific release conditions for any item.

O O O O

i [2] New Document 21/10/2024
[;Hiddeﬁ from students - @

12
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5. Schedule Content Availability
To make your course dynamic and time-specific, you can schedule when content appears or disappears:
e Release on a specific date: Choose an exact date and time to show content to students.
o Restrict visibility by date: Set an end date, after which the content will no longer be accessible.
o Release within a time window: Select a start and end date to make content available for a
defined period.

h New Document 21/10/2024

Release conditions

Limit access to this content by creating rules with one or more conditions. Course members will need to satisfy the conditions for at least one rule before content is released.
Changes to the visibility or release conditions apply to the linked item and all associated course links.

Rule1 &

Select members
Choose which course members and groups will have access to this content

© A/l members
() Specific members or groups
[ Date/time

] Performance

To access these options:
1. Click the arrow beside any item.
2. Choose Release Conditions and specify the visibility settings.

i: [&] New Document 21/10/2024
| & Hidden from students - |

¢ Visible to students

+ & Hidden from students

& Release conditions

9. Create alink to a website

On the Course Content page, you can add a link to a website you want students to access alongside
other materials. For example, you can add a link to a website with the required reading listed in your
syllabus.

Select the plus sign from the left side, wherever you want to add the website information. From the
drop-down menu, select Create to open the Create Item panel on the right side.

13
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Test Course S20

Content Calendar Anmouncements  Discussions Gradebook  Messages  Analytics Groups  Achievements 8 student Preview

Course Content Qe
Course Staff

®
Minas Mina

. comuccoumsEnaTsUCTaR
i () Discussion

@ Hidden from students ~

= ‘-—-—"_—- Details & Actions

(-]
A Class register
EH[ e e
4 Auto-Generate Modules @ Progress Tracking
EIOY AYNAMEIL Tum on
3 copy Content
B course image
R upload Edit display setrings
@& Cloud Storage | & Course is open

Students can access this course
B Content Market

i@ content Collection

¥

[ Auendance
Mark attendance

# E course assignment/ epyacieg pabripatog

@ Hidden from students ~ “ & Books & Tools

View course & institution tools

* B Question Banks

Under Course Content Items Select Link.

Create [tem

Course Content Items ~

D Folder

CD e

Assessment ~

Eorm

B

Participation and Engagement (0]

In the New Link panel, at the Display Name write a name, Paste or type the URL text box.
Write an optional description.

The link is hidden from students until you decide to show it. Select the visibility to change it.
Select Save when you're finished.

14
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a5t Course 520

New Link

Web Link  Course Link

* Display Name
* Link URL
8 Open in a new window

Additional Tools

§F Goals &standards

Description

@&

o E

10. Copying an entire course to a new course

On the Course Content page, select the three-dot menu next to the search option.

From the drop-down menu. Select Copy Items.
Test Course 520

ent Calendar Announcements Discussions  Grade book Messages  Analy Groups  Achievements o
Content  Calend nnouncer Discussio radebook  Messa ics Grou chi t l B student Preview

Course Content Q

Course Staff

i (Y Discussion

@ Hidden from students =

Details & Actions

A Class register

@ Progress Tracking
B Course Image

& Course is open

[B] class Collaborate
[ Attendance

ment/ epyacieg pabrpartog
@ Hidden from students =

" V & Books & Tools

Question Banks

: Week 1
® visible to students -

A list of your courses appears. If the course you’re looking for isn’t on the first page, use the arrows to
navigate or use the search bar.

Select a checkbox next to the name of the course to do a full course copy.

15
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I Copy Items

Courses  Organisation:
1 Item Selected
=
Q Search by course name o Courses
mtest_proctorio
Courses 1-20f2 ¥ items per page ge M ic] t_proct e
mtest_proctario
>
Test Course 520
B ?
[©)
I start Copy I

Select Copy
Note: You can’t do a full course copy from the course you’re currently working in. Make sure you have
navigated out of the course you wish to do a full course copy for before copying.

11. Copying individual course items

On the Course Content page, select the three-dot menu next to the search option on the Course Content

page.
From the drop-down menu Select Copy Items

Test Course S20

Content Calendar Announcements Discussions ~Gradebook Messages Analytics Groups  Achievements 1 8% student Preview

Course Content Q

Course Staff
€? Batch Edit

Details & Actions

# (@ Discussion

@ Hidden from

D Course Tasks and Log A Class register
@ Proress Tracking
B Course image

& Course is open

[(2)] Class Collaborate

[ Awendance

i [ course assignment/ epyaciec pabripatog
udents -

@ e & Books & Tools
Question Banks
E Week 1
© Visible to students = N

Note: Content is automatically set to Hidden from students if you copy individual items into your course.
A list of your courses appears. If the course you’re looking for isn’t on the first page, use the arrows to
navigate or use the search bar.

16
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Select the course the following categories are available:
Content

Discussions

Announcements

Question Banks

Mark Schemas

Select a category to view available items for copy

Then, select the checkboxes for items you would like to copy

| Copy Items

Courses  Organisation: 1 Item Selected
—_— =
Items.
O (@ biscussion Test Course 520
Week 1 ®
O {5} Weekly self.Assessment
O [ NewTestoarnorzoze
O & course assignments epyaoiec pabriparog >
B week1 >
0 @ rom
] New Assignment 09/10/2024
®
I Start Copy |

Note: Content is automatically set to Hidden from students if you copy individual items into your course.

Select Start Copy

12. How to Create a Journal

Journals are private spaces for students to communicate with you. They can use journals for self-
reflection, sharing opinions, ideas, and concerns about the course, or discussing course-related
materials.
Creating a Journal:
1. Access Course Content:
o On the Course Content page, select the "+" (plus sign) wherever you want to add a
journal.
2. Select Journal:
o From the dropdown menu, choose Create.
o Under Participation and Engagement, select Journal.

17
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Lredwe e

Course Content Items ~

O] o

Assessment ~

Participation and Engagement ~

3. Set Up the Journal:

o Add a Prompt: Provide expectations and guidelines for the journal. Use the text editor
options to format your text, attach files, or embed multimedia. If you don’t add a prompt,
students will see a message indicating that no instructions have been provided.

o Show or Hide the Journal: By default, new journals are hidden from students. They won't
see the journal until you choose to make it visible. You can create all your content in
advance and control what students can access based on your schedule.

o Enter a meaningful title to help students find the right journal in the content list.

Caurse Kyriaki Efthymiou
+° Auto-Generate Journal @ Hidden from students -
New Journal 21/10/2024 [ oo | ]
Journal  Participation
° Journal Settings @
B Merking
Journal isn't marked
Journals are a personal space for students to communicate privately with you.
Create a prompt to gat students started with their journal entries.
Telen|[qr][D 0 @
What do you wont students to focus on?

4. Journal Settings:
o Inthe Journal Settings panel, if you choose to grade the journal, additional options will
appear, such as setting a due date and maximum points.

18
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miest_ proctoric

New Journal 18/10/2024

Journal  Participation

3 Journal Settings @

te privately with you.
ries

Journals are a personal space for studen
< students

New Journal 18/10/2024

Journal Settings

Details & Information E
B Grade journal
This journal counts for a mark

W Allow users to edit and delete entries

B Allow users to edit and delete comments
Participation & Marking 2
Due date

19/10/2024 13:46 (o]
Mark categary

journal
Mark using

Points -

[

Maximum points

100

Additional Tools

gjj Usemarking rubric
Add marking rubric E

coneel “

Managing Journal Entries:
e In the Participants view, students are listed in alphabetical order.
e If you edit any content in the journal, students will not receive notifications about new content.
e You can change a journal from graded to ungraded as long as there are no entries or comments.
Once students have submitted entries or comments, you cannot change the journal type.
e If you delete a graded journal, it will be removed from both the Course Content page and the
Grade Center.
Additional Notes:
e You can create as many journal entries as you like and comment on student entries. After you
comment, students can respond to continue the conversation.
e Instructors can edit or delete any entries and comments. Deleting an entry will also remove all
associated comments.

Auto-generate a journal
Select the Auto-Generate Journal button to bring up the creation panel

19
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ntest_proctorio
I Tes:t Journal @ Hidden from students ~

Journal  Par

. Journal Settings &

Journals are a personal space for students to communicate privately with you.
Create a prompt 10 get students st with their journal entries

Te o 9+ |D a0 @

e Enter a description (limited to 2000 characters) to narrow the focus of the journals
e Select the desire cognitive level

e Adjust the complexity of the journals’ focus by moving the slider

e Select whether you want to generate a title for journals

e Select the arrow beside Advanced options to change the output language

e Once you've finalized your settings, select Generate. Review each journal for accuracy and bias.

Choose the journal you’d like to add to your course, then select Add

test_proctorio
I Auto-Generate Journal

@ This is auto-generated content and needs to be checked for accuracy and bias
Define the journal

Description & © Exploring the Dimensions of Cybersecurity

B select course items. |

- E @ Designing Secure Systems: A Metacognitive Journey

Desired cognitive level

cognitiv

Complexity
Low ee— HIB"E
Generate journal title O Analysing Cyber Threats and Countermeasures
Advanced options /]:

4
Output language Cognitive level: Analyse

English, British - English (British) -
5

13. Discussions

Discussions are an effective way to encourage students to think critically about coursework and
engage with each other’s ideas. You can create discussions for specific lessons or for general course
topics.

Key Features:

1. Instructor Control:

20
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o Asthe instructor, you own the discussions. After starting a discussion, you can post
comments to guide and facilitate student interaction.

Content Calendar Announcements Discussions ~Gradebook ~Messages Analytics Groups —Achievements & Student Preview

Start a discussion with your students

Discussions are built to support all learners on their educational journey.

2. Creating a Discussion:
o You can create a discussion directly on the Course Content page.
3. Access the Discussion Area:
o Click on Create Discussion. You will see a prompt to start a new discussion.

Content Calendar Announcements ~Discussions ~Gradebook Messages Analytics  Groups  Achievements & student Preview

hagolcer @

Start a discussion with your students

Discussions are buit to support alllearners on their educational journey.

4. Add aTitle:
o Type a meaningful title for your discussion to help students easily find it
5. Add Content:
o Enter the content or prompt for the discussion.
6. Visibility Settings:
o You can choose to show or hide the discussion from students. New discussions are
hidden by default, but you can change this option at any time.

21
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f New Discussion 21/10/2924]
Discussion Settings

|

Discussion isn't marked

Use this space to start a discussion!
Iy sial a iz s canl

- T M- %- B I U - B = 9- 9 ¢ © ¢ & @

What do you warnt to talk about?

7. Edit Discussion Settings:
o Click on the Edit Discussion Settings icon (refer to arrow 3) to open the settings panel.
Here, select the options that best suit your discussion needs.

