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When you click on a course in your main menu, you’ll go to the Course
Home Screen.
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An nounceme ntS Announcements takes you to the Announcements page. This

is where course updates are posted, clarifications, reminders,
and general feedback about assignments. Announcements
are usually emailed as well, but it’s a good idea to check this

v ENGL1102: Literature and f section several times each week, if not daily, in case an email

C iti Hybrid
S0y age Yo doesn’t go through. Newest announcements are at the top.
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Lessons

Messages

Send Email E

Ms. Coughlin's Virtual Office Mo work is due this week. Enjoy the holiday!

Tutor Me
My Grades

Lessons will take you to the list of Lesson Folders for the course.

You won’t see them all at once. At first, you’ll only see the Getting Started folder (and maybe a Break Week fold, if
we have a break during the semester). You MUST start with Getting Started!

Once you complete the First Assignment Quiz in the Getting Started folder, you’ll be able to see the Introduction
or Week One Folder, depending on the course.

The rest of the Lessons folders will become available, one at a time, according to the Course Schedule located in
the Getting Started folder. In my classes, folders don’t go away, so you can always go back and look at material in
a prior week’s folder. 5



Getting Started Folder

The Getting Started folder Getting Started

* ENGL1102: Literature and #

includes all the material you need | “=""" = nomomsn a0

Home Page

Attached Files:

to read and the assignment you o e o ot ot A 748538

Announcemsants
= Ms. Maggie Coughlin (she/her'hers)
Lessons

» Classroom D04, margaret.coughling@southgatech.edu, 228-271-4082
n e e O CO I I I p e e e O re yo u Ca n Calandar * The preferred communication method for this course is the messages section of Blackboard
B = [f any content provided in Blackiboard is deemed inaccessible, please communicate with your instructor for medified and'or alernative, yet equivalent, materials.
* Students must log in and complete weekly submissions for attendance purposes.

M V4 » Although emails can be inftisted in Blackboard, all responses are sant to student SGTC email accounts.
a C C e S S e I rS We e S e S S O n Meszages = Al students taking 3 web-enhanced, hybrid, or fully online course will be enrolled in SGTC1000 {Online Orientation).
i = * The textbook for this course is online and is provided both here and within the Lesson Folders.
—=end =mall

folder. You can come back to this o e B o S o et
section to see my contact info,
virtual office hours info, the

syllabus, and the course schedule (] Oroneton Errces o¥

Flaaze go through these Orientation Exercises bafore beginning any other work for the course.
.
any time.

Finding Stuff in Ms. Coughlin’s Blackboard Class graphic a#

Make sure you read all the
material in this section carefully!
Rules for the course, due dates, g mssemsosw
2nd more are all contained in this e et e . o gt o £
section.
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Lessons - Inside

When you click on a Lesson
Folder, you'll see a list of
tasks for the week, along
with all the assignments,
quizzes, reading materials,
videos, etc. for the week.

To access an item, just click
on the icon next to the item
name.

Complete all the items on
the list and you’ll have
finished your week’s work!

Week One: The Writing Process, Brainstorming, and Description

Build Content ~

—
L

Assessments Tools Pariner Content

Weekly Tasks A¥

Viriting

3d Chaps ter 1: Inlrc::l tcnt 'rrlng p G-43) in Sucsessi Collzge & Jmn:«sanc.ﬁ (you ar= not required to complete the exerizes, but you centainly can i you wan 1o practios)
e3d Chapter '} in Swccessiul College Composition {you are not required to comolete the exercisss, but you cerainty can if you want bo pracice)

= 4-88) in Swccessfiul College Composiion
uo"1p =& Brainsiorm ning Assignment
Complete the Descriptve Parsgraph sssignment

Successful College Composition Textbook

Prewriting Notes

Brainstorming Assignment

Attached Files: oy, j Brainstorming Example.pdf A¥ (115510 KB)
In this assignment, we will practice the list style of brainstoming.
Instructions:
Choose four of the topics below
« e 3 list of at least ten descriptive detsis about each ong
« Include at lzast cne detsil that relstes to &t lesst four of the five senses (smell, touch, taste, heanng, =sight)
Title each fist
Place just your name and date at the top of
= Do not titke the page
Topic choicas:
. "'IJr favorite food
= One food | hate
= My faworite memorny
= Ny favorite placs
= Aperson | know
An animal | know
= My faworite sport
s My faworite hobby

An example is attached.

the page {in 3 couple of weeks, we'l lzarn how to format & cover

shest in APA, and future papers will requirs one, but you

don't need one this week)

Descriptive Paragraph Assignment

Attached Files: oy y Descriptive Paragragh Example dococpdf (0 A% (101,985 K3)




Lesson ltems

Most lesson items are pretty self-explanatory. You click
the title of the item, which is underlined, and it takes

you to the reading, video, or quiz.

