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I. Introduction 
Students and faculty at ASA College have access to Blackboard Learn – a learning management 

system from Blackboard, Inc. Regardless of modality (https://youtu.be/IxplHjfFHJ4), faculty can 

use Blackboard Learn when conducting their classes. 

A. What is an LMS? 

Fundamentally, a learning management system (LMS, https://elearningindustry.com/what-

is-an-lms-learning-management-system-basic-functions-features) can be viewed as a 

repository for educational resources, and a tool for facilitating and tracking learning. LMSs 

come with plenty of features, out of the box, to allow faculty to post learning materials and 

assessments. Since many LMSs provide a way to post a variety of types of content including 

files and embed video, many instructors prefer creating their materials (e.g. PDF 

documents, Microsoft PowerPoint presentations, YouTube videos, and the like) outside of 

the LMS rather than typing text content into their courses. 

Typically, LMSs are web-based. Therefore, students and faculty simply need a web browser 

to access resources in an LMS. Practically, however, users may need to meet additional 

system requirements due to the features and building blocks/plug-ins available in the LMS. 

ASA College’s Blackboard Learn currently has building blocks to make it easier for students 

and faculty to connect to third-party tools and publisher resources. 

ASA College’s Blackboard Learn is securely hosted in the cloud. Simply put, this makes our 

LMS easier to manage, highly-available, easy to get to, and reliable. Blackboard, Inc. 

handles the majority of the administration work on our LMS’ Internet connection including 

the upkeep of servers. The rest of the administrative duties including course deployments 

are handled by Distance Learning Department, specifically, a team comprised of ASA 

College’s Blackboard Learn support staff, and the Coordinator of Learning Technology 

(whose responsibilities include serving as ASA College’s Blackboard Learn Administrator. 

Just like LMSs at other institutions, our LMS relies on the student information system for data. 

ASA College’s student information system is CampusNexus, developed and maintained by 

Campus Management Corporation, and customized for ASA College. Data, such as faculty, 

students, courses, and enrollments are retrieved from CampusNexus. This process is partly 

automated and explains how ASA College’s Blackboard Learn gets populated with users 

and courses. This also implies that because daily school operations such as students 

https://youtu.be/IxplHjfFHJ4
https://elearningindustry.com/what-is-an-lms-learning-management-system-basic-functions-features
https://elearningindustry.com/what-is-an-lms-learning-management-system-basic-functions-features
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changing sections, instructors getting reassigned, students getting temporarily withdrawn, 

users’ names changing (due to life events such as marriage), and many other similar 

operations affect the data in CampusNexus, Blackboard Learn has to be constantly 

updated. This is why the team at the Distance Learning Department cannot perform certain 

operations, such as reinstating a student back to a course in Blackboard Learn, if the 

student’s profile in CampusNexus has holds or issues. In other words, Blackboard Learn 

must always be synchronized with CampusNexus, and not the other way around. 

Courses are created based also on what is in CampusNexus. Ideally, each course must 

have a course template or master shell in Blackboard Learn. The course template should 

be kept as generic as possible, free of any instructor identity, but has all necessary learning 

resources, assessments, policies, and syllabus. In fact, the course template should be 

constantly worked on or improved by chairs and instructors, year-round. Just a week before 

the start of a semester, course shells are created based on the data from CampusNexus. 

These course shells are essentially the classes where instructors and students are 

associated to. Once the course shells have been created, content is copied from the course 

templates into the course shells. After this, each course’s assigned instructor, and students 

are associated with the course. 

Instructors who teach multiple sections of a course and prefer those sections to be in-sync 

with each other (in terms of content, and content sequence) have the option of requesting 

a master course. By merging those sections into a master course, it makes it easier to 

manage the content and the students of those sections. Only the instructor (and 

Blackboard Learn support staff and administrator) can access the master course. Content 

changes done to the master course propagate automatically to the sections of the course. 

However, the master course prevents having one or a few of the sections merged into it to 

have a different content or content sequence. Breaking / unmerging the sections from the 

master course can sometimes result in lost student data or submissions. These inherent 

characteristics of a master course are the reasons why we do not force instructors who 

teach multiple sections of a course into using a master course. Rather, the master course 

must be requested by the instructor from the Blackboard Learn support staff at the 

Distance Learning Department. 

