myUSF: Introduction to Journals

Purpose:

The purpose of this document is to introduce instructors to myUSF’s Course
Journals.

Prerequisites:

The document was designed for instructors who are first time users of myUSF’s
Course Journals. This document assumes the instructor has taken the
Introduction to BlackBoard 6.1 course and basic computer knowledge and
internet skills (IE 6.1, Netscape 7, Mozilla, FireFox).
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WHAT ARE THE COURSE JOURNALS

The Course Journals are the Blogs of myUSF used specifically for
courses and organizations.

ACCESSING THE JOURNAL OPTIONS

The Journal Options can be accessed through the Course Tools area
of the Control Panel.

Announcements
Course Calendar
Staff Information
Tasks

Send Email
Discussion Board

Collaboration
Digital Dropbox

Glossary Manager

Messages

Link Checker

Configqure Jnurn%

Export Journal

Configure Teams Site
Assess/Export Teams Site
Student Performance Assistant

Course Tools Area

CONFIGURING THE COURSE JOURNAL

To change the Journal options click on the “Configure Journal” link
found on the right column of the Course Tools area (shown above). You
will then see a screen similar to the one below.

COURSES » ACT TESTCOURSE: TEST COURSEZ * COMTROL PAMEL * CONFIGURE COURSE JOURMAL

ﬁﬂonﬁgure Course Journal PHelp

@ Course Journal Options

Please Hote: The zettings on this page apply only to the Course or Organizational level Journal, not to the
Group Journal that can be added in content areas.

Do you want to allow

students to create ®ves Oho
journal entries?

Do you want to allow

users to view posts by ®ves OMo
other users?
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Options for the Course Journal

The first option gives you the choice of allowing students to post
entries. Select “Yes” to allow students to post.

Do you want to allow students to create
journal entries? ®ves ONo

Allow Students to Create Journal Option

The next option allows students to view other student’s entries.

Do you want to allow users to view posts by -
other users? ®ves ONNo

Allow Users to View Posts Option

The third option gives students the ability to comment on journal
entries.

Do you want to allow students to comment
on journal entries? ®¥es OMo

Allow Users to Comment Option

The next two options specify the timeframes for which the journals
can be edited and viewed, respectively.

Choose the dates and times for which [ Allow Edits After
students will be allowed to edit the Journal.
bay v || 27 w || 2005 &

12 = || 00 | |FM %

] Allow Edits Until
bay || 27 ~ || 2005
12 ~ |00 | |PM »

Choose the dates and times for which the O] Display After
Journal can be viewed hy students,
bay || 27 % || 2006

12 » || 00 »| |PM

LI Display Until
May || 27 || 2005 »
12 %[00 v | PM w

Timeframe Options
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To activate these options click on the box L1, Then, select the start

and ending dates and times. Or you can select the button to open a
calendar, shown below.

L2

4

s hot T W Th F Sa
4 b =] 7
a a o 11 12 13 14
1 416 17 18 19 20 21
22 23 024 25 26 2F7 28
29 30 3

b2

Today: 57272005

Cione ice, acomp,usf.edu (=

Calendar

There you can select a date and the changes will appear in the form.
Use the & and ¥ buttons to view the previous and next months, respectively.

The next option changes the way students’ names appear in the
journal.

How shall public references to students he
displayed? O Usemarme @ Person Narme O Both Names

Name Display Option

The “Username” Option will display the user’s NetID. The “Person
Name” Option will display the user’s real name. Select “Both Names” to
display both names.

The next section allows you to change the language and the
direction the text is displayed in the Journals.

Choose Page Encoding: Multilingual (UTF-8) +

Choose Primary Language: English v

Choose Primary Text Direction: Leftto Right |+

Language Selection
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When you are finished setting all the preferences, scroll down the
third (and last) section to submit your content. If you are not satisfied you
can cancel and start over again.

