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This guide provides an overview of how to access and use the Global Navigation menu and edit

settings in the Hub. A short video created by Blackboard, which shows you how to use the

Global Navigation menu, is available through the Hub:

http://ondemand.blackboard.com/r91/movies/bb91 _myblackboard_global_nav.htm.

Please note that not all of the functionality outlined on this video is available (e.g. My Grades).

1. How to access Global Navigation

To access the Global Navigation menu select the area at the top-right of the Hub interface
where you see the person icon (or your photo), your name, or the downward pointing arrow.

| My + Page = Safety = Tools = IZEZH

A menu will appear displaying icons which link to:

E Edit My Blackboard Profile
Overview

E Posts

Updates

Calendar

People

Courses Global Navigati]

Simon Booth's Test Area
Child Course 1

Joe test Area

Second Child

Graeme Copy Test

Alleen Bowles's Test Area
Anne Campbell's Test Area
Anne Tulloch's Test Area
Barbara Herd's Test Area

-

Tutors will also see an icon which links to the Retention Centre (although this function is not

currently available).

A list of your modules should be displayed under Courses in the Global Navigation Menu. It is
possible to hide this list completely or to display just modules you have visited recently. To do

this go to Personal Information in the Settings menu and select Personalize My Settings,

then select or unselect the tick box beside My Courses as required (for full details, see section

3.3).

At the bottom of the Global Navigation menu is a Home icon which will take you to the Queen

Margaret University (QMU) website homepage: http://www.gmu.ac.uk/

There is also a help icon which will take you to the Centre for A
Academic Practice (CAP) Hub information web page: g
http://lwww.gmu.ac.uk/cap/Hub.htm .’
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A Settings menu is also available at the bottom of the Global Navigation menu.



Courses

Select Settings to expand the menu, which includes:
e Change Text Size

High Contrast Setting

Personal Information

Edit Notification Settings

Notification Dashboard.

' Settings

Change Toxt Size

Personal Information
Edit Notificatic
Notifications Dashboard

To log-out of the Hub select the door and right-pointing arrow at the top-right of the
interface. ‘

2. Global Navigation tools
A brief summary of each of the navigation tools is now provided.

2.1 Edit My Blackboard Profile

The Blackboard Profile is only available to the QMU community; it cannot be accessed
by anyone who is not a matriculated student or member of staff at QMU. Here you will
be able to: add an email address, link to Facebook and/or Twitter, upload a picture of
yourself, add information about yourself, and adjust privacy options. Select Submit to save any
changes you make.

e Add an email address
When you first access Edit My Blackboard Profile you will
be asked to provide a Primary Email Address. This can
be your QMU email or a personal email address — it is
your choice.

Blackboard will use the email address you enter to verify
your profile account and you need to respond to the
email from Blackboard in order for the profile to be
accepted (e.g. you will not be able to upload a photo or add any profile information if you do
not verify the email address you provide). One benefit of providing a personal email address
is that this would provide a point of future contact should you leave the University. Please
note: whichever email address you provide, it will have no impact on emails sent from your
module areas in the Hub, which will always be sent to your QMU email address. (You can
change your Primary email address at any time using the Contact Information field at the
bottom of the Edit My Blackboard Profile page).

e Link to Facebook or Twitter Facebook
If you have Facebook and/or Twitter accounts, you can

create links to these in order to pull information across ™ Gopy Fasebook picture

to your Blackboard profile. For example, when linking I Gopy Facsbook desoription

to Facebook you can choose whether to copy across = Gopy Facsbook e-mai

your Facebook picture, description and email — or if you

prefer, you can select to Connect With Facebook

without copying any of these across.

Twitter
If you have a Twitter account you can select to copy
across your Twitter picture and description — or just I Gopy Twiter picture
Connect with Twitter without copying these across. T Gopy Twiter cassription

Connect with Twitter




When linking to Facebook and Twitter you will be asked to authorise the Blackboard Cloud
services access to your accounts by providing your usual Facebook/Twitter username and
password. Access is limited; for example, if linking to Twitter, visitors to your profile will be
able to read any tweets from your timeline and see who you follow, but viewers will not be
able to: follow new people on your behalf, update your profile, posts tweets for you, access
your direct messages, or see your password.

