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By the end of this session you will be 

introduced to:  

How to login to Blackboard

How to view courses, add contents and upload files.

Creating groups

Adding Assignments, checking grades, downloading student's 
submissions, adding a grading column and working offline.

Communicate with students through Blackboard collaborate Ultra, 
accessing lectures recordings, downloading lecture attendance report.

Choosing students to view certain assignments and folders, 
while hiding it from others

Shift to Student mode / Find more information about Black 
board
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How to login to Blackboard
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1- How to login to Blackboard

1.Open any browser

2.Type in address bar 

(cu.blackboard.com) 
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3. Type in 

Username: 

(National ID No.)

Password:

(As provided)

1- How to login to Blackboard
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How to view courses, add contents 
and upload files.
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2-1- How to view courses
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2-1- How to view courses
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2-2- How to add contents and upload files.
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2-2- How to add contents and upload files.

ESPU arranged contents in 

each subject as follow:

Week 1

lecture

Assignment

Week 2

lectures

Assignments

.....................

Feel free to add or 

change content 

based on your 

course 

requirements, but 

please remember 

to keep it clear 

and simple for 

students.
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2-2- How to add contents and upload files.
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2-2- How to add contents and upload files.
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2-2- How to add contents and upload files.
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2-2- How to add contents and upload files.

Please write file name
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2-2- How to add contents and upload files.

Please adjust 

availability date and 

time as you desire, and 

press submit

When done, Pease 

press Submit
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2-2- How to add contents and upload files.

To edit the folder, 

please press this 

grey arrow
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2-2- How to add contents and upload files.

You can re-edit the file 

from this menu
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2-2- How to add contents and upload files.

To add content 

in this folder, 

please press 

the file
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2-2- How to add contents and upload files.

To add new file, 

press 

Build Content 
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2-2- How to add contents and upload files.

You can choose 

the type of file 

you desire from 

this menu
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2-2- How to add contents and upload files.

Type file name

Press here to choose the file 

from your computer
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2-2- How to add contents and upload files.

Please adjust 

availability date and 

time as you desire, and 

press submit

When done, Pease 

press Submit
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2-2- How to add contents and upload files.

When you see this purple 

bar above it means you 

created the file successfully
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Creating groups
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You can create 

groups of students 

within your 

courses so they 

can interact with 

each other and 

demonstrate their 

knowledge.

You can 

organize 

students into 

groups

(Manually or 

as imported 

csv. File)

You can 

create 

course 

groups 

one at a 

time or in 

sets.

You can 

create 

groups for 

students in 

assignments 

and exams.

All 

students 

in the 

group 

take the 

same 

grade in 

grade 

book

Important information about Groups

3- Creating groups
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Please find groups 

in the left menu bar 

under Course 

Management 

section
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Single group: is for one time 

assignment or discussion

Group set: is for all semester 

groups

In our case, we will use

Group set
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Please write Group doctor 

name or TA Name

→ Ex: Dr. Tareq Abo el Seoud

Remember that you cannot 

change group set name

once  submitted
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Read carefully 

what you want 

from these 

options and edit 

it as you want 
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Read carefully 

what you want 

from these 

options and edit 

it as you want 

Remember to uncheck this option to 

stop student's personalization options

Choose number 

of groups inside 

main group set
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Edit the name of group 

→ Ex: Eng. Aly
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Add users to 

the group
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

select users in the 

group, 

then click submit
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

When done from assigning 

all users in groups

Click submit
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

You have created your 

Group Set 

successfully 



وحدة التحول الإلكتروني

3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

View all Group Sets 

from this icon
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Check all users 

assigned in the 

group
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

You can add 

student to a 

specific 

group here
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3- Creating groups

Manual 

Method

Imported 

Csv. File 

method

Choose 

where to 

assign the 

student
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Adding Assignments, checking grades, downloading 
student's submissions, adding a grading column and 
working offline.
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4 -1- Adding Assignments



