SUNWAY TES

Centre for
Accountancy Excellence

Sunway-TES
Learning Management System (LMS)

(User Guide)

This manual provides users with guidelines on how to access and
navigate the learning components in the Learning Management

System (LMS).

The interactive tools, activities and webinars are personalised to
facilitate active engagements and are structured to give a holistic

learning experience to the participants.

Besides this manual, users will need to refer to the Sunway-TES
Personalised I-Classrooms (SPIC) User Guide for instructions on

enrolment, payment and how to download the AR code reader.

Users can always contact the support team by emailing to:

techteam_stescae@sunway.edu.my

Sunway-TES wishes you a successful journey through the course.

VERSION 1.1
Update by: SunwayTES (Tech Team)
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What is eLearn

Sunway-TES’s Learning Management System (LMS) is hosted on Blackboard Learn. This system or platform

is called eLearn among the Sunway learners and will be used for your online learning needs. eLearn

provides a convenient one stop learning platform to interact and engage with other users.

Access to elLearn

1. Visit the website at https://elearn.sunway.edu.my/

2. Choose “Guest ID”.

D

Sunway |ID
Guest ID

SUNWAY EDUCATION GROUP

”

3. Enter the username and password and click “Sign In”.

Sign in with your eLearn Guest ID

Username

Password

Return to main page

SUNWAY EDUCATION GROUP

4. The default password is your ACCA ID.

5. Upon successful login, you will be directed to Recent Activity Stream.


https://elearn.sunway.edu.my/
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System Overview

A successful login will direct you to a landing page which by default is an Activity Stream page.

Blackboard

R, studentTES

@ Activity Stream
E Courses

"}f Organizations
Calendar

P<] Messages
E}, Grades

Dﬁ Tools

9

Sign Out

Legend:

22

22h

22h

22

Stream o

hours

ours

ours

hours

TOday Friday, May 22

N |
L

‘N |
R,

Filter

Show All v

&

2020

Mar - FINANCIAL ACCOUNTING AND REPORTING
8 students are falling behind, including 8 absent

Financial Reporting
203 students are falling behind, including 201 absent

Recent

Corporate and Business Law
Added: MALAYSIAN LEGAL SYSTEM [2]
Due Date: 6/14/20, 11:59 PM

Corporate and Business Law
New test

The foll st has been made available in Folder: MALAYSIAN LEGAL

Corporate and Business Law
Added: MALAYSIAN LEGAL SYSTEM [1]
Due Date: 6/14/20, 11:59 PM

Corporate and Business Law
New test

The foll st has been made available in Folder: MALAYSIAN LEGAL

¢ | Financial Reporting

L/ 200 students are falling behind, including 197 absent
T ' | Financial Reporting
e e A 199 students are falling behind, including 195 absent

Q Heading showing on which page you are now.
e Side Menu Bar listed all links to a dedicated page.
e Allow you to set properties for current page, e.g. notification.

Page help, clicking this button will navigate you to Blackboard help for the
current page
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Updating Personal Information

A profile enables you to define your personal identity to share with those in your academic network. After

you upload your image, it replaces the empty profile icon.

Blackboard

R Student TES View profile
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Side Menu

When you select any link from the list, you see a global view across all your courses. For example, “Grades”

shows your scores across all your courses, without having to navigate to each one.

Blackboard

R Student TES Make changes to your online personal identity.

See up-to-the-minute action for all your courses. You'll see course

Activity Stream . L . .
notices with important information.

Courses Navigate to past, present and future courses that you are enrolled.
Organizations Access the organizations you're a member of.

Calendar View course events and due dates for all your courses.

Messages View and send messages in all of your Ultra courses.

Grades Check your grades across all your courses.

Access global functions that are outside of a course such as portfolios or
the Content Collection.

Tools

Sign Out Logging out from the system.
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Activity Stream

This stream posts all the changes that have occurred since you last logged in, any upcoming events, and
other important messages from your institution. You can also be notified of assignments ready to be

graded, any responses from a discussion, and filter any content that you want to focus on in the stream.

Blackboard Recent

O By MA1-Management Information (Teaching)
S Added: MA1-PT1-APR2020-G6

R Student TES No due date

TAXATION

@ Activity Stream - &y
1o neeE Added: Study Guide : Chapter 24 (Open and Download it!)

