Using the Glossary Manager in Blackboard

Using the Glossary Manager in Blackboard

To use the glossary manager in Blackboard, you must first access the Control Panel of the
course site. The link to the Control Panel is located under the navigational buttons of a course
site and is only available to users with instructor status in that course site.

In the Course Tools module of the Control Panel, click on the Test Manager link to begin.

1. Click on Control

Panel
2. Click G|ossary [PRTROMTNIN Courses | System Admin

Manager in the COURSES > INSTRUCTOR DEVELOPMENT > CONTROL PANEL

Course TOOIS module DL-101: Instructor Development - Justin Busch (Instructor)
Course Information Grade Book List / Modify Users Enroll User
Adding Content External Links Create User Remove Use
Assessments Course Documents Batch Create Users for Course Manage Groi
Announcements Send E-mail Test Manager Gradebook
Course Calendar Collaboration Survey Manager Gradebook \
Staff Information ital Drop Box Pool M Course Statis
Tasks Glossary Manager
Discussion Boards Messages

Support

m_ Manual
Manaae Course Menu Import Course Cartridae Contact System Administrator

3. Click the Add Term
button to create a
new glossary term

My Institution Courses Systern Admin

(It IS aISO pOSSIbIe tO COURSES » INSTRUCTOR DEWELOPMENT » CONTROL PANEL » GLOSSARY MANAGER
Modify and Remove Glossary Manager

existing terms)

E A Term BF Upload Glossary EF Downlnad Glossary

There are cuXently no Glossary Terms defined for Instructor Development
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4. Under Define Term

enter the glossary
term in the Term box
and the term’s
definition in the
Definition box

(Both fields are
required)

Click Submit to add
the term

COURSES » INSTRUCTOR DEVELOPMENT » CONTROL PANEL > GLOSSARY MANAGER > ADD TERM

ZEs Add Glossary Term

@ Define Term

Please provide the term and the definition in the areas below. Adding a term which already exists in the Glossary, in
upper, lower, or mixed case, will erase the previous definition of the term and substitute the definition provided here

7 Term:

" Definition: =]

From Step 2, click the
Upload Glossary
button to upload a
comma-separated
value (CSV) glossary
file

Use the Browse
button to locate the
glossary file on your
computer

My Institution

Courses Systemn Admin

COURSES » INSTRUCTOR DEVELOPMENT > CONTROL PANEL » GLOSSARY MANAGER > UPLOAD GLOSSARY

EEs Upload Glossary

@ Specify Upload File
You can upload a comma-separated value (C5V) delimited file into the Glossary
For example
Term 1, This is the definition for Term 1
Term £, "This is the definition for Term 2"

Term 3, This is the definition for Term 3

Mote: the terms do not need to be any specific order. The Glossary will sort the terms automatically

Click the Browse button, and locate the file that you would like to upload.

Browse I

" CSV File:

" Required field for fam ety

The Upload File
Options will either
add all terms to the
existing glossary or
remove all previous
glossary entries to
add the new entries
from the glossary file

Click Submit to
upload the glossary
file

My Institution

Courses System Admin
Mote: the terms do not need to be any specific order. The Glossary will sort the terms automatically.

Click the Browse button, and locate the file that you would like to upload.

Erowse... I

" CSV File:

b Required field for fom emtry
@ Upload File Options

Ifterms are present in the import file which already exist in the Glossary, in upper, lower, or mixed case, the definitions
in the impaort file will replace those in the Glossary. If duplicate terms exist in the irmport file itself, the last definition in
the import file will be uzed.

Please select the processing method for this uploaded list:
& Add the terms in this list to the existing Glossary
" Delete all existing Glossary terms and replace with the terms in this list

© Submit
Click Submit to upload this file to the Glossary. Click Cancel to return to the Glossary Manager,

Cancel ) Submit )
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From Step 2, click the
Download Glossary
button to download a

Comma-separated COURSES » INSTRUCTOR DEVELOPMENT > CONTROL PANEL > GLOSSARY MANAGER > DOW/NLOAD GLOSSARY
value (CSV) glossary @ pownload Glossary
file to your local PC
The Glossary was successfully generated for download.
The file was generated as a C5% (Comma-Separated Valug) file. You can import this file into any Desktop software that accepts
C3Y farmats
Use the Download button to save the generated Glossary. Use the Return button to retum to the Glossary Manager.

Rewrn )  Download )
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