Discussion Settings

Details & Information
@ Display on Course Content page

[J Postfirst

Hide discussion activity until student responds

[ Prevent editing
Students cannot edit or delete published posts

[ Allow anonymous responses and replies
It s not possible to mark a discussion with
anonymous posts

[J Markdiscussion

This discussion counts for 3 mark

Additional Tools

@ Goals & standards
Align with goals

gg Growp discussion
Assien to groups

Cancel Save

14. Sending a Message or Email

In the Ultra Course View, you can send course messages that also get copied to the recipient's email
inbox.
How to Send a Message:
1. Access Messages:
o Click on the Messages icon in the course menu. You can also send a message directly

22
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/ from the Course Content page.
[ Course

Content Calendar ~ Announcements Discussions Gradebook [ Messages | Analytics Groups  Achievements

View messages for your course here.

You can ask questions and share your thoughts with ane person, multiple people or the whle dlass.

2. Compose a Message:

& student Preview

B New Message

o Click on the Message icon to open the message composition window.

B course

Content Calendar Announcements Discussions ~ Gradebook ~Messages Analytics Groups  Achievements

&
View messages for your course here.

You can ask questions and share your thoughts with one person, multiple people or the whole dlass.

23
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New Message

3. Email Copy:
o All messages sent will automatically be copied to the recipients' email inboxes. There’s no
need to check a box for this option.
4. Viewing and Replying:
o Recipients will see your message in their email, but any replies to that email won’t be
sent back to Blackboard Learn. To respond, users must log in to Blackboard and reply
through the course messaging system.

15. How to Create an Announcement

1. Access the Announcements Page:
e On the Course Content page, select Create Announcement to get started.

h CYRTESTK.Efthymiou @ Course Settings
Course

Content  Calenda Analytics  Groups  Achievements 8 Student Preview

@ o0Posted ® 0Scheduled & No Drafts Q

2. Fill Out Announcement Details:

e The New Announcement page will appear.

e Type a title and the message text for your announcement.
3. Save or Post the Announcement:

e Select Save to save your announcement as a draft.
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e To post the announcement immediately, select Post in the Status column on the Course

Announcements page.

4. Schedule Announcements:

e You can also schedule announcements to start and end at specific times.

Course Kyriaki Efthymiou

New Announcement

*Title

Type an announcement title

* Recipients

All course members (1)

* Message

b T A U - B - 9- 9 ¢ @« ¢ B 6- =

[ send 2n emall copy to recipients

[ Schedule announcement

Cancel

5. Managing Announcements:
The Course Announcements page lists all announcements in your course, along with each

announcement’s status and the number of viewers.
e From this page, you can create, copy, edit, and delete announcements.

@ Course Settings

CYPTESTK Efthymiou

I Course
Content Calendar Announcements Discussions Gradebook Messages Analytics Groups  Achievements 8 Student Preview
@ 1Posted @ 0Schedulad & No Drafts Q ®
Announcement > Status Viewers :
% e
Z ejwpo Posted
@ I S . 01
a few seconds ago, at 12:13
& Edit

etetet
Copy

Delete

16. How to Create Course Groups
1. Access the Group Creation Page:
When creating course groups for the first time or adding a new group set, a partial list of
your students will appear on the New Group Set page.
o Select Show All to view the entire list of students.

2. Create Groups:
You can create up to 99 groups within a single group set.
To add students to a group, select the desired students from the list and assign them to a

o

(@]

(@]
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specific group.
3. Managing Individual Groups:
o After creating a group or group set, you can:
o Add or Delete Groups: Modify individual groups as needed.
o Manage Student Membership: Add or remove students from groups.
o Edit Group Names: Change the names of your groups for better organization.
o Send Messages: Communicate with all members of a group.
¢ If you no longer need a group, access the group’s menu and select Delete Group. The
students in that group will be automatically unassigned and will appear at the top of the
page. You can then manually assign these students to new groups.

17. Accessing Attendance

1. First-Time Access:
o When you access the Attendance feature for the first time, you’ll choose whether to add

attendance to your gradebook.

: EB] Course Outline/dypappa Mabiiparog
® .

2. Adding Attendance:
o Onthe Attendance page, select Add Attendance to open the Settings panel.

Allendance

Roll call!

You can track attendance for class
meetings and scheduiled

3. Adjusting Settings:
o Inthe Settings panel, you can modify the default settings for how grades are displayed
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and how late attendance is handled in the grade schema.

Note: You cannot change the percentages for Present and Absent at this time.

After making your adjustments, select Save to apply the changes, or close the panel if you
don’t want to make any changes.

Attendance

Settings

Present 100 %

Absent 0 %

@ Include Excused in calculations

Marking
) Usesttendance asa mark
Select a marking scale for the overall mark

Points

@ Remove attendance

fene “

4. Attendance Column:
o An attendance column will appear in your gradebook once you’ve added attendance.
5. Marking Attendance:
o Inthe Meeting View, you can mark each student's attendance. As you do this, their
attendance grades are updated automatically.
o If you change a student’s attendance or clear any marks, those changes are reflected
immediately for students.
6. Score Display:
o Attendance scores in the Meeting View are always displayed as percentages, regardless
of the schema you selected in the Settings panel.

18. Accessing the Virtual Classroom

1. Find Your Course:
o On the left-side menu, click on “Courses.”
o Select your course from the list.
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@ acuay others
.-
CYPTESTK
Course=g e ] o

B Messages
B marks
[4 Tools

£ Admin

&) signout

2. Virtual Classroom Page:
o After selecting your course, you will be directed to the Virtual Classroom webpage.

cverest @ Course Setiings
Course Eyruak: Flthn

Content  Calendar  Announce Discussion

Course Content & o
Course Staff

. CTREUE.COURSE INSTRUCTOR

\aypappa MaBriparog
Details & Actions
A Class register
EE course information/MAnpopopie Mabhpartog
@ visible to students v @ Course Description
Progress Tracking
: E§] Week 1/EpSopasa 1
@ visie to students - v B cou
b & cou
i [E) Week 2/EpSopdsa 2 [ class Collaborate
@ Visible to students v .
[ Attendance
: [B week 3/EpBopasa 3 & Books & Tools
@ Visible to students « v Htu
Question Banks

Add course schedule H

19. Creating a New Session

1. Access Your Course:
o Go to your course in Blackboard.
2. Open Blackboard Collaborate:
o On the right-side menu, click on the three dots next to “Class Collaborate.”
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CYRTES

I Course

Content Calendar  Announcements  Discussions  Gradebook ~Messages  Analytics Groups  Achievements

Course Content

© Visible to students ~

© Visible to students ~

Week 1/EBSopasa 1
@ Visible to students ¥

Week 2/EBSopdsa 2

@ Visible to students v

Week 3/EBSopasa 3
@ Visible to students ~

Week 4/EBSopdsa 4
© Visible to students -

Course Outline/ALaypappa MaBrpatog

fE) course Information/MAnpogopieg MadrAparog

3. Manage Sessions:

(@]

Course

Click on “Manage all sessions.”

Content  Calendar  Announcements Discussions  Gradebook ~Messages Analytics Groups  Achievements

Course Content

& Visible to students ~

© Visible to students =

Week 1/EBSopasa 1

@ Visible to students ~

Week 2/EBSopasa 2
@ Visible to students ~

week 3/ERSopdda 3
® Visible to students «

Week 4/EBSOUGSH 4

& Visible to students ~

Course Outline/Aldypappa Madrpatog

Course Information/MAnpo@opiec Madrpatog

4. Create a New Session:
Click the “Create Session” button. A side panel will open on the right side of the screen.

(@]

29

@ Course Settings

o)
& student Previe

Course Staff

. CYPEUCCOURSEINSTRUCTOR

Details & Actions

AR Class register

@ Course Description

@ Progress Tracking
Tumon

B course Image

& Courseiso
Studen

[BY] Class Collaborate
Join

on ~

[ Attendance

£ Books &Tools
& institution tools

Question Banks
Manage banks

Add course schedule ;

Skin ¢

9% Student Previe

Course Staff

. CYPEUCCOURSEINSTRUCTOR

Details & Actions

A Class register

®

Course Description
W the cor

@ Progress Tracking
Turnon

Course Image

olay seftings

& Courseis open

[ Class Collaborate

9, Get course room guest link
@ Edit course room settings

B View room report

@ Manage all sessions ?
m

H Viewall recordings

@ Disable course room

Add course schedule
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E Course K Zourse Room ®
{ Urlocked (avanaure; )
Fiterby | Al Upaomngsessons ~ | Q

Mo scheduled sessions.

Create Session

5. Define Session Properties:
o Set the necessary details for your new session, including:
= Name
= Start Time
= EndTime
o After configuring the settings, click the “Save” button to create the session.

~ session Name

[vewsesn |

ey
Event Details
[} Guest access

start
‘ 22110/2024 \”“ ‘ 02:42 .’?}‘

End

‘ 22/10/2024 \“‘ ‘ 10:42 .‘3‘;‘

[ No end (open session)
[ Repeat session

Early Entry

15 mins before start time -

Provide a description

(@ Please type a session name before you save.

6. Accessing the New Session:
o The new session will be available in the “Class Collaborate — Join Session” menu.
7. Edit Session Settings:
o Click on the three dots next to the newly created session to view and edit its settings.
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I Course Fge s« By g — Course Room o
{ Unlocked (available)

Create Session Filter by | All Upcoming Sessions v | QO

test
j 22/10/2024, 09:42 - 22/10/2024, 10:42 (in progress)

8. Share with Guests:
To share the session with external guests:
1. Click on the three dots on the right side of the created session.

‘E Course =i o B g - Course Room 1)
{ Unlocked (available)

Create Session Filter by | All Upcoming Sessions v | Q

test
j 22/10/2024, 09:42 - 22/10/2024, 10:42 (in progress)

2. Select "Edit Settings."
itz Fite by a
[}

test
j 22/10/2024, 09:42 - 22/10/2024, 10:42 (in progress)

2] Jeinsession

Anonymous dial in:
Q@ +442033189610

\ PIN: 287 236 3651
| %, Edit semng‘;@

View reports

T Delete session

3. Inthe settings menu that appears, check the box for "Guest Access."

* Session Name

[ |

&

Event Details

] Join session

dial in:

+442033189610
PIN: 287 236 3651

@ Dial In

start

‘ zszm/zuza \“‘ ‘ 09:42 .‘;;‘

End

‘ 22/10/2024 \”‘ ‘ 10:42 -’?f‘

(] No end (open session)
epeat session

Early Entry

15 mins before start time

Provide a description

feneel

4. Click "Save" to get the guest link.
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* Session Name

test ‘

&

Event Details

dial in:

+442033189610
PIN: 287 236 3651

@ pialin

Guest access

Guest role Guest link

catcpant ﬁ:vf the session to get the guest

start

‘ 22/10/2024 \"‘ ‘09:42 "T«|

End

‘ 22/10/2024 B

‘ 10:42 @ |

[ Noend (open session)

Early Entry

‘ 15 minMﬂtime - ‘
brovida 2 dacerintinn

5. Copy the "Guest Link."

# Session Name

test |

&

in:

+442033189610

FIN: 287 226 2651

¢ Dialin
¥ Guestaccess
Guest role Guest link

Participant ¥ Hhttps:f/eu.bbcul\ah.a
Start
‘ 2201072024 r" ‘09:42 J‘
End
‘ 22/10/2024 \"" ‘ 10:42 & ﬁ‘

[ Noend (opensession)
epeat session

Early Entry

./ Your changes are soved

el

You can then share this link with anyone you want to invite.

