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2. DEFINITIONS:  
2.1 ELU: It is an e-learning unit which provides services for faculty members and students whenever 

they face issues that are related to e-learning systems. Moreover, It supports any methodology 
that leads to enhance educational process in e-learning approach.  

2.2 LMS: It stands for Learning Management System. There are many e-learning management 
systems and Blackboard is one of them. 

 
3. APPLICATION OF P&P: 

 Academic affairs, Student  affairs, faculty members, and students. 
 

4. PURPOSE:  
4.1 To organize the work process of e-learning unit with other departments. 
4.2 To circulate the P&P to all concerned parties to clarify responsibilities of each. 
4.3 To identify everyone's role in the institution and give the right access according to the 

permissions.   
 

5. POLICY STATEMENTS 
5.1 Learning Management System: Batterjee Medical College (BMC) uses blackboard system as a 

learning management system. The purpose of these policies and procedures are to ensure the 
proper of use. All blackboard users with different roles have the responsibility to use it in ethical 
and lawful manner. Blackboard is primarily used to support education purpose and facilitate the 
communication between instructors, students, IT support, and e-learning unit. Furthermore, It 
helps to manage courses and use various tools such as assessments, discussions, and journals to 
evaluate students understanding of lectures. 

5.2 Privacy and Right of Access: Under some circumstances, e-learning team and IT team need to 
access some courses or users in Blackboard to ensure many things such as system efficiency, 
courses availability, users, and solving issues that may face instructors and students. 

5.3 Creation of Blackboard Users: Instructors and students are created and enrolled to their courses 
using integration script between Blackboard and PeopleSoft. Whereas, staff and admin users have 
been created through the system. 

5.4 Institution Roles in Blackboard: ELU has a strategy to divide BMC users according to their 
branches and their programs which they belong to. BMC institution roles have been divided as 
following:  

• S_JC_Medicine: This role belongs to Medicine students in Jeddah branch.  
• S_JC_Dentistry: This role belongs to Dentistry students in Jeddah branch.  
• S_JC_Pharmacy: This role belongs to Pharmacy students in Jeddah branch.  
• S_JC_Respiratory_Therapy: This role belongs to Respiratory Therapy students in Jeddah 



branch.  
• S_JC_Physical_Therapy: This role belongs to Physical Therapy students in Jeddah branch.  
• S_JC_Occupational_Therapy: This role belongs to Occupational Therapy students in Jeddah 

branch.  
• S_JC_Radiology: This role belongs to Radiology students in Jeddah branch.  
• S_JC_Nursing: This role belongs to Nursing students in Jeddah branch.  
• S_JC_Health_Care_Administration: This role belongs to Health Care Administration students 

in Jeddah branch.   
• S_JC_Preparatory_Year: This role belongs to Preparatory Year students in Jeddah branch.   
• P_JC_Medicine: This role belongs to Medicine instructors in Jeddah branch.   
• P_JC_Dentistry: This role belongs to Dentistry instructors in Jeddah branch.   
• P_JC_Pharmacy: This role belongs to Pharmacy instructors in Jeddah branch.  
• P_JC_Respiratory_Therapy: This role belongs to Respiratory Therapy instructors in Jeddah 

branch.   
• P_JC_Physical_Therapy: This role belongs to Physical Therapy instructors in Jeddah branch.   
• P_JC_Occupational_Therapy: This role belongs to Occupational Therapy instructors in Jeddah 

branch. 
• P_JC_Radiology: This role belongs to Radiology instructors in Jeddah branch.   
• P_JC_Nursing: This role belongs to Nursing instructors in Jeddah branch.   
• P_JC_Health_Care_Administration: This role belongs to Healthcare Administration instructors 

in Jeddah branch.   
• P_JC_Preparatory_Year: This role belongs to Preparatory Year instructors in Jeddah branch.   
• S_AC_Preparatory_Year: This role belongs to Preparatory Year students in Asir branch.   
• S_AC_Medicine: This role belongs to Medicine students in Asir branch.   
• S_AC_Nursing: This role belongs to Nursing students in Asir branch.   
• S_AC_Respiratory_Therapy: This role belongs to Respiratory Therapy students in Asir branch. 
• S_AC_Health_Care_Administration: This role belongs to Health Care Administration students 

in Asir branch.   
• P_AC_Preparatory_Year: This role belongs to Preparatory Year instructors in Asir branch.   
• P_AC_Medicine: This role belongs to Medicine instructors in Asir branch.   
• P_AC_Nursing: This role belongs to Nursing instructors in Asir branch.   
• P_AC_Respiratory_Therapy: This role belongs to Respiratory Therapy instructors in Asir 

branch.  
• P_AC_Health_Care_Administration: This role belongs to Healthcare Administration 

instructors in Asir branch. 
5.5 User Roles in Courses: There are many user roles that provide by blackboard system in courses 

and ELU uses some of them as the following:  
• P: As an instructor role.   
• S: As a student role. 
• T: As a teaching assistant role. 

5.6 Sign in to Blackboard System: All users such as instructors, students, staff, and administrators 
sign in with a third-party account which is office 365  to login to blackboard.  

5.7 Creation of Blackboard Courses: All courses are created using integration script between 
Blackboard and PeopleSoft except courses that may be created for training, testing, and specific 
purposes. 

5.8 Course Template and Contents:  
• Welcome message  
• Instructor Information  
• Office hours  



• Course Headings 
▫ Course Identification  
▫ Course Description  
▫ Course Main Objectives  
▫ Distribution of grades  
▫ Course Roadmap 

• Learning Resources 
▫ Required Textbooks  
▫ Recommended Textbooks  
▫ Other References (e.g., research material, scientific or professional journals)  
▫ Electronic Resources (e.g., digital references, multimedia, software)  
▫ Databases  
▫ Electronic Systems  
▫ Textbooks Images 

• Learning Outcomes  
▫ Knowledge  
▫ Skills  
▫ Values 

• BMC Grading System  
• Course Index  
• Chapters 

▫ Introduction  
▫ Objectives  
▫ Document  
▫ Assessment or Discussion 

5.9 Course Availability: Courses for a new semester will be available for all. but, courses for two 
previous semesters will be only available for instructors. Courses remain on Blackboard system 
for a year then will be purged. 

5.10 Course Archiving: Course archiving is the instructor's responsibility. Instructor should 
download the course package when the semester ends. 

5.11 Copy of Contents: Instructor has the option to copy course contents from a course to another. 
5.12 Programs Coordinators: ELU has assigned some responsibilities for the program's coordinator 

and the main goal of these responsibilities is to enhance the course quality and reach 
digitalization, and standardization. 

5.13 Support for Instructors: There is a module named Instructor guidelines in institution page 
which include the following: 

• Blackboard Ultra (Ultra Course View).  
• Blackboard Ultra (Course Content Items).  
• Blackboard Ultra (Assessment).  
• Blackboard Ultra (Participation and Engagement).  
• Blackboard Ultra Collaborate Ultra. 
• Mechanism of Teaching and Evaluation. 