وحدة التحول الإلكتروني

Please choose

Assignment not Test

4 -1- Adding Assignments
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Please write 

assignment name here 

Please write assignment 

Instructions for students here 

4 -1- Adding Assignments
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Please upload the 

assignment file

Edit assignment due date

Add assignment points

4 -1- Adding Assignments
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Press submission details 

to choose Assignment 

submission type

4 -1- Adding Assignments
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Choose Assignment 

submission type

4 -1- Adding Assignments

Choose number of 

attempts
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Choose Assignment 

submission type

4 -1- Adding Assignments

Choose number of 

attempts
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If group submission, 

you can select 

groups from here

4 -1- Adding Assignments
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If group submission, 

you can select 

groups from here

4 -1- Adding Assignments

Then press 

here
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Choose number of 

attempts

4 -1- Adding Assignments
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Choose number of 

attempts

4 -1- Adding Assignments
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Adjust availability 

limits

When done, press 

Submit

4 -1- Adding Assignments
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Assignment was 

created successfully

4 -1- Adding Assignments
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4 -1- Adding Assignments

To edit any information, 

Please press the grey 

arrow
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4 -1- Adding Assignments
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4 -2- Checking Grades

Grade center shows all 

assignments and tests in 

the course
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4 -2- Checking Grades

The newly added 

Assignment
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4 -2- Checking Grades

Student’s 

submission 

is ready for 

grading
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4 -2- Checking Grades

Press grey arrow to 

view submission 
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4 -2- Checking Grades

View 

submission 

details
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4 -2- Checking Grades

View Student 

submission
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4 -2- Checking Grades

You can view 

submission and 

add grade here
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4 -2- Checking Grades

Write comments 

for student

Press submit 

when done
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4 -2- Checking Grades

Grade is added 

successfully
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4 -3- Downloading student's submissions

Press grey 

arrow to 

download all 

submission 
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4 -3- Downloading student's submissions

Download all 

students' 

submissions
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4 -3- Downloading student's submissions

Select all users' 

submissions you 

want to download
Press submit to 

download data
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4 -3- Downloading student's submissions

Press the link and 

Your file will be 

downloaded

When done, 

press OK
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4 -4- Adding external grade column 

Press here to add 

external grade 

column
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4 -4- Adding external grade column 

Write column 

name 
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4 -4- Adding external grade column 

Add points

Press submit
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4 -4- Adding external grade column 

New grade column 

was added
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4 -5- Working Offline

You can download students 

grade book from here
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4 -5- Working Offline

Download 

excel file
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4 -5- Working Offline

You can download specific 

column or all gradebook
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4 -5- Working Offline

You can download specific 

column or all gradebook

Press submit 

when done
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4 -5- Working Offline

Press download, 

then ok
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4 -5- Working Offline

Edit all 

grades 

offline, then 

upload File
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4 -5- Working Offline

Upload file
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4 -5- Working Offline

Upload file
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Communicate with students through Blackboard 
collaborate Ultra, accessing lectures recordings, 
downloading lecture attendance report.
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5-1- Communicate with students Through 

Blackboard collaborate Ultra

Press here

(Course tools)
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Press 

Blackboard 

collaborate 

Ultra

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Please wait 

while Page is   

loading

5-1- Communicate with students Through 

Blackboard collaborate Ultra

Please use Microsoft edge

for better experience

or

enable cookies in Google 

chrome
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Press ( Create 

session )

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Please Write 

session name

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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If you want to invite an external doctor for the the

lecture you can allow gest access, anyone with the 

link can access your session. 

This might be unsafe option, unless you really 

need it

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Adjust start and 

end date of

session

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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If you don’t know the end time,  

choose this option

5-1- Communicate with students Through 

Blackboard collaborate Ultra

Even if you choose session 

end time and you exceeded it, 

it is not problem
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The session can be repeated 

weekly or monthly

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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If you want, you can allow 

early entry for students

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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For more 

options, please 

press settings 

icon

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Define attendee role

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Please, choose carefully 

participant permissions

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Determine participant 

permissions

5-1- Communicate with students Through 

Blackboard collaborate Ultra

When done 

please press 

(Create to 

create the 

session)
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To join session click on the 

three dots

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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press join session to start

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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You can go back to setting to 

change

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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To copy session link press 

here. Anyone with the link can 

access the session

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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You must 

record your 

session, 

Blackboard, 

doesn’t record 

automatically

To make recording for session 

press start recording

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Chat with participant

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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To access 

participant's 

page

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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You can mute 

all from 

pressing the 

three dots, 

then  press 

(Mute all)

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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Sharing icon

5-1- Communicate with students Through 

Blackboard collaborate Ultra

Choose 

sharing type 

you need



وحدة التحول الإلكتروني

Sharing icon

5-1- Communicate with students Through 

Blackboard collaborate Ultra

If you want to share recorded 

lecture, or video with students, 

please make sure to share audio.

