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| just registered far an g
online course, How do |

access my online course?

How to log in to Blackboard
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On your browser, type: http://www.suffolk.edu/mysuffolk

MySuffolk is the University’s Portal and it hosts Blackboard, calendar, your schedule, etc. It might be useful to bookmark this
page as reference.

« | || A | A -i 3 www.suffolk.edu/mysuffolk I

Enter your My Suffolk Log In ID and Password, and click Log in

If you do not know this information, please contact Suffolk University Help Desk at 617-573-8000 x2002, between
the hours 8:30AM to 8:00PM (EST).

Once you successfully log in, click the Blackboard tab

...,.D... —
board | My C ymmunities | Personal Tre als m

ard > Dashboard = Current Log In : M

ward New Tab

The Blackboard welcome page will now pop up in a new browser window.

*If Blackboard does not open in a new window, make sure pop-ups are ENABLED in your browser. Pop ups
are required to successfully enter Blackboard. For more information on how to enable pop-ups in the
following browsers, see appendix at the end of this Guide.

Windows

e Internet Explorer 8
. Firefox 3.0 or higher
e  Safari

Mac

e  Safari 4.0 or higher
e  Firefox 3.0 or higher

Once the Blackboard welcome page opens, you will see “My Courses” module. To access a course, click on a
course from the “My Courses” list.
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http://suffolk.screenstepslive.com/spaces/1050/manuals/popups/lessons/11618
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My Courses e —]

Courses in which you are enrolled:
L DBFA-EHS 651 -AE -Adult & Org Learning

Ly 0D9FA -SBSEDTECH100 Teaching Effectively Using
BlackBoard VW1

L 095P-EHS - 650-AF -Instructional Design

LU09SP-EHS-661-AE-Teaching and Learning Styles

Ll Information Security—Sawyer Business School

To select a different course, click the Welcome tab to return to the screen which shows the list of courses you are
enrolled in. Alternatively you may select the "Courses" tab.

E m Cou 31 Adrmin

Add Module

When are courses available to students?

Online courses are made available to students by instructors on the first day of the semester start date. On
some occasions the faculty will make the course available sooner.

If you do not see your course, chances are the faculty member has not made it available and will open it on the
first day of the semester. If you need textbook information, contact the Suffolk Bookstore or email the instructor
directly.
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Do e have .
an online ves, | heard it And | heard
thatfor the Is & A0-minute you need to
courge? requited chat | purchase
headsets.

Wimba Classroom

All MBA Online courses have a required 90-minute live chat.
Online courses use Wimba Classroom as the audio/chat tool. What does this mean for
you? It means that you will be required to purchase a headset and also perform a

Wizard Test on your computer.

For headset recommendation, please visit Skype at: http://shop.skype.com/headsets/.

To learn more about how Wimba works and Wimba requirements, visit:
https://wikis.suffolk.edu/display/OTM/Wimba+Tutorials+-+Students.
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How to find Wimba Classroom and access the chat?

1. In Blackboard, choose Tools from the left-hand navigational course menu.

80odg

2 11FA-MBA-001-W1-
Nso First-Time
Online Users

Wimba Chat 8/30/2011
Introduction

(Alternatively, some faculty may provide a direct link to the chat on the course menu, as illustrated on the example

above; it is named “Wimba Chat 8/30/2011”)

The “Tools” page opens on the right window pane. Scroll down the page to find Wimba Classroom

2.
towards the end. Click on the link to select it.

e
Wimba Classroom

3. The Wimba Classroom page opens and lists the chat rooms’ available. To access the chat, click the blue
arrow under the “Enter” heading.

TITLE IXYPE EHTER[

Room s

Chatraom: Group A7:00 Group B 7:35

The chat room window will open

rhe v Ty et e ey e =y

Meicome to

'Chatropm: Group A 7:00 Group B 7:35"

Archive Remirder

o= 4o wansto wthibe the
Drosenttizn?

= Eat - Lonby - Helx

| g gl] 'Ff()l](
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Before you can access a Wimba Chatroom, you must perform a Wimba Wizard Test.

