NORTHERN COLLEGE

Blackboard Learn (Version 9)
Orientation Guide

Please note this is a working document and is subject to change as necessary.

Blackboard is an application which allows students of Northern College to participate in College
courses in an online environment. Through Blackboard, students can view course documents,
assignments, grades, communicate with other students & faculty, & participate in online
discussions, provided that they have access to an internet connection & an internet browser.

This guide covers the following topics:

e Technical Prerequisites

e Logging in

e Northern College (Institution page)
e Navigating through your Course

e lLogging Out

e Contacting Support

e  Support Documents

Technical Prerequisites

In order to use Blackboard, you will need access to:

A Pentium IV (or higher processor) computer
512 megabytes (MB) of random access memory (RAM) minimum

e An internet connection (outside of company firewalls - firewalls may cause
connection problems using Blackboard & downloading files)
e A web browser (Internet Explorer (IE) 6 or higher)
0 Note: Internet Explorer 8 is the college standard, & works most reliably
with Blackboard & the documents provided by your professors. IE can be
downloaded from the Microsoft website free of charge.


http://blackboard.georgianc.on.ca/login/orientation/#tech
http://blackboard.georgianc.on.ca/login/orientation/#finding
http://blackboard.georgianc.on.ca/login/orientation/#Navigating
http://blackboard.georgianc.on.ca/login/orientation/#support
http://blackboard.georgianc.on.ca/login/orientation/#docs
http://www.microsoft.com/Windows/downloads/default.aspx
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e Associated programs recommended by your professor
0 Microsoft Office 2007 is the college standard software & may be required to
view and transfer files to & from your professor
0 If you don't have Office 2007, you will need to download the PowerPoint
Viewer, Word Viewer, and Excel Viewer. Follow the same steps as above to
download and install

e An e-mail account

Accessing College Network from Off Campus

The College network is available for use when you are off campus. There are some simple
steps you must follow to gain access from a system connected to the Internet:

Update your Internet browser
Install the Citrix client
Ensure a secure password

This section contains the information you need in order to use the College Network from
outside the College.

Logout

When you have finished using the College Network, please click the logout button on the
Citrix webpage.

Unfortunately not all College licensed software is available off campus. Some applications
require local installations in the computer labs at various sites of Northern College. The
College’s IT department continues to work towards providing as much software as possible
through this portal.
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http://office.microsoft.com/downloads/2000/Ppview97.aspx
http://office.microsoft.com/downloads/2000/Ppview97.aspx
http://office.microsoft.com/downloads/2000/wd97vwr32.aspx
http://office.microsoft.com/downloads/2000/xlviewer.aspx
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There are two ways you can access Blackboard off Campus:

1. Through the college network (logging into Citrix)
2. Through the local URL: http://blackboard.northernc.on.ca

Whether you access Blackboard through the network or through the local URL, you will be
going to the same location. If you are on a slower internet connection, you may find using the
local URL access a simpler process.

It is VERY IMPORTANT to note that choosing to access Blackboard through the local URL
means you DO NOT have access to all the server applications such as Microsoft Word,
PowerPoint etc. If your faculty have posted materials in these formats you must either have
your own copy of Microsoft Office installed locally on your computer, or you must install the

PowerPoint Viewer, Word Viewer, and Excel ViewerS in order to view these documents.

If you choose to access Blackboard through the network you will not need to have a local copy
of Microsoft Office or install the viewers.

Accessing Applications (incl. Bb) through Northern
College Logon Page

Step 1: Connect to the Internet

Step 2: Open Internet Explorer.

Step 3: In the address bar of Internet Explorer, type in the following address followed by
the enter key:

http:/7/www.northernc.on.ca/

Step 4: After the Northern College Home page has loaded, click on “College Network” —
this allows you to access different software including Blackboard.

Note: If you are connecting by dial-up & downloading the College home page takes too
long, try going directly to the College Network (Citrix) log-in page. Enter the following

address followed by the enter key:

https://citrix.northernc.on.ca/Citrix/XenApp/auth/login.aspx
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https://blackboard.northernc.on.ca/
http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilyID=048dc840-14e1-467d-8dca-19d2a8fd7485
http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilyID=048dc840-14e1-467d-8dca-19d2a8fd7485
http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilyID=3657ce88-7cfa-457a-9aec-f4f827f20cac
http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilyID=1cd6acf9-ce06-4e1c-8dcf-f33f669dbc3a
http://www.northernc.on.ca/
https://citrix.northernc.on.ca/Citrix/XenApp/auth/login.aspx
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Install the Citrix Web Client

Note: Installation of the Web Client is required only once; the first time Citrix is used. If the
client is not present on your system, the following message will appear as the proper software

is installed to allow you access to the College Network.

