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Managing Classroom Courses in Blackboard 

This tutorial is designed for faculty who wish to use Blackboard to manage their classroom or hybrid 

courses rather than delivering learning materials such as assignments and tests to students. Specifically, 

the tutorial will show you how to: 

 Login to your course and access the Control Panel 

 Create an initial Announcement for your course so that students will understand what material 

you are providing. 

 Provide the course syllabus, schedule and other general-purpose course material so that 

students can access this with no need for unnecessary printing. 

 Provide links to Web sites that you want your students to be aware of. 

 Provide instructor information so that students will know how to contact you outside class. 

 Provide a Gradebook that will allow you to enter student grades for course assignments, tests, 

and other activities. You can make this available to your students so they can see their progress, 

or you can make it available only to yourself. At the end of the semester, you can save this as an 

Excel spreadsheet for future reference. 

 Edit the course menu so that students won’t see links to items that you are not providing. 

 Make the course available for students at the start of the semester. 

 Make the course unavailable for individual students who withdraw from the course. 

 Make the course unavailable to students at the end of the semester. 

IMPORTANT NOTE: This tutorial is only concerned with the use of Blackboard to provide basic course 

information and does not cover the use of Blackboard for actual learning activities, such as providing 

reading materials, submitting assignments, taking online tests and exams, or using online discussion 

boards. For help with these topics, please review the appropriate tutorial at: 

http://www.abtech.edu/vcampus/ 

http://www.abtech.edu/vcampus/
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Logging into Your Course and Accessing the Control Panel 
 

For instructions to login to Blackboard, go to the 

A-B Tech home page, choose Distance Learning, 

then Blackboard and LOG IN. You must know 

your user name and password: 

Username - first name, middle initial and last 

name. 

Password - Your staff ID number. 

Example - Lee Q. Faculty with staff ID 12345 

Username = leeqfaculty Password = 12345 

 

When you log in to Blackboard, you will see two tabs at the 

right side of your window: Online @ A-B Tech and My 

Courses.  

 

Click the My Courses tab to see a list of 

all your courses.   Under the My 

Courses list, click any course that you 

wish to work with.  Be sure to choose a 

course from the correct semester if you 

have a lengthy list! 

Once you’re in a course, you can see 

the course menu at left. This menu 

allows you and your students to access 

the course materials.  

As the instructor you will also see the 

Control Panel in the lower (Tools) 

section of the menu.   

The Control Panel is where you will add 

and modify content course content, 

manage the course, and customize the 

course for your needs.  
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Adding a Course Announcement 

If you are going to make your Blackboard course available to your students, you will need to create at 

least one Announcement to let students know what your are providing online. The announcement could 

be as simple as: 

Hello and welcome to the course! I am your instructor, NAME, and I look forward to 

working with you. Although this is not an online course, some informational material is 

provided here. Use the menu at the left to obtain my contact information (Staff 

Information), obtain the course syllabus and schedule (Course Information), and check 

your grades (go to My Grades under Tools).  

If the College is closed for any reason during the semester, be sure to check here for 

instructions to complete your work at home instead of coming to class. This will ensure 

that we do not have to schedule additional class meetings later in the semester. 

You will of course want to modify these paragraphs for your own purposes.  

To post an Announcement, go the Control 

Panel and choose Announcements under 

Course Tools. Now choose Add 

Announcement.   

Type a subject and your message text. 

Note that you have various formatting 

options, but in general, keep your 

announcements simple and easy to read. 

Below the Message area you can set some 

options. Make all your Announcements 

permanent so that they remain available 

throughout the semester.  

You do not need to set date restrictions. 

 

NOTE: You can add announcements throughout the semester if you would like to do that. In that case, 

be sure to be consistent so that students know to login regularly to check your announcements. Let 

students know in your contact information (see below) what day of the week you usually post 

announcements. It is generally good practice to set each Announcement as permanent. This will ensure 

that most recent announcement appears first, and that students can review a complete history of your 

announcements throughout the course.   
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Providing the Course Syllabus and Schedule 

Your course should always include the Syllabus and Schedule, and you may want to provide other 

general information related to the course as a whole. To provide this information, go to the Control 

Panel, then choose Course Information under the Content Area. You will see from the list of icons at 

the top of the screen that you can add Items, Folders, External Links, Course Links, and Tests to the 

Course Information page. 