Wimba Wizard

The Wizard will perform a series of tests to check your system’s configuration.

Perform the Wizard test on the computer that you will use for your live chats and with the microphone and headset
plugged in.

It is also recommended that you run the Wizard before a live meeting to ensure optimally computer configuration.
You should plan to log on 10 minutes prior to your actual chat session.

How to run a Wimba Wizard:

e Logon to Blackboard and access your online course

e Click on Tools, (left-hand side), once the Tools page opens, scroll down to find Wimba Classroom
e Click on Wimba Classroom. Once the page opens, you will see a “Run Wizard” button.

ﬁ. Wimba Classroom

Add to Calendar Add to Announcements Add & Manage Content _ \
l ~ Run Wizard § 4@/ Wimba Classroom Help

o TEST ROOM(Open)
Testing the Wimba Room for Summer NSO

Phone Access : Dial-in numbers : PIN codes :
Phone: Z= -~ (201) 549-7592 & Instructor : 13836767
Student: 13836759
Close this Room
e The Wizard Setup window opens up
e  Click “Start” button to begin the Wizard
Y~ Wimba Classroom Setup Wizard
1 Welcome to the Setup Wizard
The Setup Wizard will guide you through a series of tests to ensure that
Internet connection, the Wizard may take a few minutes to complete.
Your progress through the Setup Wizard will be shown on the left.
To view the system requirements for Wimba Classroom, click here,
Popup Windows I:I
Java I:I
Signed Applet I:I
Text Chat I:I \
Pla\;hackl:l .
Recording |:|
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As you move through the tests, a check mark will appear on the box to confirm that you have completed the test.
Click onm to continue through all the series of tests.

Y~ Wimba Classroom Setup Wizard

Popup
Windows

Java

Text Chat

Signed Applet

If you receive an Applet message, always click Allow.
)y D

An applet from “67.202.209.154" is requesting access
to your computer.

.

@ The digital signature could not be verified.

(1 Allow all applets from “67.202.209.154" with this sig

) ( Show Details... ) ( Deny )
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When you get to the “Audio Playback” test, be sure to have your computer volume on.

¥~ Wimba Classroom Setup Wizard

< _H}

Windowe
Java

Text Chat
Signed Applet

Playback D
§ r— |

Listen for the
message first

Testing
WimbaMedia
Audio Playback

You will need
headphones or
speakers connected
to your computer.

Once the audio
player below has
loaded, a greeting
will play. If you
hear the greeting,
click "Next".

Otherwise click

The “Audio Recording” test will ask you to speak into your headset/microphone. To do that, press on the

button, and speak on your headset/microphone. You should hear your voice.

¥~ Wimba Classroom Setup Wizard

Windewe
Java
Text Chat

Signed Applet
Playback [ /]

Talk while holding
cdown the Talk
button

Suffolk MBA Online Program

Testing

WimbaMedia Audio

Recording

You will need
headphones or speakers
and a microphone
connected to your
computer.

After you hear a set of
tones, hold down the
"Talk" button and speak
into your microphone. If
you hear your wvoice
played back, click
"Next". Otherwise, click
(3) Troubleshoot
WimbaMedia Audio.

- o

http://www.suffolk.edu/mbaonline
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Other information

Suffolk Email Account

It is extremely important that you have access to your Suffolk email account. If you feel that you have too many
email accounts to manage, you may forward your Suffolk email to your personal account. Please be aware that
once you forward your email account, it is your responsibility to update the account if you change or cancel your
personal account.

All communication between MBA Online office, your faculty, fellow classmates and the administrative offices at
Suffolk will use your Suffolk email account to communicate with you.

For more information on email, navigate to http://www.suffolk.edu/offices/43646.html.

Suffolk Bookstore
To purchase your textbooks, navigate to Suffolk Bookstore at:
http://www.bkstr.com/CategoryDisplay/10001-9604-14403-1?demoKey=d

Online courses are designated with a "W1"

To speak to the textbook manager call: 617.573.8218 (ext 13).

