R AL
Download.

i Drgani,z-ef--.- Wy

Blackboard
Backpack 3.0
User Manual

Copyright © 2007 Blackboard Inc. and
Agilix Labs, Inc.

All rights reserved.



© 2005-2007 Blackboard Inc. and Agilix Labs, Inc.
All Rights Reserved.

COPYRIGHT NOTICE
Copyright© 2005-2007 Blackboard Inc. and Agilix Labs, Inc.

All rights reserved. Licensed software and documentation. Use, copy, and disclosure restricted by license agreement.

TRADEMARKS

= Blackboard® and the Blackboard logo are registered trademarks of Blackboard Inc.
= Microsoft Outlook® is a registered trademark of Microsoft Corporation.

= Palm OS® is a registered trademark of PalmSource, Inc.

= Agilix is a registered trademark of Agilix Labs, Inc.

Other trademarks are the property of their respective owners.

DISCLAIMER

Every effort has been made to ensure the accuracy of the features and techniques presented in this publication.
However, Blackboard Inc., accepts no responsibility, and offers no warranty whether expressed or implied, for the
accuracy of this publication.

No part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any form or by any
means, electronic, mechanical, recording, or otherwise, without the express written permission of Blackboard Inc.

The information in this document is subject to change without notice. Blackboard Inc., makes no warranty of any
kind in regard to the contents of this document, including, but not limited to, any implied warranties of
merchantability quality or fitness for any particular purpose. Blackboard Inc., shall not be liable for errors contained
in it or for incidental or consequential damages concerning the furnishing, performance or use of this document.

Blackboard Inc.

1899 L Street, NW

5" Floor

Washington, DC 20036
http://www.blackboard.com/


http://www.blackboard.com/

Table of Contents

Introduction: Welcome to Blackboard Backpack! ........coooiiiiiiiiiiiiiiiiiieeaee 7
Chapter 1: System ReqUIFEMENTS ... ...iiuii ittt ee e neeens 9
Backpack SyStem REQUIFEMENTS .........uuiiiiiiiiie ittt st e et e e s st et e e s aabe e e e s sabneeeeas 9
MicCrosoft .NET 2.0 FramMEWOTK .......coiiiiiiiiiiiiiiee ittt e e s e e snnneee s 10

L (0 To 18 ox o o - =1 SRR 10
P10 4 F= L o oo F= L (=T 10
T TU T VT o F= = SR 10
Chapter 2:  Getting Around in BaCKPaCK .......cuiuieiiiiii e 11
TO StArt BACKPACK. .....eeieiiieeeieee ettt e e e e e e bbbt e e e e e e e e st e e e e e e e e e e annbneeeeas 12
BACKPACK HOME ...ttt e e e e e e ettt e e e e e e e s ab b et e e e e e e e sanbabeeeeaaaeeanes 12

L L= o I TN AV 1= o 11 L 13
USING the TOOIDAI BULLONS ... e e e e e e e e e e e e e e e e e a e e e e e e e e e e aaeeens 17
Hide/Show TOOIDAr BULEON TEXE.....uiiiiiiiiieiiiiiee it ettt s e e st e e s st e e s ssbee e e s ntaeeessnsbeeesannees 18
(G270 0 T= 0 I AN P2 AV o = 11 o o I 19
USING KEYDOAId SHOIMCULS ......cccoiiiiiiiiiie ettt e ettt e e e e e st e e e e e e e e s st e e e e e e e e e s e snnreneeeeeeeaesnnes 19
Backpack Display OpPtiONS..........uuiiiii it e e et s e e e e e et e e e e e e e 20
oo [ | L= U] LIRS od (YT o SRR 20
Display Multiple BaCKpack WINAOWS...........ciciuiiiiiiiee ittt e e e stttre e e e e e s e saiaae e s e e e e s e snnnneaneeeaeesaennnes 20
Chapter 3: Download Courses from Blackboard ............cccoieiiiiiiiiiiiiiiiiiiieen. 21
DOWNIOAAING COUISES ...ttt e ettt ettt e e e e e s e e e e e e e e e e e e e e e e e e e nnnnrnne s 22
YOUP FIFSE DOWNIOA. .....ceiiiiiiiiiiiiie ettt e ettt e e e e e e e bbb e e e e e e e e e sannbebeeeea e e s e annnrneneeas 22
Getting Familiar with the COUIrSE Tab ......coiiiiiiiiee e ee e e e 28
BrOWSING the COUISE.....ccieeiieiii ettt e e e e e e e e e st e et e e e s e st e e e e e e e s s ansanteeeeeeeessnnnnnnenes 30

Future Downloads for Blackboard ACCOUNTS.........ciieiiiiiiiiiiiiie et e e e e e e s e seereeee e e e e e e ennnes 31
DoWNIOAAING @ NEW COUISE ...ceieieeiiiieiiiiie et e e e s e st et e e e e s s s st eee e e e e e e s s aaa e e e e e e e s s annraareeeaeeeesannnrnnnees 31
COUSE UPAALES ....uveeiiiieee it e e e et e e e e e e s s e e e e e e s ettt e e e e e e e s s s nsteeeeeaeeessanstnaneeeeeeanannrnnnneeeenanes 31
Activating a Manual CoUrse UPAALE ...........cccuiiiiiieeei it e st e e e e e et e e e e e e e s sanraneeaaee s 32
Verifying Your INternet CONNECHION .......ccieiiiiiiiiieie e e e e s e e e e s s e e e e e e s st e e e e e e e e s snanraneeaaaeeas 32
Managing Your Blackboard ACCOUNL(S) .....cceoiiiiuiiiiiiieee ittt e e 33
LAY = LS N =T = To = PSSR 35

[0 11T a1 (o T= o T To TN =7 2 G SRR 38




Blackboard Backpack 3.0 User Manual

Chapter 4: Manage Your Calendar, Tasks, & Due DateS........ccceceeeiuiieiniinenenenannn.. 39
B LT OF= 11T oo F= T e o o T- L S PPRPRP 39
COUISE CalBNUA ....ccoi e 40
Y= T = =T T oV 42
CAlENAAY VIBWS ...ttt ettt e e e e oo et bbbttt e e e e e e e ab b e be e e e e e e e e anbbeseeeeaeeaaannnbeeeeaeaeannes 43

L0 LSl L= B 2= 1YY= S 44
UsIiNg the SChOOI WEEK VIBW ......ccci ittt ettt s s e e e e s e e ee e e e e e e e e nnnnnnnees 45
USING the WEEK VIBW ...ttt e e e e s e et e e e e e st e e e e e e e s s nnsbareeeeeeeessnnnrnnenes 46
USING the MONEN VIBW ... e e e e e e e s e e e e e e e e s st b e re e e e e e e e e snnrnreees 47

FY o] o Lo T a1t l=T 0 Aol 1T [ 1= 48
F Yo (o[ g o Y o] o Jo] 41107 L=] o1 £ TSSO T PP PUPPUPPP 48
Adding All-Day and Multi-Day EVENLS ..........cccuuiiiiiieii et e e e srnrae e e e e e 49

oo 1347 o T AN o] o Lo 11 1 4= ] SRR 50
(@] =TalTaTo J=Ta I AN o] o o] 1] 12 0 T=T o} SRR 50
Deleting an APPOINTMIENT . ........uii ittt e e e e et e e e e e e e s e aaaabeee e et aaeesaanbbbreeeaaaeesaannrnneees 50
Moving an Appointment t0 & NEW TIME ...c.cii ittt e e e e eeeeeas 50
Moving an Appointment t0 & NEW DAt .........ooouuuiiiiiiieee et 50
APPOINTMENT NOLES......eeeeee ittt e e e st e e e st et e e e s bb e e e e sbbe e e e s abbeeeessabneeessaneeeeean 51
CoUISE TaSKS .o 52
TO @00 @ COUSE TASK ...uvviieeiiiiiiie ettt ettt et e e e sttt e e e sttt e e e st e e e sbbe e e e s bbeeeesasbeeeessnbaeeessntaeeenans 53
UNFINISNEA COUISE TASKS ....eeiiiiiiiiiitee ittt e ettt e e e e e s ab bbb e e e e e e e e e snnbnneeeaaaeaeannes 55
CoUrse ASSIGNMENTS VS. TASKS....ciiiiiiiitiiiie e ettt ettt e e e e e s a et e e e e e e e e bbb b e e e e e e e e e e annabeeeeaaeeas 55
Y= T T 1= T G 56
P Yo [0 11T = T -] G PP PRPRTTR 56

e Lo 1174 oo =] T PP UURTPPPRRTN 56

S To] 1] g o [l 1= ] S PO P PP PP PPN 56

[ ToTo 1 YT T T 1= T S TP PSP PP PUPRT 57
Updating a Task and Adding Details (All VIEWS) ....ccoeeeiiiiiiiiiiieie e e e 57
Chapter 5: Discussion Boards and ASSIgNMeNts .........ccvuiiiiiiiiieiieieiieieaieaeenenann. 59
DISCUSSION BOAIIS .....evviiiiiiiiiii ittt e ettt sttt s st e e sttt e e ettt e e sttt e e e s nbae e e s anbbe e e s ansbeeesansbeeeeensbeeeeenteas 60
SUDMILEING ASSIGNIMENTS ...ttt e e e e e e e e e e e s e s aa b e e e eaeessasantbeeeeeaeessasannraneeeaeens 67
Chapter 6: Using Tabs to Organize INformation ...........ccoviiiiiiiiiiii e, 71
My Notes Tab, Course Tabs, and Personal Course Tabs...........couueiiieeieiiiiieiiiiiiiiiieeeeeeeeeeeeeee 72
Y N[0 (TS =T o RO UPUP R UURTPPRT 72
(010101 61T I o L F PP PR UUUTRRPRN 72
PersonNal COUISE TaDS ......uiiiiiiiiii ittt e ettt e e e e e s bbbttt e e e e e s e abbeeeeeaaaeeeannbebeeeaaaeaeannns 73
SEIECHNG 8 TAD oot e e e e e e e e e e 73
1Y/ F Yo 133771V TR = 1 L3 74
To Create a New Personal COUISE Tab ........cuii ittt a e e aeneeeeas 74
To Change the Color Of @ TAD ......oooi e 75
TO DEIBIE 8 TaAD ..ttt e oot e e e e e e bbbt et e e e e e e n b e b e e e e e e e e e b araeeee s 76
MOITYING FOIURIS ...ttt e e e e e e e e e e e aenbeee s 77
TO Create @ FOIUR ...ttt ettt e e e e e e st bt e e e e e e s e aanabebe e e e e e e s e snnbaeeeeas 77
TO RENAME @ FOIURT ...t e e e e e s sttt e e e e e e s s s s bbeteeeeeeeseannrneeeeas 77
Tab/Folder ColUMN OPLIONS ... ...oiiiiiiiii ittt e et e e st e e e s abb e e e s abbeeeessabeeee e e 78
AdAING FIlES 10 TADS....c e e e e e e e e 79
Add a File with the Backpack Capture PriNET ..........c.ueiiiiiiiieiiiee et 79
Add a File by ClCKiNG @nd DraggiNng ........ocuueeeeiiieieeiiiieee ittt et e e snbne e e ssbneeesannneees 80
Add A File USING IMPOIT ...ttt ettt ettt e st e e sbb e e e snaneees 83
TO IMPOIT @ NOTE ..t e et e e e e e e e aa b r e e e e et eae b a e e e e et eesbabnneeeaaes 83




Table of Contents

Chapter 7:  Take and Organize NOtES .......oeeuiiiuii i e e 85
[ (01T Ao [0 T I U ST NN (=3O 86
Y Lo I N[0 1 (= 87
Creating @ BaCKPACK NOTE .......ooiiiiiieii et 87
Creating a Note from ANOther DOCUMENT.........ccoiiiiiiiiiiiie et 88
AT Lo T T Lo IRt £ VL0 =T 89
o) 0T LT T N o) (= I SR 89
NOLE-TAKING TOOIS...cciteeieiiite ettt ettt etttk e e sttt e e s et e e e s aab bt e e s aab b e e e s annbe e e e enbe e e e eneeas 90

[N o) (=T e To] | o - PRSP 90

ST 0= L @ 11 1 =Y ST PP 91
Working With INK (Tablet PC) .. ... e e e e s e e e e e e e s e s nnarreeeeeeeeeseannns 92
Changing Pen or HighlIghter STYIES .........eeiiiiii e 92
USING the HIGDIIGNTET ...ttt e e e e et re e e e e e e e e annnebees 93
USING the BFASEY ...ttt ettt e e e e e e e e e et e e e e e e s e e nb b e et e e e e e e e e annbnneeeas 93
Converting INk to TeXt (TADIEE PC) ....oiiiiiiiieiiie e 94
Working With ODJECES IN NOLES .......eueiiiiie it e ettt e e e e e e e nnb e eeeeaeeeaeaanes 95
INSerting and USING IMAGES .....oiuuiiiiiiiiiee ettt e st e e e sbb e e e abbe e e e s nbbe e e e s snbeeeeaes 95
Moving and RESIZING AN IMAGE........cccuuiiiiieie i e e e e s e s e e e e e s s s re e e e e e e e e snnrnneees 95

Y =T o 0 (o JX 4 T SR 96
Bring t0 front, SENA t0 DACK ......ccvii i 96

L0 LS gl i i Lo I TSt Yo I (=1 1= od o N o Lo 96
0L g lo i a L= T74o o3 N o Yo £ SRR 98
MOVING ANA RESIZING TOXL....uuuiiieieeiiiiiiiiiie et e e e e s cirere e e e e e e s e s re e e e e e e s e ssabe e e e eaeesssaarbsrereeeeeessansrnrenes 99
Inserting an Internet Hyperlink (URL) ... e e e ennrne e e e 100
Inserting a DocumMent HYPEITNK ..........oooii e a e 101
Adding Wrting SPace 10 NOLES ......uuuiiiieeiiiiiiiiieeee e e e s i e e e e e e s s s re e e e e e e s e srabrreeeeaeesasasareraeeeaeessasnes 102
Adding Space to the Bottom or Right 0f @ NOTE ........ocuuiiiiiiiii e 102
Adding AddItioNal NOLES PAGES .....ooiiiiiiieiiiiii ettt 102
Adding or Removing Space in the Middle of @ NOE ..........ccueiiiiiiiiiii e 103
Copying and Pasting Note Pages and CONENLS ........cooiiiiiiiiiiiiiaiieie e 104
(070 o)AV T O 0] o) VA= LT = SRR 104
Copying @ SINGIE NOLE PAgE ......cuiieieeiiecieie ettt s e e e e e e s e er e e e e e s s ssnraeeeeeaeeeeannnns 104
Copying All PAges iN @ NOLE .....uviiiieic i e e e e e s st e e e e e e s e snsnraeeeenaeeeaennnns 105
Copying and Pasting from Other AppliCAtIONS ..........ueiiiiiiiiiiiiiie e 105
(1= =1 1T o T AN (= SRR 106
Deleting @ NOE PAgE .......cciiiiiiieee ettt e e e e s e e e e e e e s e et e e e e e e e e ssantarbeeeeeeeessnnnrnrenes 106
Deleting an ENLIre NOTE .........ueiiiiiii ittt ettt e et e e e e e e s et b r e e e e e e e e e snnreeees 106

L0 £ To 20 10 T o (= 107
SEAICHING YOUFI NOTES .....eiiiieei e e e et e st e e e e e e st e e e e e e s s ssas e reeeeeseaannseeaeeeeeeeaasnnnrnneeeeees 107
Moving a Note t0 @ Different FOIAET .......ciiiii i e e e e e e e e e e 108

L 1011 T NN (= UEUR S PPRS 109
Chapter 8:  Capturing DOCUMENES ....uiuiieii e et e e e e e e eeananes 111
Creating Annotatable DOCUMENTS .........uuiiiiiii it e e e e e e aeeeaaaeeas 112
Using the Backpack Capture PrNLET..........cci it e e e e e e e e e s 112
Chapter 9:  Search Your CoNteNt. ..o e aneaaeas 115
Searching BackpacK..........cooooiiiiii 116
USING the SEAICH TOOIS......uuiiiiiei i e e e e e e e e e s s re e e e e e e annnnnrnneeeaees 117
THE SEAICH MEBNU.... it e ettt e e st e e e sttt e e s abbeeeeessbeeeessntaeeeeans 117

The Search HIghIIGNLEr .........ooi e e e e e e e e s reaae s 118

TO Begin @ NEW SEAICH ... e e e e e s e e e e e e e s e 119




Blackboard Backpack 3.0 User Manual

Chapter 10: Managing Your BacKPacK ........c.eieiuiiiiiii it eeee e 121
TO aCCESS the OPLIONS WINGOW: ...couviiiiiiiiiiie ittt e ettt e e bb e e e s ssbr e e e s sabneeeesnneees 121
CT=T o1 o1 @] o] i o] o - S O P T PT PP PP 122
N[0 1 (=TS @] o] 10T -SSP 123

(D= = LU ] L o g1 o] o] 1T o 1= SRR 123
Default StatiONErY OPLIONS .....uviiiii e sr e e e e e st e e e e e e e e s st arereeeeeesesnnrnreees 123
(DS = 10| o To] 1 1] 01110 o <P T 123
Changing Your Storage LOCALION...........uuiiiiiiiiiiiiiiie e e e e e et e e e e e s e st e e e e e e s e sanb e e e e e e e e s enanaraeeeaaeeas 124
Password-ProteCting YOUT FIlES........uuuiiiiii ittt e e e e e e st r e e e e e e s sannraeeeeaee s 125
Creating 8 PASSWOIG.........cooiiiiiiei ittt e bt e e st bt e e e et bt e e e abb e e e e enbe e e e anees 125
Changing YOUTI PASSWOIT ........ccoeiiiiiieiiiiiie ettt ettt ettt e et e e e st e e e s anbee e e s snbe e e e ennees 126
Clearing YOUI PASSWOIT .........uuiiiiiiiieei ittt ettt ettt et e et e e e st e e e e aabne e e s annbe e e e annees 127

Chapter 11: Support INformation ........ccooiiiiiiii e 129
2o Tod 0 T= (o Q0 oo F= L= PR 129
LIC=To LT Tor= IS0 o] o Yo i A ) 1o 1 R 129
LTV =] 0] (= PSSR 130

Chapter 12: Appendix A: Upgrading from Previous Versions of Backpack ............ 131
Upgrading from Backpack 2.5 t0 BACKPACK 3.0.....ccuoiiiiiiiiiiiiiieeeieieee et 131
Upgrading from Backpack 2.0 t0 BACKPACK 3.0....cccuiiiiiiiiiiiiiiieeeieiieeee e 132
To Upgrade from BacCKPacK 2.0 ........ooiiiiiiiiiiiie et e e e 133

Chapter 13: Appendix B: Backpack 3.0 Installation and Activation ...................... 137

R Eo Yol 0Tz (ot S 1 1S3 = 11 = U o o 137
Activating a Backpack License - Standard ProCESS .........ccueiiiiiiiieiniiiieiiee et 143
Activating a Backpack License - INStitutional PrOCESS..........coviiiiviiiiieee e ee e sseee e e 146

AUtOMALIC LICENSE ACHVALION ......vviiie ittt sttt st e e st e e s snte e e s anbaeeeesnneeeeas 146
Chapter 14: Appendix C: LiCENSE AQIrEemMENT .. .uueuiieei et aeeeaeeeeaeanaaeaenes 147

Download. Orgarze. Personalize.

Vi



Introduction

Welcome to Blackboard
Backpack!

Blackboard Backpack is the first mobile learning organizer for students.

Download from Blackboard

With Backpack, you can download your course materials off Blackboard®, so you can have
access to the information anytime, even when you are not connected. The What’s New button
keeps you from having to “hunt” for new postings by your teachers. Teacher-provided Word®
documents, PDFs and PowerPoint® presentations can be pulled down for later use. You can
also send your assignments through Backpack to the server and participate in discussion
boards even while offline.

Organize everything in one place

Much more than simply a planner, think of Backpack as an electronic 3-ring binder where you
can keep class schedules, course information, class notes, and a host of other important
information at your fingertips.

Backpack lets you store all of your calendar & assignments in an electronic syllabus organized
by course. Your calendar & assignments get mapped to the calendar & task manager. And you
can use Backpack to manage your busy schedule — classes, projects, and assignments, so you
can stay organized.

You can even store your Backpack files on a USB or school-supplied network drive, so you can
take your files with you, even when you don’t have your computer. Just login to any on campus
computer and you have access to all your Backpack data.

Personalize your learning

With Backpack you can take digital notes, and store them in your course tab along with your
Blackboard content. Backpack provides a built-in auto-outliner, rich formatting, and the ability to
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insert pictures and hyperlinks. And because your Backpack-stored notes are in digital form, you
can search for content in them easily.

Whether you do research through Google™ or through your library’s online databases,
information can be easily stored digitally and organized by class for quick retrieval. In addition,
any of your documents, your teacher’'s documents or your research can be "captured” to allow
them to support annotated comments.

The full text of all of your notes (even hand-written notes), research papers, and “captured,”
teacher-provided PDFs and PowerPoint presentations are indexed, making it very easy to
search and locate the important information — to help you study for tests or grab bibliographic
source information for your reports.

Download. Drgarize. Personalize.




Chapter 1

System Requirements

Backpack System Requirements
To install and run Backpack, your computer must meet the following minimum requirements:

Operating System Minimum Requirements Recommended Requirements
®= 500Mhz Pentium class processor = 1Ghz Pentium class processor
Windows XP SP2 = 256MB RAM = 512MB RAM
= 100MB hard disk = 200MB hard disk
® 1Ghz Pentium class processor ® 1.5Ghz Pentium class processor
Windows Vista = 512MB RAM = 1GB RAM
= 100MB hard disk = 200MB hard disk

In addition to the above system requirements, the following may also be necessary:

= [finstalling from CD, you will need a CD-ROM or DVD drive

= Ifinstalling on a Tablet PC, you will need Microsoft® Windows® XP Tablet PC Edition for
Tablet PCs, with the Microsoft.Ink.dll CLR2.0 Update Patch installed.

Note: If the patch is not detected during Backpack installation, you will be directed to a
Microsoft website to download and install the patch. This will require an active
Internet connection. Please follow the instructions provided on-screen.

If you are running virus protection software on your system, you may need to grant
permission or give authorization for the script to run. This is a normal procedure, and
should not be cause for concern.
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Microsoft .NET 2.0 Framework

In addition, Backpack 3.0 requires the Microsoft .NET 2.0 Framework be installed on your
system. If you are using Windows Vista, the .NET 2.0 Framework is already installed on your
system. If you are using Windows XP, you will need to install it on your computer if it is not
already there. During the installation process, Backpack will verify that the .NET 2.0 Framework
is installed. If it is not present, the InstallShield Wizard will connect to the Internet to download
the necessary files from a secure website. Please follow the instructions displayed on screen to
install the .NET 2.0 Framework. Once Framework installation is complete, the Backpack
installation will continue.

Note: You will require an active Internet connection to download and install the .NET 2.0
Framework. Depending on your connection speed, this may take several minutes.

Product Updates

Product updates are periodically available. You can be notified of product updates through the
Backpack Automatic Updates feature, or check for updates manually, as desired.

Automatic Updates

Notifications for product updates come automatically over the Internet. You will be prompted
with the option of automatically updating your Backpack whenever a newer version is available.
You can disable this feature by deselecting it from Help | Enable Automatic Updates.

Manual Updates
You can check for updates to Backpack manually.

1. With your computer connected to the Internet, choose Help | Check for Updates from the
menu bar.

2. You will be prompted if an update is available. Follow the instructions displayed on the
screen.

10



Chapter 2

Getting Around In
Backpack

Like any application, Backpack has its own collection of menu options, buttons, and other
navigational controls. You may wish to review this section to familiarize yourself with Backpack
features and terminology before continuing.

