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Distance Learning Student Orientation 
 

Main Campus 
 

Thursday – September 29
th

, 2011 at 6:15 PM 

Friday – September 30
th

, 2011 at 10:15 AM 

 

Brooklyn Campus 
 

Tuesday – October 4
th

, 2011 at 3:15 PM 

 

 

Blackboard Academic Suite 

Welcome to the Blackboard e-Education platform-- designed to enable educational 
innovations everywhere by connecting people and technology. 

The Blackboard Professional Education Suite takes a refreshingly different approach to 
learning than standard Learning Management Systems (LMS) by providing solutions designed 
for learners and instructors rather than administrators.  As a result, our students enjoy a high 
level of adoption and program success.  
 
Please follow instructions on the following pages in order to get started.  If you have further 
questions, Bramson ORT College Distance Learning Department can be reach Monday – 
Thursday 9:00AM to 5:00PM and on Friday 9:00AM – 3:00PM at 718-261-5800 Ext 105 or 
167. 

 

 

DISTANCE LEARNING DEPARTMENT 
69-30 AUSTIN STREET 
FOREST HILLS, NY 11375-4239 
TEL. (718) 261- 5800 Ext 105 or 167  
FAX. (718) 575-5119 

Distance Learning User Guide Fall 2011 

http://blackboard.bramsonort.edu 
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Blackboard User Guide 
 

BBLLAACCKKBBOOAARRDD  LLOOGGIINN  
 

To login to a blackboard you have two choices. 

 

 Go to www.bramsonort.edu and click on Bb Link at the top right corner to access 

blackboard online classes. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 Or you can go to http://blackboard.bramsonort.edu/ and go directly to login page. 

 

 

 

 
 

 

 

 

 

 At the login page, enter your username and password. 

Username:   First initial + Last Name (No Spaces in between) 

Password:    Last four digits of your SS  

 

 After entering your Username and Password, Click on the Login Button to Continue 

 

You can view all previous blackboard courses by clicking this URL. 

Click Here! 
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BBLLAACCKKBBOOAARRDD  OOVVEERRVVIIEEWW  
 

 
 

 

 Once you login to blackboard you will see a listing of courses you are registered for on 

the mid-right, Please double check to make sure that the courses on your student 

schedule matches the ones listed in the My Courses tab.   

Notice: It is ok to have previous semester courses on this listing. 

 

NOTE:  You must login to each course at least once a week (does not 

matter what time of the day or what day of the week it is!) in order for 

attendance to count. 
 

 In order to login to a course to get started with the class lectures, assignment and 

discussion you must click on the link of that course from the My Courses listing.  

 

 Once you are logged in to the course, you can click on the links in the left frame to get 

started with: 

o Announcements 

o Instructor 

o Course Outline 

o Textbooks 

o Lectures 

o Assignments 

o Discussion Board 

o Tools 

o My Grades 

 

 If you have any questions please fill free to contact your instructor. 
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AANNNNOOUUNNCCEEMMEENNTTSS    

 
After logging into Blackboard, on your homepage you should be able to see “My Announcements”  

 

 
 

The announcements display is an alternate way for instructors to keep each student updated with 

the course on a daily or weekly basis. 
 

 

 
 
My Announcements also notifies you of the latest updated announcements any one of your 

instructors has posted on each individual class.
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DDIISSCCUUSSSSIIOONN  BBOOAARRDD 

 
The Discussion Board, a forum in which students and their Instructor are to discuss any work 

related topics that have to do with each individual class.  Often an instructor would post a 

discussion question that requires you to give feedback.  Your feedback will be counted as class 

participation toward the final grade. 

 

 
 

 

 

QUESTION: 

 
What is a forum? 

 

ANSWER: 

 
A forum, or message board, is an online discussion site where people can hold conversations in 

the form of posted messages. Forums have a specific set of jargon associated with them; e.g. a 

single conversation is called a "thread."  
 

A forum is hierarchical or tree-like in structure: a forum can contain a number of sub forums, each 

of which may have several topics. Within a forum's topic, each new discussion started is called a 

thread, and can be replied to by as many people as wish to.

1. Click here to access the 

Discussion Board 

2. Click here to create a Forum. 
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IINNSSTTRRUUCCTTOORR  IINNFFOORRMMAATTIIOONN   

 

To find out more information on your instructor, click on the Instructor button as shown below. 

 

  
 
 

 
 

 

 

Click here to access your instructor’s 

contact information; it should look like the 

example shown above. 
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RREEQQUUIIRREEDD  TTEEXXTTBBOOOOKKSS  
 

In each course, a textbook may be required upon the course or instructors request.  

 

 
 

Down below is an example of what the required textbook page for each course should look like. 

 
You may purchase text books in the Bursar’s office, at the main campus of Bramson ORT College 

in Forest Hills. 

Click here to get your textbook 

information for your course. 
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CCOOUURRSSEE  OOUUTTLLIINNEE  

 
Each course carries an outline, provided and designed by each individual instructor.  

 

 
 

Your Course Outline will explain what your instructor expects of each student, your assignments 

and discussions, etc. 

 

 

Click here to view the course outline. 
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LLEECCTTUURREESS,,  LLEESSSSOONNSS,,  NNOOTTEESS 

 
To view lecture notes, just simply follow the steps in the images below. 

