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FOREWORD  

Executive summary 

This document contains the tools for training the facilitators for the Massive Open Online Course (MOOC) άPreparing Tutors 

for Work Based Learning!έ created in the frame of the TOTVET Erasmus+ Strategic Partnership project with the financial 

support of the European Union.  

The training methodology and tools were used to train 16 MOOC facilitators in Zaragoza, Spain, from 10  to 12 of December  

2019.  

The course was piloted on https://blackboard.coursesites.com/ for six weeks starting on 2 of March 2020. More than 300 

participants joined the MOOC and the facilitators conducted the learning on the course and graded the participants.  

Facilitators may use the Kit for training the MOOC Facilitators to build their own MOOC:  

Please also, go to the project website http://totvet.eu/   and  

¶Download the Training Model 

¶Download the MOOC Curriculum 

¶Download the Compendium of the MOOC learning activities in English, Romanian, Spanish, Polish and German  

¶Download the MOOC Best practice guide 

 

Authorship 

All content contributions by EDUNET Organisation, Craiova, Romania     

Third parties are welcome to use any of the materials for educational purposes as long as they clearly credit their source. 

 

Please, visit the project website www.totvet.eu  

 

 

 

  

https://blackboard.coursesites.com/
http://totvet.eu/
http://www.iene7.eu/
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GUIDELINES FOR THE RECRUITMENT AND PREPARATION OF FACILITATORS FOR THE MOOC 

TRAINING 

 

RECRUITMENT OF MOOC FACILITATORS 

 
- The recruitment and selection of facilitators will be based on a number of generic criteria - which may be adapted 

by each partner according to their own needs and available resources. 
- An evidence of the selection and results of the selection must to be produced in case of audit. Such evidence could 

be the publication of the information about selection, interviewing of the candidates, the specific criteria that were 
applied to make the selection, and the final results of the selection. 

- Partners will send the list of their participants to the organizers (Chamber of Commerce Zaragoza) and the project 
coordinator (School Inspectorate). 
 

Generic recruitment and selection criteria 

The facilitators could be teachers from the partner institution, or qualified teachers and trainers  who should have 
knowledge and experience in at least three of the following criteria 

1. expertise and experience in training  the trainers; 
2. Knowledge and experience in organizing or  conducting WBL and DL learning; 
3. experience in participating in a MOOC prior to this one. 
4. Each facilitator should be able to devote one hour per day for their own learning on the MOOC. 

Each facilitator should be able to devote one hour per week to provide a group tutorial/feedback. 
We aim to allocate two facilitators per group of MOOC participants. 

Implementation of the section process and other requirements 
- Each partner was  represented by 2 facilitators from Edunet  and 4 facilitators from  ISJ, CCD, CWRKDIZ, and 2 from 

CCI (Chamber of Commerce and Industry, Zaragoza, Spain).  
- A mobility Europass document prepared by sender organization was  issued to each participant, signed both by the 

sender organization and event host organization.  
- In addition, badges for learning and a certificate of participation as a facilitator was issued to all facilitators. 

                                                      

PRE-COURSE  PREPARATION 

- All facilitators were  enrolled as learners on the MOOC prior to the workshop   
- The project coordinator  supplied the facilitators with an indicative bibliography as well as the location of the 

course content, learning tools, and other resources and learning information  
- All partner organizations  provided support to the facilitators in their preparation for travel and accommodation 
- The MOOC coordinator  created a Google group so that the facilitators can communicate with each other before 

the training course 

TRAINING CONTENT  

A training schedule included  training activities such as :  

First day:  

ω Lƴƛǘƛŀƭ ŜǾŀƭǳŀǘƛƻƴ tǊŜǎŜƴǘŀǘƛƻƴ ƻŦ ŀƴŘ ŘƛǎŎǳǎǎƛƻƴ ƻƴ ǘƘŜ ahh/Ωǎ ƭŜŀǊƴƛƴƎ ŀǇǇǊƻŀŎƘΤ 
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ω ¢ƘŜ ǘŜŎƘƴƻƭƻƎȅ ƛƴǾƻƭǾŜŘ ƛƴ ŀ ahh/Τ 