Each one of the above, clarify the view of blackboard system and different tools that instructors 
may use to construct their courses.  
Also, there is a module named Keep in touch with ELU in institution page which include the 
following: 

• Service request.  
• Training request.  
• wehelp@bmc.edu.sa 

Service request is a Microsoft form where instructors may fill it up whenever they need a 

mailto:wehelp@bmc.edu.sa


service. The service request has been designed as following: 
• Program name.  
• Full name.  
• Employee ID.  
• Cell phone or office extension.  
• Course ID.  
• Which service would you like to request (Add a training course to my course list, Add a 

coordinator [ * This service need a head of program approval letter ], Merge courses [ * This 
service need a head of program approval letter ], Check “Assessment setting”, Check 
“Participation and engagement settings”,  “Check an online attendance settings which related to 
a virtual classroom”, and other). 
Training request is a Microsoft form where instructors may fill it up whenever they need 
training. The training request has been designed as following: 

• Program name.  
• Full name.  
• Employee ID.  
• Cell phone or office extension.  
• Which type of training would you prefer (Face to face in campus, or Online).  

You can request training as (personal or on behalf of group) which one of them would you like 
to select? (Personal, or on behalf of group “If this choice is selected, then another option will 
show up which is, How many members”).  

• Select a training topic that you are interested in (Course Content Items, Assessment, 
Participation and Engagement, and Collaborate [Virtual classroom]). 
wehelp@bmc.edu.sa is an email for supporting instructors’ needs and solve the issues that may 
face them while using blackboard system. 

5.14 Support for Students: There is a module named Student's Handbook & student's support email 
for Blackboard System in institution page which include the following:  

• Blackboard Ultra Student Handbook.  
• weassist@bmc.edu.sa   

weassist@bmc.edu.sa is an email for supporting students’ needs and solve the issues that may 
face them while using blackboard system.  
Furthermore, the new students will be enrolled in Introductory Course to give them a glance 
about learning management system and how to use it. 

6. PROCEDURE: 
S. No. Procedures Responsibility 
6.1 Learning Management System 

6.1.1 Open the system daily and navigate in all its tabs and tools to 
ensure system stability. ELU 

6.1.2 Open a case with Behind the Blackboard whenever there is an 
issue that is related to system functionality and cannot be 
solved from our side. ELU & IT 

6.1.3 Open a case with Class support team whenever there is an 
issue that is related to collaborate tool. 

6.2 Privacy and Right of Access 
6.2.1 If blackboard user faces any issue that is related to system 

functionality, the user should send an email/visit ELU to 
clarify the issue. 

ELU & Bb users 

6.2.2 If blackboard user faces any issue that is related to system 
accessibility, the user should send an email to IT department IT & Bb users 

mailto:wehelp@bmc.edu.sa
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for clarifying the issue. 
6.3 Creation of Blackboard Users 

6.3.1 Users such as Instructors and students would be created using 
integration script between Peoplesoft and Blackboard.  IT 

6.3.2 Users such as staff and admins would be created through 
Blackboard system. ELU 

6.4 Institution Roles in Blackboard 
6.4.1 Create the institution roles and link them with BMC branches. ELU 
6.4.2 Publish an announcement according to a specific role. ELU 
6.4.3 Create a report for a specific program or branch. ELU 
6.5 User Roles in Courses 

6.5.1 Enroll a blackboard user as instructor. ELU 
6.5.2 Enroll a blackboard user as student. ELU 
6.5.3 Enroll a blackboard user as teaching assistant. ELU 
6.6 Sign in to Blackboard System 

6.6.1 All users would use Single sign on (SSO) as office 365 to 
sign on to blackboard system. IT 

6.7 Creation of Blackboard Courses 
6.7.1 All courses that are transferred from Peoplesoft to blackboard 

using an integration script. ELU & IT 

6.7.2 Courses are created for specific purposes, training, or testing. ELU 
6.8 Course Template and Contents 

6.8.1 The course’s template is already created in Blackboard 
system. Whenever a new course is added to the system and 
linked to it, the new course will match the template. 

ELU 

6.9 Course Availability 
6.9.1 Controlling courses availability on Blackboard will be under 

ELU and IT strategies. ELU & IT 

6.10 Course Archiving 
6.10.1 Downloading the course package by the end of each semester 

would give the instructor an opportunity to use the contents 
again in a new course. 

Instructors 

6.11 Copy of Contents 
6.11.1 Copy course contents from one course to another whenever it 

is needed. in condition, both courses must be assigned to the 
instructor. 

Instructors 

6.12 Programs Coordinators 
6.12.1 Coordinators are the communication link between (ELU, 

HoPs, and programs' professors for any decision that would 
be taken by the highest management. 

Coordinators 

6.12.2 Explain the course contents to programs' 
professors. Coordinators 

6.12.3 Follow up with professor continuously. Coordinators 
6.12.4 Evaluate each course independently. Coordinators 
6.12.5 The evaluation should be sent to ELU and quality department 

by the end of each semester. (Attachment #8.1) Coordinators 

6.12.6 Coordinators must delegate all the tasks that related to e-
learning to another person, whenever they have a vacation, or 
any reason that may not allow them to complete the missions. 

Coordinators 





Instructor Name Head of Program
Course Name Coordinator Name
Course ID

EV1 | 20% EV2 | 40% EV3 | 25% EV4 | 10% EV5 | 5%

20 40 25 10 5 100%

Program's name

Week Date Total
Evaluation | Percentage

2 1 1 1 0

3 1

1 1 1 1 0

1 1 0

4 1 1 1

6 1 1 1 0

5 1 1 1 0

9 1 1 1 0

1

8 1 1 1 0

7 0 0 0 0

11 1 1 1 0

10 1 1 1 0

0

Total

13 1 1 1 0

12 1 1 1 00

0

115 0 0 0 0

14 1 1 1 00

1

0

0

0

0

0

0

0

0

0
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This guide is designed to help you develop your course in
Blackboard Ultra instead of Blackboard Original. Also, It
would give you a comprehensive of using course tools and
items.

If you have not used Blackboard much in the past, now is a
great opportunity to learn. We are all in this transition
together with the goal of providing BMC students with
consistent quality experiences.  

Overview

1
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For starters, It is extremely helpful to know some symbols
meaning in your course such as    which mean you're about
to create an item.      ellipsis which mean more options for
your course or your item.     double arrows which mean you
can move your item to any desired location.     down arrow
which mean there are some items hidden, to show them up
you must click on it.   lamp which mean a hint or note about
something.     student preview which mean you can give a
look at what you have done in your course from student
perspective.

