Creating user-friendly learning and
teaching resources for

BLACKBOARD

The following table provides a range of tips to assist you to make user-friendly
learning and teaching resources.

Resource

Access-friendly

Bandwidth-friendly

Print-friendly

Microsoft Office
2007 and 2010

Ensure Microsoft Word,
Excel, PowerPoint
resources are
compatible with the
20083 version of
Microsoft Office.

Provide students with
instructions to enable
macros if used in
documents.

Use the Compress
Pictures feature to
automatically reduce
the file size of any
embedded graphics.

Remove background
images or watermarks.

Word

Use a table of contents
and page numbering.

Use basic fonts like
Arial, Times New
Roman, Symbol, and
Courier New.

PowerPoint

Embed sound or
video files within
the PowerPoint
presentation.

Use slide numbering.

Use basic fonts

like Arial, Times New
Roman, Symbol, and
Courier New.

Use the Compress
Pictures feature to
automatically reduce
the file size of any
embedded graphics.

Remove blank pages
from documents.

Remove background
images from slides.

Use a white
background for slides.

Adobe acrobat

Ensure PDF documents
are compatible with
versions 8 of Acrobat
Reader.

Optimise PDF
resources for web
access.

QuickTime, and
AVI format.

Video Use Lectopia to deliver | Remove unwanted Provide a text-based
video-based resources | video content. alternative.
larger than 30mb or
20min in duration
(p25-30).

Use MPEG, QuickTime, | Use Microsoft Movie

and AVI formats. Maker to export video
for the web

Provide a downloadable | Keep the video frame

version for students. size to 640x480 pixels
or smaller.

Keep the Auto Start Provide a DVD or CD

option to No when copy for students in

embedding video in Short Loans.

Blackboard (default

setting).

