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Welcome from the Dean, Center for Extended Learning 

 
 

 
Figure 1. Dr. Kristen Warmoth 

 

Welcome; 
 
Classroom faculty have observed first-hand the changing demographics of our students. The residential 

campus is expanding to include students outside our immediate geographic area.  In the past, reaching 

these students has been accomplished through asynchronous online education. Today’s technologies 

allow faculty and students to connect in real-time in ways that combine the best of both worlds – that of 

the traditional and the virtual classrooms. 

Use of the internet synchronous technology is growing at Minot State University. This handbook was 

created to address some of the areas that have been raised by students and faculty as needing attention 

and/or clarification. Hopefully, this document will accomplish a number of things including providing a 

set of definitions to frame our discussion of this delivery mode, giving direction to the faculty member 

wishing to use internet synchronous technology, providing preliminary guidance to faculty developing 

new internet synchronous shells, explaining department responsibilities when scheduling internet 

synchronous classes, and offering guidelines to assist faculty in readying their shells for a new semester.  

This document is a work in progress and I welcome your suggestions for improving this tool. 

Dr. Kristen Warmoth 
Dean, Center for Extended Learning 
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Overview:   
Internet-Synchronous (IS) courses are offered entirely through the Internet so students worldwide can 

access them. However, they have a scheduled day and time when students must login to attend class. 

Students must have high speed Internet access, a headset with microphone, and a webcam, if required 

by the instructor.  

*Starting Summer 2014, the Internet-Synchronous Mode of Instruction will become Online 

Synchronous. 

State Authorization for Out of State Students: 
State and federal laws require colleges and universities to be authorized to 

offer online programs to residents of states other than their own. There are 

three levels of authorization: full, partial, and none. In states where MSU has 

full authorization, we are allowed to offer all online programs and courses. In 

states with partial authorization, we are only able to offer fully online 

programs (those without a field experience such as an internship, clinical, or 

practicum). This means that in states with partial authorization, we cannot admit students in programs 

that require a field experience unless they agree to complete it in North Dakota or in a state where we 

have full authorization. In states where we have no authorization, we cannot offer any online courses or 

programs. 

MSU Online monitors applications after they are processed for students from states where we cannot 

accept students. However, it is also important that departments and advisors monitor inquiries and 

applications to help identify students earlier.  

For more specific information visit http://www.minotstateu.edu/online/stateauthorization.shtml. 

Scheduling: 
 Departments will add courses to the schedule as Internet-Synchronous.  

o They will have a Mode of Instruction of Internet-Synchronous and a Location of Web 
Based.  

o Tuition will be charged at distance education rates. 

 Students will be uploaded into Internet-Synchronous courses the first day of class regardless of 
the department determined start date. 

 If there are students who will attend class on-campus at MSU, a separate Traditional Classroom 
section should also be added. Students enrolling in the campus section are charged campus 
tuition. 

http://www.minotstateu.edu/online/stateauthorization.shtml
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Development: 
 All courses being offered for the first time via the Internet Synchronous mode of delivery must 

be approved for development by the department chair, college dean, and Dean for the Center 
for Extended Learning. The Nomination Form for Course Development should be completed at 
least six months prior to the start of the first semester it will be offered. 

 Courses that offer an Internet-Synchronous section must use the Internet-Synchronous 
template shell and contain all of the elements on the Internet-Synchronous Beta Test. 
Instructors may find the Internet Synchronous Checklist for Development useful when 
developing their shell. The checklist is included in Appendix A of this document for reference. 

 All new Internet-Synchronous sections will be beta tested according to the timeline set for 
online courses. Courses not meeting the beta test deadlines will be hidden in Campus 
Connection until the process is completed. 
 

When will the course 
be offered? 

When should the 
nomination form be 
submitted? 

When should the 
faculty training 
begin? * 

When should the 
course be ready for 
beta testing? 

Fall February February July 15 

Spring June June November 30 

Summer November November April 15 

*Faculty that have previously developed Internet-Synchronous courses may seek training at their 
discretion. 

 

 There is no stipend awarded for Internet-Synchronous course development. 

 New and existing Internet-Synchronous courses will be included in the technical check process 
done 10 days prior to the start of each semester. 

Students: 
 Students enrolled in an Internet-Synchronous section will be uploaded into the course shell the 

first day of classes and sent an email with access instructions. Uploads are completed twice a 
day through the last day to add.  

 Students in the Traditional Classroom section are required to self-enroll. Instructors are 
responsible for providing students with the Instructions to Self-Enroll for Blended Courses. If 
students have trouble with their User Name or Password, they should contact MSU Online or 
OIT for assistance. However, MSU Online and OIT will not manually enroll any students in 
Traditional Classroom sections. 
 

What section is the 
student enrolling in? 

When will the 
students be added 
into Blackboard? 

