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=N> =:M>L ?HK LLB@GF>GML HK LI><B:E E><MNK>L !HNKL> BM>FL PBMA =N> =
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=BLMBG<M <HEHK ?HK >:<A <:E>G=:K =BLIE:RL :M : @E:G<> PAB<A <:E>G=:K
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%>M :G B!:E 30* ?HK BFIHKMBG®@ RHNK E:<D;H:K= *>:KG <:E>G=:K BGMH :G
-G<> MA> *>:KG B!:E 30* BL L>M NI BG :G >QM>KG:E <:E>G=:K BM BL NI=:M>
<:E>G=:K >0>GML $HK >Q:FIE> EH@ BG MH %HH @ Bthet Caler@lar: K = &KHIi<<>LL M
=HPG EBLM Atl¢liyxJRM :G= I:LM> MA> B!:E 30* @>G>K:M>= ;R E:<D;H:K= *>:K(

7HN <:GGHM BFIHKM >QM>KG:E <:E>G=:KL BGMH MABL <:E>G=:K

How to Access the Calendar
-G MA> <HNKL> F>3dls<EB<D
-G MA®pBols |:@> L>Kaknar
-0
-G M AWy Institution M:; L>ECatleNdar BG MAck |1:G>E
-0

$KHF +R E:<D;H:K=_CdlenBar <M

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1IMN=>GM
3I=:M>= 2AN (:G % + 2
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How to Create an Event

-G MA> <:E>G=:K <EB<D MA> |IENL MH <K>:M> : G>P >0>GM 7HN <:G :ELF
:G >0>GM

2R 1> MMew Event Name

1>E><M : <:EMB=IKLH<B:M> MA> >0>GM MH LN<A :L RHNK I>KLHG:E <:E>G=:}
-GER BGLMKN<MHKL :G= :=FBGBLMK:MHKL <:G :== >0>GML MH MA> <HN¥

1>E><MSMA>:G=End MBF>L

2R 1> MBvent Description 2A>K> BL : <A:K:<M>K EBFBM ?HK >0>GM =>L<KBI
IE B Séve

Recurring Events

-IMBHG:EER RHN <:G F:D> >0>GML K>I>RbpeaR [<ABXIMBIE@ MABMBHG:E HIMBHGL
MA:M :EEHP RHN MH <K>:M> FNEMBIE> >0>GML ;:L>= HG : K>I>:MBG@ |I:MM>KG

Specifics on Repeating Events and Limitations

Repeat Options Daily, Weekly and Monthly Supported

":BER #G= :?M>K 6 GNF;>K H? MBF>L HK HG : |:K
=:M>

5>>DER 0>1>:M ":R H? MA> P>>D LNIIHKM>= #G= :?M>K 6
H? MBF>L HK HG : I:KMB<NE:K =:M>

+HGMAER 0>I1>:M ":R H? MA> FHGMA HK =:R H? P>>D 7
ING=:R L><HG= +HG=:R :G= LH HG LNIIF
#G= :?M>K 6 GNF;>K H? MBF>L HK HG : |:K
=:M>

NED == 1>KB>L 7HN <:G <K>:M> : L>KB>L PBMA MA> K>I|>:

NED ">E>M> 1>KB>L 7HN <:G =>E>M> MA> >GMBK> L>KB>L <K>
K>1>:M HIMBHGL

#=BM :G 'GLM:G<> 7HN <:G >=BM :G BGLM:G<> H? MA> L>KB>

<A:G@> MA> =:M> MBF> H? MA> BGLM:G<>
I:KMB<NE:K BGLM:G<> A:L : Z;KHD>GJ[ B<H
MA:M BM GH EHG@>K <HG?HKFL PBMA MA
KNE>L

IA:G@BG@ MA> G:F> HK =>L<KBIMBHG
BGLM:thesnot ;K>:D MA> BGLM:G<> ?K
MA> L>KB>L

#=BM 1>KB>L )GHPG *BFBM:MBHG M MABL MBEannd®RHXN=BM MA> L>KB>L -G<>
MA> L>KB>L A:L ;>>G <K>:M>= RHN <:G ;N
HK F:D> <A:G@>L MH BG=BOB=N:E BGLM:C

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1IMN=>GM
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Edit or Delete an Event
-G MA> <:E>G=0B@:M> MH MA> =:M> H? MA> >0>GM BG MA> F:BG OB>P $KHF MA

TI'EB<D MA> >0>GM MH >=BM HK =>E>M> BM

T"Ki@ MA> >0>GM MH :GHMA>K =:M> BG MA> F:BG OB>P MH <A:G@> MA> =:M> }
>0>GM :G= <:E>G=:K BM BL :LLH<B:M>= PBMA K>F:BG MA> L:F>

T"K:@ MA> >0>GM ?KHF MA> F:BG OB>P MH :GHMA>K =:M> HG MA> LF:EE>K FHC

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM C
3I=:M>= 2AN (:G % + 2
.HP>K>= ;R
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Collaboration Tools

7THNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE PAB<A MHHEL :K> :0O:BE:;E
BGLMKN<MHK HK BGLMBMNMBHG F:R A:O0> =BL:;E>= BM

2A> <HEE:;HK:MBHG MHHEL :EEHP RHN MH I:KMB<BI:M> BG K>:E MBF> E>LLHGL
L>LLBHGL BG<EN=> HGEBG> =BL<NLLBHGL M>LM K>OB>P L>LLBHGL K>:E MBF>
:GLP>K ?HKNFL 7HN F:R :ELH ;> :;E> MH K>0OB>P K><HK=BG@L H? IK>OBHNL L>L

IHNKL> @KHNIL <:G :ELH NL> MA> <HEE:;HK:MBHG MHHEL ?HK IKBO:M> L>LLBHG
F>F:>KL HGER

2PH <HEE:;HK:MBHG MHHEL :K> :0O:BE:;E>

T 4BKMN:E <E:LLKHHF BG<EN=>L : PABM>;H:K= <A:M |I:G>E P>; ;KHPL>K <HNKL
GLP>K K>:

T!A:M BL :G >Q<A:G@> H? M>QM F>LL:@>L HGEBG> 7HN <:G :<<>LL <A:M L>I:K:
<E:LLKHHF

G :<<>LLB;E> O>KLBHG H? MA> OBKMN:E <E:LLKHHF MHHE BL :0O:BE:;E> E
RHN CHBG : L>L L BCoblabbr&iomM2essions @ >

Before You Begin

T 7HN G>>= MA> (:0: ONG2BF> #GOBKHGF>GM MH NL> MA> <HEE:;HK:MBHG MH|
BG ?KHF MA> |:@> MA:M :1l>:KL PA>G RHN CHBG : <HEE:;HK:MBHG L>LLBHG 7
LN<<>LL?NEER KNG : <HEE::HK:MBHG MHHE

T 2H NL> 1:?RKIBN FNLM =BL:;E> IHI NI PBG=HP ;EH<DBG@

In this section...

T ;HNM MA> IHEE:;HK:MBHG 2HHEL
T 3LBG@ MA> 4BKMN:E !E:LLKHHF

T 4BKMN:E !E:LLKHHF 2HHEL

TI!A:M

T 3LBG@ 0><HK=>= IHEE:;HK:MBHG 1>LLBHGL

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM 92HHEL
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About the Collaboration Tools
7HN :<<>LL <A:M :G= MA> OBKMN : E Collabbratiohi 5£Esieh6€ M A *: @ >

-G MA> <HNKL> F>3@dIs<EB<D
-G MADBols |:@> L >EeHkakbration

-G M AC»llaboration Sessions l:@> RHN <:G OB>P PAB<A MHHE L>LLBHGL RHNK BC
M APools <HENFG

The Collaboration Sessions Page

Filter 7THN <:G ?BEM>K MA> L>LLBHGL EBLM>= HG MA> |I:@> 'G MA> =KHI =HF
L>LLBHG MH =BLIE:R0o:G= <EB<D

~ Show All "BLIE:RL :EE H? MA> <HEE:;HK:MBHG L>LLBHGL

~ Available Sessions "BLIE:RL :EE H? MA> L>LLBHGL MA:M RHN <:G :<<>LL

" Session with Recordings "BLIE:RL <HFIE>M>= L>LLBHGL MA:M A:0> :G :K<ABO:*
~ Future Sessions "BLIE:RL L>LLBHGL MA:M :K> L<A>=NE>= MH M:D> IE:<> BG |

Search by 7HN <:G L>:K<A ?HK : LI><B?B< L>LLBHG 'G MMSessiiNanmeHPG EBLM
Start Date HEndDate :G= MRI> : D>RPHK= BG MA> MNeatM ;HQ 'EB<D

'G M Aession Name <HENFG <EB<D : MBEM> MH CHBG MA> L>LLBHG

7HN <:G OB>P MA> K><HK=BG@ ?HK : L>LLBHG <<>LL : L>LLBHG L <HGM>Q|
Recordings

User Roles

R =>?:NEM [:KMB<BI:GML :K> :<MBO> NL>KL PA>G MA>R >GM>K : <HEE:;HK:MBH
BGLMKN<MHK <:G <A:G@> RHNK KHE> MH [:LLBO> .:LLBO> NL>KL <:G OB>P MA>
B? MA>R K:BL> MA>BK A:G=L :G= :K> @K:GM>= |>KFBLLBHG ;R MA> FH=>K:MHK

7THNK BGLMKN<MHK FB@AM <A:G@> RHNK KHE> MH I:LLBO> B? RHN :K> =HFBG:M
BG:IIKHIKB:M>ER

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM 92HHEL
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2AK>> KHE>L :K> :0O:BE:;E> BG : <HEE:;HK:MBHG L>LLBHG

T Moderator 2A> FH=>K:MHK BL MRIB<:EER :G BGLMKN<MHK :G= K>IK>L>GM>= ;R
<:G FH=B?R |I:KMB<BI:GM KHE>L @K:GM |:LLBO> NL>KL I>KFBLLBHG MH I:KMB
:G= >G= MA> L>LLBHG

T Active user R =>?:NEM :<MBO> NL>KL <:G L>G= F>LL:@>L :L H?M>G :L MA>R P:
L>LLBHG G :<MBO> NL>K BL K>IK>L>GM>= ;R : 2?NEE <HEHK B<HG

T Passive user .:LLBO> NL>KL <:G H;L>KO> MA> <A:M >Q<A:G@> ;NM FNLM K:BL>
I>KFBLLBHG MH L>G= F>LL:@>L '? FHK> MA:G HG> LMN=>GM K:BL>L MA>BK A:
MA> B<HGL BG MA> HK=>K MA>R K:BL>= MA>BK A:G=L I:LLBO> NL>K BL K>IK

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
9 ;HNMO9MA>9!HEE:;HK:MBHG¢
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Using the Virtual Classroom
7HNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE PAB<A MHHEL :K> :0:BE:;E
BGLMKN<MHK HK BGLMBMNMBHG F:R A:O0> =BL:;E>= BM
3LBG@ MA> OBKMN:E <E:LLKHHF RHN <:G :LD JN>LMBHGL =K:P HG MA> PABM>;
:K>:DHNM L>LLBHGL
>?HK> CHBGBG@ : OBKMN:E <E:LLKHHF L>LLBHG NL> MA> ?HEEHPBG@ <A><DE
L>M NI IKHI>KER

T 2NKG H?? :GR IHI NI ;EH<D>KL MA:M F:R ;> >G:;E>= HG RHNK BGM>KG>M ;KHP
:==BMBHG:E IHI NI ;EH<D>KL MA:M F:R ;> >G:;E>= BG RHNK ;KHPL>K MHHE;:K

MHHE;:KL
T +:D> LNK> MA:M RHN A:0> MA> K>JNBK>= 1NG (:O0: IEN@ BG

T 2KR CHBGBG@ MA> OBKMN:E <E:LLKHHF L>LLBHG P>EE BG :=0:G<> H? MA> L<
MHHE EH:=L IKHI>KER

How to Access the Virtual Classroom
-G MA> <HNKL> F>GdIs<EB<D
-G MADols |:@> L >E»skabbration

-G M A»llaboration Sessions l:@> <EB<D : OBKMN:E <E:LLKHHF L>LLBHG L MBME:

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
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Virtual Classroom Areas

5A>G RHN E:NG<A MA> OBKMN:E <E:LLKHHF BM :II>:KL BG : G>P PBG=HP

Menu Bar EEHPL RHNK BGLMKN<MHK MH <HGMKHE MA> OBKMN:E <E:LLKHHF
[:KMB<BI:MBHG L>E><MBG@ NL>K :<<>LL KB@AML >G=BG@ MA> L>LLBHGL
Recording Tool EEHPL RHN MH K><HK= OBKMN:E <E:LLKHHF L>LLBHGL

Tools '"G<KEN=>L :EE MA> MHHEL RHN <:G NL> =NKBG@ : OBKMN:E <E:LLKHHF

<<>LLBG@ MA> <HNKL> F:l NMBEBSBG@ MA> PABM>;H:K= L>:K<ABG@ ?HK
GLP>K K>:

Chat EEHPL RHN MH <HFIHL> F>LL:@>L K:BL> A:G= MH :LD JN>LMBHGL :G=
F>LL:@>L

Using the Virtual Classroom Tool With a Group

%KHNI <HEE:;HK:MBHG L>LLBHGL A:O0> :==BMBHG:E L>LLBHG F:G:@>K ?>:MNK>L
K><HK= F>GN

Menu Bar

-GER NL>KL PBMA :<MBO> IKBOBE>@>L <:G :<<>LL MA> HIMBHGL HG MA> F>GN

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
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T View IAHHL> :G HIMBHG ?HK OB>PBG@ I>KLHG:E F>LL:@>L BG StiohinihBKMN: E <
MH OB>P IKBO:M> F>LL:@>L PBMABG MAow inAeprat&framel >E>&NM OB>P IKBO:M>
F>LL:@>L BG : L>1:K:M> PBG=HP

T Controls EEHPL MA> L>LLBHG FH=>K:MHK MH L>E><M MA> ?>:MNK>L >:<A NL>K
T Clear #K:L> MA> NL>K L <A:M =BLIE:R

TEnd #G=L MA> L>LLBHG

T Breakouts IK>:M> : ;K>:DHNM KHHF ?HK : @KHNI H? NL>KL

N1>E><M MA> <A><D ;HQ>L ?HK MA> NL>KL PAH PBEE I:KMB<BI:M> BG MA> ;K
CHBG : ;K>:DHNM L>LLBHG B? RHN :K> L>E><M>= ;R MA> L>LLBHG L <K>:MH

AN 3L>KL PAH >GM>K : ;K>:DHNM L>LLBHG :K> LMBEE :<MBO> BG MA> F:BG OB
;K>:DHNM L>LLBHG BL <EHL>= NL>KL :K> LMBEE :<MBO> BG MA> F:BG L>LL
MA> L:F> L>MMBG@L :L MA> F:BG L>LLBHG

Record Menu

7HN <:G K><HK= :G= L:0> MA> L>LLBHGL <K>:M>= BG @KHNIL "NKBG@ MA> L>LL
LMHI MA> K><HK=BG@ 7HN <:G <K>:M> FHK> MA:G HG> K><HK=BG@ I>K L>LLBH:

2A> ?HEEHPBG@ M:;E> =>M:BEL MA> ?NG<MBHGL :0:BE:;E> BG MA> K><HK= F>G!

Function  Action

! E B 8&yins recording MH <K>:M> MA> MK:GL<KBIM 'G?HKF:MBHG BL K><HK=
>Q<A:G@> F>LL:@>L 7HN <:G <K>:M> FHK> MA:G HG> K><HK=BG@ I>K L

5A>G : K><HK=BG@ BL :EK>:=R BG |K WB@iKsredordindg B < [? BIG @MNB A%
"@:BIGMHIL MA> K><HK=BG @

| E B Pauses Recording MH M>FIHK:KBER LMHI : K><HK=BG@ 2A> <A:M =BLIE
MK:GL<BEBHB<:M>L MA> K><HK=BG@ A:L ;>>G I:NL>= !EB<D BM :@:BG M

| E B $Dps Recording MH >GK><HK=BG @ ?M>K RHN LMHI : <A:M L>LLBHG R
MH MA> K><HK=BG @

'? RHN >G=: K><HK=BG@ BG >KKHBKgink REdréiiy <E BPNIE ¥MBHG MH LM:KNMN
:GHMA>K MK:GL<KBIM 2BME> MA> G>QM K><HK=BG@ .:KM 2PH HK

| E B 8@okmark MH :== <HFF>GML MH : K><HK=BG@ $HK >Q:FIE> F:D> : GF
'3 HNM MH BGMKH=N<> : G>P MHIB< 5A>G :==BG@ ;HHDF:KD <HFF>GML
OB>P K><HK=BG@L HHDF:KDL :l1I>:K BG : =B??>K>GM <HEHK MA:G MA>

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1IMN=>GM 92HHEL !
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Virtual Classroom Tools

'? @K:GM>= :<<>LL MH MA>L> MHHEL ;R RHNK BGLMKN<MHK RHN <:G OB>P MA>
:<<>LL P>;LBM>L <A:M :G= :LD JN>LMBHGL

'E:LLKHHF MHHEL :lII>:K HG MA> E>?M LB=> H? MA> OBKMN::E <E:LToKI$ HK>-BG=HF
<EB<D MA> G:F> H? MA> MHHE

About the Virtual Classroom Course Map

'G MA> OBKMN:E <E:LLKHHF NL> MA> <HNKL> F:l MH ;KHPL> MA> <HNKL> 7HN F

2A> ?HEEHPBG@ M:;E> =>M:BEL MA> :0:BE:;E> ? NG<MBHGL BG MA> <HNKL> F:I

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM 92HHEL !

93LBG@IMA>94BKMN:E9Q!E:L
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Function Action

"BLIE:R : F:l >E>F>GM MH EE IEB<KOL: <HGM>GM :K>: BG MA>DBphyt6= L>E><M
Users BG MA> =KHI| =HPG GBLM !EB<D

"BLIE:R : F:1 >E>F>GM BG : L>I1BB#¥MD : <HGM>GM :K>: BG MA>Pieview ®New>E><M
PBG=HP Window BG MA> =KH| =HPG GBLMASEB<MDPBG=HP
I1>:KL HGER MH MA> NL>K PAH HI>GL BM

0>?K>LA MA> F:l =NKBG@ : <HEXE »RéesShBH& BG MA> =KHI =HPG GBLMASIEB<D
L>LLBHG F:l NI=:M>L MH F:M<A MA> <HNKL> F>GN

About the Virtual Classroom Whiteboard

3L> MA> MHHEL I:1E>MM> MH IK>L>GM =B??>K>GM MRI>L H? BG?HKF:MBHG 7HN -
IK>L>GM >IN:MBHGL 7HNK BGLMKN<MHK =>M>KFBG>L PA>MA>K MA>L> ?NG<MBF}

2A> ?HEEHPBG@ M:;E> =>M:BEL MA> MHHEL :O0:BE:;E> ?HK NL> HG MA> PABM>;H

Function = Description Action

1>E><M :G BM>F IEB<D Mdw MHHE :G= <EB<D :G BM>F ?HK L>E><N\
<:G I>K?HKF MA> ?HEEHPBG@ HIMBHGL HG L>E>«<

T #GE:K@> !'EB<D HG> H? MA> LF:EE ;E:<D ;HQ>I
LNKKHNG=L :G BM>F :G= =K:@ BM MH MA> :IIKFE

T +HO> I|EB<D :G BM>F :G= FHO> BM MH MA> :1IK
EH<:MBHG

TINM 'EB<D MA> PABM>;H:K= BMGUW BGHGEB<D M
T I!HIR 'EB<D MA> PABM>;H:K= BME&py GB<€HEB<D |

T .:LM> 'EB<D MA> PABM>;H:K= BMafite:G= <EB<D
B<HG

T ">E>M> !'EB<D MA> PABM>;H:K= BM>F <EB<D M
H;C><M :G= <DBlet® MBAHG

T %KHNI BM>FL !EB<D MA> PABM>;H:K= BM>FL :(
Group B<HG

T 3G@KHNI !'EB<D : PABM>;H:K= BM>F BG : @KH!
M AUngroup B<HG

T KBG@ ?KHGM !EB<D MA> PABM>;H:K= BM>F <
H;C><M :G= <BBnglo MbAt> B<HG

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
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Function = Description Action

T KBG@ ;:<D 'EB<D MA> PABM>;H:K= BM>F <EB
H;C><M :G= <EBrdio baek> B<HG

T 1>E><M :EE ?B@NK>L HG MA> PABM>;H:K= :G=
Selects all Figures B<HG

"K:P ?K>> A:G= 'lEB<D PM¢A>MHHE 'GilMdlor =KHI =HPG EBLM <AHH
MA> <HEHK H? MA> I>G

2RI> M>QM NLBG@ MAZEB<D MA> MSIQMG#H+EB <D MA> PABM>;H:K= :K>:

D>R;H:K= Whiteboard Text Input ;HQ :II>:KL 2RI> M>QM BG MA>
:G = <ElRse 3L> MA> HIMBHGL BG MA> MHHEL I:E
L>E><M <HEHK ?HGM :G= LBS>

"K:P : LMK:B@AM EBG>EB<D IMA>MHHE

"K:P : LIN:K> IEB<D St4dare MHHE 'GillMdler =KHI =HPG EBLM
<AHHL> MA> <HEHK H? MA> LJN:K>