ω tǊŜǎŜƴǘŀǘƛƻƴ ŀƴŘ ŘƛǎŎǳǎǎƛƻƴ ŀǊƻǳƴŘ ǘƘŜ ahh/Ωǎ ǎǘǳŘȅ ǘƻǇƛŎǎΣ aims, structure and learning activities; 

ω ²ƻǊƪǎƘƻǇ ƻŦ ŜȄǇƭƻǊƛƴƎ  ǘƘŜ .ƭŀŎƪōƻŀǊŘ ǇƭŀǘŦƻǊƳ ŀƴŘ ǘƘŜ ahh/ ŦŀŎƛƭƛǘƛŜǎ ŦƻǊ ŎƻƴŘǳŎǘƛƴƎ ǘƘŜ ƭŜŀǊƴƛƴƎΤ  

ω ¢ƘŜ ǘǊŀƛƴŜǊΩǎ ǊƻƭŜΥ 5ƛǎŎǳǎǎƛƻƴ Ƙƻǿ ǘƘŜ ǘǊŀƛƴŜǊ ŦǳƭŦƛƭ ƛǘǎ  ǊƻƭŜΣ ōŀǎŜŘ  ƻƴ ǘƘŜ CŀŎƛƭƛǘǘŀƻǊ ƘŀƴŘōƻƻƪ  Τ 

Second day   

ω ²ƻǊƪǎƘƻǇ ƻŦ ŜȄǇƭƻǊƛƴƎ  ǘƘŜ ahh/Ωǎ ŀƴŘ ǎǘǳŘȅ ǘƻǇƛŎǎΣ ŀƛƳǎΣ ǎǘǊǳŎǘǳǊŜ ŀƴŘ ƭŜŀǊƴƛƴƎ ŀŎǘƛǾƛǘƛŜǎΤ 

ω ²ƻǊƪǎƘƻǇǎ ŜȄǇŜǊƛŜƴŎƛƴƎ ŀƴŘ ǇƛƭƻǘƛƴƎ ǘƘŜ ahh/Φ ¢ƘŜ ǇŀǊǘƛŎƛǇŀƴǘǎ ǿƛƭƭ Ǉƭŀȅ ǘƘŜ ǊƻƭŜ ƻŦ ƭŜŀǊƴŜǊǎ ƛƴ ǘƘŜ ahh/ ŀƴŘ ǘƘŜ 
experts from the project teams will be the trainers.  

Third day  

ω hƴ-going support to  be provided to the learners by facilitators  .   

ω ²orkshops experiencing and piloting the MOOC. The participants will play the role of facilitator in the MOOC and other 
colleagues will be learners.  

ω ¢ƘŜ ǇŀǊǘƛŎƛǇŀƴǘǎ ǿƛƭƭ ŎƻƳǇƭŜǘŜ ǇƛƭƻǘƛƴƎ ŦƻǊƳ ǘƻ  ƎƛǾŜ ǘƘŜ ŦŜŜŘōŀŎƪ ŀƴŘ ƳŀƪŜ ǇǊƻǇƻǎŀƭǎ ŦƻǊ ƛƳǇǊƻǾŜƳŜƴǘǎ ǘƘŜ curriculum, 
methodology and content of the MOOC.  

ω !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ƻŦ ŀ ǎŜƭŦ ŀǎǎŜǎǎƳŜƴǘ ǉǳŜǎǘƛƻƴƴŀƛǊŜǎ ŀƴŘ   ŀ ŜǾŜƴǘ ŜǾŀƭǳŀǘƛƻƴ ǉǳŜǎǘƛƻƴƴŀƛǊŜ  

 

Assessment: 

At the beginning of the course, the level of knowledge, skills and competences will be measured through an evaluation 
questionnaire.  

5ǳǊƛƴƎ ǘƘŜ ǿƻǊƪǎƘƻǇΣ ǘƘŜ ǇǊƻƧŜŎǘ ǘŜŀƳǎ ŜȄǇŜǊǘǎ ǿƛƭƭ ƳƻƴƛǘƻǊ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ǇǊƻƎǊŜǎǎ ŀƴŘ ǿƛƭƭ ŜǾŀƭǳŀǘŜ ǘƘŜƛǊ ŀŎƘƛŜǾŜƳŜƴǘǎ 
using a evaluation sheet (Formative evaluation), correcting  and improving the training process.  

