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A. Getting Started

1. Open the web browser on your computer.

2. In the Address field, type  http://classroom.learnnc.org. Press the enter key on your keyboard and you will be taken to the Blackboard login page.

NOTE: Do not type in “www” before classroom.learnnc.org or it will not work.
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3. Click the Login button.

[image: image2.png]Gourse Catalog




4. Insert your user name in the Username field, and insert your password in
the Password field.
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5. Click the Login button. 
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B. My Institution Page

This page gives you an overview of the courses that you are enrolled in. This page lists your announcements, courses, tasks, and calendar. These tools can also be found in each of your individual courses.
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C. Announcements

This section will display any announcements posted by your teacher(s). These announcements are also visible in your individual course.
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D. Courses

This section will display the Blackboard courses that you are enrolled in during the year. Click on the title of the course you want to view.
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Course Tools
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E. Email Options

1. Click on the Communication link.

2. Click on Send E-mail.
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3. Click on Select Users.
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4. Click on the box or boxes in front of the names of people you would like to email. A check mark will appear in front of selected boxes.

5. Enter a Subject.
6. Enter text in the Message: field.
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7. Click on Add, if you would like to attach a file.


8. Click Submit to send the e-mail.
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F. Discussion Board

This is a place where students do not have to be available at the same time to have a conversation (asynchronous). Conversations are logged and grouped into threads that contain a main posting and all related replies.

1. To open the discussion board, click on Discussion Board under Course Tools.
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2. A list of forums should appear on your screen. See example below.

3. To view a discussion, click on one of the underlined forum topic.
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4. Example of a discussion.
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To add a new thread:

1. Click on the link to the discussion
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2. Click Add New Thread
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3. Type a Subject.

4. Type your Message.

5. Click Preview to see how your message will appear.

6. If you are satisfied, click Submit. (If you would like to make changes, click Back.)
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Discussion Board Cont.

To respond to a posted thread:


1. Click on your instructor or classmate’s posting.
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2. The message will appear on your screen:
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3. To reply, click Reply.
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4. Once a reply message is posted, it will appear underneath the original message. 
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G. Student Tools

The Tools link will help you navigate your online course.  See below for a description of each item.
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H. Digital Drop Box

1. Go to Tools.

[image: image24.jpg]Tools.




2. Click on Digital Drop Box.
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3. To send a file to your instructor, click the Send File button. 
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Note: If you click Add File. The file will be added to the course, but NOT sent to the instructor. Make sure you click Send File, to send a file to your instructor.

4. Insert the Title of your work.

5. Click on the Browse button to find your assignment.

6. Insert Comments to go along with your assignment. For example, “Mr. Doe: Here is my President’s Essay. Sincerely, Jane Doe”

7. Click Submit.
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**Note: Make sure that there is an extension attached to your file. For example, if you are submitting a word document “essay.doc”. Make sure “.doc” is at the end of the title.

I. Checking Your Grade

Most instructors will post their grades online. Please see below for instructions on how to access your grades.

1. Click on Tools.
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2. Click on View Grades.
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3. Your grades will appear.
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J. Exiting Blackboard

When leaving your course, please be sure to click on the Log Out button at the top of your page in Blackboard. Otherwise, the next student that sits at your computer will be logged in as your account in the course!
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K. Technical Assistance

Please contact the LEARN NC Help Desk for technical assistance with Blackboard.

Hours:

Monday – Thursday: 7am-9pm

Friday: 7am-6pm

Saturday: Closed

Sunday: 3pm-9m

Email:

helpdesk@learnnc.org

Phone Number:

919-843-3331

Toll Free Pager:

1-877-263-2515

* If you do not have long distance at your school, this number can be used during normal business hours to contact the help desk. Although, please use the pager number only for emergencies during after hours.

Instant Messenger

LEARNNC Help

Please contact � HYPERLINK "mailto:helpdesk@learnnc.org" ��helpdesk@learnnc.org� or (919)843-3331 if you have forgotten your username or password.





Announcements will automatically appear when you view your course. Announcements can be viewed for the current day, over the last seven days, or all announcements can be viewed at once.





Course Information displays general information about the course. This usually includes a syllabus and a course description.





Each Module represents a unit or chapter in the course. These modules will contain links to assignments and discussions. 





Staff Information will include information about your instructors. 





Course Documents contains vocab. banks, study guides, & handouts (also called Media Center)





Your instructor may post all course assignments with due dates in the Assignments Section. These assignments will also exist within each Module.





The Communication section contains email options, class roster, and group. 





The Discussion Board is a place where students and instructors can post questions or ideas. Students and instructors can also respond to questions and ideas in the discussion board.





External Links includes websites that your teacher may refer too in the course.





You can access your Digital Drop Box, Check Your Grades, and view the Blackboard Manual in the Tools Section.





The Media Center (also called Course Documents) contains vocabulary banks, study guides, and handouts.








View Grades:  Access your grades online.





Tasks: Displays tasks associated with the course.





Student Manual: View an online help Blackboard help manual.





Address Book: Allows you to find other members of your Blackboard course.





Personal Information: Share contact information with classmates and instructor(s).





Electric Blackboard: 





Edit Your Homepage : Share hobbies and interests with other students.





Digital Drop Box: Submit your work electronically to your teacher.





Calendar: Keep track of important dates and deadlines with your personal calendar.








PAGE  
13