"K:P : <BK<E> 'EB<D ®VA>MHHE 'GilNCgler =KHI =HPG EBLM <AHH
MA> <HEHK H? MA> <BK<E>

'"GINM :G >IN:MBHG 'EB<D MA> >JN:MBHG B<HG 2A> >JN:MBHG >=BMHI

MA> >JN:MBHG :lGsertE§BEOD

About the Virtual Classroom Group Browser

3L> MA> @KHNI ;KHPL>K MH <HEE:;HK:MBO>ER ;KHPL> MA> P>; 2ABL MHHE HI>C
30*L NL>= BG MA> L>LLBHG :K> =H<NF>GM>= BG MA> K><HK=BG@ B? HG> BL <K=
PA>MA>K MABL ?NG<MBHG BL F:=> :0:BE:;E> MH NL>KL

How to Display a Website
2RI> MA> 30* HGteivAdress ;HQ 'EBe&D

| E B BBplay to Users MH =BLIE:R : P>;LBM> BG MA> PABM>;H:KPRrevi@Nh>KG:MBO>E
New Window MH HI>G : P>;LBM> BG : G>P ;KHPL>K PBG=HP 2A> IK>0B>P PBG-=
MA> NL>K PAH HI>G>= BM

How to Ask a Question in the Virtual Classroom
'? :EEHP>= ;R RHNK BGLMKN<MHK RHN <:G :LD JN>LMBHGL =NKBG@ : L>LLBHG
BGLMKN<MHK <:G OB>P :G= K>LIHG= MH MA>F

"G M Ask Question K>: < E®mmpose

'G M Aubmit Question IHI NI PBG=HP MRI)NRHMRBRHG BG MA> M>QM ;HQ

IE B &énd

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
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About the Virtual Classroom Question Inbox

7THNK JN>LMBHGL :K> QueSioh InbbBx MA=NKBG@ : OBKMN:E <E:LLKHQ@LEStorLLBHG 2A>
Inbox BL NL>= MH F:G:@> :G= K>LIHG= MH JN>LMBHGL =NKBG@ : <HEE:;HK:MBHG

How to Respond to a Question
‘G MAmm EBLM <EB<D MA> NL>KG:F>

IE B <D R&spend to Question B<HG
'G M Respond to Question IHI NI PBG=HP MRI> RHNK F>I[Res@nrseBGVMMAK¥ ;HQ
lEB &énd

How to Delete a Question
'G MEAmm EBLM <EB<D MA> NL>KG:F>
IEB<D Dklete B<HG

How to View Unanswered Questions

1 > E > < MShow mnanswered only <A><D ;HQ

About the Respond to Question Window

'E B <D R&gpond to Question B<HG MH :<< RedpohtAc-Question PBG=HP
Question "BLIE:R MA> LN;FBMM>= JN>LMBHG
Response .KHOB=> : K>LIHGL> MH MA> JN>LMBHG

Private 1>E><M MA> <A><D ;HQ MH L>G= RHNK K>LIHGL> IKBO:M>ER '? F:KD:
L>GM HGER MH MA> I>KLHG PAH LN;FBMM>= MA> F>LL: @ >

Send 1>G6= RHNK K>LIHGL> MH MA> I>KLHG PAH LN;FBMM>= MA> F>LL:@>

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
94BKMN:EQ!E:LLKHHF92F
3l=:M>= 2AN (:G % + 2
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Chat

7THNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE PAB<A MHHEL :K>

:O:BE:;E
BGLMKN<MHK HK BGLMBMNMBHG F:R A:O0O> =BL:;E>= BM
2A> <A:M MHHE :EEHPL RHN MH BGM>K:<M PBMA HMA>K NL>KL NLBG@ M>QM ;:
<E:LLKHHF ;NM RHN <:G :ELH

:<<>LL BM L>I1:K:M>ER 1HF> H? MA> ?NG<MBHGL |
PBMA :<MBO> KHE>L

How to Join Chat and Send a Message
-G MA> <HNKL> F>3dls<EB<D

-G MADBols |:@> L >EeHkakbration

-G M Kellaboration Sessions l:@> <EB<D : <A:M N\oBskldh:Natn€é MABMENFG

'G MBompose ;HQ MRI> : F>LL:@>
| E B 8énd

How to Send Private Messages

'? RHNK KHE> BL :<MBO> RHN :G= RHNK BGLMKN<MHK <:G L>G= IKBO:M> F>LL:C
7THNK BGLMKN<MHK >G:;E>L MABL ?NG<MBHG .KBO:M> F>LL:@>L :K> GHM K><HK

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM 92HHEL !
94BKMN:EQ!E:LLKHHF92F
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'G M Ratticipants EBLM L>E><M MA> K><BIB>GM HK K><BIB>GML H? RHNK IKBO
| E B Pilvate Message

'G M Lompose Private Message IHI NI PBG=HP MRI> RHNK F>LL:@>
lEB &énd
2H L>G= : IKBO:M> F>LL:@> MH : LBG@E> I:KMB<BI:GM =HN;E> <EB<D M/

.KBO:M> F>LL:@>L :l1I>:K PBMA :EE RHNK HMA>K F>LL:@>L BG MA> <A:M =BL
<:G <AHHL> MH =BLIE:R MA>F BG : L>I:K:M> I:G>E

Z.KBO:M> +>LL:@> ?KHF[ :EP:RL IK><>=>L IKBO:M> F>LL:@>L

| E B ¥iBw on the Action Bar :G= L>E><M PA>K> IKBO:M> F>LL:@>L :I11>:K

How to View User Information

2 A XJser Information IHI NI PBG=HP =BLIE:RL I>KLHG:E BG?HKF:MBHG :;HNM : NL>K |
:==K>LL :G= :GR HMA>K BG?HKF:MBHG : NL>K <AHHL>L MH BG<EN=>

'G M Ratticipants <HENFG <EB<D : G:F>
| E B ¥Bkr Info :G = MWser Information IHI NI PBG=HP :Il>:KL

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
94BKMN:EQ!E:LLKHHF92F
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About the Chat Functions
2A> ?HEEHPBG@ M:;E> =>M:BEL MA> ?NG<MBHGL :0:BE:;E> BG MA> <A:M

Function Action

2RI1> : F>LL:@> ?HK MA> <E:LL2RH K>F=LL:@ > BBmpbse ;HQ !'EBend 2A>
F>LL:@> :II>:KL BG MA> <A:M :K>: 7HN F:R BG<E

MH <A:K:<M>KL BG RHNK >LL:@ >
><HF> :G :<MBO> NL>K IEB<D MA> A:G= LRF;HE A:G= :lI>:KG:GE>QM MH
2A> FH=>K:MHK <EB<DL MA> A:G= MH F:D> RHNK
4B>P NL>K BG?HKF:MBHG 1>E><M : |:KMB < B4 EBWsErGifo
1>G=: IKBO:M> F>LL: @ > 1>E><M : |I:KMBGB I<GRBwde Message

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
9IA:M
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Using Recorded Collaboration Sessions
7HNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE PAB<A MHHEL :K> :0O:BE:;E
BGLMKN<MHK HK BGLMBMNMBHG F:R A:0> =BL:;E>= BM
0><HK=>= L>LLBHGL :EEHP RHN MH K>OB>P MA> =BL<NLLBHGL :G= JN>LMBHGL k
L>LLBHG

How to Access Recordings
-G MA> <HNKL> F>Gdbls<EB<D
-G MA®DBoIs |:@> L >Eekabbration

-G M AC»llaboration Sessions l:@> :<<>LL MA> L>LLBHG L <HGM>QMN:E F>GN :G=
Recordings
-G M ASession Recordings l:@> L>E><M MA> K><HR¢eBdG@NaB® MASHENFG

How to Search for Recordings
-G MA> <HNKL> F>Gdbls<EB<D
-G MAwDBols |:@> L >E»sHlakbration

-G M AC»llaboration Sessions l:@> :<<>LL MA> L>LLBHG L <HGM>QMN:E F>GN :G=
Recordings
-G M /ession Recordings I:@> L>E><RécMdirg Name H ate Created HIMBHG BG MA>

Searchby ?B>E=
2RI> MA> G:F> H? MA> K><HK=BG@ HK MA> <K>:MBHG =:M>

| E B §Earch

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
9IA:M
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How to Access Group Recordings
<<>LL RHNK @KHNI
'G M &eoup Tools L><MBHG Caolléboratidn

-G M A»llaboration Sessions l:@> :<<>LL MA> L>LLBHG L <HGM>QMN:E F>GN :G=
Recordings
-G M fBession Recordings l:@> L>E><M MA> K><HRecdBdBh@NeB &8 MASHENFG

How to Create Group Recordings

<<>LL RHNK @KHNI
'G M Group Tools L><MBHG Colléboratidn

-G M Alellaboration Sessions l:@> <EB<D MA> G:F> H? MA> L>LLBHG RHN P:GM M
?M>K CHBGBG@ MA> L>BéghheGording B<D? MA<+MBHG HG MA> :<MBHG ;:K

'G M AName Recording IHI NI PBG=HP MRI>: G:F> ?HK MA> K><HK=BG@ HK MA>
I E B OR

How to Edit Group Recordings
<<>LL RHNK @KHNI
'G M Group Tools L><MBHG Colléboratidn

-G M A»llaboration Sessions l:@> :<<>LL MA> L>LLBHG L <HGM>QMN:E F>GN :G=
Recordings

-G M Aession Recordings l:@> :<<>LL MA> K><HK=BG@ L <HGM>QBMIN:E F>GN :G=
-G M ARecording Properties l:@> MRI> : G:F> Rdsoldirg=Name yHQ

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
9IA:M
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1>E>¥d MH I>KFBM NL>KL MH OB>P MA> K><HK=BG @
| E B $dbmit

How to Delete Group Recordings
<<>LL RHNK @KHNI
'G M &eoup Tools L><MBHG Caolléboratidn

-G M AC»llaboration Sessions l:@> :<<>LL MA> L>LLBHG L <HGM>QMN:E F>GN :G=
Recordings

-G M Aession Recordings l:@> :<<>LL MA> K><HK=BG@ L <HGM>QDtMteE F>GN :G=
-G M Aelete Recording l:@> <HBkt® MH <HG?BKF MA> =>E>MBHG

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL !
9 <<>LLBG@90><HK=>=9!/HEE:;HK:MBH (
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Contacts

-G MAepntacts 1:@> RHN <:G OB>P :G BGLMKN<MHK\L <HGM:<M =>M:BEL H??B<> A
I>KLHG:E =:M: 7HN <:G :ELH E>:KG :;HNM M>:<ABG@ :LLBLM:GML :G= NI<HFBG@

How to Access the Contacts Page
-G MA> <HNKL> F>QGdIs<EB<D
-G MADBoIs |:@> L>Eortatts

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
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Content Editor

2A> <HGM>GM >=BMHK :EEHPL RHN MH :== :G= ?HKF:M M>QM BGL>KM >JN:MBHC
=B??>K>GM MRI>L H? ?BE>L MH <K>:M> <HGM>GM 2A> >=BMHK :II>:KL MAKHN @ /

2A> <HGM>GM >=BMHK HK 571'57% 5A:M 7HN 1>>"'L 5A:M 7HN %>M >=BMHK BL ;
LM:G=:K= 2BGR+!# IE:M?HKF 2BGR+!# BL : C:O:L<KBIM ;:L>= 571'57% <HGM>GM
LM:;E> KH;NLM NL>K >QI>KB>G<> 2A> E>@:<R 5>;#/ >IJN:MBHG >=BMHK A:L ;>>(
>JN:MBHG >=BMHK 5'0'1

2A> <HGM>GM >=BMHK BL :EP:RL :0O:BE:;E> MH :EE NL>KL 7HNK BGLMBMNMBHG
MHHEL PBMABG MA> <HGM>GM >=BMHK ;NM NL>KL GH EHG@>K G>>= MH >QIEB<
<HGM>GM >=BMHK

-

7THNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE MA> <HGM>GM >=BMHK L ~
=B??B<NEMR :<<>LLBG@ MA> <HGM>GM >=BMHK <HGM:<M RHNK BGLMBMNM

Two Views of the Content Editor

2A> <HGM>GM >=BMHK A:L MPH OB>P FH=>L LBFIE> FH=> :G= :=0:G<>= FH=> IA
NII>K KB@AM <HKG>K H? MA> <HGM>GM >=BMHK

Simple Mode
2A> LBFIE> FH=> <HGM:BGL : FBGBF:E L>M H? MA> FHLM NL>= M>QM ?HKF:MMBC

?NG<MBHGYK>|K>L>GM>= ;R MPH =HPG IHBGMBG@ :KKHPLYMH :<<>LL FHK> >=|
L>>1BFIE> 'THGM>GM #=BMHK $>:MNK>L

Text
T T T | Aral 3 3(izpy 2]l T~ =-4i=-

BiHe

1]
iii
<

Advanced Mode
2A> :=0:G<>= FH=> BG<EN=>L >0>KR :0:BE:;E> ?HKF:MMBG@ :G= H;C><M :MM:<AZ
E>LL

?NG<MBHGYK>IK>L>GM>= ;R MPH NI IHBGMBG@ :KKHPLYMH OB>P HGER HG> Kt
L>>=0:G<>= THGM>GM #=BMHK $>:MNK>L

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
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Text

T T T T | Paragraph ¢ | Anal +  a1zpn =-E-T-#-& 3 i ~
£D0D0oa EEE=EE = T T. 1 s ] v -
@ EE L v - F & 2 B

Type bext hare.

Path: p Words:0

$NG<MBHGL GHM <NKK>GMER :0:BE:;E> :II>:K @K:R>= HNM $HK >Q:FIE> MA> ?|
ARI>KEBGD :K> :0:BE:;E> HGER PA>G RHN L>E><M M>QM HK :G H;C><M BG MA> |

7THNK BGLMBMNMBHG <:G =BL:;E> <>KM:BG ?NG<MBHGL LN<A :L|LI>EE

">I>G=BG@ HG RHNK BGLMBMNMBHG L &2+* IHEB<R <>KM:BG M:@L :G= :MM
<HGM>GM >=BMHK :G= PBEE GHM PHKD '? RHN A:O0> JN>LMBHGL :;HNM MAB
BGLMBMNMBHG :;HNM ;> BG@ @K:GM>= MA> :IIKHIKB:M> IKBOBE>@> ?HK NLE

Adding and Editing Content

R =>?:NEM<D;H:K= *>?KIGF:ML M>QM MH IHBGM E>?M CNLMB?B>= KB:E 3L> M
?NG<MBHGL MH :IIER HMA>K ?HKF:MMBG@ 5BMA MA> FHNL> IHBGM>K IHLBMBHC(
F>MAH=L ?HK :==BG@ ?HKF:MMBG@ :G= >=BMBG@ M>QM :G= H;C><ML

TIHGM>GM >=BMHK ?NG<MBHGL 2BREEKGIBEMKS M #=BMHK=$0MNI=LIHGM>G M
#=BMHK $>:MNK>L

T OB@AM <EB<D <HGM>QMN:E F>GN 2B E= KCAFHKBX AM>EB<D 'HGM>QMN:E +>G
T)>R;H:K= LAHKM<NML 2H E>)Kk®;FHK=> 1AHKM<NML ?HK MA> IHGM>GM #=BMHK
T "BK><M >=BMBG@ H? MA> &2+* <H=> &H E>HKG FBXP> L>>

Best Practice: Copying and Pasting Text to Prevent Loss
2H IKHM><M :@:BGLM EHLBG@ PHKD B? :G BGM>KG>M <HGG><MBHG EHLL HK LH

MRI> BG :G H??EBG> LBFIE> M>QM >=BMHK LN<A :L ,HM>Il:= HK 2>QM#=BM :G=
E:<D;H:K= *>:KG

EM>KG:M>ER ;>?HK> LN;FBMMBG@ HK L:OBG@ RHN <:G L>E><BM:<B/H<K*R :EE
*>:KG1>E><M MA> M>QM :G= KB@AM <EB<D MH <HIR BM 7HN F:R :ELH NL> D>R <
I:LMBG@

T 5BG=HPL !20* MH L>E><M :EE MA> M>QM !120* ! MH <HIR :G=120* 4 MH |:LM
T +:< -4+ " MH L>E><M :EE MA> M>QM !-++ "I MH <HIR :G= !-++ " 4 MH I:LI

Simple Content Editor Features
'G MA> <HGM>GM >=BMHK L LBFIE> FH=> RHN L>> : LBG@E> KHP H? ?NG<MBHGI

?NG<MBHGYK>IK>L>GM>= ;R MPH =HPG IHBGMBG@ :KKHPLYMH :<<>LL FHK> >=

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
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Text

T T T | Aral s a(zpy

dT-=-1=-

[l -

1
1n
L4

2A> ?HEEHPBG@ M:;E> =>?BG>L >:<A ?NG<MBHG

Function

T

T

T

Aria

ajlapty

Description
HE= MA> L>E><M>= M>QM

'M:EB<BS> MA> L>E><M>= M>QM
3G=>KEBG> MA> L>E><M>= M>QM

1>E><M MA> ?HGM ?:<> ?HK MA> M>QM !'EB<D MA> =HPG :KK
<NKK>GM ?HGM MH L>E><M ?KHF : EBLM H? :EE :O:BE:;E> ?H

1>E><M MA> LBS> H? MA> M>QM !EB<D MA> =HPG :KKHP G>(
<NKK>GM ?HGM LBS> MH L>E><M ?KHF : EBLM H? :EE :0:BE:,;

1>M MA> M>QM <HEHK !'EB<D MA> =HPG :KKHP MH L>E><M

IK>:M> : ;NEE>M>= EBLM 2H BHKIGBEHK S BMA> *BLML

IK>:M> : GNF;>K>= EBLM 2H E>5KGOAEHK® H9BMA *BLML

>@BG MA> :NMHF:MB< LI>EE <A><D !EB<D MA> =HPG :KKHP
E:GON:@> 2H E>:KG FHXKG@LMA> 1I>EE A><D>K

== ! G>P HK >=BM :G >QBLMBG@ ARI>KEBGDB 2K BrAK G B-GIK:
$NG<MBHG

0>FHO> : ARI>KEBGD ?KHF MA> L>E><M>= M>QM HK H;C><M

-I1>GL : IK>OB>P PBG=HP LAHPBG@ AHP MA> <HGM>GM PBEE
LN;FBMMBG @

-1>G MA> <HGM>QM >=BMHK A>ElI BG?HKF:MBHG IHI NI =BLIE

#Q1:G= MA> <HGM>GM >=BMHK PBG=HP MH ?BEE MA> >GMBK

<<>LL MA> :=0:G<>= <HGM>GM >=BMHK ?>:MNK>L

Advanced Content Editor Features

'G MA> <HGM>GM >=BMHK L

-

?NG<MBHGYK>IK>L>GM>=

:=0:G<>= FH=> RHN L>> MAK>> KHPL H? ?NG<MBHG

iR MPH =HPG IHBGMBG@ :KKHPLYMH OB>P HGER HG:

Text
T T T T | Paragraph s | Aral

Type bext hare.