The final evaluation of the training outputs will be made through    evaluation questionnaire,  comparing with the initial 
level.  

Edunet will conduct the evaluation.    
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EXAMPLES OF A TRAINING SCHEDULES FOR FACILITATORS 

Prepared by Victor Dudau, EDUNET Organization, from Craiova, Romania 

DAY 1 ɀ facilitators as learners  

 

 FACILITATORS TRAINING PROGRAMME 

9.30 - 10.00  Welcome and Registration  

Elena Nasarre, CCI Spain 

10.00 ς 11.00 The focus of the MOOC 

PP presentation and discussion 

Simona Ciulu, ISJ,  Romania  

11.00 -11.30 Coffee break 
 

11.30 - 12.30 tǊŜǎŜƴǘŀǘƛƻƴ ƻŦ ŀƴŘ ŘƛǎŎǳǎǎƛƻƴ ƻƴ ǘƘŜ ahh/Ωǎ ƭŜŀǊƴƛƴƎ ŀǇǇǊƻŀŎƘ 
Victor Dudau, Edunet  Romania  

12.30 -14.00 Lunch 
 

14.00 -15.00 The technology involved in a MOOC 
Victor Dudau, Edunet  Romania  

Facilitators work in pairs - One fully functioning computer loaded with the Blackboard 
platform connected to the internet 

Victor Dudau, Edunet Romania  
 

15.00 - 16.30 tǊŜǎŜƴǘŀǘƛƻƴ ŀƴŘ ŘƛǎŎǳǎǎƛƻƴ ŀǊƻǳƴŘ ǘƘŜ ahh/Ωǎ ǎǘǳŘȅ ǘƻǇƛŎǎΣ ŀƛƳǎΣ ǎǘǊǳŎǘǳǊŜ ŀƴŘ ƭŜŀǊƴƛƴƎ 
activities 
Victor Dudau, Edunet,  Romania 
 

DAY 2 - facilitators as learners 

 

09.30 - 10.00 Reflection of the previous day 
 

10.00 - 10.45 

 

Module 1:  Training program organization    
Hands on experience and piloting 
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10.45 - 11.30 

BEST  Austria   (topic 1.1, 1.2 and 1.3) 

CCD Romania  (topic 1.4) 

Module 2: Conduct work based learning 
Hands on experience and piloting: 

CWRCDIZ   (topic 2.2, 2.3 and 2.4) 

CCD Romania  (topic 2.1 ) 

Facilitators work in pairs - One fully functioning computer loaded with the Blackboard 
platform connected to the internet 

Complete piloting sheet 

11.30 -12.00 Coffee break 
 

12.00 ς12.45 

 

 

12:45 ς 13:30 

Module 3: Leadership 
Hands on experience and piloting 

CCI Spain    (topic 3.1, 3.2 and 3.3) 

CCD Romania  (topic 3.4) 

Module 4: Monitoring and assessment 
Hands on experience and piloting 

IHK Germany(topic 4.1, 4.2 and 4.3) 

CCD Romania  (topic 4.4) 

Facilitators work in pairs - One fully functioning computer loaded with the Blackboard 
platform connected to the internet 

Complete piloting sheet  

13.30 ς 15.00 Lunch 

 

15.00 - 16.30 Hands on experience and piloting report  
Facilitators  give feedback using the  piloting sheet 

DAY 3 - facilitators as trainers  
 

9:30 -11.00 Mopping up 

¢ƘŜ ŦŀŎƛƭƛǘŀǘƻǊΩǎ ǊƻƭŜΥ 5ƛǎŎǳǎǎƛƻƴ ƻƴ ǘƘŜ ǿƘŀǘΣ ǘƘŜ ƘƻǿΣ ǘƘŜ ǿƘŜƴ ŀƴŘ ǘƘŜ ǿƘȅ όIŀƴŘōƻƻƪ ŦƻǊ 
facilitators) 
Victor Dudau, Edunet  Romania   

11.00 ς 11:30 Coffee break 

11.30 ς 12.30  Assessment strategy and grading of participants 
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Victor Dudau, Edunet  Romania  

12.30 ς 14.00  Lunch  

14.00 ς 16.30  Evaluation of the MOOC, training model and curriculum 

Evaluation of the training course 

On-going support; any questions 
Certificates of attendance  
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HANDBOOK FOR MOOC FACILITATOR TRAINING 

 

INTRODUCTION 

This handbook contains descriptions and explanations of the tasks and responsibilities of the so-called facilitators or e-
moderators.   