How are students 
registered in Campus 
Connection after the 
last day to add? 

How are students 
uploaded to 
Blackboard after the 
last day to add? 

Internet-Synchronous Students will be 
automatically 
uploaded into the Bb 
course twice a day 
starting the first day 

The instructor and 
department chair 
must complete an 
add/drop form and 
forward a copy to 

If the late add is sent 
to MSU Online, the 
student will 
automatically be 
added to the Bb 

http://www.minotstateu.edu/oit/pdf/CourseNominationFormFillable.pdf
http://www.minotstateu.edu/oit/pdf/SynchronousBeta13-v1.pdf
http://www.minotstateu.edu/online/pdf/SelfEnrollmentQuickGuide.pdf
mailto:online@minotstateu.edu
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of classes through the 
last day to add. Login 
instructions are sent 
after the student is 
uploaded. 

MSU Online. course. If not, the 
instructor must notify 
MSU Online that a 
late add has been 
approved so the 
student can be added 
to the Bb course. 

What section is the 
student enrolling in? 

When will the 
students be added 
into Blackboard? 

How are students 
registered in Campus 
Connection after the 
last day to add? 

How are students 
uploaded to 
Blackboard after the 
last day to add? 

On-campus  
(Traditional 
Classroom) 

Students must self-
enroll in the 
Blackboard course. 
The instructor will 
provide instructions 
to students in the 
Traditional Classroom 
section. 

The student must 
complete a Petition 
to Add. It must have 
the instructor’s and 
department chair’s 
signatures along with 
the department 
stamp. This should be 
taken to the 
Registrar’s Office. 

Students must self-
enroll in the 
Blackboard course. 
The instructor will 
provide instructions 
to the students. 

Course Evaluations: 
 Electronic course evaluations will be sent for all Internet-Synchronous course sections. We will 

use the standard on-campus evaluation form without the additional questions included for 
Internet-Asynchronous delivery. 

 Course evaluations will be sent electronically by MSU Online approximately two weeks prior to 
the last day of finals in a Regular Session course. Evaluations will not be sent to Traditional 
Classroom sections unless requested by the instructor or department chair. 

Terminology 
Blended:  A traditional on-campus course that includes a 

Blackboard shell for support materials, testing, and web 

conferencing tools. These shells will not be beta tested or 

have technical checks. Students are required to self-enroll. 

Instructors will provide students with the Instructions to 

Self-Enroll for Blended Courses. If students have trouble 

with their User Name or Password, they should contact 

MSU Online or OIT for assistance. However, MSU Online and OIT will not manually enroll any 

students in Traditional Classroom sections. Courses have a Mode of Instruction of Traditional 

Classroom and pay on-campus tuition rates. 

Beta Test:  The beta test is an institutional review designed to check your course before 

releasing it to the general public. It evaluates the effectiveness of your instructional methods 

mailto:online@minotstateu.edu
http://www.minotstateu.edu/records/forms/petition_to_add.pdf
http://www.minotstateu.edu/records/forms/petition_to_add.pdf
http://www.minotstateu.edu/online/pdf/SelfEnrollmentQuickGuide.pdf
http://www.minotstateu.edu/online/pdf/SelfEnrollmentQuickGuide.pdf
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based on best practices and learning theory, usability of the course structure, and compliance 

with state and university policy and the American Disability Act. It provides feedback that in 

general can prevent the need for additional labor on your part to correct during the course 

rollout, assist in student learning, and the offering of a successful course.   

Course Shell:  A space in Blackboard Learn that is associated with a specific course at Minot 

State University, and can be used to contain documents for a course, enable online discussion 

with the class, deliver online tests and assignments, etc.  Once you develop a course shell, it is 

maintained as the storage shell and is used to create a new, duplicate shell for each semester it 

is taught.  It is imperative that the course storage shell is kept current. 

Internet-Synchronous (IS):  A course offered entirely through the Internet so students 

worldwide have access. Internet-Synchronous courses have a scheduled day and time when 

students must login to attend live classroom sessions. Students must have high speed Internet 

access, a headset with microphone, and a web cam if required by the instructor.  Internet-

Synchronous courses have a Mode of Instruction of Internet-Synchronous and a Location of Web 

Based in Campus Connection. Students are charged distance education tuition rates. New 

Internet-Synchronous course shells will be beta tested and all Internet-Synchronous shells will 

be included in the technical check for online courses. (See Process for Internet-Synchronous 

Courses: Development) 

Internet-Synchronous courses can be offered in the following ways: 

 Example 1:   
o All students attend class via a web conferencing tool (i.e. Blackboard 

Collaborate) at the days and times listed in Campus Connection. The instructor 
typically uses his/her office computer or a personal computer to log in and 
teach class. In this example, there is not an on-campus section (traditional 
classroom) but all students enroll into an Internet-Synchronous section in 
Campus Connection. Distance education tuition is charged. Students will be 
automatically uploaded into the course shell and MSU Online will send access 
instructions to students. 