2 Loading - Wincows Intemet Explarer
2, https:///citriv.northernc.an.ca/ Citriv/XenApp/auth/silent Detectian.asps G |4 | x BT tive searcn
—
i Fovortes | ol @) Suggests - B ow @ Customie Links
b5 L cading Fiow 0 B v dm v Pagew Safetyr Tooksw v
| One Moment Please
Citrix anline phugrin (Web)
i@ﬂemw&wﬂewﬂo—;cﬂmcmmﬂnnmmi
| cance
Done & Internet | Protected Mode: Off v wamw v

If you get the following message choose the link to locate and install the appropriate software

you need to make a successful connection to the College network; again this process is

required only once.

App/auth/meszageSereen.aspe = G |4 [ x [ tive Search
—

G-08-

(D) Citrix Xendpp - Messages
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Once the installation is complete you will arrive at the following College Login screen.
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Log on to the College Network

Fill in required Student User Name, Password & Domain on the Citrix Login page. Your user
name (which is your last name followed by the initial letter of your first name & a single digit
number — do not include any spaces) & your password (which is a 7-digit number) will be
provided on your Confirmation of Registration as soon as your register for your courses.

NOTE: If you are a distance student, you will receive a Confirmation of Registration by mail.
This document will contain a listing of all the courses you are enrolled in and your username
and password on the bottom right-hand corner. Keep this document secure and treat your
username and password with the same security as your banking information. Do not share it
with anyone else.

The Domain should automatically show as SIGMA, if this is not the case select it by clicking
the drop down arrow and select it from the list. When all sections are complete, click the Log

On button.
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If you are a student and you need assistance check out the following help options available to
you:

Northern College IT Connect

Meed help connecting to the College Metwaork, Citrix, Blackboard or
Email?

Help is available for students 24 howrs a day, 7 days a week, 365 days
per year.

Call 1-877-807-5031 or click here for help.

w

User name:

Password:

Domain:  SIGMA - [2]
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Launching Applications

To launch an application, simply click the corresponding icon. You may have to scroll down to
the bottom of the page to find the Blackboard application. Note: Your applications may vary
slightly from the following reference:

& Citii = EA T
: 2 o~
File Edit View Favortes Tools Help i x (@ snagit B
57 Favorites i Sz @] Suggested Sites ¥ @] Web Slice Gallery ¥ @] Customize Links
| = 5 i el ™ = 2
| © Citrix XenApp - Applications . 5w B v [ @b v Pagev Safetyr Tookw @~
-
' » | W
Logged on as: webberj Log Off | Reconnect| Disconnect
1
Applications ‘ u
Main Select views: Icons - E@.Refresh kL
) o (ol o cJ
Accounting AutoCAD 2000 Faculty Tools General Help
Keyboarding Microsoft Office Mindoka MIS Access Programming
Suite 2007 | 5
& 7 m! e

Scan Student Services Elackboard Help Desk - Track IT Maoraction

L[}

e Internet | Protected Mode: Off
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Logging onto Blackboard — On-site at College

The Blackboard application can be located from the Applications group (right click on the
Citrix XenApp icon) as noted below:

Accounting
AutoCAD 2000

Faculty Tools

General

Help

Keyboarding

Microsoft Office Suite 2007
Mindoka

MIS Access

Programming

Scan

Student Services
Blackboard

Help Desk - Track IT

Moraction Applications

QQEB@@@BGQEBGQE

Application Refresh
Log Off Sessions

Reconnect Sessions
Disconnect Sessions

Change Server

Options

= ret Explorer ENE
@;t = I nttps:/black board northeme o, cafwebapps/login =0 & [[#s 1 %] rive search £~
¢ &F [ Blackboard Leam | | v B) v v | Page v G Toals v 7

A Chenge Text Size - #) Hich Cortrast Sefting

Blackboard
Have an account? Don't have an account?
Please enter your credentials and click the Login button below Please choose from the options below
Username: | # View Course Catalog
Password:

Farret Vour Password?

19972009 Blackhoard Inc. All Rights Accessibiity information can ke found =t
Reserved. .. Patert No, 6,998,136, httpiisceess blackboard.com
Adcitional Paterts Pencing Installation detals

EBlackboard

Log on to "Blackboard". Fill in your user name & password (these are the same as you used
to get onto the College Network/ Citrix). Press enter or click Login.