Students will not hear anything if 

this is not enabled and make 

sure to open your mic as well
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Sharing file from your 

device

5-1- Communicate with students Through 

Blackboard collaborate Ultra
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After choosing the file you 

want, you must press share 

now

5-1- Communicate with students Through 

Blackboard collaborate Ultra

Students will not be able to 

see your file, unless you 

shared it with them
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5-1- Communicate with students Through 

Blackboard collaborate Ultra

When file is uploaded, press 

share Now
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Creating 

Breakout 

rooms

5-1- Communicate with students Through 

Blackboard collaborate Ultra

Breakout groups is helpful 

in dividing students in 

lecture. EX: students

sections with TAs
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Creating 

Breakout 

rooms

5-1- Communicate with students Through 

Blackboard collaborate Ultra

Choose all options you 

want in the breakout 

group;  you can divide 

students in random or 

in custom.
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Creating 

Breakout 

rooms

5-1- Communicate with students Through 

Blackboard collaborate Ultra

If customized, you can 

drag and drop students 

from the main room
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Creating 

Breakout 

rooms

5-1- Communicate with students Through 

Blackboard collaborate Ultra

As moderator, 

you can move 

between 

groups



وحدة التحول الإلكتروني

Creating 

Breakout 

rooms

5-1- Communicate with students Through 

Blackboard collaborate Ultra

To end breakout 

rooms
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5-1- Communicate with students Through 

Blackboard collaborate Ultra

Please press

the left button
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5-1- Communicate with students Through 

Blackboard collaborate Ultra

You can start 

recording or leave 

session from this 

menu
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How to 

access 

session 

recording

5-2- Access lectures recordings

Press on the three 

lines mark in the 

main blackboard 

collaborate ultra 

page
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5-2- Access lectures recordings

Press 

recordings

How to 

access 

session 

recording
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click on the three dots

5-2- Access lectures recordings

How to 

access 

session 

recording
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You can watch recording 

video and download it

5-2- Access lectures recordings

How to 

access 

session 

recording
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You can hide recording video 

from students

5-2- Access lectures recordings

How to 

access 

session 

recording
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You can allow course 

members only to access the 

link

5-2- Access lectures recordings

How to 

access 

session 

recording
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You cannot hide lecture 

recordings from students

You can download the lecture 

in your device and delete it 

from recordings

5-2- Access lectures recordings

How to 

access 

session 

recording
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You can delete the session if 

you want from here

5-3- Downloading lecture attendance 

report
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To take attendance,

after the session ends, press 

(view reports)

5-3- Downloading lecture attendance 

report
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Please press (View report) of 

the session you want to view 

it’s attendance

5-3- Downloading lecture attendance 

report
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Can you can know all 

information about 

student’s attendance  

in this session report

5-3- Downloading lecture attendance 

report
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Choosing students to view certain 
assignments and folders, while 
hiding it from others
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After creating the file, 

Please press on the grey 

arrow to view this menu

Please, choose Adaptive 

release advanced

6- Choosing students to view certain assignments 

and folders, while hiding it from others
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Please press 

create rule

6- Choosing students to view certain assignments 

and folders, while hiding it from others
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Please, write rule name, then press submit

6- Choosing students to view certain assignments 

and folders, while hiding it from others
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Please, Press on 

Create Criteria

6- Choosing students to view certain assignments 

and folders, while hiding it from others
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Please, choose 

membership

6- Choosing students to view certain assignments 

and folders, while hiding it from others
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You can choose specific 

users to view this folder

6- Choosing students to view certain assignments 

and folders, while hiding it from others

You can choose specific 

groups to view this folder

If you know student ID/Username, you can write it 

here, or you can browse from all users in course

If you want to add multiple students, you can write 

the first student ID followed by (,) then the second 

student ID 

EX: ID1,ID2,ID3,ID4,…….etc.
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You can search for a 

specific student

6- Choosing students to view certain assignments 

and folders, while hiding it from others

You can select all students 

eligible to see this folder
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