 Example 2:   
o The instructor holds class on-campus and connects to distance education 

students using web conferencing tools (i.e. Blackboard Collaborate). Distance 
and campus students are taught at the same time and on the same days 
typically in a specially equipped classroom. 

 Students who attend on-campus will enroll in a Traditional Classroom 
section in Campus Connection and pay on-campus tuition rates. If the 
instructor chooses to use a Blackboard shell, students will be required 
to self-enroll in the Blackboard shell. 
Instructions to Self-Enroll for Blended Courses 

 Students who attend at a distance will enroll in an Internet-Synchronous 
section in Campus Connection, pay distance education tuition rates, and 
will be automatically uploaded into the Blackboard shell. 

 

http://www.minotstateu.edu/online/pdf/SelfEnrollmentQuickGuide.pdf
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Starting summer 2014, the Internet-Synchronous Mode of Instruction will become Online 

Synchronous. 

Online (Internet-Asynchronous):  A course offered entirely through the Internet so students 

worldwide have access. There are no scheduled meeting days and times. Students complete 

their course work at any time, meeting any due dates set by the instructor. Some synchronous 

sessions may be offered, but archives must be provided as alternatives for those who cannot 

attend. Students are enrolled in an online (Internet-Asynchronous) section and pay distance 

education rates. New courses are required to pass a beta test and all online courses are included 

in semester technical checks. Courses will also be required to go through a peer review process 

every four years. 

Starting summer 2014, the Internet-Asynchronous Mode of Instruction will become Online 

Asynchronous. 

Technical Check: A brief check of courses scheduled for public access within the next 15-days. 

The check verifies the course is current and ready for student access and use in the upcoming 

semester. 

Web Based:  Web Based and Internet-Synchronous are the same. Web Based is the Location 

entered in Campus Connection when the course’s Mode of Instruction is Internet-Synchronous. 

Timelines: 
What semester will 
the course be offered? 

Fall Spring Summer 

Nomination form 
submitted 

February June November 

Faculty training begins February June November 

Course must be ready 
for beta testing 

July 15 November 30 April 15 

Course shell will be 
created 

30 days prior to the 
start of the semester 

30 days prior to the 
start of the semester 

30 days prior to the 
start of the semester 

Technical check 
completed 

10 days prior to the 
start of the semester 

10 days prior to the 
start of the semester 

10 days prior to the 
start of the semester 

Students in Internet-
Synchronous courses 
automatically uploaded 
into Blackboard 

First day of class 
through last day to add 

First day of class 
through last day to add 

First day of class 
through last day to add 
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Students in Traditional 
Classroom courses 
enroll in Blackboard 

Students may self-
enroll in the 
Blackboard course any 
time after the first day 
of class 

Students may self-
enroll in the 
Blackboard course any 
time after the first day 
of class 

Students may self-
enroll in the 
Blackboard course any 
time after the first day 
of class 
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Appendix A:  Internet Synchronous Course Development Checklist 
 

This checklist is provided to help you prepare for the initial beta test on your Internet Synchronous 

course shell.  It also can serve as guidance on how to maintain the course after the beta test process has 

been completed and the course is being offered to the public.  

The initial beta test will look at each of these areas in more depth and provide feedback on any problem 

areas. A copy of the beta test form can be found in Appendix I and on the Office of Instructional 

Technology web site at: http://www.minotstateu.edu/oit/pdf/SynchronousBeta13-v1.pdf.  Please note, 

the MSU Online Internet Synchronous template shell will provide some of these items for you. 

Course Homepage 

 Include the MSU logo, course name, and course number. 

 Clearly identify the course as internet synchronous. 

 Have the standard MSU copyright statement included in footer block. 

 Provide orienting information for students pointing them to the syllabus and other critical tools. 

 Provide links and information on available technical (Help Desk) support. 

 Ensure that links listed in the Web Links area are current and operational. 

Course Syllabus  

 Include: 

o Course name 

o Course number 

o Instructor name 

o Instructor phone number 

o Course description 

o Textbook and supplemental information 

 Provide information about how to access archived class sessions. 

 Provide information about the length of time archived sessions will be made available. 

 Include an attendance policy for live sessions. 

 Address student performance expectations. 

 Establish standards with regard to: 

o Assignment/assessment submission and consequences for late submission 

o Expected response time for students 

o Instructor response time in returning assignments, answering email, availability during 

holidays and weekends etc. 

 Include an academic honesty policy and consequences for non-compliance. 

 Include guidelines for proper netiquette if Discussion and Voice tools are used. 

 Establish standards with regard to appropriate response time for students and for the 

instructor. 

