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Beginning of Semester Process - Fully Online Section

Overview on Cross-listed Courses

Each online course will have two or more sections that make a cross-listed course as shown in the
example below:

My Courses
w Fall 2016 .
Cross-listed
Courses where you are: Instructor /7 online courses

Fall 2016 (Cross Listed Course) Texas Government (GOVT-2306-100/101) (not c.;'-'-'e-'..*-'_'.'a'.a--'a.':--'e_:/
Fall 2016 (Cross Listed Course) Texas Government (GOVT-2306-110/111) (not currently available)

b Spring 2016

b TSU

» Testing

During the beginning of semester process, you will copy material into the Parent course and disregard its
child sections. In Blackboard Learn 9, a
e Parent course: is the cross-listed or master section that will house the child sections. (Copy
material into this course)
o Child course: is the section where the student registered. Students will see the section they
registered for but will be taken to the content in the parent course.

Copy Course Content into the Cross-listed - Fully Online Section
Copy forward your content from a previous LIVE (Blackboard 9 section), MIG (Migrated Section from
Blackboard CE 8), or DEV (Development Section) to the New Semester:

Old course: The course you copy FROM
New course: The course you copy TO (this will be the Course that has an ID of CRS-0##.)

1. Enter the OLD course
2. From the Control Panel, select Packages and Utilities
3. Select Course Copy

4. Under SELECT COPY TYPE area choose the option to: Copy Course Materials into an Existing
Course
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5. Under SELECT COPY OPTIONS Select
Browse for the Destination Course ID to
select the NEW Parent course you wish
to copy content into for the new semester.
(If you have a large list of sections, it may
help to use the search area by typing in

Courses

Name/Description

“CRS-", selecting Course ID and then =k ===
select Search). CRS. . SPAN 1411 - Spring 2016 (050 061 070 071)

6. After selecting the Parent course (New
COUI’SG), Se|eCt SU b m |t CRS-TH-201608 ngﬁg}? (Cross Listed Course) Texas Government (GOVT-2306-

7. Under “Select Course Materials” Select the Select All button.

SELECT COPY OPTIONS

Destination Course 1D FI_)RS—THQD‘BDE _[LBrowse. B

Select Course Matenals

Select All | Unselect All

8. Scroll down to find Discussion Board in the checklist and select the 2" option — “Include only the
forums, with no starter posts” Failing to select this option, will result in all discussion responses

from the previous course to copy over to the NEW course.

[¥] Adaptive Release Rules for Content
[¥] Announcements
[¥] Blackboard Collaborate Voice Authoring
[¥] Blackboard Collaborate Voice Board
[¥] Blackboard Collaborate Voice Podcaster
[¥] Blackboard Collaborate Voice Presentation
[¥] Blogs
[¥] Calendar
[¥] Collaboration Sessions
[¥] Contacts
[¥] Content Alignments
[¥] Discussion Board
@ Include starter posts for each thread in each forum (anonymized)

|=D @ Include only the forums, with no starter posts
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9. Under the FILE ATTACHMENTS portion, confirm that the 3™ option is selected — “Copy links and
copies of the content (include entire course home folder)”. The 3" option not being selected
may result in missing folders or files in the NEW course.

FILE ATTACHMENTS

Course Files

Package Size

Select an option for copying 1

r file attachments. If cont reused in a different course, copyi

Copy links to Course Files
Copy links and copies of the content
Q # Copy links and copies of the content (include entire course home folder)

Calculate Size Manage Package Contents

links and copies of the content i

the recommended option. Click More Help for additiona

10. Under the ENROLLMENTS portion, leave the checkbox un-selected.

ENROLLMENTS

Enrollments

Include Enrollments in the Copy

Copy enrollments for all users in the course. This option does not copy user records in the course, such as grades. User records are only copied with Exact Copy.

11. Select the Submit button to start the copy process.

Note: The system will then process the request. Depending on the size of the course, it may take some
time to complete. You will receive an e-mail notification once the course has been completely

copied.
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Setting File Permissions for Students
If a course contains Adobe Captivate videos or SoftChalk lessons in your course, extra file permissions will
need to be added for students to be able to view the contents.