Instructors, chairs, and/or the registrar should also inform of classes that have sections 

renamed/changed to another, as in the case of the creation of independent study courses 
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after the semester has started. When such events occur, the IDs of those classes in 

Blackboard Learn must be updated manually. 

B. System Requirements 

In a gist, we recommend faculty and students to use a desktop or portable computer 

equipped with Microsoft Windows (7 or newer, preferably newer), or Apple macOS (El 

Capitan 10.11 or newer, preferably newer). 

Although we configured Blackboard Learn to work in tablets and smartphones better than 

before, Blackboard Learn still has limited functionality in the stated devices. 

We do not recommend Google Chromebooks because few features in Blackboard Learn 

are not compatible with Google Chromebooks. 

Aside from the operating systems mentioned, the computer must have the latest version of 

Google Chrome, or Mozilla Firefox installed. These web browsers are our top two 

recommendations. Aside from these, you may use Microsoft Edge Chromium (web browser 

included in Microsoft Windows 10), or Apple Safari (web browser included in Apple macOS). 

Please do not use Microsoft Internet Explorer. 

C. Education Technology Recommendations 

Having Microsoft Office on your computer will be great since many of your learning 

materials can be created using Microsoft Office applications. If you do not have Microsoft 

Office, but you are not ready to invest in such a ubiquitous suite of applications, you may 

opt for the online versions of Microsoft Office applications via Microsoft Office 365 Education 

(https://products.office.com/en-us/student/office-in-education). Alternatively, you may 

opt for G Suite (https://gsuite.google.com/) if you do not like Microsoft’s offering. 

A webcam is not required but can be very useful when creating engaging learning 

materials, and when you choose to create a video introduction of yourself to your students. 

Instructors who are interested in creating screencasts (videos showing what is on the 

screen of the presenter; great for courses that need to demonstrate the use of software) 

should consider investing in video screen capture. We recommend TechSmith Snagit 

(https://www.techsmith.com/screen-capture.html) because of its intuitive interface, and 

also because they have education pricing. 

https://products.office.com/en-us/student/office-in-education
https://gsuite.google.com/
https://www.techsmith.com/screen-capture.html
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We also recommend getting your own YouTube account/channel so you can have a place 

to upload your videos to. As an alternative, we are happy to upload your video to the 

Distance Learning Department’s YouTube channel. However, we still recommend that you 

get your own YouTube account/channel so you can control everything yourself. While 

Blackboard Learn allows embedding of video content, we tell instructors not to do this so we 

do not run out of server space. Overages on the number of students and data size in our 

instance of Blackboard Learn will incur additional charges from Blackboard, Inc. This is why 

we are very conscious of using up too many server resources. 

D. Logging In 

To log in to ASA College’s Blackboard Learn, please open your web browser (Google 

Chrome, Mozilla Firefox, Microsoft Edge, or Apple Safari). Then, type 

https://asa.blackboard.com in your web browser’s address box. 

For instructors, 

• Username = 1st letter of your first name + last name 

• Default Password = 1st two letters of your last name + 1st two letters of your first name 

+ last 4 digits of your social security number 

• If the default password described above did not work, please try: 1st two letters of your 

last name + 1st two letters of your first name + employee number. 

If neither of the password formats described above works, you may click the “Forgot your 

password?” link on Blackboard Learn’s login page. If you opt for the e-mail address option, 

you will eventually need to access your ASA e-mail account. 

Meanwhile, the Blackboard Learn login credentials for students are formatted as, 

• Username = student ID (including the dash) 

• Default Password = student ID (including the dash) 

We recommend replacing the default password with a password of your choosing. 

E. Seeking Help 

Faculty and students who need help with Blackboard Learn can send an e-mail to 

DL@asa.edu. For verification, our policy is to respond to support requests sent using an ASA 

e-mail account (Example: jdoe@asa.edu). We will ignore e-mails sent using non-ASA 

sanctioned e-mail accounts. 

https://asa.blackboard.com/
mailto:DL@asa.edu
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We strive our best to reply to e-mails as quickly as humanly possible. Also, please be 

advised that some requests may get escalated if the issue requires administrative 

privileges. 

