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Uploading TABS to Your Blackboard Site

1. Right-click TABS.zip. Note: You should not open this file. You will only need
to save it on your computer and then upload it to your Blackboard site. Here’s how.
2. When the menu box displays on the page, select Save Target As (or Save Link As).
a. Inthe Save As box that displays, the Zip folder may automatically appear in the Save in

field, or you may browse to find the folder you want to save the TABS.zip file in.
b. When you've determined where the file should be, click save.

3. When the Download is complete, click close.
4. Log into Blackboard, then

a. Go to the Control Panel of your course

b. Click Pool Manager (not Survey Manager

5. On the Pool Manager page, click Import.

6. On the Pool Import page, select Browse and locate the TABS.zip file that you saved to your
computer in steps 1 and 2.

SeleCt Browse and COURSES > TEACHING TO LEARN 04 > CONTROL PANEL > POOL MANAGER > IMPORT POOL
locate TABS.zip Pool Import

T

@ Import Question Pool

Click Browse to locate a file to import.

Pool to import l ‘ Browse..
@ Submit
Click Submit to finish. Click Cancel to quit.

7. Select the TABS file and click Open.
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8. The selected TABS file should now appear in the Pool to Import field. Click Submit.

The TABS file should

appear here. COURSES > TEACHING TO LEARN 04 > CONTROL PANEL > POOL MANAGER > IMPORT POOL

"

Pool Import

estion Pool

© mpo

Click Bro to locate a file to import.
Pool to import [747in\TABS zip
@ Submit

Click Submit to finish. Click Cancel to quit.

R—

Cancel ) Submit )

__———

Click Submit.

9. The Pool Import Complete page will display, confirming that your TABS file has been
imported. Click OK.

COURSES » TEACHING TO LEARN 04 > CONTROL PANEL > POOL MANAGER

[Click OK. | ¥ Pool import Complete

S~

orted. The log file is below.

2005-02Z-03 10:33:19 - Status: The ion impor

oK )

10. The Pool Manager page will display. Return to Control Panel.

oo 1O LEARN 09 > CONTROL PANEL > POOL MANAGER

[i‘] Pool Manager

— |
I

=

Click Control Pane
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11. At Control Panel, click Survey Manager.

User Management
Click Survey List / Modify Users Remove Users from Course
Manaaer. Enroll User Manage Groups
Test Manager Gradebook
N Survey Manager Gradebook Views
Pool Manager Course Statistics

12. On the Survey Manager page, click Add Survey.

Click Add Survey.

COURSES > TEACHING TO LEARN 04 > CONTROL PANEL > SURVEY MANAGER

Survey Manager

dd and modify Surveys. After creation, add the Survey to a content area and n

“» Add Survey

13. On the Survey Info page
a. Inthe name field, enter “Teaching Assessment by Students.”
b. Add text in description and instruction fields. (Enter the same text in both fields)
Recommended text:

Students:
Your responses to the Teaching Assessment by Students Survey (TABS)
will let me know how we are progressing toward the course objectives and
your opinions about how the course is designed. Blackboard will only put a
check next to your name in the Gradebook, telling me that you took the
survey; it absolutely will not assign your name to your responses. It should
take no more than 10 minutes. Be sure and choose Submit when you are
done. The survey will be available until ***. Thanks!

c. Click Submit.

Page 3 of 10



14. On the Survey Canvas page
a. Expand the drop down menu by clicking the arrow.
b. Select From a Question Pool or Assessment.
c. Click Go.

A_ EXpand the COURSES > TEACHING TO LEARN 04 > CONTROL PANEL > SURVEY MANAGER > SURVEY CANVAS

drop-down menu. | @ Survey Canvas
S~

such as feedback and im

\

B. Select From a O

. ultiple Choice
Question Pool or Trug/False
Assessment. Multiple Answer

AN

From a Question Pool or Assessment

Add | From a Question Pool or Assessment ¥ | GO

Selec{Upload Questions pp-down list and click Go.

uestions. Select a question type from the Add Question
e available for question creation.

Creation Settings

15. On the Search Pools and Assessments page

a. Under Pools, select Teaching Assessment by Students

b. Under Question types, check All.
c. Click Search.

1. Select Teaching
Assessment By
Students.

SEARCH ADVANCED

Search the Pools and assessments below:

—Tests—
—Surveys—

—Pools—

2. Check All.

3. Click Search.

Question types
MaAl [(True/False
oice []Matching

[ Multiple Answ
CIFill in the Blank [JEssay

Teaching Assessment By Students

Searcl
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16. On the next Search pools and Assessments page that displays check boxes next to the
questions you want to include in the survey. Then click Submit.