MenUS & Blackboard Backpack - Welcome to Backpack
> Fle Edt View Insert Format Downlad Help

Toolhar Q. @ & | ™ B & e
Back a Home | What'sMew MyMNotes Capture New Note Calendar

o T

Blackboard EolEses
Backpack
) @ Accounting 115 @ Bioloay 101
kpack
bLaam ot ot ‘ Job Hunting ‘ New Car Research
Q Download 3 Course | ‘ Cceancaraphy Q Wacaticn Plans
"é fdd Personal Course
” \ = Courses and
(g Update Courses nnouncemen
Buttons [—» Announcements
@ What's New Biclogy 101
* Welcome
Oceanography

=
'\ﬁ MapdosColes » Chat Session with Guest Lecturer

s Reminder: Personal Introductions Required

.‘.3 Gt ® Test Date Chanaed to July 26
July 16 2006 Upcoming Tasks J
Calendar — S MTWThF s
1 Past Due: Tomorrow
A check out undersea exploration video 10:00 AM - 11:00 AM  Accounting
9 101112 13 14 15 ;
Coming Up: Tuesday, July 18, 2006
bl plant bio 10:00 AM - 11:30 AM  Oceanoaraphy
25 phes R i RE 2 Turn in Project Proposal 12:00 PM - 1:30 PM Bio 101
30 31 Wednesday, July 19, 2006
10:00 AM - 11:00 AM Accaunting
100 PM - 2:30 PM Interview at Office Supply store
Thursday, July 20, 2006
10:00 AM - 11:30 AM Oceansaraphy
12:00 PM - 1:30 PM Bio 101
Friday, July 21, 2006
10:00 AM - 11:00 AM Accounting
Upcoming Saturday, luly 22, 2006
T k d 4 All day campout
askKs an
Appointments Dewnload. Organize. Persenalize.
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To start Backpack.
Double-click the desktop icon to launch Backpack.

Backpack Home
The first screen you will see on opening Backpack is the Home page.

& Blackboard Backpack - Welcome to Backpack
File Edit View Insert Format Dowrload Help

. O .6 moP A e

Home | What'sNew MyNotes Capture NewNote Calendar |-

Welcome to Blackboard Backpack!

\ Blackboard
| Backpack enables you to Backpack also allows you to:
download your course » Capture and organize online research
content from Blackboard # Auto-outline lecture notes
S0 you can view it and use » Annotate and draw diagrams in margins
it offline # Quickly find answers using search and flags
# Manage your time
Download and assignments Leal'n
a Course Now! Backpack Features

Download. Organize. Fersenalize. m

Blackboard

Done _

In addition to the menus and buttons (which will be described in detail in the next chapter), there
are two important buttons on this page.

» Download a course now! — Clicking this button will open the Download Course Wizard. To
learn how to download your Blackboard courses, see Download Courses from
Blackboard.

= Learn Backpack Features — Clicking this button will launch a Flash overview of Backpack
to get you acquainted with the key features of the product.

Once you have downloaded a course from the Blackboard server (or initially, if you upgraded
from Backpack 2.0), the Home page will be different and no longer display these links in this
manner. However, you will still be able to access each of these features through options in the
Download and Help menus.

12



Chapter 2: Getting Around in Backpack

Using the Menus

Backpack’s menu is similar to that of other applications. You will find commands such as
printing, closing, access to different views, and much more within the menu options.

Access to different menu commands varies depending upon where you are working in
Backpack. Commands that are not available in a specific area will be inactive (grayed-out).

Online options require an active Internet connection.
The following tables will provide you with an overview of each of the menus and their options.

File Menu
Option Description

New Create a new Backpack note, folder, appointment, task, Personal Course Tab, or
window

Open Open an item.

Save Save the current Note or annotated document.

Save as Saves data from your Backpack data file to a Backpack interchange file, an HTML
page or an image file.

Capture Convert an item into an annotatable document.

Print You can print your Backpack information on standard 8.5 x 11 inch paper.
Note: Notes print as they would from their native application.

Delete Item Removes a note, task, course, or appointment.

Import Note | Allows you to Import selected application files into a Backpack folder (.ant, .jnt,
.bmp, .gif, .png, .jpg, .wmf, .rtf, .txt)

Configure Allows you to change your storage to a USB, SD card or a school-supplied network

Storage drive. The default storage location is on your C: drive.

Change Allows you to change the password for your Backpack data stored on your

Drive removable media.

Password

Exit Closes Backpack.
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Edit Menu

Option
Undo / Redo

Cut/Copy/
Paste

Copy As
Text

Delete
Select All
Select Page

Cancel
Selection

Convert Ink
to Text

Rename
Options

View Menu

Option
Search
Find
Go to

Toggle Full
Screen

Zoom
Home
What's New

My Notes
Calendar

Description
Undo removes unwanted entries in the order that they were entered (within a
section). Redo provides unlimited re-entry of information that has been removed.
Performs the desired action on the selected item in notes, appointments and tasks.

Copies data (including digital ink) to the clipboard in plain text format.

Removes a selection.

Selects all of the data in the current note window.

Selects one page in a note.

Cancels selections made using the Select All or Select Page commands.

Converts any selected ink (or all ink on a note page if there is no selection) to text.

Allows you to rename the selected item.
Opens the Options dialog, allowing you to define Backpack settings.

Description

Launches the Search feature.
Searches the current note or document for the specified search term.

= |f you are in a calendar view, takes you to the date you specify
= |f you are in a Note or captured document, takes you to the page you specify.

Expands Backpack to full screen mode (this view can also be accessed by
pressing the F11 key). Press F11 to return to the previous view or click the Full
Screen button in the top right corner of the screen.

Allows you to select zoom options for the current note.
Opens the Backpack "home" page.

Displays the What's New page, showing you new items that have been
downloaded during the past seven days.

Opens the My Notes folder.
Opens the Main Calendar.
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Insert Menu
Option

Page

Insert/
Remove
Space

Shape

Flag

Hyperlink

Picture

Format Menu
Option

Font
Alighment
Bullets
Numbering

Change
Stationery

Bring to
Front/Send
to Back

Description

Inserts a new page into the current note.
Turns on the insert/remove space feature for a note page.

Allows you to insert a variety of shapes into your Backpack notes (rectangle,
ellipse, triangle, yield, diamond, star, line, and arrow).

Allows you to insert a variety of flags into your Backpack notes. In addition, the
Define Flags option allows you to modify the existing flags, or create new flags of
your own.

Opens the Edit Hyperlink box, allowing you to enter or update a hyperlink that will
be placed in the text at your cursor’s insertion point prior to selecting this option.
The hyperlink can point to a web page or a document in your local file system.

Inserts an image into the current note page (see Inserting an Image for more
information).

Description

Changes the font of the selected text or digital ink.

Changes the text alignment to left, right, or center for the selected text.
Toggles bullet mode on the current text.

Toggles numbering mode on the current text.

Changes the paper type (the background) of the current note page.

Brings the current selection to the front of the page or sends the current selection
to the back of the page.

Snap to Grid | Allows you to align objects to a predefined grid.
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Download Menu

Option

Description

Manage Courses

Manage Blackboard

Accounts

Update Courses

What's New

Download a Course

Opens the Manage Courses window, where you may mark courses as
Completed or Archived, Reactivate courses, Add a Personal Course,
Open a Course, set Course Properties, or Purge Courses.

Allows you to modify or delete a Blackboard account. (To set up new
accounts, select Download a Course to launch the Download Course
Wizard.)

Manually activates the Backpack download manager, and downloads
updates to your courses from the Backpack server.

Displays the What's New page, showing you new items that have been
downloaded during the past seven days.

Activates the Download Course Wizard, allowing you to set up
Blackboard server accounts and select new courses to download from
the Blackboard server.

Help Menu
Option Description
Getting Opens the Flash overview of Backpack.
Started
Help Provides access to the electronic Help.

User Manual

Connects you to the Backpack website, and downloads the Backpack User Manual
(pdf).

Tutorials
Register

Give
Feedback

Support

Check For
Updates

Enable
Automatic
Updates

About...

Connects you to the Backpack website, where you may review an assortment of
tutorials for using Backpack.

Opens an online form where you can register your version of Backpack to ensure
that you are notified about upcoming releases and patches.

Opens an online form where you can submit problems or provide suggestions for
future versions of Backpack.

Opens to the Backpack Support web page which displays available support
options.

Accesses the Internet to determine if updates are available for your version of
Backpack. (Requires an active Internet connection.)

Toggles the automatic update notification feature on or off. If this feature is on
(checked), Backpack will periodically check to see if product updates are available.

Provides version information.
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Using the Toolbar Buttons

You can access many Backpack features from the Toolbar.

Button Image

Back | Forward

What's New
[
My Notes
r _H.f
Capture

5

Mew Mote

7]

Calendar

Search -

Button Name

Back /
Forward

Home

What's New

My Notes

Capture

New Note

Calendar

Search

Description

Allow you to move forward and back through downloaded
Blackboard content.

Opens the Backpack home page.

Opens the Backpack "What's New" page, displaying items
downloaded within the past seven days.

Opens the My Notes folder.

Launches the Backpack Capture tool, creating an annotatable
document from the selected source file.

Opens a new, blank Note page.

Opens the Calendar, using the most recently selected
Calendar view.

Allows you to search for a word or phrase in Backpack notes,
downloaded documents, appointments, tasks or “captured”
documents. Options in the Search drop-down list allow you to
further refine your search parameters.

Enter the term(s) in the Search field, and click the Search
button. A list of items containing the search results will be
displayed in the Backpack Search window. Clicking the
highlighter button toggles the highlighter on/off, to
automatically highlight the search term(s) in the documents
found by the search.
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Hide/Show Toolbar Button Text
You may choose to show or hide the text beneath the toolbar buttons.
1. From the menu, select Edit | Options.

2. On the General tab, deselect the "Show text on toolbar buttons" checkbox to hide the
text, or select the checkbox to show the text (if it was hidden), and click OK.

& Blackboard Backpack - Welcome to Backpack
Fle Edit View Insert Format | d  Help

Q.0 -6
Back Forward Horne

Q-9 - BdUUZEMA|
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Keyboard Navigation

Backpack is well suited for use with a keyboard. Menu options and toolbar buttons are only a
mouse-click away, and allow you to easily open a new or existing note, place your cursor in the
document, and begin typing. The toolbar buttons also allow you quick mouse access to
Backpack functions, similar to working in a standard word processor. If you are reading an
article, you can use your mouse to select the pen or highlighter to mark important passages.

Using Keyboard Shortcuts

For even greater convenience, many keyboard shortcuts have been provided to help you use
Backpack quickly and efficiently with your keyboard. Each of the menus can be accessed from
the keyboard using the “Alt” key and the first letter of the menu item you wish to access.

For example:

= “Alt” + “F” opens the File menu, pressing “N” will then launch the New submenu (indicated
by a »), and finally, pressing “A” will open a hew appointment. You can also use Arrow keys

and Enter keys to navigate through the menu.

» To bypass the menu and instantly perform a command, use the “Ctrl” (Control) key and the
corresponding letter of the menu option. For instance, “Ctrl” + “C” performs the Copy
command. Not all functions have a “Ctrl” function; however, those that do list the option in
the menu with their corresponding function.

Keyboard Shortcuts

The following tables list the Backpack keyboard shortcuts. Notice that some options have
multiple shortcuts available.

Name

Copy

Cut

Delete

Help

Next control
Paste

Previous control
Redo

Show List

Undo

Keys
Ctrl+C
Ctrl +Insert
Ctrl + X
DEL
F1
Tab

Ctrl +V
Shift + Insert

Shift + Tab

Ctrl +Y

Alt + Shift + Backspace
Alt + Down

F4

Ctrl+ 2
Alt + Backspace

Description

Copy the selected item to the clipboard.

Delete the selected item.
Deleted selected item or text.
View Backpack help.

Set focus to the next control.

Paste the last copied item to the new location
indicated by your cursor position.

Set focus to the previous control.
Redo the last “undone” action.

Show the drop down list (if any).

Undo the previous action.
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Backpack Display Options

The Backpack window is fully adjustable, allowing you to adjust the screen size to your
working preferences. When you place your cursor over the edge of the Backpack

window, it will change to a pair of arrows, indicating the direction you can drag the o
selected border. I

Toggle Full Screen

The View | Toggle Full Screen option (or the F11 keyboard command) instantly maximizes
your Backpack window to utilize the full space available on your screen. When in Full
Screen mode, the Toggle Full Screen button is displayed in the upper right-hand corner

of the screen. Clicking this button will return Backpack to the previous display size.

Display Multiple Backpack Windows

The File | New | Window option allows you to open multiple instances of Backpack on your
desktop simultaneously. This can be useful, such as when you want to look at a list of course
assignments on one screen and your calendar on another.

0-© -6 m B

Back Forward  Home | What'sNew My Notes

@ 5 0 | FHfToday | T]oay

SuMo TulWe Th Fr Sa

: Sunday Monday Tussdsy | Wednesday = Thursday Friday Saturday A

214567 2 July 23 2 S 2% 7 28 2
910 1112 13 14 15 e - ] P —

16 17 18 19 20 21 22 LT i e “} : -

23 24 25[26)27 28 29 D Bio 101 <D Bio 101

3N 1

Blackboard Backpack - B 0 e Backpa =

&1 8 | Show Completed Tad
-——--:i_m - File Edit View Insert Format Download Help
I ! [Review al coure note Q. O A | W B A [
0 = v “fBack Forward  Home | WhatsMew MyMotes Capture NewMNote Calendar |-

lart bio — !

3K Nol i Job Hunti

O &!check out undersea exj e A,
ol | .®, Announcements Biology 101

& Staff Information
&) Course Information
=-{7] Course Documeris An introductory botany course for non-science majors
@] Lecture Manuals
. & 2] Microscopic Images
i =2 Compound Light Microscope

[£] Cell organelles: Anacharis (Elod Announcements

P ] Mitosis in Onion Roct Tips
: [Z] Dissecting Light Microscope : Plant * Welcome to our new faculty member
| B Glossary of Tems and Diagrams

[Z] The Plart Cel
i[Z] The Plart Cell Cycle
[5] Transcription & Translation
2] Assignments
[] Special Project

Upcoming Tasks

r 5 Past Due: Tomorrow
| @ Rectation xerciss Blant bie 12:00 PM - 1:30 PM Bio 101
- [2] Microscope Training in Lab g
L] Bdemal Links
[ Calendar
o[ Tasks Folders
[ My Notes
®. Announcements 3 Staff Information
]_] Course Information 1] Course Documents
‘]_] Assignments ]_j External Links
[7#) calendar Tasks
'l] My Notes
Dewnload. Organize. Persenalize.
< ?
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Download Courses from
Blackboard

Download courses into Backpack with Blackboard Academic Suite™

Blackboard Academic Suite™ is used by more than 12 million students who access information
their professors provide. Now, Backpack makes it possible to access your Blackboard course
content from within Backpack.

In order for you to download information from your campus’ Blackboard server, the campus IT
staff will need to have turned on the Mobilizer for Blackboard software, which comes with the
Blackboard server software. The Mobilizer works in conjunction with the Blackboard Academic
Suite™, allowing you to download course information from Blackboard to your Backpack
database. Generally, information about this option is posted on your campus’ Blackboard
Website, so you will know if this feature is available. If this information is not posted, you can
find out if the Mobilizer for Blackboard is available by trying to download your course content.

Using your account details, username, and password, you can quickly and automatically create
portable, mobile Backpack versions of content posted by your professors on the Blackboard
server, including:

= Announcements = Staff information

= Course information = Course documents
= Assignments = External links

= Discussion Board = Grades

= Calendar = Tasks

After you configure your Blackboard account, you can download courses from the Blackboard
server into your Backpack and update those courses as often as you like. You can even set up
Backpack for automatic updating on a timed basis.
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After documents are downloaded from Blackboard, you can "Capture" those documents to
create annotatable versions (by clicking the Capture button, or selecting File | Capture)
Capturing a document allows you take notes directly on top of lecture materials provided by
professors. For example, if a Microsoft Word document is downloaded from Blackboard, you
can create a captured version of the document and then take notes directly on it.

In addition to creating captured versions for easy note taking of HTML content, Backpack stores
any attached files supplied by your teachers (such as Word documents, PowerPoint
presentations, pictures, and so forth). You can view any of these downloaded attached files
within the course content. Backpack works just like Microsoft Internet Explorer in how it displays
these files. For example, a PDF file will function in Backpack the same way it does in an Internet
Explorer browser window (based on your browser settings). Anything that works in Internet
Explorer will work in Backpack.

Additionally, you can see all the new items that were added to Backpack after any update by
clicking the What's New button (or selecting Download | What's New) to view the What's New
page for all your downloaded courses.

Downloading Courses

If your school has the Mobilizer for Blackboard installed, you can use the Configure
Blackboard Wizard to connect to the Blackboard server and download course information
directly into Backpack.

Your First Download

Note: In order to use the Configure Blackboard Wizard to download course information from
a Blackboard server:

X Your school must have a Blackboard Learning System™ server with the Mobilizer for
Blackboard software installed

X You must have a username and password already established on the Blackboard
server

X Your computer must be connected to the Internet

1. The first time you launch Backpack, the Home page
gives you the option to download your first course. Backpack enables you to

download your course
content from Blackboard
SO you can view it and use
it offline

2. Click on the Download a Course Now button.

Download
a Course Now!
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3. The Download Course Wizard launches.

Download Course

With Backpack, you can download your Blackboard courses
and take them wherever you go.

ﬁ Click Here To Begin |

Blackboard

Backpack

Download. Organize. Persoralize.

4. Click Download a Course Now.
The Let's Get Connected screen appears.

Download Course

[ Lookup My School |

Click on "Lockup My School” to see i we have your school's Blackboand
information

School Name

|State University |

Blackboard URL Ihttp:Hblackboard.stateu.edu

| ex
httptfblackboard stateu.edu

Your User Name !JaneStudent

Your Blackboasd Login
Name

Your Password | sassssen

| our Blackboand Passwerd

Connect to Blackboard Now

[

]

Read the Backpack Privacy Policy

[ Advanced Options ]@

5. Enter your School Name, the Blackboard URL, Your User Name and Your Password in

the fields provided.

Note:

If you wish to read the Backpack Privacy Policy, you may view it by clicking on the

link in the lower left-hand corner of the screen.
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Optionally, you may select the Lookup My School button. Backpack will display a list of
schools, from which you may select yours.

= If your school is listed, the School Name and Blackboard URL fields will automatically

be completed for you, however, you will still need to enter Your User Name and Your
Password manually.

= |f your school is not listed, click the Return to Setting Up Account button, and enter the
school information manually.

Download Course

6. If you wish to change
the file size limit that
can be downloaded
from the Blackboard
server, you may click
on the Advanced
Options button, and

University of Oklahoma Health Sciences Center

L
University of Ontario Institute of Technology T make your selection
University of Oregon H
University of Pennsylvania from that dlalog- A
University of Pittsburgh 3 default size of 10 MB
University of Puget Sound -
University of Redlands o has been set for you.

Click OK to return to
the Let's Get
Connected window.

7. When all of the account
information fields have
been completed, click
the Connect to
Blackboard Now
button.

[ Lookup My School ] fﬂz}n?;l;t:ohp My School” to se= f we have your school's Blackbosnd

School Name |Un'r\.rer5'rty of Oregon |

Blackboard URL |hitps://blackboard.uoregon.eduf | hetps/fblackbozrd.stateu,edhs

vour User Name |JohnStudent TorTmhne Lo

ord |... senee | Your Blackboard Password

|- Connect to Blackboard Now ] [ Advanced Options ] @

Read the Backpack Privacy Policy
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8. Backpack connects to your Blackboard Server. This may take a few moments. When the
connection is made, the on-screen message will briefly display the word "Connected!"
before automatically taking you to the next screen.

Download Course

| Connecting to Your Blackboard Server |

-
=

Connecting to 'State University'...

>
-

Connected!

If Backpack is unable to establish a connection, a screen similar to the following will be

displayed.

= Check your Internet connection.
Your Internet connection must be
active in order to download
information from the Blackboard
server.

= Click the Back to Define
Blackboard Connection to verify
that your account information has
been entered correctly.

Remember, your school must have the
Mobilizer for Blackboard installed in
order for you to establish a connection
and download course information.

Download Course |Z|

Unable to Login to Blackboard

Backpack was unable to legin to your

va
Blackboard Server. Possible Causes:

® |se
® R

Recommended action:

[ Back to Define Blackboard Connection ] [ Copy Log
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After a successful connection, a list of available courses appeatrs.

Download Course

BbSEUG 2005

BIOL220-01: Introductory Oceanography 01

Biology 101 !
Biology 101-b

Financial Accounting

Naval Engineering

PointeCast

Download all courses

LB B B N B N

! Choose Another Blackboard Server ) @

9. Click on the course you wish to download now.

Note: If you are also enrolled in courses on a different Blackboard server, you may click
Choose Another Blackboard Server to download courses from that server.

Backpack will begin downloading your course.

Download Course

| Downloading Your Cour
Biology 101

Download Status
Course detail files: " 81 of 31
Course attachments: dofb

Approx. time remaining: 15 seconds

Elapsed time: 00:00:41

..urses/1/BIO 101/ content’_22_1/Lecture 5.pdf - (40.0 KB of 113.3 KE)

[ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ!- ]
Connect Caourse Structurs Course Detail Course Attachments

Cancel

The progress of your course download is indicated in both the Download Status box and in
the progress bar at the bottom of the screen. You may cancel the download at any time by
clicking the Cancel link in the lower right-hand corner of the screen.
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When all information items have been downloaded (a checkmark will appear next to each
item, the Download Status box will display the "Download is complete" message.

Download Course
|  Downloading Your Course |
Biology 101 finished

Download Status
Course detail files: o 810f81

Course attachments: W Eof6

Approx. time remaining:

Elapsed time: 00:01:00

Download is complete! You can now access this course content while offline.

[ Click here to view the course ]

Connect Course Structure Course Detail Course Attachments
Download another course

= If you wish to download another course at this time, click the Download another course

link in the lower right-hand corner of the screen.

= If you are finished downloading for the moment, and wish to view the course information

in Backpack, click the Click here to view the course button.
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Getting Familiar with the Course Tab

When you click the “Click here to view the course” button from the last Download Wizard
window, Backpack will open the home page for that course. Notice that a new tab has been
created in Backpack for each course you download.

= Clicking on any course tab will display the home page for that course.

» The Backpack title bar changes to indicate the course, folder, or specific materials with
which you are working.

& Blackboard Backpack - Biology 101 - Welcome to Backpack!

Fle Edit View Insert Format Download Help

& M B

An introductory botany course for non-science majors

- Announcements
& Staff Information
8@ Course Information
2] Course Materials
2] General Resources
-] Assignments
2] Extemal Links
&y Discussion Board
i@ Grades

[T Calendar

|2 Tasks

[T My Notes

Announcements

# No class on Jan. 15, due to the Martin Luther King day holiday.

Upcoming Tasks

Tomorrow

1:30 PM - 2:30 PM  Lecture 3: Cells (cont.]

Wednesday, January 17, 2007

1:30 PM - 2:30 PM  Lecture 4: Cell division (p. 221 - 296)

Past Due:
Update Plant bio

Folders

= Announcements

1-] Course Information

TL_] General Resources
"]__] External Links
W Grades

Tasks

74 -
@ Staff Information
'L_] Course Materials
1] Assignments

-?{%1 Discussion Board

12| Calendar

’1__] My Notes

Download. Organize. Persenalize.
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From the course home page, you can access:

Announcements posted by your instructor that have been downloaded during the last 7
days.

Upcoming Tasks your instructor has assigned to this class, and which are due in the next 7
days will be displayed in this window. Both Upcoming Tasks and Past-Due tasks will be
listed.