When you have successfully logged on to Blackboard, the "Northern College" Blackboard

homepage will appear on your screen. Notice that the Northern College tab (found just
below the Northern College logo) is highlighted

g ermet Bxplorer — & x
GT@ ~ [ httpey/biackboard northerc on cafivebappsfportal/framesetsp 1] [#2][ 5¢] [uive searen [2]-]
W & ] Blackboard Learn %3 - B - = v | Page v () Tools » 7

# MyPlaces ] Home €@ Help =30 Logout

Northern College Courses
Add Module Personalize Page  [52
My Announcements My Courses

» @ Announcements Mo Institution Announcements have been posted in the last 7 days. Courses in which you are enrolled:
’Ca‘e”“‘a' more..... | | 1 Ad 1 Wills and Estates |1 - Winter 09
:W;fmam () Animal Anatomy & Physiolagy |

- My Calendar 3 1 Chemistry | (Instrumentation) - Winter 09
» B Send Email n P "
» & User Directary Mo calendar events have been posted for the next 7 days [ Conflict - Winter 09
» 5 Address Book rhare (2 Core Mathematics - Winter 09
» B Personal Information (i Lah Procedures and Techniques |

Quick Tuterials Cataleg (I PSW Clinical Practice | - Winter 09
L) Wildlife Calendar

Leam more about the Blackboard Academic Suite through

shart clips that demonstrate the key features and L Wildlife Care Il - Winter 09
functionality. To obtain a listing of all of the quick tutorials
available for download, visit the Quick Tutorials Catalog. My Tasks B

Mo tasks due

mare

Northern College Blackboard Page

The Northern College Blackboard page provides a listing of tools, announcements, calendar,
courses, & tasks for all your Blackboard courses. An underlined heading is a link to the item.
Try some links to see what the items look like. Return to the Northern College page by clicking
on the Northern College tab located just below the Northern College logo. More instructions
will be provided by your professor

Courses you are enrolled in would be listed under "My Courses". If your courses offered on

Blackboard do not appear, inform your professor(s). All students are enrolled in the Student
Success Resources. Professors are also enrolled in this ‘course’.

Courses Homepage

Click on the “Courses” tab to bring up the Course homepage as shown below. Notice the
Courses tab is highlighted.



Northern College

Blackboard Learn - Version 9 Orientation Guide

W ) Dlsckboard Leam

jspitab_tab_group_id=_2_1

§ MyPsces

(0 Home @) Help - 30 Logod

BN
B =B - & - [ Page - ook

rarch

e DESCCORNON

20w

Courses in which you are enrolled: [0 Agsdemic Upgrading
L LCA0T3 W09 230: Advanced Wilts and Estates Il - Win [0 Busingss & Office Administeation
Professar —
Diawen Gl |_| Computer Hudies
A VTH19-FO0.130; Animal Anatomy & Physiology | 3 Enguiriing Technology & Tradis
Professor (5 Emronmental Technician
Sarah Melaughlin [ Eonams & Termplates
L CHA072. F10.130: C| Wintar i [ Health Sciences & Emergency Servces
Professor P s
Gaetan St-denis
A 230; [0 itkland Lake

Professer [0 Minemg Engingsring Technelogy &
Tracie Wilson [0 Matural Hesources
L MASIUE-WO9Z30; Core Mathematics - Winter 09 [ Bulice Stiences
Frofessar ’ .
Teana Eisies (5 Bublic Admirigteation
3 VT005FUB130; Lob Pracedures and Techniques | o Tetsriuw dn
Professor [0 Yatarinaey Scisnces
Fat Hamnition [ welding Engingenng Technology
L PY2001WD9.230: PSW Clinical Practic | - Wintar 09
Professor b Browse Course Catalog
Buelty Durocher
A WLCal 09; Wildlife Calendar
Professor
Amanda Godden
Juseph Gregorcie
Fal Hamilton
Tom Harmiltan

— L VRS0 1309 230; Wildilfe Care Il - Winter 09

J” Profassar
i Aaranda Godden
[ttpe blackboard.nerthemc.on.cafwebapps/blackboard/ execute/viewC stalogitype=Coursebid=_§_1 [T

wurs -

«BFEYs i

Click the link to a course (either on Courses or Northern College pages) to take you to the

home page for a specific course.
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The home page for Student Success Resources is shown below. All the items listed on
the left are available. Try clicking a few to see what'’s there.

