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 Logging into Blackboard  

1. Go to h ttp://blackboard.caldwell.edu   

2. Then click the Login  button . 

 
 

3. Enter your username  and password . 
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4. After you have logged in, your screen should display the image below. 
 

 
 

 Tools Module  

By clicking on the links in this module, you will have access to the           

information stored in these links.  

 My Announcements Module  

This module displays the announcements that are featured in the various 

courses that you are teaching. If you would like to view the announcements 

for each course, you can click on the link underneath the Course Title.  

 My Courses Module  

By clicking on any link to a course you are teaching, you can begin to build 

your course. Note that once you have selected a course you are teaching, you 

will move into the Courses Tab viewing the Courses Page. Your 

Announcements will automatically be visible on this page. This is a default, 

set by the System Administrator.  The left side bar is the menu bar for the 

course.  

 

 

 Once you click on the course that you are teaching, this is how your screen  

      should be displayed.  

1. To design the layout and content of this course you would select the Control  

      Panel  option at the bottom left hand corner of the  page. 
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 The Control Panel  option  takes you to the Content Frame  which is used  
       to create and design new courses. 
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 The Instructor uses the Course Options  area to manage all aspects of the  

       course. Instructors can set the availability and accessibility of a course, as well  

       Ar chive  and Recycle  courses, in addition to Importing  course content  

       and Course Cartridge.  

 

 

 There are seven course options, which the course can be managed by:  

      Manage Course Menu , Manage Tools , Settings , Course Copy ,  

      Import Package , Archive Course  and Resources . 

 

 

 Use Manage Course Menu  under Course Options  to add a number of  

      features to the course, such as tabs/buttons on the left  that hold course  

      information such as  Course Documents or Announcements , specific  

      items such as a Course  Syllabus, External Links , which link to URLs   

      outside of the course and Course Links , which link to other areas within the     

      course.  Four (4)  objects can be added to the Manage Course Menu:   

     Content Area, Tool Area,  Course Link and External Link.  

 

 

 

 

 

 

 

 

 

 



 

444///222777///222000111000   

 

8 

 

 

1. Click on the link Manage Course Menu , found in the Course Options   

      section on the Course Content Frame . This page should be displayed. 

 

2. To add Content , click on the Content Area option  on the toolbar. This is         

      the page that should be displayed. 

3. A default name for your Area name  can be found in the drop down box,  

     to specify choose Other ï Add Text Below and then type in your own title      

     for the content area.  
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4. Select the appropriate options for guest, observer, and student/participant   

       access listed immediately below. 

5. Click Submit . 

 

 The following page should appear. This page indicates that Blackboard has  

       added the changes to the content area. Ensure that the Receipt says,  

       ñSuccessò. 

 

 
 
 
 
 
 
 
 
6. Click Ok . 
 

 To add a Tool , click on the Tool Area option  on the toolbar. This page 

should be displayed. 
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1. A default name for your Area Type  can be found in the drop down box,      

      to specify choose Other ï Add Text Below and then type in your own title  

      for the Area  name . 

2. Select Make available for Student/Pa rticipant  option listed immediately  

      below. 

3. Click Submit . 

 

 The following page should appear. This page indicates that Blackboard has  

       added the update under the Manage Course Menu  content area. Ensure    

       that the Receipt  says, ñSuccessò. 

 
 
 
 
 
 
 
4. Click Ok . 
 
 
 

 To add a Course Link , click on the Course Link option  on the toolbar. 

      This page should be displayed. 
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 A default name for your Area Type  is given, to specify type your own    

      title for  the Area name . 

1. Click Browse . The Course Map will appear, select a folder or item within the  

      Course Map to link to and click Submit . 

2. Select the appropriate options for Allow guest access  and Make available  

      for student/participant users  listed immediately below.  

3. Click Submit . 

4. Select Ok  on the Success Receipt  page. The Area Type  added will appear  

       at the bottom of the page. 