Upcoming Appointments for this class over the next 7 days, including class meeting times,
dates for exams, etc., will be shown. Your class calendar will also display appointments you
add manually.

Course information provided by your instructor, such as course materials, a course
introduction, and other general information.

Assignments posted by your instructor.

Staff information for this class will be displayed in this window. This includes information
about your instructor(s) that they have chosen to include which was downloaded with the
course.

Any additional folders containing materials and other information provided by your instructor
and downloaded during mobilization, such as Course Documents, External Links,
Discussion Board, Grades, Tasks, etc.

The My Notes folder is where your notes and “captured” documents relating to the course
are stored. This will be discussed in greater detail in Take and Organize Notes.
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Browsing the Course

Announcements
Staff Information
Course Information
Chapter Materials
Class Discussions
Working Groups
General Resources

Assignments

Syllabus
External Links

Toaols

Cemmunication
# Course Tools
B Course Map

() Detail view

Blackboard
navigation
pane

panel displays all of your downloaded Blackboard content for the

Blackboard offers multiple methods of
navigating through your course
information. Generally, this is through a
list of resources available for the
course.

Backpack offers similar navigation tools
in the left panel navigation area of the
course tab. The Backpack navigation
panels work like the Detail View
supported by newer versions of
Blackboard, and is similar to Windows
Explorer, allowing you to drill down into
each folder by clicking on the “+”
symbol next to a folder to expand it and
display its contents.

This allows for rapid perusing of
Blackboard content. You can jump
between folders very quickly,
eliminating the web’s need to use the
browser "back" button before you can
drill down into another area of the
course.

The Backpack upper-left navigation

8] Bicloay 101

EI 2

m

o ]
o E-E-E

-z Bxtemal Links
- i@ Grades

-[T8) Calendar
[ Tasks

[l My Notes

™. Announcements
& Staff Information
{2l Course Information
~[=] Course Materials
-[Z] Introduction
-[Z] Howto Succeed in This Class
-[Z] Lab Guidslines
-[Z] New Formation about Pitt
- |_1'| Update persan info
Course Documents
47 Lecture Manuals
47 Microscopic Images
7] Glossary of Tems and Diagrams
Assignments
-[Z] Special Project
-7 Recitation exercise
i@ Assignment 1
i@ Assignment 2
i@ Assignment 3

Backpack
' navigation
panel

course. The lower-left panel contains your "My Notes" folder for this course, and is where your
notes and “captured” documents relating to the course are stored. You can create multiple
folders under My Notes to organize your own personal content.

The Course Tab will be discussed in greater detail in Using Tabs to Organize Information.

30



Chapter 3: Download Courses from Blackboard

Future Downloads for Blackboard Accounts

By downloading a course with the Configure Blackboard Wizard, a connection between the
Blackboard server and the course in Backpack has been established.

Downloading a New Course

1.

From the Home page, click the Download a Course button (this button is also displayed on
the What's New page).

OR
From the menu, select Download | Download a Course.

Since you've already entered your account information, Backpack will automatically attempt
to connect to the Blackboard Server. When the connection is established, and the list of
available courses is displayed, you may simply select the new course you wish to download.

Course Updates

Backpack makes it easy for you to keep your course information current.

Automatic Course Updates — Backpack periodically checks with Blackboard to see if there
are any updates for your course(s) that are available for download. If you are not connected
to the Internet, Backpack will attempt the automatic course update at a later time.

Manual Course Updates — You can manually check the Blackboard server to see if there
are any updates for your course(s) that are available for download.

During an update (automatic or manual), a message will appear in the status bar, indicating that
the update is in progress. When the update is complete, the message will be replaced, showing
the current status of your update.

Dewnlead. Organize. Fersenalize. Update in progress

Update complete

The update status
message allows you to
see at a glance how long
it has been since you last
updated your courses.
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Automatic Course Update

You do not need to do anything to activate an automatic course update — from time to time,
Backpack will check to see if your computer is connected to the Internet, and if you are, the
update will occur automatically.

Activating a Manual Course Update
Manual course update can be activated using either of the following methods:

» Click the Update Courses button from the Home Page A Lodote Coureas
(this button is also displayed on the What's New page). Mo ~°

OR
= From the menu, select Download | Update Courses.

Verifying Your Internet Connection

To perform an update, you must be connected to the internet. In addition to other status
indicators provided by Windows, Backpack indicates your connection status with an icon in the
status bar.

The green icon indicates
that the connection is
active;

The red icon indicates
that the connection is
disabled.

If the connection is inactive, Backpack will attempt the update at another time.
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Managing Your Blackboard Account(s)
Once you have downloaded one or more courses, you can change or update your Blackboard

account. This might be required, for example, if you have changed your Blackboard password.

If you are taking courses from multiple colleges (such as on-site courses from one school and
an online course from another), you may have multiple Blackboard server accounts. Or, if you
are a course instructor, but are also registered as a student at your school (or at another), you

may have one account that you use to manage the courses you teach, and another that you use

to connect to a course in which you are a student.
1. From the menu bar, choose Download | Manage Blackboard Accounts.

The Manage Accounts window appears.

Manage Accounts

Account:

Z | Siate Univessty
Blackboard Ld: :I'rrtp:f,-’hlac:kbn:nard.stateu.edu
Your User Name: | Jane Student

Your Password: :uunun].

Maximum File Size to Download in Megabytes
10 MB

From this window, you can modify or delete your Blackboard server accounts.
2. If you wish to delete a Blackboard account, select it from the Account drop-down (if you

have only one account, it is selected by default) and click Delete. A confirmation window will

appear, asking you to confirm that you wish to delete this account.

Note: If you delete an account, courses connected to it will remain in your Backpack;
however, they cannot be updated until you recreate the account.
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3.

4.

You may also use this window to modify your account information. You may change the
URL for the Blackboard server login page, your Username or your Password.

If you make changes to your account information, you may wish to test your connection to
the server at this time. To do so, click Test Connection. Backpack will test the connection,
and display the results in a separate popup window.

If the test fails, try the following:

= Check your Internet connection. Your Internet connection must be active in order to test
the connection, or to download information from the Blackboard server.

= Verify the URL for the Blackboard Server address.
= Verify your Username and Password.

Remember, your school must have the Mobilizer for Blackboard software in order for you
to establish a connection and download course information from the Blackboard server.
Contact your school IT or help desk for more information.

On the lower portion of the Manage Accounts window, you can specify the Maximum File
Size to download.

It is useful to consider these factors when determining the Maximum File Size setting:

»= The larger the setting, the longer downloads can take.

» Files that are larger than the setting you specify will not download into your database.
However, Backpack will display a link to documents that do not download, which you
may use to navigate to those documents on the Blackboard server. (You will need to
copy the link and paste it into your browser after you have signed on to Blackboard if you
wish to see the document.)

Therefore you need to weigh the possible inconvenience of longer downloading time against
the possible convenience having the larger documents on your local PC when making your
selection. If you find that the current setting (or the new setting you select) does not suit your
work habits, you can change the setting at a later time. Any items that were not downloaded
during earlier downloads due to file size limitations will be picked up the next time you sync
with Blackboard.

Make your selections, and click OK to save your changes, or Cancel to close the window
without saving your changes.

The Configure Account window will close, and your connection will be displayed in the
Manage Blackboard Accounts list.

The settings you have established for this account will remain in effect until you modify them
again from the Configure Account window.

Note: Your computer must be connected to the Internet whenever you wish to download
course information from your school's Blackboard server.
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The What’s New Page

After the initial download of one or more of your courses, whenever you update your courses
Backpack will compile a list of all new material that has been download and present it in the
What's New page.

The What's New page provides a quick reference point for you, to help you see the changes
that have been made to your Backpack in the past seven days, without having to search
through all of your tabs and folders.

The What's New page is displayed automatically after any course update. You can also display
the What's New page at any time using any of the following methods:

(b

» Click the What's New button from the toolbar. | "What's New
OR

. E;m What's Mew
» Click the What's New button from the Home Page.
OR

» From the menu, select Download | What's New.

The What's New page will appear.
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The What's New page lists any new items that have been downloaded whenever you have
"updated your courses" during the last seven days. New items are grouped by the date they
were downloaded, and then listed by course. Items downloaded more than seven days ago will
not be displayed in this list.

My Notes | Global Studies-Japan | Biology 101 | Oceanography [ Spanish 215 | ng | New Car Research | Vacation Fians |

-
%\ Stk New Items Downloaded from Blackboard ﬁ&‘ Update Courses % Download a Course
BaCkpaCk Last update: Today at 2:44 PM &

Today

* Biology 101
o ® welcome

o D Lecture 7: The central dogma: DNA, BNA, and protein
o] ZLecture 7.pdf

& Cceanocgraphy
o ™ Test Date Changed to July 26

(o} D Links for Assignment

Wednesday, July 12, 2006

& Biology 101

o ® welcome to Biology 101
o "™ Remember to submit report
o ® Heminder: Quiz on cell parts
o
o
o

[E] Microscope Training in Lab

[™ plant Cell Update
m Cambigum Tree Laver review

o [E] Update Plant bio

® Oceancgraphy
o ™ Chat Session with Guest Lecturer

Download. Organize. Persenalize.

Done

The only time the What's New page will show an entry is when there are new items. If there are
no new items, no entry is made in the What's New page.

Each downloaded item can be viewed directly by clicking on its link.
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Whenever possible, Backpack uses standard Windows icons to represent downloaded item
types. In some cases, it adds new ones. Below are sample icons used to represent downloaded

items:

Announcements

Staff Information

Folders

Discussion Board

Grades

Calendar

Tasks

EEY Foauy >l

&

(K]

| =

&l
J

© L @ iF|

Word documents

Excel spreadsheets
PowerPoint presentations
Acrobat PDF

MP3s

HTML Notes

HTML Links
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Downloading FAQ

The following are the answers to some common questions about downloading Blackboard
information into Backpack.

When is the document available?
A document marked for download is available after the download process is completed.

What if a document is not downloaded yet?

If you try to open a document that is listed in a course folder, but which has not yet been
downloaded due to a premature disconnection, the application will automatically try to
retrieve the document the next time Backpack syncs with Blackboard.

If Backpack skipped downloading a document (because it was larger than the maximum file
size setting or because it was unavailable at the time of downloading), the page displays a
link that you can click to manually download the document. If you do change the maximum
file download limit, the next time Backpack syncs with Blackboard, the file will be
downloaded into Backpack.

What if I'm disconnected?

If the network connection is terminated while a document or other information is being
downloaded, the information that has not been downloaded will be marked for download the
next time a network connection is established. Backpack will resume downloading at the
point where it left off.

How long will it take to download?

This depends on a number of factors. It can take several minutes or longer to download
course materials depending upon the speed of the network connection, how much content is
provided for your classes, and whether the connection is a physical connection or a wireless
connection. With a high speed connection, most courses will download in less than 3
minutes.

What happens after all documents are downloaded?

As course information has been downloaded from the Blackboard server, Backpack will
create a course tab for new courses and place all of the new items in the appropriate folders
for new and existing courses in your database. You will be able to view the changes that
have been made to your Backpack by viewing the What's New page.

You may view downloaded documents directly in Backpack, or you may choose to "Capture”
them, creating an annotatable copy which you may mark up as desired for your research or
study purposes.

Is it possible to download courses from more than one Blackboard server?

Yes, Backpack will support as many different Blackboard servers as you need. You can set
up multiple Blackboard accounts by using the Download Wizard, and can update or delete
any of the accounts using the Download | Manage Blackboard Accounts menu item. This
is useful, for example, for students who attend classes on multiple campuses, or who teach
at one campus and attend classes at another.
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Manage Your Calendar,
Tasks, & Due Dates

Backpack gives you a powerful set of tools that will help you keep track of your schedule. This
section will show you how to navigate both the Course and Main Calendars, add and update
appointments, and schedule your assignments and due dates in the task list for each course
and in Backpack’s Main Task list.

The Calendar Toolbar

At the top of each calendar is the Calendar Toolbar. The buttons on this toolbar allow you to
select the calendar view you prefer, scroll through the calendar, and add appointments using
the buttons on the Calendar toolbar.

ST j |Eijoday |jDay mj'ﬁeek EMunth

1 b Nt

Forward/Back Go To Today Calendar Views

New Appointment Delete Item
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Course Calendar

Backpack provides a unique calendar for each course. Each Course Calendar provides a view
of only those appointments that are related to the course, including all course-related
appointments that have been downloaded with your course.

{2l Biology 101
----- ™ Announcements

----- &, Staff Information

=2l Course Information

|| Course Materials

| Introduction

How to Succeed in This Class
Lab Guidelines

= Mew formation about Pitt
Update person info

(#-i{Z] Course Documents

=47l Assignments

2] Special Project

2] Recitation exercise

- | Assignment 1

- |igs Assignmert 2

- |igg Assignmert 3

----- {2 Extemal Links

In addition, the Course Calendars allow you to add additional course-related appointments,
such as study group meetings, field trips, etc. by clicking on the “New Appointment” button on
the calendar toolbar. These appointments will be color-coded (to correspond with the course),
and will appear on both the Course Calendar and the Main Calendar.

40



Chapter 4. Manage Your Calendar, Tasks, & Due Dates

The Upcoming Appointments box on the course home page lists all upcoming appointments for
the next 7 days, including those that were downloaded from Blackboard as well as those set up

in the Course Calendar.

Py Notes
Fill Biclogy 101
., Announcements Biology 101
& Staff Information
=421 Courss Information
[3 Course Materials An introductory botany course for nen-science majors
[=] Introduction
[Z] Howto Succeedin This Class
[2] Lab Guidelines
[=] Mew Fomation about Pitt Announcements
D Update person info
] Course Documents & Interdicciplinary Concentration in Bioinformatics
-2 Lecture Manuals
]- qj Microscopic Images
J- g’j Glossary of Terms and Diagrams
Aasignmerts Upcoming Tasks |_Upcoming Appointments J
iJ Special Project =
& Q Rac.riai\un i No upcoming tasks in the next 7 days. Today
& Assignmert 1 1:30 PM - 2:30 PM Review for Exams

!_:_é Assignmert 2 Manday, June 26, 2006
L Assignment 3 i 1:30 PM - 2:30 PM NO Class
iZ] Extemal Links Tuesday, June 27, 2006
5:00 BM - 9:30 M BIC Studv Group

[ [ Calendar

B

i

%]

[

i

=

A T=T

{21 My Notes
Folders

Announcements

]| Course Information

|] Assignments

12] Calendar

t Grades
Tacke ]J My Motes

Dewnleoad. Organize. Persenalize.
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Main Calendar

The Backpack Main Calendar provides a summarized view of all your daily appointments and
tasks, including both those that correspond to your courses, which are color-coded, and those
you have added to the Main calendar, which will only be color-coded if you manually assign
them to a category.

You can move easily from day to day within the Calendar. The current date, whether shown in
day, School Week, week, or month view, is first displayed when you click on the Calendar
button.

Backpack allows you to easily select a date and move from viewing the current date to any
other date in the past or future. With the click of the mouse or tap of the digital pen you can
move from day to day, or even month to month.

Getting Back to the Calendar

If you move to a different area of your planner, such as to a Course tab or the My Notes tab, it is
easy to get back to the Calendar — simply click the Calendar button from the toolbar

Edit View Insert Format Download Help

. & L

Home | What's New My Notes

Alternatively, you can also open the calendar by selecting View | Calendar.

Using the Previous and Next buttons

Another way to move from date to date is by using the Previous and Next buttons on the
Calendar toolbar.

| Eroday | Tloey [STRERHNESR] 71vek Svonts

Depending on the calendar view you are using, click or tap the buttons to move to the next or
previous day, week, or month
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Calendar Views

Backpack provides several views of your Main Calendar, allowing you to view your schedule in
as much detail as you desire:

= Day View
= School Week View
=  Week View

= Month View
To display the desired view, select it from the View menu.

Each of these views is discussed on the following pages.
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Using the Day View
The calendar page and task list for the selected day are displayed in the Backpack window.

Because it is a view of the Main Calendar, the Day View displays all of the appointments that
have been added to each of your Course Calendars (color-coded), as well as any appointments
that you have added to the Main Calendar.

My Notes | Biclogy 101 [ Financial Accounting | Marketing 101 | New Car Research | Vacation Plans [ Job Hunting
| < June 2006 > = ili= R |}}:jToday |mj5d1ml Week  7]Week 3f]Month
W 1 = = T
Su Mo TuWe Th lFr Sa Monday, June 26, 2006 e
79 3 1°2 3 i
4 5 6 7 8 9510
11 12 13 14 15 16 17
18 1920 21 22 23 24 am
252627282930 8
i - o 00
] &L | show Completed Tasks | 9
1
& i Title 10 0
O ! review course notes for exam 00
1% | check out undersea exploration vi... X
|:|. 1 2 pm IGroup project due
1 00
NOC Class
2 00
3 00
4 00
e ] |

Note: In the mini-calendar, when you select a date other than the current date, the current date
is outlined with a thin line in the mini-calendar, while the selected date is indicated by
shaded text.

You can view the calendar page for a specific day using any of the following methods:

= To move to a specific day, click the Previous or Next button on the calendar toolbar to move
up or down in single-day increments.

= Within the mini monthly calendar in the upper left-hand corner of the page, click the specific
date to which you want to move.

= To move to a date in a different month, click the Previous or Next buttons at the top of the
mini calendar to move to the desired month. Once you have reached the desired month,
click the specific date within the mini calendar.

You can add new Appointments by clicking the New Appointment button, or by clicking or
tapping in the desired time and entering the appointment. Keep in mind that appointments
added through the Main Calendar will not be color-coded to correspond with any of your
courses.
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Using the School Week View

The School Week View displays the five days of the typical "School Week" (Monday through
Friday), however, you can change the beginning day through the Edit | Options | Calendar
feature.

Because it is a view of the Main Calendar, the School Week View calendar displays all of the
appointments that have been added to each of your Course Calendars (color-coded), as well as
any appointments that you have added to the Main Calendar (not color-coded).

(¥ Notes | Bicogy, 101 | Financial Accouning | Markeing 101 | New Car Research | Vacation Plans | Job Hunting | Global Sudies - dapen]
| < June 2006 > ol (e ﬁ ool jWeek EMonth
o : - z !
i Ho il T: Fzr S: 6/26/2006 6/27/2006 6/28/2006 6/29/2006 6/30/2006 A
4 56 7 8 910 ‘ ‘
1112 13 14 15 16 17
18 19 20 21 22 23 24 am
2526 27 28 29 30 8
o
= - 9 00 Accounting study Accounting Final
w Show Completed Tasks amoup
o X | ! Library - SW patio
T Title o
! 10
| T | review course notes for exam 0
[/ % | check out undersea exploration video 1 1
| 1 2 pm I Group project due FINAL EXAM
1 00
MO Class FINAL EXAM -
COMPREHENSIVE
2 00
3 oo
4 0o
5 00
oo BIO Study Gmup
6 library
7 00 Dance Recital
8 0o
o] i b

= When changing from Day View to School Week View, the week displayed is the week
containing the currently selected day. You may move to earlier or later weeks by clicking or
tapping the Previous or Next buttons on the calendar toolbar.

» Tasks for each day are displayed at the bottom of the page, and can be edited by clicking or
tapping on them and making the desired changes.

*= You can add new Appointments by clicking the New Appointment button, or by clicking or
tapping in the desired day and entering the appointment.
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Using the Week View
The Week View displays all seven days of the calendar week.

Because it is a view of the Main Calendar, the Week View calendar displays all of the
appointments that have been added to each of your Course Calendars (color-coded), as well as
any appointments that you have added to the Main Calendar.

ch | Vacation bH R T O "
ay |ﬂDay ESd’!oolWeek @Month

Biclogy 10

< June 2008 > = c‘,@ | ¥ Tod

[ e RN SRR
— TU l'\"le T: Fzr S: | Monday, June 26, 2006 Thursday, June 29, 2006 ~
Bt D D Group prgct e 5 g P
111213 14 15 16 17
181920212223 24 D B NO Class D (3 FINAL EXAM

252627282930 |

ﬁ & | Shj&u“wletedTasks
[a] 1] Tite

| T | review course notes for exam

D{!v check out undersea exploration video

D 1 1

Tuesday, June 27, 2006 Friday, June 30, 2006
131 Accounting study group D O FINAL EXAM - COMPREHENSIVE
B &3 Dance Recital

Wednesday. June 28. 2006 Saturday. July 01, 2006
D &3 BIO Study Group

Sunday, July 02, 2006

=  When changing from Day View to Week View, the week displayed is the week containing
the currently selected day. You may move to earlier or later weeks by clicking or tapping the
Previous or Next buttons on the calendar toolbar.

= Tasks for each day are displayed at the bottom of the page, and can be edited by clicking or
tapping on them and making the desired changes.

* You can add new Appointments by clicking the New Appointment button, or by clicking or
tapping in the desired day and entering the appointment. Keep in mind that appointments
added through the Main Calendar will not be color-coded to correspond with any of your
courses.
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Using the Month View

The Month View displays each day of the selected calendar month. The current date is
indicated by a shaded bar.

The Main Calendar Month View displays all of the appointments that have been added to each
of your monthly Course Calendars (color-coded), as well as any appointments that you have
added to the Main Calendar.

May 2006 bl L b
i
_Su M?] T; N: T: F5r_ S: Sunday Monday Tuesday Wednesday Thursday Friday Saturday i

% 2 5101112 12 23 0 A June 1 2 3

14 15 16 17 18 19 20 7 ap s
DD Lecture .. | I
21 22 23 24 25 26 27 |

28293031

oA ¥ | ~
| Title i = 3 = 3 51 -
D ! | review course notesfor ...
D{!’ | check out undersea ex...
ol

D D Reviewt.. [

25 26 | 27| 28 29 30| July 1
DD Grouppr.. [ A || DD B Sud.. | Accouti.| €D D FINALE..
DD NOClass | €D €D DanceR..

= When changing from Day View to Month View, the month displayed is the month containing
the currently selected day. You may move to earlier or later months by clicking or tapping
the Previous or Next buttons on the calendar toolbar.

= You can add new Appointments by clicking the New Appointment button, or by clicking or
tapping in the desired day and entering the appointment.

= Open the Day View for a specific day by double-clicking on the date.
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Appointment Schedule

With the Appointment Schedule, you can easily schedule events and appointments and
associate them with a date and time. You can also add details and notes about the appointment
or event.

Adding Appointments

1. Select the date you want to add the appointment.

If you are in Month View (in either a
Course Calendar or the Main Calendar):

If you are in Day, Week, or School Week
View:

Place your cursor on the desired date for
the appointment and click or tap the New
Appointment button. .

OR

Select File | New | Appointment from the
menu bar.

The appointment window will appear.

Double-click or tap on the starting time for the
appointment.

OR

With the calendar window open, click or tap
the New Appointment button. j

OR

Select File | New | Appointment from the
menu bar.

[ My Notes | Biology 101 [ Job Hunting | New Car Research

b Close 28 Delete

Subject: | Biology Field Trip

Location: -iTIEE‘t in. Science -él_.lih;iil'lg Inbﬁy

Start Time: 6/26/2006 % || 9:00 AM Fi

End Time: | 6/26/2006 % || 9:30 PM

Category: | Eiu:ulu:ugl_.r 1E'1

=

e
-

[ ] All day evert

bring some money for lunch at the Natural History Museum.

2. Enter the appointment information (Start Time, End time, or All day event, etc.)

3. The Category drop-down list allows you to assign this appointment to a Course or Personal
Course category. The appointment will be displayed on the calendar with a color to match
the corresponding category, and will be listed in the corresponding Course's Upcoming

Appointments list (when appropriate).

Note: The category is automatically assigned to courses added through a Course or

Personal Course calendar.
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4. You can save the appointment details by clicking the Save button IEI When you are
finished entering the appointment information and details, click or tap the Close button. The
appointment is added to the schedule in a box spanning the start and end times of the
appointment (end times round to the nearest half-hour increment).