Navigating a Course

elearn provides a central location for uploading course content, communicating with students, and

assessing student progress. To access the Course Home page, click the course as shown below:

Blackboard Courses

R Student TES é Courses from 2019

Activity Stream
@ Yy Click on any course that available / you are enrolled to

E Courses E H Q, search your courses Filter | All Courses »

AR organizations Assorted Dates

STESCAE_ACCA
ACCA FULL TIME Announcement Orig

Calendar

B 7 P
nal Lourse view

Multiple Instructors More info

P<] Messages
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The eLearn Course Home Page is the first page visible when the course is accessed. This page displays
information about new course content, announcements and due dates. The following modules will appear

in your course by default:

My Announcements To Do
maore announcements...
What's Past Due fesans
) All items (0)
What's New

. Actions What's Due

Select Date: 05/20/2020 o

~ Today (0)

) Tomorrow (0)
» This Week (0)

) Future (0)

My Announcements: This module displays the most recent course announcements.

What's New: This module displays recent activity such as new discussion board posts, new content
uploaded, etc.

To Do: This module shows students upcoming and missed due dates.

*Note: The due dates do not show to instructors.

PERFORMANCE
MANAGEMENT

HOME PAGE
CONTACTS

ANNOUNCEMENTS

COURSE OVERVIEW

Getting Started

INTERACTIVE TOOLS

Collaborate

Discussions . y "
Click the “Menu Expander” to

Webinar Recordings expand the Course Menu bar

COURSE CONTENT

Chapter 1

Chapter 2
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The Course Menu is the panel on the left side of the interface that contains links to all top-level course

areas (as shown below):

Financial Accounting

HOME PAGE
CONTACTS

ANNOUMNCEMENTS

COURSE OVERVIEW

GETTING STARTED

INTERACTIVE TOOLS
COLLABORATE

DISCUSSIONS

COURSE CONTENT
Study Guide

Chapter 1

TEST

GRADE CENTER

My Grades

BLACKBOARD eHELP

Help

Announcement

Course announcements are usually used for important reminders and notifications from your
instructor (e.g. due dates, changes in schedule, cancelled classes, etc.)

Contact
Use the contacts tool to view your lecturer’s profile.

10
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Course Overview — Getting Started

In this section, you will find information and resources that will assist you throughout the
semester including Course Information and Session Plan.

Getting Started

E Sunway-TES Learning Management System User Guide

ﬁ BB Collaborate Student Guide

D Session Plan

Interactive Tools

Collaborate

Collaborate is a web conferencing/webinar platform designed for use in online teaching.
Instructors create virtual classroom and online meeting spaces to share presentation material
and communicate with the students via synchronous audio, video and chat tools.

Join Session

1. Login to elearn.

2. Onthe side menu, click at “Courses” and find the course you enrolled in.
3. Click at the selected course. In this example; Strategic Business Leader.

Blackboard Courses

R Rashidah Abdul ... é Courses from 2019 Current Courses »

@ Activity Stream

1
E 1 y . I
E Courses B | Q sBL X | Filter | Al Courses v |
1

&f FrrEn s Assorted Dates Use filter function to filter a range of
B course based on criteria you define
Calendar SBL_PROTOTYPE
STRATEGIC BUSINESS LEADER Original Course View
Multiple Instructors | More info v
P<] Messages
____________________________________ .
B 1
E crades SBL i
1
Strategic Business Leader Original Course View :
m Tools Multiple instructors | More info v :

11
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4. From the course side menu, click at “Collaborate” and you will see the list of
available sessions. Click at the active session.

Blackboard Collaborate Ultra

Strategic Business Leader

® W OB

Blackboard Collaborate Ultra

i Strategic Business Leader - Course Room
i Unlocked (available)
a

Create Session Filter by = All Upcoming Sessions Q

Strategic Business
Leader

SBL Strategic Business @
Leader

Lectures Videos

SBL EDC Videos
Collaborate
Webinar Recordings
Content

SBL Ms Kiran G11 21 May 2020 H
5/22/20, 1:00 PM - 5/22/20, 4:00 PM (in progress) :

Groups Active Session

Tools
o0 SBL Ms Kiran G11 22 May 2020
Help 5/22/20, 1:00 PM - 5/22/20, 4:00 PM (in progress)

ANNOUNCEMENTS &

5. Click the “Join Session” button to start attending the online class.

Filter and Search for Session

You can filter the list of sessions that appear by all upcoming sessions, all previous
sessions, and sessions in a date range. Use the filter to help you find the session you are

looking for.