Fath: p

xXnonoa EEEE = T T
@ GBS oM - T « 2L B

Words.0

IMN=>GM .
% + 2

91.9 9:G=91.9
2AN (:G
HP>K>= ;R

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG

3lI=:M>=
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2A> ?HEEHPBG@ M:;E>L =>L<KB;> >:<A ?NG<MBHG

Row 1 Functions Description

T

S opiy

“w | H

*

Row 2

HE= MA> L>E><M>= M>QM

'M:EB<BS> MA> L>E><M>= M>QM

3G=>KEBG> MA> L>E><M>= M>QM

"BLIE:R M>QM PBMA : AHKBSHGM:E EBG> MAKHN@A MA> E>M

1>E><M : LK:@K:IA LMRE> ?HK MA> M>QM IIEB<D MA> =HPG
=BLIE:R>= <NKK>GM LMRE> MH L>E><M ?KHF : EBLM H? EE :

1>E><M MA> ?HGM ?:<> ?HK MA> M>QM !EB<D MA> =HPG :KK
<NKK>GM ?HGM MH L>E><M ?KHF : EBLM H? :EE :O:BE:;E> ?H

1>E><M MA> LBS> H? MA> M>QM I!EB<D MA> =HPG :KKHP G>(
<NKK>GM ?HGM LBS> MH L>E><M ?KHF : EBLM H? :EE :0O:BE:;

IK>:M> : ;NEE>M>= EBLM 2H BHKIGBEHK S BIMA> *BLML
IK>:M> : GNF;>K>= EBLM 2H E>5KGDOAEHK® H9BMA *BLML
i1>M MA> M>QM <HEHK !EB<D MA> =HPG :KKHP MH L>E><M

1>M MA> M>QM AB@QAEB@AM ;:<D@KHNG= <HEHK !EB<D MA
=B??>K>GM AB@AEB@AM <HEHK

O>FHO> :EE ?HKF:MMBG@ E>:0BG@ HGER MA> IE:BG M>QM

-1>GL : IK>OB>P PBG=HP LAHPBG@ AHP MA> <HGM>GM PBEE
LN;FBMMBG @

-1>GL MA> <HGM>QM >=BMHK A>E|l PBG=HP
#Q1:G= MA> <HGM>GM >=BMHK PBG=HP MH ?BEE MA> >GMBK

IHEE:IL> ?NG<MBHGL MH HG> KHP H? MA> FHLM NL>= M>QM

Functions Description

S

O

INM MA> L>E><M>= BM>FL

'HIR MA> L>E><M>= BM>FL
.:LM> MA> FHLM K><>GMER <HIB>= HK <NM BM>FL
1>:K<A ?HK :G= K>IE:<> M>QM 2HEBBERKE@ BBIG= I1G=>0>IE:<>
3G=H MA> IK>OBHNL :<MBHG
0>=H MA> IK>OBHNL :<MBHGY:0O:BE:;E> HGER B? :G :<MBHG A:L ;>>G NC
AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
3I=:M>= 2AN (:G % + 2
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Row 2

Functions Description
— EB@G M>QM MH MA> E>?M F:K@BG
— EB@G M>QM BG MA> <>GM>K
= EB@G M>QM MH MA> KB@AM
— EB@G M>QM MH ;HMA MA> E>?M :G= KB@AM F:K@BGL
— +HO> MA> M>QM HK H;C><M MH MA> KB@AM BG=>GM IEB<D :@:BG MH
— +HO> MA> M>QM HK H;C><M MH MA> E>?M HNM=>GM 'EB<D :@:BG MH
= HNM=>GM M>QM ;>RHG= MA> E>?M F:K@BG
. +:D> MA> M>QM BGMH : LNI>KL<KBIM
T +:D> MA> M>QM BGMH : LN;L<KBIM
= == : G>P HK >=BM :G >QBLMBG@ ARI>KEBGDBZHK) BAAK G BFHIK 3% NIG>>MBH G
o O>FHO> : ARI>KEBGD ?KHF MA> L>E><M>= M>QM HK H;C><M
= #GM>K M>QM MH MA> KB@AM H? MA> <NKK>GWM:NHENL> IHBGM>K EH<:MB
= #GM>K M>QM MH MA> E>?M H? MA> <NKK>GM FHNL> IHBGM>K EH<:MBHC
== : MABG AHKBSHGM:E EBG> MH MA> <NKK>GM FHNL> IHBGM>K IHLBM
H? MA> M>QM :K>:
== : MABG <>GM>K>= EBG> L>MMBG@ PB=MA A>B@AM K>E:MBO> MH N
IHLBMBHG :G= PA>MA>K MH NL> LA:=HPL Q@QH>EMKGCOFHEKEG>IL>S= &HKBS|
_ ONE>L
'"GL>KM : GHG;K>:DBG@ Ll:<> <A:K:<M>K :M MA> <NKK>GM FHNL> IHBGM
- >@BG MA> :NMHF:MB< LI>EE <A><D !EB<D MA> =HPG :KKHP MH L>E><N\
v E>:KG FHK>3ILBG@ MA> 1I>EE IA><D>K
Row 3 Functions Description
& == : EBGD MH : ?BE> BG MAnseMCaptent;lihQ 2APBG=HP

l1>:KL 7HN <:G EBGD MH MA> ?HEEHPBG@ ?BE> MRI>L "-!

&2+ "% ..2 ..26 ..1 ..16 262 5." 6*1 6*16 :G= 8'. T7THN -
EBGD MH : ?BE> ?KHF RHNK <HFINM>K ?KHF !HNKL> $BE>L
HK : 30*

#F;>= .G BF:@> BG MA> M>QM ;HQ HK >=BM :G >QBLMBG @ L>
Insert/Edit Image PBG=HP :II>:KL 7HN <:G :== MA> ?HEEHPBG@
%'$ (% (#% +. .,% :G=2'$ 7HN <:G :== BF:@>L ?KHF RH

<HFINM>K ?KHF 'HNKL> $BE>L HK MA> 'lHGM>GM IHEE><MBH
FHK> L>=BG@ 'F:@>L

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1IMN=>GM ¢
3I=:M>= 2AN (:G % + 2
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Row 3 Functions

=]

Fu

o= Mashups -

T

i

is

=

Description

#F;>= : F>=B: <EBI BG MA> M>QM ;HQ HK >=BM :G >QBLMBGA@

H;C><M IisArfEdit Media PBG=HP :l1l>:KL $KMpeMAKHI

=HPG EBLM L>E><M MA> MRI> H? F>=B: RHN P:GM MH (== $
OB=>H /NB<D2BF> 1AH<DP:O0O> 5BG=HPL +>=B: O0>:E +>=B.

#F;>==>= N=BH 7HN <:G :== F>=B: ?BE>L ?KHF RHNK <HFINI

IHNKL> $BE>L HK MA> 'HGM>GM 'HEE><MBHG HK==3B0ZF@2H E

+>=B: $BE>L

-1>GL MWIRIS Formula Editor l:@>YMA> OBLN:E F:MA >IJN:MBHG :
lt@> 2H E>:KG FHEBEBG=E> MA> +:MA #=BMHK

== : F:LANI 2H E>:KG FHK=BGX» +:LANIL

lEB<D MH LAHP :EE GHGIKBGMBG@ <A:K:<M>KL !EB<D :@:BC(
OoB>P

$HKF:M MA> M>QM :L : ;EH<DJNHM>

-1>GL MB3etect Special Character PBG=HP 1>E><M : LRF;HE MH BG
MA> <NKK>GM FHNL> IHBGM>K IHLBMBHG
-1>G L MlAsert Emoticon PBG=HP 1>E><M MA> >FHMB<HG MH BG

<NKK>GM FHNL> IHBGM>K IHLBMBHG

.HLBMBHG MA> FHNL> IHBGM>K PA>K> RHN P:GM MA> :G<AH
MH HI> G Indektfedit Anchor PBG=HP 3L> :G<AHKL MH IHLBMBHG
HMA>K BM>FL :G= H;C><ML LN<A L BF:@>L3LBHE>:KG FHK>
G<AHKL

-I1>GL : IK>O0B>P PBG=HP LH RHN <:G L>> AHP MA> <HGM>GM
INJEBLABG @

IEB<D MH H ImsertMditTable PBG=HP 2H E>:KG FHK> :;HNM M:
L>>5HKDBG@ 5BMA 2:;E>L

IEB<D MH H IBaBleNRéw-Properties PBG=HP

IEB<D MH HI®aBleMall>Properties PBG=HP

'GL>KM : ;E:GD KHP BG MA> M:;E> :;HO> MA> <NKK>GM FHNL
'GL>KM : ;E:GD KHP BG MA> M:;E> :?M>K MA> <NKK>GM FHNL
"SE>M> MA> <NKK>GM KHP ?KHF MA> M:;E> '? RHN L>E><M F

=>E>M>=

'GL>KM : ;E:GD <HENFG BG MA> M:;E> MH MA> E>?M H? MA>
IHLBMBHG

'GL>KM : ;E:GD <HENFG BG MA> M:;E> MH MA> KB@AM H? MA
IHLBMBHG

"SE>M> MA> <NKK>GM <HENFG ?KHF MA> M:;E> '? RHN L>E>
K> =>E>M>=

+>K@> MPH HK FHK> L>E><M>= M:;E> <>EEL BGMH : LBG@E>

11IEBM IK>OBHNLER F>K@>= M:;E> <>EEL '? MA> <>EE HK <>
P>K> F>K@>= GHMABG@ A:1I>GL

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1IMN=>GM ¢
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Row 3 Functions Description

- IEB<D MH HIBTIMAde View PBG=HP 2A>G RHN <:G =BK><MER
' <HGM>GM &2+* <H=> 2ABL ?>:MNK> BL BGM>G=>= ?HK >QI>K
=>0>EHI>KL 2H E>:KG&RHK>IHE>>4B>P

- #=BM MA> <:L<:=BG@ LMRE> LA>>M I11 2ABL ?>:MNK> BL E
>QI>KB>G<>= P>; =>0>EHI>KL 2H E>KG<PHK*:@>>1>MMBG @
o 0><HK= OB=>H NLBG@ RHNK P>;<:F 2HE>=KG GHKRPA>K>

Working With Lists

T -K=>K>= ,NF:>K>= M8LM>L :G HK=>K>= HK GNF:>K>= EBLM HK :==L :
=HPG :KKHP

HL>E><M ?KHF MA> :0:BE:;E> EBLM HK=>KBG@ L<A>F>L !AHB<>L BG<EN-=:
N ETADL;>MB<

NOHF:G GNF>K:EL
N %K>>D LRF;HEL
T NEE>M *BbEMM>L :G NGHK=>K>= HK ;NEE>M EBLM HK :

L: ;NEE>M>= EBLM B

HL>E><M ?KHF MA> :O:BE:;E> ;NEE>M EBLM LRF;HEL

Spacing Between Bulleted or Numbered Items

7HN <:G >:LBER BG<K>:L> MA> :FHNGM H? Ll:<>

i >MP>>G ;NEE>M>= HK GNF;>K>:
571'57% OB>P HK <H=> OB>P

R =>?:NEM ;NEE>M>= :G= GNF;>K>= EBLML A:O0> MA> L:F> LI:<BG@ :L EBG>L BC
EBLM NL>L MA> EB M:@ MH <K>:M> >:<A ;NEE>M>= HK GNF;>K>= BM>F

Text

T T T T | Paragraph ¢ | Arial ¢llagz  |¢)|i= -|i= -
¥00oa EEEE = T T.

@ B fe oMshups - 1 & @ © & B

The announcements tool is used by instructors to communicafl <p>< /o>

announcements, students can find out about the following:

« Corrections and clarifications related to material
« Assignment due dates or exam schedules
* Reminders or tips for success <1isR

al»
As a default medule on the Home Page, announcements are typically one of (r]
cur course. When students dlick an announcement link on the Home Page, t|

Example: adjust Spacing in WYSIWYG View

'G 571'57% OB>P :?M>K RHN <K>:M> RHNK EBLM |E:<> RHNK FHNL> IHBGM>K :M
GNF;>K>= EBG> :G= <EB<D 1&'$2 #,2#0 7HN :K> :==BG@ : EBG> LIl:<> ;>MP>>G
<HGMBGN> MH <EB<D MA> D>R <HF;BG:MBHG :==BMBHG:E EBG> LI:<>L (K> :1==>;

'K ?HK >:<A EBG> Ll:<> 2ABL wmélde> >lI<AKINEE>M>= HK GNF;>K>= BM>F L <EH
MA> EB

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
_HP>K>= R

41


http://help.blackboard.com/@api/deki/files/16161/video_everywhere_icon.png

Text
T T T T |-Format- ¢
¥DoaQwo EE=EE L

The announcements tool is used by instructers te communicate important, timg
announcements, students can find out about the following:

* Correctjons and clarifications related to material o S HIFT + ENTE '\

+ Assignment due dates or exam schedules
*+ Reminders o tips for success

As a default module on the Home Page, announcements are typically one of the]

Example: pdjust Spacing in Code View

'? RHN P:GM MH <HGMKHE MA> :FHNGM H? LI:<BG@

;7 >MP>>G EBLM BM>FL RHN (
<HGM>GM >=BMHK <EB<D

HTHL

MH :<<>LHTMIAcode view PBG=HP 7HN <:G :G :FHNGM MH >:<A M:@ <K>:MBG
$HK >Q:FIE> PA>K> RHN L>> EB K>IE:<> >:<A PBMA EB LMRE> F:K@BG ;HMM|

<:G :== MA> :FHNGM RHN G>>= 2A> LI:<BG@ BL :==>= MH MA> ;HMMHF H? >:<A ;
<K>:MBG@ LIl:<> ;> MP>>G MA> EBLM BM>FL

Text

* Assignment dug¢ dates or exai
+ Reminders or tibs for success

As a default medule on the Home Page, announcements are typical
your course. When students click an announcement link on the Hi

7HN <:G :=CNLM 1HK:@K:IA LI:<BG@ NLBG@ MA> L:F> F>MAH=L

Using the Spell Checker
'IEB<D MA> LI>EE <A><D>K

"
B<HG MH MNKG MA> :NMHF:MB< LI>EE <A><D ?NG<MBHG HG HK H?? !EB<D MA>:
E:G@ON:@> L =B<MBHG:KR 7HN PBEE L>> P:OR K>= NG=>KEBGBG@ ?HK PHK=L

GHM ?HNG= BG MA> EH:=>= =B<MBHG:KR

'? RHN K>LNF> MRIBG@ M>QM MA> LI

T T T | Ardal 4 a2 <+ T = E " B HiHy

P

I have mispelled a word in my sentence.

OB@AM <EB<D :G NG=>KEBG>= PHK= MH OB>P : F>GN :EEHPBG@ RHN MH

T 1>> : EBLM H? LN@Q@>LM>= <HKK><MBHG
T " @GHK> MA> LBG@E> BGLM:G<>

T '"@GHK> :EE H<<NKK>G<>L H? MA> BG=B<:M>= PHK=

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .
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“iE-- 2 e Fidy

T T T  Aral 4 a(i2pt) T
1 have mispelied a word in my sentence.

Suggestions

misspelled

dispelled

mi spelled "
Words:7
Ignore Word

Path: p =

Ignare All

7THNK BGLMBMNMBHG =>M>KFBG>L B? MA> LI>EE <A><D>K ?NG<MBHG BL :0:
K> EH:=>= BG

Using Find and Replace

3L> ?BG=

Q
MH L>:K<A ?HK F:M<ABG@ M>QM :G= HIMBHG:EER K>IlE:<> BM PBMA HMA>K M:

Finding Text

'G MA> IHI NI PBG=HP KHEBWD; M@&> MRI> MA> M>QM MH ?BG=

$ H Riirection <AHHL> PA>MA>K MH L>:K<A NI HK =HPG ?KHF MA> <NKK>GM FHNL> |
Match Case @<A><D ;HQ MH F:M<A NII>K :G= EHP>K <:L> !E>:K MA> <A><D ;HQ MH B
EH<:M>= BM :II>:KL AB@QAEB@AM>= BG MA> M>QM ;HQ

Find I Replace

Find What |

Direction C) Up @ Down
[J Match Case

Find Next

IEB€DdNext MH EH<:M> MA> G>@Msé&: MHA<HKL> MA> PBG=HP

7HN <:G ELH <RBptdoe MKM>; MH LPBM<A MH MA> K>IE:<> M>QM ?NG<MBHG

Replacing Text
2H L>:K<A ?HK :G= K>IE:<> M>QM ?KHReH&e MM;; <EB<D MA>

Find I Replace

Find What |

Replace with | |

Direction ) Up ® Down
(] Match Case

Replace Replace All Find Next

2RI> MA> M>QM RHN P:GM Mifedlion E: <*ABHIK> PA>MA>K MH L>:K<A NI HK =HPG ?K|
FHNL> IHBGM>K IHLBM B HMatchiCae><MAMAD ;HQ MH F:M<A NII>K :G= EHP>K <:L> IE

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
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<A><D ;HQ MH B@GHKERIAr- Hi®twn '? MA> M>QM BL EH<:M>= BM :lI>:KL ABG@
M>QM ;HQ

'G MReplacewith M>QM ;HQ MRI> MA> M>QM MH K>IE:<> MA> EH<:M>= M>QM PBM/
T Replace 0>IE: <> MA> G>QM BGLM:G<> ?HNG=

T Replace All 0>lIE:<> >0>KR F:M<A>= BGLM:G<>
T Find Next $BG= MA> G>QM F:M<A :G= AB@QAEB@AM BM ;NM =H GHM <A:G@> MA

7HN <:G :ELH <FB&DMMAMH LPBM<A MH MA> L>:K<A HGER ?NG<MBHG

Using the Link Function
1>E><M M>QM HK :G H;C><M :G= <EB<D MA> EBGD ?NG<MBHG
f;'
MH :== : G>P ARI>KEBGD HK >=BM :G >QBLMBG@ ARI>KEBGD 2H K>FHO> : EBG
K>FHO> EBGD ?NG<MBHG

£

7HN <:G :ELH EBGD :G= K>FHO> EBGDL NLBG@ MA> KB@AM <EB<D <HGM>QMN
http:// IKHMH<HE PA>G MRIBG@ HK I:LMBG@ :G :==K>LL ?HK MA> EBGD

3GE>LL RHN L>E><M M>QM HK :G H;C><M MA> BGL>KM >=BM EBGD :G= K>FF
:G= NG:O:BE:;E> '? RHN <EB<D K>FHO> EBGD ?HK LHF>MABG@ MA:M A:L GH

7HN <:G LI><B?R : EBGD MH : P>;LBM> : ?BE> ?KHF RHNK <HFINM>K IHNKL> $B]|

Link Path |

Browse My Computer Browse Course

Target Open in This Window/Frame 5
Title
Class -- Not Set — v
Cancel Insert

'G MAarget =KHI =HPG EBLM <AHHL> PA>K> MH HI>G MA> EBGD

T -1>G BG MABL PBG=HP ?K:F>

T-1>G BG : G>P PBG=HP

T -1>G BG I:K>GM PBG=HP ?K:F>

T -1>G BG MHI ?K:F> K>IE:<BG@ :EE <NKK>GM ?K:F>L

2R1> :G HIMBHG:E MBME> ?HK MA> PBG=HP HK ?K:F> =BLIE:R>= PA>G NL>KL <EB
EBGD <E:LL '? GH HMA>K <AHB<>L :K> :0:BE:;E> MA> Nettbet=HPG EBLM F:R HGE

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .
3I=:M>= 2AN (:G % + 2
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Inserting Lines and Horizontal Rules

*BG>EB<D MA> EBG> ?NG<MBHG

MH :== : MABG AHKBSHGM:E EBG> MH MA> <NKK>GM FHNL> IHBGM>K IHLBMBHZC
K>
Horizontal Rule IEB<D MA> AHKBSHGM:E KNE> ?NG<MBHG

MH :== : MABG <>GM>K>= EBG> 7HN <:G L>M

T 5B=MA BG IBQ>EL HK :L : I>K<>GM:@> H? MA> MHM:E :O:BE:;E> PB=MA H? MA>
T &>B@AM H? MA> EBG> K>E:MBO> MH MA> <NKK>GM IHLBMBHG
T 5A>MA>K MH A:O> MA> EBG> LA:=HP>= HK GHMY=>?:NEM BL PBMA LA:=HP

3L> MWp@th =KHI =HPG EBLM MH <AHHL> IBQ>EL HKHéigliK<=BMi@&HPH =EBLM MH <AH
Normal HK : A>SB@AM BG<K>F>GM ?KIksErt MHH : =l BKAD> EBGet HWKH <EHL> MA> PBG=H

Horizontal Rule
Width

px_|=|

Height Mormal |E|

Mo shadow [

Cancel

Adding Images
IEB<D MA> BGL>KM >=BM BF:@> ?NG<MBHG

MH >F;>= :G BF:@> BG MA> M>QM :K>: HK >=BM :G >QBLMBG@ L>E><M>= BF:@>
NLBG@ MA> KB@AM <EB<D <HGM>QMN:E F>GN 7HN <:G :ELH NL> MA> HIMBHGL
IKHI>KMB>L H? :G >QBLMBG@ L>E><M>= BF: @ >

7HN <:G :== MA> <HFFHG BF:@> MRI>L LN<A L %'$ (% (.#% +. .,% :G=2'$

5A>G>0>K IHLLB;E> NL> <HFI|:<M <HFIK>LL>= ?BE> ?HKF:ML LN<A L (.% HK
K>JNBK>= MH =HPGEH:= MA> >F;>==>= BF: @ >

General Image Settings

-G MAseneral M:; >F;>= :G BF:@> ?KHF HG> H? MA> ?HEEHPBG @

T 2H <K>:M> : EBGD MH : ?BE> HNMLB=> H? MA> EH<:E LRIMNgeFURMR IM>HQM | ; HIQ>
7HN FNLM NLhItpl:h(> IKHMH<HE

: ?7BE> ?KHF RHNK <Broivd&NWyCimpateB < D
. ?BE> ?KHF MA> <HNKL> L LMHK:@> K>IHLBMHKR

T 2H NIEH:
T 2H NIEH:

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
_HP>K>= R

45



Nt'?2 THNKL> $BE>L BL MA> <HNKL> L LMHBoweClumrdHLBMHKR <EB<D

-0
N'?2 RHNK BGLMBMNMBHG EB<>GL>L <H@kwse ofterd CleckonGM <EB<D

2H >F:BE : EBGD MH : ?BE> RHN :K> BG<EN=BG@ RHN FNLM ?BKLM LN;FBM

LLB@G>= : I>KF:G>GM 30* 'G MA> |lHGM>GM !HEE><MBHG HK 'HNKL> $BE>L
IHIR MA> I>KF:G>GM 30* :==K>LL :G=1:LM> BM BG :G >F:BE
Image description -IMBHG:EER MRI> : =>L<KBIMBHG ?HK MA> BF:@> O0><HFF>G=>=
K>:=>KL
Tite -IMBHG:EER MRI> : MBME> ?HK MA> BF: @ >

Appearance Settings

2 A Appearance M:; :EEHPL RHN MH <HGMKHE BF:@> IE:<>F>GM :G= :II>:K:G<> L:I
=BLIE:R HG MA> KB@AM LB=> H? MA> PBG=HP LAHPL AHP MA> O:KBHNL <AHB<>L

General Appearance Advanced

Alignment -- Mot Set -- = =
. g Lorem ipsum,
Dimensions 860 X 556 px
# Constrain Proportions st S
consectetuer adipiscing
B loreum ipsum
Vertical Space edipiscing elit, sed
diam nonummy nibh
euismod tincidunt ut
lanrept dolore manng

Horizontal Space

Border

Style

T Alignment .E:<>F>GM H? MA> BF:@> K>E:MBO> MH MA> G>:K;R M>QM !'AHB<>L
FB==E> ;HMMHF M>QM MHI M>QM ;HMMHF E>?M :G= KB@AM