Adding All-Day and Multi-Day Events

Appointments that span an entire day or multiple 7/5/2006 7/6/2006 7/7/2006 A
days are displayed at the top of the Appointment ) S—— 0
Schedule in day view and as the first appointment

in week and month views.

1. Select the date you want to add the
appointment.

Open the Appointment Window.

Enter the appointment name, location, and other details as desired

To create an All Day Event: To create a Multi-Day Event:
= Do not enter a Start or End date or Enter the Start Date and End Date
time.

. If the event will begin and end at specific
= Click the All Day Event check box. times (such as beginning at 6 pm on the first
day, and ending at noon on the last day),
enter the Start and End times.

If the event has no set beginning and ending
times, ignore the Start and End times, and
click the All Day Event check box.

4. Click OK to save the appointment.
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Modifying Appointments

To modify an appointment, you simply have to open it and make your changes in the
Appointment Window.

Opening an Appointment
Backpack provides multiple options for opening an appointment:

* Double-click on the appointment (from any view)
= Select the appointment and then select File | Open Appointment.
The Appointment Window will appear.

Make any necessary adjustments to the appointment:

*= Modify the title, location, start/end dates, start/end times.

= Add notes to the appointment. You can modify the notes section of the Appointment Details
page like any other Note in Backpack.

Changes you make in the Appointment Details page are automatically saved as you enter
them.

Deleting an Appointment
1. Select the appointment, and click the Delete button from the calendar toolbar.

2. Click Yes to delete the appointment or No to cancel deletion.

Moving an Appointment to a New Time
Move appointments to a new time using any of the following methods:

= Modify the appointment time in the Appointment Window.
»= Adjust the start and end time of an appointment by dragging the top or bottom bars.
» Click and drag the entire appointment to the new time.

Moving an Appointment to a New Date

Move an appointment to a new date using any of the
following methods:

= Modify the appointment date in the Appointment Window.
» Click-and-drag it to a different date on the mini-calendar.

» Click-and-drag it to the desired day in the Week and
Month views.

» Click-and-drag the task over the arrows under the mini-
calendar, causing the date to scroll to the proper month
before dropping it on its new date.
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Appointment Notes

The notes area of the appointment details page provides a place to conveniently log important
information about the appointment.

Subject: | Biology Field Trip
Location: |meet in Science Building lobby

Start Time: | 6/26/2006 v || 9:00 AM |3 | [ ] Allday event

End Time: | 6/26/2006 v/ 9:30 PM 3|

Category: | Biology 101

bring some money for lunch at the Natural History Museum.

Appointment notes are text-only; however, there is no limit to the length of notes you may
add to the appointment.

Notes are automatically saved as you add information.
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Course Tasks

When you download course information from the Blackboard server (when downloading a
course, or updating an existing course), any tasks the instructor has created on Blackboard will
be added to the course's Tasks list. You can also add your own course-related tasks to the list.

My Notes | Biology 101 | Job Hunting | New Car Research | Vacation Plans.
il Biolog
™. Announcements

& Staff Information Biology 101
-2 Course Information
-] Course Materials An introductory botany course for non-science majors

{] Gereral Resources
-2 Assignments

{2 Bxtemal Links

@y Discussion Board Announcements

@ Grades

—steds ® No class on Jan. 15, due to the Martin Luther King dav holiday.
[ Do [~

1.2 My Notes T

Upcoming Tasks | Upcoming Appointments
Past Due: Tomorrow
Update Plant bio 1:30 PM - 2:30 PM  Lecture 3: Cells (cont.
Wednesday, January 17, 2007
E 1:30 PM - 2:30 PM  Lecture 4: Cell division (p. 221 - 226)

(2] Staff Inf :
@ Staff Information
|| Course Materials

| | Assignments

Discussion Board

E?gj Calendar

:.|__'_,I My Notes

Dewnload. Organize. Perseralize.

All upcoming, current and past due course-related tasks, including those that were downloaded
and those you created, will be listed on the course home page in the Upcoming Tasks box.
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To add a Course Task

1. From the course home page, click on the Tasks link.

2.

OR
From the course navigation panel, click on the Tasks item
The Course Task List will appear.

My Notes | Biology 101 | Job Hunting | New Car Research | Vaeation Plans | OCE10]; Introduc
2] OCE0T: Introductory Oc{ | 4 ¢ | Show Completed Tasks
% Announcemerts ]
& Staff Information = Title
ujj Course Information F Tlde Activity: go online to check tide data
2] Course Documents O
-] Assignments
{7l Extemal Links O
{7l Chapter Materials
(] Working Groups %

check out undersea exploration video|

s

il General Resources
2] Syllabus

%y Discussion Board
@ Grades

™ Calendar

[+ Tasks

(] My Notes

In the Course Task List, you can quickly enter the information for each task you wish to add.

All course-related tasks (including those downloaded from Blackboard and those you added
to the course) are displayed in the Course Task List. The Task List allows you to see your
tasks at a glance, including:

= Status - active or completed, (indicated by the checkbox). In addition, past-due tasks will
be indicated by red text.

= Priority - high, normal, and low, indicated by an icon in the priority 1 High
column, as well as a change in text color. Normal priority items will 1
not change in their appearance.(If you do not set a priority to a
task, "Normal" is assigned by default.) Click in the priority field for Law
the task, and select the desired priority from the pop-up menu. T

Medium

Note: The Show Completed Tasks button at the top of the list can be used to hide or
show the completed tasks in the list, as desired.

53



Blackboard Backpack 3.0 User Manual

3. To add details to a task, simply open the Task detail window.
Double-click on the task
OR
Select the task, and from the menu, select File | Open Task
OR

From the Task List, click on the New Task button to open a blank Task detail window.

[ My Notes | Oceanography [ Biology 101 | Accounting 115
b Close 22 Delete

Subject: check Dl_-r.t.unu:.lérsea eaq:u.lu.:ua.ti;:un v;i.ﬂécu

Priorty: .I;'e1.eu:ii.l;|m v : [ ]Completed
Start Date: | 7/10/2006 v | Due Date: 7/21/2006 |

Categony: Cceanography

"Seasons in the Sea"
National Geographic video in reserve section of AV library

24-hr checlkout

You can use this window to:

= Modify the Subject = Set the Priority
= Set the Start Date = Mark the task "Completed"
= Set the Due Date = Enter additional details about the task

Setting the Start Date and Due Date
» Tasks with no Start date or Due date will only be displayed on the Course Task List.

» Tasks with a Due date, but no Start date will be displayed on the Backpack Home Page and
the Course home pages in the Upcoming Tasks box when the due date is within seven (7)
calendar days of the current date.

Note: Downloaded tasks will not have a Start date associated with them; they may have a
Due date, if the instructor assigned one. You can manually add a Start date, and/or
modify the Due date, if desired.

= Tasks with both a Start date and a Due date will be displayed as current tasks on the
Backpack Home Page and the Course home pages in the Upcoming Tasks box when the
due date falls within seven (7) days of the current date.
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Unfinished Course Tasks

If a course-related task remains uncompleted at the end of the assigned date, Backpack will
display it in the Upcoming Tasks box under the heading "Past Due."

Backpack will display an unfinished task until it is deleted or completed.

Course Assignments vs. Tasks

While you may consider tasks and assignments to be the same thing, Blackboard treats Tasks
and Assignments very differently. Depending on your instructor, they may use Assignments
more than Tasks, or may use Tasks and Assignments in combination.

» Many instructors may choose to enter a Task with a specific Due Date into Blackboard for
you to download to your Backpack.

= Other instructors will only add an Assignment document to the course's Assignments folder.
= Some instructors will post corresponding Tasks and Assignment documents.

Because Blackboard handles Assignments as content, Backpack cannot create corresponding
Course Tasks for them. If your instructor has posted Assignment documents, but not created
corresponding Tasks, you may wish to review the Assignments and manually create Tasks for
each so that it will appear on your course and Main Task Lists, as well as on the course and
main home pages.

If you choose not to create Tasks for each Assignment, you can view the Assignments at any
time by opening the Assignments folder from the course tab, and navigating to the desired
document.
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Main Task List

The Main Task List is a powerful way to keep track of everything you need to get done, and to

track your progress.
Backpack's Main Task List lets you:

= Create a list of tasks.

= QOrganize your tasks by priority.
= Mark off completed tasks.

= Attach notes to a specific task.

Adding a Task
1. Select the date you want to add the task.
2. Click a blank line under Daily Task List.

» |f you are in text mode, simply type your text in the line after you click it.
= If you are in pen mode, write your task directly into the task list.
The task now appears on your task list.

Note: The Show Completed Tasks button at the top of the list can be used to hide or
show the completed tasks in the list, as desired.

3. Inthe Priority field, enter the priority by clicking

on the priority column and choosing high, i 9% | huw oo T

normal, or low priority. Backpack will place an I [T

icon in the priority column to indicate High and ( I' ffinish typing up interview notes for project
Low priority items. There is no icon for Normal Tl Vevcasaanies i

priority items.(If you do not set a priority to a Vil bescesuisse e

task, "Normal" is assigned by default.)

4. To mark a task completed, click the check box to the left of the task.

Prioritizing Tasks

You can prioritize tasks by clicking the Priority column next to each task and choosing a
priority.

Alternatively, you can set the Priority of a task through the Task detail window.

Sorting Tasks
You can sort tasks by priority (high to low or low to high) or by title (A to Z or Z to A).
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Modifying Tasks
Updating a Task and Adding Details (All Views)

Tasks can contain information about their priority or their status, as well as note pages for
writing details about the task or for taking notes.

1. Select File | New | Task, click the New Task button, or double-click or tap on an existing
task in either the Day, Week, or School Week View.

The task details page appears:

[My Notes | Oceanography [ Biclegy 101 | Accounting 115
L Close 2E Delete

Subject: che-:l-: out undersea eaq:u.lal—cl.ti;:-n video

Priority: ;I"f'ledium v [ |Completed
Start Date: | 7/10/2006 v | Due Date: | 7/21/2006 |

Categony: I Oceanography

"Seasons in the Sea"
National Geographic video in reserve section of AV library

24-hr checkout

N

Add or adjust the title, status, priority, and beginning and ending dates if desired.

w

Select a Category from the drop-down list, if you wish the task to be associated with a
specific course tab.

B

Add notes in the bottom section of the box if desired.

o

Click the Close button to close the Task Details view and switch back to the previous view.

Note: Tasks are displayed in the task list until they are deleted or marked completed.
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Discussion Boards and
Assignments

Backpack 3.0 provides you with new capabilities that enables Backpack to send information
back to the Blackboard server. Two of these options are

» Receiving discussion board forums, threads and posts, and then responding with your own
posts from Backpack

=  Submitting assignments from Backpack

This chapter will discuss each of these features in greater detail.

Note: Your school will need to be using Blackboard version 7.2 or greater server to use
discussion boards or to upload assignments. Please contact your support desk if this
feature is not available.
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Discussion Boards

You can review and respond to discussion boards with Backpack. When you download and
sync your course content, you will see the discussion boards associated with that course listed

in your course folders.

& Blackboard Backpack - Biology 101 - Welcome to Backpack!

Fie Edit View Insert Format Download Help ] I
Q.- G|l @ L (4 N
Back | Home | What's New My Notes wmm

B nouncements Biology 101

& Staff Information
El;ﬂ Course Information
-2 Course Materials
7] General Resources
-] Assignments

An introductory botany course for non-science majors

Announcements

# No class on Jan. 15, due to the Martin Luther King day holiday.

Upcoming Tasks

Tomorrow

1:30 PM - 2:30 PM  Lecture 3: Cells (cont.]

Wednesday, January 17, 2007
1:30 PM - 2:30 PM  Lecture 4: Cell division (p. 221 - 296)

Folders

[ m =
’ @ Staff Information

= Announcements

"]j Course Information "‘L_:l Course Materials

TL_] General Resources i j Aszsignments

) Discussion Board

12| Calendar

1_:| My Notes

"]j External Links
‘t Grades

V] Tasks

Download. Organize. Persenalize.
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When you click on the discussion boards icon
displayed.

+, the discussion boards for your course will be

My Notes | Biclogy 101
:—l-'.LB'I_EIDNg‘Tn‘IDE:ICEmentS Biclogy 101 > Discussion Board
& Staff Information Discussion Board
[+ \,j Course Information
i'*:} goumelh;atenals FORUMS Total Posts Unread Posts  Total Participants
L1 ENEral Mesources
-] Assignments . .
] Exemal Links — Class Discussion Board 1 1 1
%5 Discussion Board e This is the discription area of the
@ Grades = discussion board.
™ Calendar — Blackboard Discussion 38 ] 5
! ,E’ otk Please enter your comments
{221 My Notes 5 about the Bb system.
~— Honor Society Discussion 3 3 1
board
=
Flease enter in the issue you
think should be discussed
cencerning the Honors program
L at Seton Hall.
< Student Behavior at Sporting 13 2 3
] é\ Events
+ Enter your oppinion here

The first screen shows the forums in a table format with the total posts, unread posts and total

participants for each forum.

61



Blackboard Backpack 3.0 User Manual

Clicking on one of the forums will display the threads and individual posts for the thread.

o ko 10 S Newvead = 710
il nt
! E Stallfofr;::nma:io: Biology 101 = Discussion Board = Blackboard Discussion
5 Subject Author Date ~
{7l Course Documents = Double Celled Plant wall Thomas Colletts 11/28/2006 11:01 PM
& ilj Pssignmerts = RE:Double Celled Flant wall Thomas Collette 11/29/2006 9:38 &AM
¥ iLj Esdieana budis ; i RE:RE:Double Celled Plant wall Account? QA 11/29/2006 11:21 PM
Bl R Ry =8 Google documents for Biclogy Thomas Collette 12/7/2006 11:08 AM .
& Grades i & RE Google documents for Biclogy Thomas Colletts 121772006 11:05 AM
Ealosdis ¢ i RERE: Google documents for Biclogy Thomas Colletts 11/25/2006 423 PM &
Tasks ~
[Z My Notes
Google documents for Biology Reply (&
| found some really good documents on google about the chemistry behind the Author: Thomas Collette
plant cell wall. “ou can find them at: Creation date: 12/7/2006
11:01:35 AM
Date last modified:
hitp:wwer plants. comicetivallindex htm L
Total views: 20 =
Your views: [
Average Rating: 575775774
Your rating: | e =
RE: Google documents for Biology
lalzo found some interesting docurments at another site. | 'will go back and geta  Author: Thomas Collette
copy of themand include them in here as well Creation date: 11/2%2005
4007 AM
Date last modified:
7 e o e SR 1 12172006 11:05:20 AM
Average Rating: . 7771007 i Total views: 8
Your rating: w | Your views: [
RE:RE: Google documents for Biology Reply ﬁ
This my replay to the previosu poist Author: Thomas Collette
Creation date: 12/7/2008
Average Rating o 11:02:58 AN
= Date last modified: ot
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Posts that you have already read will have a light blue background. Posts you haven't read yet
will have a yellow background.

& Blackboard Backpack - Biology - Discussion Board
File Edit WView Insert Format Download Help

ﬁ“)fﬁ | L =]

Bb
What's New My Notes Capture Mew Note Calendar

1 Notes [opgicaniaigue oo

] Biology GnewThvead 5 (11 [
E gﬂ?ll'lnr;::ﬂm;::: Biology > Discussion Board > Blackboard Discussion
i ~
(=] Course Information LI - - - - LT Bz —
U"'i[j Course Documents - | really like the Bb Discussion Envircnment Thomas Collette 11/28/2006 6:21 PM
E:l"'i.[j Assignments - Double Celled Plant wall Thomas Collette 11/28/2006 11:01 PM
_____ i[j External Links 1 Google documents for Biclogy Thomas Collette 12/7/2006 11:08 AM
% Discussion Board ~ Gov 5_toretire after the Democratic landslide ~ Thomas Collelie 12/6/2006 12:12 PM L4
Google Documents found for Bio Thomas Collette
RE:New Google Documents found for Bio Thomas Collette 12/7/2006 10:01 AM b
~
RE:New Google Documents found for Bio Reply & B
I Thiz is a different grade Author: Thomas Collette
Creation date: 12/7/2006
Average Rating: o dio oo clo 10:01:32 AM
age Rating: 17 1919 19 Date last modified:
Your fating: 12712006 10:01:32 AM
Total views: §
Your views: 0 b
RE:RE:New Google Documents found for Bio Reply &
This reply iz from the student collette Author: Thomas Collette
Creation date: 12/7/2006
Average Rating: .7 .7 0 0 0 10:10:02 AW

. . e
o e oo S e e 2ot o S|
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You can reply to any of the posts by clicking on the Reply button. An editor similar to the online
Blackboard discussion board editor appeatrs.

& Blackboard Backpack - Biology - Discussion Board

File Edit WView Insert Format Download Help
@.O .6 WP o2
Back Forward Home | WhatsMew MyMNotes  MewMNote Calendar
[y Notes [opaiconiisione] >0 [Calcils
2] Biology FN
_____ . Announcemerts Blology > Discusskon Boand > Blactboard Discussion = Reply =
----- & Steff Information RE:New Google Documents found for Bio
[#-=] Course Information
[#-{Z] Course Documents
U"'g ";5‘9””??1 Subject: |RE:RE:New Google Documents found for Bio | Post message as Anonymous: ||
----- emal Links
""" E 353”55“’” Board [Paramaph v [2(10p [ Verdana v||B I U s|x x |EE ==z sE<E
..... rades
..... ™ Calendar hKEBB 29 ("‘g‘aﬁ—@%’?|&€%§“7mnﬁlﬂﬂﬂ L4
----- asks oun & new document quite useful for the biclogy report that I am working on.
[#] Task I found th d t quit ful for the biol t that I ki
..... My Motes
M
< | >
Attachmert
[ Post ] [ Close ]

You can format the post, change fonts and font sizes, and more like a normal text editor.
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You can post your message as anonymous by checking the Post message as Ahonymous
box in the top right of the post window.

Post message as Anonymous: |:|

You can attach documents by clicking on the Browse button, and selecting the document you
want to attach to your post.

Post Message ] [ Close Add attachments...

Look in: |®MyDocuments V| Q ¥ B2 -

) Global Studies - Japan
\_‘5 E10 101 - Worksheet 1.doc
MyRecert | [BBIO 101 - Workshest 2.doc
Documents  [B10 101 - Warksheet 3.dac
— BIO 101 - Warksheet 4.dac
K 510 101 - Worksheet 5.doc
Desktop Cof'ﬁae Recipes.doc
@coﬂ‘ee.doc
= @cof‘ﬁaenotﬁs.doc
_'_f' B outlookContacts, £S5V

EH)Project A Proposal.ppt
My Documents —] ] P PR .
Seven Easy Plants for Desert Landscaping.doc

= @Summer vacation.ppt

Ei\! 2 The_Plant_Cell.doc
- Thumbs.db

My Computer
"1} File name: |The_PIant_CeII.doc b | [ Open ]
My Ne;:\-)ork Files of type: | w | [ Cancel ]

When you are done, click the Post Message button to send your message. If you are online,
Backpack will immediately send the post. If you are offline, it will queue it up for sending as soon
as Backpack discovers you are connected to the network.

Note: Backpack will only send the single post when you click the Post Message button.
Backpack will not do a complete sync at that time, so as to not impact the Blackboard
server. A complete sync will occur with your next full Backpack update.
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Backpack will tell you once your post has been uploaded by displaying (Uploaded) after the title
of the post.

Notice that the post time indicated for each post reflects the Blackboard server time when the
post was received, which may be different from the local time shown on your computer. New
posts are always added at the bottom of the thread.

& Blackboard Backpack - Biology - Discussion Board
File Edit Wiew Insert Format Download Help

@ @ %}' ]-J- ] Iz El . boraanelies|
Faorward Home | What's New My Notes Capture MNew Mote Calendar
ww g
(] Biology FnewThread = (11 (]
®. Announcements ; -
a Staff Information Empgy = Digcussion Board > Blackboard Digcussion
i1 Course Information ELIzE . . . LT L= al
7 Gov S. toretire after T H
4] Course Documents F- " Gow 5. toret fter the Der landslid Th Collette 12/6/2006 12:12 PM
@ Pssignments = New Google Documents found for Bio Thomas Collette 12/7/2006 10:00 AM
@ Exdemal Links “ RE:New Google Documents found for Bio Thomas Collette 12/7/2006 10:01 AM ]
& Discussion Board =
@ Grades =
Calendar Comment about this...
Tasks
My Notes

|

Average Rating: 17777707 1%

L —

RE:RE:RE:RE:New Google Documents found for Bio (Uploaded)

I found the new document quite useful for the biology (Uploaded)
report that I am working on.

Sending posts from Backpack to Blackboard will be the same as sending them through the

online Blackboard interface. Once posted on Blackboard, they will look the same as if you
created the post online.

You can cancel a post by hitting the Close button on the post page.
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Submitting Assignments

Backpack allows you to submit assignments while using Backpack, whether online or offline.

‘J g;b’&f 15 - You need to think about this immediately because you will have to hand to your TA a paragraph
-5 Sta:rofr:wm;. - describing what you intend to do. After this preliminary proposal is approved you should start on
ol C ﬁ_dm I:tr'l your project. If your project involves growing plants you may want to talk to your TA as soon as
b sz:: Maot;allson possible so you will have enough time to complete it.
& 5 i:;e'al R;soumes The Special Project is worth 40 points. Half of these points will be awarded for the originality and
= E:dei::-IIELinsks creativity shown in the concept of the proposal and half for the execution.
: 2 gis?jussion T | ask you to consider this as an opportunity to relate what is happening in the rest of your life,
- C;Elle:dsar either in the university or outside it, to plant biology. Have fun with this assignment and you will
! E T be successful.
L] My Notes @ Diagram Plant Cell
Please create a draft of the plant cell diagram and attach it for grading.
|List items |Grade EILocatiun
Hem A through B |Outside Gardens
| ltem 2 A though G Inside Gardens

[ Complete Assignment {»\\gJ

Done

1. Select an assignment you need to turn in. Click on the Complete Assignment button.
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The Submit Assignment form will appear:

& Blackboard Backpack - Biology - Photosynthesis
File Edit WView Insert Format Download Help

Home | What's New ~ MewNote Calendar

Back Forward My Motes Capture
[y Notes [opaiconiisione] >0 [Calcils
2] Biology ) ) ~
Bi s b
----- ®, Announcements Siobay > Assinments
----- & Staff Information .
[#-=] Course Information @ Photosyn‘thesm
[#-{Z] Course Documents
[=-4{Z] Assignments
{2l Rectation exsrcise claim_form.pdf (s1.451 ks)
[Z] Microscope Training in o ) )
[& Diagram Plart Cel Provide information on the process of photosynthesis.
[& Meeting form for Henry b
[Z] SHU Honor Society Dis Here is my assignment regarding the process of photosynthesis.

[& GTC Download documi
[& Send it with the close b

----- ﬁ Extemal Links
----- &5 Discussion Board
----- i Grades
----- [T Calendar
..... Tasks v
..... My Motes Attachments
[ Photosynithesis doc
< > [ Submit Assignment ] [ Close

Attach documents with the Browse button. You can add more than one document by
selecting the Browse button again or by right-clicking in the attachment area and selecting
Add. If you added the wrong file, right mouse click and select Remove.

Submit the assignment by clicking the Submit Assignment button
Cancel the submission with Close button.
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After you have submitted the assignment, Backpack will display your assignment material,
comments and submitted file(s).