{2 Blackboard Learn - Microsoft Internet Explorer pravided by Northem College

File Edit View Favorites Tools Help

W [Q Blackboard Learn v B - ® v | Page v i Tooks »

@ MyPaces [fi Home @ Hep -3! Logout

Northern College

Amouncements a
= @ SYSTEM | COURSE | VIEWALL
# 7 Student Success » Announcements
Resources

Announcements
HELP! Action Plan Jonn Colins. 3
Acad. Calendar 2008 o, Mars,
Contacts Northern College is undertaking a project to develop an Action Plan under NCACE (Northern College Aboriginal Council on Education) oversight One

of the things we'd like to do is gather some feedback. Aboriginal students currently at the College are invited to go to this survey link
Exam Schedules it fwww, comis aspx?sm=EZMyXyc3COIs2nRPInA0 3d 30
Exam Samples E
Math. Help N N M

Northern College Student wins a prize Jonn Colins
Comm. Help Fri, Nov 28,
Worksh “Congratulations to S. Caissie, Haileybury Campus, winner of an iPed Touch. You could win too. Take the Student

orkshops Engagement Survey. Go to Campus Information on the Main Menu to enter for your chance to win.

Transcripts
Grad Info APA Guide John Collns.
Communication " . . . " Thu, Oct2,

Aftention all students. There is a link to a guide that will help you using MS Word 2007 when preparing documents in the APA format. Itis under the 2008
Campus Information ‘Other Resources’ link on the Main Menu
Disability Services
Library Resource ‘Your Chance to Win!!! John Colins

Mon, Sep 8,

Other Resources Please click on the Campus Information link on the Main Menu to the
Tools - - -

left to get information about how you can win one of a humber of great

prizes!!!

Grad Committee Meeting by John Collins

Fri,dan 11,
2008

When: Wednesday, January 16, 2008

Where: A106 (circular board room in the Main Foyer, directly in front of Student

Services)

Time: 1:30 p.m.

The Graduation Committee will be holding an Open House information session for all

interested graduating students, as well as any faculty who would like to attend.

ternet | Protected Mode: On #,100%
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The standard layout of the home page for all other courses will look similar to the

following:

2 Blackboard Leam - Microsoft Intemet Explorer provided by Northem College
2 http://blackboard.northernc.on.cafwebapps/portal/frameset jspitab_tab_group_id=_2_1&url=

launcher33Ftype3DCc ~ | 45 | x || Google

File

W

Edit View Faverites Tools Help

& Blackboard Learn

@ MyPlaces |ffj Home @ Help =31 Logout

Northern College
Course Template 2008

Elod g

Announcements

2 Course Template

@ Announcements

Announcements

Contacts

Course Outline
Course Content
Communication
Discussion Board
Email Students
Assignments

Tools

® 1997-2009 Blackboard Inc. All Rights
Reserved. U S. Patent No. 6,988,138,
Additional Patents Pending.

Blackboard

) ~ deh v [ Page = {&) Tools »

SYSTEM

No Announcements found

Accessibility information can be found at
http:/iaccess blackboard.com.
Instaliation details

COURSE | WIEW ALL

m

€ Internet | Protected Mode: On

®100% -

o 1:50 PM
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Navigating through your Blackboard Course

The navigation area consists of a series of items located on the main menu (along the left side

of the screen). Selecting any of these items will take you to the corresponding area of the

course. Some of these may or may not be used in your course depending on how your

professor has set it up.

Your teacher will write important information such as a welcome message,
instructions about where to find course information, due dates for

Announcements assignments, course changes, instructions for tests, etc. under
Announcements.
This section contains information about your teachers such as name,
Contacts email, office location, office hours, etc. You can also find out how to

contact your Program Coordinator and Extended Classroom Services
personnel for help with distance delivery.

Course Qutline

Course Outline.

Course Content

Here is where your teacher will put all the information from your classes
such as Introductions, Objectives, Class Notes, Readings, Review/practice
problems, PowerPoint presentations, etc.

Communication

Clicking on the Communication link gives you access to Collaboration
(Lecture Hall/Virtual Classroom and Office Hours/Virtual Chat), Discussion
Board, Group Pages, Blogs, Journal, etc.

Discussion Board

Access forums that are made up of individual discussion threads that your
professor may have organized around a particular subject.

Email Students

This area gives you quick access to your college email account. You can
email classmates as well as your professor(s) from here.

Assignments

Your teacher will post Assignments, Tests, Reviews, Quizzes, and Surveys
in the Assignments area.

Tools

This area holds the tools needed to submit information to the professor,
view a course calendar, check your grades, manage your homepage and
edit your profile.
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Logging Out of Blackboard

It is imperative that you log out of Blackboard after every session. To do this you must
click on the "logout" button on the top of your Blackboard window.

If you fail to log out of Blackboard, your account may stay on the computer & anyone who
uses it after you will be logged into Bb as you.