Assignments are marked
with an open book icon
and require a couple of
extra steps.

Thesis Statements: Four Steps to a Great Essay | 60

Duration: 4:31
User: nfa - Added: 11/4/14

Watch Video

Video Description: Thesis Statements: Four Steps to a Great Essay, using an example from
Jenny Sawyer.

Note: A transcript of the video is provided as the attachment: TR_ThesisStatements. pdf

Example Essay Instructions

Example Essay Examples

€ so you can see what a strong example essay looks like

Note that the prompt used for this paper is not one of your options for this assignment, but it i

Example Essay Preparation

Descriptive Paragraph Assignment

Attached Files

Formatting your paper:

[ [ Descriptive Paragraph Example.docx.pdf <0 AW (101.995 KB)

Choose one of the four topics you brainstormed a list about, then use the sensory details you listed to write a descriptive paragraph of 200-250 words on the topic. Be sure te include descriptive details that relate to
at least three of the five senzes (smell, touch, taste, hearing, sight). You are allowed to use first person (/me/my) or second person (youlyour/yours) for this paper. An example is attached.

Place just your name and date at the top of the page (in a couple of weeks, we'll lzarn how to format a cover sheet in APA, and future papers will require one, but you don't need one this week)
Do not title the page

Set your paper margins to 17

Use Times New Roman font at 12pt size
Double-space your paper

Indent the first line of the paragraph

You should only have ONE paragraph for this assignment; we ars not writing a full essay this wesk




Writing Assignments

Note that, sometimes,
there are files linked in
the instructions. This
usually opens up an
example or directions.

Attached Files: gmy

[ Descriptive Paragraph Example docx. pdf, A¥ (101995 KB)

=n use the sensory details you listed to write a descriptive paragraph of 200-250 words on the topic. Be sure to include descriptive details that relate to
earing, sight). You are allowed to use first person (I/me/my) or second person (you/your/yours) for this paper. An example is attached.

Formatting your paper:

= Place just your name and date at the top of the page (in a couple of weeks, we'll learn how to format a cover sheet in APA, and future papers will require one, but you don't need one this wesk)
= Do not title the page

= Setyour paper margins to 1"

» Use Times New Roman font at 12pt size

» Double-space your paper

» Indent the first line of the paragraph

= You should only have OME paragraph for this assignmant; we are not writing a full essay this week

I O a C Ce S S t h e a S S I g n l I l e nt Choose one of tha four topics you beal 5t about. then use the sensary detalis you listed to write a descriptive paragraph of 200-250 words on the tapic. Be sure to include descriptive details that relate fo
puch. taste hearing, sight) You are alowed 1o use fest person (Fmeimy) or second person (you/your/yowrs) for this paper An example is attached
dro P box , YOou have to g A gt

. . Place jist your name and date at the top of the page (in a couple of weeks, we'll learn how 1o format a cover sheet in APA_ and Riture papers will require one, but you don’t need one this week)
click the title. Do no e he pags

Set your paper margins to 17

Use Times New Roman font at 12pt size

Double-space your paper

ndent tha first line of the paragraph

You should only have ONE paragraph for this assignment. we are not writing a full assay this waek




Submitting a Writing Assignment

Most assignments must be submitted as a Word document or a PDF in the assignment dropbox in
Blackboard (a few assignments require PowerPoint, but must still be submitted in the Assignment
dropbox). Do NOT send assignments through Blackboard messages or email as they will not be

graded. All writing assignments are run through the plagiarism checker. You do NOT need to write

comments.

Do NOT use the Upload Assignment: Example Essay Dropbox
Write Submission
option!

DO attach your DON’T

document using FQRGET to

Browse My click

Computer SUBMIT!

You must click the (You ItlaVe to
do this on

button to submit
your paper to the
plagiarism check.
This is not optional.

quizzes too.)

10




Calendar

The calendar shows when all your assignments are due, in
calendar format.
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Send Email

Ms. Coughlin’s Virtual Office
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Messages

Messages takes you to the Blackboard Message Center.