& Blackboard Backpack - Biology - Photosynthesis
File Edit WView Insert Format Download Help

O o
Back  Forward  Home

What's New My Notes Capture New Note

[y Noie= [picon isigue] ctoo

i Biology i ig

----- @ Announcements -  fesmmen

----- & Staff Information i
D...qj Course Information @ Photosyl'lthESIS

[]---g[j Course Documents
=] Assignments
[0 Special Project claim_form. pdf (51.451 ks)
7] Recitation exercise
-[2] Microscope Training in Provide information on the process of photosynthesis.
-[i& Diagram Plart Cell
B Meeting form for Henry
-[Z] SHU Horor Society Dis

@ GTC Download docum . . . .
% Send it with the close bi Comments  Here is my assignment regarding the process of photosynthesis.

Assignment Material

~-[& New cellwallinfo for Pl || Attachments Photosynthesis doc

..... Tasks

£ 1l >
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After the teacher grades the course, the teacher’s feedback, grade, comments and possibly the
document with embedded comments will be displayed.

& Blackboard Backpack - Biology - Photosynthesis
File Edit WView Insert Format Download Help

qJ@‘ (L) &

What's Mew My Notes Capture Mew Mote Calendar

[ My Notes [opgicanizigue] oo

{2 Biology inlomy i
Ei Assi
----- ®, Announcements T =
----- B Staff Information H
[]...;Lj Course Information @ Photosyl'l'thESIS
[j---ﬁ Course Documents
=42l Assignments

[ Special Project claim_form.pdf (51.451 k)
2] Recitation exercise
[Z] Microscope Trairing in Provide information on the process of photosynthesis.
|i& Diagram Plart Cel

[& Meeting form for Henry
[Z] SHU Honor Society Dis
[& GTC Download documi
[i& Send it with the close b

Assignment Material

Comments Here is my assignment regarding the process of photosynthesis.

-[&@ New cellwallirfofor PR Attachments Phatosynthesis doc
----- (2] BExtemal Links

----- & Discussion Board

Feedback From Instructor
i| Grade 9 out of 10.0

Comments Good job. You covered all the key points.

Attachments TC Photosynthesis.doc
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Using Tabs to Organize
Information

Backpack lets you organize everything you need in one place using Tabs to organize your notes
and pages.

When you download a course from the Blackboard server, it will automatically create a Course
Tab that displays in the Backpack main screen, with folders for Announcements, Course
Information, Assignments, Calendar, Staff Information, Course Documents, Grades, Tasks, and
more. It also creates a My Notes folder where you can add your own folders to store course-
related personal notes and captured content. In this way, tabs work much the same as folders
and sub-folders do in Microsoft Windows.

In addition, you can create Personal Course Tabs, which you may use for courses that are not
available for download, meetings, projects, travel, personal notes, family reference information,
or whatever helps you best organize your Backpack pages for easy access.

You can create folders in your My Notes tab, as well as in the Course Tab or Personal Course
Tab "My Notes" folders, down to any depth you like. This allows you to easily file just about any
type of document (word processing documents, spreadsheets, graphic images, and more) for
later use.
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My Notes Tab, Course Tabs, and Personal Course Tabs

Backpack provides the My Notes tab for saving your Backpack notes, together with two other
types of tabs: Course Tabs and Personal Course Tabs.

Course
Tabs

v
[ My Notes | Biclogy 101 | Financial Accounting | Marketing 101 | New Car Research | Vacation Plans | Job Hunting |
4

My
Notes Personal
Tab Course Tabs

My Notes Tab

The My Notes tab is provided by Backpack for easy access to your course-related content and

other notes that you create or capture. Each Course Tab and Personal Course Tab contains a

corresponding My Notes folder, which can be accessed through the specific Tab or through the
My Notes Tab.

Course Tabs

Course Tabs are only created when you download course information from a Blackboard server,
or import downloaded course content from an existing Backpack database.

The majority of the Course Tab folders are "read only,” meaning that you cannot add or remove
information from them. The exceptions to this rule are:

= Calendar - You can add, delete, and modify course-related appointments. For more
information, see Course Calendar.

= Tasks - You can add, delete, and modify course-related tasks. For more information, see
Course Tasks.

= My Notes — Your documents and notes are stored in this folder and its subfolders.

Course content you have downloaded is displayed in a preview window (to the right of the folder
list) when selected.
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Personal Course Tabs

Personal Course Tabs are for storing personal content, such as non-downloaded courses,
personal projects, etc. While no preview of items is available, a list of the Personal Course Tab
contents is displayed in the right-hand panel.

Unlike Course Tabs, the items stored in your Personal Course Tabs are "read-write," meaning
that you can modify them, move them to another Note Tab folder (including to a My Notes folder
of a Course Tab), or even delete them as necessary.

Calendar or Task items added through Personal Course Tabs; are associated with the tab. They
will be displayed on the tab's Home Page, and color-coded on the main calendar.

Selecting a Tab

To select a tab, simply click on it.

& Blackboard Backpack - Biology 101 - Welcome to Backpack!
File Edit View Insert Format Download Help

Q.0 -@a m B A ‘

What's New My Motes Capture New Mote Calendar |

QOCE101:- n

tigg | Mew Car Research | Vacation Flans.

. e ML T
@ Announcements Biol 101
& Staff Information Y,

2] Course Information
-] Course Materials An introductory botany course for non-science majors
--i[Z] General Resources
f-i[2] Assignments

7] Extemal Links
%y Discussion Board Announcements
i Grades
[T Calendar * Mo class on Jan. 15, due to the Martin Luther King dav holiday.
[ Tasks

- 'G':] My Notes

E-E

Upcoming Tasks

Past Due: Tomorrow
Update Plant bio 1:30 PM - 2:30 PM  Lecture 3: Cells {cont.

Wednesday, January 17, 2007
1:30 PM - 2:30 PM  Lecture 4: Cell division (p. 221 - 236)

Folders
. Announcements ; Staff Information
’L] Course Information LJ Course Materials
'L__J General Resources 'L] Assignments
’L] External Links EJEJ Dizcussion Board
‘t Grades @ Calendar
Tasks L,l My Notes

Dewnload. Organize. Personalize.

The content of the currently selected tab is displayed on the screen. To move to another tab,
click on it.
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Modifying Tabs

The My Notes tab is created for you by default. Any additional tabs you create are viewed by
Backpack as Personal Course Tabs. Course Tabs and Personal Course Tabs can be archived
or purged when you no longer need them.

You may create any number of tabs that you like, however, only those that fit on your screen
(starting at the top of the tab list) will be viewable at any one time. If you have more tabs than
can be displayed at one time, arrows at the end of the Tab bar will allow you to move forward
and back through your tabs list.

Reminder:  Course Tabs are automatically created when you download course information
from Blackboard and contain downloaded course content. Personal Course
Tabs are not linked to any course, and can be used for storing any notes and
captured documents you wish.

To Create a New Personal Course Tab

1. From the home page:
Click the Add Personal Course button ' Add Parsonal Course
OR
Click the Manage Courses button, and click the Add Personal Course button on the
Manage Courses page.
OR

From the menu:
Select File | New | Personal Course
OR
Select Download | Manage Courses, and click the Add Personal Course button on
the Manage Courses page.

2. A dialog will appear. Give the new tab a name.

Add Personal Course

Title: !.New Car Research

Culnr:[ ] [ oK H Cancel I

You can accept the color displayed, or click on the color bar to choose a different color.
When you are finished, click OK.
The new tab appears in the Backpack tab list. You can add items to the new tab as desired.

/\
g 1 | New Car Research | Jacation Plans [JobHunting]
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To Change the Color of a Tab

1. From the Backpack Home page click the Manage Courses button.
OR

H Manage Courses

Select Download | Manage Courses from the menu.

Select the desired tab from the from the list of Courses.

Click the Course Properties button from the Manage Courses toolbar.

- " Complete Course || Archive Course | % Add Personal Course <y Open Course (= | Course Properties ) J# Purge Course
v
OR
Right-click on the desired course from the list of courses : Active Courses
displayed in the Manage Courses window, and select | ® Eiclogy 101
Course Properties from the popup menu. |- ;
& Markcetir]
4. Select the new tab color from the pop-up that appears, and | ®ebHui @ Complet= Course
click OK | ® Vacation) [ M archive Course
! B New Cal
Add Personal Course
| e Spaﬂi( ]  cCourse Propertie l |
' g
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To Delete a Tab
Backpack provides three methods for deactivating course tabs.

= Complete — Completing a course disconnects the course from the Blackboard server, so
that no further updates can be made. The course is still visible in your Backpack, and you
can still perform searches on Completed course content. If, during a course update,
Blackboard detects that you are no longer enrolled in a course (for example, if you have
dropped the class), the course will automatically be marked Completed.

= Archive — Archiving leaves the course content on your computer, but hides it from the
Backpack application. No updates can be made to Archived courses, and no searches can
be performed on Archived courses. You can still view an Archived course and all of its
content by clicking the Open Course button from the Manage Courses toolbar.

= Purge — Purging removes the Course Tab and course data from Backpack. When you
purge a course, you are given the option of choosing whether or not you wish to retain
course-related Tasks, Appointments, and Notes.

Note: Purging a course cannot be undone. The purge process will delete all downloaded
Blackboard content and optionally, all tasks, appointments and notes within your
course.

1. From the Backpack Home page click the Manage Courses button.
OR

L—J Manage Courses
Select Download | Manage Courses from the menu.

Select the desired course from the from the list of Courses.

Click the desired button (Complete, Archive, or Purge) from the Manage Courses toolbar.

B Add Personal Course <.y Open Course |- | Course Propertie€ | j Purge Course

% Complete Course | || Archive Course |

Right-click on the desired course from the list | ® financial Accouring
of courses displayed in the Manage Courses W Marketing 101

window, and select the desired option o bt
Complete, Archive, or Purge) from the W gt P
e ' g Y e Car Research]

popup menu.

@ Complete Course

Completed and Archived courses will be
moved to the appropriate list in the Manage ® Biology 101
Courses window. Purged courses will be
removed from Backpack, although you have _
the option to retain their associated My Notes ® Spanish 215
folders (and any captured documents they

contain) in your My Notes folder.

Archive Course

_ . — Add Personal Course
T Open Course %

Courge Properties

Purge Course )
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Modifying Folders

You can create folders within tabs, and even sub-folders within folders, to any depth you like.
This greatly increases your flexibility in organizing your Backpack information.

To Create a Folder

1. Select the My Notes folder in the Tab
where you want to create the new folder.

2. Click on the New Folder button @P E‘E’ U)a”'e“"“te

OR

Select File | New | New Folder from the
menu.

o {21 Job Hunting
With your cursor in the My Notes portion of the left-hand T Calendar
panel, right-click. Select New Folder from the pop up menu | _ @Jl g
that appears. 8 My otes

3. A dialog will appear. Enter the new folder name in the field
provided and click OK.

New Folder

New Folder |

The folder appears in the selected tab.

In this way, you can create folders and sub-folders as deep as desired to organize your
information to suit your preferences.

To Rename a Folder

Select the folder you wish to rename.

2. Click on the Rename button (ol New Folder | . New Note 3£ Dele

OR

Select Edit | Rename from the menu.

OR

With your cursor in the My Notes portion of the left-hand & :jb e

panel, right-click. Select Rename from the pop up menu that Ma G
appears. iZ] New Car Reses gl o
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Tab/Folder Column Options

You can change the column sizes by dragging the bar separating the columns to adjust the
column width to the desired size. You can also drag the horizontal bar separating the course
folders from the My Notes folder panes. If you click on the bar, the navigation area will close so
that you can have a greater view of the Window. Clicking on the bar again will re-open the panel
to your last setting.

'\E ::;D'I"r:mm;m OCE101: Introductory Oceand
T QIMStion

i \;| Course Information
] Course Documerts General introduction to the physica

-7 Assignments characteristics of seawater, heat a
7] Bxtemal Links oceanography, surface waves, tide

o7 Chapter Materials

i ,L:} Working Groups My Notes | Bi " - "New Car Research
-l General Resources —
i .;_‘] Syllabus Announcements 'd—-J 2y
-y Discussion Board I‘E gﬂar;fnlrr:cem;rds OCE101: Introduct
Fo ‘amation

7] Course Information

0 oducto ogra

-l Grades Mo updated announcementd
. [T8 Calendar

io[F] Tasks L] ; -.L}] Course Documents Gengral introductiqn_
T My Notes 4 = ] Assignments Phy;lcal char.actenstl
‘ ~ . - [@ Tide Activity Using Real Tide Dat basic dynamical ocea
C«-l—-) Upcoming Tasks - [# Ocean Temperature estuarine circulation.
- . [@ Tide Activity Using Real Tide Dat

7] Working Groups Announcemenis
7] General Resources

W il Extemal Links
Tide Acth w “q[Z] Chapter Materials

Mo updated announce

L. Grades i

[T Calendar B

[ Tasks C+> Upcoming Tasks
E2 My Notes =1
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Adding Files to Tabs

A powerful feature of Backpack is the ability to add just about any type of file (word processing
documents, spreadsheets, graphic images, or slide presentations, to name only a few) to a
Backpack tab.

There are a number of ways in which you can add files to Backpack:

= Through the Backpack Import Note feature, which adds file of a certain file format (.ant, .jnt,
.bmp, .gif, .png, .jpg, .wmf, .rtf, .txt).

» Using the Backpack Capture Printer, which adds an annotatable copy of the file.
= Clicking and dragging a file from a Windows Explorer folder into a Backpack folder.

Note: Clicking and dragging moves the file out of the Windows Explorer and into the
Backpack folder unless you hold down the Ctrl key at the same time, or use the
right-mouse click to copy the file and paste it into the Backpack folder.

Add a File with the Backpack Capture Printer

When you add a file through the Backpack Capture Printer, it creates a "captured," annotatable
document.

A captured document is an annotatable image of the document, PowerPoint presentation,
HTML page, or other file created through the Backpack Capture Printer. Anything that can be
printed in another Windows application can be printed to Backpack. The image itself cannot be
changed, but you can make annotations anywhere on the image. All text can be searched.
Creating captured documents through the Backpack Capture Printer will be discussed in greater
detail in Capturing Documents
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Add a File by Clicking and Dragging

You can easily add a file to the My Notes folder (or a subfolder) within a Backpack tab by
clicking and dragging from Windows Explorer.

1. In Backpack, select the tab or folder where you wish to add the file.
2. Open Windows Explorer and navigate to the folder containing the desired file.

My hotes | B 1 [do
gt New Folder | 2 New Note
2] My Notes D:\Lyn\grfx\Photos\Hawaii_Aug06 X
: iLr-.] Biology 101 i File Edit View Favorites Tools Help .f,t
‘El Job Hurting @ Back v [ | ? ) search ‘ [{"7" Folders |‘$ Ij)‘\ x n v
22l New Car Research g > =l :
H 0 priod] : Address |3 D:\Lyn\grfxiPhotos \Hawsi_Augos v| i
= ﬂ| \iacatlon Ians Folders X Name Size | Type Date Modified = #
' (1:] =] M’D Photos ~ Li'_;] Maui east coast 2.JPG 2,834KB JPEGImage &/7/2008 4:50 AM
i ~i2] Massachusetts ® [ Big ity | £ semi-sub. PG 2,837KB JPEGImage B/7/2006 5:08 AM
- C] Oregon [# =) Camden Park Lﬂ Concessions.JPG 2,603KB JPEGImage 8/B8/2005 9:15 AM
® [ Camden Park - Blue Stakes %P 100039136 2,702KB  JPEGImage B8/9/2006 2:04 AM
1) camping_Aug0s .!"] Maui north coast .JPG 2,675KB JPEGImage 8/9,/2006 2:06 AM
[# () Decorating ideas ¥ P 1000395.3rG 2,714KE JPEGImage B/9/2008 2:06 AM
I Depoe Bay_May0s |!'x Flower - Coral in bushes, PG 2,775KB JPEGImage 8/9/2006 2146 AM —
[ ) Family |£]7 1000397, 776 2,735KB JPEG Image 5/9/2008 2:47 AM
() Flying over_102806 €7 1000338, 376 2,339KB JPEGImage B8/9/2005 2:48 AM
[E3 Hawaii_Aug0s |~ 1000399, PG 2,952KB JPEGImage B/3/2005 2:50 AM
IC) MEW Pictures 2 ) L‘j Flower - Tall red. PG 2,688KB JPEG Image &fS,/2006 2:51 AM
® ) Scenic L!:ﬂTaco stand - road to Hana.JPG 2,682KB JPEGImage B/S/2006 3:24 AM
[E3) SYUUS Board Retreat ﬁ P1000403. PG 2,783KE JPEGImage &/9/2006 4:12 AM
I5) Xenobia L’i P1000404.1PG 2,825KB JPEGImage B/3/2008 4:12 AM
@ £ Quotes ¥ p1000405. 3P 2,705 Image  §/3/2005 4:13 AM
[ thirstystone = Image 8/9/2008 4:14 AM
@ I3 Houses I E 2,857 K8 JFPEQImage  8/3/2005 4:17 AM
u‘j Humar Ci000ana Joe ZEo0 KR IITIEQE Bfgfznnﬁ 4:20 AM Y
[® [ Internet artides ~l| | £ I P
Dimensions: 2816 x 2112 Date Picture Taken: 8/9/2006 5: 17 AM Camera Model: DMC-FX9 Type: JPEG Ima 2,79 MB :‘ My Computer
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3. To move the file from the previous Windows Explorer folder into the Backpack folder, click
and drag the file to the Backpack Note Tab or My Notes folder (in the left-hand navigation
panel) and drop it into the desired folder. The file will be moved to the new location.

OR

To copy the file from the previous Windows Explorer folder into the Backpack folder, right-
click on the file, drag it to the desired Backpack folder window, and drop it in the folder
window. From the pop-up menu that appears, select Copy Here. A copy of the file will be
added to your Backpack folder. (You may also select Move Here from this menu if you wish
to move the file to the new folder location, or Cancel, if you have changed your mind about

moving or copying the file.)

[ My Notes | Biology 101 [4
| ol New Folder | 2 New Note

-.J My Motes
{21 Biology 101
“Z] Job Hurting
L2l New Car Research
LZ] OCE101_ Introductory Ocea

ol Wanation Plane
{21 Hawai el
i Massau@gseﬁs

g7l Oregon

Move
OR

Copy

[M],r Notes | Biclogy 101 | Job Hunting [ New Car Research [ Vacation Plans

Tl New Folder | 2 New Note

-.LJ My Motes
2] Biclogy 101
w421 Job Hurtting
oi2] New Car Research
21 OCE101_ Introductary Oceanography
(= =] Vacation Plans
il Hawaii
] Massachusetts
{2l Oregon

[&] Baryan Park 01.JFG

[E] Divers1.0PG

,__] Maui east coast 2.JPG
ﬂTau:u:u stand - road to Hana JPG

Copy Here . |

Move Here "

Cancel

Note:

If you move the file from its original folder into the Backpack folder, but still wish to

access it through Windows Explorer, you will need to know the location of the My
Backpack Notes folder (and its subfolders) on your computer's hard drive. By default,
this folder is stored in the My Documents folder, which is typically found on your
computer's C: drive. If you have used the File | Configure Storage option to reassign
the location of your My Backpack Notes folder, you will want to make a note of the
location in order to find your files in the future. See Changing Your Storage Location

for more information.
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4. The file is stored in its native format, and will open in the Backpack browser window, or
within its native application, depending on your Internet Explorer settings.

l.j_aNewFolder [,Q,Newﬁnne

2l My Motes £
+Zl Biolagy 101 [[] Bisck Sand Beach 2.JPG
=] Job Hurting & Divers1.JPG
i2] Mew Car Ressarch [&] Maui east coast 2.JPG
| QOCE10_ Introductory Oceanography [:]Taco stand - road to Harma JPG
=1 sﬂl Vacation Plans File is added to
foe2] Hawii Backpack folder

g2l Massachusetts

L] Oregon l

Note: If you wish to be able to annotate the document, you will need to capture it. (see
Capturing Documents).
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Add a File Using Import

You can also import a variety of file types into Backpack. The Import Note process creates an
annotatable note of the file you import.

Import Note supports the following file types:
= Agilix Note (.ant)
= Windows Journal Note (.jnt)
* Image (.bmp, .gif, .png, .jpg, .wmf)
= Rich text (.rtf)
* Plain text (.txt)

To Import a Note

1. From the menu, select File | Import Note.

Mew 3

Import Note

Loolc in: | = Scenic
@ .
- Import Mote... 4
My Recent
Documents
=
L
Desktop Flowers005. PG Flowers008. PG
My Documents
e ——
My Computer Magpies Nest villa - Magpies Nest villa - Scenic001.jpa
backporch.jpg stone wall. jpg
< 3
My Netwark b N
w
[N ‘(3
File name: |H|.|n'ic:ane lsabel - from space jpg
Files of type: | Image {"bmp.”.gf,”png,” jpg.” wmf) v | Cancel
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2. The Import Note dialog box appears. You may select from the following file types:
= Agilix Note (.ant)
= Windows Journal Note (.jnt)
* Image (.bmp, .gif, .png, .jpg, .wmf)
= Rich text (.rtf)
* Plain text (.txt)
3. Browse to the file you wish to add, select the file, and click Open.

A progress bar will indicate the status of the import.

The |mp0rted note WI” & Blackboard Backpack - Hurricane Isabel - from space
be added to your My Fle Edt View Insert Format Domtoad Help _

Notes fOIder- ; Home | What's New My Notes

When the file import is
complete, Backpack will
display the document in
the Backpack window
as a note. You may
make notes or
annotations on it as you
would any other
Backpack note.

QOD&EHL
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Take and Organize
Notes

As you organize your time, attend classes, and carry on your daily activities, you certainly create
lists of tasks and appointments — but that's not all you do.

You take notes.

Backpack provides a means for creating and storing information for all occasions including
lecture notes, group project planning, bibliographies for a term paper, personal information, and
more.

Notes are stored in many locations, including appointments, tasks, courses, and note tabs.
Each type of note has certain similarities, and certain differences, depending on where it was
created and stored.

This section includes instructions on using the Notes feature of Backpack to take notes more
efficiently and effectively, and to retrieve information from your notes where and when you need
it.
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How do | use Notes?

With Backpack Notes, you can “jot down” just about anything that comes into your head, and
easily access those Notes at any time. You can also file your Notes in Backpack tabs, and even
takes Notes or make annotations on captured documents you create inside Backpack (captured
documents are discussed in greater detail in Capturing Documents).

With Notes, you can:

» Enter text, either with a keyboard or digital ink (using a Tablet PC).

= Format your text (change the font size and style, make it bold or italic or plain).
» Insert or delete space on the Note page.

» |nsert or manipulate images (such as move, resize, and so on).

= Create sketches with digital ink (if your computer supports digital ink). You can also use your
mouse for drawing.

= Add a hyperlink.
= Use the Search feature to quickly locate the information you need from any of your notes.
=  "Grow" note pages to have as much space as you need (both length and width).
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Add Notes

Notes can be added to your Backpack database in two forms:

»= Notes you enter directly into Backpack (either typed or handwritten)
= Notes you create from other documents (annotatable documents)

Both types of notes have many similar characteristics, and each also has its own unique uses,
which will be discussed in this chapter.

Creating a Backpack Note -

1. Click on the New Note button. |j
OR Mew Mote
From the menu, select File | New | Note.

2. A new, blank Note appears on your screen, ready for use.

(s oo 1 i it i o e cion s T e
W o (AJ-2-2-P 03 % usv  FEEMW[L )Y I Ll

[ -~

) Le_c‘rur'e Notes 06/16/06

Review Spanish vocabulary list
Watch documentary on Spanish Conquistadores

and use terms to follow along with subtitles.

Quiz next week.
Get ready for final.

Study Group - maybe we should get together at El Ranchito
restaurant. They make the best tamales therel

v

4 >

& CoOEnha

Enter text in your Note using your keyboard or digital ink.

= To enter text, simply click or tap where you wish to begin making your Note, and enter
the desired text.

» |tis strongly recommended that you give the Note a title when you create it. This is the
title it will be saved with. If you leave the title blank, your Note will be saved without a title
and will be more difficult to locate the next time you wish to view it.