20. Joining a Session

e Go to your course in Blackboard

e On the right-side menu click on the “Join Session” under “Class Collaborate”
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H Course

Content  Calendar  Announcements Discussions Gradebook Messages Analytics Groups Achievements <& student Previi

Course Content Qe
Course Staff

.

Details & Actions

i Course Outline/Aldypappa MaBrpatog
@ Visible to students v v

AR Class register

i Course Information/Minpogopieq Mabrpatog View everyane on your course
© Visible to students - v @ Course Description

View the course description

@ Progress Tracking
Tumon
i (=] Week 1/EBSopasa 1

@ Visible to students ~ o [ Course Image

Edit display seftings

& Courseis open
Sty ces

i Week 2/EBSopasa 2

@ Visible to students v v

i [iE] Week 3/EBSopasa 3

© Visible to students ~ v

i Week 4/EBSopasa 4
& Visible to students ~ v

e On the menu that appears click on the session you want to Join
A new window will open which will show the loading screen
After a few seconds, you will be greeted with a session welcome message from where you can choose to
start a tutorial by clicking the corresponding button or you can bypass it by choosing the “Later” button.

21. Navigating through Blackboard Collaborate Ultra’s Interface

After joining the session, you will be greeted with the following interface

By clicking the button on the top-left corner of the screen, a pop-up window will open from where you
can start the recording of the session by clicking on “Start Recording” option or leave the session by
clicking on “Leave Session” option. Return to the session clicking on “X” option.
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test1

[6X start Recording

@ Use your phone for audio
E‘ Report an issue

@ Blackboard Collaborate Help

@ Tell me about Collaborate

D Leave Session

You can stop the recording by following the same button sequence.
On the bottom-right corner of the screen, you can see a purple button.
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When clicking on the button the following menu will show up from where you can find people to chat,
either publicly using the button (1) option or privately using the second button.

Chat

Find someone to chat with

@ Everyone >

@ Moderators >

1 2

v/_'>\-

£ &%; (= i:?
Moreover, on the second (2) button, you can alter the role of a participant / student and give that user a
more active role on the session room.

This is achieved by clicking on the three dots on the right of the student’s name
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2 Attendees

Moderator (1)

2

Participant (1)

2 Alex Costa (&)

Participant (1)

& Alex Costa

D Send a chat message
81} Make moderator

83 Make presenter

Make captioner

"EI Remove from session

You can also send a private message to that participant or even remove him from the session. By clicking
on the third (3) button you can share content with the participants.

Chat

1 2 Moderators >

3

g =z = €A

By clicking the “Share Blank Whiteboard” option you can share a blank whiteboard with the students on
where you can write or draw anything you like in order to aid the delivery of your course.
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Share Content

Primary Content

[&=] share Blank Whiteboard

Z/ Sharing whiteboard

Share Application - Unavailable
Only available in Chrome and Firefox browsers
Learn more

f > ‘ Share Files >

Secondary Content

[-17| Polling
IIF]‘IF“; Active: 3 Choices ) >
Interact

—— Breakout Groups >

HDNUOT < @

sdfsdfsdfsdfsdfsdf

37

By clicking the “Share Files” option you can “drag & drop”, or select files that you want to share with the
participants on the teleconference window.
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Share Content

Primary Content

I‘ | share Blank Whiteboard
==%7 Sharing whiteboard

Share Application - Unavailable
Only available in Chrome and Firefox browsers

BB share Files > «

Secondary Content

T~ Polling
l':lu[;ll Active: 3 Choices @ >
Interact
-5 Breakout Groups >

By clicking on the file you want to share and then on the “Share Now” button, you can share the
selected file on the session’s window.

< Share Files

(® Add Files

Drag image, PowerPoint, or PDF files. Or select to

choose files.

ppt-sample.ppt |17} ‘

test.pdf Ty

BT <G

22. Setting up Collaborate in Course Groups

Breakout Groups allows as session leader to split session participants into small groups for activities such
as discussion, brainstorming, or problem solving.

Accessing the Collaborate Panel

To set up breakout rooms, you will need to open the Collaborate Panel. To open the Collaborate Panel,
click on the purple button in the bottom right corner.
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Welcome!

You are the only one in the room.

Please wait while others join.

& s = &

Setting up Breakout Groups
In the Collaborate Panel, click on the Share Content tab

Share Content

Primary Content

& __4 Share Blank Whiteboard
il Share Application/Screen >

) Share Files >

Secondary Content

‘ “l ‘ Polling 5
@) Timer .
Interact

[ .5 Breakout Groups ]° S

Sa

o g =2 =
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Select Breakout Groups from the menu

Share Content

Primary Content

< 1 Share Blank Whiteboard

[E5] share appiication/screen

Eﬁ.]] Share Camera

wjiﬁ Share Files >
Secondary Content
[;:]:Il Polling >
Interact

o) Breakout Groups @ >

There are two methods of assigning participants to groups: Random assignment and manual

assignment.
e Randomly Assigning Participants to Groups

e Manually Assigning Participants

Randomly Assigning Participants to Groups

1. Assign Groups: Select the Randomly Assign

option from the dropdown menu. To include

moderators, check the option labeled Include moderators in group assignment.

vk wnw

Number of Groups: Use the dropdown menu to select the number of groups to create.

Allow participants to switch groups: Select this option to allow participants to change groups.
Shuffle Participants: Check this option to change the random group assignment.

Group assignments will appear here. To rename a group, click on the group name. To reassign

participants, drag the participant you wish to reassign between groups.

6.

To start Breakout Groups, click the Start button.

Main Room

Breakout Groups

Assign Groups °

Randomly assign ™

%) pemonstration Instructor

Group 1

Include moderators in group assignment

Number of Groups e

2 groups of 2 participants

Allow participants to switch groups o
Shuffle participants °

2 StudentA

Student B

Cancel
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Manually Assigning Participants

1. Assign Groups: Select the Custom Assignment button.

2. Allow participants to switch groups: Select this option to permit students to change their
enrolled group.

3. Main Room: Participants in the main room will be listed here. Click Show All to view all
participants.

4. Groups: Drag participants from the main room to the desired group. Click on the group name
to rename the group.

5. Add group: Click the + sign to add additional groups.

6. Delete group: Click on the trash can icon to delete the group.

7. When finished, click the Start button to start the breakout rooms.

Breakout Groups

—dtoup 1
Assign Groups

0 members
Custom assignment o v

Allow participants to switch groups °
Group 2

elin Room Q. memt
ﬁ Demonstration Instructor ’
& StudentA e o

& StudentB

- Student C

5 members | Show All Cancel

23. Polling

Accessing the Collaborate Panel. To distribute a poll, you will need to open the Collaborate Panel. To
open the Collaborate Panel, click on the purple button in the bottom right corner.

Welcome!

You are the only one in the room.
Please wait while others join.

& s = &

Setting up a Poll
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1. Inthe Collaborate Panel, click on the Share Content tab.
2. Select Polling from the menu

Share Content

Primary Content

,‘L-_i Share Blank Whiteboard

|'I1'f;'| Share Application/Screen

. If Share Files >

Secondary Content

[ 2|

{ ]LILU Polling = >
Interact

S 5 Breakout Groups >

Choosing a Poll Type
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{ Polling

Multiple Choice

Yes/No Choices

Select either Multiple

Choice or Yes/No

Multiple Choice Polls
1. Ask a question: Type the question you wish to ask to participants in this space.
2. Answer choices: Type in your answer choices in the spaces provided

3. Add choice: Click on Add Choice to add additional choices (up to a total of five choices). You can
click the trash can icon next to an answer choice to delete it.

4. Click the Start button to start the poll.

Polling
©
- 5
o Add choice
o
Yes/No Polls
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1. Ask a Question: Enter the question you wish to ask in the space provided.
2. Click the Start button to start your poll.

Polling

m N
.Q‘}\ | \j
z <

Cancel

Distributing a Poll to Users
The poll will appear on screen like the poll shown in the image above.

1. Response counts will appear here for each option.

2. To prevent participants from changing their answers, click the Lock Poll button.
To end the poll, click the End Polling button in the upper

° >

Ask a question - *C—D
No Response 1

o @ First answer choice o

@ Second answer choice o
<> Loit Poll

24. Set up your camera and microphone

By clicking on the fourth (4) button you can set the various settings regarding your session window. The
most important one is the “Set up your camera and microphone” option where you give the necessary
permission to Blackboard Collaborate to access your microphone and camera devices.
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My Settings

@» Moderator

Audio and Video Settings A

[@33 Set up your camera and microphone ‘

@ Use your phone for audio

Speaker Volume

0% @ A 100%

Microphone Volume

0% @ g 100%

After clicking on that button, two small pop-up windows will open asking you to give permissions to
Blackboard Collaborate to access your input (microphone & camera) devices.

& & eu.bbcollab.com/collab

eu.bbcollab.com wants to

&, Use your microphone

Allow

C @ eu.bbcollab.com/collab/

eu.bbcollab.com wants to

B¢« Use your camera

Allow

Click on the “Allow” option.

You will then be asked to choose your preferred input devices, in case you happen to have multiple
microphone or camera devices, and also validate the quality of your devices.

The first check is for the microphone while the second one is for the camera.

If your devices are working properly, click on the “Yes — It’s Working” button and you will be taken back
to the session’s main window.
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Audio Test (1 of

Let us hear you! Say something.
Do you see the audio bar moving when you speak?

g You sound great!

Microphone (Realtek Audio)
No - | need help Yes - It's working

Video Test

Smile! Don't worry - no one else can see you yet!
Do you see yourself?

Integrated Webcam

No - | need help Yes - It's working

At the bottom of the session’s main window, you can see four main buttons.
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Lots of Bullets (26 to be exact)

Thas s the 1at bulet

This & the 21 Dullet

Thas &3 the 3ed buliet (making sense so tar?)
This is the 4th buliet (and it should be bold?)
Ths os fh butet (and & should be undedned
This is the &eh buliot (and # should be falcized)
7th bulet (this B8 a 9ood et of superscript taxt, 100)
St bulet

9 bulet

10th bulet

i

12th

13th

14th

15th

16th [one of my favonie numberns)

17th

18th

19

Twenteth

2152 () romember when | Jumed 21 <sigh>)
22nd

23

24th

25t

26t [can you see them a¥?)

ppt-sample.ppt (2/10)

e: -

By clicking on the first button, E, the following pop-up menu will come up from where you can
change your status to “away” if you happen to have to leave momentarily from your PC or you can
choose to leave the session by clicking the corresponding button.