Filter by | All Upcoming Sessions Q

Search

/Al Upcoming Sessions

All Previous Sessions

Sessions In Range

Collaborate Functions

In real time video conferencing, Collaborate let you share content and interact among
attendees which consists Moderators and Participants.
Things you can do during video conferencing includes:

e View the Whiteboard.

e View an Application on another user's desktop.

e Access to breakout rooms.

e Send and receive chat messages with the entire room.

e Listen to other speakers and speak to the room.

e Respond to polls.

12
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User Interface Tour in Blackboard Collaborate with the Ultra Experience

For participation purpose, you can select action from the buttons from Session Menu at
the bottom of the screen where you will be able to set:
My Status and Setting: Change status to away, leave the session or give a feedback
Microphone: Toggle microphone to activate or mute
Webcam/Camera: Enable the webcam

Raise Hand: To gain attention or asking question

=, TohVoon SiaFC s sharing an application. 12 Attendees

4 WuHuan €CCC_062018
Moderators (4)

2+ Sharin Sarif TES
+ TanBeesimFC
The range of cost levels reflects only the possible of the purchase prices of goods and services

& 2 TohvoonsSiaFC

Required: 2 Wang Sooi Fong Sunway TES

(2) Prepare. h, Centre for

- Participants (7)
the year ended 30 June 2013 for each of nine possible outcomes. {6 marks) e —

(b) State the client fee arto 30 June from the use of each 4 Hujun CCCC062018
af the following de ximax; (i) maximin; (i) minimax regret. & Huang Lin Vi CCCC_062018
Use the information from your answer to (s) a5 relevant and show any additional working

(6 marks) 1 Liao ing CCCC_062018
I 1 LiuBei CCCC_062018

1 Wang Wen Ting CCCC_062018

fing at the high, most likely and low levels
6and 0.3 respectively. 1 Zhaojian Le CCCC_062018

2 zhong Yu CCCC_062018

Inactive

Smart Tips for Best Online Experience
e Use a hard-wired (Ethernet) connection, if available. If not available, use a Wi-Fi
connection. If using Wi-Fi, try to be as close to the router as possible. If use mobile
hotspot, try place mobile at strong signal strength area.
e Close other programs. Close all programs and streaming services on your computer
except for the browser you are using for your Collaborate session.

e Keep your browser current. Only use up-to-date Internet browsers that are

supported by Blackboard Collaborate. Use Chrome & Firefox browsers for best

experience. Internet Explorer browser NOT supported.
e Limitvideo use. Turn on webcam/Use video during the session only when necessary.

e Use supported mobile browsers. If on a mobile device, use a supported mobile

browser. For the best experience, use Safari on iOS devices and Chrome on Android

devices.

e Use headphones. Cut down on the background noise and use headphones.

13
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How to Access Webinar Recordings

1. Login to elLearn.
2. Onthe side menu, click at “Courses” and find the course you enrolled in.
3. Click at the selected course. In this example; Strategic Business Leader.

Blackboard Courses

rQ\ Rashidah Abdul .. e Courses from 2019 Current Courses

@ Activity Stream

[}
1

[l courses Em 1| Q sBL X | Filter alc
] i

’}f‘ Organizations Assorted Dates Use filter function to filter a range of
B ons course based on criteria you define

Calendar SBL_PROTOTYPE
STRATEGIC BUSINESS LEADER Original Course
Multiple Instructors | Moreinfo »
Messages
____________________________________ .
= e 1
[E} crades - ‘
]
Strategic Business Leader Origina ce Viey i
]
[% Tools Multiple instructors | More infa w !

4. From the course side menu, click at the link “Webinar Recordings” and you will see
the list of available videos.

i Webinar Recordings
Strategic Business

Leader

SBL Strategic Business
Leader

Build Content Assessments Tools Partner Content

Lectures Videos
SBL EDC Videos
Collaborate
Webinar Recordings
Content

Groups

Tools

Help

ANNOUNCEMENTS &

e Study Guide

. Folder

Depository containing structured and related materials.

External Link

Hyperlink to an external website.