3. You may enter as much data as you like. When you are finished, click the Save
button in the upper left-hand corner of the Note window. Select the folder you want to H
save the note in, enter a filename for the note, and click OK.
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Creating a Note from Another Document

If you wish to create a note directly from another document (such as a word processing
document, spreadsheet, graphic image, slide presentation, PDF, or other document), you can
use the Backpack Capture Printer to create an annotatable copy of the document upon which

you can enter your notes.

Once the annotatable
document has been
created in Backpack, you
can add notes to it using
your keyboard or Tablet PC
pen, adding text,
highlighting, flags or
symbols, as you would with
any note.

See Adding Files to Tabs,
and also Capturing
Documents for more
details on creating notes
from other documents.

A
2. Soil Preparation. The most basic component of your landscape is the soil and many
J‘"L landscape problems can be avoided if an adequate amount of time is spent on properly preparing

(; lU‘j' the soil before the landscape is installed. The types of plants that you are growing will have a
g bearing on the characteristics - . y

f you require from a soil. but

C‘u} \- there are some general

guidelines to follow.

guidelines, consult the USU
Extension bulletin “Topsoil
Quality Guidelines for
Landscaping™ by Rich
K oenig and Von Isaman.

3. Plant Selection. One of the most pleasurable aspects of landscaping is choosing the
plants that appeal to you. Whether aesthetically. as with flowering plants, or practically, as with
vegetables, plant selection is indicative of your personal taste. Recall from the Planning and
Design section that your plants should be grouped into hydrozones according to their water

requirements. In water-wise landscaping. this is a key principle. Also, consider plants that will

>
OO

1\ 2 f3 |4

88



Chapter 7: Take and Organize Notes

Working with Notes

i My otes | Qoeanography | Spanish 215 | Biology 101 J 1ob Hunting | 115]
Formatting Note Text _ IAIZ-'J'?&l?‘? o ERE i NelLe )] E
You can easily apply —
formatting attributes to your
Notes text. Lecture Notes 07/25/06

1. Select the text you wish

Review Spanish vocabulary list
to format. 3 ¥

| (next class: watching video - should use terms to follow along with subtitles.
2. Apply the desired ﬁ
formatting attributes
from the Text toolbar or
the Format option on
the menu bar.

Things to remember:
¥ e bring Spanish-English dictionary to class
* pop vocab quizzes

® No English in classl!

= You can align text in Test next Thurs.
your Note with left,
center, or right
justiﬁcation_ Study group - maybe we should meet at Fish Taco shop

=  Youcan Change the excellent fish tacos therell)
typed font, font size,

bullet the text, & oL e .
number the text, indent the text, and change the font color and style (bold, italicize,
underline).

* You can add flags, shapes, and highlighting to any text.

* |n addition to bold, italics and color, when using a pen, you may also customize the pen
thickness, style (point or chisel), and pressure sensitivity settings.
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Note-Taking Tools

Backpack includes several tools to make your note-taking easier. Many of these tools, primarily
accessible through the Note toolbar, are described in the following table.

Note Toolbar

|H Close |E£ PP 0| S 100%

EE 50w EL:E EE S rahms B o 1 E

Button Image

¥

AT

F
r -

& -

& T

L

& S 100%

=l
bj ] [y
223
-'_I'a.i%oma _v.,:
Bm -

Button Name

Save

Close

Text Tool
Pen
Highlighter
Eraser

Lasso
(select)

Shape

Zoom tools

Fit to Page /
Fit to Width /
Fit to Height

Bold / Italics /
Underline

Align Left /
Center / Right

Bullets /
Numbering

Font/Font
Size

Color

Description

Allows you to save the current Note in the folder of your choice.

Closes the current note.

Selecting this option allows you to enter text into the current
Note using your keyboard.

Selecting this option allows you to enter text into the current
Note using a stylus, digital pen, or mouse.

Selecting this option allows you to highlight the current Note
using a stylus, digital pen, or mouse.

Selecting this option allows you to erase ink strokes from the
current Note using a stylus, digital pen, or mouse.

Selecting this option allows you to select ink strokes from the
current note by circling an ink item or series of ink items with
using a stylus, digital pen, or mouse.

Clicking this button allows you to draw a free-form object using
a stylus, digital pen, or mouse, which will then be converted
into a shape object.

These tools allow you to select the magnification for the content
of the current note.

Adjust the magnification of the current note to the visible page
size, page width, or page height.

Allows you to manipulate the appearance of text.

Allow you to align the selected text all to the left, all to the right,
or by the center of each line.

Allow you to apply Bullet or Numbering formatting to text

Allows you to select a text font and size from the list.

Displays the current color being used for entering text.
Selecting the drop-down arrow on this button opens a color
palette from which you may select additional colors.
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Smart Outliner

Backpack includes the ability to create outlines very easily. By selecting the Numbering or Bullet
option, you can quickly outline information when entering text in your keyboard.

1. Select the note you want to use to create an outline.
2. Click on the Text Tool button.
3. Click on the Numbering or Bullet button.

Now you are ready to enter text in an outline by using the Tab and Shift-Tab to go between
outline levels.

[y Motes [ g ial i i Vacation Plans i
Hooe(BlY-2-2-78(% = v» FEIW LI ED (o) i u -
N S “

___PUBLIC SPEAKING
Mote Title 6/2

ks

I
1. Public Speaking
a. Three types of speaking
i. Informational
ii. Persuasive
iii. Entertainment
b. Know your audience
i. Culture
ii. History
iii. Politics
c. Build credibility with your audience

i. Weave information about your audience into your speech

Bl

| >
1/ NoohERg
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Working with Ink (Tablet PC)

Backpack is well-suited for use with a Tablet PC. Using a digital pen, you can enter handwritten
notes, highlight text passages in your notes and annotated documents, and much more.

Changing Pen or Highlighter Styles

You can customize pen and highlighter settings for ink color, thickness, and tip style.

The pen and highlighter drop-down lists each display five pen or highlighter types.

1.

On the Note toolbar, click or tap the small arrow to the right of the Pen or Highlighter
button, and click or tap Pen or Highlighter Settings.

OR

From the menu, select Edit | Pen Acts As, select Pen or Highlighter, then select Define
Pen or Define Highlighter.

The Pen and Highlighter Settings dialog will appear.

Pen and Highlighter Settings Pen and Highlighter Settings

“Pen Settings nghllg?'rter Settings

Current pens:
[Fine - Black

| Fine - NaE |

Fine - Green
Marker (2 mm} - Black

N |

Thickness:
Tip style: | Paint V:
Colar: E Pressure sensitive:

Pen Settings | nghhghtar Settings |

Cument hlghllghters

[Medium - Yellow

Medium - Lime
Medium - Aqua
Thick - Fuchsia
Extra Thick - Crange

Thickness: Medlum
Tip style: :Chisel

Color: E

w
b

Pressure sensitive: [

Select the Pen Settings tab to modify your pen settings, or the Highlighter Settings tab to
modify your highlighter settings.

Click or tap the desired pen in the list to modify the settings for that pen. Click or tap the
options below the list to select the desired color, thickness and tip style.

Note: Some versions of Tablet PCs support pressure sensitivity. This means that as you
press harder with the digital pen, the ink that you create on a page becomes thicker.
Select the Pressure Sensitive check box to enable this feature.

4. Click or tap OK to save changes and close, or Cancel to close without saving changes.
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Using the Highlighter

f .

1. Click to select the Highlighter tool

Lemctiurm Notes 01719

2. Click and drag over the text or ink you wish to
highlight.

Note: This does not select the text for an Review Japanese vocabulary list
action. It only highlights the text visually FWNLcl o g e b s L Tl oxs el

on the page. :

/

Quiz next week.

Using the Eraser

Note: If your digital pen has an eraser end, you can simply use the eraser end to erase,
without selecting the Eraser tool.

1. Click to select the Eraser tool “"/.
OR

From the menu, select Edit | Pen Acts As, and select Eraser.

2. Click and drag over the ink you wish to erase. S
By clicking on the down arrow next to the Eraser button (or viewing the 21 small
Eraser submenu from the Edit menu), you can select the eraser mode you P r:1 4
i Medium

prefer. In Stroke eraser mode, entire line segments are erased
simultaneously. In Block eraser mode, only portions of line segments are W Laroe
erased. There are three sizes of block erasers. %

4 Stroke

The default eraser setting is Stroke.
= To erase an entire ink stroke, click on or tap any part of the ink stroke that you want to
erase.

= To erase only a portion of an ink stroke, select the size of the block eraser that you wish
to use (Small, Medium, or Large). Drag your cursor or digital pen over the ink that you
want to erase.

Note: A single ink stroke will be divided into multiple strokes if portions are removed by an
eraser.

93



Blackboard Backpack 3.0 User Manual

Converting Ink to Text (Tablet PC)

Note: You can use digital ink (and thus convert ink to text) only when using a Tablet PC with
Windows XP Tablet PC edition.

In addition to using ink, you may convert any ink you enter to text.

1. Use your digital pen to write new information.

OR
Use the Lasso (select) button ?

2. From the menu, select Edit | Convert Ink to Text. The ink will be converted to text and
displayed on the page. To correct
mistranslations, select the word,

to select previously written ink you wish to convert.

Qedm'm jﬂf)am.ﬂ&m uacalamwﬁ Lot click the Text Tool button to switch
to keyboard mode, and use your
IUM-C.[a Ufc[,ab a,md Wae A3 -+ ,6 ﬂow keyboard to make corrections.

almﬂ% With S bf+ les

Q/“;b W+ W‘szk " \ Review Japansse vocsbulsry st

Watch viden and use tarms to follow

zlong with subtitles

R Quiz next Wasks,

Note: Ink may also be converted to text immediately after writing by selecting Edit |
Convert to Text button as soon as you are finished writing.
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Working with Objects in Notes

You can insert pictures or other graphical objects into your note. Backpack provides several
tools to help you use objects effectively.

Inserting and Using Images

You can insert images into a Note, and adjust the image size.
1. Create your Note.

2. With the new Note on screen, place your cursor where you want to insert the image in the
Note, then right-click and choose Insert Picture from the popup menu.

OR

Place your cursor where you want to insert the image in the Note, and choose Insert |
Picture from the menu bar.

3. Navigate to the location of the image you wish to insert, select it, and choose Open.

Moving and Resizing an Image

You can adjust the size of the image in your Note, and even move it around on the page.
1. Click along the top left of the image (you will see a gray circle) to select it.

2. Adjust the size of the image by clicking and dragging the anchor points.

3. Adjust the position of the image by clicking and dragging the cross-hairs.

Anchor
points
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Snap to Grid

The Format | Snap to Grid option allows you to align multiple
selected objects or blocks of text to a predefined grid. This grid
is not visible in your note; however, when this tool is turned on,
all objects in your note are aligned by the points of the grid. To
turn off the Snap to Grid, deselect it from the menu.

Bring to front, send to back

The Format | Bring to Front or Send to Back options allow
you to layer objects.

= Bring to Front places the selected object in front of other
objects.

» Send to Back places the selected object behind other objects.

Using the Lasso (select) Tool

Font...

Alignment

| Bullets Ctrl+5hift+B
| Mumbering  Ctrl+Shift-+N

Change Stationery. ..

Snap to Grid

.
y

1. Open the Note page and locate the text, picture, or ink you wish to move.

-~
Choose the Lasso (select) button 4 from the toolbar.

Using your mouse or digital pen, draw a circle around the desired item(s). You can select
text, flags, shapes, or other digital ink images. Make sure that your start and end points of
the circle overlap. When done, notice the selected item(s) are contained within a box.
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You can now work with the selection as desired. You can move, resize, copy, cut, paste,
delete, or drag/drop, change text/object colors, text styles and fonts, convert ink to text, and
so forth. The following illustrations show a few examples of working with the text that was
selected above.

Text color
changed to
bright g

reen
and

purple

Text
enlarged

Ink

converted _____
to typed

text
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Using the Zoom Tools

You can use the Zoom tools to magnify or reduce Note pages.

Displaying the Zoom toolbar

The Zoom options are displayed as part of the Notes toolbar.

& & 100% &

You may select the desired Zoom option from the toolbar.

OR

= Choose View | Zoom from the menu
bar, and then select the desired
Zoom option.

You can use the Zoom options as
needed whenever a Note page is
displayed on your screen,

Zoom settings return to the default
setting (Fit to width) when you leave
the current Note.

Search Alt4F3
Find. Ctrl+F
Togale Full Screen Fi1

Zoom

Haome
What's Mew
My Backpack

Calendar

Zoom In
Zoom Cut
Fit to Page
Fit to Width
Fit to Height

100%

3% A
0% =
67%
T T
100%
125%
150%
200% ™
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Moving and Resizing Text

When you move your mouse pointer over a section of text, a bubble and a gripper bar appear.

Hoe Bl2-7-7-P8|% = w» gESWEDDE
*

Gripper bar
Paragraph
~ Sizing

bubble
___Celluar/s
Nt e / /1 handle
o
ternal membrane strJt?ﬁTET‘Sﬁgigm of _

organelles & vesicles that partition cell 1into

distinct functional areas.

Hos [l2-7-7-2 8| - w» g d e dydE:s S

Cell membrane

o Plasma membrane - outer boun

_— CeHuarStructure

o Internal membranes - same st Rearranged
paragraphs

Cell membrane
o Plasma membrane - outer boundary,
regulates permeability
o Internal membranes - same
structure
Internal membrane structure: system of
organelles & vesicles that partition cell into

distinct functional areas.

These tools allow you to perform a variety of actions:

= Move an entire text section by clicking on the gripper bar and dragging the section to a new
location.

= Move a paragraph by clicking on the paragraph bubble and dragging the paragraph to a new
location.

= Move a text selection by selecting the text you want to move, clicking on the selected text,
and dragging the text to a new location.

= Automatically position a text selection by turning on the Snap to Grid option (Format | Snap

to Grid), and dragging the selected text selection near the grid position you want it to snap
to.

» Resize a text section by clicking the sizing handle, moving the mouse left or right, and letting
go of the mouse button.
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Inserting an Internet Hyperlink (URL)
You can insert a hyperlink to a URL within a Note, as well.
1. Click or tap in the Note at the point where you wish to insert the hyperlink.
2. Choose Insert | Hyperlink from the menu bar.
OR
Press Ctrl + K.
The Hyperlink window appears.

Insert Hyperlink

Text to Display:
[Iistentu:u the Science Friday broadcast on NPR |

File Path or Intemet Address:
[www.npr.org I

o J e

3. Enter the text you wish the hyperlink to display.
Enter the URL of the website.

Click OK.

m
The hyperlink will be added to your note. If B it O WO
you are connected to the Internet, you may o ——— s ——— !
click on the link to open the URL. ‘h
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Inserting a Document Hyperlink
You can also insert a hyperlink to a document within a Note.
There are two methods you can use:

1. Open Windows Explorer. ——r—
2. Locate the document to which you want to ) D:\Lyn'\Humor'\Leaf haiku.doc

create a hyperlink.

O \J.yn‘ﬂ-iumor‘n,!.eafhaiku.doc}

3. With the document title selected, click and
drag your cursor to your note, and "drop" it
where you want the hyperlink to be placed.

4. A hyperlink to the document will be added to your note.

Alternatively,

1. Open the note into which you wish to insert the hyperlink, and place your cursor at the
desired location within the note.

From the menu, select Insert | Hyperlink.
The Insert Hyperlink dialog will appear.

= Enter the text you wish displayed in your note

= Enter the path to the document you wish to link to, or click the Browse button to locate
the file.

4. When you are finished, click OK.

& Blackboard Backpack - Note

Fle Edit View | dnsert | Format  Download Help
@ 1 J Page
Back Forwal H Insert/Remove Space
R = vzt . - The hyperlink will be placed in
— e —w (2 your note, at the location you
o pere. R specified.

_ Biology resources :
—— Insert Hyperlink
Review last term's paper on th

Text to Display:
|BIO 115 Plart Cel research

File Path or Intemet Address:
|File:x"fD:"t.The_F‘Iarrt_Cell.doc

i) &) Comic sans M5

FiEEFE s E

o (e )

_____ B 0TI G oo T B e B T P R BT P R

Mote Title
| Mote Tit

Review last term's paper on the Plant Cell - some useful info there.

o 4

f
©/BIOQ 115 Plant Cell research
Errmmm =
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Adding Writing Space to Notes

Imagine sitting in a lecture, rapidly taking down every word the professor says, only to discover
that you are about to run out of paper. Rather than frantically scrambling to find another scrap of
paper on which to continue taking your lecture notes, Backpack allows you to quickly and easily
expand your note-taking area. With Backpack, you will never run out of “virtual notepaper.”

Adding Space to the Bottom or Right of a Note

s % If you need additional space to the right or at the bottom of your note, clicking the
# | Add Space buttons at the bottom of your note expands your note-taking area.
These buttons allow you to expand your note page to the right, or add additional lines at the

bottom of the page, as desired.

]

Adding Additional Notes Pages

To add another page to the current Notes page:

-
|

Click the New Page button L] at the bottom right of the Note screen.
OR

Select Insert | Page from the menu.

OR

Right-click on the page tab at the bottom left of the Note screen, and select Insert Page from
the popup menu that appears.

5 - A
Delete Page k

* The new page will be added immediately following the currently selected page. For
example, if you have four pages in your Note, and are on page 3 (or select the tab for page
3) and add or insert a page, the new page will be inserted as page 4, and the previous page
4 will become the new page 5.

= There is no limit to the number of pages you may add.

= Asyou add pages, numbered tabs for each page are displayed along the bottom of the
Notes page, allowing you to quickly move between pages.
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Adding or Removing Space in the Middle of a Note

=

button.

If you are working with multiple objects in a note, or with digital ink on a Tablet PC, you
=] caninsert or remove space in the middle of the note by using the Insert/Remove Space

Note: This feature is not usable with text-only notes. It only works between different
objects, such as ink, graphics and shape objects, and could also include multiple

text objects.

1. Tap on the Insert/Remove Space button (or select Insert | Insert/Remove Space from the

menu).

2. Move the cursor to the place where you want to insert the space, and place the stylus on the
screen. The cursor will change shape to an up/down arrow, and a horizontal line will cross
the note page indicating the point at which the space will be inserted or removed.

Hun;e\AI-/ﬁvyvg?;;uz._‘&_ o R S| b)) ) " @

‘, (%Wl"%' cellular maw s,

review itk By qu
et Wikl

i coe (a1 2-7-7-2 8|5 = o GRS W] )Y

T

f

CoL we

(%wlo% cellular Mﬁ“‘_’;‘“(sm |

— gk W0
Nue\gus -

oot W

feveew cad. by 1u.va)

Ad cose (AB-2-0-2 5[4 2 wo BE F 0|6 Y B
' ==

Cytop lo
2 Wutpelas

P LN
Nuehgun —

Cytop

Wutpclas

<

COl waonwidl |
e ‘Bwb%g cel\ulor \qauumation.

review cn k.
wot Wed.

COL wanmdoy ouse_

-~ Sewi- Pofmealle oM ouly SoMe
Moleculel, Cam pom mauﬂu &.

— calk Wolks Cplawts, boacte i)

oy

hcoun —wacloie dcds (WA RNA)

3. Toinsert space, drag the cursor down until you have created the desired amount of space,

and lift the stylus from the screen.

To remove space, repeat steps 1 and 2, and drag the cursor up until you have removed the
desired amount of space, and lift the stylus from the screen.
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Copying and Pasting Note Pages and Contents

Note pages and contents can be copied or moved to a new or previously created Note.

Copy vs. Copy as Text

Backpack provides two types of Copying functions: Copy and Copy as Text.

Copy puts multiple formats on the clipboard including text. You may Copy both ink and text
or just ink. When you select Copy, it copies both ink and text (or ink if you only have ink) to
the clipboard.

Copy as Text converts any ink you have selected to text and copies the text to the
clipboard.

If you only have text (no ink) selected, then both Copy and Copy as Text work the same.

Copying a Single Note Page

Itis

possible to copy one note page from a multi-page Note instead of copying all the pages in a

multi-page Note.

1. Open the Note and locate the page you would like to copy.

2. From the menu bar, select Edit | Select Page.

3. Press Ctrl-C, or choose Edit | Copy or Copy as Text from the menu bar.

4. Locate and open the Note in which you want to paste the page, or create a new Note within
a tabbed section.

5. Navigate through the note to the page in front of which you would like the copied page to be
pasted.

6. From the menu bar, click Edit and select Paste (or press Ctrl-V). The copied page will be
pasted in front of the page in view prior to the paste function.

Note: Depending on their source, some captured documents, such as those from most MS

Office applications, also support the copy page feature.
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Copying All Pages in a Note

You can also copy all of the pages of a multi-page Note:

1.
2.
3.

Open the Note you would like to copy.
From the menu bar, choose Edit | Select All.

Copy the note by pressing Ctrl-C, choosing Edit | Copy or Edit | Copy as Text from the
menu bar.

Locate and open the Note into which you want to paste the information, or create a new
Note within a tabbed section. Navigate to the page in front of which you would like the
copied pages to be pasted.

From the menu bar, choose Edit, then Paste.

The copied pages will be pasted in front of the page in view prior to the paste function.

Copying and Pasting from Other Applications

Backpack utilizes the Windows Clipboard to allow copying and pasting from other applications
into a Backpack page.

1.

Open the application and file where the information you want to store in your Backpack
resides.

Select and copy the information from that application as you normally would to copy it to the
Clipboard.

This is typically done by selecting the information, then right-clicking and choosing Copy,
clicking a Copy button, or choosing Edit | Copy from the application's menu bar.

Locate and open the Daily Note or Note page within Backpack on which you wish to paste
the information and click on the page.

From the menu bar, click Edit and press Ctrl-V or select Paste.

The information you copied is added to the page.

Note: Backpack currently supports pasting plain text, ink, and images. Use Save As and
select Rich Text if you wish to maintain text formatting.
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Deleting Notes

When you are finished with a note, Backpack makes it easy to delete it.

Deleting a Note Page

1.
2.

From the menu bar, choose Edit | Select Page.

Right-click on the page you want to delete, and choose Delete.
OR

Choose Edit | Delete from the menu bar.

Alternatively

1.

bottom of the note, right-click on the page number you wish to

Open the desired Note, and from the tabbed page numbers at the |
I I:, 2
delete.

Insert Page

From the pop-up menu, choose Delete.

Deleting an Entire Note

1.
2.

Select the Note that you want to delete from the note list (on the left side of your screen).
Right-click on the Note and select Delete

OR

With the note selected, select File | Delete Note.

You will be prompted to confirm the deletion. Choose Yes to delete the Note.
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Using Your Notes

Backpack makes it easy to use your notes in a variety of ways. On the following pages, we’ll
discuss the options available to you for using your notes effectively.

Searching Your Notes

Backpack’s Search feature allows you to search for information in your text and digital ink
Notes. If you have created Notes with digital ink, but have not yet converted the ink to text, you
Backpack Search evaluates the digital ink as if it were typed text. See Search Your Content for
more information.
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Moving a Note to a Different Folder

You can drag and drop notes between any My Notes folders or subfolders. You cannot move a
note into or out of Course Tabs.

1. Within a folder, locate the note you want to move.
2. Click and hold the note title.

3. Continue to hold the mouse button down, drag the cursor to the new folder, and "drop" the

note into the new folder by releasing the mouse button when the cursor is pointing to the
desired folder.

