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Using Public Voice Boards on Blackboard





Instructions for Students
A.  Recording your Own Voice
1.  Click on the words “Enter Voice Board”.
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2.  VERY IMPORTANT!  The first time you use this program on your home computer, and every time you use it at school, you will see a security warning pop up.  YOU MUST CLICK RUN.  If you don’t, the program will not work, and you must shut down (turn off) your computer completely, then turn it on and start from the beginning again.
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3.  Click on the picture of paper above the word “New”.
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4.  After you click on the paper picture (New), the Compose window will appear.  

Click in the blank space after the word “Subject” and type your name and the name of the assignment.
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5.  When you are ready to speak and record your voice, click the round black button near the top left of the Compose window to start recording.
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6.  When you are finished speaking, click the square black button to stop recording.
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7.  To listen to your voice, click the triangular black button.
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8.  If you don’t like what you hear and want to record your voice again, click the round record button again.  You will see a message:  “Are you sure you want to override the previous message?”  Click “Yes” to start recording again.  
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9.  When you are satisfied with your recording, send it to the instructor to hear by clicking the yellow arrow above the word “Send”.
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10.  You will then see your name and recorded assignment posted to the voice board.
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B.  Replying to Others (Asking a Question or Making a Comment)
1.   To listen to another person’s recording and reply to it (ask a question or make a comment), first click on the person’s name in the Voice Board window.  The name will appear in the box below.  Then, click the triangular play button to listen to that person.
[image: image11.jpg]0 %) 7]

e Resly aptiens

"Diaz - About Me 1o Maria Diaz

111907 522PM

From: Maria Diaz bl

‘Subject; Marta Diaz - About m% 00
Dat % 153





2.  To reply (ask a question) to the person, click on the person's name, and then click on the picture of the paper above the word “Reply”.
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3.  A new “Reply” window will open.  In this window, click in the empty white box below the words “Subject” and type your question or comment.
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4.  If you want to record a comment in addition to typing it, click the round Record button and speak.  
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5.  Click the square stop button when you finish talking, and then don’t forget to click the yellow “Send” button to submit your question to the Voice Board for the person to see and listen to.
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5.   A plus sign will appear next to the person’s name.  This shows that someone has replied to a voice board.
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C.  Responding to a Reply (Answering a Question)

1.   To see if anyone has asked you a question or made a comment about your voice board, look for a plus next to your name.  
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2.   When you click on the plus, the name of the people who have posted replies to your voice board will appear below your name. 
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3.  When you click on the other person's name below your name, you will then see the question or comment in the lower box.  To hear it, click the triangular play button.
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4.  To answer the question, click on the person's name, and then click on the picture of the paper above the word “Reply”.
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5.  A new “Reply” window will open.  In this window, click in the empty white box below the words “Subject” and type your answer.  If you want to record your answer in addition to typing it, click the round Record button and speak.  
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6.  Click the square stop button when you finish talking, and then click the yellow “Send” button to post your answer to the Voice Board.
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