We are hoping that this quick guide will help you make effective use of Blackboard Learn. If 

you need more information about using Blackboard Learn as an instructor, please visit 

https://help.blackboard.com/Learn/Instructor. Blackboard Inc. also made a YouTube 

playlist of instructor-specific how-to videos at http://bit.ly/2QiiQ4F. 

If you need further assistance on using Blackboard Learn as an instructor, please feel free to 

contact Joel Almoradie via e-mail jalmoradie@asa.edu or via (212) 672-6450 ext. 1044. 

II. Navigating Outside a Course 
Once you have logged in, you are shown the My ASA page that can be easily accessed from 

anywhere in Blackboard Learn simply by clicking the My ASA tab located near the top of the page. 

This page contains groups of links/information called modules. Among them, you will be using the 

My Courses module the most since this module lists the courses associated with your Blackboard 

Learn account. 

Please be advised that the tabs and modules you see in the screenshot below are subject to 

change. However, you can rest easy because the My Courses module will always be made 

available to you since this is how you can locate and go into your assigned courses, including 

course templates you were given access to. 

https://help.blackboard.com/Learn/Instructor
http://bit.ly/2QiiQ4F
mailto:jalmoradie@asa.edu
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• A: My Blackboard and the User Menu – click this part of the interface reveals My Blackboard and the 

User Menu. My Blackboard (column of buttons near the left edge of the menu) reveals due dates, 

users, and social tools. On the other hand, the User Menu (links to the right of My Blackboard) lets you 

access courses, organizations, settings, including your personal information, and the option to 

change your password. 

• B: Course Catalog Module – can be used to search for courses if you prefer to find your courses by 

typing their name or ID. 

• C: My Courses Module – you may find this module essential to you as an instructor because this is 

where you will see the courses assigned to you, including course templates and master courses. 

Placing your mouse pointer towards the upper right corner of this module reveals a button that looks 

like a cog/gear. Clicking it gives you options to show or hide courses, even group them by semesters. 

• D: My Organizations Module – organizations are similar to courses except for a few features. 

Organizations you are a member of are shown in this module. 

• E: My Announcements Module – shows announcements you posted in your classes. 

• F: Tools Module – shows a list of tools available to you. Sometimes, the tools listed here are due to a 

plug-in being installed by the administrator into Blackboard Learn. 

• G: Tutorials and Guides Module – shows a compilation of tutorials and guides/walkthroughs 

prepared either by the Distance Learning Department, a member of our college or from an external 

entity, like, a publisher.  
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A. Account Settings 

To view or edit your account settings, 

1. Click My Blackboard / User Menu (upper left of the page; the one with your full name 

on it). 

2. Click Settings. 

At this point, you may click on Personal Information if you want to change your current 

password to a new one. 

B. Tabs and Modules 

At the time of writing this document, on the My ASA is shown at the top of the page. Clicking 

the My ASA tab reveals the Faculty Dashboard page that shows tools, announcements, 

courses, etc. Next to that is the link to the Notifications Dashboard page. 

 

o The Faculty Dashboard is shown by default after clicking the My ASA tab. 

o Clicking Notifications Dashboard shows any notifications related to any of 

your courses and students. 

III. Navigating Inside a Course 
After logging in to Blackboard Learn, locate your sandbox course in the My Courses module (it is a 

course with the word “sandbox” in it, and has your name). Once you find it, click on the link to the 

course. 
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A. Course Structure 

 

• A: Student Preview button 

• B: Edit Mode button 

• C: Course Menu 

• D: Functions / Page-Level Functions 

• E: Options Menu 

• F: Control Panel 

B. Edit Mode and Student Preview 

Turn on the Edit Mode whenever you want to make changes to any part of your course. 

Click the Student Preview button when you want to check how your students what you 

posted in the course without logging in to Blackboard Learn using a student account. 

Please be made aware that this feature is a simulation (a.k.a. “best-effort”) and therefore, 

few features may not work. For instance, using student preview to test a Turnitin Direct 

Assignment will not work. 