Miltiades Hadjioannou e
& Moderator =
®© Away <] Leave Session
Feedback
© Happy ® sad
Surprised @ Confused
Faster @& Slower

7o |

You can even use the feedback buttons to give the presenter your immediate feedback on the
presentation.

g A
The next two buttons, , are used for activating and deactivating your microphone and

camera accordingly, while the third one, -, is used in case a participant wants to raise his hand to
tell something to the instructor.
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25. Viewing Recordings

e Go to your course in Blackboard
e On the right side menu click on the 3 dots that appear on the right of “Class Collaborate”

Content Calendar Announcements  Discussions ~Gradebook ~Messages  Analytics Groups ~Achievements & Student Preview

Course Content Q
Course Staff

Course Outline/Adypaypa Ma@rpatog

@ Visible tostudents v v

+

Details & Actions

AR Class register

Course Information/MAnpo@opleg MaBrjpatog

® Visible tostudents v @ Course Deseription

e c

@ Progress Tracking
Turnon

Week 1/EBSopdsa 1

[ Course Image

© Visible to students ~ v
+ & courseis open
Students can
Week 2/EBSopdda 2 [ <lass Collaborate E'

© Visible tostudents v v Join

[E} Attendance
Mark attenda

£ Books &Tools
e & institution

5 Week 3/EBSopasa 3
@ Visible to students v

Question Banks

i Week 4/ERSopdsa 4

© Visible to students v

Add course schedule

ii i) week 5/EBSonGSa 5

e From drop down menu Click on “View all Recordings”
S

Course Content Qe
Course Staff

'
. CYPEUCCOURSE INSTRUCTOR

Details & Actions

+

i Course Outline/Alaypappa Masrpatog
© Visible to students ~ v

A& Class register

i Course Information/MAnpopopiec Madrpatog

® visible to students + v @® Course Description

@ Progress Tracking
Turnon

: {5 Week 1/EBSopdsa 1
@ Visible to students ~ v

Course Image

Edit settings
+ & Courseis open
Stud
i [E] Week 2/EBSopasa 2 [ Class Collaborate
& Visible to students ~ v

9, Get course room guest link

@ Edit course room settings

i Week 3/EBSopaSa 3 " | B Viewroomreport

® Visible to students + Y @ Manageall sessior £
% _
{w

@ Disable course reom

E: Week 4/EBSopdsa 4

@ Visible to students v v

e You will be greeted with the following webpage

Recordings

Filter by | Recent Recordings ~ | Q

All Recordings ~ Recording Usage

Session name / Recording name Start date Duration Access @ Closed Captions

@ coursi . afTest 22/10/2024, 11:08 00:00:00 B course members only & No captions [

e You can filter the recordings according to a date by clicking on the “Recordings In A Range” as
seen in the picture down below.
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Recordings

Filter by | RecentRecordings v | Q

/ Recent Recordings

All Recordings  Recording Usage

-
——
Recordings in a Range
Session name / Recording name start date Duration Access © Closed Captions {w

@ Courst Test 22/10/2024, 11:08 00:00:09 B Course members anly & No captions 2]

e Toview arecorded session, just click on the name of a recording and then click on the “Watch
Now” link as shown in the picture down below.

Recordings

Filter by | RecentRecordings v | Q

All Recordings  Recording Usage

Session name / Recording name Start date Duration Access @ Closed Captions

W, gours 1/ Test 22/10/2024, 11:08 00:00:09 B course members only No captions ®

:

e The video will open in a new browser window.

e In case you want to add the link of a recorded session to a folder within your course, just click on
the three dots, which is to the right of session’s name, and then click on “Copy link”.

Recordings

Filter by | Recent Recordings v | Q

All Recordings ~ Recording &age

Session name / Recording name Start date Duration Access @ Closed Captions

@ cours u/Test 22/10/2024, 11:08 00:00:09 B Course members only [& No captions \E

> Watchnow
] Download

& Recording settings

—

Qy Copylink B |

1li Delete

e Then go to your course and in “Course Content” select the folder you want to add the link to and
click on the “Create” option.
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Content  Calendar Announcements Discussions ~ Gradebook Messages Analytics Groups Achievements 8> Student Preview
& Course is open
Students can access this course
i [2] New Document 21/10/2024 3] Class Collaborate
@ Hidden from students ~ Join session +

[ Attendance
Mark attendance
i [2] New Document 2171012024

@ Hidden from students ~ & Books & Tools

View course & institution tools
Question Banks
® Manage banks

it = Week 2/EBSopada 2
® Visible to students ~ v

H Week 3/ERSopasa 3
® Visible to students ~ A

il fi

5
P Copy Content A

[ Upload v
4 ® Cloudstorage
B Content Market

1 Content Collection

it =] Week 6/EBSopada 6
@ Visible to students ~ ~

e On the menu that appeared on the right hand side of the screen clink on the “Link” option

Create Item

Course Content Items ~

D Folder
Document
.
Teaching tools with LTI connection

g SCORM package

Assessment ~
-

§=| fom

Participation and Engagement A

@ Discussion

e Give a title and, paste the link of the recording in the “Link URL” field and then click on the
“Save” button which is at the bottom-right corner of the page.

50




(;) European
University Cyprus

I Course Kyriaki Efthymiou

New Link

Web Link  Course Link

& Hidden from students

* Display Name:

Test

*Tink URC

https://eu-iti.bbcollab.com/recording/ddcb562477944b21a744e525241 029 ®

Open in anew window

Additional Tools

§g Gouls e standards
You need to save the link before you can
edi the afigned goals. Save the ik and
return.

Description

Cancel

26. Create an assignment

On the Course Content page, select the plus sign wherever you want to add an assignment. In the menu,
select Create to open the Create Item panel and select Assignment. The New Assignment page opens.

Content  Calendar  Announcements ~Discussions ~ Gradebook ~Messages  Analytics Groups  Achievements & student Preview
[E Attendance

Mark attendance

i 2] New Document 2171072024
@ Hidden from students ~ & Books & Tools

v rse & institution tools

Question Banks
. Manage banks

ii ] week 2/EBSopasa 2
@ Visible to students ~ v

+

H] Week 3/EBSopéda 3
@ Visible to students ~ -

Py
o

L
R
i (3 Copy Content
M Vpload -
4 @ Cloud storage

B Content Market

B Content Collection
+

H Week 6/EBSOpASH 6

& Visible to students ~ v

i 5] Week 7/EBSopada 7
@ Visible to students ~ v
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Create Item

Course Content Items

[ e

& unk

Teaching tools with LTI connection

Q SCORM package

Assessment

Assignment

=
§=| rorm

Participation and Engagement

g 2 Journal

s
4=| & conversation

New Assignment page (settings)
h New Assignment 22/10/2024 # s -

Content and Settings ~ Submissions (0)  Student Activity

Instructions Assignment Settings @

Click to add text or drag and drop files here Due date
Tomorrow
Wed 23 Oct 2024 23:50 (EEST)

EI Mark category
Assignment

B Markdng

Points | 100 maximum paints
Post marks manually when assessment is
marked. Change mark posting sefting.

Attempts allowed

1 attempt

E] Originality Report
=V Enable SafeAssign

Provide a descriptive title so students can easily find the assignment among your course content.
On the Course Content page, the title appears as the link students select to view the materials.

Provide a due date. Due dates appear on the calendar and in the activity stream. Late submissions
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appear with a late label in the course gradebook.

Show or hide the assignment. Students can't see an assignment until you choose to show it.

Set also the number of attempts that students allowed to submit.

On the Course Content page, the assignment title appears as a link to students.

When you create an assignment, a gradebook item is created automatically.

After you post assignment grades, students can view their scores on their grades pages or in the activity

stream. They can also access an assignment, their submissions, your feedback, and their grades from the
assignment link on the Course Content page.

27. Create a Turnitin Assignment

Navigate to the course for which you need to create the assignment. In the "Course Content" section,
click on the plus sign (+) and select "Content Market".

Content Calendar ~ Announcements Discussions  Gradebook ~Messages  Analytics  Groups

8 student Preview

i @ asdas el course Image
@ Hidden from students ~ Edit display settings

Due date: 12/03/2024, 23:59 =]

Class Collaborate

Assignment
& Release conditions v Edit release conditions
Due date: 28/11/2024, 08:31

i Course Qutline/Aidypappa Mabrjpatog
@ Visible to students ~

Join session -

[E Attendance
Mark attendance

& Books & Tools
View course & institution tools

v
i Course Information/MAnpogopieg MaBrpatog o
® Visible to students ~ v
o
o
@ Create
4 Auto-Generate Modules v
Copy Content
[ upload
Cloud Storage
& Cloud Storag: o
¥ Content Market H
w
B content Collection ’
i 5] Week 3/EBSopdsa 3
© Visible to students ~ v ®

Scroll down until to reach the “Turnitin GGE” option and select it.
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The Perusall social learning platform

® W)

Secure Exam Proctor Session Wooclap

& 2

Talis Aspire Reading Lists Old Link Turnitin GGE

The Perusall social learning platform.

stu

STUDI CONTENT CONTROLLER

Talis Aspire Reading Lists

To finalize the assignment, please configure the Turnitin assignment settings.

[ Copy assignment(s) from previously created assignments @ New

(J Enable PeerMark @

£ Optional Settings

Assignment Title

Max Grade

Start Date

Due Date

Feedback Release Date

@ Title © Max Grade
A ent Title 100
@ Instructions © Start Date

fA  2024-06-06 11:12 EEST

© Due Date

9 2024-06-13 11:12 EEST

@ Feedback Release Date

9 2024-06-13 11:12 EEST

After you complete the above settings, click on “Optional Setting”. (VERY IMPORTANT)
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[ Copy assignment(s) from previously created assignments () New

@ Title

@ Instructions

O Enable PeerMark @ —

#+ Optional Settings

[ Enable PeerMark @
£ Optional Settings

Submission settings

Do not store the submitted papers N vl @

Standard paper repository
Institution paper repository
Do not store the submitted papers

2

O Enable anonymous marking @

(O Enable grammar checking using ETS® e-rater® technology @

O Attach a rubric @
Similarity Report
Generate Similarity Reports for student submission

Generate reports immediately (students can resubmit until due date) v

O Enable Translated Matching What languages does Translated Matching support? @

Allow students to view Similarity Reports @

O Exclude bibliographic materials @

© Max Grade
100 N

© Start Date
A 2024-06-06 11:12 EEST

© Due Date

9 2024-06-13 11:12 EEST

© Feedback Release Date

9  2024-06-13 11:12 EEST

Under the dropdown list for “Submit papers to” you must select “Do not store the submitted papers”.

f  2024-06-13 11:12 EEST

Within the drop—downrlist “Generate Similarity Reports for student submission”, you can choose:
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Allow late submissions @
O Enable anonymous marking @
[ Enable grammar checking using ETS® e-rater® technology @

O Attach a rubric @

Similarity Report
Generate Similarity Reports for student submission

Generate reports immediately (students can resubmit until due date) v

Generate reports immediately (students cannot resubmit) &
Generate reports immediately (students can resubmit until due date)

Generate reports on due date (students can resubmit until due date)
o IO STOUETTS 1O VIEw Y REPOS &

O Exclude bibliographic materials @
O Exclude quoted materials @

O Exclude small sources @

Compare against

Student paper repository
[ Institution student paper repository
Current and archived web site content

Periodicals, journals and publications

e Generate reports immediately (resubmissions are not allowed)
e Generate reports immediately (resubmissions are allowed until due date). After 3 resubmissions
reports generate after 24 hours.
e Generate reports on due date (resubmissions are allowed until due date)
Tick the checkbox “Allow students to view Similarity Reports” to allow your students to view their
Similarity Reports for submission to this assignment.