The handbook has been written in order to secure consistency and high quality in all facilitation, communication, 
interaction with and feedback to participants on the course. 

LEARNING PERSPECTIVES OF THE COURSE: 

Bear in mind that the course has 3 basic learning approaches, namely collaborative learning, learning through reflection and 

learning by doing. This means that the course work, in which participants engage, will revolve around: 

ǒ Practical work that lets the participants explore online and gain first-hand knowledge of the potentials and 
challenges. 

ǒ Group activities that allow participants to learn from each other and create a learning environment that facilitates 
both informal and formal learning. 

ǒ Activities that encourage participants to reflect on their own learning experiences enabling them to set and pursue 
personal learning goals relevant to their specific situation. 

THE FACILITATOR'S ROLE 

Your role as a facilitator will be to support the participants as they collaborate, learn through reflection and learn by doing 
through the five steps of e-learning:  

Access, monitoring and motivation 

Team building 

Information exchange 

Knowledge construction 

Review and feed forward 

Respond to queries 

LANGUAGE POLICY 

English will be used as primary language for all teaching and learning activities in order to secure a dynamic learning 
environment and facilitate collaboration and knowledge sharing across borders and institutions. This goes for teaching and 
learning activities and for technical support on the e-learning platform, in the webinars we will use, and any open, social 
media used. 

However, we have translated some of the activities and tools within the course in: German, Polish, Romanian and Spanish.  
If needed individual support via e-mail might take place in the original language to facilitate communication on technical 
matters. 



TOTVET  | Kit for Training the MOOC Facilitators |   Page 11 of 28 

 

COPYRIGHT CLEARANCE OF ANY MATERIAL AND ILLUSTRATIONS 

It is important for facilitators to know that they are in fact allowed to share and distribute any materials that they have not 
produced themselves to participants. However, copyrights and other intellectual property rights must be observed, and 
relevant policies strictly adhered to. Note that copyright also applies to images, graphs, video etc. that you might want to 
integrate into your own material.  

TASKS AND RESPONSIBILITIES OF FACILITATORS 

As a facilitator at the course, your main task and responsibility is to help create a dynamic virtual learning environment 
where participants feel safe and confident enough to contribute themselves and to interact with fellow participants and 
facilitators by giving and receiving comments and feedback. Your main goal is to facilitate interaction and collaboration 
online between participants. This will motivate them to fully engage with and complete the learning activities of the 
individual modules. 

 
1. Welcome participants  

No later than 1 week before your module starts, you must formulate a welcome message to participants. You must 
also publish your profile in the relevant space. This should include brief information about you as a person, your 
professional qualifications and experiences as well as your professional interests. Emphasize those which relate to this 
course. 

 
2. Monitor and encourage participation throughout the course 

Once the course has started, you must monitor participation. If only a few participants have responded within the first 
couple of days, you must send a reminder via e-mail to encourage participation. It is of the utmost importance that 
you react promptly, so that participants have time to react to your reminders and to engage with the activities (e-
tivities) before the deadline. Reminders should always be friendly and encouraging but should also stress the need to 
start participating in order to keep up with deadlines. This is particularly important for those participants who have 
been specifically recruited for this course in the partner countries. These participants, unlike those who self-select this 
course, must attend the course and undertake all the activities. 

It is also a good idea to post one or more announcements acknowledging the efforts of participants and pointing to 
good discussioƴǎ ǘƘŀǘ ŀǊŜ ƎƻƛƴƎ ƻƴΦ ¢Ƙƛǎ ƛǎ ŀ άǇŀǘ ƻƴ ǘƘŜ ōŀŎƪέ ǘƘŀǘ ŜƴŎƻǳǊŀƎŜǎ ŀƴŘ ƳƻǘƛǾŀǘŜǎ ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƻ ƪŜŜǇ ǳǇ 
the good work. 

