Simple Guideline for Blackboard System

Login CU eLearning System
http://elearn.cuhk.edu.hk[image: image1.emf]
Login information

Username : Staff ID or Computer ID (e.g. 123456 / b000123)

Password : CWEM password
Exploring the Interface – Courses tab

1. The Course Catalog lists all courses offered at the University.

[image: image2.emf]
Your teaching/enrolled courses are listed under Course List.
Adding a File for student download
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1. Access Content.

2. Choose Build Content.

3. Choose File.

4. Click Browse My Computer to attach a file and Name the file.

5. Click Submit.
Creating Assignment
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1. Access Content.

2. Choose Create Assessment.

3. Select Assignment.
4. On the Create Assignment page, enter a Name.

5. Input a value for Points Possible.(For Grading in the system)
6. Select the Due Date check box and choose the date and time.

7. Select the Recipients option for “All Students Individually” or “Groups of Students”.

8. Click Submit.
Downloading Assignment Files
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1. Access Grade Center (Full Grade Center).

2. Click the Contextual Menu .

3. Choose Assignment File Download.
[image: image7.emf]
4. Select student submissions to be downloaded. You can select individual submissions or all of them at once.

5. Click Submit.

6. Click Download assignments now to download the packaged zip file, then save the zip file to your local drive.
Creating Announcements [image: image8.emf]
1. Access Announcements under “Course Menu”.

2. Click Create Announcement.

3. Enter a Subject, which becomes the title of the announcement on the Announcement page.

4. Enter the Message.

5. Click Submit.
Sending Email
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1. Access Email.

2. Select Users or Groups. To all students, select All Users
3. Enter the Subject and compose your email Message.

4. Click Submit.
More reference can be found in ITSC elearning website

http://www.cuhk.edu.hk/eLearning/c_systems/elearn/quickref.html