4. The note will be moved to the new folder.

{Z] Biology 101 ;{JNewFolder [ardewﬂnbe S Delete |3 Rename

; ® Announcemerts
@& Staff Information w5l BIO 107 - Worksheet 3. doc
B BIO 101 - Worksheet 4.doc

7] Course Information
-] Course Materials
7] General Resources
E 2] Assignmerts

rﬂrﬂ

.]j Extemal Links
25 Dieryiesinn Baard
iy Notes ; New Car Research
{Z] Biology 101 (g New Folder | 4 New Note  S€ Delete |2 Rename

: ® Announcemerts

rﬂrﬂ

{ @& Staff Information

7] Course Information
-] Course Materials
7] General Resources

§'BIO 101 - Worksheet 3.doc
B BI0 101 - Worksheet 4.doc
B BI0 107 - Worksheet 5.doc

-2 General Resources
u- qj Assignments

7] Extemal Links
&y Discussion Board
i@ Grades

[T Calendar

[ Tasks

hidasblad
y

(Bl Completed VWorkshests
— R

= 2] Assignmerts

7] Bxtemal Links

'y Discussion Board

48 Grades Ay Motes € k ns

[ Calendar {21 Biology 101 1|l New Folder E&New Note

o[ Tasks j @ Announcements

=[] My Notes &, Staff Information ] BIC 101 - Workshest 1.doc
7] Completed Vidrcsheets E‘ {2 Course Information @BIO 101 - Worksheet 2.doc
7] Worksheets Tég E E‘ {21 Course Materials B BI0 101 - Worksheet 3.doc
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Printing Notes

To print a Note:
1. Select the note you wish to print.

2. Choose File | Print from the menu bar.
The Print dialog box appears.

Printer
MName: "'n"Wﬂid"ﬁp dEEt 5550 seres W | [ Properties ]
Status: Ready
Type: hp deskjet 5550 seres
Where:  LPTH:
Comment: [ ] Prirt to file
Print range Copies
= Al Mumber of copies: [;3:
(O Pages  from: |1 to: |4 ! )
[ oK ] [ Cancel

3. Choose your print settings as desired.

Note: The options available will vary depending on the printer you select.

4. Click Print to send your pages to the printer.
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Capturing Documents

Backpack's "Capture" feature lets you make a Note out of just about any sort of document or
information. It's also a great way to store all of your web research.

For example, suppose you would like to “take a snapshot” of a Web page posted by one of your
instructors. You can easily capture the page in Backpack, and then make annotations on it,
highlight parts of the page, and add handwritten notes.

Perhaps you would like to do the same thing with a Microsoft Word document or a few slides of
a PowerPoint presentation or maybe you simply want to keep a few pages of an electronic
handbook readily available.

With Backpack, you now have the ability to “capture” information from these and many other
software applications into Backpack folders, and view them from inside Backpack. In addition,
you can even search the text in the documents, slideshow presentations, or whatever you
capture.

You create annotatable documents using the Backpack Capture printer.
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Creating Annotatable Documents

When you use the Backpack Capture printer, you create an annotatable image from an existing
document, rather than creating a note from scratch. You cannot make changes to the
annotatable image, like a Backpack Note, but you can make notes anywhere on the image with
text or ink.

Creating a digital paper note is as simple as printing a document from a software application.
The only difference is that the captured document does not come out of a printer, but appears in
your Notes folder.

Using the Backpack Capture Printer
1. Open the software application used to display the note.

For example, if you want to capture a Web page, open your browser and navigate to that
page. Similarly, if you want to capture one or more pages from a Microsoft Word document,
a Microsoft PowerPoint presentation, or other file, open that application.

2. Open the file or document, or ==
browse to the Web page you
wish to save. Printer
3. Access the Print feature as Neme: [ \woid\np deskjet 5550 series v
you normally would from that Status: e _ ,
. . . E woidhp deskjet 5550 series L
application. B Qg teetd
Where: \
With most software Comment: 3 Adaobe FOF [print to fil
applications, select File | Print Printrange | Jopies
| 1
from the menu bar. &) al @ Backpack Capture umber of copies
4. When the Printer dialog box . R |
appears, choose Backpack O Sides: | S Fax 'E
Capture as your printer, set Enter slide numbers andjor slide ranges. For example,
H H H 1,3,5-12
other print options as desired, ] Collate

and then print the document. If

you do not want to capture the | Pt 2hat | [Ehiers s : e
entire document, select the b B} | slides perpage; |5 v | G
page(s) you want printed to ol e _ | orde ot : G
Backpack. Click OK. il |
. []5cale to fit paper

5. The Backpack Capture printer [ ]Frame slides
sends the page(s) you printed R
]EicIJeBackpack as a single note x| [ cone

Note: If Backpack is not currently running, the file will be stored in a buffer. The next time you
open Backpack, the print capture process will continue.
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When the document has been captured, a message will appear, similar to the following:

i) Captured Document

Backpack has captured the printed document ‘Microsoft
PowerPoint - Summer vacation.ant' and placed it in the ™My
Motes' folder, Click here to manage printed documents,

To close this message, click the "X" in the upper right hand corner of the bubble.
OR

If you wish to manage the captured document at this time, click on the message text. The
Manage Printed Documents window will appear, displaying a list of all documents you
have captured but not yet managed.

Manage Printed Documents

& Move... [# Rename B Delete  [2] Open [l OpenFolder  [2] Preview...

Document Folder

licrosa owerHo =T Y ¥ 0

3

< | *

From this window, you may

= Move the document - When you click Move, the Browse for Folder dialog will open.
You may select the desired folder from the list, or create a new folder. After you move
the document, the new location will be displayed in the Manage Printed Documents
"Folder" list.

» Rename the document — When you click Rename, the document title will become
editable. You may enter a new name for the document.

= Delete the document - When you click Delete, a dialog will appear asking you to
confirm the deletion. (Note: If you select the option to "Always delete without asking," the
confirmation dialog will not appear. You may reactivate this option through the Edit |
Options menu.)

= Open the document — When you click Open, the document is opened in the Backpack
window.

= Open the Backpack folder where the document is stored - Selecting this option
displays the folder where this item is stored in the Backpack window.

= Preview the document - When you click Preview, a small preview window appears,
displaying the first page of the captured document.
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8. If you do not wish to make any changes at this time, you may click on the Do this later
button. The next time you open this window, these items will still be in the list.

9. When you are finished working with the document(s) in the list (or if you are satisfied with
the current settings and do not plan to make any changes), click Done. The Manage
Captured Documents window will close. The next time it is opened, these documents will not

be displayed.

You can open this window at any time by right-clicking the Backpack icon in your computer's
system tray, and selecting Manage Captured Documents from the popup menu that appeatrs.

Since annotatable documents are images of the original, you can write on them and search
them, but you cannot edit them. It may help to think of it as making your comments on a
transparent layer above the original content of the note.

For example, you
can make typed or
digital ink
comments on the
note, add graphics
to the note, add or
delete pages, etc.,
but you cannot
actually change the
text of the note, or
delete any graphics
it may contain.

See Working with
Notes for
information on how
to modify and
annotate Notes in
Backpack.

& Blackboard Backpack - Summer vacation |Z”E”z‘

File Edit Wiew Insert Format Download Help
Q.0 .G m
Back o Home | What's New My Notes

My Notes | ing 101 | Financial g

H dese [ALZ2-2- -G |9 = s BB E ML U

| o m-

Add note To slide -
this phote was taken

- while hiking at Cedar
= | Breaks National
onument, Utah

might also want to
add some other
information about
the location from
the brochures T
brought home from
the trip.

1 /2 /3 f4 [5 /6 f7 /8 /9 /10 (11 f12
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Search Your Content

You may search for content across all parts of Backpack, whether the data was downloaded
from Blackboard and subsequently captured, copied and pasted from another application,
printed through the Backpack Capture printer, imported using the Import feature, or entered as a
typed or handwritten note.

Note: To search documents downloaded from Blackboard (Word documents, PowerPoint
presentations, PDFs, etc.) your will need to “capture” them first using the Backpack
Capture printer. HTML and web Blackboard content can be searched without first being
captured.

115



Blackboard Backpack 3.0 User Manual

Searching Backpack

Backpack’s Search feature allows you to search for information in your text and digital ink
Notes, Tasks, and Appointments. If you have entered information with digital ink on a Tablet PC,
but have not yet converted the ink to text, you Backpack Search evaluates the digital ink as if it
were typed text.

1. Enter the term or phrase you wish to search for in the Backpack toolbar Search field.

final exam IQ}M - _f)? '

Note: A multi-word query works like a Boolean “and” search, meaning that all words must be
found in the object for it to become a search result. This is the only operator supported in
Backpack.

2. Click the Search button , or choose View | Search from the menu bar.

The Search For: screen appears, displaying the results of the search.

MyNDIEﬁ clogy 10 nancial Accounting arketing 0 Mew Lar Research \j‘ac:atimF“Jarls ob Aunting
Search for:
ﬁckl}:alh('l k
dCKpac Eﬁnal exam Il Search ]
Final Exam
Final Exam__.
Appointment - View Day
FIMAL EXAM
FINAL EXAM...
Appointment - View Day
FINAL EXAM - COMPREHENSIVE
FINAL EXAM - COMPREHENSIVE 1.30 PM to 3.30 PM, 0224, Union Hall...
Appointment - View Day
Search complete: 3 documents found.

You may review the results by clicking on the links provided.

116



Chapter 9: Search Your Content

Using the Search Tools

To make the Search function even more efficient,
the Search menu provides you access to additional
functionality.

Search

Qceanography
The Search Menu Spanish 215
Clicking the down arrow next to the Search button € Biology 101 Q
displays the Search menu.

Vacation Plans

This menu allows you to: Job Hunting

= Search for the currently indicated search term. Accounting 115

= Restrict your search to a specific Tab, or to
the My Notes folder.

= Clear the Search field, so that you may enter a
new search term (you may also do this by
selecting the current search term and pressing
the Delete key on your keyboard).

= Clear the Search History. The Search History dropdown
(attached to the Search field) maintains a list of the last 10
items you searched for. Selecting Clear Search History
allows you to clear this list.

Search

Oceanography
Spanish 215
Biology 101
Vacation Plans
Job Hunting
Accounting 115

My Motes

Clear Search

Clear Search History
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The Search Highlighter

The Search Highlighter button, which is to the right of the Search button,
highlights the search term in a document that was found as the result of a
search.

You may use the Search Highlighter when viewing any document that you selected from the
Search Results list. Simply click the button to apply the highlighter to the document.

& Blackboard Backpack - Biology 101 - Lecture Manuals
File Edit View Insert Format Download Help

Q-9 -fHl m

B
Back  Forward  Home ‘what’sﬂew My
ly Notes | Ocea 5

Biclogy 101

.
- Announcemerts INTRODUCTION TO THE CELL, FOLLOWING LECTURES WILL COVER EACH
& Staff Information PART IN GREATER DETAIL.
- {Z] Course Infomation
= vlj Course Documents LEARNING OBJECTIVES
: gl 1. Defend the statement "The cell is the basic unit of lif2."
{z] Microscopic images 2. Explain the importance of the microscope to the exploration of the cell. . . .
- -] Glossary of Tems and Dig 3. Be able to tell the difference between a light and an electron microscope. Without the hlghllghter,
B2 Assignments 4. Tell why colorful dyes are used to stain sections for observation with the light H i
5 Dotom Uinks sy it may be dlfflcuIF to
- ' Calendar 5. List the four points that comprise the cell theory. SpOt the search item in
i Tasks 6. Explain the importance of the plasma membrane to the survival of the cell.
-] My Notes 7. Describe the nucleus and the nucleolus. the document.
8. Give the function of the nucleus.
§ 9. Define the terms protoplasm and cytoplasm.

10. Mame the process in which light energy is converted to chemical energy and
give the name of the organelle in which it occurs.

11. Mame the process in which the chemical energy of a compound is converted
to energy more easily used by the cell and give the name of the organelle in
which this occurs.

12. Name the compound in which information is stored.

Blackboard Backpa Biolog e e Manua =
File Edit WView Insert Format Download Help
@-© .6| o N NN
Back  Forwa Home | What'sNew MyMNotes Capture NewMNote Cale
< - | B Notes | C Tioee ; ' “Job Hunting na 115
Done 2] Biology 101 we have of seeing the cell and theg/flo what we have found. THIS IS AN o
& Announcements INTRODUCTION TO THE CELL, FOLLDYVING LECTURES WILL COVER EACH
& Staff Information PART IN GREATER DETAIL.
i i{Z] Course Information
2] Course Documerts LEARNING OBJECTIVES
il Lociure Manuals 1. Defend the statement "Jhe cell is tHe bakic unit N life."
{Z] Microscopic Images 2. Explain the importangg of the micrgscopd to the egloration of the cell.
(2] Glossary of Tems and Dig 3. Be able to tell the difference betwedn a light and an &gctron microscope.
] Assignments 4. Tell why colorful dyés are used to gtain seftions for obgervation with the light
il Bdemal Links microscope.
{7 Calendar 5. List the four pojfits that compr\setr}] e cell theory.
i Tasks 6. Explain the igfportance of the plasfha membYane to the survNal of the cell.
-2 My Notes 7. Describe thf nucleus and the nuclgplus.
8. Give the fyfiction of the nucleus.
@ 9. Define the terms protoplasm and

10. Mamgfthe process in which lig

cytoplag)

5 converted to chemica) energy gnd

When the hlghllghter is give the name of the organelle in w 5

H H 1 =the process in which the chemica f 2 compound is converted
_applled, the search item ore easily used by the cell and di yme of the organelle in
is automatically hich s beeurs. Ml

12. Name the compound in which information is stored

h|ghl|ghtEd wherever it 13. What class of compounds is made using this information?
appears in the document. 14. Where does this synthesis take place?

15. Define the term endoplasmic reticulum (ER) and tell the difference between
rough and smooth ER.

16. Describe the Golgi apparatus and tell what it does.

17_ Describe the microtubules and the microfibrils and tell what they do

< . | 3 18. Define mitosis. cell division, chromesome, and gene.

b’
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To Begin a New Search

1. Enter a new term in the Backpack toolbar Search field and click the Search button.
OR
Enter a new search term in the Search field on the Search Results page and click Search.
OR

Backpack saves a list of the last 10 items you searched for. To repeat a prior Search, simply
select the item from the drop-down Search field list on the menu bar.

eaweed

seaweed
jellyfish

study guide
hurricane

Backpack will display the results of the new search.

File Edit View Insert Format Dminaﬂ H;#!

Q. O .% ‘ B 12 energy B
Back oo Home | WhatsNew MyMNotes
)
Search for:
Blackboard
BaCkpaCk @ H Search ]

156.5 - Ecosystems and Energy Transfer
15.5 - Ecosystems and Energy Transfer...
Oceanography/Chapter Materials/Chapter 15: Biological Productivity and Energy Transfer - Open Folder

Chapter 15: Biological Productivity and Energy Transfer

Chapter 15: Biological Productivity and Energy Transfer This chapter intreduces you to the concept of biological productivity as
aresult .

Oceanography/Chapter Materials - Open Folder

Objectives
earthquakes and volcanic eruptions release massive amounts of energy, and are constantly changing the face of our planet.

Plate tectonic...
Oceanography/Chapter Materials/Chapter 3: Global Plate Tectonics - Open Folder

Lecture 5: Exploring the world of the cell: The cell and its parts.
cytoplasm. 10. Name the process in which light energy is converted to chemical energy and give the name of the_..
Biology 101/Course Documents/Lecture Manuals - Open Faolder

science notes.doc
This makes the atom give off the extra energy that the proton gave it. It gives off this energy as._..

My Notes - Open Folder

Light dac
nucleus. When an atom receives a jolt of energy, it can become exited. pushing its electrons cannot stay long in...

My Motes - Open Folder 3
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Chapter 10

Managing Your
Backpack

Backpack Options allow you to tailor certain aspects of Backpack's functionality to your work
preferences.

To access the Options window:
1. From the menu, select Edit | Options
OR
From the Home page select the Options button.

o

s Cpltions
- ~F
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2.

The Options window will appear, with the General Tab displayed.

Options @

Gereral | Motes

| Show tesd on toolbar buttons
Show course tabs
Show status bar
[] Mutomatically close capture window when completed
Show document capture help
Show confirmation diglog for deletes

Update Blackboard course data every:

54 Hours |

QK ] [ Cancel

General Options

The options on this tab allow you to select your preferences from the list:

Show text on toolbar buttons

Show course tabs

Show status bar

Automatically close capture window when completed
Show document capture help

Show confirmation dialog for deletes

Update Blackboard course data [select interval] — You can set the interval to be as short as
every 30 minutes, or up to once a day. You can also select "Never," if you do not want
Backpack to automatically update Blackboard course data. (Be aware that if you select
"Never," you will need to manually update your course data on a regular basis in order to
remain current.)

Click to place a checkmark in the boxes you wish to activate, or to remove the checkmark from
features you do not wish to use at this time. You may change these settings at any time.
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Notes Options

The Notes Options tab lets you select the font, stationery, and magnification level you wish to

use for your notes.

1. To open the Note Options feature, choose Edit | Options from the menu bar.

2. Select the Notes tab.

| .éenelal_f Notes
Default Font
Tahoma
Fort...
Defautt Stationery Default Zoom
College Ruled E:’-‘\.ctual Size v'
OK l [ Cancel

Default Font options

Click the Font button to select your preferred default font for typed notes.

Default Stationery options

The currently selected default stationery (background) is
listed in this field. If you wish to select a different default
stationery for your Notes, select the Change button. This
opens the Default Note Stationery dialog, from which
you may select the type of stationery you wish to use for
your Notes.

Default Zoom options

Select your default Zoom (magnification) preference for
your Backpack Notes, as well as for all other types of
notes in Backpack.

Available options are:

» Actual Size (default) = Fit to Width
» Fitto Page = Fit to Height

Default Note Stationery @
Stationeries: Sample:

Blark |
- Namow Ruled
Standard Ruled
Wide Ruled
Small Grid
Grid

L4l | o ok ][ cancel
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Changing Your Storage Location

Backpack 3.0 allows you to decide where you want to store your files. By default, Backpack
stores your downloaded course data and Backpack Notes on your computer's C: drive.
However, if you want to store those files in a different location on your computer, in a network
folder, or even on a Flash drive (or other removable storage device), you may.

To change your storage location:

1. From the Backpack menu, select File | Configure Storage.

The Configure Storage dialog will appear:

& Configure Storage

") Default Storage

{3 Portable Drive (USE drive, SD card, etc )

(%) Specffic Path {Metwork or other path)
._DE"-_.S-:I'!n:-!:_nlwark'[-.E!an::kpan::_k _stn:nlage

MOTE: This patiﬁ can include macros sucH as
LUSERMNAME:

Choose whers to store course data, user notes, and user settings.

Browse...

Lpply to all users [ 0K

] [ Cancel

]

2. The Default Storage location is automatically selected. If you wish to change it, select the

type of storage you wish to use.

» If you select Portable Drive option, your Backpack files will be stored on a Flash drive
(or other portable storage device), and not on the computer itself. You will need to have
the Flash drive connected to the computer in order to access your Backpack files.

= If you select the Specific Path option, you may choose to save your Backpack files to a
different location on your computer, or to a location on a network computer to which you
have access. You must enter the complete path to the new storage location.
Alternatively, you may click the Browse button to find the new storage location and the
path will be automatically be entered in the appropriate field.

3. Select whether you want this change to apply to all users. If you are working on a

computer that is shared by multiple Backpack users, you should uncheck this option. This
allows each user to define their own, unigue storage locations, and prevents files from

multiple users becoming mixed.

4. When you have made your selections, click OK to accept them. A message will appear,
indicating that you must restart Backpack for your changes to take effect. You may wish to
do that at this time. If not, your change will become effective the next time you launch

Backpack.

Note: You may restore the storage location to the default at any time by selecting the Default

Storage option from the Configure Storage dialog.
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Password-Protecting Your Files

By default, no password is required for you to access your Backpack files. However, if you are
using a shared computer, or store your Backpack files on a Flash drive or a network drive, you
may wish to password-protect your files.

Creating a Password
1. From the Backpack menu, select File | Change Drive Password.

The Change Drive Password dialog will appear:

& Change Drive Password

|Uze this form to change the password for "0:*Schoolwona\Backpack storage’.
Creating a password prevents others from accessing your Blackboard account
if they get access to this drive.

Mew password:

Corfim new password:

ok || cancal |

Enter your New password in the first field.
Enter the password a second time in the Confirm new password field.
Click OK to apply the password to your Backpack files.

a M DN

The next time you launch Backpack, you will be required to enter your password.

B Enter Password

Flease enterthe password for "D:Schoolwork\Backpack storage”:

Note: Be sure to select a password that you will be able to remember, but which will be difficult
for others to guess. If you forget your password, there is no means of recovering it, or of
accessing your Backpack files. You will have to recreate your data.
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Changing Your Password
1. From the Backpack menu, select File | Change Drive Password.

The Change Drive Password dialog will appear:

& Change Drive Password

Iz this form to change the password for ‘TS choolwond Backpack storage’.
Creating a password prevents others from accessing yvour Blackboard account
if they get access to this drive.

Existing password:

Mew password:

Confirm new password:

[ Clear passwaord [ ] H Cancel ]

Enter your Existing password in the first field.

Enter your New password in the second field

Enter the new password a second time in the Confirm new password field.
Click OK to apply the new password to your Backpack files.

I

The next time you launch Backpack, you will be required to enter your new password.

Note: Be sure to select a password that you will be able to remember, but which will be difficult
for others to guess. If you forget your password, there is no means of recovering it, or of
accessing your Backpack files. You will have to recreate your data.

126



Chapter 10: Managing Your Backpack

Clearing Your Password
1. From the Backpack menu, select File | Change Drive Password.
The Change Drive Password dialog will appear:

& Change Drive Password

Use this form to change the password for ‘T *5choolwonkd Backpack storage”.
Creating a password preverts others from accessing your Blackboard account
if they get access to this drive.

Existing password:

Mew password:
| |
|

Confirm new password:

— —
I_Dear passwoard 3

2. Enter your Existing password in the first field.
3. Click Clear password to remove the password.

4. The next time you launch Backpack, you will not be required to enter your new password.
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Support Information

Backpack Updates

To manually check to see if there is a new update to Backpack, select Help | Check for
Updates. Backpack will check with the update server to see if there is a new version. If there is,
you will have an option to install the latest update.

You can also select Help | Enable Automatic Updates. With Automatic Updates enabled,
whenever there is a new release of Backpack available, you will be notified when you launch
Backpack. Backpack will automatically check the Blackboard Backpack update server to see if
there is a new release (when you are connected to the network). You will be given the option to
install the new update at that time, or you can wait until a later time.

Technical Support Options

If you encounter any problem with your copy of Backpack, the following resources are available
to you:

Online Support

From the Backpack menu, select Help | Support. This will connect you to the Backpack online
support forum.

Email Support
Email support is available at Backpack@agilix.com.

Submit Feedback

To submit a problem or feedback to Blackboard, from the Backpack menu, select Help |
Feedback. This will connect you to an online form where you may submit questions/comments
about any problems you are experiencing, or feedback/suggestions for future versions of
Backpack.
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Online Manual

If you would like a PDF copy of the Backpack User Manual, select Help | User Manual. Your
default browser will launch the online manual in the standard PDF browser window. At that
point, you can save the PDF to your PC for offline viewing.

Online Tutorials

Blackboard provides online tutorials for Backpack on the Backpack website. Select Help |
Tutorials from the Backpack menu to view one or more of the Backpack online tutorials through
your default browser.

Websites
For more information about Backpack please visit our website at: http://backpack.blackboard.com/

Download. Drgamze. Personalize.
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Appendix A: Upgrading
from Previous Versions
of Backpack

Upgrading from Backpack 2.5 to Backpack 3.0

Upgrading from Backpack 2.5 to Backpack 3.0 is very straightforward. The data formats are the
same. All of your Backpack 2.5 data will be readable in Backpack 3.0. You can proceed without
any concern for your data.