 
3. Answer questions on learning activities, materials and assessments relating to the course within 48 hours. 

For each module, there will be a Q & A forum where participants can ask any questions, they might have regarding 
how to engage with and complete the learning activities/e-tivities, materials and assessments. Participants should be 
encouraged to support each other and answer each otherΩǎ ǉǳŜǎǘƛƻƴǎ ƛŦ ǘƘŜȅ ŎŀƴΦ IƻǿŜǾŜǊΣ ƛǘ ƛǎ ŎǊǳŎƛŀƭ ǘƘŀǘ ȅƻǳΣ ŀǎ ǘƘŜ 
facilitators, monitor the Q & A forum regularly and answer questions so that no participants get stuck but are able to 
progress through the course. It is suggested that you answer questions within no more than 48 hours. Modules are 
very intensive and short in duration with tight deadlines, therefore the need to respond as soon as possible. 

It is suggested that facilitator days and responsibilities are divided between the two facilitators looking after each 
group. This will make it easier, will reduce the time commitment and will generally be more efficient.  

Technical questions that appear in the course Q & A forum should be forwarded to Technical Support team if you are 
unable to deal with them. 

 
4. ¢ǊŀŎƪ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ǇǊƻƎǊŜǎǎΣ ŀǎǎŜǎǎ ǇŜǊŦƻǊƳŀƴŎŜ ŀƴŘ ŀǎǎƛƎƴƳŜƴǘǎΣ ƎƛǾŜ ŦŜŜŘōŀŎƪ ŀƴŘ ŀǿŀǊŘ ōŀŘƎŜǎ ŀǎ ǊŜƭŜǾŀƴǘΦ 
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As a facilitator/ e-moderator you are responsible for tracking the progress of participants and for supporting their 
completion of assessments. Reminders should be sent promptly to participants who are not engaging and contributing 
ŀǎ ƴŜŜŘŜŘΦ ¸ƻǳ ǿƛƭƭ ŀƭǎƻ ōŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǊŜǾƛŜǿƛƴƎΣ ƎǊŀŘƛƴƎ ŀƴŘ ƎƛǾƛƴƎ ŦŜŜŘōŀŎƪ ƻƴ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ǿƻǊƪ ŀƴŘ ŀǿŀǊŘƛƴƎ 
badges. 

5.      Assessing Strategy 

Participants who fail to complete the assessments within the stated deadline should be offered alternatives. As the 
facilitator/e-moderator you suggest and plan such alternatives together with the individual participant. However, 
where it is possible, you should consiŘŜǊ ǘƘŜ ǎǘŀǘŜŘ ŘŜŀŘƭƛƴŜ ŀǎ ǘƘŜ άǎƻŦǘέ ŘŜŀŘƭƛƴŜ ŀƴŘ ŀƭƭƻǿ ŀƴƻǘƘŜǊ мп Řŀȅǎ ŦƻǊ ǘƘŜ 
ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜƛǊ ǿƻǊƪ ōŜŦƻǊŜ ŀ ŎƭƻǎƛƴƎ άƘŀǊŘέ ŘŜŀŘƭƛƴŜΦ ¢Ƙƛǎ ƎƻŜǎ ŦƻǊ ŀŎǘƛǾƛǘƛŜǎκŜ-tivities of a more 
individual nature, where participants depend less on each other for feedback and comments. 

You will be part of a facilitator/ e-moderator team sharing the tasks listed above. It is recommended that you distribute the 
tasks between you to spread out the workload. 

TASKS AND RESPONSIBILITIES OF TECHNICAL SUPPORTERS 

Each participating institution should appoint a technical support person who can help participants from this institution and 
answer questions relating to technical matters: computers, installation of programs, web browsers, web cams, headsets etc. 

Participants can ask questions in the Technical Support forum on the platform. The Technical Support forum should be 
monitored daily to make sure that participants do not get stuck but can participate fully in the course. As mentioned above, 
you can subscribe to forums or threads and thus get notified about new posts via e-mail. 