Tips  for  Getting  Started
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As been mentioned earlier, There is an original course view
and ultra course view. Let's look how each one of them
looks like:

Original course view

Original  and  Ultra  Course  View

Ultra course view



The content area is the place where you add course
syllabus, chapters, power point, pdf, images, videos, 
and activities such as ( assignment, assessment, and
discussion board ). To be able to add a content press 
on + sign and choose from the list:
   Create 
   Copy content 
   Upload 

The ultra course view is more coordinated and obvious. In
the top roster (Content, Calendar, Discussions, Gradebook,
Messages, and Analytics) which deal and interact directly
with things you made such as (Content items, and
discussions). Whereas, In the left roster ("Course Faculty"
and "Details & Actions"),  Course faculty is only for
displaying instructor name While details and actions
contains (Roster: viewing everyone who has enrolled to your
course, Course Groups: create groups for a specific goal or
demand, Course Image: Add an image that describe your
course, Course is open: set course availability, Blackboard
Collaborate: The entrance of virtual classroom, Attendance:
Viewing electronic attendance thad made in virtual
classroom settings, Announcements: Post an announcement
to your students, Books & Tools: Books and tools that are
made available by the institution, Question Banks: Importing
pool questions where you can use them to create an
assessments, Add course schedule: Add date and time for
your virtual classroom as a text note).

3
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Content  Area  Explorance

   Cloud storage 
   Content market 
   Content collection
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Create  Item

   Create: For creating an item, assessment, participation and       
engagement.
   Copy content: Copying any content in your course and paste
it in another course. 
   Upload: Uploading content from your computer to your
course.
   Cloud storage: Importing content from the cloud service to
your course.
   Content market: Selecting content from any content provider 
   Content collection: Browsing items in the Content Collection
and add them to your Course Content.

Course Content Items

Learning module

Link

Folder

Teaching tool

Document

SCORM package

Learning module: Works as a container for organized collection
of content, and enforce sequential viewing of the items.
Folder: Works as a container for items.
Document: Using it when you are about to build a content by
using one of the following (add content "using text editor", add
HTML "writing a html code", upload from computer, upload
from cloud storage).
Link: Insert a link that related to an external content.
Teaching tool: Integrate third-party resources into the course.
SCORM package: a ZIP file that contains specific contents
defined by the SCORM standard.



Assignment: create an assignment according to the type of
activities, usually used for an assignment, homework, and
presentation.
Test: create a test according to the type of activities,
usually used for a test, exam, and quiz.

Note: The grade category for both of them are the same (Assignment, Test, Exam, Homework,
presentation, and quiz).

5
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Assessment

Assignment Test

Participation and Engagement

Discussion Journal

Discussion: It's a good manner to communicate and engage
with your students via online discussions even in general
topic or specific lesson in your course.
Journal: It's alternative way to communicate and engage
with your students but in private.

Note: (Course Content Items, Assessment, Participation and Engagement) will be well
describe in a separated guideline for each one of them.

https://ultra.content.blackboardcdn.com/ultra/uiv3900.34.0-rel.11_90702ec#accordion0-id_13-panel1
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This guide is designed to help you develop your course in
Blackboard Ultra instead of Blackboard Original. Also, It
would give you a comprehensive of using course tools and
items.

If you have not used Blackboard much in the past, now is a
great opportunity to learn. We are all in this transition
together with the goal of providing BMC students with
consistent quality experiences.  

Overview

1
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For starters, It is extremely helpful to know some symbols
meaning in your course such as    which mean you're about
to create an item.      ellipsis which mean more options for
your course or your item.     double arrows which mean you
can move your item to any desired location.     down arrow
which mean there are some items hidden, to show them up
you must click on it.   lamp which mean a hint or note about
something.     student preview which mean you can give a
look at what you have done in your course from student
perspective.

Tips  for  Getting  Started



When should you use a learning module?

You should use a learning module when you need to build a
content that need to follow a certain sequence E.g. (In the
first rank, You want the students to look at a Pdf or
powerpoint. Second, You want them to watch a video. Third,
You want them to submit an assigment. Forth, You want
them to submit an assessment. 

How can you build it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating an item.

2
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Course  Content  Items

Learning module



3- Click on Learning module in Course Content Items list.

4- Type a title for the module.
5- Determine the module visibility from students
.....perspective.
6- Type a description for the module.
7- Select forced sequence if you need students to access
.....module materials in a specific order.
Note: You can't reapply the sequence or add a new item
..........once students have started working in the module .
8- Click on Save button.

3
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9- Click on       to expand the module then click on     to
add a new items.

10- Add whatever item you like but in this example the
items have been added (Python Introduction, Python Clip,
Assignment, and Assessment).

4
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Students can NOT open any item that is under python
introduction unless they follow the sequence set by the
instructor as you can see in image above which has been
taken from student perspective.



When should you use a folder?

You should use a folder when you need to organize the
chapters or subjects.

How can you build it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating an item.
3- Click on Folder in Course Content Items list.

5
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Folder



8- Click on     to expand the folder then click on    Create to
.....add a new items inside the folder.

4- Type a title for the folder.
5- Determine the folder visibility from students
.....perspective.
6- Type a description for the folder.
7- Click on Save button.

6
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When should you use a document?

You should use a document when you need to write a
paragraph, add an image, add a video, add a link, and attach
a file inside the document using the text editor.

How can you build it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating an item.
3- Click on Document in Course Content Items list.

7
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Document



4- Type a title for the document.
5- Determine the document visibility (Visible to students:
.....Which mean the document will be visible all the time,
.....Hidden from students: Which mean the document will be
.....hidden all the time, Release conditions: Which mean the
.....document will be visible depend on instructor conditions
.....such as (Selecting all students or some of them, setting
.....date and time to show on and hide after, and students
.....grades in a specific assigment or assessment)).
6- Click on Add Content.

8
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7- Create your own content using text formats.



8- Use tools to insert a link, or to upload a file               .
9- Insert a math formula.
10- Insert an image link.
11- Insert a media link.
12- Insert a YouTube video.
13- Upload a file from the cloud storage.
14- Add content from content market.

9
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When should you use a link?

You should use a link when you need to add a content from
external resources.

How can you add it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating an item.
3- Click on Link in Course Content Items list.

10
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Link
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4- Type a title for the link.
5- Determine the link visibility (Visible to students:
.....Which mean the link will be visible all the time,
.....Hidden from students: Which mean the link will be
.....hidden all the time, Release conditions: Which mean the
.....link will be visible depend on instructor conditions
.....such as (Selecting all students or some of them, setting
.....date and time to show on and hide after, and students
.....grades in a specific assigment or assessment)).
6- Paste URL (Uniform Resource Locators).
7- Link it with goals.
8- Type a description for the link.
9- Click on Save button.



When should you use a teaching tool?

You should use a teaching tool when you need to add a
content from external resources with the configuration URL
that has been given from tool provider. Note that some
configuration URLs require a key or a shared secret.

How can you add it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating an item.
3- Click on Teaching tools with LTI connection in Course
.....Content Items list.

12

Batterjee Medical College | Page 12

Teaching tool
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4- Type a title for the teaching tool.
5- Determine the teaching tool visibility (Visible to
.....students: Which mean the teaching tool will be visible all
.....the time, Hidden from students: Which mean the teaching
.....tool will be hidden all the time.
6- Paste the configuration URL (Uniform Resource Locators).
7- Check open in the new window checkbox once you want
.....the content to be opened in a new window, check allow
.....class conversations checkbox if it needed.
8- Link the teaching tool with goals.
9- Type a description for the teaching tool.
10- Click on Save button.



When should you use a SCORM package?

You should use a SCORM package when you build and
design a course content using any application such as
Articulate storyline 360, after that you want to share it with
any learning management system such as blackboard. 