DVD content Convert to MPEG, Provide copy for

students in Short
Loans.
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http://office.microsoft.com/en-us/word-help/save-a-file-for-use-in-an-earlier-version-of-office-HA010246456.aspx?CTT=5&origin=HP001233033
http://office.microsoft.com/en-us/word-help/save-a-file-for-use-in-an-earlier-version-of-office-HA010246456.aspx?CTT=5&origin=HP001233033
http://office.microsoft.com/en-us/word-help/save-a-file-for-use-in-an-earlier-version-of-office-HA010246456.aspx?CTT=5&origin=HP001233033
http://office.microsoft.com/en-us/powerpoint-help/reduce-the-file-size-of-a-picture-HA010192200.aspx
http://office.microsoft.com/en-us/powerpoint-help/reduce-the-file-size-of-a-picture-HA010192200.aspx
http://office.microsoft.com/en-us/powerpoint-help/reduce-the-file-size-of-a-picture-HA010192200.aspx
http://office.microsoft.com/en-gb/word-help/remove-a-background-or-watermark-HP005189623.aspx
http://office.microsoft.com/en-gb/word-help/remove-a-background-or-watermark-HP005189623.aspx
http://office.microsoft.com/en-us/help/enable-or-disable-macros-in-office-documents-HA010031071.aspx#BM2
http://office.microsoft.com/en-us/help/enable-or-disable-macros-in-office-documents-HA010031071.aspx#BM2
http://office.microsoft.com/en-us/word-help/create-a-table-of-contents-HP005189293.aspx?queryid=39197d77277e41f8b1a389c756b4a7f9&respos=0&CTT=1
http://office.microsoft.com/en-us/word-help/add-or-remove-headers-footers-and-page-numbers-HA010372690.aspx?queryid=fca2f8a9431945abbdd7b8a7bb03b6e6&respos=8&CTT=1#BM2
http://office.microsoft.com/en-us/powerpoint-help/reduce-the-file-size-of-a-picture-HA010192200.aspx
http://office.microsoft.com/en-us/powerpoint-help/reduce-the-file-size-of-a-picture-HA010192200.aspx
http://office.microsoft.com/en-us/powerpoint-help/reduce-the-file-size-of-a-picture-HA010192200.aspx
http://office.microsoft.com/en-us/word-help/add-or-delete-a-page-in-word-HP001098416.aspx
http://office.microsoft.com/en-us/word-help/add-or-delete-a-page-in-word-HP001098416.aspx
http://office.microsoft.com/en-us/powerpoint-help/avoid-missing-font-styles-in-powerpoint-HA001034824.aspx?CTT=5&origin=HA001034660
http://office.microsoft.com/en-us/help/embedded-and-linked-sound-files-in-a-presentation-HA001230307.aspx?queryid=c661eeba32ac4ba095ea4f9421615e75&respos=0&CTT=1
http://office.microsoft.com/en-us/powerpoint-help/copy-a-presentation-to-a-cd-network-or-local-disk-drive-HA010096696.aspx?CTT=5&origin=HA010077716
http://office.microsoft.com/en-us/powerpoint-help/brand-your-slides-with-a-background-picture-color-or-watermark-HA010118496.aspx
http://office.microsoft.com/en-us/powerpoint-help/brand-your-slides-with-a-background-picture-color-or-watermark-HA010118496.aspx
http://office.microsoft.com/en-us/powerpoint-help/show-the-slide-number-and-total-number-of-slides-on-every-slide-HA010242545.aspx
http://office.microsoft.com/en-us/powerpoint-help/change-the-slide-background-HP005194781.aspx
http://office.microsoft.com/en-us/powerpoint-help/change-the-slide-background-HP005194781.aspx
http://office.microsoft.com/en-us/powerpoint-help/avoid-missing-font-styles-in-powerpoint-HA001034824.aspx?CTT=5&origin=HA001034660
http://www.wikihow.com/Create-Backward-Compatible-PDFs
http://www.wikihow.com/Create-Backward-Compatible-PDFs
http://www.wikihow.com/Create-Backward-Compatible-PDFs
http://kb2.adobe.com/cps/328/328233.html#main_Optimize large PDFs
http://kb2.adobe.com/cps/328/328233.html#main_Optimize large PDFs
http://www.newcastle.edu.au/ctl-resources/Shared Resources/Documents/PDF/Editing Lectopia.pdf
http://www.microsoft.com/windowsxp/using/moviemaker/getstarted/clips.mspx
http://www.microsoft.com/windowsxp/using/moviemaker/getstarted/clips.mspx
http://connections.blackboard.com/files/0574a79b3c/Kevin_Reeve_Audio_and_Video_Standards_for_Online_Learning_9-08.pdf
http://connections.blackboard.com/files/0574a79b3c/Kevin_Reeve_Audio_and_Video_Standards_for_Online_Learning_9-08.pdf
http://video.about.com/desktopvideo/Export-in-Movie-Maker.htm
http://video.about.com/desktopvideo/Export-in-Movie-Maker.htm
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/index.htm
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/index.htm
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/index.htm
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/index.htm
http://www.newcastle.edu.au/service/library/shortloans/bookavreq.pdf
http://www.newcastle.edu.au/service/library/shortloans/bookavreq.pdf
http://cnettv.cnet.com/convert-dvd-web-video/9742-1_53-25746.html
http://cnettv.cnet.com/convert-dvd-web-video/9742-1_53-25746.html
http://cnettv.cnet.com/convert-dvd-web-video/9742-1_53-25746.html
http://www.newcastle.edu.au/service/library/shortloans/bookavreq.pdf
http://www.newcastle.edu.au/service/library/shortloans/bookavreq.pdf
http://www.newcastle.edu.au/service/library/shortloans/bookavreq.pdf
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Resource
Audio

Access-friendly

Export audio recordings
in an mp3 format.

Bandwidth-friendly

Remove non essential
audio content.

Remove unwanted
background noise.

Convert from stereo to
mono for clips longer
than 10 minutes.

Print-friendly

Provide a text-based
alternative.

Lectopia recording

Use larger fonts
for PowerPoint
presentations (p.13).

Use a lapel microphone
when presenting (p.10).

Remove unwanted
video content.

Provide a text-based
alternative.

Images

Use compatible file
formats including .jpg,
.png, .gif, .bmp and .tif.

Use image optimisation
techniques.

Course readings

Use Short Loans online.

Flash

Provide a link to
flash-based resources
rather than embedding
them into a Blackboard
course site.

CD ROM

Upload suitably
formatted CD-based
resources as zip file
package (refer to the
topic heading Special
Actions).

Provide a copy for
students in Short Loans.

Screen recordings

Upload suitably
formatted screen
recordings as a zip file
package.

Keep the screen
recordings frame size
below 900 pixels in
width.

Export screen
recordings using
a web-friendly
format (Camtasia
or Captivate).

Provide a text-based
alternative.

Web services

Ensure access to
externally provided web
services are free.

Additional support and advice

The links and some instructions provided in this resource are designed primarily for staff using an

up-to-date university configured Windows system. If the information provided on this page was not helpful

due to your computer configuration or you would like additional support try the related links below.