Once selected 

please press 

submit
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

You will find that 

their usernames 

were added 

You can add groups 

and convert it to 

selected items if you 

want as well
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

You can add groups 

and convert it to 

selected items if you 

want as well
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

You can add groups 

and convert it to 

selected items if you 

want as well
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

When finished, 

please press 

submit
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

You will find that 

the description 

changed
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

Please press ok to 

proceed
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

You will find that the file 

status updated

You can use the same 

method to create 

assignment for specific 

users or groups
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6- Choosing students to view certain assignments 

and folders, while hiding it from others

You will find that the file 

status updated

You can use the same 

method to create 

assignment for specific 

users or groups

You can use the same 

method to create 

assignment for specific 

users or groups
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Shift to Student mode / Find more 
information about Black board
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7- Shift to Student mode

You can enter student 

mood from the eye 

icon
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When done, 

Please press 

exit preview

7- Shift to Student mode
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Please remember to remove 

all your saved data before you 

exit

7- Shift to Student mode



وحدة التحول الإلكتروني

7-1 Find more information about Blackboard 

learn and Blackboard collaborate ultra

Please Press on Institution 

page if you need more videos 

and tutorials
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All information you need is provided in this 

page, 

If you don’t have it, all information available in 

next slide

7-1 Find more information about Blackboard 

learn and Blackboard collaborate ultra
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التدريب بالغة العربية
https://eu.bbcollab.com/recording/a4d5f5df652148ca88f4f3ff69af5f51

Training In English
https://eu.bbcollab.com/recording/aa3c6f0cf4404e6b9ff72623b2297b43

Blackboard Learn Instructor Useful Links: 

•FAQ: Logging in, Courses, Assignments, Grading, Tests, etc.
•https://help.blackboard.com/Learn/Instructor/FAQ EN
•https://help.blackboard.com/ar-sa/Learn/Instructor/FAQ AR
•Interaction With Students:
•https://help.blackboard.com/Learn/Instructor/Interact/Announcements EN
•https://help.blackboard.com/ar-sa/Learn/Instructor/Interact/Announcements AR
•https://help.blackboard.com/Learn/Instructor/Interact/Blackboard_Collaborate/Collab
orate_Ultra EN
•https://help.blackboard.com/ar-
sa/Learn/Instructor/Interact/Blackboard_Collaborate/Collaborate_Ultra AR
•Course Enrolments
•https://help.blackboard.com/Learn/Instructor/Courses/Manage_Course_Enrollment#
ultra_manage_users EN
•https://help.blackboard.com/ar-
sa/Learn/Instructor/Courses/Manage_Course_Enrollment#ultra_manage_users AR

•Course Availability
•https://help.blackboard.com/Learn/Instructor/Courses/Course_Availability EN
•https://help.blackboard.com/ar-
sa/Learn/Instructor/Courses/Course_Availability AR

•Create Course Content
•https://help.blackboard.com/Learn/Instructor/Course_Content/Create_Conten
t EN
•https://help.blackboard.com/ar-
sa/Learn/Instructor/Course_Content/Create_Content AR
•Course Files
•https://help.blackboard.com/Learn/Instructor/Course_Content/Course_Files
EN
•https://help.blackboard.com/ar-
sa/Learn/Instructor/Course_Content/Course_Files AR
•Assignments
•https://help.blackboard.com/Learn/Instructor/Assignments EN
•https://help.blackboard.com/ar-sa/Learn/Instructor/Assignments AR
•Tests
•https://help.blackboard.com/Learn/Instructor/Tests_Pools_Surveys EN
•https://help.blackboard.com/ar-sa/Learn/Instructor/Tests_Pools_Surveys AR
•YouTube Playlist for Instructors
•https://www.youtube.com/playlist?list=PLontYaReEU1tCbsCDP-
u_wsKdkDBegIhH
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