 Identify course learning objectives. 

http://www.minotstateu.edu/oit/pdf/SynchronousBeta13-v1.pdf
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 Provide instructions as to format and software to be used in submitting assignments (MS Word, 

etc.) 

 Advise students of their role in the synchronous environment. 

 Advise students as to how assignments are submitted. 

 Provide a grading policy so that students understand how their final grade is earned. 

 Provide guidance as to how assessment will take place (timed, proctored, closed or open book, 

multiple choice, essay, true or false questions, case studies, etc.) 

 Inform students about the areas of assessment (list of activities, tests, quizzes, assignments, 

papers, etc.) 

 Outline the technologies and software required to successfully complete the course.  

 Include the approved MSU Online or department ADA accommodation statement. 

Supporting Documents/Information 

 Provide students with information about using the Audio setup wizard to test their equipment 

before sessions. 

 Address the need for a headset and microphone. 

 Provide information about dates and times for synchronous meetings. 

 Provide the appropriate forms and procedural information if proctors are required. 

 Create instructional materials using an HTML format or PDF format so that they are printable 

using the Blacboard print feature. 

 Meet copyright / fair use guidelines for all course materials. 

 Ensure that PDF files are accessible or in a readable format. 

 Provide instructions as to how to access plug-ins needed to view third-party course materials 

and/or assessments. Instructions should include links to web sites and permission information. 

 Include the current Last Page of Course to provide students with evaluation and final grade 

information. 

 Ensure that course related links are operational. 

Course Tools 

 Provide students with assessment scores via the Student Grades tool.  If used, are all 

assessments, assignments, and graded discussions accounted for?   

 Provide assessment and assignment due dates that reflect the semester in which the course is 

offered. 

 Engage/communicate with students using the following course and student tools: 

o Announcements 

o Course (Messages) Mail 

o Calendar 

o Grade Book 

 Hide or turn off tools in the Course Menu that are not in use. 

 Provide instructions for Respondus Lockdown Browser (if used).  
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 Provide instructions for SafeAssign (if used). 

Bb Collaborate and/or Tegrity 

 Create the first Collaborate session and place it in a prominent space on the course homepage. 

 Provide information pointing students to the location of the Blacboard Collaborate tool. 

 Provide information for Tegrity Lecture Capture (if used) and instructions for how to find, access 

the tool and view archives. 

 Provide information as to how archived sessions will be named so as to reflect the course unit, 

topic etc.  

 Advise students of the software and requirements for a webcam and identification procedures if 
Tegrity Remote Proctoring is used. 
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Appendix B: Internet Synchronous Tech Checklist 
The Technical Check is a quick review of active course shells for online and Internet-Synchronous 

courses to confirm that they are ready for the semester to begin and for students to be uploaded. OIT 

will check that the correct semester and instructor are listed, due dates have been updated, and that all 

required course tools are available. 

 

 

•Yes or No and action to be takenCourse Name and Number

•Yes or No and action to be taken
Course CLEARLY identified as 

Internet Synchronous

•Yes or No and action to be taken
Student Getting Started 

Instructions provided

•Yes or No and action to be takenCourse opens on Home Page

•Yes or No and action to be taken
Syllabus Correct (dates, 
instructor, course, etc.)

•Yes or No and action to be taken
Session created and first 

session CLEARLY identified

•Yes or No and action to be takenInstructor's Bio

•Yes or No and action to be taken
Course Calendar loaded or 

Course Plan provided

•Yes or No and action to be taken
Assessments current (if 

applicable)

•Yes or No and action to be taken
Assignments current (if 

applicable)

•Yes or No and action to be takenMinimal tools available

•Yes or No and action to be takenWeb Links available

•Yes or No and action to be takenDiscussion topics reset

•Yes or No and action to be taken
Student Blackboard Tutorial 

link provided

•Yes or No and action to be takenCopyright statement included
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NOTE: Subject to change as program develops. 

Appendix C: Scheduling a Blackboard Collaborate Web Conference 

Session 
  

 

Scheduling a Blackboard 
Collaborate Web Conferencing 
Session using the Building Block 
4.0 Quick Reference Guide 

 
The Building Block 4.0 enables Blackboard Learn 9.1 customers to easily and seamlessly 
integrate a Blackboard Collaborate web conferencing session into a course. Participants can 
launch a live session or recorded session directly from the Blackboard Learning System for a 
great user experience every time—regardless of connection speed.  
 
Schedule a Web Conference Session  
 

1. Log into your Blackboard Course.  
2. Locate your course and select Information.  
3. From the Information screen, select Tools and click Blackboard Collaborate.  
4. From the Tool List in the course menu or Home Page Tools, Select Blackboard 

Collaborate and Create Session to schedule a new web conferencing session.  
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Session Information  
1. Give the session a title  
2. Choose the type of session  

a. Course: session will only be displayed in the current course  
b. Shared: session is displayed in multiple selected courses. Available for instructors 

who have more than one course. Use case: create a virtual office.  
 