5. Click at the title to start viewing the recording. The video will be open in a new tab.

14
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- O be
M Content x [ BbColaborste- SELMrGoh 61 X =+
C @ au-libbcollab.com/collab/ui/session/playback * B e® @
Apps facebo..  [M] TCPOF Bxamples  [BJ TCPDF - PHP classf.. @ tabSlideOut jQuery... »

The impact of culture o
organisational purposebstrategy

SUNWAY TES

[P B R ————_————— T

Please refer “BlackBoard Collaborate FAQ” for frequently asked questions on Blackboard

Collaborate.

15
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Discussion

The Discussion Board allows instructors and students to interact with each other within a
Course.

Below, you can see the entry page discussion board where each forum is processed into the following

view:

Discussion Board

Discussions are a good way to encourage students to think critically about your coursework and interact with each others’ ideas. You can create discussions around

Create Forum Search
Delete
FORUM DESCRIPTION TOTAL UNREAD UNREAD TOTAL
POSTS POSTS REPLIES PARTICIPA
TO ME
QRA ) ) 10 0 0 5
Session This session where you can post all your
- enquiries related to the topics. Your

Q & enquiries will be answered accordingly

within 1 Week.

Title Description/Instructions Statistics

Discussion title: Name of forum.

(Click this name if you want to participate in the particular discussion)

Description: Place for teacher’s instructions or questions, it may include introduction to the
topic.
Statistics: Continuously updated counter of total postings, unread postings and total

participants within the particular forum.

16
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Once you open a concrete discussion, you must decide whether you want to set up your own (new) thread

or react on some of existing threads. To do so, use respective buttons as displayed at the image below.

Forum: Q&A Session
Forums are made up of individual discussion threads that can be organized around o particular subject. A thread is o conversation within a forum that includes the
initial post and all replies to it. When you access a forum., a list of threads appears. More Help

Create Thread Subscribe —] Subscribe a forum Search Display
|

Start a thread

To view then reply/quote an existing thread

Thread Actions Collect Delete
UNREAD UNREAD REPLIES TOTAL
DATE THREAD AUTHOR STATUS
M - POSTS TO ME POSTS
7/18M1810:56 N i .
Iy Question 6 in Chapter 4 Pl student TES Published o e 5

Creating a completely new thread is pretty simple. You just need to type in the subject and text of your

message, eventually, you can attach a file to your message.

If you click on existing thread, you would get to a forum view (see below) with the very first message
highlighted and related responses. To post your reply, choose a message you want to comment and CLICK

the REPLY button.

Select: |all| [None Thread 3 of 3
IR L BITE Expand All Collapse All 5 post(s) in thisThread | O Unread | | 0 Unread Replies to Me
Student TES 20 minutes ago

Question 6 in Chapter 4

Can anyone share a calculation worksheet of Question6 in Chapter4, please ? What is the use of labour paid per hour?

m Quote Edit Delete Email Author

To REPLY/QUOTE existing comments from other
participants, EDIT or DELETE

17
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Course Content

Represents a space for sharing course related materials or learning resources between
instructor and students. There are many types of course content and students can easily
recognize it by the icon to the left of its name.

RN

ol

Folder

Item

Learning Module

Assignment

Test/Quiz

External Link

Depository containing structured and related materials.

General piece of content to which items (e.g. files) may be
attached.

Organized collections of contents that students move
through on a structures path similar to a slide show, they
can contain documents, assignments, links, quizzes,
surveys, etc.

Graded task based on a given number of points possible
(e.g. research paper, essay, case study, group project, etc.)

Online evaluation of student knowledge and skills, usually
with a limited time and based on a given number of points
possible.

Hyperlink to an external website.

18
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Students can access information through clicking any of these icons shown below:

Chapter 1
D Study Guide: Chapter 1 —— File
?ﬁ Chapter 1: Managing Information ——  Learning Module

1.1 Role of Information Systems

1.2 Costs and Benefits of Information Systems

1.3 Internet, Intranet, Wireless Technology and Networks

1.4 Principal Contreols in Generating and Distributing Internal Information
1.5 Procedure to Ensure the Security of Highly Confidential Information

Chapter 1: Summary

Chapter 1 Assessment — Assessment

Learning Module
Learning Module is a container for content that holds an organized collection of material presented

with a table of contents.

Table of contents shows the files uploaded and the file can be viewed in a sequential method.