Simply install Backpack 3.0. The upgrade will occur automatically.
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Upgrading from Backpack 2.0 to Backpack 3.0

If you are upgrading from Backpack 2.0, there are a few things you should know before
performing the upgrade:

» Because Backpack 3.0 stores data differently than Backpack 2.0, only "Note" data is
migrated. This includes course documents downloaded from the Blackboard server, native
files stored in tabs/folders, "captured” documents created with the Backpack Capture
Printer, and Notes created within Backpack.

= Calendar items, Tasks, and Contacts are not migrated. Any notes associated with these
items will also be lost.

= Data is migrated into Backpack 3.0 as Personal Course content (see Personal Course

Tabs for more information). The top level tab will be used as the course name. All folder
hierarchy within the tab will be preserved.

= Course Notes from Backpack 2.0 are added to the My Notes folder for each Personal
Course in Backpack 3.0.

= Notes stored in the Backpack 2.0 "Notes" folder will be added to the Backpack 3.0 "My
Notes" folder.

IMPORTANT: If you are currently in the middle of a semester, it is strongly recommended
that you wait until the current semester is complete before upgrading. The
migration process is unable to maintain your Blackboard synchronization status
or connection to the Blackboard server. As a result, it would be necessary to
redefine your connection, which will result in duplication of course data.
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To Upgrade from Backpack 2.0

The Backpack Data Migration Utility is included in the Backpack Upgrade, and works as a
plug-in inside Backpack 2.0.

Note: If you have questions or problems using the Data Migration Utility, visit the Backpack
Customer Support website at http://backpack.blackboard.com/Support.aspx

1. Close Backpack 2.0.

2. Install the Data Migration Utility, following the instructions shown on screen.

i Backpack 2.0 Data Migration Utility A=

Welcome to the Backpack 2.0 Data Migration g
Utility Setup Wizard

The inztaller will add the Backpack 2.0 Data Migration Utility required to miarate wour existing course
and nate data for uze with Backpack 2.5.

i Backpack 2.0 Data Migration Utility

Installing Backpack 2.0 Data Migration
Utility

WARMING: This computer prg  Backpack 2.0 Data Migration Utility iz being installed.
Unauthorized duplication or di
or criminal penaltiez, and will B

Please wait...

i Backpack 2.0 Data Migration Utility

Installation Complete

Backpack 2.0 Data Migration Utility has been succeszsfully installed.

Click. "Close" to exit.

Fleasze use Windows Update to check far any critical updates ta the \MET Framewark.

X
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3. Restart Backpack 2.0.

A dialog will appear, informing you that an upgrade is available. Click Yes to launch the
Data Migration Wizard and prepare your Notes for migration to Backpack 3.0.

Migrate Data to Backpack 2.5 [E|

¥p y Thereis a newer version of Backpack available, To use your notes in the new version you must run this migration
\_-/ wizard.

{fou may run this wizard at a later time by choosing File. .Impart and Expart.)

Do you want to run the wizard now?

[ Yes l[ Mo H Cancel ]

4. The Data Migration Wizard will launch. Click Finish to complete the migration process

Import and Export

Description

Backpack 2.0 Data Migration Wizard

This wizard migrates vour notes for use with Backpack 2.5

Your Backpack 2.0 courses and notes display as folders and
notes in the My Notes section of Backpack 2.5,

< Back H Finish ] [ Cancel
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A status window will display, so that you may watch the progress of the migration.
Depending on the number of Notes files being migrated, this may take several minutes.

<« Export Progress

0 of 1 jobs have completed.

& S CLLLTIITIITIITIITTD 1

Export Database - Export: 112 of 193

([0 0 - - | <= Details

Job Name Status | Altered| Done | Errors
Syneing 199 112 0

Export Complete @

\ 1_ J Successfully exported 199 item(s).

5. When the migration is complete, a dialog will appear indicating the completed status. Click
OK to continue.

Close Backpack 2.0.

You may now proceed with the
Backpack 3.0 installation.

& Blackboard Backpack - Marketing 101 - My Notes

When you launch Backpack File  Edit View Insert Format Download Help

3.0, you will find your migrated | . . & Bb [ A

documents in the My Notes Back 3 Home | What's New My Notes

folders of the Personal Course | My lotes [ Marketing 101 | Financial Accounting

Tabs corresponding to each < Makeia 101 (ol Mew Folder [ New Mote EL
upper-level Course Tab f E ga'ek”daf -

; ; ie[] Tasks et P
heading migrated fom - jie i
BaCkpaCk 2.0. -] Announcemerts [= course Dncuments.larrt

| g signmnts o D Marketing trends - 15330s ant
|
42l Course Infomation
2] Dowrloaded Extemal Links
2] Edtemal Links
421 Leaming Unis
{2 MKTG hNotes
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Appendix B: Backpack
3.0 Installation and
Activation

Backpack Installation

1. Click the Download Backpack button from the Download Blackboard link from the
Backpack website. (An active Internet connection is required.)

= Fill out the registration form and click Download.
= You will need to click Run, then Open on two screens that will be displayed.

Note: If you are installing Backpack 3.0 on a Tablet PC, the Microsoft.Ink.dll CLR2.0
Update Patch is required. If the patch is not detected during Backpack installation,
you will be directed to a Microsoft website to download and install the patch. This will
require an active Internet connection. Please follow the instructions provided on-
screen.

If you are running virus protection software on your system, you may need to grant
permission, or give authorization for the script to run. This is a normal procedure, and
should not be cause for concern.
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2. Backpack 3.0 requires the Microsoft .NET 2.0 Framework be installed on your system (see
Backpack System Requirements). During the installation process, Backpack will verify that
the .NET 2.0 Framework is installed. If it is not present, the InstallShield Wizard will connect
to the Internet to download the necessary files from a secure website. Please follow the
instructions displayed on screen to install the .NET 2.0 Framework.

Note: You will require an active Internet connection to download and install the .NET 2.0
Framework. Depending on your connection speed, this may take several minutes.

Once Framework installation is complete, the Backpack installation will continue.

The InstallShield Wizard screen appears.

i# Blackboard Backpack 3.0 - InstallShield Wizard

Welcome to the InstallShield Wizard for
Blackboard Backpack 3.0

The InstallShield(R) Wizard will install Blackboard Backpack 3.0
on your computer, To continue, dick Mext.

WARNING: This program is protected by copyright law and
international treaties.

"-_.-

Bébkak

Mext = l [ Cancel

3. Click Next.
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The License Agreement appears.

i Blackboard Backpack 3.0 - InstallShield Wizard

License Agreement

Please read the following license agreement carefully,

END USER LICENSE AGREEMENT FOR BLACKBOARD
BACKPACK™ SOFTWARE

IMPORTANT--PLEASE READ CAREFULLY. This End User License
Agreement (the "EULA") is a legal agreement between Blackboard Inc., a
Delaware corporation ("Blackboard") and “You,” the recipient of a copy of
the Blackboard Backpack™! software product (the "Software Product™),
which product includes computer software, and may include printed

) materials. and electronic or "online" documentation and’or related items

(231 accept the terms in the license agreement )}
OI do not accept the terms in the license agreeme\

W

’ < Badk ( ][ Mext = l D Cancel ]
N Z

TS S———

4. Click the radio button labeled | accept the terms in the license agreement to select it, and
then click Next to continue.

Note:

If you do not accept the terms of the license agreement, the installation will
terminate.
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The Customer Information screen appears.

i Blackboard Backpack 3.0 - InstallShield Wizard

Customer Information

Please enter your information.

User Mame:
|Jane Student

Organization:
@) |state University

Install this application for:
(") Anyone who uses this computer (all users)

(%) Only for me (Jane Student)

< Back ][ Mext = l [ Cancel

Enter your name and organization (such as your school name).

Select the application sharing:

= Anyone who uses this computer — this setting allows anyone with access to this
computer to also have access to this copy of Backpack.

= Only for me — this setting prevents others who might be using this computer, but who
are not logged in using your account, from accessing your Backpack files.

7. Click Next.
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The Setup Type screen appears.

i Blackboard Backpack 3.0 - InstallShield Wizard

Setup Type
Choose the setup type that best suits your needs.

Please select 5 setup type.

(%) Complete

All program features will be installed. (Requires the most disk
space.)

Choose which program features you want installed and where they
will be installed. Recommended for advanced users,

i Blackboard Backpack 3.0 - InstallShield Wizard

Custom Setup

Select the program features you want installed.

Click on an icon in the list below to change how a feature is installed.

( BB |rroaram Fies | Feature Description
B Lt =1 [
OR) - |

BB L i e e i DL J.Loard
=) This feature will be installed on local hard drive.

=J8 This feature, and all subfeatures, will be installed on local hard drive.
=) This feature wil be installed when reguired.

¥ This feature will not be available.

Install to:
C:\Program Files'\Blackboard \Backpack 3.0
’ Help ] [ Space ] ’ < Back ][ Mext = l [ Cancel ]

To accept the default settings, select Complete and click Next.

OR if you wish to customize your installation, select Custom, and click Next.

From the Custom Setup screen, you may choose to install the program files and,
optionally, all subfeatures, to a local hard drive at this time, or at a later time, when
required. (All necessary program files are selected for you by default.)

You may also change the location where the files will be installed by clicking the Change
button and navigated to the desired destination folder.

Make your selection(s) and click Next to continue.
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The Ready to Install screen appears.

i Blackboard Backpack 3.0 - InstallShield Wizard

Ready to Install the Program
The wizard is ready to begin installation.

Cg) Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

i Blackboard Backpack 3.0 - InstallShield Wizard

Installing Blackboard Backpack 3.0
The program features you selected are being installed.

This may take several minutes,

Status:

Please wait while the InstallShield Wizard installs Blackboard Backpack 3.0.

[-uuuuuuunnnnnuuuuuuuuuuuuuuuu

!

ééiakpc

i% Blackboard Backpack 3.0 - InstallShield Wizard

InstaliShield Wizard Completed

The Installshield Wizard has successfully installed Blackboard
Backpack 3.0. Click Finish to exit the wizard.

GG

10. Click Install.

During installation, a screen appears showing the progress of the installation.
11. When installation is complete, the InstallShield Wizard Completed screen appears. Click

Finish.

InstallShield will close and a Backpack icon will appear on your desktop. E%b
Bladkboard
Backpack 3.0
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Activating a Backpack License - Standard Process

1. Ifyou are using a Trial Version of Backpack, each time you open Backpack you have the
option to continue using the Trial Version or to Activate the License.

& Trial

OF gan.Z2298
A @I‘s‘ar}ﬁ LZe.
) S5 |} e
%Eﬁﬁkpaek E

Tou have 1 days left in wour trial. Click ‘Activate License' to purchase,
validate, or activate a licenze. Click 'Continue' to continue the tnal.

Activate
Licenze

H Continue ‘

= Clicking Continue will launch Backpack on a trial basis.

» To activate your Backpack License, click Activate License. (Note: Activation requires an
active Internet connection.)
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2. The Backpack Activation screen will appear. Enter your Activation Key in the fields
provided, and click Activate.

Note: If you don't have an activation key, you can click the Buy One Now button to purchase

one, or visit http://backpack.blackboard.com to purchase one.

Some colleges and universities may have purchased a software license for you. If this is
the case, an activation key will be provided to you by your institution. See Activating a
Backpack License - Institutional Process for additional information about this type of
activation.

3. If the activation is successful, the Software Activated screen will appear. Click the Start
using Backpack button to continue. You will not see the Trial Version dialog on startup
after this.

License Backback

Enter your activation key below:

L Sotftware Acizwatea$ |

Start using Backpack! ]
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If there is a problem activating your Backpack license, you will receive an error message, similar
to that shown in this illustration. Verify that you have entered your Activation Key correctly and

click the Activate button again.

If you receive an activation error
with specific instructions, please
follow the steps or instructions
provided. If the error persists,
please visit the Backpack
Customer Support website at
http://backpack.blackboard.com/Sup
port.aspx or send an email to
support@agilix.com.

Note: You can only install
Backpack on a maximum
of two computers.

License Backback E@_@

Enter your activation key below:

UAGLES - | FETALS - | 2YFBZ9 - | X¥RFUZ

Activation Error: There was a problem activating your Blackboard Backpack license.

Buy Cine Mo, ..
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Activating a Backpack License - Institutional Process

Ins

ome instances, your college or university may have purchased a group of licenses for

student use. These licenses may be activated using either of the following methods:

Aut
1.

Your institution will provide you with a Activation Key, which you must enter into the
Backpack Activation screen manually.

Your license will be activated automatically during your first synchronization, as described
below.

omatic License Activation

From the opening splash screen, click the Continue button to launch the Trial Version of
Backpack.

Configure Backpack to connect to your Blackboard Server. (See Your First Download for
details.)

Upon successful authentication to the Blackboard Server, your license will be activated
automatically.

= |f successful: You will not see the Trial Version dialog the next time you launch
Backpack.

= If unsuccessful: The Trial Version dialog will continue to appear.

Note: If you think you have an institutional license that is supposed to be activated
automatically, but which continually fails to do so, please contact your campus
Blackboard Help Desk.

Download. Drgamze. Personalize.

146



Appendix C

Appendix C: License
Agreement

END USER LICENSE AGREEMENT FOR BLACKBOARD BACKPACK™ SOFTWARE

IMPORTANT — PLEASE READ CAREFULLY. This End User License Agreement (the "EULA") is a legal
agreement between Blackboard Inc., a Delaware corporation ("Blackboard") and “You,” the recipient
of a copy of the Backpack™ software product (the "Software Product”), which product includes
computer software, and may include printed materials, and electronic or "online" documentation
and/or related items (collectively, the "Software Product™). By downloading, installing, copying, or
otherwise using the Software Product, You agree to be bound by the terms and conditions of this
EULA. If You do not agree to all of the provisions of this EULA, do not install or copy or otherwise use
the Software Product. IF YOU ARE UNDER THE AGE OF EIGHTEEN (18), PLEASE HAVE A PARENT OR
GUARDIAN READ THE ENTIRE EULA PRIOR TO INSTALLING OR COPYING OR OTHERWISE USING THE
SOFTWARE PRODUCT.

1. LICENSE GRANT. Blackboard hereby grants You a non-exclusive, nontransferable,
nonsublicensable license to use the Software Product solely in accordance with the terms and subject
to the conditions of this EULA. The Software Product incorporates various intellectual property rights,
that may, include, without limitation, copyrights, trademarks, patents, trade secrets and other
proprietary rights (collectively, the "Intellectual Property Rights™). While You have been provided with
a copy of the Software Product, Blackboard and its licensors retain all rights, title and interests in and
to the Software Product and all Intellectual Property Rights embodied therein.

2. RIGHTS AND RESTRICTIONS. The Software Product is protected by U.S. and international
copyright laws and international copyright treaties, as well as by other intellectual property laws and
treaties. The Software Product is licensed (and not sold) to You, and any and all rights not expressly
granted to You herein are reserved by Blackboard and its licensors. This license does not grant you
any rights to trademarks of Blackboard and You shall not remove, alter or obscure any product
identification, trademark or other notices or legends contained in or on the Software Product.

3. INSTALLATION. Subject to your compliance with the terms and conditions of this EULA, You may
install and use one copy of the Software Product on your personal computer, and, if You also own a
separate, portable computer, a second copy of the Software Product may be installed and used on
such portable computer for your exclusive use. Except as expressly set forth in the user guide or other
documentation for this Software Product, the Software Product and/or license keys that You are
entitled to create or use hereunder may not be shared or otherwise used simultaneously on more than
one computer.
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4. REVERSE ENGINEERING. You shall not, nor permit anyone else to, directly or indirectly, adapt or
otherwise modify, create any derivative work, or decompile, disassemble, reverse engineer, or
otherwise attempt to derive any source code from, the Software Product (or any portion thereof).

5. RENTAL. You do not have the right to publicly demonstrate, rent, lease, loan, resell, use for time
sharing or service bureau purposes, or sublicense the Software Product (or any portion thereof), or to
otherwise provide any third party with access to and the opportunity to use or exploit the Software
Product.

6. SUPPORT SERVICES. Blackboard may, at its sole discretion, provide You with support services
relating to the Software Product (collectively, "Support Services™). Your use of any such Support
Services shall be subject to Blackboard's applicable policies and programs described in the End User
Guide for the Software Product, in "online" documentation (if any), and/or in other such materials
published by Blackboard. Any supplemental computer software (if any) provided by Blackboard as part
of its Support Services shall be considered part of the Software Product for all intents and purposes
and shall be governed by the provisions of this EULA.

7. UPGRADES. Blackboard may from time to time, at its sole discretion, make an upgrade or other
such revised version of the Software Product (an "Upgrade") available and notify You of the applicable
terms and conditions for receiving any such Upgrade, which may require You to return certain
components of the Software Product prior to receiving the subject Upgrade. After installing the
Upgrade, you may no longer use the original software that formed the basis for your upgrade
eligibility, except as part of the upgraded software.

8. COMPONENT PARTS. The Software Product is licensed for use as a single product, and the
component parts of the Software Product may not be separated for use in any other application(s) or
for use on more than one computer.

9. THIRD PARTY INTELLECTUAL PROPERTY. You acknowledge that the Software Product may utilize
software, trademarks and/or content made available to Blackboard by third parties (“Third Party IP”),
including, without limitation, registered and unregistered trademarks owned by Agilix Labs Inc.
(“Agilix Marks™). Pursuant to its agreements with these third parties, Blackboard hereby grants to You
a non-exclusive, nontransferable, nonsublicensable license to load and/or operate and use the Third
Party IP solely in connection with Your own use of the Software Product. To the extent that any
content is included or provided in the Third Party IP, such as Agilix Marks, the use of such content
may be subject to additional terms and restrictions that shall be described in the Documentation,
made available through the Software Product, or otherwise provided to You by Blackboard or Agilix
Labs, Inc. Agilix Labs, Inc. is an intended third party beneficiary of this EULA.

10. NON-ASSIGNMENT. You may not assign or otherwise transfer the copy of the Software Product
provided by You hereunder or any of your rights or obligations under this EULA.

11. TERMINATION. In the event that you fail to comply with the terms and conditions of this EULA, the
license granted hereunder will automatically terminate (with all other rights of both parties and all
other provisions of this EULA surviving any such termination). You will be required to return or
destroy, at Blackboard’s option, the Software Product in the event of termination of this EULA for any
reason.

12. NO WARRANTIES. THE SOFTWARE PRODUCT AND ANY UPGRADE THERETO IS/ARE PROVIDED TO
YOU ON AN "AS IS" BASIS, WITHOUT WARRANTY OF ANY KIND OR NATURE. BLACKBOARD AND ITS
LICENSORS MAKE, AND YOU RECEIVE, NO WARRANTIES OR CONDITIONS, EXPRESS, IMPLIED OR
STATUTORY, INCLUDING, WITHOUT LIMITATION, ANY IMPLIED WARRANTIES OF MERCHANTABILITY,
FITNESS FOR ANY PARTICULAR PURPOSE, OR NON-INFRINGEMENT OF ANY THIRD-PARTY RIGHTS,
AND THEIR EQUIVALENTS UNDER THE LAWS OF ANY JURISDICTION, REGARDING THE SOFTWARE
PRODUCT AND ANY UPGRADE THERETO. SOME JURISDICTIONS DO NOT ALLOW THE EXCLUSION OF
IMPLIED WARRANTIES OR LIMITATIONS ON APPLICABLE STATUTORY RIGHTS OF A CONSUMER, SO
THE ABOVE EXCLUSION AND LIMITATIONS MAY NOT APPLY TO YOU.

13. LIMITATION OF LIABILITY. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW,
BLACKBOARD AND ITS LICENSORS SHALL NOT BE LIABLE TO YOU OR ANY THIRD PARTY FOR ANY
INCIDENTAL, CONSEQUENTIAL, SPECIAL, PUNITIVE OR OTHER DAMAGES OF ANY KIND OR NATURE
ARISING OUT OF THE USE OF OR INABILITY TO USE THE SOFTWARE PRODUCT AND/OR ANY
UPGRADE THERETO, EVEN IF BLACKBOARD OR ITS LICENSORS HAVE BEEN ADVISED OF THE
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POSSIBILITY OF ANY SUCH DAMAGES, AND YOU HEREBY ASSUMES ALL RISK AS TO THE QUALITY,
PERFORMANCE, OPERATION OF AND/OR INABILITY TO OPERATE THE SOFTWARE PRODUCT AND/OR
ANY UPGRADE THERETO. IN NO EVENT SHALL BLACKBOARD'S OR ITS LICENSORS LIABILITY
HEREUNDER EXCEED THE PRICE WHICH YOU PAID FOR THE ITEM(S) WHICH IS/ARE THE SUBJECT OF
ANY CLAIMED LIABILITY. BLACKBOARD AND ITS LICENSORS MAXIMUM AND ENTIRE LIABILITY, IF
ANY, AND YOUR EXCLUSIVE REMEDY FOR ANY REASON INCLUDING ANY BREACH OF ANY PROVISION
OF THIS EULA BY BLACKBOARD SHALL BE, AT BLACKBOARD’S OPTION: (A) RETURN OF ANY AMOUNT
PAID UNDER THIS EULA; OR (B) REPAIR OR REPLACEMENT OF THE SOFTWARE PRODUCT. SOME
JURISDICTIONS DO NOT ALLOW THE LIMITATION OF LIABLITY, OR OF INCIDENTAL,
CONSEQUENTIAL, SPECIAL, PUNITIVE OR OTHER DAMAGES, SO THE ABOVE EXCLUSION AND
LIMITATIONS MAY NOT APPLY TO YOU.

14. U.S. GOVERNMENT RESTRICTED RIGHTS. The Software Product and all Upgrades (if any) thereto
are provided with restricted rights. Use, duplication, or disclosure by the U.S. Government is subject
to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer
Software clause at DFARS 252.227-7013 or subparagraphs (c)(1) and (2) of the Commercial
Computer Software-Restricted Rights at 48 CFR 52.227-19, as applicable.

15. EXPORT LIABILITY ASSURANCES. You agree and certify that the Software Product will not be
exported outside the United States except as authorized and permitted by the laws and regulations of
the United States. If the Software Product has been rightfully obtained by you outside the United
States, you agree that you will not re-export the Software Product except as permitted by the laws
and regulations of the United States and the laws and regulations of the jurisdiction in which you
obtained the Software Product.

16. GOVERNING LAW. This EULA shall be governed by and construed under the laws of the State of
New York, excluding that body of law related to choice of laws, and of the United States of America.

17. CONSENT TO USE DATA. You agree that Blackboard and/or its licensors may collect and use
technical information gathered as part of the Support Services provided to you, if any, related to the
Software Product. Blackboard may use this information or share it with third parties to improve our
products or provide customized services or technologies to you and will not disclose this information in
a form that personally identifies you.

18 ENTIRE AGREEMENT. This EULA constitutes the entire agreement and understanding of the parties
relating to the subject matter hereof. The headings of the Sections and subsections of this EULA are
for convenience of reference only and shall not be of any effect in construing the meanings of any
Section or provision hereof. If any provision of this EULA (or part thereof) is determined by a court of
competent jurisdiction to be void, invalid or otherwise unenforceable, such provision (or part thereof)
shall be deemed deleted from this EULA, while the remaining provisions of this EULA shall continue in
full force and effect. No failure or delay by either party in exercising any right, power or remedy under
this EULA shall operate as a waiver of any such right, power or remedy.

BY DOWNLOADING, INSTALLING, COPYING OR OTHERWISE USING THE SOFTWARE PRODUCT, YOU
ARE PROVIDING A SYMBOL OF YOUR LEGAL SIGNATURE AND ACKNOWLEDGING AND ACCEPTING ALL
OF THE PROVISIONS OF THIS EULA.

IF YOU ARE UNDER THE AGE OF EIGHTEEN (18), PLEASE HAVE A PARENT OR GUARDIAN READ THIS
ENTIRE EULA AND ACCEPT IT PRIOR TO INSTALLING OR COPYING OR OTHERWISE USING THE
SOFTWARE PRODUCT.
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