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the template

Part 1:  Course Entry screen
Course Menu
Home Page
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Course Entry Page – First screen the instructor sees in the Template

Edit information in [brackets]

Delete information 
highlighted in yellow

Course Menu



Course Menu (in course itself these are all in a single column on the left)

Icon means “hidden from 
students; instructor 
decides when to show it.

COURSE MANAGEMENT – tools and utilities 
provided by Blackboard for instructor use only, 
never seen by students.



The next several slides will begin to step through the course menu.



Course Menu: 
[Your Course] Home Page 

part 1

Hidden on this slide –
contains only  instructions 
for instructors, to be 
deleted



Course Menu: 
[Your Course] Home Page

part 2

Expanded on next slides

Expanded later



Course Menu
Home Page 

Course Unit [Folders Template]

part 1



Course Menu
Home Page 
Course Unit [Folders Template]
part 2



Course Menu
Home Page 

Course Unit [Folders Template]
part 3



Course Menu

Course Information Section
Course Orientation
Course Resources

Syllabus and Schedule
Calendar

Announcements
Course Dashboard



Course Menu:

Course Information 

Course Orientation
part 1



Course Menu: 

Course Information 

Course Orientation
part 2



Course Menu:

Course Information 
Course Orientation

part 3



Course Menu: 

Course Information 

Course Orientation
part 4



Course Menu: 

Course Information 

Course Orientation
part 5



Course Menu: 

Course Information 

Course Orientation
part 6



Course Menu:

Course Information 

Course Orientation
part 7



Course Menu: 

Course Information 

Course Resources 
Part 1



Course Menu:

Course Information 

Course Resources 
Part 2

Contains links re avoiding plagiarism.
Instructor may add more, e.g., MLA 
Style links.

Contains link to “How to Make Discussions 
a Success”.
Instructor adds info about how discussions 
will be used, rules for participation.

Contains links to video and handout re 
techniques for studying, link to “Learning 
(Your First Job)” handout.



Course Menu, Course Information Section, Continued

Remaining Course Menu Items under Course Information section of menu:

• Syllabus and Schedule – links into Course Orientation section to syllabus item contained 
there.

• Calendar – links to Calendar tool

• Announcements – links to Announcements tool (also appears on course entry screen)

• Course Dashboard – links to Course Dashboard tool



Course Menu, Communications and Tools Section

Communications and Tools
• Course Messages – links to Learn’s  Course Messages tool

• My Grades – links to student’s view of Gradebook (instructor’s section is Grade Center)

• Discussion Board – links to 2 templates for discussion forums (see screenshots on next page)



Course Menu: 

Communications and Tools 

Discussion Board 
part 1



Course Menu: 

Communications and Tools 

Discussion Board 
part 2



Course Menu, Course Content Section

Course Content
• [First Course Unit folder] – link: use Course Unit Folder template on Home Page to build 

each course unit folder on the Home Page, then provide a link to each course unit folder on the 
Course Menu.

Do the same for each Course Unit Folder.



Course Menu, Support and Resources Section - 1

Support and Resources 
• How to Use Learn – links to How to Use Learn information on UNM Web Site

• Learn – Video Tutorials – links to page of video tutorials for students, produced by Blackboard

• Libraries – links to UNM-LA and UNM Library websites

• Tech Support and Resources – Contains links to this information:
 About Technical Support and Resources
 Where to Get Help and Technical Support
 How to Create a Support Ticket
 Set Up Your Computer to Work with Learn
 Check Your Browser’s Compatibility with Learn
 Computer Skills Needed in an Online Course
 lynda – Free Online Computer Skills and Software training
 Create a Backup Plan, and How to Backup Your Files
 How to Keep Your PC Free from Viruses and Malware
 Printing Screen Content from Learn



Course Menu, Support and Resources Section - 2

Support and Resources, continued
• Create a Support Ticket– course-specific link for creating a support ticket

• Academic Support and Campus Resources – contains links to these resources:
 UNM-LA Academic Support Center
 UNM-LA Student Services
 UNM Accessibility Resource Center
 The Pathfinder – UNM Student Handbook
 UNM-LA Campus Safety
 UNM LoboAlerts



Course Menu, Instructor Only Section

Instructor Only (no section heading, below last divider in menu)

Items in this section are hidden from students, for Instructor’s use only

• Instructor Tips – link to Instructor Tips on UNM Online faculty website

• Faculty Documentation – link to Learn documentation for faculty on UNM Online faculty 
website

• UNM-LA Template Box – links to UNM-LA’s TemplateBox page – contains many files with 
checklists, templates with boilerplate, examples, user guides, and more

• My Notes – Private Journal – links to a private journal set up within the Learn classroom. 
Instructors may use this for making private notes about any aspect of the class or students

• Scratch Folder – links to an empty folder that is hidden from students, for building parts of the 
course before they are ready for students to view.