How can you add it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating an item.
3- Click on SCORM package in Course Content Items list.

14
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SCORM package
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4- Click on Upload SCORM package to browse the files in
.....your local device, then choose the SCORM package.
5- Click on Browse Content Collection to browse the files in
.....institution content management once the institution
.....adds some SCORM packages , then choose the SCORM
.....package and add it to your course.
6- Click on Save button.
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This guide is designed to help you develop your course in
Blackboard Ultra instead of Blackboard Original. Also, It
would give you a comprehensive of using course tools and
items.

If you have not used Blackboard much in the past, now is a
great opportunity to learn. We are all in this transition
together with the goal of providing BMC students with
consistent quality experiences.  

Overview

1
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For starters, It is extremely helpful to know some symbols
meaning in your course such as    which mean you're about
to create an item.      ellipsis which mean more options for
your course or your item.     double arrows which mean you
can move your item to any desired location.     down arrow
which mean there are some items hidden, to show them up
you must click on it.   lamp which mean a hint or note about
something.     student preview which mean you can give a
look at what you have done in your course from student
perspective.

Tips for Getting Started



When should you use an assessment?

You should use an assessment when you need to build a
test or assignment. Both of them have the same properties
and grade category. It's recommended to use (Test, Exam,
Quiz) with a test and (Homework, and Presentation) with an
assignment. 

How can you build it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating an assessment.

2
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Assessment

Test Assignment



3- Click on Test for creating test, exam, or quiz. Click on
.....Assignment for creating Homework, or presentation.

4- Type a title for the assessment.

5- Determine the assessment visibility (Visible to students:
.....Which mean the assessment will be visible all the time,
.....Hidden from students: Which mean the assessment will
.....be hidden all the time, Release conditions: Which mean
.....the assessment will be visible depend on instructor
.....conditions such as (Selecting all students or some of
.....them, setting date and time to show on and hide after,
.....and students grades in a specific assignment or
.....assessment)).
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6- Specify the assessment points.



7- Click on      to choose type of questions

8- There are seven types of questions (Calculated Formula,
.....Calculated Numeric, Essay, Fill in the Blank, Matching,
.....Multiple Choice, and True/False) 

4
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    Add Calculated Formula question:

Step 1: Type the question text and use letters in brackets
[ ] to define variables in the text editor as shown below:
 

Step 2: Use the editor to create the formula for your
equation

Tick the checkbox (Display formula to student), If you want
the formula to be shown for students. Then, Press on next
to move on.
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Determine the answer format (Normal, Exponential). Then,
choose from the drop down list the rounding (Decimal, or
significant figures). On the precision scoring options, tick on
to allow for full or partial credit if the answer is within a
chosen range. Also, There is an answer unit where you have
to determine it if you tick on this option. Moreover, You
need to determine the minimum and maximum variable
ranges and the number of answer sets and click on next to
move on to step 3.

Step 3: Variables value and answers will be calculated
..............automatically.
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Enable automated feedback to announce students about the
right answer or type a phrase that shows the answer is
correct or incorrect. Then, click on save button

Note: It's instructor's option to enable/disable it.

Allow students to add content at end of assessment, It's
instructor's option. 
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Test Settings:

Click on settings icon to determine test settings

Details & Information:

Set "Due date" of assessment, Tick "Prohibit late
submissions" when you want the system to submit
automatically all in progress attempts at the due date and
time, Tick "Prohibit new attempts after due date" when you
don't want to allow students to be able to have attempts
after due date, Tick "Allow class conversations" when want
to have a conversations with students during the test or
assignment, Tick "Display one question at a time" when you
want one question to be shown to students instead of all
questions at once, Tick "Prohibit backtracking" when you
don't want students to be able to go back to question once
they pass it, Tick "Randomize questions" when you don't  
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want questions to be shown at the same sequence for each
student, Tick "Randomize answers" when you don't want   
 answers to be shown at the same sequence for each
student, and Tick "Collect submissions offline" when you
want to add a topic in a text format which will be graded
manually after students participate in it such as oral
presentations.
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Grading & Submissions:

"Grade category" allows you to choose one of the following
...............................(Assignment, Test, Discussion, Journal,
...............................Exam, Homework, presentation, and Quiz)
...............................from the drop down list.
"Attempts allowed" allows you to choose one of the
...................................following (1 - 10 attempts , or unlimited
...................................attempts) from the drop down list, if the
...................................chosen is more than 1 then "Grade
...................................attempts" will show up with following
...................................choices (Average of all attempts, First
...................................attempt with a grade, Attempt with
...................................highest grade, Last attempt with a
...................................grade, and Attempt with lowest grade).
"Grade using" allows you to choose type of grade (Letter
.........................such as A+ A B+ B..etc, Percentage, or points),
.........................If you choose points "Maximum points" will be
.........................activated to determine maximum points.
"Anonymous grading" By ticking this option, you decide to
.......................................hide student names in the assessment.
.......................................Usually, instructors would do that to
.......................................make the assessment acts as a survey.
"Evaluation options" Tick "2 graders per student" whenever
.....................................you want to assign a user in your
.....................................course who has grader privileges.
"Assessment grade" Tick "Post assessment grades   
 ....................................automatically" whenever you need the
....................................system to post grades on behalf of you.
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Assessment results:

"Submission View" Instructor can choose one of the
..................................following choices (After submission,
..................................After individual grade is posted, After
..................................due date, After all grades are posted, or
..................................On specific date) once Instructor ticks
.................................."Allow students to view their
..................................submission".
"Automated Question Feedback" Instructor can choose one
..................................of the following choices (After
..................................submission, After due date, After all
..................................grades are posted, or On specific date)
..................................once Instructor ticks "Show automated
..................................feedback".
"Question Scores"  Instructor can choose one of the
..................................following choices (After individual grade
..................................is posted, After due date, After all grades
..................................are posted, or On specific date) once
..................................Instructor ticks "Show question scores"
"Correct Answers" Instructor can choose one of the
.................................following choices (After individual grade
.................................is posted, After due date, After all grades
.................................are posted, or On specific date) once
.................................Instructor ticks "Show correct answers" 

Note: When Instructor ticks "Show correct answers"
automatically "Show question scores" will be ticked too.
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Note: Click on     to copy access link, and click on    to  
 ...........refresh access code. Once you refresh the access
...........code, the old access code will not work.