TASKS AND RESPONSIBILITIES OF TOTVET LOCAL PROJECT COORDINATORS 

The local project coordinators will be responsible for sending out practical information to participants before the course 
starts, if needed during the course and when the course has ended. A further task is to keep an overview of who is enrolled 
and announce any changes to facilitators/ e-moderators. However, it is advisable that the local coordinators are also 
facilitators and participants at the same time. This way, they will gain the experience both the participants and the 
participant /facilitators are getting which will enhance their understanding of challenges and their ability to deal with them 
during this MOOC and in the future.  
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GUIDE FOR MOOC FACILITATORS     

Prepared by Victor DUDAU, from Edunet Organization, Romania 

This guide for MOOC Facilitator present  many features of using the Blackboard Learn for teaching. 

The handbook has been written to enable facilitators to manage the course content connect with students in discussions 

and interact with them in groups, monitor their progress and grade assignments.  

GETTING STARTED 

STEP 1: LOG IN TO BLACKBOARD LEARN 

 

Go to the web address :  https://blackboard.coursesites.com/  
Create an account or Sign in  

                                                

STEP 2: FIND YOUR COURSE  

        

 

 

 

https://blackboard.coursesites.com/
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STEP 3: NAVIGATE INSIDE THE COURSE  

All of your course content appears in the main part of the page. When you open a piece of content, it slides out in a layer on 
top of the Course Content page. Close layers to go back to a previous spot in your course. 

 

 

A. Navigation bar: Details & Actions 

o Roster: View your class list. You can access basic profile cards and match 
faces to names. You can also send messages to anyone involved with your 
course. 

o Course availability: 

Open: Open a course when you're ready for students to 
participate. 

Private: Make a course private while you add or experiment with 
content, and then open it to students when you're ready.  

o Course Room: Use the open Blackboard Collaborate session as a convenient 
launch point for scheduled and impromptu meetings. The icon appears in 
purple to show you and other course members when people are active in 
the Collaborate room. 

o Attendance: Mark attendance grades and access detailed records. 

o Announcements: Create or schedule course announcements for all course 
members to view. 

 

 

STEP 4: PERSONAL SETTING: EDIT YOUR INFO AND PREFERENCES 

   

To access the page, click on  your name in the Tools panel on the left. 

 

 

In System setting menu  

Privacy Settings  

¶  Select who can view your profile 
information:   

o Administrators and anyone in 
my courses 

o Administrators and other 
instructors  

o  Anyone in my course  
 

¶ Select the language you want to use 
for the platform 
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¶ Select the appropriate check boxes to make your personal 
information visible to other Blackboard users  

¶ Save the changes. 

¶ Your profile is the place to edit information attached to your 
persona. Your profile appears with some information, and you 
can change later  your profile.  

 

Watch the video: Introduction to Blackboard Learn with the Ultra Experience  https://youtu.be/3QyhclmTVfs  

 

INTERACTING  WITH STUDENTS 

 

CREATE AN ANNOUNCEMENT  

Add announcements for these types of course activities: 

¶ Changes to your syllabus 

¶ Corrections/clarifications of materials 
¶ Exam schedules 

When you add an announcement, you can also send it 
as an email to students in your course. Students will 
receive the announcement even if they don't log into 
your course. 

 

 

 
 

video:%20Introduction%20to%20Blackboard%20Learn%20with%20the%20Ultra%20Experience
https://youtu.be/3QyhclmTVfs
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CONTACT STUDENTS: MESSAGES AND E-MAIL 

 

You can provide information about office hours, 
phone numbers, and other links to help students find 
the people who have important roles in your course. 

 You may send message to ALL or some students: 
type  the name of  choose  from the list of  course 
members  

 

Click on the icon Message on the top menu to see 
the messages  

Click + to add a new message.  

 

 

To send a copy of your message through email, 
select Send an email copy to recipients when you 
compose and send your message. All recipients receive 
an email copy of the message  to the  email address in 
their Blackboard Learn profile. Encourage your students 
to complete their profiles so email copies can be 
delivered successfully. 

You may also attach  files to your message.  

 

CREATE AND MANAGE THE GROUPS 

ACCESS COURSE GROUPS 

You start the course groups creation process on the Course Content page. In the Details & Actions section under Course 
Groups, select Create and manage groups. If you've already set up course groups, the menu shows the number of sets and 
groups. 

You can also create a single, custom group or as many groups as you want, with any number of students in each group.  