 

Schedule  
 

1. Date – set the Start Date and End Date. Session can be for a specific date and time or set 
to run over a longer period of time for example for a full semester or term.  

2. Early session entry – the period of time before the start of the session during which 
users can join the session.  
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Session Attributes 

 

1. Recording Mode  
a. Manual – Moderator activates recording  
b. Automatic – Recording starts when the first person enters the session  
c. Disabled – Session will not be recorded  

2. Maximum Simultaneous Talkers and Cameras – up to six simultaneous talkers and 
cameras can be activated for the session. The moderator can change the number during 
the live session.  

3. Supervised – allows moderators to view all private chat messages in the session.  
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4. All Permissions – all participants will have full permissions when they enter the session. 
Permissions are audio, video, chat and whiteboard. The moderator can give and take 
away permissions during the session.  

5. Raise Hand on Entry – when a participant enters the session their hand will be 
automatically raised thereby notifying the moderator that someone has entered the 
room.  

6. Allow In-Session Invitations – the session URL will be available to send from within the 
session so others may join the session.  

7. Hide Names in Recordings – names of session participants are hidden from viewers of 
the recording. Names are replaced with Participant 1, Participant 2, etc.  

8. Participation: The Participation tab allows the session creator to assign session roles and 
to invite participants who are not registered in the Blackboard course.  

 

9. Assign Roles  
a. Restrict Participants – to restrict access to the session to a sub-set of the participants 

registered in the course. Participants can then be assigned the role of Moderator or 
Participant.  

b. All Moderators – to assign the role of moderator to all session participants.  
 

Integrate with Grade Center 

To grade attendance in a web conferencing session, enable the Grade Center integration. This 

turns the Blackboard Collaborate session into a graded activity. Any participant in the course 

who attends the session will receive 100 points in a new column of their Grade Center report. 

This grade reflects only attendance.

 

Assign Roles  

a. Restrict Participants – to restrict access to the session to a sub-set of the 
participants registered in the course. Participants can then be assigned the role 
of Moderator or Participant.  

b. b. All Moderators – to assign the role of moderator to all session participants. 
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Guest Invitees  

a. Allow Unregistered Guest - If a session has been set to allow unregistered guests, an 
HTTP web address will be created. This link can be copied and pasted into emails or 
documents to distribute to guests you wish to invite to the session.  

b. Select Allow Unregistered Guests to invite by email a guest who is not registered in the 
course. The link will be specific to that invitee. To find this link again later, locate your 
session in the list. Click the chevron to the right of its name to open the options menu, 
then select Guest Link.  

 

 

Sharing  
1. Preloads – content can be preloaded into a session. (The following file types are 

supported: .wbd, .wbp, .elp, .elpx, .swf, .m4v, .mp4, .mpg, .mpeg, .mpe, .mp3, .qt, .mov, 
.wmv)  
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2. Telephony – a teleconferencing for audio can be added to the session. The session 
supports a mix of VOIP and telephone audio. See the Blackboard Collaborate web 
conferencing user guide available from the On-Demand Learning Center for detailed 
information about configuring a teleconference.  

3. Session Notes – notes can be added for the moderator and for participants. These notes 
are available on the details page and viewable prior to joining the session.  

Content Area  
 

1. Content Area Details - To access the web conferencing session from a content area, 
select from the Available Area List and move the desired are to the Selected Content 
Areas. Add a description and/or comment if desired.  

 

 

 
2. Options – Set a date restriction on access to the session.  
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Recordings  
Web conferencing sessions can be recorded and access to the recorded session is available 

from the course. 
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Appendix D: Getting Started for Moderators Quick Reference Guide 

 
Blackboard Collaborate gives you the functionality you need 

to support a 21st century teaching and learning 

environment, such as two-way audio, multi-point video, interactive whiteboard, application 

and desktop sharing, rich media, breakout rooms, and session recording. Educators and 

students can engage as if they were in a traditional classroom, with as good as, or even 

better, outcomes.  

 
Tips on Conducting a Sessions  
 
Preparation  
 

 Design sessions to include interactivity and include variety of content and 
interaction in your session. Provide opportunities for participants to interact and 
collaborate with each other.  

 Create quizzes or surveys to use during your session.  

 Create customized Clip Art collections in order to load images easily during the 
session.  

 Practice before leading your first session.  

 Become familiar with the session content.  

 Open web pages, applications needed for application sharing and screen captures 
before session begins.  

 Load multimedia content and File Transfer content.  

 Find a comfortable place with no distractions to deliver the session.  

 
 In-Session Tips  
 

 Greet participants as they join your session.  

 Remind your participants to use the Audio Setup Wizard in order to test their 
microphone and speakers.  

 Speak clearly and don’t rush.  