Support Services

If you encounter technical difficulties with your online course, please reference the support services below for
assistance:

Suffolk Help Desk

For technical help regarding Email and/or MySuffolk, please contact the Suffolk University Help Desk at:
Phone: (617) 557-2000

Email: helpdesk@suffolk.edu

Hours of operation: 8:30 AM - 8:00 PM ET, Monday - Friday.

Blackboard/HorizonWimba

For technical assistance for Blackboard and/or HorizonWimba, contact our 24 Hour Blackboard and
HorizonWimba support line at:

Phone: 1-866-886-4861.

For HorizonWimba, choose option 1

For Blackboard, choose option 2
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Other Suffolk resources

Blackboard Blog:
http://blogs.cas.suffolk.edu/bb9/students/

You will find information regarding:

e How do | submit an Assignment?

e How does the Discussion Board work?

e How do | create a Blog entry?

e How do I create a Journal Entry?

e Howdolsee my grades?

e How do | subscribe to a podcast in iTunes U?

e How do | send email to my instructor or classmates?

Office of Technology (OTM) Knowledge Base:
https://wikis.suffolk.edu/display/OTM/Home

Wimba Online Manual:
http://webhelp.wimba.com/WC/v6_0/Participant Guide/
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Appendixes

Windows

e Internet Explorer 8
e Firefox 3.0 or higher
e Safari

Mac

e Safari 4.0 or higher
o Firefox 3.0 or higher
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How do | enable pop-ups for Internet Explorer 7 and higher? (Windows)

Once your browser is open, click on "Tools" on the top of your screen to open the
drop down options and choose "pop-up blocker."

> Suffolk University Law School Home Page - Windows Internet

)~ | F hetps . law. suffolk. eduf

File Edit VYiew Favorites BIGEEN Help

; [ Delete Browsing History...
W 4| B suffolk University  — ’ i

op-up Blocker
hishing Filter »
Manage Add-ons

>

Windows Update

Windows Messenger
Diagnose Connection Problems...
Send to OneNote

Internet Options
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Choose "Pop-up Blocker Settings."

/_ Suffolk University Law School Home Page - Windows Internet Explorer
-
Pop-up Blocker Settings

Exceptions

Pop-ups are curently blocked. You can allow pop-ups from specific
Z 'I websites by adding the site to the list below.

Address of website to allow:

]I Add
Allowed sites:
Bemove
Remove all
Matifications and filter level
Play a sound when a pop-up is blocked.
Show Information Bar when a pop-up is blocked.
Filter level:
| Medium: Block most automatic pop-ups v ] al
Pop-up Blocker FAQ ppo
ung

as we compete for the "Legal Food Frenzy”
funds and food collected will go to The Grez

Under "Address of website to allow:" type in prod.campuscruiser.com or the URL of
any other website.

( Suffolk University Law School Home Page - Windows Internet Explorer
-
Pop-up Blocker Settings @

Exceptions

Pop-ups are currently blocked. You can allow pop-ups from specific
2 'l websites by adding the site to the list below.

Address of website to allow:

l prod.campuscruiser. con|

Allowed sites:
‘ ‘ Remove

How do | enable pop-ups for Internet Explorer 7 and higher? (Windows) - 2




How do | enable pop-ups for Firefox 3.0 and higher? (Windows)

Once you have opened your browser, click "tools," then "options," and select

"content."

' Mozilla Firefox Start Page - Mozilla Firefox

ile Edit View History Bookmarks Tools Help

- C

{gr 2" http:/ fwww.google. comjfirefox?client=Ffirefox-atrls=org.mozilla:en-GB:official

w

il Most visited P Getting Started 5. | Latest Headlines

:] Pop up blocking - Otter Tail County Min... J -" Mozilla Firefox Start Page

8|+

Veb Images Videos Maps News Shopping Books more

Applications

Security

Advanced

Block popup windows
Load images automatically

Enable JavaScript

Fonts & Colours

Default font: | Times New Roman

Languages

Exceptions...
Exceptions...

Advanced...