O Attach a rubric @
Similarity Report
Generate Similarity Reports for student submission

Generate reports immediately (students can resubmit until due date) v

O Enable Translated Matching What languages does Translated Matching support? @

Allow students to view Similarity Reports @

O Exclude bibliographic materials @

O Exclude quoted materials @

O Exclude small sources @

Compare against

Student paper repository
[ Institution student paper repository &
Current and archived web site content

Periodicals, journals and publications

Exclude assignment template

Upload or create a template of text to be automatically excluded from the Similarity Report.

(TSNS | NS

Select the checkbox “Exclude bibliographic materials” to exclude text appearing in the bibliography,
works cited, or references sections of student papers from being checked for matches when generating
Originality Reports. You can overwrite this setting in individual Similarity Reports.
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Generate Similarity Reports for student submission

Generate reports immediately (students can resubmit until due date) v

(J Enable Translated Matching What languages does Translated Matching support? @

Allow students to view Similarity Reports @

(J Exclude bibliographic materials @

(J Exclude quoted materials @

(] Exclude small sources @

Compare against

Student paper repository
[ Institution student paper repository
Current and archived web site content

Periodicals, journals and publications

Exclude assignment template *

Upload or create a template of text to be automatically excluded from the Similarity Report.

Upload Template ] { Create Custom Template

Note: Once a submission has been made to the assignment, templates can no longer be added or edited.

Template Requirements »

Tick the checkbox “Exclude quoted materials” to exclude quotations from being checked for matches
when generating Similarity Reports. You can overwrite this setting in individual Similarity Reports.

Generate Similarity Reports for student submission

Generate reports immediately (students can resubmit until due date) v

(J Enable Translated Matching What languages does Translated Matching support? @
Allow students to view Similarity Reports @

(J Exclude bibliographic materials @

O Exclude quoted materials @

O Exclude small sources @

Compare against

Student paper repository
[ Institution student paper repository
Current and archived web site content

Periodicals, journals and publications

Exclude assignment template &

Upload or create a template of text to be automatically excluded from the Similarity Report.

Upload Template ] [ Create Custom Template

Note: Once a submission has been made to the assignment, templates can no longer be added or edited.

Template Requirements A

Select the checkbox “Exclude small source” to exclude matches that are not of sufficient length
(determined by you) from being considered when generating Similarity Reports. A Pop-up window will
display, where you can exclude matches on either word count or percentage.
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Generate Similarity Reports for student submission

Generate reports immediately (students can resubmit until due date) v

(O Enable Translated Matching What languages does Translated Matching support? @
Allow students to view Similarity Reports @
(O Exclude bibliographic materials @

[ Exclude quoted materials @

O Exclude small sources @

Compare against

Student paper repository
[ Institution student paper repository
Current and archived web site content

Periodicals, journals and publications

Exclude assignment template *

Upload or create a template of text to be automatically excluded from the Similarity Report.

Upload Template ] { Create Custom Template ]

Note: Once a submission has been made to the assignment, templates can no longer be added or edited.

Template Requirements »

Scroll down to the bottom of the settings page and select "Submit" to save your changes.

LJ EXclude quoted materials &@

[ Exclude small sources @

Compare against

Student paper repository
[ Institution student paper repository
Current and archived web site content

Periodicals, journals and publications

Exclude assignment template

Upload or create a template of text to be automatically excluded from the Similarity Report.

Upload Template ] [ Create Custom Template N

Note: Once a submission has been made to the assignment, templates can no longer be added or edited.

Template Requirements A
Additional settings

[0 Save these settings for future use @

/
]

Notes:
Submission settings

e Standard paper repository: Student papers will be checked against other institutions' student
submissions.

e Institution paper repository: Student papers will only be checked against other student papers
within your institution. With this setting enabled, if a student from your institution submits a
paper matching a paper of a student from another institution, Turnitin will not identify this
match.

e Do not store the submitted papers (MAKE SURE TO SELECT THIS ONE):A similarity report will still
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be generated for paper submissions, but your students' papers will not be stored in the Turnitin
standard paper repository or the institution's paper repository for future comparison.

Compare against

These search options allow you to select the repositories that students' submissions will be checked
against when processing Similarity Reports for papers. The similarity score may decrease if a repository
option is deselected.

Similarity Report
Report generation and resubmissions

e Generate reports immediately (resubmissions are not allowed): Originality Reports for all
submissions will be generated immediately. Students cannot resubmit papers. If, for any reason,
a resubmission is required when this setting is selected, you must manually delete a student's
submission from the assignment inbox to allow the student to submit again.

e Generate reports immediately (resubmissions are allowed until due date). After 3 resubmissions
reports generate after 24 hours. This option is typically used when students are self-reviewing
and revising their submissions and able to view the Similarity Report. Similarity Reports will be
generated immediately for each student's initial submission to this assignment.

o Students may resubmit as often as they wish until the assignment's due date.

o Similarity Reports for a second or subsequent submission will generate after 24 hours of
submission.

o As all previous submissions are removed upon resubmission, only the latest submission is
available to both you and the student.

o Similarity Reports will regenerate within an hour of the due date and time to allow
student submissions to compare against one another within the assignment.

o This report regeneration may cause a change in a paper's similarity score. No
resubmissions are allowed after the due date and time of the assignment.

e Generate reports on due date (resubmissions are allowed until due date): Originality Reports
will not be generated for any submission until the due date and time of the assignment is
reached. Students may resubmit as many times as needed until the due date and time but will
not receive reports during this period. No resubmissions are allowed after the due date and time
of the assignment.

Allow students to view Similarity Reports
Select the checkbox to allow your students to view their Similarity Reports for submissions to this
assignment. This option gives you more flexibility and control when creating assignments.

Exclude bibliographic materials

Select the checkbox to exclude text appearing in the bibliography, works cited, or references sections of
student papers from being checked for matches when generating Originality Reports. You can overwrite
this setting in individual Similarity Reports.

Exclude quoted materials
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Select the checkbox to exclude quotations from being checked for matches when generating Similarity

Reports. You can overwrite this setting in individu

Exclude small sources

al Similarity Reports.

Select the checkbox to exclude matches that are not of sufficient length (determined by you) from being

considered when generating Similarity Reports. A
word count or by percentage.

28. Grade Assignments

a) Go to your course in Blackboard

box will appear, where you can exclude matches by

b) On the right top menu click on “Gradebook”

c) You will be greeted with the following webpage

CYPRTEST

I Course Kyn

Content Calendar Announcements Discussions ~Gradebook Messages Analytics Groups  Achievements

Overview  Markable ltems ~ Marks  Students

Item 2 Category &
| @ Overall Mark Mo Category
71 Plagiarism check / EAeyxoc AoyokAoTric - Turnitin No Category
1o

Attendance Attendance

d) Click on the assignment you want to grade

Course

| Test 21/10/2024

Content and Settings ~ Submissions (0)  Student Activity

0.3
SUBMITTED TO GRADE
Q se:
O Student $ Student Status ¢
u .: E‘n:asms No Submission
o ' Unoper No Submission

& Course Settings

#2 Student Preview

B wuy S
Due Date 3 Marking Status ¢ Posts
h
Nothing to mark f
Ongoing Mark attendance f

. You will be greeted with the following webpage

@ Visible to students
Marking latest attempt
TOPOST
Marking Status $ Mark Post ¢
Nothing to mark
Nothing to mark
Nothing to mark
25 | v | items per page

e) In this webpage you can mark each student for the specific Assignment by clicking on the oval

option under “Mark”.
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Course =

I Test 21/10/2024

Content and Settings ~ Submissions (0)  Student Activity

0.3

SUBMITTED TO GRADE

Student Status
P«H Student Statuses

atus
All Marking Statuses

O Student ¢

Student Status ¢

No Submission

No Submission

No Submission

ToPOST

Marking Status &

Nothing to mark
Nothing to mark
Nothing to mark

@ Visibleto students -

Marking latest attempt

B2 Send Message

Mark & Posts

25 | v | items per page

f)  When you're ready to release grades to students, click on “Post all marks”. All grades you have
assigned for this assignment are posted for students to see. If you want to post one at a time,

click on “Post 1 mark”.

Course

I Test 21/10/2024

Contentand Settings ~ Submissions (0)  Student Activity

03

SUBMITTED

TO GRADE

Student Status
’7AH Student Statuses

O Student ¢

Student Status ¢

No Submission

No Submission

No Submission

TO POST

Marking Status ¢

g) On the pop up window click on “Post All Marks”

Post All Marks?

X

£ When you post marks, students can view them and any
feedback you provided. Students can view feedback for al

marked attempts.

Cancel

|-

© Visible to students ~

Marking latest attempt

Post all marks

= Send Message

Mark ¢ Post s

— o

~ 7100
~ 1100

25 | v | items per page

h) Posted grades appear with a “Posted” message in the column.

Add Grade Item

a. Go to your course in Blackboard

b. On the right top menu click on “Gradebook”

c. You will be greeted with the following webpage
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CYPTEST

I Course Kynaki

Content Calendar Announcements Discussions ~Gradebook Messages Analytics Groups  Achievements

Overview  Markable ltems ~ Marks  Students

Item#

[8) & owtuone

7] Plagiarism check / EAeyxos Aeyorhoruig - Turnitin

Attendance

Category Due Date ¢

No Category

No Category

Attendance Ongoing

Marking Status

Nothing to mark

Mark attendance

@ Course Settings

8 student Preview

B oo @

Posts

d. All posted Assignments for the course are included by default in Gradebook list. However, if you
want to add an item in Gradebook like an exam or attendance grades you can do it by clicking on
the plus sign wherever you want to add something.

| Course

Content Calendar Announcements Discussions ~Gradebook ~Messages Analytics  Groups Achievements

Overview Markableltems ~Marks ~ Students

Item s

2 Overall Mark

vj{ Plagiarism check / EXeyxos Aoyorhomic - Turitin
0 of 3 submitted

1=t
Attendance

fest 21/10/2024
0 of 3 submitted

Category + Due Date ¢

No Category

No Category

Attendance Ongoing
Assignment 23/10/2024, 23:59

®
@ Add item [y

Add Calculation

%5 Add Total Calculation

Marking Status ¢

Nothing to mark

Mark attendance

Nothing to mark

o) .
<8 student Preview

Bwa g

Post ¢

e. Overall Mark result is the overall grade that a student achieved for the class and it calculated
automatically by the system based on student grades. When you click on the “Overall Mark” you
will be greeted with the following webpage.