T Dimensions 'F:@> LBS> =BLIE:R>=Inp@tdBQ>E?L GHM L>M MA> :<MN:E BF:@> LBS>
MA> ;HQ>L
'? RHN L>E><M MA> < /AopnrshainP@partibks :G= == : F>:LNK>F>GM MA> BF:@> BL
PBMAHNM AHKBSHGM:E HK O>KMB<:E =BLMHKMBHG

T Vertical space 'G IBQ>EL MA> F:K@BG K>L>KO>= :;HO> :G= ;>EHP MA> BF: @ >

T Horizontal space 'G IBQ>EL MA> F:K@BG K>L>KO>= HG >BMA>K LB=> H? MA> BF:

T Border 'G IBQ>EL :IIEB>L : ;HK=>K :KHNG= MA> BF: @ >

T Style 5A>G>0>K RHN <A:G@> MA> :II>:K:G<> L>MMBG@L MABL ;HQ =BLIE:RL N
?HKF:M MA> BF:@> '? G><>LL:KR RHN <:G >GM>K :==BMBHG:E <H=> HK :EM>k

Advanced Image Settings

3L> MA> :=0:G<>= BF:@> L>MMBG@L MH LI><B?R :G :EM>KG:MBO> BF:@> ;:L>= H
L>M :==BMBHG:E B=>GMB?B<:MBHG E:G@N:@> :G= EBGD I:K:F>M>KL ,HKF:EER
MA>L> L>MMBG@ L

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .
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General | Appearance | Advanced
(] Alternative Image
For Mouse Over =
Browse My Computer Browse Content Collection
For Mouse Out
Browse My Computer Browse Content Collection
ID
Language Direction —- Mot Set -- >
Language Code
Image Map
Long Description Link
Cancel Update

Adding Media Files

'lEB<D MA> BGL>KM >=BM >F;>==>= F>=B: ?NG<MBHG
i-f

MH >F;>= : F>=B: <EBI BG MA> M>QM :K>: HK >=BM :G >QBLMBG@ L>E><M>= F>
KB@AM <EB<D <HGM>QMN:E F>GN MH >=BM MA> IKHI>KMB>L H? :G >QBLMBG@ L

General Media Settings

General Advanced Source

Type Flash

Ak

File JURL

Browse My Computer Browse Course

Dimensions X ftonstrain Proportions

Type $KHF MA> =KHI =HPG EBLM L>E><M MA> MRI> H? F>=B: RHN P:GM MH :==
T $E:LA =>?:NEM

T /INB<D2BF>

T 1AH<DP:0O>

T 5BG=HPL +>=B:

T 0>:E +>=B:

T E?K:F>

T #F;>==>= N=BH

T 2H <K>:M> : EBGD MH : F>=B: ?BE> HNMLB=> H? MA> EH<:E LRIEMRF MRQ@EMHK I

'HQ 7HN FNLM NUtp:MA> IKHMH<HE
T 2H NIEH:= : ?BE> ?KHF RHNK Brofs&WyCmpaterB < D

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
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T 2H NIEH:= : ?BE> ?KHF MA> <HNKL> L LMHK:@> K>IHLBMHKR

Nt'?2 THNKL> $BE>L BL MA> <HNKL> L LMHBoweClumrdHLBMHKR <EB<D
-0

N'"? RHNK BGLMBMNMBHG EB<>GL>L <H @kwse Kortert ColeckonG M

2H >F:BE : EBGD MH : ?BE> RHN :K> BG<EN=BG@ RHN FNLM ?BKLM LN;FB
P>

;> LLB@G>= : I>KF:G>GM 30* 'G MA> 'lHGM>GM !HEE><MBHG HK IHNKL> $
OB>P !'HIR MA> I>KF:G>GM 30* :==K>LL :G=1:LM> BM BG :G >F:BE

1BS> =BLIE:R>= BngporAr@>EL? GHM L>M MA> :<MN:E LBS> IHINE:M>L
'? RHN L>E><M MA> </CorsDaintP@partibKs :G= F>:LNK>F>GM MA> ?BE> BL
PBMAHNM AHKBSHGM:E HK O>KMB<:E =BLMHKMBHG 7HN :K> :;E> MH IK>0OB>P

<EB<D

T Dimensions

Advanced Media Settings

-G M Addvanced tab RHN <:G L>M

:=0:G<>= =BLIE:R I:K:F>M>KL :L P>EE :L
MH $E:LA F>=B: HGER

: GNF; >l

General Advanced Source
[»] Name
Align -- Not Set -- | ¥

Background =

V-Space H-5pace

Quality | -- NotSet — % | Scale -- Not Set — | ¥

WMode | -- Not Set —- % | SAlign

-- Not Set — %

@Auto Play @Loop
™ show Menu [ swlLiveConnect
Base

Flash Vars

Advanced

TID 1>M :G B=>GMB?B<:MBHG <H=> ?HK MA> F>=B:

T Name 2RI1> : G:F> ?HK MA> F>=B:
T Align 1>M PA>MA>K MH :EB@G MA> F>=B: MH MA> MHI

KB@AM ;HMMHF HK E>
T Background 1>M

 :<D@KHNG= <HEHK ?HK MA> F>=B:
T V-Space :G =H-Space 1>M O>KMB<:E :G= AHKBSHGM:E F:K@BGL ?HK Ll:<> :KHNG=
Flash options

T Quality 1>M MA>

IE:R;:<D JN:EBMR ?HK MA> $E:LA F>=B:
>LM

!AHB<>L :K> AB@A E

T Scale 1>E><M K>LBSBG@ HIMBHG ?HK $E:LA F>=B:

IAHB<>L :K> LAHP :EE Gl
L<:E>
T WMode 1>M =BLIE:R FH=> ?HK MA> F>=B: !AHB<>L :K> PBG=HP HI:IJN> :G= 1
T SAlign

1>M MA> IHLBMBHG :EB@GF>GM ?HK MA> F>=B: PBMABG MA> $E:LA F>=
KB@AM ;HMMHF MHI E>?M MHI KB@QAM ;HMMHF E>?M :G= ;HMMHF KB@AM

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM {
3I=:M>= 2AN (:G % + 2

HP>K>= ;R
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T Auto Play 1>E><M MH A:O0> MA> $E:LA F>=B: IE:R :NMHF:MB<:EER PA>G L>E><M
TLoop 1>E><M LH MA> F>=B: ?BE> EHHIL K>IE:RL :?M>K K>:<ABG@ MA> >G=
T Show Menu 1>E><M MH LAHP MA> $E:LA F>=B: IE:R>K F>GN

T SWoLiveConnect 3L>= HGER BG HE=>K $E:LA F>=B: 5A>G L>E><M>= :EEHPL MA>
>Q<A:G@> BG?HKF:MBHG 2RIB<:EER MABL I:K:F>M>K BL GHM G><>LL:KR

T Base :G =Flash Vars +:GN:EER <HG?B@NK> MA> $E:LA HIMBHGL 2A>L> ?>:MNK>L
'=0:G<>= P>; =>0>EHI>KL G>>=BG@ : AB@QA =>@K>> H? <HGMKHE :G= <NLMHF
1>:K:G<> :G= ;>A:0BHK

Media Source Settings

'G MBource M:; RHN <:G >GM>K <NLMHF F>=B: &2+* <H=> 2ABL ?>:MNK> BL BGM?>
=>0>EHI>KL

Adding Mashups

F:LANI <HF;BG>L >E>F>GML ?KHF MPH HK FHK> LHNK<>L 5A>G RHN OB>P : 7HI
E:<D;H:K= *>:KG <HNKL> :L KM H? MA> <HNKL> <HGM>GM RHN K> >QI>KB>G<

'EB<D MA> BGL>KM F:LANI ?NG<MBHG

=.» Mashups -~

MH =BLIE:R : =KHI =HPG EBLM :G= L>E><M ?KHF MA> ?HEEHPBG @

T $EBYXDKHMH

T 1EB=>1A:K> .K>L>GM:MBHG
T 7THN2N;>W 4B=>H

T, ! "HGM>GM

7THNK BGLMBMNMBHG =>M>KFBG>L MA> :O:BE:;BEBMR H? LI><B?B< F:LANI M

?M>K RHN L>E><M : F:LANI MRI> RHN <:G L>:K<A ?HK <HGM>GM MH ?BM RHNK -
IK>L>GM:MBHG HIMBHGL

Note: ?M>K L>E><MBG@ : 7THN2N; >N® B +XH Nltoww N buLwbe Information HIMBHG B? RHN
GHM P:GM MH LAHP 7HN2N;>\L LN@@>LM>= OB=>HL :M MA> >G= H? IE:R;:<D

>?HK> LN;FBMMBG@ <EB<D MA> IK>0B>P ?NG<MBHG

MH L>> AHP MA> F:LANI PBEE :1I>:K BG MA> <HGM>GM BM>F IEHL> MA> IK>0B:
5A>G RHN K> L:MBL?B>= PBMA MA> L>E><3BhitG MG= <HHIGNE B@hcel HBK D; H K M
:==BG@ MA> F:LANI

2H E>:KG FHK> :;HNM AHP BGLMKN<MHKL <:G NL> F:LARNIR BE@ MA>BK <HRKWL®L L
E>:KG FHK> :;HNM AHP LMN=>GML <:G NLEAKILANIL L>>

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .
3I=:M>= 2AN (:G % + 2
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Using the Math Editor

2A> F:MA >=BMHK =>EBO>K>= PBMABG MA> <HGM>GM >=BMHK IKHOB=>L :G BGM:
F:MA ?HKFNE:L BG RHNK <HNKL> 2A> F:MA >=BMHK BL PKBMM>G ;R 5§'0'1 :G= BL
E:M>LM +:MA+* LM:G=:K= ?HK =>L<KB;BG@ F:MA ?HKFNE:L ?HK =BLIE:R BG ;KHP
?HKFNE:L :K> L:0>= :L MA> +:MA+* ?HK ?NMNK> >=BMBG@ ," :L : .,% ?BE> ?HK k

'EB<D MA> E:NG<A F:MA >=BMHK ?NG<MBHG
Fu

MH HI>G MA> F:MA >JN:MBHG >=BMHK PBG=HP MA> 5'0'1 $HKFNE: #=BMHK

(:0:L<KBIM FNLM ;> >G:;E>= ?HK MA> F:MA >=BMHK MH ?NG<MBHG

Rich Set of Features

T :LB< HI>K:MBHGL

T +:MKBQ <:E<NENL

T !'"E<XNENL :G= L>KB>L
T*H@B< :G= L>M MA>HKR
T 3GBML

T %K>>D EIA:;>M

Math Editor Highlights

T 2A> F:MA >=BMHK :NMHF:MB<:EER <HGO>KML ?HKFNE:L :G= >IJN:MBHGL MH BF

MH =HPGEH:= :G :IIE>M MH OB>P MA>F 2A> ?HKFNE:L :G= >IJN:MBHGL <HGMBC(
G :NMAHK

T 2A> F:MA >=BMHK LNIITHKML <HIRBG@ :G= I:LMBG@ H? +:MA+* ?HKFNE:L :G= >
>=BMHK

T INIIHKML *>@:<R #JN:MBHGL MA> F:MA >=BMHK <HGMBGN>L MH LNIIHKM 5 !
>QMK: <ML +:MA+* ?KHF MA> IK> 1. E>@:<R F:MA >=BMHK

T'? NI@K:=BG@ ?KHF HMA>K IE:M?HKFL LN<A L !# HK 4BLM: MA> F:MA >=BMF
?HKFNE:L :G= >JN:MBHGL ?KHF MA>L> IE:M?HKFL

Understanding the Tabs

2A> M:;L :M MA> MHI H? MA> |:@> :EEHP RHN MH L>E><M =B??>K>GM >E>F>GML
T %>G>K:E

-1>K:MHKL

1RF;HEL

B@ HI>K:MBHGL

+:MKBQ F:MA>F:MB<L

KKHPL

%K>>D LRF;HEL

4 4 4 4 4 4

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .
3I=:M>= 2AN (:G % + 2
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T INI>KL<KBIM LN;L<KBIM :G= :<<>GML
T -MA>K FBL<>EE:G>HNL F:MA >E>F>GML
T $NG<MBHGL

General lOperators lSymbo\s I Big Ops. lMatrlx lnrrows l Greek l script and accent lOther lFunctmns I
i [ 800 Sz
Tsmm o3 A0 | §FHFoud
|

Accept || Cancel Manual =>

2H E>:KG FHK> <mBwD EHBSD PBMABG MA> F:MA >=BMHWKIMWH IKEMELNMAK F:GN:E
2A> F:GN:E IKHOBE:M H? EBD:BEHE> BG MA> M:;L

Working With Tables
IEB<D MA> BGL>KM >=BM M:;E> ?NG<MBHG

MH ;>@BG :==BG@ : M:;E> BG MA> M>QM :K>: EM>KG:MBO>ER RHN <:G NL> M
MA> KB@AM <EB<D <HGM>QMN:E F>GN

+HLM H? MA> M:;E> ?NG<MBHGL :K> NG:0O:BE:;E> @K:R>= HNM NGE>LL RHN
:G >QBLMBG@ M:;E>

General Tab

-G MAseneral M:; RHN <:G L>M MA> ;:LB< IKHI>KMB>L ?HK : M:;E> ,HM> MA:M :?M
M:;E> NLBG@ MA> M:;E> ?NG<MBHGL :G= <HFF:G=L 7HN <:G K>LBS> : M:;E> ;R <
tHK=>K :G<AHKL

General Advanced

Columns 2 ROWS 2
Cell Padding Cell Spacing
Alignment -- Not Set -—-  + Border 1
Width 200 Height

Class -- Not Set —- %

Table Caption

T Columns 2R1> MA> BGBMB:E GNF;>K H? <HENFGL ?HK MA> M:;E> 2A> =>?:NEM
T Rows 2R1> MA> BGBMB:E GNF;>K H? KHPL ?HK MA> M:;E> 2A> =>?:NEM BL L>N
T Cell Padding 2R1> : GNF;>K BG IBQ>EL ?HK MA> BG=BOB=N:E M:;E> <>EEL |:==
T Cell Spacing 2R1> : GNF;>K BG IBQ>EL MH L>1:K:M> MA> M:;E> <>EEL

T Alignment 1>E><M MA> M:;E> :EB@GF>GM <>GM>K E>?M HK KB@AM '? GHM L
"EB@GF>GM BL NL>=

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
_HP>K>= R
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T Border IK>:M>L : LBFIE> ;E:<D EBG> ;HK=>K :KHNG= MA> M:;E> 2RI> : GNF;>K
MA> M:;E> ;HK=>K 2A> =>?:NEM BL L>M MH HG> IBQ>E

T Width 1>M MA> PB=MA H? MA> M:;E> BG >BMA>K IBQ>EL HK : I>K<>GM:@> H? N
=>?:NEM BL L>M MH IBQ>EL

T Height 1>M MA> A>SB@AM H? MA> M:;E> BG >BMA>K IBQ>EL HK : I>K<>GM:@> H
E>?M ;E:GD MA> M:;E> BL LBS>= :NMHF:MB<:EER L G>>=>= MH ?BM MA> <HGI

TClass 1>M MA> &2+* <E:LL ?HK MA> M:;E> '? RHNK L>MNI =H>L GHM NL> <E:LL

T Table Caption 1>E><M MA> <A><D ;HQ LH MA> M:;E> BL <K>:M>= PBMA : <:IMBHG
<:IMBHG :IlI>:KL :L MA> MBME> H? MA> M:;E>

Advanced Tab
-G M Advanced M:; RHN <:G L>M :==BMBHG:E IKHI>KMB>L ?HK : M:;E>

General Advanced

D

Surnmary

Style

Language Code
Background Image

Browse My Computer Browse Course

Frame -- Mot Set —-

Rules -- Mot Set —-

ELARE LARE 13

Language Direction| -- Not Set --

Border Color =
Background Color =

TID 2RI>: M:;E> =>L<KBIMBHG HK B=>GMB?B>K
T Summary 2RI1> : =>L<KBIMBHG ?HK : M:;E>

T Style EEHP &2+* <H=> HO>KKB=>L ?HK MA> IE:<>F>GM LBS> :lI>:K:G<> :G=
T Language Code LLB@G : E:G@N:@> <H=> MH : M:;E>Y NL>= BG MK:GLE:MBHGL
T Background Image 3L> : @K:IAB< BF:@> MH :l1lI>:K :L : ;:<D@KHNG= ?HK : M:;E>
30* MH <K>:M> : EBGD MH :G BF:@> ?BE> HNMLB=> H? MA> EH<:E LRLM>F
N2H NIEH:= : ?BE> ?KHF RHNK 3Brbws&NWCimputeB <D
AN2H NIEH:= : ?2BE> ?KHF MA> <HNKL> L LMHK:@> K>IHLBMHKR

] '? 'THNKL> $BE>L BL MA> <HNKL> L LMHBlo@eCrdeHLBMHKR <EB<D
-0
] '? RHNK BGLMBMNMBHG EB<>GL>L <H@rbwse Kortel@ CaleckonGM <EB<D
T Frame 1>M MA> M:;E> ?K:F> I:K:F>M>K OHB= :;HO> ;>EHP ALB=>L EAL KAL
T Rules 1>M KNE>L ?HK MA> M:;E> <HGM>GM GHG> @KHNIL KHPL <HEL HK :E

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM
3I=:M>= 2AN (:G % + 2
.HP>K>= ;R
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T Language Direction 1>M PA>MA>K M>QM >GM>K>= BG MA> M:;E> @H>L E>?M MH K
FHNL> IHBGM>K IHLBMBHG

T Border Color 1>M MA> <HEHK ?HK MA> M:;E> ;HK=>K
T Background Color 1>M MA> ;:<D@KHNG= <HEHK ?HK MA> M:;E>

Setting Row and Cell Properties

OHP IKHI>KMB>L :??><M :G >GMBK> M:;E> KHP HK : GNF;>K H? L>E><M>= M:;E> K
<NKK>GM M:;E> <>EE HK : GNF;>K H? L>E><M>= <>EEL

Row Properties

IEB<D BGLB=> :G >QBLMBG®@ M:;E> :G= <EB<D MA> M:;E> KHP IKHI>KMB>L ?NG<I
$BE> >G NL *>:KG 1:G=;HQ9?HK91.9 >G NL

+ MK GH | > GTAlR RowPropertigs - PR HPK - Fi <:G L>M ?HKF:MMBG®@ |:K:F>M>KL MH <
< Hgs M.3g>Mlk H 7 £ B HECRKHP HK L>E><M>= KHPL PBEE :11>:K

General Advanced E>9KHPO9IKHILY9 Q |G@
Row Type Body ¥
Alignment -- Not Set —- =
Vertical Alignment -- Not Set —- =
Class -- Not Set —- =
Height
+ Update Current Row
Update Odd Rows in Table
Update Even Rows in Table
Update All Rows in Table

General Tab
-G MASeneral M:; RHN <:G

T Row Type 1>M PA>MA>K MA> KHP BL : A>:=>K ;H=R HK ?HHM>K

T Alignment 1>M MA> :EB@GF>GM H? MA> KHP\L <>EE <HGM>GML MH <>GM>K E>

T Vertical alignment 1>M MA> :EB@GF>GM H? MA> KHP\L <>EE <HGM>GML MH MHI

TClass 1>M MA> KHP <HGM>GM &2+* <E:LL '? <E:LL>L :K> GHM NL>= B@GHK> N

T Height +:GN:EER L>M MA> A>B@AM H? MA> KHP -MA>KPBL> MA> KHP >QI:G=L
MA> <HGM>GML

$KHF MA> =KHI =HPG EBLM :M MA> ;HMMHF H? MA> PBG=HP L>E><M MH

T 3I=:M> MA> <NKK>GM KHP HK L>E><M>= KHPL HGER =>?7:NEM
T 3I=:M> H== KHPL BG MA> M:;E>
AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
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T 31=:M> >0>G KHPL BG MA> M:;E>
T 31=:M> :EE KHPL BG MA> M:;E>

Advanced Tab
-G M Advanced M:; RHN <:G L>M :==BMBHG:E KHP IKHI>KMB>L

TID 2RI>: KHP =>L<KBIMBHG HK B=>GMB?B>K
T Style EEHP &2+* <H=> HO>KKB=>L ?HK MA> I[E:<>F>GM LBS> :II>:K:G<> :G=

T Language Direction 1>M PA>MA>K M>QM >GM>K>= BG MA> KHP @H>L ?KHF E>?M |
MA> FHNL> IHBGM>K IHLBMBHG

T Language Code LLB@G : E:G@N:@> <H=> MH : KHPYNL>= BG MK:GLE:MBHGL

T Background Image 3L> : @K:IAB< BF:@> MH :II>:K :L : ;:<D@KHNG= ?HK : KHP 7}
30* MH <K>:M> : EBGD MH :G BF:@> ?BE> HNMLB=> H? MA> EH<:E LRLM>F

N2H NIEH:= @ ?BE> ?KHF RHNK <Brotvs&NWCkkimputerB < D
N2H NIEH:= : ?BE> ?KHF MA> <HNKL> L LMHK:@> K>IHLBMHKR
] '? 'THNKL> $BE>L BL MA> <HNKL> L LMHBtow@eClurdeHLBMHKR <EB<D

-0
] '? RHNK BGLMBMNMBHG EB<>GL>L <H @kbwse doriter@ COlechonGM <EB<D
T Background Color 1>M MA> ;:<D@KHNG= <HEHK ?HK MA> KHP