Choose your preferred language for displaying pages

f Bl B0

v] Size: |16 v | Advanced...
Colours...
Choose...

- OK ] [ Cancel ] [ Help ]

pvanced Search

bnd more, the
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Click "exceptions" next to "Block popup windows" and then type the address of the
website you wish to unblock. When finished, click "close."”

Options

] [ ] ﬂ
= 2
= S e ¥
General Tabs Content  Applications  Privacy  Security  Advanced

\ )

)

Block popup windows
Load images automatically

Enable JavaScript

Fonts & Colours

Default font: | Times New Romar

Languages

Choose your preferred language

Exceptions... dvanced Search

Exceptions...

i

EEX

) Allowed Sites - Popups

You can specify which web sites are allowed to open popup windows. Type
the exact address of the site you want to allow and then click Allow,

Address of web site:

|

}'i[] aw

Status
Allow

Site
prod.campuscruiser.com

Close

[&emove Site ] [Rgmove all Sites
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How do | enable pop-ups for Safari 4.0 and higher? (Windows)

Once you have opened your Safari browser, click on the "tool" icon in the right hand
corner or the browser window. Select "Preferences" from the drop down menu.

i g -

Click the "Security" Icon at the top of the dialog box. Uncheck the box labeled "block
pop-up windows." You will need to check and uncheck this box for each site you go to.

©

@ Go to this address

1] =2 apple  Yashoo!  Google Maps YouTube Wikipedia  MNews (10) v Popular ¥

Security

4 @& w7 Q

Appearance Bookmarks Tabs RSS  AutoFill Secunty Advanced

audulent sites: Warn when visiting a fraudulent website
8 content: Enable plug-ins

Enable Java

Enable JavaScript

Block pop-up windows

Accept cookies: O Always
O Never
) only from sites I visit

Block cookies from third parties and advertisers.

Show Cookies

Default space for database storage: |5 mp v

[ Show Databases ]

Ask before sending a non-secure form ko a secure website
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How do | enable pop-ups for Safari 4 or higher? (Mac)

Click on Safari on the upper left of your screen to open the drop down options and
choose Preferences

Private Browsing..\

Reset Safari...
Empty Cache... \3$#E

Services »

1. Make sure "Block Pop-Up Windows is unchecked as in the image above. Then click Preferences.

From the menu, choose Security

N rN MmN

Ceneral

8] fd & wES

Default web brows afari.app (4.0.4) = ]
indows open with: f Home Page v ]
New tabs open with: f Top Sites = ]

Home paae: htto://livepaae.aoole.com/
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Make sure Block pop-up windows is NOT selected

Fraudulent sites: [/ Warn when visiting a fraudulent website

Web content: @ Enable plug-ins
@ Enable Java

| Block pop-up windows

Accept cookies: (*) Always
(O Never

() Only from sites | visit
Block cookies from third parties and advertisers.

( Show Cookies )

Database storage: [ 5 MB v ] allowed before asking

( Show Databases )

@Ask before sending a non-secure form from a secure website

If it is selected, click it to deselect.

How do | enable pop-ups for Safari 4 or higher? (Mac) - 2



How do | enable pop-ups in Firefox 3.0 and higher? (Mac)

Click Firefox on the upper left of your screen on choose Preferences from the
dropdown menu

Services

Hide Firefox

Hide Others T $H
Show All

Quit Firefox #$Q

From the Menu, choose Content

DO O General

0] |

GCeneral Tabs

Startup

When Firefojl starts: [Show my home page

Home Pag http://www.apple.com/

(Use Current Pages) (Use Bookmai

Downloads
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Make sure block pop-up windows is deselected.

OO0 Content

o wiEy A P S G

General Tabs Content Applications Privacy Security Advanced

(| Block pop-up windows { Exceptions... )

V' Load images automatically (Exceptions...)

@ Enable JavaScript ( Advanced... )

Fonts & Colors

If it is checked, you may click it to deselect it.

How do | enable pop-ups in Firefox 3.0 and higher? (Mac) - 2
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