Adding the Student Evaluation tool to Blackboard courses and sending an

Announcement to students

Steps

Screenshots

1. Log-in to Blackboard.

2. From the “My Blackboard”
Page, click on the course(s)
to be evaluated this
semester.
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3. In the left-hand menu,
select the page where the
Student Evaluation of
Instruction tool should
appear. It is recommended
that you select the
page students see when
entering your course. This
instruction sheet uses the

“Course Information” page.
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4. Click “Build Content”

5. Click “Student Evaluations”
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6. Type a Name in the “Name”
field.
Example: Click here to
complete the Student
Evaluation of Instruction!

7. Type in a description
(optional).
Example: Clicking this link
will take you to the Student
Evaluation of Instruction
survey for this course. |
appreciate your feedback!
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8. Click the “Submit” button.
Options may remain as is;
no attachments are
needed.
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9. Scroll to the bottom of the
content page. Hover over
the left side of the item
until a purple bar appears.

10. Click and drag the item to
the top of the page so that
it is highly visible to
students.

! ~4,  Atlantic Cape Resources and Policies = A¥

Access this folder for links to:

~4, Career - Related Resources ~ A¥

t is Important to us! From this folder, access:

s, Including the online search tool: Career Coach

Clicking this link will take you to the Fall 2020 Student Evaluation. | appreciate your feedback!
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11. Click on “Announcements”
in the left-hand menu
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12. Click “Create
Announcement”

Announcements

New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions. Move f
announcements above the repositionable bar to pin them to the top of the list and prevent new announcements from superseding

order shown here is the order presented to students. Students do not see the bar and cannot reorder announcements.
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New announcements appear below this line

No Announcements found.

13. Type your subject line and
message.

ANNOUNCEMENT INFORMATION

Subject

Please complete your student evaluation | | Black

Message
For the toolbar. press ALT+F10 (PC) or ALT+FN+F10 (Mac).

B I Y & | rParagraph Arial 14px = A 2
L B BAQ ¢ E=T=TE =& 2% £ 0% — &
vV T 9w Q6@ R By BE BHEB®BE #HERD T
®0ou e
Hello everyonel
evaluations are now available and | would really appreciate your feedback on our CTE Online Facilitator course this semester

use feedbac

e K from students to improve the cours
submitted

and my teaching. Please know that | do not see feedback until after grades are
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14.

15.
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17.

Select “Not Date
Restricted” to post the
announcement
immediately.

Select Email Announcement
to send a copy to the
students’ email accounts
associated with Blackboard

(Optional) Include a course
link to direct students to
the specific page in the
course on which you added
the Student Evaluation Link.
Note: This will only appear
in the announcement
within the course; it will not
appear in the emailed copy.

Click Submit when you are
finished.

'WEB ANNOUNCEMENT OPTIONS

Duration

@ Not Date Restricted “

(0 Date Restricted

Email Announcement
Send a copy of this announcement immediately

Students are still notified of this announcement even if this option is not selected.

COURSE LINK

Click Browse to choose an item.

Location

/Course Information Browse... “

Click Submit to finish. Click Cancel to quit.
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18.

A message will appear
indicating that your
announcement was
successfully created and
email successfully sent.
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Success: Announcement created.

Email was successfully sent to all Course users.

19.

(Student Perspective)
Students will see
Announcements on their
“My Blackboard” page.
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