 

To provide links to course documents you only need to be concerned with adding Items. 

To add your course syllabus, choose Item. In the Add Item window, provide a title and text. For example 

your title might be Course Syllabus and Policies (Required Reading) and your text might be:  

Click the link above to read the course syllabus. Be sure to read the entire syllabus and 

contact the instructor if you have any questions or concerns. 

Scroll down to the Content section and 

browse to the document that contains 

your Course Syllabus. You may want 

to provide this as a Word document or 

a PDF file.   

If you leave the Name of Link to File 

box blank, Blackboard will simply 

display the name of your file to your 

students. You not need to complete 

the Special Action box. 

 Scroll down to Options, and be sure 

that the item will be made available to 

your students. You do not need to 

modify the other options.  

Press Submit and your syllabus will be added to the Course Information page. 

You can repeat these steps to add as many documents as you want under Course Information, for 

example your schedule and your course policies (if these are separate from your syllabus). 

NOTE: You can modify your text and also add multiple documents to any item. Once you have added the 

item, return to your Course Information page from the Control Panel, and use the Modify Button to the 

right of the item that you wish to modify.  
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Providing Links to Useful Resources 

You might also want to provide some links to other Web sites in your Course Information page. For 

example you can let your students know that if they have any problems logging in or using Blackboard, 

they can find comprehensive help under the Distance Learning link on the A-B Tech home page.  

To add a link to a Web site under Course Information, go to the Control Panel, then choose Course 

Information under the Content Area.  Choose External Link. Provide a name for the link, the URL, and 

some explanatory text, make sure the link will be Available, then press Submit (you do not need to set 

any other options).  

For example, to add useful link to the A-B Tech Blackboard Help page: 

Name:  Do you need Help Using Blackboard?  

URL:   http://www.abtech.edu/vcampus/ 

Text:  Click this link to go to A-B Tech’s Blackboard Help page. 

 

Providing Instructor Contact Information 

Your course should include Staff Information. To provide this information, go to the Control Panel, 

choose Staff Information under Course Tools, and click Add Profile (or modify an existing profile).  

You will see a form where you can 

enter your contact information.  

Use the Notes area to set 

expectations. For example, let your 

students know your turnaround times 

for grading and responding to email.  

Scroll down the page to view the 

Options area. Be sure to make the 

profile available. 

You will also see that you can upload 

an image of your smiling face and/or 

provide a link to your personal home 

page. If you do this, be sure to use a 

small image as directed. 

http://www.abtech.edu/vcampus/
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Creating and Managing a Gradebook in Blackboard 
 

 

IMPORTANT NOTE: This tutorial explains how to use a Blackboard Gradebook to 

manually add grades for work that students have submitted to you outside Blackboard. 

If you want to use your Gradebook to handle assignments and tests that students will 

submit directly into Blackboard, refer to the tutorial ManagingOnlineGradebooks 

(available at http://abtech.edu/vcampus/facultyOL.asp). The Website also includes 

tutorials for adding assignments and tests into Blackboard. 

 

 

Blackboard provides a Gradebook that you can use to maintain grades for all student activities 

associated with your course. You have the option of making this available to your students so they can 

see their grades as soon as you post them, and can track their own progress through the course. At the 

end of the semester you can easily figure the final grade, and can download the entire Gradebook to an 

Excel spreadsheet for future reference.  

 

To see your Gradebook, in the Control 

Panel, choose Gradebook in the 

Assessment panel.  

 

You will see a table with each row 

containing the grade record for a 

single student, and each column 

containing a specific course activity 

that has been added to the 

Gradebook.   These will not appear 

until you add them. 

 

The last two columns will contain the Total (points that have been accumulated so far by each student), 

and the Weighted Total, showing the total as a percentage of the current points total (in other words a 

value between 0% and 100%).  If you manage your Gradebook correctly, by the end of the course, the 

Weighted Total should indicate the final grade. 

 

Above the table you will see options to Add Items, Manage Items, modify Gradebook Settings, Weight 

Grades, Download and Upload Grades. 

 

The next page will walk you through the process of adding items to your Gradebook and applying 

weighing to each item. 

http://abtech.edu/vcampus/facultyOL.asp
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Before you Start... 