Teaching in the online environment and Glossary
Learning in the online environment and Glossary

Alternatively for further assistance contact the IT service desk on:

1. Via phone on 4921 7000 (If your request is URGENT)

2. Via Service Portal at www.newcastle.edu.au/17000
(Service Desk will aim to respond to, or refer to our team, within 1 working day)

For this method it is important that you provide the following details

Your name
Contact number/s

Blackboard Course name

Blackboard Course ID number (obtained from the Control Panel within the Course)

Brief overview of problem

This document is best viewed online at www.newcastle.edu.au/service/blackboard

Your Feedback

Email your feedback on
this information sheet to:
ctl-ersd@newcastle.edu.au

Published 2010


http://wiki.audacityteam.org/wiki/Lame_Installation
http://www.how-to-podcast-tutorial.com/videos/05-audacity-tutorial-trim/audacity-tutorial-trim.html
http://www.how-to-podcast-tutorial.com/videos/05-audacity-tutorial-trim/audacity-tutorial-trim.html
http://wiki.audacityteam.org/index.php?title=Noise_Removal
http://wiki.audacityteam.org/index.php?title=Noise_Removal
http://wiki.audacityteam.org/index.php?title=Mixing_stereo_tracks_to_mono_in_your_Projecthttp://wiki.audacityteam.org/index.php?title=Mixing_stereo_tracks_to_mono_in_your_Project
http://wiki.audacityteam.org/index.php?title=Mixing_stereo_tracks_to_mono_in_your_Projecthttp://wiki.audacityteam.org/index.php?title=Mixing_stereo_tracks_to_mono_in_your_Project
http://www.newcastle.edu.au/ctl-resources/Teaching-in-the-online-environment/Assets/Documents/documents_final/Understanding/Lectopia_guide.pdf
http://www.newcastle.edu.au/ctl-resources/Teaching-in-the-online-environment/Assets/Documents/documents_final/Understanding/Lectopia_guide.pdf
http://www.newcastle.edu.au/ctl-resources/Teaching-in-the-online-environment/Assets/Documents/documents_final/Understanding/Lectopia_guide.pdf
http://www.newcastle.edu.au/ctl-resources/Shared Resources/Documents/PDF/Editing Lectopia.pdf
http://www.newcastle.edu.au/ctl-resources/Shared Resources/Documents/PDF/Editing Lectopia.pdf
http://www.newcastle.edu.au/ctl-resources/Teaching-in-the-online-environment/Assets/Documents/documents_final/Understanding/Lectopia_guide.pdf
http://www.tvu.ac.uk/blackboard/tutorials/v8/images_in_Blackboard.pdf
http://www.tvu.ac.uk/blackboard/tutorials/v8/images_in_Blackboard.pdf
http://www.jiscdigitalmedia.ac.uk/stillimages/advice/basic-guidelines-for-image-capture-and-optimisation/
http://www.jiscdigitalmedia.ac.uk/stillimages/advice/basic-guidelines-for-image-capture-and-optimisation/
http://www.newcastle.edu.au/service/library/shortloans/submit.html#submit
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/Content/as_r7_3_Instructor_Manual/external_links.htm#_Toc167867045
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/Content/as_r7_3_Instructor_Manual/Items.htm#_Toc167867040
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/Content/as_r7_3_Instructor_Manual/Items.htm#_Toc167867040
http://www.newcastle.edu.au/service/library/shortloans/bookavreq.pdf
http://www.jiscdigitalmedia.ac.uk/movingimages/advice/screencasting/
http://www.jiscdigitalmedia.ac.uk/movingimages/advice/screencasting/
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/Content/as_r7_3_Instructor_Manual/Items.htm#_Toc167867040
http://library.blackboard.com/ref/36ba3329-e441-488a-93ce-7a55543cc999/Content/as_r7_3_Instructor_Manual/Items.htm#_Toc167867040
http://download.techsmith.com/camtasiastudio/docs/onlinehelp/enu/700/wwhelp/wwhimpl/js/html/wwhelp.htm?href=4_Produce.4.1.html
http://www.adobe.com/devnet-archive/captivate/articles/filesize.html
http://www.newcastle.edu.au/ctl-resources/Teaching-in-the-online-environment/
http://www.newcastle.edu.au/ctl-resources/Teaching-in-the-online-environment/Glossary.html
http://www.newcastle.edu.au/ctl-resources/Learning-in-the-online-environment/
http://www.newcastle.edu.au/ctl-resources/Learning-in-the-online-environment/glossary/glossary.html
http://www.newcastle.edu.au/17000