€) Submit

Click "Sawve" to finish. Click "Cancel” to abort this process.
Cancel ) Save )

The Submission Section

POSTING TO THE COURSE JOURNAL

The Course Journal can be found in the Course Tools Section. You
can access this from the Student View by clicking on the “Course Tools”
link in the Course Menu. Below is the Student View.

COURSES » ACT TESTCOURSE: TEST COURSEZ » ANNOUNCEWENTS
ACT TESTCOURSE: Test Course 2 Course Banner

VIEW TODAY | VIEW LAST 7 DAYS | VIEW LAST 30 DAYS | VIEW ALL

May 26, 2005 - June 02, 2005

Ho announcements found.

UNIVERSITY OF
SOUTH FLORIDA

Caurs |_||_lk.
@ Course Map
@ Control Panel

Student View

After selecting Course Tools, you will then see a screen similar to
the one below.
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COURSES » ACT TESTCOURSE: TEST COURSEZ » TOOLS

ﬁ Course Journale

é Digital Dropbox

The Course Tools Page

Next, click on the “Course Journal” Link. This will take you to the
following page.

@ Viewing ACT_TESTCOURSE: Test Course 2 Course Journal 2Help

'ﬂNew Entry Expot © Search Show | 15 entries % | by | All Authars hd

The Course Journal Page

To add an entry, click on the =" E™ pytton. A form similar to
the one below will load.

COURSES = ACT TESTCOURSE: TEST COURSE 2 = EDITING JOURMNAL ENTRY

Enter Journal Entry Title: ?Help
Font v iSize & B I U E =E E I = — AfedCoor 4 Hohight @& addlnk [ Add image
]

Cancel ) Save )

Journal Entry Form
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This form allows you to specify a title for the entry and text in the

form of Plain Text or HTML. To select HTML, simply click on the
button found on the lower right.

When you are finished, hit the “Save” button to submit your entry.
If you are not satisfied you can cancel and start over again.

MODIFYING JOURNAL ENTRIES

Once you access the Course Journal from the Course Tools Page,
you will see a screen similar to the one below.

ﬁ Viewing ACT_TESTCOURSE: Test Course 2 Course Journal ?Help
#j Mews Entry Export | Search Show | 15 entries % | by | All Authors 4
AmY'S test entryI WEdit ®Hi5t0f! 2 Delete X Pumge

Thursday, June 2, 2005

This is my test entry!

The Course Journal Page

Journals may be deleted by pressing the # be=te putton. This
deletes the entry, but keeps a record in the history showing that a post
was made by the specified user. The #Fuse putton deletes all records of
the post, including the records posted in “History.” The FHisen b tton
gives a record of all edits and modifications made to the entry. The W ea
button allows editing of the journal entry. To reply and comment on the
entry, click on the “add comment” link. You can also filter the entries by
adjusting the drop-down menus shown here.

Show | 15 entries v | by | All Authors W
Filter Menus

These menus allow you to specify how many entries to display. In
addition, they also allow you to view entries made by specific users.

Editing Entries

Once you click on the “¥= putton, a page similar to the one below
will load.
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Enter Joumal Entry Title: |Entry #1 ZHelp

= — AfTedcolor 4 Highlight W&, AddLink 28] Add Image

Fornt v || Size v B I U

by Journal Entry

E]

Cancel ) Save )

The Edit Entry Page

Make any necessary changes and hit “Save” to apply all changes.
Press “Cancel” to disregard any changes and revert to the original entry.

Viewing Entry History

To view the entry history, click on the ‘@ =% pytton of the Course
Journal Page. Thiswill take you to a page similar to the following.

Modified By Date of Change Revision
Dan Mguyen Tue, May 31, 9:13 AR Latest (version 2) View Diif )
Dan MNguyen Tue, bay 31, 9:12 AM Original (version 1) View Diff )

Go Back )

The History Page

This page shows the modifications made to the original entry
including the user that made the changes and the date and time of the
change. To view each revision, click on the %8 ) button. Otherwise click
on the £282%% ) puytton to return Course Journal Page.

After clicking on the _YevDif ) hutton, a page similar to the one below
will load.
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