CREATE NEW SET GROUPS 
 

Select select New Group Set on the Course Groups page. 
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MANAGE INDIVIDUAL GROUPS 

After you create a group or a group set, you can add or delete individual groups and manage student membership. You can 

also edit group names and send messages to your groups to kick off collaboration! 

 

 

 

Add and delete groups 

Select the plus sign (+) wherever you want to add a 
group. 

If you no longer need a group, access the group's menu 
and select Delete group. The students in that group are 
unassigned automatically and appear at the top of the 
page. You can manually assign these students to new 
groups. Or, you can randomly assign all studentsτnot 
only the students you unassignedτto the number of 
groups you choose. 

Manage student membership 

Access the menu next to a student's name to access 
these options: 

Start a new group with the student as a member. 

Select Unassign to remove the student from the group. 
Unassigned students appear at the top of the page. 

Assign the student to a different group that already 
exists. Select the group's name in the menu. Groups 
with no members don't appear. 

You can also move multiple students to a different 
group in one action, create a new group for them, or 
unassign them all from the group. 

To remove all students from all groups, select Unassign 
All at the top of the page. 
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SEND A MESSAGE TO GROUP  

1. Go to Course groups 

2. Choose Edit groups  

3. Select the option Message group to send a message for a 
group members. 

      

           

CONDUCTING THE LEARNING  

CREATE CONTENT  

Step 1: Click on Books& Course Tools button. 

Step 2: Click on Browse all course tools  

Step 3: Select Blackboard Open Content  
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Step 4: Add content by uploading something you already have, or add content from external sources or from another 
course. (Click on Course Content button). 

Step 5: Create content: Add learning modules, documents, links, folders, discussions, assignments, and tests. A panel opens 
and you can choose the content type you want to add (Click on Create button) 

 

 

 

 

Watch the Video: Add content to the course content page , https://youtu.be/QkqsfXm_jHI, which explains how to add 
content to your course by creating new content, copying content from other courses, uploading content, or adding content 
from your Content Collection. 

 

 

 

https://youtu.be/QkqsfXm_jHI
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EDIT CONTENT VISIBILITY 

 

Select the checkbox next to the items you want to 
update and choose Edit visibility in the Options menu. 

Choose to show or hide the content from students and 
select Save Visibility. 

Conditional Availability 

You can limit availability for this content. Choose the 
conditions that must be satisfied before this content is 
available to students.. 

Date/Time 

Performance 

 

 

MONTORING AND GRADING THE LEARNERS 

ACCESS ATTENDANCE  

On the Course Content page, select Mark attendance in the Details & Actions panel. 

 

When you access the attendance feature for the first time, you decide if you want to add attendance to your gradebook. On 
the Attendance page, select Add Attendance and the Settings panel opens. 
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You can change the default settings for the grade display and for Late in the grade schema. You can't change the 
percentages for Present and Absent at this time. Save your settings or close the panel if you don't want to make changes. 
An attendance column appears in the gradebook. 

DELETE ATTENDANCE 

You can delete attendance if no attendance records exist. In grid view, select the Attendance column heading to access the 
menu and select Delete. In list view, access the attendance row's menu to select Delete. 

 

 

VIEW ATTENDANCE IN THE GRADEBOOK 

You can access attendance from the item list or grid view in the gradebook. The attendance column is added automatically 
to the Attendance category. 

You can use attendance in calculations and as part of the overall grade. 

https://help.blackboard.com/Learn/Instructor/Grade/Grade_Columns#ultra_overall


TOTVET  | Kit for Training the MOOC Facilitators |   Page 22 of 28 

 

In list view, select Attendance to open the most recent Meeting view to mark attendance. In grid view, select 
the Attendance column header to access the menu and select Edit. 

 

In the grid view, you can't edit attendance cells. Select a student's attendance cell and select View student record to view a 
summary of the student's overall attendance record. You can see how many class meetings the student has missed. The 
student's Overall Score appears with the schema you chose in the Settings panel. This view is read-only. 

 

 

GRADE THE STUDENTS 

ACCES THE COURSE GRADEBOOK 

Inside your course, you can access the course gradebook on the navigation bar. Select the Gradebook icon to access all the 
coursework that's specific to the course you're in. 