General Advanced

D
Style

£

Language Direction| -- Mot Set —-

Language Code
Background Image

Browse My Computer Browse Course

Background Color =

Update Current Row ¥

Cell Properties

'EB<D MA> M:;E> <>EE IKHI>KMB>L ?NG<MBHG

$BE> >G NL *>:KG 1:G=;HQ9?HK91.9 >G NL

* MK cH | > gTakye gpll Rropertiep -PBEBEHW K WNiNk<:G L>M ?HKF:MMBG@ |:K:F>M>KL MH <}
<H§3M:Mkﬁl?-|lié\4\/ii-ﬁ<>R<>EE HK L>E><M>= <>EEL PBEE :lI>:K

i NMMHG9<HGM>GM9>=BMHKI9M:;E>9<>EE9IKHIL9 Q IG@

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .
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General Advanced

Alignment -- NotSet—- | Cell Type | Data |+

Vertical Alignment | -- Not Set -- ¥ | Scope -- Not Set -- | &

-

Width Height

Class -- Not Set —- ¥

+ Update Current Cell

Update All Cells in Row
Update All Cells in Table

5

General Tab

-G MAseneral M:; RHN <:G

T Alignment i1>M MA> :EB@GF>GM ?HK : <>EE <HGM>GML MH <>GM>K E>?M HK K
T Cell Type 1>M : <>EE <HGM>GM MRI> MH =:M: HK A>:=>K

T Vertical Alignment 1>M MA> :EB@GF>GM ?HK : <>EE <HGM>GML MH MHI <>GM>K

T Scope #QIl:G= MA> FH=B?B<:MBHG L>E><MBHG ;>RHG= :G BG=BOB=N:E <>EE :G
<HENFG KHP KHP @KHNI <HE @KHNI

T Width +:GN:EER L>M MA> PB=MA H? : <>EE
T Height +:GN:EER L>M MA> A>SB@AM H? : <>EE
T Class 1>M MA> KHP <HGM>GM &2+* <E:LL '? <E:LL>L :K> GHM NL>= B@GHK> N

$KHF MA> =KHI =HPG EBLM :M MA> ;HMMHF H? MA> PBG=HP L>E><M MH

T 3I=:M> MA> <NKK>GM <>EE HK L>E><M>= <>EEL HGER =>?:NEM
T 3I=:M> :EE <>EEL BG : KHP
T 3I1=:M> :EE <>EEL BG : M:;E>

Advanced Tab

-G M Advanced M:; RHN <:G L>M :==BMBHG:E <>EE IKHI>KMB>L

General Advanced

D
Style
Language Direction| -- Mot Set —-

Ak

Language Code
Background Image

Browse My Computer Browse Course

Border Color =
Background Color =
Update Current Cell B

TID 2RI>: <>EE =>L<KBIMBHG HK B=>GMB?B>K

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM ¢
31=:M>= 2AN (:G % + 2
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T Style EEHPL &2+* <H=> HO>KKB=>L ?HK MA> |IE:<>F>GM LBS> :II>:K:G<> :G=

T Language Direction 1>M PA>MA>K M>QM >GM>K>= BG : <>EE @H>L ?KHF E>?M MH
MA> FHNL> IHBGM>K IHLBMBHG

T Language Code LLB@G : E:G@N:@> <H=> MH : <>EEYNL>= BG MK:GLE:MBHGL

T Background Image 3L> . @K:IAB< BF:@> MH :lII>:K :L : ;:<D@KHNG= ?HK : <>EE 7

30* MH <K>:M> : EBGD MH :G BF:@> ?BE> HNMLB=> H? MA> EH<:E LRLM>F
N2H NIEH:= : ?BE> ?KHF RHNK <Brows&NNyCimputerB <D
N2H NIEH:= : ?BE> ?KHF MA> <HNKL> L LMHK:@> K>IHLBMHKR

] '? 'THNKL> $BE>L BL MA> <HNKL> L LMHBtow@eClurdeHLBMHKR <EB<D

-0
] '? RHNK BGLMBMNMBHG EB<>GL>L <H@kws doerd CAleckonGM <EB<D
T Border Color 1>M MA> <HEHK ?HK : <>EE ;HK=>K
T Background Color 1>M MA> ;'<D@KHNG= <HEHK ?HK : <>EE

Editing Tables
'EB<D BGLB=> :G >QBLMBG@ M:;E> MH F:D> MA> M:;E> >=BMBG@ ?NG<MBHGL :<

Function  Description

IEB<D MH HIm&ertNEditTable PBG=HP '? <EB<D>= BGLB=>: M:;;E> : G>P M
<K>:M>= BGLB=> MA> ?BKLM HG>

'EB<D MH H IpaBleNRéw-Properties PBG=HP
IEB<D MH H I®aBleNall>Properties PBG=HP
'GL>KM : ;E:GD KHP ;>?HK> MA> <NKK>GM FHNL> IHBGM>K IHLBMBHG

'GL>KM : ;E:GD KHP :?M>K MA> <NKK>GM FHNL> IHBGM>K IHLBMBHG

=
. "SE>M> MA> <NKK>GM KHP ?KHF MA> M:;E> '? RHN L>E><M FNEMBIE> <
i =>E>M>=
— 'GL>KM : ;E:GD <HENFG MH MA> E>?M H? IK><>=BG@ MA> <NKK>GM FH
5 'GL>KM : ;E:GD <HENFG MH MA> KB@AM H? ?HEEHPBG@ MA> <NKK>GM
. "SE>M> MA> <NKK>GM <HENFG ?KHF MA> M:;E> '? RHN L>E><M FNEMBII
= =>E>M>=
+>K@> MPH HK FHK> L>E><M>= <>EEL BGMH : LBG@E> M:;E> <>EE
11lEBM IK>OBHNLER F>K@>= M:;E> <>EEL '? MA> <>EE HK <>EEL :K> GH
GHMABG®@ A:lI>GL
2H K>LBS> : M:;E> BG :==BMBHG MH NLBG@ M:;E> KHP HK <>EE IKHI>KMB>L R

MA> M:;E> ;HK=>K :G<AHKL 2A>L> :K> [IHLBMBHG>= :M >:<A H? MA> M:;E> <HKG?>

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:6G=91.9 I1IMN=>GM ¢
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E:K@>K HK LF:EE>K 7HN PBEE :ELH ?BG= MA>F BG MA> FB==E> H? >:<A LB=>YE
K>LBS> MA> M:;E> AHKBSHGM:EER HK O>KMB<:EER

Right-Click Contextual Menus

7HN <:G :ELH KB@AM <EB<D :GRPA>K> BGLB=> :G >QBLMBG@ M:;E3nddrid :<<>LL :
Edit Table MH :<<>LL LHF> >=BMBG@ IKHI>KMB>L ?HK :G >QBLMBG@ M:;E>

Using Anchors

7THN <:G NL> :G<AHKL MH IHLBMBHG :G<AHK HMA>K BM>FL :G= H;C><ML LN<A

IHBGM>K PA>K> RHN P:GM MA> :G<AHK MH :II>:K :G= <EB<D MA> :G<AHK ?NG<M
£

MH HI>GIngeA/Edit Anchor PBG=HP 2RI>: G:F> ?HK MA> :Gd4ns¢itKk N6 <E=BBM

2H FH=B?R :G >QBLMBG@ :G<AHK L>E><M BM :G= <EB<D MA> :G<AHK ?NG<MBHC

2H K>FHO> :G :G<AHK L>E><M Hielate 1p>RL MA>

"SE>MBG@ :G :G<AHK :ELH =>E>M>L MA> H:C><M HK M>QM :G<AHK>= MH BM
Advanced Functions

HTML Code View

'EB<D MA> &2+* <H=> OB>P ?NG<MBHG

HTH

MH HI>GHVWM . xode view PBG=HP 2A>G RHN <:G =BK><MER >=BM MA> <HGM>GM &
?BGBLA>=Upd&i8<BMH IIER RHNK <AQan@er LMHK:;HKM

2A> <HGM>GM >=BMHK I>K?HKFL LHF> <H=> O>KB?B<:MBHG 2H D>>1 MA> <H=> (

:==>= HK K>FHO>= L G>>=>= &HP>0>K RHN FB@AM >GM>K BGO:EB= <H=>L HK

‘NMH <HKK><MBG@ <:l1:;BEBMB>L F:R GHM <:M<A :EE BLLN>L "BLIE:R>= K>LNEM

2ABL ?>:MNK> BL BGM>G=>= ?HK >QI>KB>G<>= P>; =>0>EHI>KL

Editing CSS
IEB<D MA> >=BM !11 ?NG<MBHG

MH >=BM MA> <:L<:=BG@ LMRE> LA>>M 111 ?HK MA> |:@>
2ABL ?>.MNK> BL BGM>G=>= ?HK >QI>KB>G<>= P>; =>0>EHI>KL

"G M KEdit CSS Style PBG=HP NLBG@ MA> M:;L :G= BG=BOB=N:E L>MMBG@L RHN <:G

;:LB< ?HKF:MMBG@ =>?:NEML ?HK MA> <NKK>GM <HGM>GM >=BMHK =BLIE:R #:<
LMRE> HO>KKB=>L

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .

31=:M>= 2AN (:G % + 2
_HP>K>= R
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Text Background Block Box

Font
Size

Style

ar| |an| |

ar

Line Height

Color

=

O underline

O Overline

[ strikethrough
[ Blink

O None

Decoration

E'[ Insert span at selection

Apply

Border Li

st Positioning

Weight
Variant

Case

EORETINETS

T Text
T Background 3L>

T Block
BG=>GMBG @
T Box
T Border
TList 1>M

T Positioning 1>M

IEBApply H Kpdate

1>M MA> ?HGM ?:<>

LBS>

;' <D@KHNG= <HEHK HK BF:@>
1>M ?HKF:MMBG@ HIMBHGL

PB=MA

MA> HO>K:EE

MH F:D> MA> <A:G#&ceL MK

Using the Right-Click Contextual Menu

'G MA> <HGM>GM >=BMHK RHN <:G

LMRE> P>B@AM

‘M MA>

1>M =>?:NEML ?HK =K:PG ;HQ>L
1>M MA> LMRE> :G= <HEHK ?HK :EE
=>?:NEML ?HK ?HKF:MM>= EBLML

l:@ >

IHLBMBHGBG @

HKM

:G=

:G=

IE:<>F>GM

:LI><ML H? M>QM
L>M AHP BM BL =BLIE:R>=
I:K:@K:IA E>O>E BG<EN=BG@ PHK=

LI><ML H? M:;E>

:G=

:G= <EBIIBG@

IE:<> RHNK FHNL> IHBGM>K BG MA> M>QM

> K

H;C>

| K

i\

<HGM>QMN:E F>GN 2A> F>GN BG<EN=>L MA> >=BMHK L FHLM <HFFHGER NL>= ?

A chat session is scheduled for Decembe =~

¥ c
[ Copy

[7] Paste

& Link

&3 Removwe Link
[za] Image

Alignment

ut

Hf Insert/Edit Table

o

T Cut
O

T Copy

O
T Paste

AMMI A>E|

INM MA> L>E><M>= M>QM HK H;C><M

IHIR MA> L>E><M>= M>QM HK H;C><M

tE:<D;H:K= <HF >G NL *>:KG

3l1=:M>= 2AN

91.9 9:G6=91.9

.:LM> MA> FHLM K><>GMER <NM HK <HIB>= M>QM HK H;C><M

IMN=>GM

(:G % + 2

_HP>K>= R
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http://help.blackboard.com/@api/deki/files/12865/button_content_editor_paste_15x16.png

Link 4BLB;E> HGER PA>G RHN L>E><M M>QM HK :G H;C><M :G= HI>GL MA> BG
FHK> L3BEBG@ MA> *BGD $NG<MBHG

)
T Remove Link 4BLB;E> HGER PA>G RHN L>E><M M>QM HK :G H;C><M :G= K>FHO:
<EB<D K>FHO> EBGD ?HK LHF>MABG@ MA:M A:L GH ARI>KEBGD GHMABG@ A:l

Image == HK >=BM :G BF:@> 2H E>:KGBFEHKSFL&>L
T Alignment -1>G : LN; FGN :EEHPBG@ RHN MH :EB@G M>QM MH MA> E>?M F:KC(C
_<>GM>K

KB@AM F:K@BG

HK ;HMA F:K@BGL

T Insert/Edit Table .E:<> RHNK FHNL> IHBGM>K BGLB=> :G >QBLMBG@ M:;E> :G= -
MA> :O:BE:;E> >=BMBG@ ?>:MNK>L

INM <HIR :G=1:LM> ?NG<MBHGL F:R GHM ;> :0:BE:;E> BG :EE ;KHPL>KL

Keyboard Shortcuts for the Content Editor

2A> <HGM>GM >=BMHK LNIITHKML MA> D>R;H:K= LAHKM<NML EBLM>= BG MA> ?HE
NL>KL NL> MA> !-++ " D>R BGLM>:= H? MA> 120* D>R 'G MA> M:;E> MA>L> K> [
'-++ ," BL :;;K>0OB:M>= L I'+"

'? RHN NL> MA> LAHKM<NM D>RL MA:M FHO> L>E><M>= BM>FL HG> <A:K:<M>
H;C><M RHN :K> FHOBG®@ BL :;LHENM>ER IHLBMBHG>= G :\;)LHENM>ER IHLB
IBQ>EL LH FHOBG@ BM NI HG<> FHO>L BM NI HG> IBQ>E

Keyboard Shortcut Description

0'%&2 00-5 +HO> HG> <A:K:<M>K MH MA> KB@AM
*#$2 00-5 +HO> HG> <A:K:<M>K MH MA> E>?M
"-5, 00-5 +HO> =HPG HG> EBG>

3. 00-5 +HO> NI HG> EBG>

120* 0'% &2 00-5 +HO> KB@AM HG> PHK=

+ ! 1+" 0'%A2 00-5

120* *#$2 00-5 +HO> E>?M HG> PHK=

+ 1 1+" *#$2 00-5

#," +HO> MH MA> >G= H? MA> EBG>
&-+# +HO> MH MA> LM:KM H? MA> EBG>

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM .
3I=:M>= 2AN (:G % + 2
.HP>K>= ;R
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Keyboard Shortcut Description

120* "-5, 00-5 +HO> =HPG HG> I:K:@K:IA
+ ! 1+" "5 00-5
120* 3. 00-5 +HO> NI HG> I:'K:@K:IA
+ ! 1+" 3. 00-5
. %# "-5, +HO> =HPG HG> |:@>
. %# 3. +HO> NI HG> |:@ >
120* &-+# +HO> MH MA> ;>@BGGBG@ H? MA> M>QM
+ 1 1+" &-+#
120* #," +HO> MH MA> >G= H? MA> M>QM
+ 0 et g
Selection
1&'$2 0'%&2 00-5 #OM>G= MA> L>E><MBHG HG> <A:K:<M>K MH MA>
1&'$2 *#%$2 00-5 #QM>G= MA> L>E><MBHG HG> <A:K:<M>K MH MA>
120* 1&'$2 0'%&2 00-5 #QM>G= MA> L>E><MBHG KB@AM HG> PHK=
+ 1 1+" 1&'$2 0'% &2 00-5
120* 1&'$2 *#%$2 00-5 #QM>G= MA> L>E><MBHG E>?M HG> PHK=
+ 1 I+" 1&'$2 *#%$2 00-5
1&'$2 3. 00-5 #QOM>G= MA> L>E><MBHG NI HG> EBG>
1&'$2 "-5, 00-5 #QM>G= MA> L>E><MBHG =HPG HG> EBG>
1&'$2 #," #QM>G= MA> L>E><MBHG MH MA> >G= H? MA> <NI
1&'$2 &-+4# #QM>G= MA> L>E><MBHG MH MA> LM:KM H? MA> <
1&'$2 . %# "-5, #QM>G= MA> L>E><MBHG =HPG HG> |:@ >
1&'$2 . %# 3. #OM>G= MA> L>E><MBHG NI HG> |:@ >
120* 1&'$2 #," #QM>G= MA> L>E><MBHG MH MA> >G= H? MA> =H-:
120* 1&'$2 &-+# #QM>G= MA> L>E><MBHG MH MA> ;>@BGGBG@ H?
+ 1 1+ 18&8'$2 &-+#
120* 1>E><M EE >E>F>GML BG MA> =H<NF>GM
+ 1+
Editing
1. '# "SE>M> MA> L>E><MBHG -K B? RHN F:D> GH L>E
MA> <A:K:<M>K MH MA> E>?M H? MA> FHNL> IHBG
120* 1. '# ">SE>M> :EE H? : PHK= MH MA> E>?M H? MA> FHNL
+ e 1. '#
120* | IHIR MA> L>E><MBHG
+ 1 4+t
120* 4 .:LM> <NM <HGM>GML HK <HIB>= <HGM>GML
+ 1 1+" 4
120* 6 INM MA> L>E><MBHG
+ 1 1+" 6
"HEYH2H "SE>M> MA> L>E><MBHG
"L1#02 2HO@@E> ;> MP>>G BGL>KMBG@ :G= HO>KPKBMBG

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:6G=91.9 I1IMN=>GM ¢
3l=:M>= 2AN (:G % + 2
HP>K>= ;R
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Keyboard Shortcut Description

120* 8 3G=H MA> FHLM K><>GM ?HKF:MMBG@ <HFF:G=

+ 1 1+" 8

120* 7 0>=H MA> FHLM K><>GM NG=HG> <HFF:G=

+ 1 1+ 7

120* $ $BG= M>QM

+ 1 1+ 3

1&'$2 $ "BLIE:R MA> <HGM>QMN:E F>GN 2ABL BL MA> L:F
<EB<D

Formatting

120* 1>E><M HK <E>:K ;HE= ?HKF:MMBG @

+ 1 1+

120* 1>E><M HK <E>:K BM:EB< ?HKF:MMBG @

+ 1+

120* 3 1>E><M HK <E>:K NG=>KEBGBG@

+ 1 I+" 3

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM  92HH
31=:M>= 2AN (:G % + 2
_HP>K>= R
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Video Everywhere

3LBG@ MA> <HGM>GM >=MBHK RHN <:G K><HK= OB=>H >0>KRPA>K> -G<> BGLWM
:==>= MH MA> <HGM>GM >=BMHK MA:M <HGMKHEL RHNK P>;<:F 7HN <:G K><HK=
NIEH:= BM =BK><MER MH 7HN2N;>W 7H|\5J FNIHNGND MAWMHBI@E>@BLM>K>= HG 7HI
7THN2N;> <A:GG>E BL K>JNBK>= MH IKH<>LL :G= L:0O> RHNK P>;<:F OB=>HL

4B=>H >O>KRPA>K> BL GHM :0:BE:;E> PA>G MA> <HGM>GM >=BMHK HGER :E
'L PA>G L>G=BG@ >F:BE HK <K>:MBG@ @KHNIL

How to Record and Share Video Using the Content Editor

|E B REcorder :G= L>ERecddd from Webcam 7THNK BGLMBMNMBHG :G= BGLMKN<MHEK
MHHE
T T T T Paragraph - Aral = 4 (14pt) v IZ . - T-#2-& Qi X2

a il

009 EE=EEE T T | — == [V

@ EEf omses - T « @ @ L B WTHL 55

Path: p Words:0

5A>G IKHFIM>= Sigk B tDrouTube

;‘] e l ——

Webcam video from December 10, 2012 10:26 AM pewered by

Privacy: Unlisted YouTube

Not Signed In. [Sign In to YouTube)

SignintoYouTube | 2.

1BB@G BG MH 7HN2N;> NLBG@ RHNK %Gidit@deess: <<MNGREEHEPBRIBNK E:<D;H:K=
MH NIEH:= OB=>H HG RHNK ;>A:E?