Assessment security:

"Access code" Instructor can add access code to an
assessment to prevent accessibility for students who
haven't the access code.
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Additional Tools:

"Time limit" Instructor can add a time limit for an
......................assessment once the time limit expires, there
......................are two submission rules that are instructor
......................optional to choose between them (First rule:
......................Work is automatically saved and submitted
......................when time expires, and Second rule: Students
......................have extra time to work after the time limit
......................expires). If instructor chooses the second rule,
......................Extra time option will show up and let
......................instructor decides to select one of the
......................following choices (50% of time limit which has
......................been added, 100%, or unlimited).
"Use grading rubric" Instructor can use rubrics to grade the
.....................................essay assessment.
"Goals & standards" Instructor can determine goals for an
....................................assessment, but goals must be added
....................................via blackboard administrator.
"Assigned groups" Instructor can assign the assessment to a
.................................group.
"Originality Report" Instructor can enable SafeAssign to
....................................check plagiarism for students
....................................submissions when type of assessment is
....................................essay. Once instructor enables it, there
....................................are two options for instructor to tick
....................................them (Allow students to view the
....................................SafeAssign Originality Report for their
....................................attempts, and Exclude submissions from
....................................the institutional and Global Reference
....................................Databases). It's recommended to tick
....................................the second option.
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"Description" Instructor can Type a description of
........................assessment.
Click on save button to save all settings that have been
made.
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Type the question text inside the text editor.
Specify an exact numeric answer in text box below
Correct Answer.
Tick "Allow an answer range" to specify an allowable
range.
Click on save button to save question.
To determine test settings, Please look back at pages
from 8 to 15.

    Add Calculated Numeric question:
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Type the question text inside the text editor.
Click on save button to save question.
To determine test settings, Please look back at pages
from 8 to 15.

    Add Essay question:

Type the question text inside the text editor.
Type the answer inside brackets [ ].
Click on Next Step to specify options.

    Add Fill in the Blank question:
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Type the question text inside the text editor.
Specify prompts and their answers.
Click on Add Pair to add a new fields.
Click on Add answer for adding additional answers.
If there are no additional answers, then delete the field.
Select scoring options from the drop down list ("Allow
partial Credit", "All or nothing", "Subtract points for
incorrect matches, but question score can't be negative",
"Allow negative question score").
Click on save button to save question.
To determine test settings, Please look back at pages
from 8 to 15.

    Add Matching question:

Choose from drop down list "Exact match".
Tick Case sensitive, if the answer must be typed in a
certain pattern such as standards ISO, ANSI.
Click on save button to save question.
To determine test settings, Please look back at pages
from 8 to 15.
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Type the question text inside the text editor.
Type the answers and tick the right answer between
them.
If you tick more than one answer, you should notify
students by typing "This question is multiple answers"
next to your question.
Click on Add Choice for adding additional answers.
Select scoring options from the drop down list ("Allow
partial Credit", "All or nothing", "Subtract points for
incorrect matches, but question score can't be negative",
"Allow negative question score").

    Add Multiple Choice question:
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Type the question text inside the text editor.
Specify the correct answer.
Click on save button to save question.
To determine test settings, Please look back at pages
from 8 to 15.

    Add True/False question:
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Click on save button to save question.
To determine test settings, Please look back at pages
from 8 to 15.



Filter questions according to specific sources or specific
question types.
Tick all questions that you need to reuse.
Edit question points.
Click on Copy Questions button.

    Reuse question:

Note: Instructor can reuse questions in two ways: 
First way: Reuse questions that already created in the
course. 
Second way: Copy assessment of another course and reuse
its questions.
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Filter questions according to specific sources or specific
question types.
Tick all questions that you need to use.
Click on Add Questions button.

    Add question Pool:



Specify question points each .
Determine number of questions In the text box which is
below "Number of questions to display to students".
Click on save button.
To determine test settings, Please look back at pages
from 8 to 15.

Note: In each attempt, question pool will display a different
set of questions.
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    Add text:

Instructor may add a text between blocks of questions or in
beginning of assessment as instructions.

Browse local files.
Click on the desired file, then click on an open button.
If the desired file is an image, Tick "This image is
decorative and doesn't require alternative text".
Specify file option (View and download, View only,
Download only).
Click on a save button.

    Add Local file:

Instructor may add a file between questions or in the top of
assessment. e.g. Adding an equations reference for students.
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Check how the desired file looks like in the test content.
Click on a save button.
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This guide is designed to help you develop your course in
Blackboard Ultra instead of Blackboard Original. Also, It
would give you a comprehensive of using course tools and
items.

If you have not used Blackboard much in the past, now is a
great opportunity to learn. We are all in this transition
together with the goal of providing BMC students with
consistent quality experiences.  

Overview

1
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For starters, It is extremely helpful to know some symbols
meaning in your course such as    which mean you're about
to create an item.      ellipsis which mean more options for
your course or your item.     double arrows which mean you
can move your item to any desired location.     down arrow
which mean there are some items hidden, to show them up
you must click on it.   lamp which mean a hint or note about
something.     student preview which mean you can give a
look at what you have done in your course from student
perspective.

Tips for Getting Started



When should you use participation and engagement?

You should use participation and engagement when you
need to build a discussion. There are two ways, First: using
a discussion. Second: using a journal. The different between
both of them is that, discussion usually allows instructor to
discuss with all students and students can see the
responses of each other. Whereas, journal allows instructor
to discuss with students independently and privately and
students can't see the responses of each other.

How can you build it?

1- Click on     in the content area to show up the list.
2- Click on     Create for creating participation and
.....engagement.
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Participation and Engagement

Discussion Journal

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2
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Click on Discussion for creating a discussion.
Type a title for the discussion.
Determine the discussion visibility (Visible to students:
Which mean the discussion will be visible all the time,
Hidden from students: Which mean the discussion will
be hidden all the time, Release conditions: Which mean
the discussion will be visible depend on instructor
conditions such as (Selecting all students or some of
them, setting date and time to show on and hide after,
and students grades in a specific assignment or
assessment)).

Type your topic which you want to talk about inside the
text editor, then click on a save button.

Discussion:

3
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Click on settings icon to determine discussion settings.

Tick "Display on Course Content page" when you need
the discussion appears in content area.
Tick "Post first" when you need to hide discussions of
students until student post his/her participation.
Tick "Grade discussion" when you need the discussion to
be graded. There are other options will appear, such as
"Participate by" which mean same as due date, "Grade
category" leave it as it is Discussion, and "Grade using"
which allows you to choose type of grade (Letter such as
A+ A B+ B..etc, Percentage, or points), If you choose
points "Maximum points" will be activated to determine
maximum points.
There are additional tools which are related to
instructor options such as "Use grading rubric" that
allows instructor to use rubrics to grade the discussion,
"Goals & standards" that allows instructor to determine
goals for the discussion, but goals must be added via
blackboard administrator, and "Group discussion" that
allows instructor to assign the discussion to group.

Note: "Use grading rubric" will not appear unless you tick
..........."Grade discussion".
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Click on Journal for creating a journal.
Type a title for the journal.
Determine the journal visibility (Visible to students:
Which mean the journal will be visible all the time,
Hidden from students: Which mean the journal will be
hidden all the time, Release conditions: Which mean the
journal will be visible depend on instructor conditions
such as (Selecting all students or some of them, setting
date and time to show on and hide after, and students
grades in a specific assignment or assessment)).

Type your topic which you want to talk about inside the
text editor, then click on a save button.

Journal:
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Click on settings icon to determine journal settings. 