Course kyrw

I Overall Mark

& | caicutation Details

Q Search by student name

Student

Marks

Marks &

D
D
D

[

~ | items per page

f. Click on “Calculation Details” to set up an overall result you will be greeted with the following
webpage to set the overall result by changing the relative weights for gradebook items or

categories.
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# overall Mark

=
fe)

il

& D

> B

[ ga 1

Calculation Details

Select a Calculation Type

Advanced

ments) and marking items (such as a particular test). Hide Instructions

Assignment
1item |

Attendance
Titem |

Discussion
Oitems |

Exam
0items |

Form
Oitems |

Homework
aitems |

Journal
oitems |

Presentation

0o Q | v
0o Q %
0 Q| Vv
0@ | v
0o Q@ | v
0o Q %
0 Q v
0o v

Overall Mark Settings

p track of their pe

The overall mark helps ce inyour course. The overall mark is

calculated using relativ gradebook items or categories.

Calculate marks based on paints earned out of total marked points.

Select how the overall mark is displayed

Letter

[[] Show to students

When you set the weights click on “Save” and then return to Gradebook.

Assignment
1item |

Attendance
1item |

Discussion
0items |

D) Exam
352| Oitems |

LK

Form
0items |

Homework
Oitems | @ Edit calculation rules

Journal
0Oitems |

Presentation
0items |

o] Quiz

885 o items |

Qo] Test
&aZ| Oitems |

Additional items
1 item

Announcement of Final Exam Grade
If you like to announce the final exam grade without make exam paper visible to students you Must
create a new column in grade book. You can do it by clicking on the plus sign and select “Add item”
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I course
Content Calendar Announcements  Discussions ~ Gradebook ~Messages  Analytics  Groups  Achievements & student Preview
Overview Markableltems — Marks  Students B ww
Item & Category & Due Date & Marking Status & Posts

@ Overall Mark No Category T e

" Plagiarism check / EAzyxog AoyokAoTiig - Turnitin e
/ 0 of 3 submitted No Category Nothing to mark L

1=,
Attendance Attendance Ongoing Mark attendance T e
g Test 21/10/2024

1 IR
Je Assignment 23/1012024, 23:58 Nothing to mark 1
®
@ Add item [

%7 Add Calculation

%7 Add Total Calculation

Give name of the new column, set the maximum points, click save. Enter to the new column and write
the final grade (numerical) for each student.

New Item 22/10/2024

& Hidden from students
Due date

23/10/2024 [EREREES ®

Marking
Mark using ot

* Maximum points o

Mark category

Assignment

Description

Type a description

Cancel Save

29. Question Banks

Instructors can use question banks to create a database of questions they can reuse in multiple
assessments. You can create new question banks or import existing ones to use in your courses.
On the Course Content page, from the Details & Actions panel on the right side of the page, select
Manage banks.
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mtest_proctorio

mtest_proctorio

Content Calendar Announcements Discussions  Gradebook —Messages

Course Content

i @ secure Exam Proctor
@ Visible to students =

it [ test10_NoFullSereen (Remotely Proctored)
@ Hidden from students »
No due date | Time limit: 180 minutes

] ’? test9_fullScreen (Remotely Proctored)
& Hidden from
No due date | Time limit: 180 minutes

eH E test11_FullScreen (Remotely Proctored)
@ H -
Due date:

00 | Time limit: 180 minutes

Analytics

Groups

@ Course Settings

ol
<& student Preview

Course Staff
mtest mtest
. 2
CYPEUCCOURSEINSTRUCTOR

Details & Actions

A Class register
View everyone

@ Progress Tracking
Turn on

B8 course Image
Edit display settings

& course is open

students can access this course

[B1 Class Collaborate

[ Attendance
Mark atten

& Books & Tools
View e & institution tools

[ Question Banks
Manage banks

Select the plus sign on the Question Banks panel. Select New from the dropdown menu.

Question Banks

=
7 ¢

Use this space to build and manage your question banks

Enter a title and an optional description. You can now add questions. by Selecting the plus sign

30. Import Question Banks

On the Course Content page, from the Details & Actions panel on the right side of the page, select

Manage banks.
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mtest_proctorio @ Course Settings

mtest_proctorio

Content Calendar Announcements Discussions Gradebook Messages Analytics  Groups 78 Student Preview
Course Content Q e

Course Staff
mtest mtest
. 2
CYPEUCCOURSEINSTRUCTOR

Details & Actions

i @ secure Exam Proctor
@ Visible to students =

A& Class register
it [ test10_NoFullSereen (Remotely Proctored) _—
& H students v @ Progress Tracking
No due date | Time limit: 180 minutes Turmn on

B8 course Image
Edit display settings

& course is open

students can access this course

it [ testo_fullScreen (Remotely Proctored)
& Hidden from students «
No due date | Time limit: 180 minutes [BY Class Collaborate

B At

eH V—_]:! test11_FullScreen (Remotely Proctored)
@ H -
Due date:

& Books & Tools
View e & institution tools

00 | Time limit: 180 minutes

[ Question Banks
Manage banks

On the Question banks page, select the plus icon and from the drop-down menu select import from file.

When the file manager opens select the zip file from your PC
Question Banks

Use this space to build and manage your question banks.

As the file imports, you can view the supported question types. You'll receive a success message when
the file imports successfully. You'll also receive a message if the file or some question types weren't
uploaded.
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Introduction to Sociology

&% Question Banks

Processing Pool_ExportFile_sociology_101_05_Chapters 1-5.zip

v/ | Pool_ExportFile_sociology 101_05_Chapters 1-5.zip: Question bank imported successfully X
¢ Chapters 1-5
[[«= ] 9 questions | Updated 4/4/19, 12:32 PM (CDT) =
[ | Sociologists and Theories e
| = | 4 questions | Updated 4/2/19, 12:39 PM (CDT) ‘
. (") Midterm oo
[ | 11 questions Ipdated 4/2/19,12:33 PM (CDT) .

Unsupported question types are removed. If your file has no supported question types, the question
bank isn't added to your course.

31. Al - Generate Question Banks

On the Course Content page, from the Details & Actions panel, select Manage banks.
mtest_proctorio

Coment  Calendar  ANPOUNCEMHENES 282 Student Preview

Course Content
Course Staff

miest mtest
=
PRI O IR TIACTER

i @ secure Exam Proctor

Details & Actions
A Clags register
i B tes ullscreen (Remotely Proctored)
& @ Progress Tracking

B cowrse image

& Course is open
Class Collaborate
& Attendance

£ Books & Tools

| B guestion Baniks

Select the plus sign on the Question Banks panel. Select Auto-generate from the drop-down menu.
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Question Banks

Use this space to build and manage your question banks.

l

©

You have several ways to define the questions that the Al Design Assistant generates.
e Enter a description (limited to 2000 characters) to narrow the focus of the questions
e Adjust the complexity of the questions
e Select the number of questions
e Select the arrow beside Advanced options to change the output language
You can select from the following question types:

e Essay
e Fill in the blank
e Matching

e Multiple choice
e True/False

The "Inspire me!" question type suggests a variety of question types to give you more options.
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Auto-Generate Question Bank

@ This is auto-gensvated content and neads o be checked for accuracy and bias
Define questions
Description .
: O Question1
@ RAREoAw
B Select course items At

Guestion Type
Complexity
Lo e— High
Number of questions [0 Question 2
1 e— 10
Advanced options ”
Output Language

(E) e Tl i o pt e Tx il tn e R mts

Cancel

Optionally, you can select which course items you’d like the Al Design Assistant to provide context for
questions. Select, select course items to start.
Select the box beside any course content item to include it in the context for your question.
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Introduction to Humanities

Select Items

Introduction to Humanities > Content 2 Items Selected

O @ The Black Cat by Edgar Allan Poe Items

Introduction to Humanities

O Literature and Literacy 2 o
Exploring Cultural I...

O E Science Fiction @ The Information Age ®
& Textbook 2>

[£) The Information Age

0O @ Introduce Yourself s

O E My Journey

f_a Exploring Cultural Identity Through Art

Select items

Step 6: Once you've finalized your settings, select Generate. Choose the questions that you’d like to add
to your Question Bank, then select Add to Question Bank.

32. How to setup Final Exam Matching Questions

Under Course of content select Final Exam / TeAwkr E€€taon and expand the folder “Pool of Questions
Final Exam “. Select Final Exam Part C
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l,—___ Final Exam / TeAwkn) e€€taon

= . A
s Hidden from students ~
(. Secure Exam Proctor
w——a.. & Visible to students = -
=g§ Final Exam / TeAwkn| eEétacn (Remotely Proctored)
892] No due date | Time limit: 150 minutes e
<&® Visible to students ~
Hand Written Answers - Final Exam
No due date | Time limit: 30 minutes .ee
< Visible to students ~
Fj Pool of Questions Final Exam
s N

¥ Hidden from students «

Final Part A
No due date
£ Hidden from students =

cl-"_hi Final Part B

No due date
£ Hidden from students «

o-=| Final PartC
No due date
£ Hidden from students

Select the plus sign wherever you want to add a question and from the drop-down menu select the

question type.

MPAKTIKH AZKHIH KAl EMMNEIPIA

Final Part C

Content and Settings ~ Submissions (0) ~ Student Activity ~ Question Analysis

Create your assessment

Select the plus et started

v Allow students to add content at end of assessment

Students can add text, images and files here

Select the “Add Matching question” option
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MPAKTIKH ALKHEH KAl EMIEIPIA

: @ Hidden from students
Final Part C
Content and Settings ~ Submissions (0) ~ Student Activity ~ Question Analysis
Test Settings @
=
Due date
] puedate .

+" Auto-generate question

Mark category
i

Formula questio

@ Ad ated Numeric question

- ® Add Essay Question

v Allow students to add content atene @ Add Fil i the Blank Question ‘_“:‘t:“:ffa“ﬂwed

@ Ad ot question -

1 [C] tching question E D:i{g\ir:a\l.i:v\f:eﬁurn
® € Question -
@ Add TruefFalse Question
@ Reuse Ques
[A Upload questions from file

2

®

With matching questions, students pair items in the Prompts column with items in the Answers column.

The number of items in each column doesn’t have to be equal because you can reuse answers and add
additional answers.

Content and Settings  Submissions (0)  Student Activity = Question Analysis

Test Content Test Settings b3

Due date
. No due date
Question 1 @ [ Extra Credit e

* Question Text El gk category

|:E| Marking

=4 Points | 100 maximum points

* Post marks automatically when assessment is
Setup the pairs marked. Change mark postir ng.

° Allow partial and negative credit @ [ Allow negative overall score

Attempts allowed

Prompt Answer 1attempt
1o | Enter prompt te II Enter answer te & W L§| Originality Report
- i =/ Enable SafeAssign
Partial Negative
33.33
Prompt Answer
2 PN |
Partial Negative
33.33
Prompt Answer
3. PR |
Partial Negative
33.34

Add the instructions or question in the editor.
Set number of points that this question is worth. Questions have a default value of 1 point, but you can
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select the points box to enter a different value.
Add prompts and answers. Add at least 1 prompt and 2 answers. The default fields in a new Matching
guestion satisfy this requirement.
e Add Pair: The maximum number of prompt and answer pairs is 100. You can reuse answers in
pairs.
e Add Answer: Additional answers don't match any prompts, and you can't reuse them.

Click the “save” button when you finish.

The following image is what you will see once you close the save button.