COURSES > TEACHING TO LEARN 04 > CONTROL PANEL > TEST MANAGER

Search Pools and Assessments

Check the boxes for
the questions you

want to include.

Multiple Choice The course objectives are clear.

Multiple Choice The course procedures and schedule are clearly presented in the syllabus.

Multiple Choice The instructor makes the purpose {ohjectives) of each class session, course assignment, and learning
Multiple Choice Course requirements and grading procedures are clearly communicated.

Multiple Choice Class sessions are well organized.

Multiple Choice The readings, homework, labs or other out-of-class activities are useful.

Multiple Choice The instructor effectively uses a variety ofteaching methods.

Multiple Choice Class presentations include useful visuals.

Multiple Choice The instructor provides useful instructional materials (handouts, study guides, weh links, etc.).

Multiple Choice Course assighments andfor exams are directly related to the course objectives.

Multiple Choice Assignments andior exams are appropriate measurements of student learning.

Multiple Choice The instructor inspires interest in the content of the course.

Multiple Choice The instructor uses a variety of communication methods such as Blackhoard, email, office hours, appoi
Multiple Choice Students are encouraged to question points raised in class.

Multiple Choice The instructor asks thought-provoking questions.

Multiple Choice The instructor encourages student participation in class discussions.

Multiple Choice The instructor helps me distinguish between the more important and less important topics.

Multiple Choice The instructor clarifies material that needs explanation.

Multiple Choice The instructor summarizes one topic before introducing another topic.

Multiple Choice The instructor is competent in the subject matter.

11 Ouacti

17. Repeat step 14.

Click here for the by Students Survey (_Preview )
gﬁ’éggg‘;;p of by Students  Survey
T dents  Survey

1-20 21-40 41-41 Next
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18. Check the questions 21-40 that you want to include in the survey, then repeat step 14. Check

questions 41-41, then repeat step 14.

Check questions to
be included.

Click to display
question 41.

T

[:ck Submit, 1
/__

COURSES > TEACHING TO LEARN 04 > CONTROL PANEL > TEST MANAGER

@ Search Pools and Assessments

Typ |Question Text

Multiple Choice The instructor is enthusiastic about the subject matter.

Multiple Choice The instructor adjusts class presentations or activities when students are confused or hored.

Multiple Choice The effort required for readings, homework, labs, or other out-of-class activiies is reasonable.

Multiple Choice The instructor provides me with prompt feedback on homewaork, assignments andior examns.

Multiple Choice The instructor is concerned with whether students are leaming the material.

Multiple Choice The instructor relates to students in ways that promote mutual respect

Multiple Choice The instructor is available outside of class time to answer questions or provide guidance.

Multiple Choice The instructor is approachahle and easy to talk with.

Multiple Choice | am leaming a great deal in this class so far.

Multiple Answer Select any iters below that describe what your instructor does BEST in this course re: Instructor Characteristics
nswer Select any itemns below that describe what your instructor does BEST in this course re: Interaction With Students
iterns below that describe what your instructor does BEST in this course re: Course Organization

Multiple AnsweT escribe what your instructor does BEST in this course re: Actities and

|Name |Type | |
Teaching Assessrment by Students Sunvey
Teaching Assessment by Students Sunvey
Teaching Assessment by Students Survey
Teaching Assessrment by tudents Sunvey
Teaching Assessrment by Students Sunvey
Teaching Assessment by Students Survey
Teaching Assessment by Students Sunvey
Teaching Assessment by Students Survey
Teaching Assessment by Students Sunvey
Teaching Assessrment by Students Sunvey
Teaching Assessment by Students Survey
Teaching Assessment by tudents Sunvey

Multiple Answer Select any items B2l instructor does BEST i this course re: Use of Instructional Technology

Multiple Answer Select any items below that describe W ROVED in this course re: Instructor C

Teaching by Students Sunvey
Teaching Assessment by Students Survey
Teaching by Students Sunvey

Muttiple Answer Select any items below that describe what you think could B urse re: Interaction With Students
Multiple Answer Select any items helow that describe what you think could be IMPROVED in this T
Multiple Answer Select any items below that describe what you think could be IMPROVED in this course re: Activities

Multiple Answer Select any items below that describe what you think could be IMPROVED in this course re: Assessments

TSPy st
Select the questions to add to the assessment. Click Submit to finish. Click Cancel to refum 1 The previous page

er Select any items below that describe what you think could be IMPROVED in this course re: Use of Instructional Technology Teaching Assess

Teaching Assessment by Students Survey
Teaching Assessrment by Students Survey
Teaching Assessrment by Students Survey
g Assessment by Students Survey
dents Sunvey

Previous 1-2021-40 41-41 Next|

Cancel ) | Submit )

19. If desired, make changes in the ordering of the questions you selected: Use the drop-down
menu next to the question to be reordered, and select the new number. The question will
automatically be inserted at that number in the sequence.