The steps below will resolve students receiving the following error when selecting to view a Captivate
Video or SoftChalk Lesson:

To Set File Permissions for Students

1. Within a course, select Content Collection under the Control Panel of Course Management
Options.

COURSE MANAGEMENT
Control Panel
EorErColcton] »
Course Tools

Evaluation

Grade Center

Users and Groups
Customization

Packages and Utilities

v+ v w o w w wv w w A

Help

2. Select the Course ID.

COURSE MANAGEMENT
* Control Panel

¥ Content Collection
| GOVT-2306-
010 86277 201608
All Courses Content
All Organizations Content

b Course Tools

P Evaluation

b Grade Center

b Users and Groups

P Customization

b Packages and Uiilities
b Help
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3. Navigate to the drop down arrow of the Course Content title and select Permissions

Course Content: GOVT-2306-010_86277_201608

The Content Collection provides central file storage for all content. When creating con
Using the links in the Control Panel, you can access the content in your present cour.

360° View

Edit Settings
Upload + Create Folder

Alignments (Mone)

Download Package

Email ltem

4. From the Manage Permissions page, select the Select Specific Users By Place option then select
Course.

Manage Permissions: GOVT-2306-010_86277_201608

Share files and folders by assigning ane or are permissions to individiial users and groups of tisers

Select Specific Users  Select Specific Users By Place

o Face Section) Texas Goverenent (G

v ' " v

Fa £ 1o Face Section) Texas Gaverment {05 0862 0] Course Buiider (Lser List ] v v o

Fail 3018 (Facs 1o Face Saction) Taxas Gavemmant {GOVT.2906 01608} Embaddad Librarian (Usar List 7] o o b

v v ' v

v -

Fail 2016 (Face 1o Face Section) Texss Gavermment (GOVT-2305-010) (SOVT-2306-010_86277_204608) Teaching Assistant (Uses List) v v v o
Delete

ayirg 1 10 6.of 6 e Sesw All i Paging
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5. From the Add Course User List page, select the Student role, set the Permissions to Read, and

select Overwrite under the Advanced Folder Options and Submit.

Add Course User List:GOVT-2306-010_86277_201608

CHOOSE COURSES
# Courses Fall 2016 {Face to Face Sechon) Texas Government [GOVT-2306-010) (GOVT-2305-010_BE2TT_201608)
SELECT ROLES

4 Ficles

[

Cniing Cuaiity Revessr
Embacdsd Libranan
Modsrator

SET PERMISSIONS

Paemissions

Manage

ADVANCED FOLDER OPTIONS

St Overwrite 1 remove 1 curment permissions Sor 8 Tolder contunts and subfoiders and grant all permmsiors sehocted by Wiken Qveawrity is ol silictud, all eisting permissions reman and T sehecbed permissions are granted 1o Tolber conints and siloidirs E
Click Swbinit toproceed. Click Caneel to o baok

e m

6. Success message: Action has succeeded.

Action has succeeded.
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How to Make Your Course Available to Students
By default, a course will be unavailable to students. When you are ready for the course to be made
available for students, you have two options to consider.

Option 1: Qwickly (located on the Faculty tab in Blackboard) Upon login to Blackboard, select the
Faculty tab (top right corner).

[l Tarleton Instructor & v ()]

My Blackboard My Courses Faculty
A

1. On the Faculty tab, locate the Qwickly Module on the bottom left of the page. Select Course
Availability to display your course list. Toggle the On/Off Button to Make a Section Available to
Students.

Qwickly c e

W Course Availability

L
se: |0rganizations|
)

Collaborate Copy Test

Y Term)

O Content Capture Demonstration Course:

O Tara’s Blackboard Learn 9 Test Course:

Post Announcement
Post Content

Post Link

Create Assignment

Create Calendar Event

. I N BE SR

Needs Grading
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Option 2: Standard Blackboard Course Settings Approach

1. From the Control Panel, select Customization, Properties.

2. Scroll down to SET AVAILABILITY area and select the Yes radio button next to Make this
course available to users?

SET AVAILABILITY

Make this course available fo users?
Make Course Available s Yes
No
Use Term Awvailability
(Fall 2016 is Available)

3. Select Submit.

4, The course will now be available for students.

If you have any questions about copying your course or making your course available in
Blackboard, please contact our Blackboard Support Team by phone at ext. 1960 or toll-free
1(866)744-8900 - option #3 or by email: support.citde@tarleton.edu
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