If you choose to link to Facebook and/or Twitter, tutors and students at QMU will be able to
access your Facebook and Twitter profile pages by selecting the appropriate icon when
viewing your Blackboard Profile Card:

My Profile Card

Queen Margaret University

W Sue Murray
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You can choose to Unlink your Facebook or Twitter profile at any time by selecting the
appropriate icon in Edit My Blackboard Profile and selecting Unlink.

Upload a picture of yourself

To upload a picture, select the picture icon and browse for your picture. Please note:
images must be less than five megabytes in size, and at least 50x50 pixels in dimension.
Although it appears that different photo formats can be used, the format currently MUST be
.png (portable network graphic). Any picture you upload will be visible in all of your module
areas — in most cases it will only be visible to you, but if you use discussion forums then
your picture will appear in these and you will also be able to see pictures of others (if they
have uploaded one). You can change your picture at any time — just go to Edit My
Blackboard Profile and select Change Picture, then select Upload New and search for your
picture.

Information about you

You can choose how you want your name to be displayed and you can also enter any
information you wish to share about yourself in the text box provided. These fields can be
edited at any time.

Privacy Options
Anyone can view your profile card within your module (unless your status is set as Hidden).
The following Privacy Options control who can search and browse for you on the People
page:
o My School (recommended) — enables sharing across the institution (e.g. your picture
will be visible in the People area);
o Private — restricts sharing of your profile with module users only (e.g. your picture will
be visible in discussion forums within your modules);
o Hidden — your profile is not shared with anyone.



2.2 Overview

This page provides the current date, links to the calendar, and shows a list of any
discussion posts students have contributed to, as well as responses from peers and
tutors.

Anonymous Created Thread test presen
/E\-:' CALENDAR another test !
In Ferum test anon in Susan Murray's T}
Anonymous Commented on your thread
test2
@ In Forum test anon in Susan Murray's T
2.3 Posts
== This page presents a list of any discussion posts students have contributed to, as well
—

=8l as responses from peers and tutors. Selecting a thread and then the name of the
discussion forum enables you to move directly to that forum.
Please note: you should still visit discussion pages within module areas to ensure you do not
miss out on the full range of discussion fora available. Blogs and journal postings will also be
displayed here.

i» :

Posts
/ﬁ\j No one has posted yet...
Recent posts will appear here, such as
discussion posts from a course you are

enrolled in.
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2.4 Updates

New updates are highlighted by a red box with a number (indicating the number of new
updates). The red box is visible at the top of the Hub interface screen as well as within
the Global Navigation menu.

Any courses (modules) with updates are listed on the Updates page as live links. There is also a

breakdown of All updates with details of how many hours or days ago the update was made

and options to Open or Dismiss. Once you have viewed the Updates page, the red box will

disappear from view (re-appearing when future updates are available). It is possible to view

updates for each individual module as well as all updates. Please note: the system is set by

default to remove updates that have been visible for more than five days.
"':“"ﬂl A

Updates A

All
Assignment sp12 feedback etc Available Open| | Dismiss 1 day ago

TH UPDATES In Susi's Template

BSc(Hons) Nursln% British
University of Eqypt. Calro.

CAP Demo Area In Education In Action 2

Quota of Disk size 1,022.598 MB approaching quota limit 250 MB Available [Open| Dismiss 2 days ago

CURRENT ISSUES IN
HIGHER EDUCATION
Announcement Adobe connect session next Friday, 28th June 2013 Available Cpsn| |Dismiss 2 days ago
East Asla School of
Buslness (EASB) Tutor

Aroa




The tool for customising notifications about updates Show/Hide Notifications
can be accessed using the ‘cog’ icon from the top- | Selectimaloct Al
right corner of the Updates page.