Blackboard Course Support

Please contact your professor, if you have questions specific to your course on Blackboard:

e What the course is about

e Locate course content

e How to submit your assignments to your professor

e How your course professor expects you to contact them
e When to take a quiz, test, etc.

e Check your grades
The Student link on the College Website provides access to this guide as well as several other

useful references to assist you with checking your College email, changing your security
settings for the College Network, and so on.
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Support Documents for Blackboard

You can find an online manual by clicking on Tools from inside any course & clicking the
manual button. (Teachers can find the instructors manual under Control Panel in the Help

section.)

A : thpiffblackboard.northemc.on.cafwebapps/portal fframeset.jspitab_tab_group_id=_2_1&wrl=%2Fwebappsis. 3| 7 X Pee Searc
L&) http:/fblackboard h fuvel 2l I/t Ptab_tab d=_2_1&wrl=%2Fweh #lFbl *4|| % | |Live Search

|
2l

@ -

& ke g‘ Blackboard Learn

Courses

Nothern Collegs

Announcements

Contacts

Course Outline

Course Contert

Communication

Discussion Board | <
Email Students 1l
Azsignments

Tools

w My Places 1 Home &) Help -3

4 Ty
-3 Blogs
LH
Create and manage blogsfor Courses and Course Groups.

(A
e
£

Calendar

Trackimportant eventz and datesthrough the Calendar.

Collaboration

Create and manage Virtual Classroom and Chatsessions.

[ ]
EE Contacts
~.n1

Instructors can post contactinformation aboutthemselves and othes,

Discussion Board

Creata and manage Forumswithin the Dizcussion Board.

% Groups
o

Create and manage farmal groups of studentsta collaborate onwatk.

Xy v B v omsh v i Page v (0f Taols v

i 7a Journals
g

Create and manage joumalsthatcan be ssssignedto each userin a group
forthe purposes of private communication with the instructar.

@ My Grades

Showe detailed information aboutwour grades.

Eg Send Email

Send email messagesto different types of users, system roles, and groups.

(@? Tasks

Use tasks tokeep track ofwokthat must be completad. Each Taskhasa
statuz and a due date

@ User Manual

Viewthe Use separate window.

>

’_’_’_’_ \emet * 85%

-
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Other Helpful Information for Using Blackboard

Update Your Browser to 128 Bit Cipher Strength

To update the Internet Explorer web browser to 128bit cipher strength, open Internet
Explorer, click on the help menu, from there choose “About Internet Explorer”. This window
will display what the current cipher strength is, & a link to “Update information”. Click on this
link to go to Microsoft’s website to update cipher strength to 128bit. After the browser has
been updated, proceed to logon to the College Network.

Network Performance

Performance of software over the network when off campus depends on several factors:

Speed of your Internet connection: Cable and DSL connections perform much like your office

environment while 33K and 56K dial-up connections will be much slower and, at times,
choppy. Dial-up connections are not recommended for use with the College network access.

Specifications of your computer: With more RAM, & better processor speed, performance will

improve

Operating system: Using the latest operating system will help performance.

Internet Service Provider (ISP): You must remember this is an Internet connection from off

campus to the College. Performance of your ISP will also affect the performance of the Citrix
connection much like it affects your browsing capabilities of the Internet.

Of the above items, the speed of your connection is the most important, and hence,
provides the largest improvement in performance.

Ensure Your Password is Secure

What has the College done to ensure password protection?

The College has implemented 128-bit encryption on the logon site to ensure that passwords
cannot be captured across the Internet; the only way someone will gain access to personal
files and email is if they know a password and username.
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Things to consider with the College Network available

off campus ...

If someone has your username & password, he / she would be able to login on any computer

in the College to gain access to your folders and email.

With web access, if someone has your username & password, he / she can gain access to your

files & e-mail from any computer connected to the Internet.

Users of the system must keep passwords to themselves at all times.

Your password is your security...

Some Password tips ...

VVVVYVY

A\

Use a mix of upper & lowercase letters

Use a mix of letters, symbols, & numbers

Make it easy to remember

Passwords should be 7 or 8 characters long

Make it something that can be typed quickly so someone standing behind you won't be
able to see what you're typing

Use a password known by you, AND ONLY YOU.

What should never be used as a password?

VVVVVVVYYVYVY

Your name

The name of a spouse, child, pet, etc

Anyone's name (real or fictional)

Any obvious word that is printed, published, or written down anywhere by anyone
Your phone number, address, SIN#, birth dates (or those of anyone you know)

A place name

A string of the same letter or number (like aaaaaaa, or 22222)

Simple keyboard patterns (like asdf or qwerty)

License plate number

Changing Passwords
Press “CTRL-ALT-DEL” and click on the change password button to change the password.
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