If you have not already done this, prepare a list of all the activities in your course that will generate a 

grade, for example assignments, quizzes, exams, field trips, projects, etc. Determine the point score for 

each activity. Now determine the percentage of the final grade that each activity is worth.  For example, 

a Chapter 1 home work may be graded out of 20 points and be worth 5% of the entire course grade, 

whereas a mid-term exam might be graded out of 100 points and be worth 15% of the entire course 

grade.  

Once you have this list, you are ready to construct your Gradebook. You will do this by adding each 

activity to the Gradebook, ne at a time, including the possible point score. Once the activities have been 

added, you can add the weighting (percentages) for each activity, and modify the order if needed. You 

can also remove items if you make any mistakes. 

 

Adding Items to the Gradebook 

To add an activity to the Gradebook, choose Add Item above the Gradebook table.  

The Item Name generates the 

column heading in the Gradebook. 

You can select any category. This is 

for your own reference. You do not 

need to add a description or date. 

Provide the Points Possible and 

indicate how you want this displayed 

(usually as a score).   

Usually you will want your 

Gradebook items available so 

students can view them. You also 

usually want the items to be 

included in Gradebook calculations 

(an exception might be an extra 

credit item).  

 

Press Submit to add this item to the Gradebook. You will now see a new column in your Gradebook 

table. Repeat for all of your learning activities. As these grow in number, you may need to scroll right to 

see all of your columns. 
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Managing your Gradebook Items 

Choose Manage Items if you wish to remove, modify, or re-order your Gradebook items. 

 

Use the Order drop down lists to re-

order any item. 

Choose Modify to make any changes 

to a Gradebook item. 

Choose Remove to remove a 

Gradebook item. 

Note that you can also Add Items on 

the Manage Items page. 

 

Weighting your Grades 

Now that you have your Gradebook items, you can weight these to indicate the percentage (weight) 

that is to be given to each item in the overall course grade.  To apply the weighting, choose Weight 

Grades.  You will see that you choose to Weight by Category or Weight by Item. 

If you choose Weight by Category, 

you can apply percentages to each of 

the categories that you have used.  

The percentages should sum to 

100%. Blackboard will figure the 

percentages for individual items. If 

you have four Assignments and 

Assignments are weighted at 20%, 

each assignment will be 5%. 

 

If you choose Weight by Item, you 

can apply a specific percentage to 

every item in your Gradebook. Use 

this approach if you want complete 

control of your percentages (this 

avoids complicated percentages). Be 

sure that your total is 100% 

When you are done, check the 

column headings in your Gradebook to ensure that you have allocated the correct points for each item, 



A-B Tech Online: Instructional Support 

9 

and that the weighting is what you expect. This will help you catch any errors, and ensure that your final 

grades will be accurate. 

 

IMPORTANT! Be sure your last Gradebook Column shows the 

Weighted Total and not the Running Weighted Total!  
The last column of the Gradebook shows the student’s overall score weighted as a 

percentage.  The column heading should display Weighted Total and NOT Running 

Weighted Total. The Weighted Total shows how the student is currently doing based on 

the entire course grade. So if the student has completed 50% of the course and done 

everything perfectly they will see 50%.  At the end of the course, this will indicate their 

final grade. 

On the other hand, a Running Weighted Total shows how the student is currently doing 

based only on work that has already been graded. So if the student has completed 50% 

of the course and done everything perfectly they will see 100%. This has generated 

confusion for students who thought they were seeing their final grade when in fact they 

were only seeing a grade based on work already completed. In some cases, students 

have challenged their grade based on this misunderstanding.  

For this reason, be sure that the final column displays Weighted Total and NOT Running 

Weighted Total. If you need to change this, in your Gradebook, click the column heading 

to go to the Item Options page. Click Item Information on the Item Options page. Now 

click No following the prompt: Exempt items that have not been graded 

 

Adding Student Grades to the Gradebook 
 

To manually add grades to the 

Gradebook, simply click the colon in 

the appropriate row/column. You 

can then add your manual grade. 

The grade will now appear in the 

Gradebook 

To change the grade, simply click the 

grade in the Gradebook. 

**** GREAT TIME SAVER!!! To quickly enter assignment grades for multiple students on a single screen, 

simply click the appropriate column heading in the Gradebook, then choose Item Grade List. You can 

now easily enter any number of grades for that item on a single screen.  
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Downloading the Gradebook 

Periodically during the semester, and always at the end of the semester, you should download your 
Gradebook for archival and reporting purposes. 
 