 Ask questions and provide opportunity for interaction. Poll the class at various 
intervals to obtain their feedback. Remember to clear responses after each poll.  
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 Animate your delivery.  

 Look at the whole screen, not just the whiteboard area. For example, watch the Chat 
window for text messages and the Participants window for new participants joining 
the session.  

 Encourage participants to respond and to raise their hands when they have a 
question or comment.  

 Use the whiteboard tools to assist you in your delivery. For example, use the pointer 
to call attention to specific regions on the screen.  

 Include features such as application sharing, web tours, video, multimedia, quizzes, 
and breakout rooms to assist you in delivering your content  
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Appendix E: Audio Setup Wizard Quick Reference Guide 

 
 
 

Prior to participating in a session, you should ensure that your audio is configured correctly. 
Audio settings can be configured using the Audio Setup Wizard.  
 
Using the Audio Setup Wizard on a PC  
 
The Audio Setup Wizard is accessible from the Audio menu which is located in the Audio & 

Video panel. 

 

 
 Steps for Configuring Your Audio  
 

1. Open the Audio Setup Wizard by clicking the Audio & Video menu and clicking Audio 
Setup Wizard.  

2. From the Select Audio Output Device dialog, choose the device that will play the session 
audio.  

3. Click OK  
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4. Click the Play button and adjust the volume slider so that you can clearly hear the pre-

recorded message. Click Stop and then Yes to confirm you were able to hear the audio. 
If you were not able to hear the audio, click No and repeat the previous step.  
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5. Select the device you will use to send your audio during the session.  
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6. Click OK  

7. If you are using a headset or microphone just for you, select Single Talker. If you are 
using a single microphone to pick up multiple talkers in the same physical space, select 
Multiple Talkers.  

8. Click Record and speak into the microphone using your normal speaking voice. Adjust 
the microphone slide bar so that it displays green bars with an occasional yellow bar. 
Red indicates that your audio is too loud or you microphone is too close to your mouth.  

 

  
 

9. Click Play and confirm you can hear your recorded voice. You are now ready to 
participate in the audio portion of the session.  

 
Using the Audio Setup Wizard on a Mac  
 

The Audio Setup Wizard on a Mac computer is slightly different than that of a PC. Open the 
Audio Setup Wizard in the same manner by clicking the Audio & Video Options menu 
located in the Audio & Video panel. Proceed as described above if you wish to use the 
default microphone and speakers on your Mac. If you want to use a different device, click 
the to Open the Sound Preferences panel. 
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The Sound preferences panel has a screen for audio output or how you will hear the session 

audio and a screen for input or microphone for sending audio.
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Select the desired device for both Output and Input. Then close Sound preferences. 

 

 

 

 

 

 

 

 



31 
 

Appendix F: Getting Started for Participants Quick Reference Guide 
  

 
Blackboard Collaborate™ gives you the functionality you 
need to support a 21st century teaching and learning 
environment, such as two-way audio, multi-point video, 

interactive whiteboard, application and desktop sharing, rich media, breakout rooms, and 
session recording. Educators and students can engage as if they were in a traditional classroom, 
with as good as, or even better, outcomes.  
 

Tips on Participating in Session Preparation  
 

 Find a comfortable place with no distractions.  

 Before your first session visit the Blackboard Collaborate Support Center and click on 
“For First-Time Users: Getting Started.”  

 Use the Audio Setup Wizard to ensure that the audio is working correctly prior to 
your session.  

 Take the Online Orientation or refer to the Participant Guide for information on all 
the features prior to your first session. This information and more is available from 
the On Demand Center located on our web site: 
http://www.blackboard.com/Platforms/Collaborate/Services/On-Demand-Learning-
Center.aspx 

  

http://www.blackboard.com/Platforms/Collaborate/Services/On-Demand-Learning-Center.aspx
http://www.blackboard.com/Platforms/Collaborate/Services/On-Demand-Learning-Center.aspx
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Appendix G: Example Startup Presentation Slide 
 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Welcome to today’s Blackboard Learn Collaborate Session with 

Instructor’s name goes here 

The session will begin promptly at 00:00 am/pm CST. 

Please select the Tool icon in the Collaborate toolbar and run the Audio 

Setup Wizard before the session begins. 

Turn on your webcam once you have completed the Audio Setup Wizard. 

Please refrain from using any of the whiteboard tools until directed by the 

instructor. 