On the new screen that displays, click OK (at bottom of page).

Question #3 will
become question #5.

MOT appICanTe

Question3 v | Multiple Choice

Question 10
Question 11
Question 12
Question 13
Question 14
Question 15

Multiple Choice

Answer strangly agree

Quest!on ! Question The instructor makes the purpose (objectives) of each clag
Question 2
Question 3 Answer strongly agree
Question 4 agree
N }
Question 6 disagree _
Question 7 strongly disagree
Question 8 not applicable
Question 9

Question Course requirements and grading procedures are clearly c|
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20. On Survey Manager page, click OK.

C“Ck OK COURSES > TEACHING TO LEARN 04 > CONTROL PANEL > SURVEY MANAGER
Survey Manager

Ad ify Surveys. After creation, add the Survey to a conte
s Add Suw

~ Teaching Assessment by Students

oK )

21. Go to Control Panel and choose the Content Area you want to deploy the survey in.

Choose a Content Content Areas
Area from which Syllabus
students will access Assignments

Course Library

22. In the Select drop-down menu, select Survey (the default is Learning Unit), and click Go.

[Select Survey.

(1]_Course Library

Add (3 ltem CB3 Folder @ @ select: \"‘ GOI

E)Iick Go.
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23. On Add Survey page, select Teaching Assessment by Students, and click Submit.

COURSES » TEACHING TO LEARN 04 > CONTROL PANEL > COURSE LIBRARY > ADD SURVEY

Select TABS.

@ Add Survey

Teaching Assessment by Students

24. The Survey Added page will confirm that the survey has been successfully added to your
site. Click OK.

Success! COURSES > TEACHING TO LEARN 04 > CON

[ Survey Added

\Suwey added successfully.

Click OK.

OK )

25. On the Modify Survey page that displays, click Modify the Survey options.

Click Modify the (4 Modify Survey
Survey options.

P Modify the Survey
Modify the Survey in the Survey Canvas.

P~ Modify the Survey options
Moadify the Survey options, such as availability and feedback
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26. On the Survey Options page, select when you want the survey to display, add
announcements, etc., and click Submit.

@ Survey Options

@ Survey Information

Name ITeaching Assessmentk

Choose Color of Name -

Description Students: Your resj
by Students Survey
Progressing toward
opinions s@Sbout how
will only put =@ che
Gradebook, telling
absolutely will not
responses. It shoul
sSure and choose Suj
will be available

@& Smart Text O Plain T]|

Open Survey in new window O ¥es & No

Select When the e Survey Availability

Survey W||| be Make the link available & ves & Ro

Create an announcement for this Survey & yves & N
[] Allow multiple attempts. Permit users to take this Su
[] Force Completion. Survey must be completed the first

[] Settimer. Set expected completion time. Selecting thig
\ Hours |1 %~ | Minutes | 00 ~

Display After

Feb ~ || 03 ~ || 2005 ~
03 ~ || 05 ~ || Pk ~

[] Dispay Until

b ~ || 03 ~ 2005 ~
PhAd ~

Click Submit

[] Password. a password to access this Survey.

Password.

€® Survey Feedback Submit

27. The Survey Options Modified page will confirm that the survey options have been
successfully added to your survey. Click OK.

Success!

[EJ Survey Options Modified

LC“CK OK. 1 Survey options modified successfully.

T
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28. On or after the date you set for TABS to display to students, visit the Content Area through
which students will access the survey and check availability.

COURSES > TEACHING TO LEARN 04 > COURSE LIBRARY

On or after date

Announcements

. Teaching Assessment by Students
sur\(ey will be [E; Students: Your responses to the Teaching Assessment b
available, check =l about how the course is designed. Blackboard will only pu
Content Area you name to your responses. It should take no more than 10
selected.

Communication
Student Tools

@ Course Map
@ Control Panel
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