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@ Create a Course Task

The Tasks page organizes projects or activities (referred to as tasks) by defining task priority and tracking task
status. A user can create tasks and post them to the Tasks page. Each user can post personal tasks to their
page. Instructors can post tasks to users participating in their Courses. Task information is arranged in columns
that display the priority, task name, status, and due date.

Step 1 Make sure Edit Mode is ON.

Step 2 Click to expand the Control

Step 3

Step 4

Step 5

Step 6

Panel menu.

Click to expand the Course
Tools menu.

Click Tasks in the Course
Tools area of the Control
Panel.

Click Create Course Task
from the Tasks page.

In the Task Information
area, enter the Task Name.

Enter a Description.

Enter a Due Date or click the
icon to select a date from the
calendar interface.

i View the video tutorial

edit Mode is: [[CTH ] = |

* ContentCollection |

Control Panel

# Course Tools

Announcements
Blogs
Collaboration
Contacts

Course Calendar
Discussion Board
Glossary
Journals
SafeAssign

Self and Peer Assessment
Tasks

Task Information

2 Tasks

Create Course Task

% Task Name [Course Task |
Description
“foms o] 30 [ ]
S Y DN & v Q37 A
“hEMHBRE BE
This is a course task.
 Dua Do

&
,

Erfer dtes 35 mmodYyyy

Distance Learning and Instructional Technologies

Blackboard Support
1



http://ondemand.blackboard.com/r9/movies/Bb9_Utilities_Create_New_Course_Task.htm

Step 7

Step 8

Step 1

Step 2
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Step 4
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Select a Priority.

Click Submit.

Edit a Course Task

Make sure Edit Mode is ON.

Click to expand the Control
Panel menu.

Click to expand the Course
Tools menu.

Click Tasks in the Course
Tools area of the Control
Panel.

Select Edit from the
contextual menu for the
appropriate task.

Edit the task information.

Click Submit.

Task Options
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Step 1

Step 2

Step 3

Step 4

Delete a Course Task

Make sure Edit Mode is ON.

Click to expand the Control
Panel menu.

Click to expand the Course
Tools menu.

Click Tasks in the Course
Tools area of the Control
Panel.

Select Delete from the
contextual menu for the
appropriate task.

Click OK to confirm.
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@l This action is final and cannot be undone. Continue?

[ oK ] [ Cancel

Notes: The delete action is irreversible.

Distance Learning and Instructional Technologies

Blackboard Support
3