All communication in the course is monitored by the instructor. 
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Appendix H:  Course Nomination Form 
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Appendix I: Synchronous Beta Test  

 

 
MSU Online Course Beta Test Report V. 2013-1 

Synchronous Course 

Center for Extended Learning, Office of Instructional Technology 
This beta test report looks at course general information, best practices for electronically delivered 

courses and ADA Accessibility Compliance. If the Change Required column contains: 

 N/A: no changes are required 

 Required: changes must be made prior to the course being activated 

 Negotiation: changes are required prior to the course being activated but the method is 
negotiable 

 Recommendation: changes or modification are optional 

 Informational: the instructor needs to be aware of certain problems or issues with the course, 
but changes or modifications are not mandated 

 

Course Number and Name: 
 

 

Course shell used for beta test:  

Designer: 
 

 

Reason for Review: 
 

Synchronous 
 

Dates of Review: 
 

 

Reviewer: 
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Home Page  

Compliance Information Compliance Feedback Change 
Required 

Is the course home page header 
block reserved for basic course 
navigational information?  

 

  

Does the course home page include 
the MSU logo, course name, and 
course number? 

 

  

Is the course CLEARLY identified as 
a synchronous course? 
 

  

Are only approved MSU icons used? 
 

  

Is the approved MSU copyright 
statement included in footer block? 

 

  

 

Syllabus 

Compliance Information Compliance Feedback Change 
Required 

Does the course syllabus include 
the following information: 

1. Course name 
2. Course number 
3. Instructor name 
4. Instructor phone number 
5. Course description 
6. Textbook and 

supplemental information 
 

  

Does the course syllabus utilize 
terminology associated with the 
current LMS version? 

 

  

If sessions are archived, does the 
syllabus cover how they will be 
accessed?   
 

  

If sessions are archived, does the 
syllabus address how long the 
sessions will be available? 
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Has the instructor developed policy 
for attendance to live sessions (as 
opposed to archived session)? 
 

  

Are student performance 
expectations and academic honesty 
defined in the syllabus? 

 

  

Is appropriate netiquette defined in 
the syllabus for courses using 
Discussion and voice tools? 
 

  

Are standards established in the 
course syllabus with regard to 
appropriate response time for 
students and for the instructor? 
 

  

Are course learning objectives 
identified in the course syllabus? 
 

  

Does the syllabus contain 
necessary instructions on the 
format and software to be used in 
submitting assignments?  (MS 
Word, etc.) 
 

  

Does the syllabus advise students 
of their role in the synchronous 
environment? 
 

  

Are students provided information 
on how to use the Audio setup 
wizard to test their equipment 
before sessions begin? 
 

  

Does the syllabus technology 
section address the need for a 
headset and microphone?  
 

  

Are links and information on 
available technical (Help Desk) 
support provided? 
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Course Plan/Schedule 

Compliance Information Compliance Feedback Change 
Required 

Does the course plan outline the 
dates and times for synchronous 
meetings? 
 

  

Does the course plan outline all 
other instructional assignments 
and assessments? 
 

  

Is the course plan easy to 
understand and read? 
 

  

 

Assessment and Engagement 

Compliance Information Compliance Feedback Change 
Required 

Is the Assignment tool used for the 
submission of assignments?  If not, 
is an appropriate tool used? 

 

  

Is the grading policy clearly outlined 
so students understand how their 
final grade is earned? 

 

  

Are students informed of the areas 
of assessment via a list of activities, 
tests, quizzes, assignments, papers, 
etc.? 

 

  

Are instructions given as to how 
assessment will take place? (Timed, 
closed or open book testing, 
multiple choice, essay, true or false 
questions, case studies, etc.). 

 

  

Are proctors used?  Are the 
appropriate forms and information 
provided on procedures? 
 

  

Are students given access to the 
grade book?  Are all assessments, 
assignments, and graded 
discussions accounted for?   
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Are assignments, assessments, and 
discussions in a logical sequence? 
 
Are they in a logical sequence in 
Student Grades? 

 

  

Do the assessment and assignment 
due dates reflect the semester in 
which the course is offered? 

 

  

 

Course Tools 

Compliance Information Compliance Feedback Change 
Required 

Are the following course and 
student tools used? 
 

1. Collaborate 
2. Announcements 
3. Course (Messages) Mail 
4. Discussion 
5. Calendar 
6. Grade Book 

 

  

Are course tools effectively used? 
 

  

Are course tools NOT in use turned 
off or hidden in the Course menu? 
 

  

Has a Bb Collaborate session been 
created and is it centrally located on 
the course home page? 
 

  

Is the Bb Collaborate tool 
appropriately named for easy 
student identification? 
 

  

If Tegrity Lecture Capture is used, 
are instructions provided on how to 
find and access the tool and view 
archives? 
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Content 

Compliance Information Compliance Feedback Change 
Required 

Are instructional materials in 
HTML format or PDF and printable 
using the Bb print feature? 

 

  

Does course material meet 
copyright / fair use guidelines? 

 

  

Are PDF files accessible or in 
readable format? 
 

  

Is the current Last Page of Course 
included at the end of the Course 
Content path? 
  

  

If sessions are archived, are 
sessions going to remain named 
by date and time or is the 
instructor going to rename them 
using student friendly titles? 
 