Aniny Available

] %]

Assessment Attempt Available Resent

Here you can select to Show/Hide Notifications, or to go to

<

Course or Organisation Available

View Notification Settings if you wish to edit these settings
(see section 3.4 for full details). This will reduce the number of
alerts you receive.

&

Forum Needs Grading

&

Group Assignment Needs Grading

View Netification Settings

2.5 Retention Centre =g | &

this area. (We hope to introduce the Retention Centre

This function is currently unavailable — please ignore
for tutor use at a later stage).

2.6 Calendar
B There is a new calendar tool with the option of linking to Outlook and Google — for a
quick introduction, please have a look at this short YouTube video:
http://youtu.be/pTdAGOMAZhQY

The calendar pulls information from all module areas and also has a personal calendar option.

e Tutors can create module calendar events — just select the appropriate module name from
the drop-down calendar menu in the Create Event window;
e Students can only create personal calendar events.

Calendar events can be created from within the Global Navigation Calendar page as well as
within module areas — just double-click on any date and then enter an event title and description
in the fields provided. You can also provide start and end times.

To view the calendar there are three options: day, week, and month. You can also choose
whether to show all calendars or just selected ones. If you enter a date/time incorrectly just click
on the event and drag to the correct date (students are only able to move personal events).

There is the facility to create a link which you can import into other calendar applications — just
select Get External Calendar Link and copy the web link (URL) that appears. Next go to your
email account (e.g. Outlook) and in the email account settings select and paste the web link into
the New Internet Calendar Subscription within the Internet Calendars tab (this can be found
by going to File then Account Settings/Account Settings in Outlook email).

Please note: this will mean that all events added to a calendar in your modules will be shown in
Outlook. It does not mean that anyone can access or view your Outlook calendar.

2.7 People
B There is the facility to search:

e My Learning Network
This screen shows icons / pictures of people in your Learning Network at QMU. There is
also the facility to search for First names and Surnames in the search box (profiles will
only be available for those who have added this information and made it visible).



e My Institution

Selecting Queen Margaret University and then Queen Margaret University Directory will

enable you to see everyone who is sharing their profile at QMU.

3. Settings

As illustrated in section 1, the Settings tab is available from within the Global Navigation menu
and provides access to information about how to customise your settings in the following areas:

Change Text Size;

High Contrast Setting;
Personal Information;
Edit Notification Settings;
Notification Dashboard.

3.1 Change Text Size

This menu item opens a help window which provides guidance on how to change text size in

Courses

Settings

zZ m D XQ

three commonly used browsers: Internet Explorer, Firefox and Safari.

3.2 High Contrast Setting

Selecting this option will cause your Operating System'’s styles to overwrite Blackboard styles.

3.3 Personal Information
Within this section are four editing options:

e Edit Personal Information — information in this section is set to the institution’s default
setting. It is not possible to edit any of these settings

o Personalize My Settings — here you can select whether to have links to My Courses
displayed in the Global Navigation menu. You can also customise the number of courses
displayed by entering a number in the field: Show only courses visited since ... days
Leaving the field blank would result in links to all courses (modules) being displayed.

My Settings Links

Choose links to display in My Setting.

Iy Courses Himl

Personalize My Settings

Show only courses visited since: |20 days

¢ Change Personal Settings — these relate to settings for the language pack and page
instructions. We recommend that these remain on the default settings (e.g. User

Language Pack = System Default; Show all page instructions = Yes)

e Set Privacy Options — it is recommended that these remain at the default setting.

3.4 Edit Notification Settings

Notifications can be received through several channels:




For students — via the Student Notifications dashboard (e.g. displays notifications with
links to course (module) items or information that have been changed, submitted,
created, or that have impending due dates). In some cases tutors will not use this.

e For tutors and students

o Viathe Notifications Dashboard (My Hub page);

o Viathe Updates and Posts areas of the Global Navigation menu;
o Via a mobile application;
o Via email.

3.4.1 Making changes

To make changes to the settings for your notifications, select Edit Notifications Settings from
the Settings menu in Global Navigation.