 

 
 

You may also download each individual chapter as a file, provided that the instructor allows it. 

 

Click here to download file. 
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VVIIEEWWIINNGG  &&  SSUUBBMMIITTTTIINNGG  AASSSSIIGGNNMMEENNTTSS 

 
Each course has an assignment button. You may view your assignments by clicking on this button 

and viewing each home work and/or assignment that was assigned by the instructor. 

 

To send homework or assignments to the instructor, first you must go into the assignment. 

 

 
 

 

 

 

 

 

Click here to go into assignment. 

Click here to get to the assignments page. 
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VVIIEEWWIINNGG  &&  SSUUBBMMIITTTTIINNGG  AASSSSIIGGNNMMEENNTTSS  CCOONNTTIINNUUEEDD……  

 

1. You will be redirected to a submission form. 

2. You can either do the homework on the form or submit the homework as a word document 

and attach it as a file. 

3. When doing homework, please make sure you leave your full name as enrolled into the 

class. 

4. Enter any comments you would like to convey to your instructor concerning this file in the  

comment box and click Submit button.  

 

 
 

5. Your file will be sent to the instructor.  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

2. Click here to find the file on your computer and attach. 

1.  In this empty space you may type in the answers to your homework. 

 

3. Click here to submit your assignment to the instructor. 
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SSTTUUDDEENNTT  EEMMAAIILL  
 

Each student has an email address created upon registration.  

 

To login to your email you have two choices. 

 

1. Your Bramson ORT College Email Address  

First initial + Lastname@bramsonort.edu  

(e.g. Brad Smith email would be bsmith@bramsonort.edu) 

 

2. Instructions for logging into your Bramson ORT College email box. 

 

Click on the Email button from Blackboard or browse directly to http://email.bramsonort.edu  
 

At the login page enter the following:  

Username:   First initial + Last Name (No Spaces in between) 

Password:    First two letter of First Name + Last six digits of your Student ID Number. 
 

EXAMPLE: 

 

Student Name: Brad Smith             Student ID:      123456789 

 

Username:        bsmith 

Password:         br456789 

 

3. On the blackboard screen click on URL Image as shown below: 
 

 

 
 

 At the login page, enter your username and password. 

Username:   First initial + Last Name (No Spaces in between) 

Password:    First two letter of First Name + Last six digits of your SS # 

         

 Or go to www.bramsonort.edu and click on quick links and then student email login. 

 

 
 

 

 

 

                                      
 
 

Click Here! 

mailto:bsmith@bramsonort.edu
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Bramson ORT College Distance Learning Policies 
 You can login directly to the Distance Learning Software at http://blackboard.bramsonort.edu 

 

Your Username and Password is as follows:   
 

Username:   First initial + Last Name (No Spaces in between) 

Password:    Last four digits of your SS # 
 

If this does not work please contact the Distance Learning department immediately at 

718-261-5800 Ext 167. 
 

 You are required to test your username and password within the first two weeks of registration no 

exceptions.   

 “I was unable to login” will not be an acceptable reason to modify a failing grade. 

 All distance learning students have to attend a mandatory orientation seminar at the beginning of semester.  

Please refer to dates on the cover page of the Distance Learning User Guide or Ask the Registrar’s Office. 

 All distance learning students are required to logon at lease once a week which will be counted as your 

attendance. 

 You are required to complete your assignment on a weekly basis as posted by your instructor unless 

instructed otherwise.   

 Your are required to check your Bramson ORT Student Email regularly (My Email Tab in Blackboard) as this 

will be your communication venue with your instructor.  If you are unable to login you must contact the 

Distance Learning Department at 718-261-5800 ext. 167. 

 You are required to use the Digital Drop Box in your to submit your assignments to your instructor.  The 

Digital Drop Box can be obtained from clicking on the tools link, then clicking on the Digital Drop Box Icon.  

This option can also be access by clicking on the Send Homework or Send Homework to Instructor Tab. 

 The following special characters should never be used in Filename:   # % & < > = +  (No exceptions) 

 Your Midterm and Final Exams are posted with a time limit.  You are required to complete these exams in the 

allotted time frame.  

 Students are responsible for keeping all backup copies of their works (preferred in a printed format). 

 International students can only take one online class per semester. 

 Students who receive public assistance can take only one online class per semester. 

 Last day of submitting class work, assignments and exams is the last day of semester. 

 Students with valid reasons for extension must apply and approved in writing to instructor and chairman of 

department.  All extension will have a 6 weeks deadline where the final grade will reflect a deduction for 

lateness.  
 

If there are any questions or problems, students have to contact Distance Learning Coordinator at Bramson ORT 
College Distance Learning Department can be reach Monday – Thursday 9:00AM to 5:00PM and on Friday 
9:00AM – 3:00PM at 718-261-5800 Ext 167. 

 

I have read and understand all policies listed above: 
 

 

X_______________________________________________       Date:______________    Semester: __________ 
   Student Signature 
 
 

Online Class 1___________                Online Class 3___________                Online Class 5___________ 
Online Class 2___________                Online Class 4___________                Online Class 6___________ 

 

 

 