  

 

Supplemental Technologies 

Compliance Information Compliance Feedback Change 
Required 

Are the technologies and software 
required to successfully complete 
the course outlined in the syllabus? 
 

  

Are students provided with 
instructions as to how to access 
plug-ins needed to view third-party 
course materials? 
 

  

Are external, third-party vendor 
systems used for assessment?  
 
Are operational links to the site 
provided? 
 
Are sufficient instructions provided 
for access and help options? 
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Is Tegrity Remote Proctoring used in 
the course?  Are students advised of 
the software and requirements for 
a web camera and identification 
procedures? 
 

  

Is Respondus Lockdown Browser 
used in the course and are students 
provided the appropriate use and 
download instructions? 

 

  

Is SafeAssign used in the course and 
are the students provided the 
appropriate use instructions? 

 

  

Is technology used within the 
course accessible to the target 
population? 

 

  

 

Course Links 

Compliance Information Compliance Feedback Change 
Required 

Are all course related links 
operational? 

 

  

Are the MSU web links listed in the 
Web links current and operational? 

 

  

Are all links labeled as the web site 
name and not by the URL? 

 

  

 

ADA / Accessibility Compliance 

Compliance Information Compliance Feedback Change 
Required 

Is the approved MSU or 
department level ADA 
Accommodation statement on the 
course syllabus? 
 

  

Are appropriate color and image 
backgrounds used? 
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Are appropriate fonts used (New 
Times Roman, Arial, and 
Verdana)? 
 

  

Are font styles and sizes consistent 
across the course? 
 

  

Are lists created as true lists, 
numbered or bulleted for screen 
readers? 
 

  

Are appropriate high contrast font 
colors used? 
 

  

Is color coding used to signify 
importance, order, or category? 
 

  

Is excessive bolding or italics used? 
 

  

Is underlining used for other than 
identifying hyperlinks? 
 

  

Are tables used appropriately?  
 
Are the tables read from left to 
right?   Does each column have a 
title? Is the table named? 
 

  

Are images and graphics 
meaningful and related to 
content? 
 

  

Do images have alt or null tags 
attached? 
 

  

Do video/audio components have 
text alternatives or closed 
captioning? 
 

  

Are PowerPoint presentations 
used in this course? Are they 
accessible? Are they supplemental 
material? 
 

  

Are there animated images? Do 
they meet the ADA flash rate? 
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Are PDF files accessible or in 
readable format? 
 

  

The course design facilitates 
readability and minimizes 
distraction? 
 

  

The course design accommodated 
the use of assistive technologies? 
 

  

Other Findings/Comments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



46 
 

Appendix J: Helpdesk 

 

Monday – Friday: 8am – 4:30pm CST contact the MSU, Office of Instructional Technology 

 Sherie: 701-858-3280 

 Tim: 701-858-3832 

Monday – Friday: 5pm – 8am CST contact the North Dakota University Help Desk 

 Phone: 1-866-457-6387 

 Chat Live: https://helpdesk.ndus.edu/ 

Friday 5pm – Monday 8am CST contact the North Dakota University Help Desk 

Phone: 1-866-457-6387 

 Chat Live: https://helpdesk.ndus.edu/ 

For guides and instructional videos go to: http://www.minotstateu.edu/oit/tutorials_06.shtml 

 

 

 

 

 

 

 

 

https://helpdesk.ndus.edu/
https://helpdesk.ndus.edu/
http://www.minotstateu.edu/oit/tutorials_06.shtml
http://sits.ndus.edu/
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Appendix K: Basic Troubleshooting Hints 
 

Audio is not working: 

1. Did you run the audio setup wizard? 
2. Confirm the microphone is plugged into the computer  
3. Confirm the on/off switch on the microphone is on (if equipped) 
4. Make sure the volume is on for the computer 
5. Make sure you select the right device when running the setup wizard 
6. Make sure the settings allow participants to talk 

Video is not working: 

1. Make sure the web camera is plugged into the computer 
2. Try a different USB port 
3. Make sure the settings allow participants to use their webcams 
4. Make sure the right device is being recognized by the video wizard in the Tools area of 

the Collaborate toolbar 

Participant cannot login to Collaborate 

1. Make sure student is loaded into collaborate as a participant or has been emailed a 
visitor access URL 

2. Make sure Java and Adobe Flash Player are the most current versions 
3. Make sure the participants selects RUN or YES when the Run Java window appears 

during the load process 
4. Make sure the student is not using Windows 10; it is not compatible 

Can’t find Archived Session 

1. Make sure you are looking in the Recordings  
2. Make sure you have adjusted the date and time in the search tool to find the needed 

archive 
3. Make sure Java and Adobe Flash Player are the most current versions 
4. Validate that you ended the recording at the end of the session 
5. Contact OIT to check the server for a saved session 

 

 
 

 

 



48 
 

 

NOTES 