Tick "Grade journal" when you need the journal to be
graded. There are other options will appear, such as
"Due date", "Grade category" leave it as it is Journal, and
"Grade using" which allows you to choose type of grade
(Letter such as A+ A B+ B..etc, Percentage, or points), If
you choose points "Maximum points" will be activated to
determine maximum points.
Tick "Allow users to edit and delete entries", if you want
to give students option to edit and delete their posts.
Tick "Allow users to edit and delete comments", if you
want to give students option to edit and delete their
comments.
There is an additional tool which is related to instructor
option "Use grading rubric", It allows instructor to use
rubrics to grade the journal.

Note: "Use grading rubric" will not appear unless you tick
..........."Grade journal".
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This guide is designed to help you develop your course in
Blackboard Ultra instead of Blackboard Original. Also, It
would give you a comprehensive of using course tools and
items.

If you have not used Blackboard much in the past, now is a
great opportunity to learn. We are all in this transition
together with the goal of providing BMC students with
consistent quality experiences.  

Overview

1
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For starters, It is extremely helpful to know some symbols
meaning in your course such as    which mean you're about
to create an item.      ellipsis which mean more options for
your course or your item.     double arrows which mean you
can move your item to any desired location.     down arrow
which mean there are some items hidden, to show them up
you must click on it.   lamp which mean a hint or note about
something.     student preview which mean you can give a
look at what you have done in your course from student
perspective.

Tips for Getting Started



Click on ellipsis which is next to "Blackboard
Collaborate" tab that exists in the left side of the course
roster.
Click on "Manage all sessions" from the list.

When should you use a Collaborate Ultra?

You should use a Collaborate Ultra when you need to
create/schedule a session in blackboard system. It allows
you to engage with your students in synchronous and
asynchronous manner.

How can you create/schedule a session?
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Collaborate Ultra



You've the option to filter your sessions by (All
upcoming sessions, All previous sessions, or sessions in
range). keep in mind the sessions in range requires a
specific date (from - to ).
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To create/schedule a session, click on Create Session
button.

Type a name for your session.
Set when your lecture is going to start and end by
determining date and time.
Tick "No end (open session)", If you need your session to
keep running. It's not preferred to be selected.
Tick "Repeat session", If you need your session to be
repeated. Once you tick it, other options will appear
such as (Repeat daily, Repeat weekly, Repeat monthly )
and duration of repetition (Every week, 2 weeks, ... 10
weeks) also, you have to determine days (S,M,T,W,T,F,S).
Moreover you must choose when to end it up according
to (number of occurrences, or date).
Select from the drop down list that belongs to Early
Entry, "No early entry".
Type a description for your session.

Event Details
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Select default attendee role from the drop down list
(Participant, Presenter, Moderator). Keep in mind
moderator role belongs only to instructors.
Tick "Allow recording downloads", If you want to allow
students to download the lecture.
Tick "Anonymize chat messages", If you want to
anonymize students' names in session recording.
Tick "Show profile pictures for moderator only", Which
means no profile pictures are seen for anyone in the
session except profile pictures for moderators.
Tick (Share audio, Share video, Post chat messages, and
Draw on whiteboard and files), whenever you want to
permit participants to share.
Tick "Allow attendees to join the session using a
telephone", whenever you let participants to use
telephone to share audio by dialing-in on the number
that appears in the session. Keep in mind the maximum
number of participants who can dial-in 25.
Tick "Participants can chat privately only with
moderators", If you don't want to let participants to chat
with each other privately.
Tick "Moderators supervise all private chats", If you want
private chat to be supervised. Notice that, there is an
alert appears at the top of the private chat informing
participants that the chat is supervised.
Tick "Allow 250+ attendees to join", whenever you need
to scale up the number of attendees. Keep in mind the
number of attendees by default is 250.
Tick "Hide profanity in chat messages", to prevent
profanity.

Session Settings
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Tick "Use AWS Chime for audio and video", to have a
better audio, video and shared content experience.
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Tick "Share attendance information with LMS", whenever
you need the system to take the attendance on behalf of
you.
Determine when the participants will be considered late,
and absent.
Specify "Required time in session", recommended range
is 60%.
Click on create button, then click on save button.

Attendance Reporting
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Tick "Guest Access".
Determine the "Guest role".
Click on create button to be able to get the link.
Click on the double squares next to "Guest link" to copy
the link.

Click on "Join session" button, to join it directly. In some
cases, you need to send a guest link to invite participants
who can't join the session directly, because they are not
enrolled in your course. To create a guest link, please
follow steps below:

Once the created session appear in scheduled sessions
panel and you move your mouse over it, notice that ellipsis
show up at the end. If you click on it, some choices will
show up such as (Join session, Edit session, View reports,
Copy guest link, and Delete session).
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Tick "Display maximum videos", whenever you and your
colleagues need to share videos. Keep in mind the
maximum videos to see is 25 per page. It's not
recommended to select it, because It leads to
performance deteriorates.
Click on "Check audio and video", to test them before
you join the session.
Click on "Join Session" to join it.

Virtual Classroom

Session engagement insights is a small dashboard that
indicate participants' actions.

Click on (Mic to mute/unmute, Camera to open/close,
and Hand to raise/put it down).



Click on      to control (My settings, share content,
attendees, chat).

 Adjust your speaker volume to 100% whenever you feel
the voice is low.
"Display maximum video", It has mentioned before and
explained well.

Audio and Video Settings:

Notification Settings:

You have the option to unselect (Collaborate pop-up
notification, Audio notification, and browser pop-up
notification), in some cases such as (Someone joined or left
the breakout group or session, Someone posts a chat
message, and when someone raises hand).Whenever the
audio annoys you.
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 Click on "Default language", to select a language from
the drop down list. By default, it takes your browser
language.
Select which one of gallery view would you prefer
(Enable for everyone, Enable for moderators, and Disable
gallery view).

Session Settings:

The other settings have been mentioned before and
explained well.
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 Share blank whiteboard and use the tools in the top to
write or point in something.

Share content:

Share Application/screen, Allows you to share your
entire screen, window, or tab. If you need to share audio
too, you must tick "Share system audio". then Click on
Share button. 
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Share files, Allows you to share files from your local
device. Once your file has uploaded, click on it then
click on share now button.
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Polling, Allows you to send a question such as Yes/No
choices, or multiple choice. Then, click on Start button
to pop up the question for participants.

Note: This pop up will help instructor to evaluate the
participants' understanding of the lecture.
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Breakout Groups, Allows you to divide the participants
into a subgroups which give you an option to discuss
with each group individually.

Click on ellipsis which is in the right side of participant
name.
Select (Mute, Pin video, Send a chat message, Make
moderator, Make presenter, Make captioner, and Remove
from the session)

Attendees:
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Enter a username in the textbox, whenever you need to
search for a certain participant.
There are two methods to use in chat, Everyone: which
mean whatever you type will be shown for all. On the
other hand, Moderators: which mean whatever you type
will be shown only for moderators.

Chat:



Click on     to show up the panel which allows you to
stop the recording, and leave the session.
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Click on ellipsis which is next to "Blackboard
Collaborate" tab that exists in the left side of the course
roster.
Click on "View all recordings" from the list.

Synchronous session & Asynchronous session:

Whenever instructor creates a session and meets with
students virtually that called a synchronous session.
Whereas, creating a session and record it and make it
available for students to watch it whenever they like that
called an asynchronous session. Moreover, using
applications or browsers' extensions which allow to record
your computer's screen and share it with students by
uploading it to blackboard system that also called an
asynchronous session. In the previous pages, We mentioned
how to create a synchronous session. 