'? RHNK %HH@E> :<<HNGM A:L GHM R>M ;>>G >G:;E>= ?HK 7HN2N;> :<<>LL
HI>G : G>P ;KHPL>K M:; :G= EH@ BG MH 7HN2N;> -G<> EH@@>= BG MH 7HN:
<A:GG>E MH NIEH:= :G= LMHK> RHNK OB=>HL ,:0B@:M> ;:<D MH MA> OB=>H
Sign in to YouTube | E B&rnt Access

! E B Record from webcam
5A>G RHN :K> IKHFIM>= :R =H;> $E:LA MH >G:;E> MA> IE:R>K L>MMBG@L :<
@K>> MH :EEHP MA> K><HK=>K MH NIEH:= OB=>HL MH 7HN2N;>

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM 92HH

31=:M>= 2AN (:G % + 2
_HP>K>= R
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| E B $fart Recording 5A>G RHN :K> ?BG B bthpRecordirg < D
IEBYpload MH L:O> RHNK OB=>H HG 7HN2N;>

'EB#Bert MH :== MA> OB=>H MH MA> <HGM>GM >=BMHK 7HN <:G <AHHL> ;>M
~ Play in place .E:RL MA> OB=>H BG MA> <NKK>GM EH<:MBHG 3L>KL <:G K>LE
MA> <HGM>GM IE:<>AHE=>K :l1I>:KL BG MA> <HGM>GM >=BMHK PA>K> R}
T T T T Format ~  Arial ~ 3 (12pt) -iE =T~
D Qo EEEE = T | T g | g — (=

©

=

A Thumbnail LF:EE BF:@> H? MA> OB=>H BL =BLIE:R>= 3L>KL <EB<D HG MA
OB=>H BG : G>P PBG=HP

7THNK OB=>H :lII>:KL BG RHNK <HGM>GM BM>F 'M M:D>L : ?>P FBGNM>L MH >

2

IE:R BFF>=B:M>ER 7HN FB@AM >0>G K><>BO>: 2ABL OB=>H BL NG:O:BE::E
FBGNM>L :G= MKR :@:BG

How to Make Your Video Accessible

?M>K RHN NIEH:= RHNK OB=>H MH 7HN2N;> RHN <:G :== <EHL>= <:IMBHGL :G=
:G= MK:GL<KBIML A>EIl I>HIE> PAH K> =>:? HK PAH >QI>KB>G<> A>:KBG@ BFI:Bl
MK:<D H? RHNK OB=>H !"IMBHGL :ELH A>EIl I>HIE> PAH LI>:D =B??>K>GM E:G@N

NG=>KLM:G= PA:M BL A:II>GBG@ BG RHNK OB=>H $HK FHK> BGPHKK:WMBHG HG <
I"'IMBHGBG@ 4B=>H 'HGM>GM

?M>K RHN NIEH:= RHNK OB=>H BM PBEE M:D> ;>MP>>G :G AHNK :G=: =:R ?HK 7
:NMHF:MB<:EER L:O> <:IMBHGL ?KHF MA> LHNG=MK:<D H? RHNK OBaptidis -G MA>

EBGD :lII>:KL PA>G MA> <:IMBHGL :K> :0O:BE:;E> ?M>K MA> MK:GL<KBIMBHG BL
MA> <:IMBHGL MH >GLNK> <HKK><MG>LL

-G MA> 7THN2N;> MHHEgptibons<EB<D
$HK #G @ E B LaitomaEBcajions BG MA> KB@AM LB=> |:G>E

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM  92HH
31=:M>= 2AN (:G % + 2
_HP>K>= R
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YouR 1M ﬁ qQ Uplasd

Info and Sattings Enhancemants Audic Annctations Captions | |

Blackboard 9.1 SP8 2012 Theme

e . I —

e ;
L —
| I I R Active vacks
R e

English ausomats capsons

IO NI

2A> BGEBG> M>QM >=BMHK HI>GL 7HN <:G >=BM =BK><MER BG >:<A ?K:F> L
MA> M>QM ?BE> >=BM BM HG RHNK <HFINM>K NLBG@ : M>QM >=BMHK :G=1

IEBPBne PA>G RHN :K> ?BGBLA>= >=BMBG @

Language Track name

English -

Caption text ¥ Download

the blackboard e ]

00:06 brings a new and not in the past year
: courses

00:03

2r.ne  link all of the functions your this
S tutorial showcases the

00:13 efficiency of the streamlined twenty
. twelve

00:16  mutual that is available with it

00:21 wuncovered product still function

v
C b R 6
Disable Cancel m

2A> FHLM <NKK>GM :G= =>M:BE>= BGLMKN<MBHGL ?HK :==BG@ MK:GL<KBIM
OB=>HL IHLM>= HG 7HN2N;> BL :0:BE:;E> ;R <EB<DBG@ MA> A>E|l EBGD BG
<:IMBHGL

Privacy

R =>?:NEM :EE OB=>HL :K> K>dHhlktedt = NKBO=KRMA>MMBG @ G NGEBLM>= OB=>H
NG=>K 7THN2N;> L>:K<A>L :G= HGER NL>KL PAH DGHP MA> EBGD <:G :<<>LL BM
<HFIE>M> IKBO:<R 2A> 3GEBLM>= L>MMBG@ :EEHPL :NMAHKL MH IN;EBLA :G= L
?HK LI><B?B<:EER <AHHLBG@ PAH <:G OB>P MA> OB=>H '? MA> NL>KL A:0> :<<
IN;EBLA>= MA>R <:G OB>P BM 2A>R <:G :ELH <EB<D : 7THN2N;> EH@H HG MA> O
MA> NGEBLM>= OB=>H HG RHN2N;> <HF LBM>

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM  92HH
31=:M>= 2AN (:G % + 2
_HP>K>= R
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7THN <:G <A:G@> MA> |IKBO :RrRate>M BIBKGFaMME OB=>H EB;K:KR >=BM MA> OB=>H M
BG MA> 7THN2N;> <EBI >=BM L>MMBG@L '? RHN F:D> : OB=>H IKBO:M> HGER MA
PAH A:O> : @HH@E> :<<HNGM <:G OB>P BM .KBO:M> OB=>HL :II>:K BG MA> OB=:
G>QM MH BM .KBO:M> OB=>HL <:GGHM ;> OB>P>= ;R :GRHG> HMA>K MA:G MA> :

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G6=91.9 IMN=>GM 92HHE

4B=>H9#0O>KRPA>K
3l=:M>= 2AN (:G % + 2
.HP>K>= ;R 65




Course Messages

7THNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE PAB<A MHHEL :K> :0O:BE:;E
BGLMKN<MHK HK BGLMBMNMBHG F:R A:O0> =BL:;E>= BM

2A> E:<D;H:K= *>:KG <HNKL> F>LL:@>L MHHE IKHOB=>L RHN PBMA : ?:FBEB:K >
RHN <:G NL> ?HK <HNKL> <HFFNGB<:MBHG <<HNGML :K> <K>:M>= :NMHF:MB<:E
<HNKL> :G= F>LL:@>L :K> L>GM :G= K><>BO>= NLBG@ MA:M :<<HNGM 2ABL IKH
>QM>KG:E >F:BE :==K>LL>L :K> GHM NL>= LH >QM>KG:E ?:<MHKL PBEE GHM :?7?

7HN <:GGHM K><>BO> <HNKL> F>LL:@>L HNMLB=> RHNK <HNKL> '? RHNK <E:LL
<HFFNGB<:MBHG RHN :K> GHM GHMB?B>= PA>G RHN K><>BO> G>P <HNKL> F>LL
G>P F>LL:@>L

7HN <:G NLN:EER :<<>LL <HNKL> F>LL:@>L MAKHN@A MA> MHHEL :K>: H? : <HNK
<:G K>LMKB<M :<<>LL HK <K>:M> : EBGD HG MA> <HNKL> F>GN LH MA:M <HNKL>

Ef:z Messages
“Q 0O
Create Message

Delete Folder

= | |
¥ B Grovp - 1 1
Create Message IK>:M> G>P F>LL:@>L
Create Folder == : G>P ?HE=>K 7HN <:G NL> ?HE=>KL MH HK@:GBS> <HNKL> |
Inbox -I1>GL PBMA : EBLM H? <HNKL> F>LL:@>L K><>BO>=
Sent -l1>GL PBMA : EBLM H? <HNKL> F>LL:@>L MA:M RHN L>GM
Delete Folder/Delete 2 A Belete Folder HiBelete ?NG<MBHG BG MA> ?HE=>K L <HGM>(

K>FHO>L MA> ?HE=>K 2H =>E>M> I>KLHG:E ?HE=>KL L>E><M MA> <A><D ;H
2A>G < bdetdrolder HG MA> :<MBHG ;:K 2A> ?HE=>KL :G= :EE <HNKL> F>LL:(
K> =>E>M>=

Edit IA:G@MA> G:F> H? : I>KLHG:E ?HE=>K 7HN <:GGHM FlhboB? RHEA>IG HAIC H
Sent ?HE=>K

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1IMN=>GM 92HHE
4B=>H9#O>KRPA>K
3l=:M>= 2AN (:G % + 2
.HP>K>= ;R 66




How to Create Course Messages

7HN <:G L>G= <HNKL> F>LL:@>L MH <HNKL> F>F;>KL 3LBG@ MA> <HNKL> F>LL:(
MHHE <:G :ELH ;> FHK> K>EB:;E> 'G<HKK><M HK HNM H? =:M> LMN=>GM >F:BE :
<HFFNGB<:MBHG

-G MA> <HNKL> F>Qdbls<EB<D

-G MAwDols |:@> L>E><M Médsiges

-G M ACsurse Messages I:@> < HBeal® Message HG MA> :<MBHG ;:K
-G M ACempose Message l:@> <EB<DG=: EBLM H? <HNKL> F>F;>KL :II>:KL
'G M Belect Recipients: To line ;HQ L>E><M MA> K><BIB>GML :G= <EB<D MA> KB@

FHO> MA>F MRéciignts ;HQ 7HN <:G NCe M&Bcc ?NG<MBHGL MH L>G= MA> <HN
F>LL:@> MH MAHL> NL>KL MA:M F:R ;> BGM>K>LM>= BG MA> F>LL:@> ;NM :¥
5A>G NLB&@ HMA>K K><BIB>GML =H GHM DGHP MA:MBddA>BNE=KKE BE>M>B (BB
MA> F>LL: @ >

$HK 5BG=HPL MH L>E><M FNEMBIE> NL>KL BG : KHP IK>LL MA> 1&'$2 D
G:F>L 2H L>E><M NL>KL HNM H? L>JN>G<> [K>LL MA> 120* D>R :G= <EB-
+:<L IK>LL MA> !-++ " D>R BGLM>:= H? MA> 120* D>R 7HN <:G :ELH L>E:
F>F;>KL PBMA&SeMdAAl ?NG<MBHG

2R 1> Subject

2RI1> : F>LL:@> -IMBHG:EER RHN <:G NL> MA> <HGMadyMM=@WMHK MH ?HKF:I

IEB8Dwse MH L>E><M : ?BE> MH :MM:<A MH MA> F>LL:@> '? MA> F>LL:@> B
A:0> MA> HIMBHG H? BG<EN=BG@ MA> HKB@BG:E :MM:<AF>GM

I E B Sbmit

How to Create Course Message Folders

7HN <:G <K>:M> I>KLHG:E ?HE=>KL MH A>El HK@:GBS> RHNK <HNKL> F>LL:@>L
LMHKBG@ F>LL:@>L +>LL:@>L K><>BO>= InBdX: RRPHEI=>>K BBKMM>G= F>LL:@>L L>G
11>:K BG BeAt> ?HE=>K ?M>K : F>LL:@> :II>:KL BM <:G ;> FHO>= BGMH : I>KLHG
-G MA> <HNKL> F>3@dIs<EB<D
-G MAwDBols |:@> L>Eeutk Messages

-G M ACourse Messages |:@> < EBeafe Folder HG MA> :<MBHG ;:K
-G M Addd Folder l:@> MRI> MA> G:F> H? MA> G>P I>KLHan& ?HE=>K BG MA>
| E B Sbmit

How to View Course Messages
-G MA> <HNKL> F>Qdbls<EB<D
-G MAwDols |:@> L>Eouwsk Messages
-G M ACourse Messages l:@> L>E><M : ?HE=>K

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHE
4B=>H9#O>KRPA>K
3l=:M>= 2AN (:G % + 2
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-G MA> ?HE=>K |I:@> <EB<D MA> EB&®be®&GC MENFSLL:@> L

How to Reply to Course Messages
-G MA> <HNKL> F>3dbls<EB<D
-G MAwDBols |:@> L>FEoutk Messages

-G M Alourse Messages l:@> L>E><M : ?HE=>K
-G MA> ?HE=>K |:@> <EB<D MA> EB&be&G MENFSLL: @> L
-G M Arrew Message lr@> <B®pyp HG MA> :<MBHG ;:K MH <HFIHL> : F>LL:@> MH
Reply Al MH K>IER MH MA> L>G=>K :G= :EE HMA>K K><BIB>GML H? MA> F>LL:(
To: ?B>E=
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Understanding ocean waves has a lingo all its own. Some concepts are easierto
understand than others. We usually have some good conversations about
specific terms as we help each other fully comprehend their meanings.
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Wind energy is imparted to the sea surface through friction and pressure,
causing waves. As the wind gains strength, the surface develops gradually
from flat and smooth through growing levels of roughness. First, ripples
form, then larger waves, called chop. The waves continue to build, their
maximum size depending on three factors: wind speed, wind duration, and
the area over which the wind is blowing, ealled the fetch.
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OJ Mark Tsai 5 days ago
‘.% Best places to harness the ocean's energy

WERW
Generating technologies for deriving electrical power from the ocean include
tidal power, wave power, ocean thermal energy conversion, ocean currents,
ocean winds and salinity gradients. Of these, the three most well-developed
technologies are tidal power, wave power and ocean thermal energy
conversion. Tidal power requires large tidal differences which, in the U.S.,
occur only in Maine and Alaska. Ocean thermal energy conversion is limited to
tropical regions, such as Hawaii, and to a portion of the Atlantic coast. Wave
energy has a more general application, with potential along the California
coast. The western coastline has the highest wave potential in the U.S.; in
California, the greatest potential is along the northern coast.
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1 used to live in Calfornia and remember some controversy around this issue.
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Mark Tsai 5 days ago
Best places to harness the ocean's energy

overall Rating: ey <
Generating technologies for deriving electrical power from the ocean include tidal

power, wave power, ocean thermal energy conversion, ocean currents, ocean winds
and salinity gradients. Of these, the three most well-developed technologies are tidal
power, wave power and ocean thermal energy conversion. Tidal power requires large
tidal differences which, in the U.8,, oceur only in Maine and Alaska. Ocean thermal
energy conversion is limited to tropical regions, such as Hawaii, and to a portion of
the Atlantic coast. Wave energy has a more general application, with potential along
the California coast. The western coastline has the highest wave potential in the U.S,;
in California, the greatest potential is along the northern coast.
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‘Wave and tidal power represents the logical "next-step” in renewable energy strategy.

Tidal power requires large tidal differences which, in the U.S., occur only in Maine and Alaska. Ocean thermal
energy conversion is limited to tropical regions, such as Hawaii, and to a portion of the Atlantic coast. Wave
energy has a more general application, with potential along the California coast. The western coastling has the
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% "u Assignment: Extracting Energy

E:ﬁ “‘——}_ Overall Rating: Jirdryirylr .
Don't expect to be using energy from marine sources just yet.[ vour rating: e
know there's an enormous pool of energy out there, another tm
it. Methods and devices are currently under development around the world.
Other forms of energy extraction (such as wind generation) have become
commercially viable only recently following extensive research and
development. Marine energy is not as well developed and remains an energy
source of the future.
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\?‘. Project Aims to Harness the Power of Waves
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PORTLAND, Ore. — About 15 years ago, this environmentally conscious state
with a fir tree on its license plates began pushing the idea of making renewable
energy from the ocean waves that bob and swell on the Pacific horizon. But
then one of the first test-buoy generators, launched with great fanfare,
promptly sank. It was not a good start.

http: //www.nytimes.com/2012/09/04/us/project-aims-to-harness-
wave-energy-off-the-oregon-coast.html? r=o0
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In the UK, they are pursuing wave engergy for eletricity.
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Tidal power, or tidal energy, is a form of hydro power that

exploits the tidal movements of the ocean as water flows back and
forth. Tidal power can be harnessed in a couple of ways: kinetic
energy that powers turbines as the water moves between full and
ebb tide, and; potential energy in which barrages are used to
exploit the difference between high and low tide.

When there’s a substantial amount of water that rushes in and
out of some rivers and inlets it's possible to harness the energy
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created to drive generators to produce electricity. To tap this
energy a barrage is built across the mouth of the river. Water
turbines sit in the barrage wall and as the water rushes through,
the turbines generate electricity.
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K>FBG=>K BM BL BG MA> FH=>K:MBHG JN>N>

-G M Atederation Queue l:@> MA> IHLML :11>:K BG :EIA:;>MB<:E HK=>K ;R MBME:
MBME> HK <:K>M MH LHKM ;R IHLM MBME> :NMAHK MbBdérate M> 2H K>OB>P : Il

Moderation Queue

Post Author Date .

Any domestic oil we can find is good ﬂ_ Sarah Spooner Apr 10 10:45:45 EDT 2013 Moderate
| am against offshore drilling E Mark Tsai Apr 10 11:16:27 EDT 2013 | poderate
Stop Offshore Oil and Gas Driling (.1 Bruce Lopez Apr 11 10:41:35 EDT 2013 Moderate

‘We have too much reliance on foreign oil so... E Chris Casper  Apr12 11:17:16 EDT 2013 Moderate

Worth the risk? §) Mina Akbar Apr12 12:47:49 EDT 2013 poderate

-G M Atederate Post l:@> K>:= MA> |HLM :G=PublislP<Mi¥tarn HIMBHG .N;EBLA>=
F>LL:@>L :K> BFF>=B:M>ER IHLM>= MH MA> MAK>:=

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM 92HHEL
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-IMBHG:EER MRI> ?>>=;:<D BG MA> M>QM ;HQ 7HN <:G NL> MA> <HGM>GM :

M>QM EBGD MH ?BE>L BG MA> /lHGM>GM 'HEE><MBHG :G= BG<EN=> P>; EB(
2AHN@A ?>>=;:<D BL HIMBHG:E MABL BL :G HIITHKMNGBMR MH IKHOB=>
K>=BK><M : LMN=>GM L ?H<NL :G= >QIE:BG PAR : IHLM P:L K>MNKG>=

I E B Sbmit

0>MNKG>= I[IHLML GH EHG@>K :1I>:K BG MA> FH=>K:MBHG JN>N> 'G MK>> OB>P
IHLML BG MA> ?HKNF #QI:G= MA> IHLM NLBG@ MA> IENL LB@G '? ?>>=;:<D P:L
MA>BK IHLML P>K> K>MNKG>= -G MA> MAK>:= |: @Retuied NBESQ M INMH MMA =BIHIEMRL |

$KHF MA> MAK>:= I:@> LMN=>GML <:G >=BM MA>BK IHLML PABE> OB>PBG@ MA>

K>LN;FBM MA>F 2A> IHLML :K> K>MNKG>= MH MbderatitoH QuekieMBHA >3 KENG>QM MH
MA> IHLM L MBME>

Forum: Offshore Drilling

Search  Collapse Al Expand All

5)We have too much reliance on foreign oil so... | EZ] Chris Casper  4/10/13 10:47 AM

£ CathyChu  4/10/13 11:12 AM

Any domestic oil we can find is good A sarah Spooner 4/10/13 10:45 AM

Thread: We have too much reliance on foreign o

Select: All None = Message Actions Expand All || Collapse All 2 Posts in this Thread 0 Unread

o =" Chris Casper 28 minutes ago
=] We have too much reliance on foreign oil so.. serumeo | -

Cathy Chu @ WY Chris Casper posted 33 minutes ago (last edited 2 minutes ago)
|| Explanation for returned post - We have too much reliance on foreign oil so..] moperaTion aueue

Support your side with a source. I
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Discussion FAQs

Why Can't | See My Discussion Post?
'? RHN A:0> <HFIHL>= : IHLM :G= =H GH L>> BM RHN LAHNE=

T 'A><D B? RHN :<<B=>GM:EER L:O>= BM L : =K:?M O0>MNKG Ddpla AMRHKX¥FLL @
MA> =KHI =HPG EBDMfts1>E><M

T 'EBS&arch :M MA> MHI H? MA> F:BG =BL<NLLBHG ;H:IK®@ >2HIGN-FL>HK MAKEK=: M>k
RHN NL>= BG RHNK EHLM F>LL:@>

5A>G <HFIHLBG@ EHG@ F>LL:@>L PKBM> MA>F H??EBG> BG : PHK= IKH<>LL
RHN <:G L:O> EH<:EER 2A>G I|:LM> MA> F>LL:@> BGMH =BL<NLLBHGL 2ABL
FBG= :L P>EE :L : P:R MH K><HO>K RHNK PHKD BG <:L> H? M><AGB<:E =B?7B

What Does Subscribe Mean?