19
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Downloading the Study Guide
A printable Study Guide is available for download for the course that you have enrolled.
Instructions:

i Login to eLearn then click “Courses” on the side menu bar.

ii. Select the course from list of courses available.

R Student TES é Courses from 2019

@ Activity Stream

E Courses E o Q fa X Filter | Al Courses

&f Organizations Assorted Dates

1910.ACCA_FA Global
Financial Accounting Original Course View

Calendar

Multiple Instructors More info

Messages

Grades 2006.5CKL.STES.FAR
Mar - FINANCIAL ACCOUNTING AND REPORTING Criginal Course View
Tools Multiple Instructors | More info »

Sign Out

iii. From “Course Content”, click on “Study Guide” then click the study guide link.

Financial Accounting Study Guide

Study Guide

Financial Accounting
HOME PAGE P -,

CONTACTS

i
A
E
o
-
&
<.
1=
3
Ay
=
=
=
o,
EN
>
(al
(a}
o
=
1=
=
5
¥a
—_
|-n
N
=
ho
=]
I~
1=

ANNOUNCEMENTS

'COURSE OVERVIEW

'GETTING STARTED

INTERACTIVE TOOLS

DISCUSSION

COLLABORATE

COURSE CONTENT

Study Guide

Chapter 1

Help

iv. Once the content loaded, you can download the document by clicking the download button

at the top of content container.

20
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Download button

ACCA-FA

FINANCIAL
ACCOUNTING

Sunway TES

STUDY GUIDE

Breadcrumb Navigation
Breadcrumb is a navigation aid that allows students to keep track of the location within a course. The

breadcrumb is located in the upper left corner. Students can return to previous menus simply by
clicking the corresponding portion of the breadcrumb. The current page is on the far right of the

breadcrumb.

For example: If you want to go back to main Chapter — Click on Chapter 1

Breadcrumb: Click any part of the page
hierarchy to access the page

Perfoermance Management Chapter 1 Chapter 1: Managing Information 1.1 Role of Information Systems
(C]
Table of Contents 1.1 Role of Information Systems
Performance
Management | O~ o
HOMEPAGE Build Content Assessments Tools

CONTALTS

21
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Tests and Assessments
Online courses, just as in traditional classes, have tests, quizzes and other assessments. Unless set up

otherwise by the instructor, assessments (test, quiz, etc.) can only be accessed one time, and must be

completed once opened. Because assessments are administered online, there are some technical

requirements and suggestions. To reduce the possibility of experience issues during an assessment,

do the following:

Assessment Recommendations

Do not use a wireless connection. Use a computer that is physically connected to a network with
a wire.

Wireless connections can time out or lose connectivity, which will lock up the assessment and
make it unavailable.

Do not use a mobile device. The test features may not be available on a mobile device, and mobile
devices may lose connectivity. Assessments should only be taken on a computer.

Only have one (1) browser window open. Multiple browser windows or sessions can cause error
or the browser to shut down unexpectedly.

Do not have any other programs open on the computer. Other programs may interfere or cause
problems with the assessment.

Do not close the browser window during the assessment. This will “close” the test and it will not
be accessible.

Do not leave the test page in Blackboard once the assessment has been started (e.g. attempting
to view course materials, another website, etc.). This could cause the assessment to crash or
malfunction, and students will become locked out of the test and unable to access it.

Once started, complete the assessment. Assessments, unless otherwise specified by the
instructor, can only be accessed once. If it is not completed during that time, it will not be
available.

Be aware of time constraints on the assessment. The instructor can set a time limit and the test
must be completed within the allotted time.

Click the “Submit” button when the assessment is complete. This will ensure that it is submitted.

22
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Completing an Assessment

1. Click on the title of the assessment to access it.
2. The first page provides the Instructions, indicates if it is a
a. Timed Test, Timer Setting - if the test will save and submit when the time expires, and

b. Force Completion - if the test can be completed in multiple sitting or must be completed
at one time.

Click “Begin” to start. Click “Cancel” to return to the menu with no changes.

INSTRUCTIONS
D ipti . -
eseription Topical questions
Instructions Answer all questions.
Force Completion Once started, this test must be completed in one sitting, Do not leave the test before clicking Save and Submit.
Multiple Attempts This test allows multiple attempts.