Now, let's move on to learn how to manage the lecture to
make it available in the content area as an asynchronous
session:
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Click on ellipsis and select "Recording settings".

Click on ellipsis and select "Recording settings".
Click on the drop down list which belongs to access.
Then, select "Public".
Click on Save button.
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Click on ellipsis. Then click on Copy link.

Once the link has been copied, you have the option to paste
it anywhere in the content area.
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This guide is designed to clarify the mechanism of teaching
and evaluation in e-learning courses at BMC. Moreover, It
will explain the e-learning patterns that may use in your
course according to your department aspirations.
Furthermore, It will be mentioned the regulations for
presenting lectures and adding course contents, and
important instructions.

Overview



Fill up all folders and items that have been created in
your course from e-learning unit and don't change its
sequence. e.g. (Welcome message, Instructor
Information, Office hours, Course Headings, Learning
Resources, Learning Outcomes, Course Index, 1st
Lecture: Topic name).
Follow the same manner for creating a new course
content items. e.g. (2nd Lecture: Topic name, 3rd
Lecture: Topic name, and so on until the end of
lectures).
Create a virtual session according to lectures scheduling
in Student Information System (SIS) and the session
should be recorded.
Add a learning resource e.g. (Video, pdf, powerPoint, or
link) as a self-study, This method should not exceed
more than three lectures in the whole semester.
Construct an assessment e.g. ( Test: "It must be three to
five questions", Assignment: "It must be three to five
questions or one to two pages for essay"), or
participation and engagement e.g. ( Discussion, Journal)
to measure students understanding for what has been
introduced in the lecture.
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Mechanism of teaching and evaluation for 1st
semester 2023

Teaching and content

Students evaluation will be managed according to each
course specification which mention clearly in course
headings (Distribution of grades).

Students evaluation



Student must show up the proof of identity to attend the
midterm exam and final exam.
Students attendance will be count automatically once
instructor activates the attendance reporting and
determines when students will be late, absence, and
how long they must stay in virtual classroom. Regardless
to session duration, students will be "Late after" 10
minutes and "Absent after" 15 minute whereas "Required
time in session" is 70% as shown in figure 1.Session
duration settings.

Student will be deprived if the total of absence exceed
more than 25% of total lectures.
Assessment, or participation and engagement tool is a
good indicator to measure students understanding for
what has been introduced in the lecture.
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 Figure 1.Session duration settings



Ev1: Instructor should create a session via Blackboard
Collaborate, record the session and add it to the content
area as a link, or add a learning resource e.g. (Video, pdf,
or powerPoint). Whatever mechanism will be used to
introduce the lecture, It must follow the scheduling in
Student Information System (SIS).
Ev2: Instructor should construct an assessment e.g.
(Test, Assignment ), or participation and engagement
e.g. ( Discussion, Journal) per lecture.
Ev3: Instructor should reply to students' responses in
discussions and journals.
Ev4: Instructor should send a reminder using an
announcement tab in blackboard for the  midterm exam
and the final exam. The announcement should Include
(Date, time, and venue) of the exam.

The evaluation will be related to (EV1,EV2,EV3, and EV4) for
the whole semester as shown in Figure 2.Course evaluation.
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Course evaluation



5

Batterjee Medical College | Page 5

 Figure 2. Course evaluation
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e-learning: The method of teaching will be a traditional
education in campus but the difference you would be
able to use electronic resources such as smart board,
virtual reality, and learning management system for
supporting educational process.
Full Online: The method of teaching, lectures, course
contents, activities, and communication with students
will be online via learning management system such as
blackboard. 
Blended learning/Hybrid learning: The method of
teaching is a combine between the traditional education
and electronic learning. In this pattern 75% would be a
traditional education which would be taken in campus
whereas 25% would be online.

e-learning patterns

Instructor should add the course contents weekly, or add
the whole course contents at the beginning of semester
but He/She needs to be sure the content will not be
visible to students until the due date for the next
content has arrived.
Instructor must create a virtual classroom at least ten
times through the whole semester.
If an unplanned vacation or a long weekend, Instructor
have to make up a lecture or add a content once
vacation is over. The lecture name should be (a
compensatory lecture: Topic name).
The learning resources must be taken from trusted
educational resources.
Each activity should be corrected before constructing a
new activity.

Regulations for presenting lectures and adding course contents
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Important instructions to keep in mind

The evaluation will be counted from the beginning of
semester.
The instructor needs to be committed by adding the
course contents according to program plan.
Academic advisor should notify students who are being
deprived that they wouldn't be able to take the final
exam because they have exceeded the allowed absence
rate.
The instructor should give student another attempt to
submit the activity when there is an accepted excuse by
the excuse committee in college.
The instructor should change type of activities according
to subject.
Use a font type (Open Sans) when you write in
blackboard text editor.
Font size should be 14 for a paragraph,14 bold when you
need students attention on something, and 12 for tables.
Text style should be used according to the right
formatting in your content (Title, Header, Subheader,
Paragraph).
The image attached in your content should be clear and
readable.
If you need to share any learning resources with
students, don't forget to add the resource reference at
the end. 
The percentage of virtual classrooms through the whole
semester should be 67% which roughly equal to ten
weeks.
The percentage of self-learning through the whole
semester should be 20% which roughly equal to three
weeks.
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The percentage of midterm exam and final exam through
the whole semester should be 13% which roughly equal
to two weeks.
The last date to present a lecture or adding a content
(MM-DD-YYYY | 05-05-2023).
Contents and activities will not be counted after (MM-
DD-YYYY | 05-05-2023).
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This guide is designed to help you learning about
blackboard system tabs, and course tabs. Also, It will give
you a comprehensive view in how to participate in course
tools and items.

If you have not used Blackboard much in the past, now is a
great opportunity to learn. We are all in this transition
together with the goal of earning a high quality
experiences.  

Overview
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Blackboard Learn is an application for online teaching,
learning, community building, and knowledge sharing. [ref]

Blackboard Learn and Collaborate Ultra

Blackboard learn

Collaborate

Blackboard collaborate ultra is a tool that allows instructors
to communicate a synchronously or an asynchronously with
students via camera and mic. Moreover, it has some
advantages such as share files same as pdf, and powerpoint
or share applications to reach a high level of educational
process.

https://help.blackboard.com/Learn/Instructor/Ultra/Getting_Started/What_Is_Blackboard_Learn


Click on the direct link elms.bmc.edu.sa, or type it in the
Url area in your browser and click on enter button from
keyboard.

Login to Blackboard
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Once blackboard login page appears, Click on "Sign in
with third-party account" then click on "Login in using
college email@bmc.edu.sa".

Note: You don't have to type https://, because once you
press enter button, browser will handle it automatically.

http://elms.bmc.edu.sa/
https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2


Type your email@bmc.edu.sa, then click on next button.
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Type your password, then click on sign in.