C. Course Menu 

The Course Menu is what you and your students will be using to navigate your course. It 

also provides access to the Course Management area of the course which contains links to 

access tools, build tests, or configure the course. 
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While you can add your links in the Course Menu, we ask that you 

do not remove the weekly content areas. Please keep the 

structure as close to the format prescribed. Should you need to, 

links to any Blackboard Learn resource can be added by using 

the buttons located at the top of the Course Menu. 

 

• A: Use the drag-and-drop function to reorder course 

menu links. 

• B: Or, use the keyboard accessible reordering tool to 

reorder the links. 

• C: Access a link's menu and select Rename to change its 

title. Select Hide Link to make it unavailable to students. Select 

Show Link to make it available to students. If you Delete a content 

area, all content items within it are also permanently deleted. 

This action is final. 

• D: When Edit Mode is ON, an unavailable link title appears 

with the “This link is hidden from students” icon. Students don't 

see the link on the course menu. 

Clicking on the button (with a chevron) to the right of one of the links in the Course Menu 

brings up the Options Menu. Use the Hide Link option to prevent your students from seeing 

the link. 

Another fact to remember about the Course Menu is that it is a collapsible part of 

Blackboard Learn’s interface. To collapse it, place your mouse pointer along the right edge 

of the Course Menu. Once you see the separator, click on it to hide the Course Menu. To 

unhide it, place your mouse pointer along the left edge of the page. Once you see the 

separator, click on it. 
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D. Control Panel 

Just below the Course Menu in the Control Panel. Among the links in it, four (4) are very 

useful in managing your course’s content and your students. 

• Content Collection – lets you view the files kept inside your course 

• Course Tools – this area is filled with links to the various tools available in your 

course. If you want to create a test, perhaps establish a discussion forum, or build 

your pool of questions, this is the place to go. 

• Evaluation – this area lets you run course/student reports, and has features to let you 

monitor your students’ performance. 

• Grade Center – this is another area of your course where you will be spending some 

of your time. If you want to grade your students’ submissions and provide feedback 

based on their submissions, you need to go here. 

IV. Creating Content 
Adding any of the supported content types can be accomplished using the Page-Level Functions, 

specifically the Build Content menu. These Page-Level Functions appear towards the top of the 

page and to the right of Course Menu whenever you access one of the content areas (e.g. Week 1) 

in the Course Menu. 

The topics in the proceeding sections cover the most common types of content posted in courses 

in Blackboard Learn. Note that the Edit Mode must be turned on to see the functions bar – the area 

where you see the menus. When you are in your course, look at the upper right corner of the 

window, and make sure the Edit Mode is set to “On”. 
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A. Posting a Document and PowerPoint Presentation 

To post a PDF document, Microsoft PowerPoint presentation, or perhaps a compressed (.zip) 

file, you need to click File from the Build Content menu. 

 

Practically, you just need to focus on two settings before clicking the Submit button to 

upload/post your file: 

• Name – this is what students will see and eventually will be clicking on to download 

your file. 

• Find File – click Browse My Computer button if the file resides on your computer. Click 

Browse Content Collection if you uploaded your file using Content Collection before 

creating your file post. 
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B. Posting Text, Images, and YouTube Videos 

 

• Click Item from the Build Content menu if you want to post text content or a 

combination of several types of content. 

• Use the Image option in the Build Content menu if you want to post a picture. These 

formats are supported: .gif, .jif, .jpg, .jpeg, .png, .tiff, and .wmf 

Meanwhile, there are two ways you can post a YouTube video. If you want to post it 

using the Mashup feature: 

1. Click YouTube Video under the Mashups section of the Build Content menu. 

2. Next, enter keyword(s) in the box labeled “Search”. 

3. Then, click the Go button to begin the search. 

4. Once you find the video you want, click the Select button below the video’s 

thumbnail. 

5. On the following page, inspect the settings and make any necessary adjustments. 

Finally, click the Submit button. 
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The other option involves getting the “embed” code (HTML code) from YouTube. While this 

results in a slightly better-looking post in your course, going this route entails performing 

several steps more than the Mashup route described before. 

1. Do not close Blackboard. Instead, open another browser tab. Go to YouTube and 

locate the video you want to embed. Once you find it, click on it (just like if you were 

to watch it). 
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2. Click on the Share button found usually below the video box. 