'? RHNK BGLMKN<MHK >G:;E>= LN;L<KB;BG@ RHN <:G ;> :E>KM>= ;R >F:BE PA>C
BGLMKN<MHK <AHHL>L PA>MA>K MA> :E>KML :K> ?HK IHLML F:=> :M MA> ?HKNF

5A>G MA> ?HKNF >F:BE LN;L<KBIMBHG ?>:MNK>SBHlsckl@e: ; BbG MRHBN: PBEEHGA >>K -G<
RHN <EB<D BM RHN PBEE K><>BO> >F:BEL PA>G G>P |IHLML K> F:=> MH MA> ?H

Forum:|Unit 2: Astrophotography/Imaging

Create Thread Grading Information

5A>G MA> MAK>:= >F:BE LN;L<KBIMBHG ?>:MNK> BL >G:;E>= L>E><M HG> HK FH
Subscribe  ? KHF MMread Actions =KHI =HPG EBLM -G<>3Rbsttibe>ER+HW PBEE K><>BO> >
PA>G G>P IHLML :K> F:=> MH MA> L>E><M>= MAK>:=L
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Forum: Unit 2: Astrophotography/Imaging
Create Thread Grading Information
Thread Actions Collect
Mark as Read
Thread Author
Mark as Unread
Set Flag 1 got a few good shots w Tony Brown
Clear Flag
Subscribe/Unsubscribe My/nextiquestion Linda Herrera
O 6/17/119:12 AM Saturn and the Beehive ‘:' Henry Wagner
6/17/11 853 AM Great astrophotography site ﬁ Ryan Johnson
6/16/11 9:17 AM What worked for me & Ashby Cooper
6/15/11 2:57 PM help with equipment Linda Herrera
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Email

2A> 1>G= #F:BE MHHE BG

: <HNKL> BL :
F>F;>KL

L>G= HGER MHHE 7HN <:G L>G= F>LL: @
>QM>KG:E >F:BE :<<HNGML PBMAHNM A:OBG@ MH E:NG<A RHNK >QM>K

HK 7:AHH 7HN <:G L>G= >F:BEL MH BG=BOB=N:E NL>KL HK MH @KHNIL H? NL>KL
Watch a Tutorial

"HN;E> <EB<D MA> OB=>H MH >GE:K@> MA> OB>PBG@ :K>:

#F:BE RHN L>G= ?KHF :

<HNKL> BL K><>BO>= BG MA> K><BIB>GM L >QM>KG:E >F
H;2ZFBMA R:AHH <O®FEB>L MH MA>L> >F:BE F>LL:@>L @H MH MA> L>G=>K L >QM>
K> GHM L>M>MHNKL >

5A>G RHN EH@ BG MH RHNK >QM>KG:E >F:BHMA<IKENXGMG RFEHNG K ><+HNBIO> K>E:M>=
IHGLB=>K L>MMBG@ NI :

: ?BEM>K HK F>LL:@> KNE> MH >:LBER @KHNI RHNK <HN
BG;HQ

E:<D;H:K= *>:KG D>>IL GH K><HK= H? L>GM HK K><>BO>= >F:BE

:G >F:BE MA> >F:BE PBEE :II>:K BG MA> 'G;HQ H? RHNK >QM>KG(

L 5A:
BFIHKM:GM F>LL:@>L BG <:L> RHN G>>= MA>F M

s E >F
cE:M>K =:M>
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mailto:BobSmith@yahoo.com

THNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE PAB<A MHHEL :K> :O:BE:;E
BGLMKN<MHK HK BGLMBMNMBHG F:R A:O> =BL:;E>= BM

7HN <:G L>G= >F:BE MH MA> ?HEEHPBG@ I>HIE> BG : <HNKL>
T All Users 1>G=L >F:BE MH :EE NL>KL BG MA> <HNKL>
T All Groups 1>G=L >F:BE MH :EE H? MA> @KHNIL BG : LI><B?B>= <HNKL>

T All Teaching Assistant Users 1>G=L >F:BE MH :EE H? MA> 2>:<ABG@ LLBLM:GML BG
T All Student Users 1>G=L :G >F:BE MH :EE LMN=>GML BG MA> <HNKL>
T All Instructor Users 1>G=L >F:BE MH :EE H? MA> BGLMKN<MHKL ?HK : LI><B?B>=
T Select Users 1>G=L >F:BE MH L>E><M NL>KL
T Select Groups 1>G=L >F:BE MH L>E><M @KHNIL

0><BIB>GML H? >:<A >F:BE PBEE GHM L>> MA> >F:BE :==K>LL>L H? HMA>K K

Before You Begin

T E:<D;H:K= *>:KG PBEE ,-2 K><H@GBS> ?BE>L HK >F:BE :==K>LL>L PBMA LI:<>
'L 'G= 'G @>G>K:E NL> HGER :EIA:GNF>KB< ?BE> G:F>L :G= :==K>LL>

T"H GHM L>G= >F:BE MAKHN@A E:<D;H:K= *>:KG PBMAHNM <HGM>GM BG MA> L
EBG> ;E:GD <:G IK>0>GM MA> F>LL:@> ?KHF ;>BG@ =>EBO>K>=

How to Send Email

7HN <:G :<<>LL MA> >F:BE MHHE ?HK :EE H? RMWNK KEBNELZFG NMWAKHN@A MA>
Institution M:; 7THNK BGLMKN<MHK <:G ELH :==: EBGD MH MA> >F:BE MHHE =

-G MA> <HNKL> F>@dIs<EB<D
-G MADvols |1:@> <E¥RdAEMAalIl

-G M Aelect Users H Iselect Groups l:@> L>E><M MA> K><BAGHBIMb SRIECIMA>; HQ
:G= <EB<D MA> KB@AM IHBGMBG @ :KKHBSeMdtedF H®IQ MAFRBGHWKHMMBL :O:BE:;I
MH FHO> : NL>K HNM H? MA> K>k&HESelecibnEBL MG 3 BMBAD L>E><M>= NL>KL :K> C
EHG@>K AB@AEB@AM>= :G= MAHL> NL>KL MA:M P>K> GHM L>E><M>= PBEE

$HK 5BG=HPL MH L>E><M FNEMBIE> NL>KL BG : EBLM IK>LL MA> 1&'$2 [
NL>KL 2H L>E><M NL>KL HNM H? L>JN>G<> |K>LL MA> 120* D>R :G= <EB
+:<L NL> MA> !-++ " D>R BGLM>:= H? MA> 120* D>R 73%¢NctAllG :ELH NL> M
?NG<MBHG MH L>G= :G >F:BE MH :EE NL>KL

2R 1> R H:lKect

2R 1> R HW8&sage <HIR H? MA> F>LL:@> BL L>GM MH MA> L>G=>K K><>BIM
F>LL:@> BL L>GM EBLMBG@ :EE K><BIB>GML 2A> K><>BIM |I:@> =H>L GHM <
F>LL:@> 'M HGER <HG?BKFL MA:M MA> F>LL:@> P:L L>GM

| E B Aftach a File MH ;KHPL> ?HK ?BE>L ?KHF RHNK <HFINM>K 7HN <:G :MM:<A
== HG> ?BE> MA> HIMBHG MH :MM:<A :GHMA>K ?BE> :II>:KL
| E B Sibmit
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M Select Users
+ Indicates a required fiedd Cancel m

Arailable to Select

Adeministrator, Blatkboard
Abbar, Mina

Casper, Christopher
Chu, Cathy

Katril, Sund

Lopez, Bruce
Lucem, Leo
MacDonald, Lisa

Irvent Selection | Select All Irvert Selection | Select Al

From Chitslopher Casper (CCaspen@myschool edu)

Subject o [interested in a study group? ]

Message |I have appreciated all the posts made on the Discussion Board and
|wondered if anyone would like to have a few study sessions in Chat?

o ©

Acopyof this email will be sent bo the sender.

Amachments @ Aach 3 e

2. G

cancel SN
Troubleshooting
T 7THNK >F:BE :==K>LL BL GHM OBLB;E> NGE>LL RHN <AHHL> MH F:D> BM OBLB;I
L>MMBG@ BG MA> I1@> A>:=>K BG MA> +$ettifgs< D ; RelsenaFInf@MHation Set
Privacy Options -G MABL I:@> RHN <:G <AHHL> MA> BG?HKF:MBHG RHN P:GM <H
T 7HN <:G <A:G@> RHNK >QM>KG:E >F:BE :==K>LL NL>= BG RHNK <HNKL>L 'G M
Settings Personal Information Edit Personal Information -G MABL I:@> MRI> RHNK
IK>?>KK>= >F:BE :==K>19ubnit= <EB<D

T #F:BE <EB>GML LN<A L %F:BE HK 7:AHH F:R B=>GMB?R >F:BE ?KHF E:<D;H:
>BMA>K :NMHF:MB<:EER =>E>M> MA> >F:BE HK FHO> BM MH : CNGD F:BE ?HE-=
RHNK NL>K IK>?>K>G<>L HK HIMBHGL ?HK L>MMBG@L K>@:K=BG@ MA> A:G=E
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Groups

'"GLMKN<MHKL <:G <K>:M> @KHNIL H? LMN=>GML PBMABG : <HNKL> %KHNIL NLN
LMN=>GML BG : <HNKL> LN<A L LMN=R @KHNIL HK IKHC><M @KHNIL 2A>L> <HI
BG MA> <HNKL> MH <HEE:;HK:M> 2A>L> Ll:<>L :K> >JNBIlI>= PBMA MHHEL MA:M

BG<EN=BG@

T #F:BE

T $BE> >Q<A:G@>

T "BL<NLLBHG ?HKNFL

T IHEE:;HK:MBHG L>LLBHGL

7THNK BGLMKN<MHK IKHOB=>L MA> <HFFNGB<:MBHG :G= <HEE:;HK:MBHG MHHEL
LN<A L : IKBO:M> ?BE> >Q<A:G@> :K>: : @KHNI =BL<NLLBHG ;H:K= :G=: @KHN

7THNK BGLMKN<MHK IE:<>L RHN BGMH : @KHNI HK :EEHPL RHN MH L>E><M MA> @

Ve

-

Frequently Asked Questions

How do | remove myself from a group?

-G<> RHN K> >GKHEE>= BG : @KHNI HGER RHNK BGLMKN<MHK <:G K>FHO> R
L>E? >GKHEE :G= LMN=>GM <K>:M>= @KHNIL :L P>EE 'HGM:<M RHNK BGLMKN:

How can | add users to a group | created?

'? RHN <K>:M>: @KHNI PBMABG RHNK <HNKL> ?HK HMA>K <E:LLF:M>L MH CHB
MA> @KHNI ;R SEBWYDBNEGEE>K MA> @KHNI G:F> BG MA> EBLM H? @KHNIL

How do | join a group one of my classmates created?

$BG= MA> @KHNI| EBG&rtMips H:@ MAG = <&gp 2A> @KHNI PBEE =BLMy:R HG RHNI
Groups <HGMKHE I:G>E

How do | remove someone from a group | created?

7HN =H GHM A:0> MA> :;BEBMR MH K>FHO> <E:LLF:M>L ?KHF : @KHNI RHN <K>
;7 HNM K>FHOBG@ : <E:LLF:M> ?KHF RHNK @KHNI

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM
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Accessing Groups

7HN <:G HGER

b

Introduction to
Oceanography

Course Updates

Getting Started

>

Week 1: People

Week 2: History

Discussions

Blogs

Croups 0

My Grades
Tools

Help

My Groups @

Current Topics in
Oceanography 1

Global Warming 1

:<<>LL : @KHNI PBMABG

In this section...

=4 4 4 -

Groups page link

My Groups pane

I:G>E IKHOB=>L =BK><M EBGDL MH MA> @KHNI
I:G>E MH K>O0>:E :EE MA> MHHEL MA:M :K> :0:BE:;E> ?HK MA> @KHNI

MA> |:G>E

Group link

S TR RTINS FNNER T2 1 VRO AT O R Y

Groups

Current Topics in Oceanography 1

‘We will share current topics in the news in this group.

Global Warming 1

You will work together to complete a presentation.

(C)

Sign up to join our study group. We meet every Monday

Study Group

Sign Up

2ABroups |:@> EBGD :II>:KL HG MA> <HNKL> F>GN HK BG
Groups |:@> EBLML :EE :0O:BE:;E> @KHNIL :G= LB@G NI

1>:KL :NMHF:MB<:EER

@KHNI EBGD BL : EBGD MH

:O:BE:;E> BG : <HNKL> :K>:

5HKDBG@ BG %KHNIL

#F:BEBG@
#Q<A:G@BG@ $BE>L 5BMABG

%KHNI

IHEE:;HK:MBG@ 5BMA : %KHNI
IN;FBMMBG@ %KHNI LLB@GF>GML

% KHNI

<HNKL>

7THN <:G

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG

3lI=:M>=

:<<>LL RHNK @KHNI

B

<HC

LA>>ML ?HK L>E? >GK
| 2AMyGroups |:G>E :11>:KL ?HEEHPBG@ MA> <HWIGloupE>GN 2A>

91.9 9:G=91.9

2AN (:G
HP>K>=

'R

Ll:<> ?HK >:<A @KHNI RHN

IMN=>GM
% + 2
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Working in Groups

Watch a Tutorial

"HN;E> <EB<D MA> OB=>H MH >GE:K@> MA> OB>PBG@ :K>:

Group Homepage

2A> @KHNI AHF>l:@> BL MA> <>GM>K ?HK @KHNI :<MBOBMR :G= <HGM:BGL : =>L

F>F;>KL :G= MHHEL '? RHNK BGLMKN<MHK I>KFBML RHN <:G <NLMHFBS> MABL
L>E><MBG@ : <HEHK L<A>F> :G=:

==BG@ |>KRepGrtEafiH=NEXKIL HIGNEAFH=NE>L :K>
OBLB;E> HGER MH MA> F>F;>K PAH

:==>= Nooup Fdodks N E:XA=Groug Merhbers A>K>

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9
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Global Warming 1

Add Personal Module

Group Description
You will work together to complete a presentation.

Group Members
i Ashby Cooper
K Alyssa Dubois
_g Andy Farrell
C__l Bruce Lopez
H Javier Perez

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

Group Wiki

Send Email

Group Assignments
Croup Presentation Guidelines

Group Tools

#:<A @KHNI A:L BML HPG Ll:<> BG MA> <HNKL> MH PHKD MH@>MA>K 5A>G BGLB
BGLMKN<MHK A:L F:=> :0:BE:;E> MH RHN > LNK> MH :LD :;HNM :GR MHHEL RHN
RHNK @KHNIL I:@> 0>0B>P :GR BGLMKN<MBHGL IKHOB=>= ;R RHNK BGLMKN<MF}
<HFIE>M> @KHNI PHKD 2HHEL MA:M :K> :0:BE:;E> MH : @KHNI BG<EN=>

T Collaboration 3L>KL PBMABG MA> @KHNI <:G <K>:M> :G= :MM>G= <A:M L>LLBHG]
L>LLBHGL

T File Exchange %WKHNI F>F;>KL :G= RHNK BGLMKN<MHK <:G LA:K> ?BE>L BG MABL
'L RHNK BGLMKN<MHK <:G :== ?BE>L 2A>R <:G :ELH =>E>M> ?BE>L K>@:K=E

T Group Blog 'G MA> @KHNI :K>: EE F>F;>KL H? : @KHNI <:G <K>:M> >GMKB>L ?1
:NBE=BG@ HG >:<A |IHLM EE <HNKL> F>F;>KL <:G K>:= :G= <HFF>GM HG : @K
F:D> IHLML NGE>LL MA>R :K> F>F;>KL H? MA> @KHNI 7HNK BGLMKN<MHK <:G
@KHNI ;EH@L

T Group Discussion Board 3L>KL PBMABG MA> @KHNI <:G <K>:M> :G= F:G:@> MA>BK
=BL<NLL MHIB<L PBMA CNLM MA> @KHNI F>F;>KL
T Group Journal 5A>G NL>= BG MA> @KHNI :K>: EE F>F;>KL H? : @KHNI <:G OB>F

i NM MA> @KHNI CHNKG:E <:G HGER ;> OB>P>= ;R MA> @KHNI :G= RHNK BGLMk
MA> @K:=> HIMBHG ?HK CHNKG:EL

T Group Task 3L>KL PBMABG MA> @KHNI <:G <K>:M> M:LDL MA:M :K> =BLMKB;NM>

T Group Wiki 3L>KL PBMABG MA> @KHNI <:G >=BM :G= OB>P MA>BK @KHNI PBDB
>=BM : @KHNI PBDB :G= <:G L>E><M MA> @K:=> HIMBHG ?HK @KHNI PBDBL

T Send Email 3L>KL PBMABG MA> @KHNI <:G >F:BE BG=BOB=N:E F>F;>KL HK MA>
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How to Open a Group Page
-G MA> <HNKL> F>GN L>E><M MA> <HGM>GM :K>: MA:M AHE=L MA> @KHNI

-G MAroups |:@> <EB<D MA> G:F> H? MA> @KHNI
-0
-G MAWyGroups |:G>E <EB<D MA> G:F> H? : @KHNI

Signing Up to Join a Course Group

7THNK BGLMKN<MHK <:G <AHHL> PA>MA>K MH :EEHP RHN MH L>E? >GKHEE BG : <
MA> HIMBHG MH =BLIE:R MA> G:F>L H? HMA>K F>F;>KL H? MA> @KHNI MH A>EIl F

7THNK BGLMKN<MHK <:G <AHHL> PA>MA>K MH =BLIE:R MA> LB@G NI LA>>M HG M,
LB@G NI LA>>M L : EBGD ?KHF HMA>K :K>:L LN<A L : <HGM>GM :K>: ?HE=>K

-G MAroups |:@> <EgnDp MH :<<>LL MA> LB@G NI LSigntpiShe&& MA>@> PA>G RHN
< E BSigh Up RHN :K> :NMHF:MB<:EER :==>= MH MA> @KHNI

%ﬂ Groups
| Create Group |

Basketball Team A

QOceanography Issues
This group will investigate the following issues

How does human population growth threaten coastal areas?
How canwe measure these threats?

Who is responsible for soking the problem?

Sign Up

— v
G ] Sign Up Sheet
i h

Slgnbp Sheet Name : Oceanography Group

SignUp Sheet Instructions : Students who want to help save the coastal areas, sign-up and be a member.

Oceanography Issues

This group will investigate the fallowing (ssues
How does human population growith threaten coastal areas?

How can we measure these threats?

Who |2 responsible for solving the problerm?

Group Members : Christopher Casper
WanMembers Allowed : 50
Sign Up

How to Create a Group

7HN <:G <K>:M> <HNKL> @KHNIL MA:M HMA>K NL>KL BG MA> KL} @ LB@G !
-G MA> <HNKL> F>GN L>E><M MA> <HGM>GM :K>: MA:M AHE=L MA> @KHNI
-G MAGroups |:@> < HBeafe Group
-G M ACxeate Self-Enroliment Group l:@> MRI> MA>N@n€HN I

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
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_HP>K>= R
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2 R 1> Description H? MA> @KHNI
2 R 1> Name of Sign-up Sheet

2 R 1 8ign-up Sheet Instructions

2R 1> MMaximum Number of Members

| E B Sbmit

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
95HKDBG@9%KHNI
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Emailing a Group

'"GLMKN<MHKL :G= <HNKL> @KHNI F>F;>KL <:G L>G= >F:BE F>LL:@>L MH L>E><M
>GMBK> @KHNI

E:<D;H:K= *>:KG D>>IL GH K><HK= H? L>GM >F:BEL IHIB>L H? RHNK
LMHK>= BG MA> 'G;HQ H? RHNK >QM>KG:E >F:BE :<<HNGM )>>1 [ <HIR
BG <:L> RHN G>>= MA>F :M : E:M>K =:M>

How to Send an Email Message Within a Course Group

$HK 5BG=HPL MH L>E><M FNEMBIE> NL>KL' $PC>REBI=M<HR=DLMWA>?BKLM :G= I
2H L>E><M NL>KL HNM H? L>IJN2G%D>RK>A4 MEB><D >:<A NL>K G>>=>= $HK +:<
l-++ ," D>R BGLM>:=1HO*MAR

<<>LL RHNK @KHNIGrdOpsF M@&> HK ?KHMRyBraups I:G>E

1> E >Sddd Email

-G MMSendEmall :@> L>E><M MA> K><BI|BMAGilkble ®IStldet MA>HQ :G= <EB<D MA>
KB@AM IHBGMBG@ :KKHP MH F&k@cie AXHFQBGMH MA>

2R 1> Subject

2RI1> MMessage

'G M Attachments L><M B H G AttaEhBail@ :G= L>E><M MA> ?BE> MH NIEH:= ?KHF R}
| E B $lbmit

Send Email

Indicates a required field. Cancel m

1. Email Information
Te Available to Select Selected

Cooper, Ashby

Durand, Porter

Invert Selection Select All Invert Selection Select All
From Ryan Johnsan (rjohnson@myschool.edu)
Subject Interested in a study group?

Message
T T T Aral =30zt -||T-||E[|E ][] Bixx

I have been interested in all the ideas on the discussion board. Wondering if we can meet on a regular basis for some study
sessions?

path: p Words:25

A copy of this email will be sent to the sender.

Attachments Attach a file

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
9#F:BEBG@9%KHN
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Exchanging Files Within a Group

#Q<A:G@> ?BE>L PBMA HMA>K F>F;>KL H?