¢ e When you click on Messages, you’ll get a screen where you can:

v ENGL1102: Literature and #%
Composition (Hybrid <
50%) 569

Create a message. This works much like creating an email in Blackboard.

Coufse Messages

See if you have
unread messages

12

Check your Inbox, much See messages

like in an email program you’ve sent




Your Inbox

Your Inbox will look a lot like an email. You’ll see the sender’s name, subject, date sent,
and a little envelope that shows whether you’ve opened the message or not.

Folder:Inbox




Viewing Messages

When you click on a message, you can read it. Again, it’s a lot like an email. You can also:

Reply Forward -

Vigw Message

Coullise mess

Reply v Forward

Fron N

To Margaret Coughlin

Ce

Sent Thursday, July 30, 2020 11.05 PM
Subject Thanks

Thanks so much! | truely enjoyed your class and will use everything | leamed in my class in the next couple of weeks The research showed me so0 much I've missed in the world Again Thanks and Stay Blessed




Send Ema || You can send an email to the instructor or to classmates using
the Send Email menu item. However, note that this will send to
the instructor’s SGTC email, so the reply will be sent to your

v ENGL1102: Literature and # student email, not to Blackboard.

Composition (Hybrid <
50%) 569

JTRe s unay pie 10 studants wntll Tussday, Oc
Send Email
¥ ENGLT0Z: Literature and fy Send emuils to others in

Composition {Hybuld <
50%) 569




Sending Email ..,

The best way to send an email using this menu item is to T
click on Select Users, then select the name from the user list.
Make sure you select the item that only has the person’s
name, not one that includes the words “Preview User”.

/ Use this!

-_— ~Not this!



Sending Email

To send an email, select the name, then click the right-pointing arrow. The name should

then show up in the selected box.

Type a subject in the subject box

Type your
email in the
Message
window.
Remember to
include a
greeting, such
as “Hello Ms.
Instructor”.
“Hey” is not
an appropriate
greeting when
emailing an
instructor.

17



Sending Email to Me

Note that you can attach a file if you need to. HOWEVER, remember that this is not an
acceptable way to submit assignments in this course. You MUST upload your
assignments in the appropriate assignment dropbox.

Don’t forget to
click SUBMIT!

18




Instructor’s Virtual Office

s Clicking on Ms. Coughlin’s Virtual Office takes you to her virtual
| office space on Blackboard Collaborate. When you click the link,
Coccaticarmgs T you’ll be prompted to enter your name, then click Join Session.
) 53 The first time you enter from a new device, you might be

prompted to give the program access to your microphone. If you
don’t want to talk, or don’t have a mic, you’ll still be able to type
into the chat box.

Blackboard Collaborate

Ms. Coughlin's Virtual Office




Inside the Virtual Office

Once in the virtual office, you’ll be able to talk to the instructor (if your mic is on), see
video if any are showing, etc. This room is always open, but instructors are only there
during posted virtual office hours. If you enter outside those hours, you won’t be able to
chat or use audio.

When office hours are in session, you can:

Click the Open
Collaborate Panel
arrows in the lower
right of the screen

Turn your mic  Raise your hand if
on and off the audio is off 20



Collaborate Panel

Clicking the Settings button (the gear) opens
your settings panel. Here, you can set up
your camera and microphone, turn up the
volume, or use a phone to call in for audio.

Clicking the Chat bubble opens the chat
window. You can type your message in the
Say Something Box and see the conversation
in the main chat window above it.




Virtual Class Sessions

Occassionally, courses include required or optional virtual lessons. If so,
the Virtual Sessions menu item will appear under Lessons in the menu
and will take you to a session list. When you select the session, you’ll
enter a virtual room, just like when you enter the virtual office. You
might be prompted to Join Session. If so, do. Inside, the Virtual Lesson
Room, controls work the same way.

C |-
v ENGL1102: Literature and #%

Composition (Hybrid <
50%) 569

Note that you might have to click the arrow button to show all sessions.
Sometimes the Virtual Office is listed here, too, but not always.




Tutor Me

C (=

v ENGL1102: Literature and #f
Composition (Hybrid <
50%) 569

Home Page

Announcements
Lessons

Calendar

Messages

Send Email

Ms. Coughlin’s Virtual Office

Online and hybrid courses at SGTC offer the option for
online tutoring. When you select Tutor Me from the
menu, you’ll be taken to the main Tutor Me page, where
you can select the CONNECT WITH A TUTOR button.

