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pammers, phishers and more!  
WeÕve all been the recipient of 
email like the one shown above, 
but how do we know whatÕs 

legitimate and what isnÕt?  LetÕs examine 
this message in more detail and ßag 
those things that donÕt look quite right.

Request for  Personal  Info
VCU will never, ever ask for your 
personal information!

Suspic ious Return address
VCU will not use an alternate email 
address, such as the gmail address used 
in this phishing scheme.

Spel l ing and Grammar
Not all email is well crafted, but as a 
general rule o!cial email from the 
University will contain no spelling or 
grammatical errors.  Below are just a 
few of the errors contained in this email 
message.:

instruct ional  sof tware spot l ight

S

Getting Started
Monday July 27
1pm-3pm
Cabell Library, Room 320

Wednesday July 29
9am-11am
Cabell Library, Room 320

Monday August 10
9am-11am
Cabell Library, Room 320

Tuesday August 11
1pm-3pm
Cabell Library, Room 320

Monday August 17
1pm-3pm
Cabell Library, Room 320

Tuesday August 18
9am-11am
Cabell Library, Room 320

Blackboard
The training sessions shown below are 
offered by the Center for Teaching 
Excellence.  Online registration is 
available at the following site:
http://www.vcu.edu/cte/workshops/
workshops.htm
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Clickers

Teaching with Classroom Response 
Systems

Thursday July 30
1pm-3:30pm
Harris Hall
CTE Seminar Room 5182 

Monday August 17
1pm-3:30pm
Harris Hall
CTE Seminar Room 5182  

Managing Spam 
If you suspect an email message is 
spam, do not respond or click on any 
links in the message.  Just delete it!

Training                                                

http://www.vcu.edu/cte/workshops/workshops.htm
http://www.vcu.edu/cte/workshops/workshops.htm
http://www.vcu.edu/cte/workshops/workshops.htm
http://www.vcu.edu/cte/workshops/workshops.htm


Blackboard Academic Suite 

Handheld Devices
It is very important that you secure your data, especially on handheld devices.  Steps to securing some of 
the most common handheld devices are shown below.  Instructions may vary slightly by model.  The most 
secure devices are not only locked with a password, but also have the data encrypted.  Click the website link 
associated with your device to go directly to the manufacturer’s website. 

Use PowerPoint to Create a Course Banner
1. Before you begin, your PowerPoint file must be properly sized.

! Open PowerPoint
! Click the Design tab
! Click Page Setup
! Set the width to 6 inches and the height to 1 inch
! Click OK
! Save your PowerPoint file

2. Insert text, WordArt and/or clip art as desired.
3. Select Office Button > Save As > Other Formats
4. Click the Save as type drop-down menu and choose GIF
5. Select Current Slide Only
6. In Bb, go to Control Panel > Course Design > Course 

Banner to upload your GIF.

Palm ¥ Tap the House or Applications icon depending on the kind of Palm you have
¥ Tap the Security icon
¥ Tap the box next to Password
¥ Enter a password.  Tap OK
¥ Enter your password again. Tap OK.  The Þeld next to Password should now say 

Assigned

Smartphone ¥ Tap Start > Settings > Personal tab > Lock
¥ Select Prompt if device unused for and set your preferred value
¥ Select the type of password you want to use in the Password type box
¥ Enter and conÞrm the password
¥ Enter a Hint
¥ Tap OK

Blackberry ¥ In the device options, click Password
¥ Set the Password Þeld to Enabled
¥ Click Set Password
¥ Type a password
¥ Press the Menu key
¥ Click Save

iPhone ¥ Click the Home button to bring up the main menu
¥ Click Settings
¥ Click General
¥ Click Passcode Lock
¥ Enter a 4 Þgure code
¥ Re"enter the 4 Þgure code when prompted

website

website

website

website

You will have 2 Þles, the PowerPoint Þle 
that you will use to create your Banner, 
and the gif Þle that you will upload to 
Blackboard.  

After uploading, preview the banner in 
your Blackboard course. If fonts or 
images do not appear as expected, 
modify your PowerPoint Þle and repeat 
the steps to save and upload your gif.

You can only make changes to the 
PowerPoint Þle, so make sure you save it!

http://kb.palm.com/wps/portal/kb/na/deviceselector/page_en.html
http://kb.palm.com/wps/portal/kb/na/deviceselector/page_en.html
http://www.microsoft.com/windowsmobile/en-us/devices/default.mspx
http://www.microsoft.com/windowsmobile/en-us/devices/default.mspx
http://na.blackberry.com/eng/
http://na.blackberry.com/eng/
http://www.apple.com/iphone/
http://www.apple.com/iphone/

