Instructions for Setting-up or Renewing Blackboard Courses

Introduction

To create or renew a Blackboard course a special request must be made to the Office for
Distributed and Distance Learning (ODDL) at FSU. This creation/renewal procedure is valid
only for individuals who are listed as “Instructor of Record” for a course in the Registrar’s
database. Print these instructions before beginning.

Brief instructions for setting-up or renewing Blackboard courses

1. Open the Class Website Request webpage located at:
http://forms.oddl.fsu.edu/online/requests/class_website/

2. Complete the form that should appear and click on the Next button.
3. Select the type of Blackboard class (select the first option: “INTEGRATED website,” not
cohort) you want to create.
4. Submit the following information for the Blackboard course you wish to create:
a. For Delivery System choose Blackboard (from the drop-down menu)
b. The semester for the new course
c. The course prefix, course number, and the course section number
5. Choose the content source of the Blackboard course you wish to create:
O Option 1: select “none” if you are creating a Blackboard course with all new
material.
O Option 2: select “copy from another Blackboard website” if you are creating a
Blackboard course that will use material from a previous Blackboard course
6. Confirm the information you have submitted
Wait to receive a confirmation e-mail from ODDL
8. Access your Blackboard course website at:

~

http://campus.fsu.edu/
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Detailed instructions for setting-up or renewing Blackboard courses

Step 1. Open the Class Website Request webpage located at:

http://forms.oddl.fsu.edu/online/requests/class website/

Step 2. Complete the form that should appear and click on the Next button.
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Step 3. Select the type of Blackboard class website you want to create.

Select the first option (INTEGRATED website) for creating a new Blackboard course or for “renewing” a previous
Blackboard course.

The Online Deliver
options below

Will wou like tgf

wstermnsz supported by ODDL provide vou with three options when requesting yvour class website, Pleaze zelaect one of the

Fequest one INTEGRATED webszite to be used by a single coursze section, {websita WITH STUDENTE)
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IMTEGRATED WEBSITES will only be created for valid classes in the registrar's database and they will be populated autarmatically.

STAMDALONE WEBRSITES will not be populated autornatically and can be used az reposzitory for Cantent Develaprment or as
comrnunication tool for University Recognized Groups of Users such asz Departrments and/or Student Organizations.
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Step 4. Submit the following information for the Blackboard course you wish to create:

First select “Blackboard”
from the drop-down MENU s Please select the Delivery Systern you will like to use:
for the Deliver tem.

or the Deliverv Svste > |

""" ;I Click_here far a deszcription of each of the softwares available,

Then select the semester for the new course, and the course prefix, course number, and the course section number.

Then click on
the Next button.
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If the information you provided is correct, then select the Next (YES) button.

ARE ¥OU SUREE ¥YOU WANT TO QONTINUE WITH THIS REQUEST?
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Step 5. Choose the content source of the Blackboard course you wish to create:

From the drop-down menu that appears, select one of the following two options:

Option 1: If you are Option 2: If you are creating a Blackboard
creating a Blackboard course that will use material from a

course with all new previous Blackboard course, select
material, select “Mg.” “copy from ano’ther Blackboard website.”

Pleaze select the content yvou will like to be igfluded into this class website

one
copy fram ancther Blackboard website

If you selected “copy from another Blackboard website” then provide the following information about the course you are

copying from: course prefix, course number, and section (e.g., BMS 6015, section 01). Also provide the semester in which the
course was offered.

If vou are requesting the coffy frorm ancther website, pleasze provide us with the request g

website where the content gzides,
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if yvou have any zpecial requests or cormments regarding this request, pleasze specify therm in the box belaw,
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If you have any special requests, such as a call
back request or a request to copy other course

components (grade book, enrollment, discussion When you finish, click
boards, etc.), type them in this space. on the Next button.
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Step 6. Confirm the information you have submitted.

On the screen that appears, review the summary of the information you submitted. Then select from the following 4 options:

Option 1 Continue with your Blackboard course request by:
Selecting “submit information and exit request form” and clicking on the Next button.

Option 2 Change any information you submitted by:
Clicking progressively on the Back button until you
view the information you wish to revise.

Mext Step - Jfill vou like to: (please seledt one of the opbions below and then olick on the "next™ bubks
submit information and exit request form

. -~ — ~ = -~ =
{L request one more course website (& _back )(® cgncel )(_next » )

Option 3 Cancel the Blackboard course request by
clicking on the Cancel button.

Option 4 Request another Blackboard course by:
Selecting “request one more course website” and clicking on the Next button.
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Step 7. Wait to receive a confirmation e-mail from ODDL
After you submit your request, then the following screen should appear on your screen:

Thank I'?"'[:H.-I far your request,

Courze websites are usually created within 24 hours of the request, However, depending on the nurmber of requests
received, it might take up to three working days, wou will be able to access it directly fram your MY FSU page at:
http:ffcampus.fsu.edu

Do not heszitate to contact any of us at the ODOL Online Delivery Support Group by replving to this meszage ar
sending email directly to help@oddl.fzu. edu

Please keep in mind that support for all delivery systermns offered by CODOL is available at bttpiffonline fsu. edufonlinesupporty’

Step 8. Access your Blackboard course website

After you receive the e-mail from ODDL confirming the creation of your Blackboard course website, you may access it by
opening the webpage located at the following web address:

http://campus.fsu.edu

After the webpage appears, type in your FSUID Username and Password into the spaces provided.

Neen:lhelp with username Br password?

. USERHAME:
Note: Your FSUID should be FSUD or GametMailer 108
the same as your OMNI |
Username & Password

PASSWORD:

| v

LEX 1IN
You should now have access to your Blackboard course website.

Updated 23 June 2005