Click Begin to start: Chapter 1 Assessment. Click Cancel to go back.
You will be previewing this assessment and your results will not be recorded.

3. Once the assessment begins, the information will remain displayed at the top of the screen. If timed,
a timer will appear below the information and will let the student know how much time is left to
complete the assessment. The screen also displays the point value for each question, which question
is displayed and how many questions there are total. This can be useful for time management.
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Test Information
Descripticn
nstructions
Multiple Attempts Mot allowed. This test can only be taken once.
Force Completion This test can be saved and resumed later.

Your answers are saved automatically.

Question Completion Status: I— To view number of questions
1 2 3

Click to go to next question

Question 1 of 8 | >

QUESTION 1 40 points | Save Answer
Match the statements to the most appropriate terms.

Components and features of the product that A, Product Specification To save answer fOI’
have been determined to be demanded by .
B. Cost Gap the question

the market.
C. Target Profit

v

- A marketing approach to costing, which
involves establishing a target price and target
profit, in order to determine a target cost. E. Target Cost

D.Target Selling Price

_ The cost at which the product needs to be E Tarcat Casting

Click Save and Submit to save and submit. Click Save All Answers to save all answers. Save All Answers

I

Assessments can be in a number of different forms, requiring different types of answers. For example,

True/False, Multiple Choice, Short Answer, Essay, Fill-In-The-Blank, Matching, etc.

1. Once a question has been completed, click “Save Answer” to continue.

2. If the Forward icon, represented by a left facing arrow or greater than sign (>) is clicked, the
answer will be automatically saved, and the next question will display. A dialog box may appear
when the answer is saved. Click “OK” to continue, then click the Forward (>) icon. No dialog box

appears if the Forward icon is used.

3. When the assessment is completed, and all the questions have been answered, click the “Save
and Submit” icon. A confirmation box will appear. Click “OK” to continue and submit the

assessment. Click “Cancel” to return to the test.

A confirmation page will be displayed containing information about the assessment, such as the
course name, assessment title, date and time started, date and time submitted, and time used.
Some test results may be available immediately.

In these cases, click “OK”, located in the lower right corner to view the test results. The Review
Test Submission page will contain a summary of the assessment. The preliminary grade will
appear in the “Attempt Score” field.

/b, Click Submit to complete this assessment. Question 8 of 8
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My Grade

On the My Grades page, you can view your grades for each assignment, test, or activity in all of
your courses. Sort the grades by date or course.

When grades are posted, you'll find them in your activity stream. Select View your grade to display your

grade. If your instructor added feedback, you'll see it after the item's title.

Blackboard

1| Introduction to Saciology
&) | Grade posted: Group: Guest Speaker Review

View my grade

If your work hasn't been graded, grade status icons appear. You can filter and order your view.

My Grades
All Graded Upcoming Submitted Order by: | Course Order

ITEM LAST ACTIVITY GRADE
What do you know? Jun 3, 2017 12:24 PM o
Survey
Unit 1 Quiz Jun 5, 2017 4:53 PM ® 30.00
Test
Unit 2 Quiz Jun 12, 2017 4:40 PM -
Test -
Group Jupiter: Most Unexpected Fact? Jun 15, 2017 3:19 PM 30_00
Journal
Space Exploration Jun 19, 2015 5:40 PM - (]
Journal -
Group Jupiter: Most Unexpected Fact? Jun 20, 2017 3:19 PM - (B 1 Not graded
Journal -
Group Plan Jun 24, 2017 9:56 AM - (4
Assignment -
Planet Presentation P20 BEAN ® 89.00
Assignment
View Rubric
Attendance Jun 27, 2017 3:08 PM 90_00
Attendance
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Select an item's title to view details. For example, your instructor can type comments and highlight text in
your document. Select an assignment's title to access the assignment's Review Submission History page
and review the grade, annotations, and feedback in context. If your file doesn't open automatically in the

browser, your institution hasn't turned on inline viewing.

More on inline viewing

If your instructor used a rubric to grade your work, select the View Rubric link to view details.

Blackboard eHelp
Blackboard Help is also available from the Course.

A new page will open for the Official Blackboard Help site. You can either browse based on the topic or

search for the topic or key words.

Insert topic or key words to search

Blackboard Help [®ensn  ~

» Home Learn

Blackboard Learn Help for Students
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