To download your grades into an Excel spreadsheet, in the Gradebook, choose Download Grades. 
Ensure that the Delimiter Type is “Tab” and submit. The file will be downloaded in a format that can be 
opened directly in Excel. You will probably want to adjust column widths, etc., for readability.  
 
Be sure to apply an appropriate file name to your downloaded Gradebook for long term reference. The 
best approach is to use the complete, unique, course ID, for example 2009su-CIS-110-
O1_GRADEBOOK.xls 
 
NOTE:  If your first week activities will be used to confirm attendance, be sure that these activities are 
registered in the grade book within the 10% timeline, so that the grade book can be referenced for  
audit purposes. 
 

Course Statistics 
 
Blackboard provides a Course Statistics feature with limited activity tracking. You can easily check what 

dates each of your students login to your course, and this may be especially helpful when checking first 

date of attendance, last date of participation (for students who withdraw), or general level of 

participation.  

Although the course statistics can be a useful gauge of student engagement for online courses, 

remember that work-styles differ. Some students may login once a week to download materials and 

then once again to submit, while other may visit much more frequently.  

The Course Statistics feature is available from the Assessment section of the Control Panel. You can 

select an individual student or just Submit with the default settings to see statistics for all students.  The 

most useful area shows student participation by date. Scroll down to find this.  

You can also save the course statistics to an Excel spreadsheet. You should do this at the end of the 
semester since this data may be useful for auditing purposes.  On the page where your statistics are 
displayed, click the Export Data button at the top of the page, and save as an Excel spreadsheet.  Save 
this file along with your Gradebook.  
 
Be sure to apply an appropriate file name to your downloaded statistics Gradebook for long term 
reference. The best approach is to use the complete, unique, course ID, for example 2009su-CIS-110-
O1_STATISTICS.xls 
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Editing the Menu and Tools Areas 

If you are just using Blackboard to provide basic course information and a Gradebook, then you will 

want to remove menu items and course tools that will not be used in the course so that students are not 

confused.   For more information, see the tutorial Managing Your Course Menu. 

 

Making Your Course Available at the Start of the Semester 

Although you can login and modify your course any time as an instructor, your students will not see your 

list course listed in Blackboard unless you make it Available.  Make your course(s) available for the first 

day of classes (or a day or two earlier if you prefer).  

To make your course available, go to the Control Panel. Under Course Options, choose Settings, then 

Course Availability, and choose "Yes" for "Make Course Available". 

NOTE: Be sure that your course is ready for viewing by your students before you make it available. 

 

Making Your Course Unavailable to Students who Withdraw 

The only reason to make a course unavailable to a student is if you have been notified that the student 

has withdrawn from the course. This is not done automatically so that, as the instructor, you can still 

view the student’s grades and reinstate the student in the event of any error.  

To make the course unavailable to a student, in the Control Panel, choose List/Modify Users under User 

Management. Click the Search button, leaving the box blank. This will give you a list of all students in 

the course. Choose Properties for the student who has withdrawn. Scroll down to 4: Role and 

Availability. Set Available (this course only) to No. The student will no longer be able to access this 

course.  Return to this page if you need to make the course available to the student at a later date. 

Lathw¢!b¢ bh¢9Υ !ǎ ŀƴ ƛƴǎǘǊǳŎǘƻǊ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǎǘǳŘŜƴǘΩǎ ǇŀǎǎǿƻǊŘǎ ŀƴŘ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ 

bŜǾŜǊ ƳŀƪŜ ŀƴȅ ŎƘŀƴƎŜǎ ǿƛǘƘƻǳǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿǊƛǘǘŜƴ permission. Your changes are not restricted to 

ȅƻǳǊ ŎƻǳǊǎŜ ōǳǘ ŀǇǇƭȅ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ .ƭŀŎƪōƻŀǊŘ ŀŎŎƻǳƴǘΦ 

 

Making Your Course Unavailable at the End of the Semester 

Always make your course Unavailable at the end of the semester. Students are often confused and 

upset when they see old courses in their course lists (they may be unsure whether they completed the 

course).  To make your course available, go to the Control Panel. Under Course Options, choose 

Settings, then Course Availability, and choose "No" for "Make Course Available". 