Institution page: In this tab, Important announcements
will be published from institution (College), or programs.
Moreover, Modules such as guidelines, social media,
library, and student's handbook will be available and
accessible.
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Institution tabs

Student name: In this tab, students can navigate through
Basic Information such as (Full Name, Email Address,
Student ID, and Password), Additional Information such
as (Gender, Additional Name, Birthday, Education Level,
and Website), Contact Information such as (Mailing
Address, Phone Number, and Business Fax Number), Job
Information such as (Company, Job Title, and
Department), and System Settings such as (Language,
Privacy Settings, and Global Notification Settings).

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2


You're free to fill up any further information, but we should
notify you about the most important thing in this tab which
is " Global Notification Settings ". It includes three
notifications type (Stream Notifications, Email Notifications,
and Push Notifications), each one of them has choices
determined by default. You can determine them by
ticking/unticking the checkboxes beside each one of them.
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Activity Stream: All "Content items", and activities such
as "Assessment" which is including (Tests, and
Assignments) and "Participation and Engagement" which
is including (Discussions, and Journals) will appear in
this tab as a notification once instructor creates one of
them.

Courses: This tab contains all courses that you have
enrolled in, and you have the option to display the
courses layout as grid or linear. Also you have the option
to filter them as (All courses, Courses I am taking, Open
courses, and Completed courses). Furthermore, you can
mark some of your courses as favorite courses by
clicking on the star, and you can access your course by
clicking on it.
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Organizations: If you're enrolled to any organization
such as student council, leaders, or volunteers. the
organization will appear in this tab.



Calendar: Enable you to add an event or add a reminder
for your personal calendar by clicking on plus    icon.
Whereas, settings    icon allows you to determine what
you would prefer to be displayed in it such as (your
personal calendar, your courses, and institution).
Moreover, you can specify certain choices for showing
information such as ([Schedule, or Due dates], [Day,
,Month, Today]).
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Calendar: Enable you to add an event or add a reminder
for your personal calendar by clicking on plus    icon.
Whereas, settings    icon allows you to determine what
you would prefer to be displayed in it such as (your
personal calendar, your courses, and institution).
Moreover, you can specify certain choices for showing
information such as ([Schedule, or Due dates], [Day,
,Month, Today]).
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Messages: This tab will show you list of courses where
its instructors have sent you an important messages.

_    - The notifications number of unread messages that 
_      appears on messages tab is a good sign to get your 
_      attention.

_    - Click on messages tab, then click on the course.
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_    - Click on the message to expand it.



Grades: This tab will show up your submission grades in
list of courses which you enrolled in.

...- Click on the course to show up the list of assessments or

......discussions.
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...- Click on a specific assessment/discussion to view the

......submission grade.



Tools: This tab will show you list of tools which are
available by blackboard system or BMC.
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Tools: This tab will show you list of tools which are
available by blackboard system or BMC.

Sign out: Click on sign out tab whenever you would like
to log out and be sure you end the session once you use
non-personal device.



Course tabs in the top
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Course tabs

Content: This tab will show you all the contents that
related to your course such as items, participation and
engagement, and assessment.
Calendar: This tab will show you what have been
scheduled for you, due date for assessments and
discussions that related to this course.
Discussions: This tab will show you discussions that
created by the instructor and you should open and
participate in all of them.
Gradebook: This tab will show up your submissions
grade in each activity.
Messages: This tab will show up the messages that sent
by the instructor.

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2


Course tabs in the left side
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Roster: This tab will show up everyone who has enrolled
to this course.
Blackboard Collaborate: This tab will allow you to join
the virtual classroom which has been created by the
instructor.
Attendance: This tab will show your attendance in the
virtual classroom once your instructor enable it.
Groups: This tab will show up groups that may create by
the instructor directly or the instructor may leave it as a
self-enrollment.
Announcements: This tab will show up all the important
announcements from your instructor.
Books & Tools: This tab will show the available tools by
BMC.



Browse the course content area
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Browse the document item: Document item may include
the explanation of the lecture in multi methods such as
(Typing, Powerpoint, pdf, word).

Document

...- Click on the document to open it.
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Browse the folder item: Folder item may include
documents, assessments, assignments, links, discussions,
and journals.

...- Click on the folder to expand it.

Folder

Browse the learning module item: It's same as folder
item but the only difference is that, you must follow the
sequence.

Learning module
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link item: It's a link which may take you to another
webpage, learning resource, or asynchronous session.

...- Click on the link to discover its content.

Link
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SCORM package: It's an item that allows instructor to
present the content in various formats.

...- Click on the SCORM package in the content area.

...- Click on start attempt button to browse the content.

...- Content in SCORM package may lead you to browse the

......content, participate in it as an assessment, or both of

......them at the same time.

SCORM package



19

Batterjee Medical College | Page 19

Assessment (Test): The assessment tool is used to
evaluate your understanding of lecture.

...- Click on Quiz 1 to open assessment navigation panel.

...- Click on view assessment button to open it.

Test
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...- Answer the questions.

...- Click on submit button for submitting the assessment.

...- Download your submission receipt as an evidence of

......your submission.
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Assessment (Assignment): The assessment tool is used
to evaluate your understanding of lecture.

Assignment

...- Click on Write an essay for violations of personal rights

......that relate to elderly to open assessment navigation

......panel.

...- Click on view assessment button to open it.
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...- Type your answer directly inside the text editor or attach

......it as a Word/Pdf file.

...- Click on submit button for submitting the assessment.

...- Download your submission receipt as an evidence of

......your submission.
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Participation and Engagement (Discussion): The
discussion tool is used to allow instructor and students
to discuss a certain topic. Everyone can participate and
reply to the participation of others.

Discussion

...- Click on The responsibilities of geriatric nurses to open

......the discussion.

...- Type your response directly inside the text editor or

......attach it as a Word/Pdf file.

...- Click on Respond button to send your response.

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2
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Participation and Engagement (Journal): The journal tool
is used to allow instructor and students to discuss a
certain topic. Student's post isn't shareable with other
students.

...- Click on The principles of geriatric nursing care to open

......the journal.

...- Type your post directly inside the text editor or attach 
 ......it as a Word/Pdf file.
...- Click on Post button to send your response.

Journal

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2
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Steps to open Blackboard App:

Blackboard Application

Enter Batterjee Medical College

Tap on Continue with web-login

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2
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Tap on Sign in with third-party
account

Tap on Login using college
email@bmc.edu.sa
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Enter your email@bmc.edu.sa

Enter your password
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Tap on Agree

Welcome to Blackboard Application
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Institution tabs (Explained from
P.4-P.12)

Calendar (Explained in P.9)
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Tap on the course to open it
(Explained in P.6)

Course tabs in the left side
(Explained in P.14)

Course tabs in the top
(Explained in P.13)
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Browse the course content
area
(Explained from P.15-P.24)

Activity Stream (Explained in P.6) 
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Compatible Devices with Blackboard

Desktop Laptop

Tablet Smartphone

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2
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Recommended Browsers

Google chrome
for Windows

Safari
for MAC

https://ultra.content.blackboardcdn.com/ultra/uiv3900.46.0-rel.19_82313be#accordion0-id_14-panel2
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