 

 
 To add an External Link , cl ick on the External Link option  on the  

       toolbar.  The page should be displayed as follows: 
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1.    A default name for your Area Type  is added and to specify type in your own      

      title for the Area  name.  

2. Insert the Target . Enter a Website address for the link to access. When  

      adding a URL , type for ex.  http://www.blackboard.com  

3. Select the check box to open the URL in a new window  when it is accessed  

      by a user. 

4. Select the appropriate options for guest, and student/participant  listed  

      immediately below.  

5. Click Submit . 

6. Select Ok  on the Success  Receipt page. The External Link added will appear  

      at the bottom of the page. 

 

 

1. Click on any of the Modify  or Remove  tabs located to the left of that tab that  

      needs to be modified or removed.         

2. The following dialogue box should appear if Remove  is selected. 

               

3. Select Ok  if you are sure that you want to remove the Tab , or select Cancel   

      for other options.  

4. The following page will appear if you select Modify .  
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7. Changes can be made by typing the Area Name . Select the appropriate  

       options for guest, and student/participant listed immediately below . 

8. Click Submit  when finish.  

9. The following page should appear. Ensure that the Receipt says, ñSuccessò. 

 

 
 

 

10. Click Ok . 

11. The order of the tabs can be adjusted by changing the numbers located on the   

       left of each tab. 

 

 

 Instructors can control the availability of all Tools through the Manage   

 Tools  area of the Course Options  section. This tool includes all of those 

available through the Blackboard Learning System , such as the Address 

Book , the Communications Area , the Discussion Board , System 

Extension Tools , and Content Tools  that have been added by the System 

Administrator. Instructors  can enable these tools for use during a course and 

decide which tools Guests and Observers may access. 

 

 Click on the Manage Tools  link, found in the Course Options  section on  

      the Course Content Frame . This is the page that should be displayed. 

 

 

 

 

 

 

1. Click Enable Blackboard Tools  to change the properties of each tab within  

      the course and enable tools provided by Blackboard.  
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2. The availability for guest and observers to access various tabs can be changed.  

      This is done by selecting a óCheckô mark next to the box of those tools that  

      will be used in the course. If the tool is not checked then it will not be  

      available in the course. 

 

 

 

 

 

 

 

3. When completed, select Submit . 

 

 If the Instructor disables the Announcements Tool and resets the Course  

      Entry Point to an area other than Announcements, course Announcements  

      will still be available to Students from the My Institution Panel . Instructors  

      have to remove Announcements to make them unavailable. 

 

1. Click Enable Co ntent Tools  to change the properties of the content within    

      the course and enable content tools. Content Tools includes content for Item ,  

      External Link , Test , Survey , Assignment , and LRN  package.  

2. Select a óCheckô mark by the Enabled  box next to those tools that will be  

       used in the Course. If the tool is not checked then it will not be enabled. 
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3. When completed, select Submit .  

4. A Receipt : Success  should be received on the following page. 

 

 

 

 

 The Settings  page allows the Instructor to manage the logistics, availability,  

   and accessibility of a course and itsô contents. Instructors can use Course 

Name and Description  to change the name, description, and subject type 

of a course. Course Availability , used to make the course available to 

Students. Course Duration , used to set the duration of the course; 

Enrollment Options  to set how Students will enroll in the course and 

Categorize Course  to select where in a Course Catalog the course will 

appear. 

  

 Click on the Settings  link, found in the Course Options  section on the  

     Course Content Frame . This is the page that should be displayed. 
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1. Click Course Name and Description  to set the title, description and  

       category for your course. The following page should appear. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Type the Course Name . 

3. Add a brief overview of the course in the Description  Area. 

4. Choose the appropriate Course Classification . Select the Subject Area   

      that best describes the course. The subject area can be further defined by  

      Discipline.  

5. Select Submit . 

6. A Receipt stating Success  should appear. Click Ok . 

 

 Click Course Availability  to set user availability for this course. 