 
3. Click Embed. 

 
4. If you want, you may set embed options that suit your preference. Once done, click 

Copy. Doing so will copy the HTML code into the clipboard. 

 
5. Go back to your course in Blackboard Learn. Click Build Content. Then, click Item. 
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6. In the Content Editor (the box with toolbars), click the HTML button. Doing so will open 

a popup window. 

 
7. Paste the code you copied from YouTube into the text box in the popup window. 

8. Then, click the Update button found also in that popup window. 

9. Set any additional settings you need. 

10. Click the Submit button to post it. 

Refrain from using the Video option in the Build Content menu. If you want to post your 

video, upload it first to your YouTube channel/account. Once it is there, you can follow the 

steps above. Or, you can embed it as a Mashup provided that the YouTube video was 

configured to be publicly accessible when you uploaded it. 

V. Creating a Test 
One of the great features of Blackboard Learn is its intuitive test creation and management 

system. You can pick one from two ways shown below to build a test in Blackboard Learn: 

• Create a test. Then, using Blackboard Learn’s interface, type the questions and related data, 

putting these questions directly into the test. The drawback to this approach is that it is 

quite slow because one has to scroll the page and move the mouse pointer around and 

about. 

• Build a pool of questions before creating the test. Also, build the questions and answers in 

Excel. Once done, upload the questions into the pool. Finally, create the test and import the 

questions from the pool. 

The second approach is discussed in more detail in the proceeding section. But before that, here 

are some best practices to mitigate cheating, or to break away from the monotony of multiple-

choice questions. 

• Build a pool containing many questions, far exceeding the number of questions you would 

normally have in a test. 

• Use Blackboard to randomly retrieve questions from the pool. 
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• Plan your pools well. Blackboard Learn allows the creation of multiple pools. However, you 

must make sure that your students will receive questions with the same difficulty levels. 

Make sure that one student will get 5 difficult questions and another student gets only 2. 

• Configure your test to show the questions in random order. 

• Consider a variety of types of questions. 

• Explore question settings such as partial credit, especially for multiple answer type 

questions. 

• Find time to keep building and maintaining your question pools. 

A. Uploading Questions 

The first step is to build a pool: 

1. On the Control Panel, expand the Course Tools section and select Tests, Surveys, and 

Pools. 

2. On the Tests, Surveys, and Pools page, select Pools. 

3. On the Pools page, select Build Pool. 

4. Complete the Pool Information page and select Submit. 

5. To add questions, you can use Create Questions, Find Questions, and Upload 

Questions. 

You can use Blackboard Learn’s interface to add questions to your pool. See video 

demonstration: How to Build a Pool of Test Questions (https://youtu.be/YICiXLeJEb0). 

Alternatively, you can prepare your questions (and their related answers) using Microsoft 

Excel. Watch this video demonstration to see how this is done: How to Create and Upload 

Questions to Blackboard Learn (https://youtu.be/GLX2Wy3HzU8). 

B. Creating a Test and Configuring Test Options 

Pools are not Tests. They are not shown to students as well. For you to use the questions in 

your pools, you must create a test first. To create a test: 

1. Go to Control Panel > Course Tools > Tests, Surveys, and Pools > Tests 

2. On the Tests page, select Build Test. 

3. On the Test Information page, type a name. Optionally, provide a description and 

instructions. 

4. Select Submit. 

https://youtu.be/YICiXLeJEb0
https://youtu.be/GLX2Wy3HzU8
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Once you see the Test Canvas page, you can create a question (Create Question), retrieve 

questions from an existing pool (Reuse Question), or upload a Microsoft Excel file containing 

a question set. Watch this video to learn how to configure your test to retrieve a random set 

of questions from one of the pools you have created: Create a Random Block of Questions 

in a Test (https://youtu.be/UImFGhPKVpA).  

VI. Posting an Assignment 
A. Assignment Options 
ASA College’s Blackboard Learn provides instructors with options for creating an assignment. One 

way is by clicking Assignment in the Assessments menu found in the Page-Level Functions. 

 

Another option is by creating a Turnitin Direct Assignment. This option is discussed in detail in the 

next section. 

After clicking Assignment in the Assessments menu, the next page will give you options and settings 

to let you create and configure your assignment. 