TutorMe 2

23



My Grades

My Grades will take you to a list of all your assignments. If it’s
been graded, there will be a grade in the last column. If you've
C @& submitted it, but it hasn’t been graded, you’ll see an

v ENGL1102: Literature and # exclamatlon pOIﬂt.

Composition (Hybrid <
50%) 569

Home Page TS
Announcements e .n
Lessons

Calendar

Messages

Send Email

Ms. Coughlin’s Virtual Office

Tu,‘ : - X il | o

24




Course Average

You can also see your Weighted Course Average for the class so far. Remember
that this only includes assignments for which you’ve received a grade.

My Grades

86.214287,

25



Graded Assignments

Once an assignment has been graded, the name of the assignment, in the first column,
will become clickable. Clicking the title will let you see your submission as well as details
about your grade.

Subject-Verb Agreement Quiz Oct 7, 2020 1:13 PM

Example Essay Preparation Assignment

Test

Descriptive Paragraph Assignment

Oct 7, 2020 1:17 PM ® 87.10%

26



Tests and Quizzes

When you click the assignment name for am item marked Test, you’ll get a View
Attempts screen that shows how many points were possible, when you took the test,
and your grade. To see which specific answers you got right or wrong, and to view any

feedback on your answers if the instructor allows it, you must click the number in the
Calculated Grade column.

View Attempts

ASSESSMENT DETAILS

Subject-Verb Agreement Quiz Item Name Subject-Verb Agreement Quiz

Test Aggregation Last attempt

Due Date 9/9/20

Pronouns Gl Points Possible 100

ATTEMPTS
Test

First Assignment Quiz Date Created Date Last Submitted or Edited Calculated Grade
Oct 7, 2020 1:10 PM Oct7, 2020 1:12 PM o=@ 84.00
Test Icon Legend

Sentences Quiz

Test

Punctuation Quiz




Test & Quiz Details

When you click the test grade, you’ll see the entire test, including the questions, your
answer, and the correct answer. You'll also see how many points you received for each

guestion. In some cases, there may also be feedback under each question, or at the very
end of the list of questions.

——y
Question 3 4 out of 4 points

Choose the correct verb to complete the following sentence:

The members of the committes turns speaking at the meeting.

Selected Answer: &

Answers:

Question 4

ct verb to complete the following sentence:

e employees responsible for cleaning each day.

Question 5§

Chooge thd

e man with big hands

Selected Answer: € B. have
Answers: % A has
B. havs

28




Assignment Details

When you click on the title of an item marked Assignment, you’ll go straight to the
feedback screen. Here you can see your grade, as well as any feedback left for you.
Always make sure to review the feedback so you can improve the next assignment.

Review Submission History: Example Essay Dropbox

Assignment Instructions v

§D v Page 1 » of4 @ @ ®\ E] - % [ﬁ Q R ——

Test ATTEMPT (L3

GRADE
Noun Quiz :v—.nmrn ATTEMIT

Brainstorming Assignment

Assignment

Example Essay Preparation Assignment

-

lest

Descriptive Paragraph Assignment

Sometimes, Those Who Can, Do and Teach

Assignment

lane S. Stdent

Example Essay Dropbox

South Georgie Technon! Colleys

English 1101 Composition and Rhetorie

Assignment

Ma. Maggie Coughlin

August 1, 2020

29



Comment Bubble

Note that, on assignments, there’s also a comment bubble next to your grade. You can
also click this bubble to see comments, if you wish. This will show your feedback in a
popup window instead of another screen. Note that, if the instructor made comments
within your writing assignment itself, you can’t see those comments using this option.
Only the overall feedback is visible in the popup.

DUE: SEF 2, 2020
Test

UPCOMING

Descriptive Paragraph Assignment
DUE: AUG 286, 2020 UPCOMING
Assignment

Example Essay Dropbox Oct 7, 2020 1:17 PM
DUE: SEF 9, 2020 GRADED
Assignment

® 87.10%

2z, Also, your these statemnent needs work, 22 | mentionad in your prenriting. Otherwise, good!

Example Essay Dropbox

You have 2 good sssay here, but you need 1o watch your spelling sod gramm

30



Let’s Gol

This should give you a great start in Blackboard. Note that some
instructors might link other things in the menu, such as Journal
Assignments, Discussion Boards, and more. They might not use all
items, and they might be in a different order. Once you get the hang of
Blackboard, however, you’ll find it’s pretty easy to find your way
around!

Questions?

You should now know how to message me!

Have a great semester!

31



