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Blackboard Basics - Control Panel Basics

Control Panel

The Control Panel is the key to teaching with Blackboard and will be the area in which all
course development will occur. Click on the Control Panel link on the main course
navigation menu to access. You may also access the Control Panel by clicking on the Edit
View link, which is located on the upper right portion of all content areas. The Edit View
link will go to the specific area of the course Control Panel.

Syllabus List / Modify Users Enroll User

Learning Units Create User Remove Users from Course

Resources Batch Create Users Manage Groups

Announcements Glossary Manager Test Manager Gradebook

Course Calendar Messages Survey Manager Gradebook Views

Staff Information Course Objectives Pool Manager Performance Dashboard

Tasks Content Collection Course Statistics Early Warning System

Send Email Check Collection Links

Discussion Board Copy Files to Collection _

Collaboration Quota Usage Support Contact System Administrator

Digital Dropbox Manual Quick Tutorials

Manage Course Menu Course Copy

Course Design Import Course Cartridge )

Manage Tools Import Package

Settings Export Course

Recycle Course Archive Course .
< | =

The Course Control Panel is comprised of six areas (see below):
o Content Areas - This area provides the tools necessary to add text, files, and
information into a course.

e Course Tools - This area contains the communication tools for instructors to
send email, create tasks, and pick up files from the digital drop box.

e Course Options - This area contains options for management of course
components such as modifying the course menu (Manage Course Menu) and

changing course availability options (Settings).

e User Management - This area provides tools for the instructor to manage users
and enrollments.
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e Assessment - This area provides tools for building assessments, recording
grades, and tracking user activity.

e Help - This area offers support contacts and online documentation.

Add, Remove or Modify Course Navigation Menu Items

Faculty can add, remove, or modify the course navigation menu items as necessary for their
course. The following graphic depicts the standard navigation buttons the LMU template
requires and will be present:

Add a Menu Item

IE[ LINCOLN MEMORIAL

U NI VERSEITY
b

LMU Community

Announcements

Syllabus

LMU Courses To add an item:

Step 1: Click the Control Panel button on the left
side of the screen in your Course homepage.

Instructor Info.

Learning Units

|@ Cantral Panel

Communication

Tools

Resources ] Step 2: Under Course Options click Manage

il

Course Menu

Once the Manage Course Menu

opens, a series of buttons along |Emmueﬂﬂourse Menu | —L"f::““'se é:“ L c I
. . i it artri
the top will display. These buttons ourse Design mport Course Cartridge
Manage Tools Import Package

assist in adding different content.
These are described below:

To wiew changes, refresh the Menu.
Add 3% Content Area (P Tool Link  [E=s Course Link s External Link
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e Content Area: Instructors can create content areas to organize their course
material. Multiple types of content data can be placed into the content areas, such as,
documents, video, graphics, assignments or web links, etc.

e Tool Link: This button helps in adding a menu item which links to any specific tool
in Blackboard, such as the Calendar, Discussion Board or the Grade Center.

e Course Link: Using this button Instructors can create a link to an existing area of
their course or to an area of another course they are teaching. Note: The instructor
must be listed as instructor in both courses for the link to occure.

« External Link: Instructors can use this button to create links to external online
resources or websites

Example of Adding a Content Area

In this example, a Tool Link will be added linking the grade center.

Step 1: Click on the Tool Link button. (= Tool Link

Step 2: Under Type click the drop down menu and then click the type of item
to be added. In this example, the link is to be with the grade center or “My
Grades”. Choose the item My Grades in the drop down box.

@ SetAreaProperties

Type - Announcements [v
et

Discussion Board
Drophox

Email

Glossary

Groups
Allow Guest access Homepage

“"Mame

kManual
Messaoes
r.

Allow Ohserver access

Available for
Student’Participant users

bAy Scholar Home

Step 3: Click the Submit button.

1
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The new menu item is added to the navigation menu. By default added items will always
appear at the bottom of the list. This order can be manipulated within the Manage Course

Items by clicking on the pull down arrow next to the name and changing the order. This
step is outlined later in this section.

IE[ LINCOLN ME
U N I ¥V E R

LMU Courses

23

Announcements
Syllabus
Instructor Info.
Learning Units
Communication

Tools

Resources

My Grades

JAN00A

Modify a menu Item

Step 1: Click the Control Panel button on the left side of the screen in your Course
homepage.

|@ Control Panel

Step 2: Under Course Options click Manage Course Menu .

Course Options

|I'I.I'Ianm|e Course Menu| Course Copy
Course Desigqn Import Course Cartridge
Manage Tools Import Packaqge

M Bb Control Panel Basics Page 5 March 2009



LINCOLN MEMORIAL UNIVERSITY
CENTER FOR TEACHING & LEARNING EXCELLENCE
Step 3: Click the Modify button corresponding to the item to be modified.

External Links

Content Ares

My Grades hodity || Remove

My Grades

oty | Remove |

Step 4: Modify the options as necessary (in the below example the Name was changed
from My Grades to Grade Center).

@) SetAreaProperties

Type Wy Grades

"Mame Grade Center

Step 5: Click the Submit button.

The navigation menu item name is changed from My Grades to Grade Center.

Tools

Resources

Grade Center

Change the Order of the Items

Step 1: Click the Control Panel button on the left side of the screen in your Course
homepage.

|@ Control Panel
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Step 2: Under Course Options click Manage Course Menu .

|I'I.I'Ianm|e Course I'I.I'Ienu| Course Copy
Course Design Import Course Cartridqge
Manage Tools Import Packaqge

Step 3: Click the drop down menu located on the left side of the item(s), and click the
new position for the item(s).

Add [CEx Content Area  (Fu Tool Link  [E=s Cou

Announcements

Annouhcemeants

Course Information
Content Area

Course Documents
Cortent Area

Step 4: Click the OK button.

Temporarily disable an Item
Instructors can make an item temporarily unavailable to the students by:

Step 1: Click the Control Panel button on the left side of the screen in your Course
homepage.

|® Control Panel
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Step 2: Under Course Options click Manage Course Menu .

|I'I.I'Ianm|e Course I'I.I'Ienu|

Course Copy

Course Design Import Course Cartridqge
Manage Tools Import Packaqge

Step 3: Click the Modify button corresponding to the item to be temporarily disabled.

External Links

flodif Femove
Content Area Y |

My Grades Modify || Remove
Wy Grades

Step 4: Click Available for Student/Participant users to remove the check mark.
@ SetAreaProperties

Type My Grades

“Name |My Grades

Suggested maximum 18 characters.
Langer names or names that use wide characters m
See Course henu Design under Course Design to cf

BAvailable for IE
Student/'Participant users

Remove an Item

Step 1: Click the Control Panel button on the left side of the screen in your Course
homepage.

|@ Cantral Panel
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Step 2: Under Course Options click Manage Course Menu .

|I'I.I'Ianm|e Course I'I.I'Ienu|

Course Copy

Course Design Import Course Cartridqge
Manage Tools Import Packaqge

Step 3: Click the Remove button corresponding to the item to be removed.

Add [@% Content Area (P Toal Link  E=s Course Link e External Link

Announcements

Modity | Remove |
Announcements

Staff Information Wity | -Remm-'e |
Staff Informmation -

Step 4: Click OK in the warning dialogue box that opens. Click Cancel to cancel the
removal.

Note: There will be a warning dialog box open warning the user the action will remove all
content under this area. To continue, click OK but to cancel the action click Cancel.
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