Here you can edit settings for all courses (modules) that you teach/take (Bulk Edit Notification

Settings), or if you prefer, you can Edit Individual Course Settings (e.g. use this method if
some courses need greater monitoring than others).

Edit Notification Settings

indicates settings have been changed from default values

Edit General Settings Bulk Edit Notification Settings
Define general nofification seftings, such as email format and reminder schedule, for courses and Selectthe set of courses or organisations to update an|
organisations one step. Higher-priority notifications should be sentw|
in the timeliest fashion
) o . m Courses | am teaching
Edit Individual Course Settings » Courses | am taking
View the current notification settings for courses in which you are enroled. Make changes to the
notification seftings for a specific course.
» Automation Of Import Test /i Edit Individual Organisation Settings
View the current notification settings for organisations i
the notification settings for a specific organisation.

BSc(Hons) Mursing Britizh University of Egypt, Cairo. &
CAP Demo Area /iy
Combined Test Area for GF /i

Cnntemnlatinn & Mindfilnece Recniree Arag A

3.4.2 Bulk Edit Notification Settings

In Courses | am teaching/Course | am taking you can select to make changes to All courses
(modules) or only to the modules selected. In step 1 (Select Course), either select All, or select

only the courses (modules) you wish to edit notifications settings for and move these across to
the Selected Items area.

Change Settings
ethod hatusil et asmort

ttings. Select or clear th
k Submit to save

Select Course
@ Al
 Selected

Items to Select Selected ltems

CAP Demo Area

-]
EASB Nursing Tutor area

East Asia School of Business (EASB) Tutor Area 5
Education In Action 1 occurrence A

Education In Action 2 <
F (Athens and Tt

Pre-Sessional Area 2012 =

Invert Selection  Select All Invert Selection  Select All

Step 2 shows the channels in which you will receive notifications e.g. mobile and email.



In step 3 (Settings), make your selections for Dashboard, Mobile and Email beside the
notification event type. Toggling the box beside the channel name (e.g. Dashboard) will
select/deselect all. For example, if you do not wish to receive notifications for every event type,
it may be easier to deselect all and then simply select the few that you do wish to receive.

Settings
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Assignment Available
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Assignment Due
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Assignment Needs Grading
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Assignment Past Due
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Discussion Board Forum Needs Grading
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Journal Needs Grading
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Once you have made your choices, go to step 4 and select Submit.

Submit

Click Submit to proceed. Click Cancel to quit.

You will receive a message from the webpage informing you that your selection will overwrite
any previous changes you have made and asking if you wish to proceed. Select OK.
Message from webpage : x|

= Submitting the page will overwrite all the previous customisations
' in the selected courses with current setting values, Do you wank
—  toproceed ?

(a4 I Cancel |

You should be returned to the Edit Notification Settings screen and a green bar with a message
confirming your settings have been saved should be visible.

If you wish to check your changes have taken effect, go to one of the individual course links
beneath Edit Individual Course Settings. Here you will see the notifications setting screen
greyed out and you will be able to see the settings you have saved. For example, in the
following screen shot you can see that Announcement Available, Assignment Available and
Content Item Available are selected for notification via the Dashboard, Mobile and email, but
other notifications are not selected.
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Changes you make to notification settings will be saved between Hub sessions. However, if you
go back into the Bulk Edit Notifications Settings area it may appear as if nothing has changed —
do not be concerned — this merely displays the institutional default settings. Remember: you
can check your settings by selecting an individual module link from the list.

3.4.3 General Settings
To make changes to the way in which you receive emails, go to Edit General Settings within
the Edit Notifications settings area. Here you can choose whether to receive email notifications
as individual messages or as a Daily Email Digest. You can also select whether to have

notification of Due-Date Reminders sent.

4. Where to find help

Online guides and videos are available at: http://www.gmu.ac.uk/cap/Hub.htm

Hub information wiki: https://sites.google.com/a/gmu.ac.uk/hub/

Email contact: hub@gmu.ac.uk
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