EMAHN@A RHN <:GGHM <K>:M> ?HE=>KL BG ?BE> >Q<A:G@>

MA> HMA>K @KHNI

How to Add a File to the File Exchange

-G MA> <HNKL> F>GN L>E><M MA> <HGM>GM :K>:
<EB<D

-G MAroups |:@>
-G M ASroup Tools FH=NE>

@KHNI G:F>
FieB=xé&hange

@ Oceanography Issues

Add Personal Module

Group Description
Group Members

Casper, Christopher
Gonzales, Maria

Group Properties 2

File Exchange 0
Group Blog

Group Discussion Board
Group Journal

Group Tasks

Group Wiki

Send Email

Group Tools =}

Callaboration

-G M Aite Exchange @ >

< BEABlc Blle

@ File Exchange
i ©

Delate

O  Fite tame Posted by File size (bytes)

Date Posted

Maria Gonzales 9810

[ MePersonal Opinion |¥

Delete

Monday, January 17, 2011 12:01:32 AM EST

-G MAHdFile 1:@>
'G M Attach File ?B>E=
<HFINM>K '? RHN A:O0>

Br&vise My Computer

:<<>LL MH MA>

L>E><M MA> ?BE> MH NIEH:=

| E B §Ubmit

AMMI

A>EI

i E:<D;H:K= <HF >G NL *>:KG

@KHNI

MRI> MA> G:F> H? MAvankB B BE=-MA>

:G= L>E><M MA> ?BE> MH NIEH:=
<EB=D

I'H G BroviM CoRtEnEColiddtBiM G

91.9 9:G=91.9

RHN <:G
F>F;>KL LH MA:M MA> ?BE>L HK@:GBS> MA>FL>EO>L BG

BG<EN=BG@ RHNK BGLMKNCc<

=>0>

MA:M AHE=L MA> @KHNI

?KHI

IMN=>GM

9#F:BEBG@9%KHN

3I=:M>= 2AN (:G

_HP>K>= ;R
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@ Add File

I 8s 2 pd fiels
S Indicates a required field Cancel m

1.
% Name Comments on lzsues Concerning Co
% Attach Flle @ Browse My Computer

+. I

[T Submit |

How to Delete a File From the File Exchange

-G M ASroup Tools FH=NE> <HeB=&hange

-G M Aite Exchange l:@> <HRkt® ?KHF : ?BE> L <HGM>QMN:E F>GN

'@ File Exchange

[ Add File |

elete hﬂﬁlu
9810 Monday, January 17, 2011 12:01:32 AM
EST

AMMI A>EIl ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
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Collaborating With a Group

2A> @KHNI <HEE:;HK:MBHG L>LLBHGL A:0> :EE H? MA> L:F> ?>:MNK>L :L MAHL>
K> FH=>K:MHKL BG @KHNI| <HEE:;HK:MBHG L>LLBHGL EE @KHNI F>F;>KL <:G F
H? MA> :0:BE:;E> MHHEL

%KHNIL <:G L<A>=NE> L>LLBHGL ?HK LI><B?B< =:M>L :G= MBF>L

2 A Xreate Collaboration Session |: @ > : CEdit Collaboration Session l:@> ?NG<MBHG BG : LBFE
F:GG>K Zheate Collaboration Session l:@> HI>GL PBMA >FIMR ?B>Ei#tL PABE> MA>
Collaboration Session l:@> HI>GL :G >QBLMBG@ L>LLBHG

How to Create or Edit Collaboration Sessions
<<>LL RHNK @KHGroWws Ma> HK B®IyNbkeps |:G>E
-G MA> @KHNI AHF>I: @olaberdi@< D ? K HGroup Tools
2H <K>:M> : G>P <HEE:;HK:MB H@Gedte Cdll&bdraion<Ie oD
-0
2H >=BM :G >QBLMBG@ <HEE:;HK:MBHG L>LLBHG BG MAXdit>LLBHG L <HGM>

lang Collaboration Sessions

6

Filter| Show &l v co
Searth by| Session Name ¥ Search

Session lame Tosl Start Date End Date
@I Behurg Hall Vifual Classom
\;ﬁi(l.“uceHours =

| Delete playing 1 1o 2 of 2 iterr Show All || Edit Paging
-G M AKxeate Collaboration Session l:@> MRI> HK >=BM MA> G:F> H? MA> G>P L>LL
1>E><M MA> =:M>L H? :0:BE:;BEBMR LM:KM :G= >G= =:M> :G= MBF> ?HK M,
L>M ;NM BL GHM K>JNBK>= '? MA>L> :K> GHM L>E><M>= MA>G MA> L>LLBH
NL>KL
1> E > < M SMrAAfter <A><D ;HQ MH <AHHL> : =:M> :G= MBF> MH ;>@BG MA> <HEE
Date Selection Calendar :G= L>E><M : =:M> 1>E><M MA> MBF> MH ;>@Bntk MA> L>l

Selection Menu

1>E><MENMAfter <A><D ;HQ MH <AHHL> PA>G MA> L>LLB#SekGtoh !'EB<D MA>
Calendar :G= L>E><M : =:M> 1>E><M MA> MBF> MH >GEm&/SeleclionMeBHG ?KHF M A
1>E>¥d MH F:D> MA> L>LLBHG :0O:BE:;E>

1>E><M MA> <HEE:;HK:MBHG M HWriualPGassioomB L Lk KChaB H G

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
I9I#Q<A:G@BG@9$BE>LI9%
3l=:M>= 2AN (:G % + 2
.HP>K>= ;R 103




| E B $dbmit

@ Create Collaboration Session

% Indicates a required flald,

1s
# Session Name

Task Assignment

2. Schedule Availability
Select Dates of Availability [7] Start After

T
0 Ena atar| T

@@wsom

3. Collaboration Tool

Virtual Classroom s
Chat

Virual Classroom

Auwailable

Choose Tool for this
S#ssion

LA Submit

Cancel m

8
FETHN

Cancel

How to Delete a Collaboration Session

<<>LL RHNK @KH®NoWBG MAEe> HK B GlyNsrowups

I:G>E

-G MA> @KHNI AHF>I: @olaberdién< D ? K HGroup Tools

2H =>E>M>
?BG:E

AMMI A>E|

i E:<D;H:K= <HF >G NL *>:KG

3=

<HEE:;HK:MBHG L>LLBHG BG MA> L>LLEKE L XABM<MMBM:E B G

91.9 9:6=91.9 IMN=>GM
9/HEE:;HK:MBHG9%KH
M>= 2AN (:G % + 2
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Submitting Group Assignments
7HN <:G LN;FBM RHNK PHKD MH <HFIE>M> @KHNI :LLB@GF>GML BG MA> ?HEEHP

T 2>QM MRI>= Hyfoad Assignment @ >
T $BE>L :MM:<A>= ?KHF RHNK <HFINM>K HK ?KHF MA> |lHGM>GM !HEE><MBHG

T <HF;BG:MBHG H? ;HMA M>QM :G= :MM:<A>= ?BE>L

LLB@GF>GML EBLM MA> G:F> =>L<KBIMBHG :G6= :MM:<AF>GML ?HK <HNKL> PHI
?HK RHNK BGLMKN<MHK

EE F>F;>KL H? : @KHNI K><>BO> MA> L:F> @K:=> ?HK @KHNI :LLB@GF>GML

2
-

Frequently Asked Questions

Why can't | open our group assignment?
IHGM:<M MA> <HFINMBG@ A>EIl =>LD :M RHNK BGLMBMNMBHG 2A>R <:G A>EI |
:GR :IITEB<:MBHG RHN FB@AM G>>= '? RHN\K> GHM LNK> AHP MH <HGM:<M MA
HG RHNK BGLMBMNMBHG\L P>;LBM > yBuKinstiution@®s Mame P > + Bladkboard + help
or support IA><D MH F:D> LNK> RHN LK} INKBIG@ BGM>KG>M ;KHPL>K :G= HI>K:M
?HK RHNK BGLMBMNMBHG L O>KLBHG H? E:<D;H:K=

Why can't | find our group assignment?
7THNK @KHNI :LLB@GF>GM FB@AM HGER ;> :O:BE:;E> HG : <>KM:BG =:M> HK :?
$HK >Q:FIE> RHN FB@AM A:0> MH F:KD : E><MNK> :L K>0B>P>= ;>?HK> RHN <
IHGM: <M RHNK BGLMKN<MHK ?HK FHK> BG?HKF:MBHG

My instructor did not receive our group assignment. What do | do?
7HN FNLM =BL<NLL MABL BLLN> PBMA RHNK BGLMKR<WHHKN2FHBE>5KIGIFRKX L%
LLB@GF>GM

How do | edit or resubmit a group assignment?

#=BMBG@ : @KHNI :LLB@GF>GM K>JNBK>L RHN MH K>LN;FBM MA> LLB@GF>G
K>LN;FBMM>= 'HGM:<M RHNK BGLMKN<MHK MH :LD ?HK MA> HIIHKMNGBMR M}

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
9/HEE:;HK:MBHG9%KH
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http://help.blackboard.com/en-us/Learn/9.1_SP_12_and_SP_13/Administrator/020_Browser_Support

'? RHNK BGLMKN<MHK A:L :EEHP>= RHN MH LN;FBM :G :LLB@GF>%adt NeW K> MA : (
Submission ? NG <M B H G Ré@evSAibmission History l:@> 7HN :<<>LL MABL |I:@> ;R <EB
' LLB@GF>GM EBGD BG RHNK <HNKL>#2BHMEEBKKG>ENKBM.>>%KHNI LLB@GF>GM

How do | know whether my assignment has been graded?

-G MA> <HNKL> F>QG00ls <EE<DMA >G MyEBadEs '? RHNK LLB@GF>GM A:L GHM ;>>
MA> LLB@GF>GMGNKHBBL : LRF;HE BG=B<:MBG@ BML LM:MNL '? RHNK :LLB@ (
:G= @K:=>= MA> @K:=> :II>:KL BG MA> LLB@GF>GM L KHP 2H OB>P FHK> =>|
MBM E > M H Review Bubmission History l:@> 2H E>:KG FHKB>R25KHNI|I LLB@GF>GM
%K:=>L :G= $>>=G=DR %K:=>L

How to Submit Work for a Group Assignment

-G MA> <HNKL> F>GN L>E><M MA> <HGM>GM :K>: MA:M AHE=L MAGIo@KHNI :l

Assignments IEB<D MA> G:F> H? MA> LLB@GF>GM
Elll=l =] - Assi :
# Introduction to B LOUEASSIOIIEINS
Oceanography .
Section 2
HERIFEEE o & History of Ocean Exploratio
Assignments \% r—— - )
Group Assignments o & ached Files: [ oM QuestionsExercises doc (295 KB)
My Grades After reading and reviewing all of the materials in Chapter 1,
complete this assignment,
Blogs <
-0

'G MMyGroups 1:G>E L>E><M RHNK @KHNI G:F> -G MA> @KHNI AHF>1:@> <E
:LLB @ G F>G M GBoap Mssighments L><MBHG

¥ Introduction to » . B
Oceanography ' @ Coastline Presentation
Section 2 I

Add Personal Module

Group Properties =]

# zoastline Presentation I

Group Description

The graded presentation will address the
< izsues of coastal erosion, offshare drilling,
pollution, and marine life. Please see the
syllabus for the due dates and rubric.

Group Members

Brovwen, Tony
Casper, Christopher
Dubois, Alyssa
Farrell, Andy

Lopez, Bruce

Group Tools =]

Collaboration

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

Send Email

Croup Assignments =]

History of Ocean Exploration

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM
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-G M AlJpload Assignment l:@> K>OB>P MA> BGLMKN<MBHGL :G= =HPGEH:= :GR ~
BGLMKN<MHK !'HFIE>M> MA> LLB@GF>GM NLBG@ MA> <HGM>GM >=BMHK ;I

'? RHNK BGLMKhMNtMBEHR 2= FNEMBIE> :MM>FIML RHNK @KHNI <:G L
'LLB@GF>GM HGER IHG> MA:M RHN A:0> :MM:<A>= :GR K>JNBK>= ?
'LLB@GF>GM ;>?HK>SuHN <EB<D

-IMBHG:EER M RbomneiN K

| E B $dbmit 2 AReview Submission History l:@> :11>:KL LAHPBG@ MA> BG?HKF:MBHC(
RHNK LN;FBMM>= :LLB@GF>GM

\f";\ Upload Assignment: History of Ocean Exploration

Cancel  Smeas Dt DY

B Assignmentinformation |

Hame Hasstary of Ocean Explorabion

Insucbons Ater reuding and riviirwing all of thi miabriats in Chagles |, pleass compledé this assignment

(D Dt Masch 10, 2071 113000 AM EST

Pints Possible 50

o Mame Couitng Predentaton

LustActiity Reconded  CReistipher Casper i)

Asgignmant Files Chl_QuastonsExercises doc (Ch1 QuestonsExeiises 400

= I

Bubmission Tt ecmer i EE0 |
[hamd  w] [3 %] [ane | B ruse s EEE QO IEEEE
«sds APy @ oo QO JTARS AR oDSR

- P s
Azach Py Browse My Computes
ABhed Fe g

03 1 G Eubirisns_Co _arpwel 4o Chi_Gue shonEsercete] Do not stach
Comments

e
v

Camcel  Sawe s Dvalt

How to Save a Group Assignment as Draft and Submit Later

5A>G RHN G>>= MH LMHI PHKDBG@ HG : @KS$hMilasDialt @ GRABGM ?NEBRMBHG L:O
RHNK <HFF>GML :G= ?BE>L HG OKAMH: @>OEBI;AD> :LLB@GF>GML :K>:

I E B €bntinue Current Submission MH K>LNF> PHKDBG@ PBMAHNM E>:0OBG@ MA> L
<HGMBGN> PHKDBG@ HG RHNK L:O>= =K:?M :?M>K E>:0OBG@ MA> :LLB@GF>(
<HGM>GM :K>: MA:M AHE=L MA> @KHNI :LLB@GF>GM HK ?KHF MA> @KHNI A

5A>G RHN ?BGBLA RHNK LLB@GF>GWmMiRHN?FRHM <HEBE<HDM RHNK BGLMKN<MF
K><>BO> RHNK <HFIE>M>= LLB@GF>GM

AMMI A>E|l ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 IMN=>GM
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Edit or Resubmit a Group Assignment

#=BMBG@ : @KHNI :LLB@GF>GM K>JNBK>L RHN MH K>LN;FBM MA> :LLB@GF>GM
K>LN;FBMM>= 'HGM:<M RHNK BGLMKN<MHK MH :LD ?HK MA> HITHKMNGBMR MH K

7THNK BGLMKN<MHK F:R :EEHP RHN MH LN;FBM : @KHNI :LLB@GF>GM FHK> MA:G
>Q:FIE> RHNK BGLMKN<MHK <:G IKHOB=> <HFF>GML HG RHNK ?BKLM =K:?M LH
PHKD 7HNK BGLMKN<MHK <:G <AHHL> MH NL> >BMA>K MA> AB@A>LM @K:=>= : M
RHNK @K:=>

'? RHNK BGLMKN<MHK A:L :EEHP>= RHN MH LN;FBM : @KHNI| :LLB@GS&tart6 M FHK> |
New Submission ? NG <M B H G Ré@GewSAibmission History l:@> 7HN :<<>LL MABL |I:@> ;R <E
MA> @KHNI :LLB@GF>GM EBGD BG RHNK <HNKL>

How to View Group Assignment Grades and Feedback

E:<D;H:K= =H>L GHM L<HK> :LLB@GF>GML :NMHF:MB<:EER #:<A LLB@GF>GM G
BGLMKN<MHK 7HN <:G K>0B>P MA> BG?HKF:MBHG IMyHetaBes>=H;IR HRGI MKA B G LMK N <
:LLB @ G F >Rawew Submission History l:@ >

Access My Grades From Your Course

7HN <:G OB>P RHNK @K:=>L ?KHF BG IVyEradedH N Kly GraNes L ><B& :11>:K HG MA> <HNKL
F>GN HK HGoMA>: @ >

-G MA> <HNKL> F>QGddls.<EB<D
-G MA®DBols |:@> L>Bvw<khdes

Review Your Grade From the Group Homepage

7HN <:G :ELH OB>P RHNK @K:=> :G= :GR ?>>=;:<D IKHOB=>= ;R RHNK BGLMKN<M
Review Submission History l:@> '? RHNK BGLMKN<MHK :MM:<A>=: ?BE> RHN FNLM :«
:LLB@GF>GM EBGD HG MA> @KHNI AHF>I:@>

Access My Grades Outside Your Course
-G M Ay Institution M:; <ENMy<@ades HG MPools |:G>E
-G MAWyGrades |:@> <EB<D MA> G:F> H? : <HNKL> MH OB>P : EBLMBG@ H? R}

2H E>:KG FHK*RL®K:=>L

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
9IN;FBMMBG@9%KHNI9 LLB@ !
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Journals

7THNK BGLMKN<MHK :G= BGLMBMNMBHG <HGMKHE PAB<A MHHEL :K> :0O:BE:;E
BGLMKN<MHK HK BGLMBMNMBHG F:R A:O0> =BL:;E>= BM

(HNKG:EL :K> : I>KLHG:E LI:<> ?HK RHN MH <HFFNGB<:M> IKBO:M>ER PBMA RHN
CHNKG:E L : L>E? K>?E><MBO> MHHE MH IHLM RHNK HIBGBHGL B=>:L :G= <HG
:G= :G:ERS> <HNKL> K>E:M>= F:M>KB:EL $HK >Q:FIE> RHN <:G =>L<KB;> IKH;E>
LHEO>= MA>F 7HNK BGLMKN<MHK <:G =BK><M CHNKG:E >GMKB>L MH ;> FHK> ?t
;R EBLMBG@ MHIB<L ?HK =BL<NLLBHG

7THNK BGLMKN<MHK <:G <AHHL> MH F:D> CHNKG:E >GMKB>L IN;EB< :EEHPBG®@
>GMKB>L 7HN <:G K>:= PA:M HMA>K LMN=>GML PKHM> :G= ;NBE= HG MAHL> B=>

5A>G NL>= BG MA> @KHNI :K>: F>F;>KL H? : @KHNI <:G OB>P :G= <HFF>GM HG :
@KHNI CHNKG:E 2A> @KHNI <:G <HFFNGB<:M> PBMA MA>BK BGLMKN<MHK :L : P
?KHF MA> <HFF>GML F:=>

7THNK BGLMKN<MHK <:G @K:=> @KHNI CHNKG:EL :G= :IIER MA> @K:=> MH >0>KR
(HNKG:E >GMKB>L <:G :ELH ;> NL>= LI><B?B<:EER ?HK <HFFNGB<:MBHG 'G >BM,
FNEMBIE> >GMKB>L ?HK HG> CHNKG:E MHIB<

2A> CHNKG:E MHIB< |I:@> BL =BOB=>= BGMH MPH F:BG L><MBHGL 7HN <:G OB>P
?K:F> !EB<KR MA><HEE:IL> MA> BGLMKN<MBHGL 'G MA> LB=> I1:G>E RHN <:G OB:
CHNKG:E #QIl:G= :G= <HEE:IL> L><MBHGL BG MA> LB=> |1:G>E NLBG@ MA> :KKHP

AMMI A>El ;E:<D;H:K= <HF >G NL *>:KG 91.9 9:G=91.9 1MN=>GM
9IN;FBMMBG@9%KHNI9 LLB@ !
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Create jowrnal Entry £}

Instructions

Here |5 a place for you to record your nightly observations of the night sky relative to where you
Iive. Track the moon, planers, and constellations. Record shooting stars, mereor showers, and
sateflites. Be sure 10 include your latitede and longitude in your first entry. -

How 1o find your latitude and longitude: hitp:/ )

) .
My moon didn't look this pink Comments: O o

Create Journal Entry IK>:M> : CHNKG:E >GMKRate IdBi@Ga@EMHA> ?NG<MBHG 7HN <:i
F:D> :GHMA>K CHNKG:E >GMKR ?HK : MHIB< :M :GR MBF> $HK >Q:FIE> RHN
<HFF>GM K>JN>LMBG@ MA:M RHN <E:KB?R PA:M A:L ;>>G PKBMM>G ;>?HK> :
MHIB< ?HK :GHMA>K >GMKR

View Drafts <<>LL :GR >GMKB>L L:0>= :lViewkDraft4L HEBMA> :<MBHG ;:K

Journal Entry 7THNK CHNKG:E >GMKB>L :1I>:K BG MA> <HG Mst@dlor’sK:F> ?HEEHP
Comments $HEEHPBG®@ :G >GMKR RHN <:G L>> B? <HFF>GML P>K> F:=> I!EB=*
<HFF>GML

Comment 7HN <:G :== <HFF>GML ;RomB&&DBG@

About this Journal 'G MA> LB=> |I:G>E OB>P MA> CHNKG AboBt&BHdmMaMBHG BG M/
L><MBHG R =AbGuthis Nlournal BL <HEE:IL>= 7HN FNLM >QIl:G= BM MH OB>P M

Journal Grade 2 A 3ournal Grade L><MBHG :II>:KL B? : CHNKG:E BL L>M MH ;> @K:-:
RHNK CHNKG:E >GMKB>L A:0> ;>>G @K:=>=

More Journals 4B>P HMA>K CHNKG:E >GMKB>L F:=> ;R HMA> WMoredNKrals F>F;>KL
L><MBHG

Index 4B>P MA> MBME>L H? RHNK L>E><M>= >GMKB>L ?HK >BMdex* K MA> P>>]
L><MBHG =>M>KFBG>= ;R MA> L>MMBG@L RHNK BGLMKN<MHK L>E><ML =NK

>GMKR MBME> :lII>:KL ?BKLM

How to Access a Journal
-G MA> <HNKL> F>@durnaiE B<D
-0
-G MA> <HNKL> F>3dbls < E@B= D > EJodrihls
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Create Wiki Page

Instructions
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1. wiki Page Content

* Name Scuba Gear Checklist

Content

T|T T F Paragraph - Arial -3p) -E=-E-T-L-@ Eida
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MASK, FINS & SNORKLE: If you have prescription lenses mounted inside your masks, bring a spare mask. Losing or
breaking your mask might end your diving vacation.

BUOYANCY COMPENSATOR VEST: One stray fin kick can destroy a century of coral growth. Bring a B.C. that you've
used on at least 5 previous dives, so you're familiar with it and you can maintain good buoyancy control near sensitive
corals.

REGULATOR & OCTOPUS: This is the one gear item most essential to your safety. Overhaul all worn-out or damaged
components before the dive trip. Complete at least 5 dives with your regulator and octopus, to ensure your complete
familiarity with its fit and operation in all conditions, including deep water and brisk currents.

DEPTH GAUGE, TANK: GAUGE, L TER TIMER & C Our divemasters will be working
strictly by conservative no-decompression tables, to ensure the highest standard of safety. If you haven't had your
console instruments or computer checked within the last year, please have your dive shop technician make a thorough
safety inspection before the dive tour.
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Scuba Diving in Coral Reefs

Here is my best photo of our second dive. This is a angelfish. Angelfish are graceful and
often display beautiful vibrant colors. Their bodies are compressed laterally, a flat disc-like
form that allows them to slip between racky outcroppings and reef crevices. They come in
all shapes and sizes, and although they can be very showy, their coloration actually helps
them blend with the patterns and shadows of the reef.

Angelfish feed only on sponge and tunicate, and adult fish may become destructive to a reef
if not kept in check by predators.
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