 

https://youtu.be/UImFGhPKVpA
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Here are some best practices: 

• While you can put the specifications of your assignment in the Instructions box, you should 

put your specifications, especially if you know it is quite lengthy, in a PDF file (i.e. Type it using 

Microsoft Word, then save it as a PDF). Then, use the Attach Files section to attach your PDF. 

• Do not forget to configure due date and availability settings. In this way, you can “train” your 

students to meet your deadlines. The assignment will not be displayed to students past the 

“Display Until” availability setting. 

B. Using Turnitin 
Turnitin is a great third-party resource especially for instructors who require essays, research papers, 

or similar course requirements. Thanks to Turnitin’s plethora of features, it is easy to find out if your 

students plagiarized someone else’s work. 

Turnitin Direct Assignment is available in ASA College’s Blackboard Learn. This eliminates the need for 

instructors to go and log in to Turnitin’s website to create the assignment. Instead, the Turnitin 

assignment can be created within Blackboard Learn. Likewise, if the assignment was created using 

Turnitin Direct Assignment, students can submit their work via Blackboard Learn’s interface. 

Turnitin Direct Assignment user guides can be downloaded at 

http://onlinecampus.asa.edu/downloads/turnitin-guides.zip. This zip file contains both the instructor 

guide and student guide. 

http://onlinecampus.asa.edu/downloads/turnitin-guides.zip
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Of course, as an instructor, you are still free to log in to Turnitin’s website if you prefer their system. 

The only drawback to this is that the grades you give your students are not posted to your course’s 

Grade Center in Blackboard Learn. 

VII. Grade Center 
Each course has its own Grade Center, which can be accessed by clicking Grade Center in your course’s 

Control Panel. 

 

• Needs Grading shows all submissions that require your grading and feedback. 

• Full Grade Center shows you a table (similar in looks to a worksheet in Microsoft Excel) listing your 

students and their scores. 

o Clicking Assignments will show you the Grade Center with the assignments shown but not the 

other course requirements. 

o Clicking Tests will show you the Grade Center with the tests shown but not the other course 

requirements. 

Once you have submissions, your course’s Grade Center should look similar to this: 

 
• The numbers you see in the boxes in the screenshot above are the scores achieved by the students 

in those course requirements. 

• The checkmarks are from course items that require students to “check” a box to indicate that they 

have reviewed the material. 

• The circle with an exclamation mark indicates that the student’s submission needs to be graded. 

• Double hyphens indicate that nothing was submitted yet, or no grade has been posted by you yet. 
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Columns are generated in the Grade Center based on the assignments, tests, discussions, and such that 

you posted in the course. But it is possible to create columns in the Grade Center without posting a course 

requirement. Some instructors do this for many reasons, one of which is to perform final grade calculations. 

This is accomplished by creating a Weighted Column. 

1. Go to Full Grade Center. 

2. From the Page-Level Functions, click Create Calculated Column. Then, click Weighted Column. 

 
3. Type a column name and configure the Primary Display and Secondary Display. We recommend 

that you select Score in the Primary Display, and select Letter in the Secondary Display. With this, you 

can see both the numeric and letter final grade. 
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4. Select the columns and/or categories that you want to include in the calculations, from the left side. 

Then, click the corresponding  to add the column or category to the box on the right. 

 
5. After adding a column or category, enter the weight (%). 

6. After you have added all the desired columns and/or categories, select your preferred column 

options. 

7. Click the Submit button. 

A couple of things to note: 

• The total weight must be 100%. 

• As stated, selecting No for running total will automatically assign a score of 0 on those course 

requirements that were not submitted by the students. 

VIII. Suggested Resources 
• Blackboard Learn Help for Instructors, https://help.blackboard.com/Learn/Instructor 

• Blackboard Learn YouTube Playlist for Instructors, http://bit.ly/bblfacutyvideos  

• ASA College Distance Learning Department YouTube Channel, 

https://www.youtube.com/channel/UCpoHNtAJ_VC5kCwb-X1u35w 

 

 

https://help.blackboard.com/Learn/Instructor
http://bit.ly/bblfacutyvideos
https://www.youtube.com/channel/UCpoHNtAJ_VC5kCwb-X1u35w
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