MPAKTIKH AZKHEH KA| EMIIEIPIA

Final Part C £ Hidden from students -

Content and Settings  Submissions (0)  Student Activity =~ Question Analysis

n i (s}

Test Content Test Settings bl
-
o) e

Question 1 (1 point ) wee
which planet is known as the "red planet EI 7N!a‘r’k category
Prompt Answer

- 2 =1 Marki
@ wars Blue [ Merking

Partial: 25% Negative: 0%

Prompt Answer

@ Iupiter Red ’"_‘_e_f"q_pl_‘fa”"w“‘
Partial: 25%  Negative: 0%

. _ L§| Originality Report
rompt Answer / Enable Safeassign
@) venus Green

Partial: 25%  Negative: 0%

Prompt Answer

(@) Puto White

Partial: 25%  Negative: 0%

If you want to add another question, just put your mouse just below the last question so that the cross
sign becomes visible again and repeats the process.
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Final Part C

@& Hidden from students «

Content and Settings ~ Submissions (0) ~ Student Activity ~ Question Analysis

Test Content & rint Test Settings 5@33

Due date

Question 1 (1 point )

Mark cat:
Which planet is known as the "red planet gl ,_af category
Prompt Answer

Mars Blue
0

Partial: 25%  Negative: 0%

Prompt Answer
1l
@ 1upiter Red Attempts allowed
atter
Partial: 25%  Negative: 0%
I_;‘ Originality Report
Prompt Answer = . e cafener

@) venus Green

Partial: 25%  Negative: 0%

prompt Answer

@ Puo White

Partial: 25%  Negative: 0%

KD Allow students to add content at end of assessment

If you want to edit a question, click on the three dotted lines at the right side of the question, from the
drop-down menu and select the desire option

MPAKTIKH AZKHEH KAl EMMEIPIA

Final Part C

& Hidden from students -

Content and Settings Submissions (0) Student Activity Question Analysis
Test Content ‘ & Test Settings EC))
-
} Due date
Question 1 (1 point ) 10 due cale
& Edit K
Which planet is as @ Mar category
3 Duplicate =
Prompt Answer plicat
Align with Goal = {
@ mars Blue 4 B Marking
B
Partii
Prompt Answer
@ jupiter Red Au?mpts allowed
atter
Partial: 25%  Negative: 0%
[E} Originality Report
Prompt Answer 57 Enable SafeAssigr

@) venus Green
Partial: 25%  Negative: 0%

Prompt Answer

@ rluo White

Partial: 25%  Negative: 0%

KD Allow students to add content at end of assessment

When you finish setting up the questions, click on the “X” button at the top left corner of the screen.

74




European

o

University Cyprus

[PAKTIKH AZKHZH KAl EMMEIPIA

Final Part C

Content and Settings  Submissions (0)

Test Content

Question 1

Prompt

@ wars

Prompt

@ Jupiter

Prompt

@ venus

Prompt

@ riuto

Add media to matching questions

MPAKTIKH AZKHIH KAl EMIEIPIA

Final Part C

Content and Settings ~ Submissions (0)  Student Activity

Test Content

Question1 @
* Question Text

Which planet is known as the "red planet

* Set up the pairs

© ~llow partial and negative credit. @

Prompt

Mars

Which planet is known as the 'red planet

Question Analysis

Student Activity ~ Question Analysis

Answer

Blue

Answer

Red

Answer

Green

Answer

White

[ allow negative overall score

TN
(1 point ) ==

Partial: 25%

Partial: 25%

Partial: 25%

Partial: 25%

s Cre g
O extracredit (1 pmnr)

Answer

B I U fw @
Partial Negative
25

Negative: 0%

& Hidden from students «

Test Settings

Due date
!

No due date

Mark category
3

=] Marking

Ii—“" Points | 1 maximum point
Post marks automatically when assessment is
marked. Change mark posting setting

f\[ﬁevvpilf allowed

Negative: 0%

B Originality Report
vy

Enable SafeAssign

Negative: 0%

Negative: 0%

& Hidden from

Test Settings
1o
Due date

No due date

[g] Markcategory

EI Marking

Attempts allowed

1 attempt

[E} Originality Report
= Enable SafeAssigr

You can add media to questions and answers. From the drop-down menu select image. When you
choose to reuse an answer, the media files that display inline also appear for your selection. Access the
menu next to a pair's answer field and select Reuse an answer. The following image is what you will see

once you finish.
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Match the city to its landmark

Answers

Partial and negative credit

Submissions (0)

Student Activity

Test Content

Question 1 @
* Question Text

Which planet is known as the "red planet

Question Analysis

* Set up the pairs

Allow partial and negative credit @

Prompt

Mars

Prompt

2. Jupiter

[ Allow negative overall score

Answer
Blue
Partial
25
Answer
Red
Partial
25

@ Print

[ Extra Credit

Negative

LW

Negative
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Test Settings

Due date

No due date

@ gk category

@ Marking

Partial and negative credit is turned on by for all questions by default. Partial credit is automatically
distributed as a percentage across the matching pairs.

MPAKTIKH AZKHIH KAl EMMNEIPIA

@ Hidden from students ~

Points | 1 maximum point

Post marks automatically when assessment is
marked. Change mark posting setting,

Attempts allowed

1 attempt

L§| Originality Report
=V Enable SafeAssign
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Example:
e A question has 5 pairs worth 2 points each for a total of 10 points. A student matches 2 pairs

correctly:
e The student earns 4 points for 2 correct matches and loses 6 points for 3 incorrect matches for a
negative score of -2 for the question.
Matching questions are graded automatically. If an assessment only has this type of question, the
assessment scores are posted automatically for students to view.

33. How to setup Final Exam True/False Questions

Under Course of content select Final Exam / TeAwr) E€€taon and expand the folder “Pool of Questions
Final Exam “. Select Final Exam Part B

l,—___j Final Exam / Tehwn) e€étaon
s ~

= @ Hidden from students ~

(. Secure Exam Proctor
. & Visible to students ~

Final Exam / TeAwknj e€étacon (Remotely Proctored)
on=

No due date | Time limit: 150 minutes
& Visible to students -

' Hand Written Answers - Final Exam
¥—| No due date | Time limit: 30 minutes

@ Visible to students ~

F‘j Pool of Questions Final Exam
& Hidden from students -

':l,n'ﬂg Final Part A
222] No due date

& Hidden from students «

Final Part B
No due date
& Hidden from students ~

Select the plus sign wherever you want to add a question and from the drop-down menu select the
guestion type.
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TMPAKTIKH AZKHEH KAI EMMIEIPIA

Final Part B

Content and Settings ~ Submissions (0)  Student Activity ~ Question Analysis

Create your assessment

Select the plus icon t

¥ Allow students to add content at end of assessment

d text. images and files here

Select the “Add True/False question” option

TMPAKTIKH AZKHIH KAI EMTEIPIA

Final Part B

Content and Settings ~ Submissions (0) ~ Student Activity ~ Question Analysis

+ Auto-generate question
@ Add question pool
@ Add Calculated Formul
@ Add Calculated Numeric questior
. @ ad
¥ Allow students to add content atenc & A°
® A
Students can add text. images and files he
@ Add Multiple Choice Question
@ Add True/False Question
@ R
o]
T A
[ Add local file
& Add file from Cloud Storage

Write the question

Test Settings &
Due date

No due date
@l Mark category

=] Markin,
Post marks a
marked. Change

At(TT?t“; allowed

Lg] Originality Report
= Enable SafeAssign

Test Settings e
-
Due date
No due date
EI Mark category
Test

=] Markin|

marked

;.\(t:n:\p!sallcwed
attemp!

F‘ Originality Report
=V Enable SafeAssign

& Hidden from students -

& Hidden from students =

e Set number of points that this question is worth. Questions have a default value of 1 point, but
you can select the points box to enter a different value.
e Choose the correct answer by checking the corresponding box on the left of the question.

e Click the “save” button when you finish.
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Final Part B @ Hidden from students ~

Content and Settings ~ Submissions (0) ~ Student Activity ~ Question Analysis

Test Content o Test Settings b3
. Due date
Question 1 O extra credit J(1 point ) No dus date
@ Mark category
(- i B Marking
O Fa Post marks

@&

Attempts allovied
Cancel s

Lgl Originality Report
=V Enable SafeAssig

v Allow students to add content at end of assessment

The following image is what you will see once you close the save button.

Final Part B @ Hidden from students ~

Content and Settings ~ Submissions (0)  Student Activity ~ Question Analysis

Test Content @ Print Test Settings @

Due date

Question 1 (1 pm‘m)
M
The Capital of Cyprus Is Nicosla gl avrkcategory
True
=1 Markin
[} Maring
i Post mar mer
marked
<
O
KD Allow students to add content at end of assessment Attempts allowed

Additional Content

If you want to add another question, just put your mouse just below the last question so that the cross
sign becomes visible again and repeats the process.

If you want to edit a question, click on the three dotted lines at the right side of the question, from the
drop-down menu and select the desire option

TMPAKTIKH AZKHIH KAl EMIEIPIA

Final Part B @ Hidden from students

Content and Settings ~ Submissions(0)  Student Activity ~ Question Analysis

Test Content & print Test Settings b

) * Due date
Question 1 G 'mir‘(/\‘ A NO due date
& Edit
The Capital of Cyprus Is Nicosia 2] Ma'rk category
Duplicate -
True
F Align with Goal =] Marking
False @ Delete matically when assessment is
marked. Change mark posting setting
KD Allow students to add content at end of assessment Attempts allowed
attempt

Additional Content

L§| Originality Report
. =/ Erable safeassie
Students can add text, Images and files here Enable safeAssign

When you finish setting up the questions, click on the “X” button at the top left corner of the screen.
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Final Part B @ Hidden from students ~

Content and Settings  Submissions (0)  Student Activity — Question Analysis

Test Content & #rint Test Settings o]

Due date
No due date

-
Question 1 (1 poin‘)
The Capital of Cyprus is Nicosia El !Jl:rk(ategnry
True

=1 Markin

g vne
False en assessment is

tting
D Allow students to add content at end of assessment Attempts allowed
1 attemp!

Additional Content

@ Originality Report
Students can add text. images and files here. Enabl

e SafeAssigr

With True/False questions, students choose true or false in response to a statement question.

True/False questions are graded automatically. You can't change the points an individual student earned
for an automatically graded question.

34. How to setup Final Exam Multiple-Choice Questions

Under Course of content select Final Exam / TeAwkr E€¢€taon and expand the folder “Pool of Questions
Final Exam “. Select Final Exam Part A

E:j Final Exam / Tehkn eEétaon

= e ~
& Hidden from students ~

(. Secure Exam Proctor

w_— & Visible to students =

Final Exam / Tehwkrj eEétaon (Remotely Proctored)
No due date | Time limit: 150 minutes

< Visible to students ~

The Proctorio extension is required to take this test. To download please go to: https:/fgetproctorio.com/ (_307781_1.fc927fBaacf94208d0594af72cfSabsb,0)

=—| Hand Written Answers - Final Exam
No du e | Time limit: 30 minutes

& Vi

o students =

F‘j Pool of Questions Final Exam

. es ~
£ Hidden from students =

tl°_.; Final Part A
a .

Mo due date

& Hidden from students -

Final Part B
Mo due date

& Hidden from students -

Select the plus sign wherever you want to add a question and from the drop-down menu select the
question type.
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Final Part A

ntent and Settings

Create your assessment

Allow students to add content at end of assessment

Select a Multiple-Choice Question

Final Part A

Write the question

Test Settings
Due date

g Mark category

B Morking

Attempts aliowed

F Originality Report
=

Test Settings
Due date

g Mark category

=1 Markin
R Markie

B Attempts allowe
temp wed

[B) Originaticy Report
-

e Set number of points that this question is worth. Questions have a default value of 1 point, but
you can select the points box to enter a different value.

e Write the possible answers. If you want more than four answer boxes, select Add Option. You
can change the order of answers and delete them as needed.

e Choose the correct answer by checking the corresponding box on the left of each question. You
can have multiple correct answers should you choose to

e Click the “save” button when you finish.
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Final Part A
Content and Settings Subm

Test Content

Question 1 @

* Question Text m

* Set up the options. Choose one or multiple correct answers.

Options
m] | I ~
4]
e
[m] _—
| coicus )
@ ruoman Fesisa -

fancel D

Test Settings @
Due date

Ia Mark category

ﬁ Marking

ﬂ!l.!rr pts allowed

E‘r Originality Repart

The following image is what you will see once you close the save button.

Final Part A

Content and Settings  Submissions
Test Content

Question 1

® @O O :

D Al students 1o add content at énd of ssessment

Additional Content

Test Settings )
Due date

(@ Morkcategory

E’ Marking

Aule.l!‘ﬂh allowed

[E) Oripinstiny Repert

If you want to add another question, just put your mouse just below the last question so that the cross

sign becomes visible again and repeats the process.

If you want to edit a question, click on the three dotted lines at the right side of the question, from the

drop-down menu and select the desire option.
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Final Part A & Hidden from students -

Content and Settings ~ Submissions (0)  Student Activity ~ Question Analysis

Test Content & Print Test Settings @
— Due date
Question 1 (1 point ) e S
& Edit
What is Capital of France EI E’I?:k category
Duplicate # s
@ Paris
T Align with Goal = Markin,
(®) Toulouse & Delete Post marks automatically wt

© vyons

lrltVtE:r:p.t? allowed
(@) Marseile attempt

Lgl Originality Report
= Enable Safeassign
) Allow students to add content at end of assessment

When you finish setting up the questions, click on the “X” button at the top left corner of the screen.

MPAKTIKH ALKHIH KAl EMIEIPIA

inal Part A @ Hidden from students ~

Content and Settings ~ Submissions (0)  Student Activity ~ Question Analysis

Test Content & print Test Settings b3

Due date
NO due date

i —
Question 1 (1 point ) ==
What is Capital of France E| Mark category

@ Paris
E
Toulouse Post marks essment is

marked. €
© yons
.Atrlerlznpisa"awEd
©) Marseille Lot

L§| Originality Report
=¥ Enable SafeAssig

D Allow students to add content at end of assessment

Multiple choice and multiple answer questions are graded automatically. If an assessment only has
these types of questions, the assessment scores are posted automatically for students to view.

35. Create Assignment with Peer Review

On the Course Content page, select the plus sign (+) wherever you want to add an assignment. In the
menu, select Create to open the Create Item panel and select Assignment. The New Assignment page
opens.
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Content ~Calendar Announcements Discussions —Gradebook —Messages Analytics  Groups

Due date: 28/11/2024, 08:31

Course Outline/Atdypappa Mabnpatog
& Visible to students ~

=] Course Information/M\npotopieg Mabrpatog
@ Visible to students v

Week 1/EBSopéda 1
& Visible to students ~

o i
& student Preview
Wk auenoance

& Books & Tools
View course & institution tools

Question Banks
Menage banks

@ Create Q—ro

+" Auto-Generate Modules

Copy Content
[ Upload

& Cloud Storage
B Content Market

B Content Collection

Week 3/EBSopada 3
® Visible to students ¥

Week 4/EBSopada 4

AN Vicikln fe b -

84

v
e mmmnnn
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Learning module
] Folcer
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Assignment
Form
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MIS COURSE

New Assignment 07/10/2024 i et -

Content and Settings ~ Submissions (0)  Student Activity

Instructions Assignment Settings fd

Due date
Tomorrow
Tue 8 Oct 2024 23:59 (EEST)

[ Mark category

Assignment

[} Marking
X points | 100 maximum points

Post marks manually when assessment s
marked. Change mark posting setting.

Attempts allowed

1 attempt

[E] Originality Report
=V Enable SafeAssign

From the Assignment Settings panel, select Peer review. The selection will affect other fields
automatically, such as the number of attempts allowed, to comply with the settings required to
guarantee a successful peer review process.

MIS COURSE

New Assignment 07/10/2024 @ Hidden from students

Content and Settings  Submissions (0)  Student Activity

Instructions Assignment Settings /{c};

Due date Iy

Tomorrow
Tue 8 Oct 2024 23:59 (EEST)

@ Markcategory

Assignment

[ Marking

X points | 100 maximum points
Post marks manually when assessment is
marked. Change mark posting setting,

Attempts allowed

1 attempt

) Originality Report
=" enable safeassign
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Marking & Submissions
Mark category

Assignment N
Attempts allowed

1 -

Mark using
Points M
Maximum points

100

Anonymous marking

[] Hide student names

Evaluation options

[] Two markers per student

Peer review

[] Delegated Marking

Assessment mark b

[[] Post assessment marks automatically
Automatically posts the mark when the
assessment has been marked. The feature
covers automatically and manually marked
assignments and tests with auto-marked
question types. Turn the setting off if you want
to manually control mark publication,

Assessment security @

Ccancel save

Select Peer review settings below Peer review. In the expanded panel you can set the number of
Reviews per student, the Assessment due date (for assignment submission) and the Peer review due
date (for peer review completion).

Marking & Submissions
Mark category

Assignment -
Attempts allowed

1

You can't allow multiple attempts at this time
Mark using

Points M

Maximum points

100

Anonymous marking
Hide student names
You can't turn on anonymeus marking because
peer review is turned on. Students won't see
names on submissions and reviews.
Evaluation options
Two markers per student
You can't turn on parallel marking because peer
review is turned on N
B Peer review
SEECTpeer SEnES

Delegated Marking
You can't turn on delegated marking because
peer review is turned on

Assessment mark

[ Post assessment marks automatically [©)

Ccancel Save
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New Assignment 07/10/2024

Assignment Settings

,03 Peer review settings

* Reviews per student @

3

In student view, names don't appear on submissions
and reviews, Late reviews are accepted.

* Assessment due date

08/10/2024 23:59 [0]

* Peer review due date

Date Time (0]

Peer review due date must come after assessment due
date. The review process starts immediately after the
assessment due date.

Select Save.

New Assignment 07/10/2024

Assignment Settings

,03 Peer review settings

* Reviews per student @

3

In student view, names don't appear on submissions
and reviews. Late reviews are accepted.

* Assessment due date

08/10/2082 2359 ®

* Peer review due date

Date Time (0]

Peer review due date must come after assessment due
date. The review process starts immediately after the
assessment due date.

Cancel save

The Peer review section within the Assignment settings will be updated to show your selections for
number of reviewers and due date for peer revisions.

36. Export Grades from gradebook

The following instructions outline how to Export grades from the gradebook.

* Inthe gradebook, click on the button with the down arrow to open the Download Gradebook
panel.

= Under Mark Records proceed with your selection.
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= From Record Details, choose 'All Items' to view the entire gradebook, or select specific items
individually.

» Choose the file format for the downloaded file. Options include comma-delimited (CSV) for data
files or tab-delimited (XLS) formats.

= Select the location for the downloaded file. You can save the file to your device.
37. Removing student assessment submissions

Access the assignment by select Gradebook from the course navigation bar.

Course Staff Course Content Q -
®
v
@ Visible to students »

Details & Actions

R Class register w2| Assignment
) =

Class Collaborate

Attendance

Gradebook  Messages  Analytics  Groups 8 student Preview
=E Howw
Markable It !
tem s category + Due Date Marking Status & post s
@

|:’:—EE elyProctored) | f
GH 1 T
Jo| testrn s ely Pr n
E_E o 1 n
T oo n : "

Locate and select the student in question.
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Content and Settings ~ Submissions (1) Question Analysis

1.4 0 o
SUBMITTED TO GRADE TO POST
a RS
[m] Student 2 Student Status & Marking Status Mark 2 Post
[m] . - No Subm (10
| ] ‘ Attempled an 29/0: submied @ com
[m] ‘ - No Submission othing to mark (=)
o@ .. No Submisson Wothing to mor ()

¥ items per page

At the right side locate and click on the three small dots, from the drop-down menu select Delete
Attempt.

- . 5] 1D: kk151898@students.euc.ac.cy
wiets Ques e s
_ owdens L Th— Y o comemaecsmmrs | A Markposie (R
| Marking Statuses -l o
@ TRUE/FALSE (Auto-marked) m A
E s this true? Overall Feedback ~
.‘ [} 0/10
|
=TT ——
0
Cal ]

Confirm the deletion by clicking Delete. The assessment submission has now been deleted.

Delete Attempt? X

Do you want to delete the attempt and any mark associated
with it?

Depending upon the settings applied to Assessment the student should now be able to resubmit the
correct assessment work.
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38. Share Files into a Breakout Groups

After starting breakout groups, select Share Files from the main area.

Share Content

1 Attendee
1 Main Room
@ Minas Mina are File: >
Monday Presentaions 4
Main Room 2
i s i i e A
/‘] é}@
Open the File options menu of the file you want to share.
From the drop-down menu select Share with groups.
Share Files

1 Attendee

kout

o]

groups can resume them

v

P= Azure Labs-SPSS Manual. pdf

W e
Moderator (1) =

%, Rename file

=

Main Room

Jump in and get d check your audic.

Choose the groups you want to share the file with. (Groups name are example)
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Share File

(B Friday Presentations

Monday Presentaions

Main Room

Select Share Now.
The first slide of the file displays in the breakout group. (Note: Instructor can share different file for each

group)
39. Grade Discussions Blackboard Learn

1. Select the Discussion Settings icon (top-right corner) to open a panel with options for your discussion.
In the Details & Information section, select Mark discussion.

More options will appear, such as the due date and maximum points. The maximum points apply to one or
more posts made by a student.

Display on Course Content page: This option will allow you to include the discussion

board alongside other course content.

Post First: Select ‘Post First’ to hide the discussion activity from students until they

respond to the discussion. This is an excellent technique to ensure students engage in the discussion
activity; however, remember that students can add any content as a post to circumvent this.

8. Prevent Editing: Prohibits the students from modifying or removing content once

9. posted.

10. When you enable grading for a discussion, a column is created automatically in the Gradebook.

11. Select Save when you’re finished.

w N

No oA
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