       The following page should appear. 
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1. To M ake  the Course Availabl e click Yes . If the course is set to available,  

       all users participating in the course will have access. 

2.  To make the course unavailable, click No . Courses set to Unavailable will not  

   appear at all in the Studentôs My Courses module on the My Institution tab, or 

in the Studentôs Course List on the Courses tab.  

 Students may not access a course Web site that is set to unavailable. 

Courses set to Unavailable will appear in the Courses you are 

teaching: section of the My Courses module and in the Course List 

on the Courses tab. The course will be indicated as Unavailable, but 

will still be accessible by the Instructor. Courses set to Unavailable 

will appear in the Courses in which you are participating:  

section of the My Courses module and in the Course List on the 

Courses tab. The course will be indicated as Unavailable. The course 

is still accessible by Course Builders and Teaching Assistants. 

3.  Click Submit . 

4.  A Receipt stating Success  should appear. Click Ok . 

 

 

 Click Guest Access  to set guest access for this course. 

      The following page should appear. 

 

 

 

 

 

 

 

1. To make the course available for guests to view click Yes .  

2. To make the course unavailable for  guests to view click No . 

3. Click Submit . 

4. A Receipt stating Success  should appear. Click Ok . 
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 Click Enrollmen t Options  to control the enrollment options in the course . 

      The following page should appear. 

 

 

 

 

 

 

 

 

 

1. Select Allow interested Students to e -mail requests to Instructor if  

 you want this option available. Select the check box to create a link for 

Students to email an enrollment request to the Instructor. The link appears in 

the course catalog. 

2. Select Self Enrollment to allow Students to enroll in a course as determined  

      by the limits defined in the starting date, ending date, and access code. 

3. Select Require Access code to enroll to prohibit persons not in the class  

      from enrolling in the class through blackboard. If selected, this access code     

      will be required  for Students to enroll in the course. 

4. Click Submit . 

5. A Receipt stating Success  should appear. Click Ok  
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 To select the entry point for this course,  click  Set Course Entry Point . 

      The following page should appear: 

 

 

 

 

 

 

 

 

1. Select the Entry Point  from the navigation areas. When a user enters a  

Course they are usually presented with the "Announcements " page. This 

feature allows you to select a different page to display. Choose the desired 

Entry Point  from the drop down menu.  

2. Click Submit . 

3. A Receipt stating Success  should appear. Click Ok  

 

 Click Course Design  to set course banner and design The following page  
      should appear 
 
 
 
 
 
 
 
1. Click Course Design  to set Navigation Style  and Style P roperties  for  

      this course. The following page should appear. 
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(A)  
 
 
 
 
 
 
 
(B)  
 
 
 
 
 
 
 
 
 
 
2. Choose the Navigati on Style  by selecting either Buttons or Text . 

3. If Button s is chosen, choose the Button Type  from the drop -down list, click   

      an option to choose the Button Shape , and use the drop-down list to select  

      the color of the buttons. Click Gallery of B uttons  to view the entire button  

      color options. 

4. If Text  is chosen, click Pick  and select a background color  for the Course  

      menu, and click Pick  and select a highlight color for navigation  for the  

      text in the Course menu. 

5. Click Submit .  

6. A Receipt stating Success  should appear. Click Ok  

 Click Course Banner  to add or remove a banner on the Announcement page  

       in your course. The following page should appear. 
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1. Click Browse . A dialogue book entitled óChoose File ô will appear. Enter the  

      path to the new banner file to upload a new course banner. 

2. To Remove  the current Banner select the ócheckô box and the banner image  

      from the course Web site will be removed.  

3. Click Submit . 

4. A Receipt stating Success  should appear. Click Ok  

 

 

 

 Archive Course  creates a permanent record of a course including all the  

      content and user interactions. Archived Courses are a permanent record of the    

      course. 

 

 Archived courses are saved as .zip files . Archiving a course does not remove  

      it from the system. 

 

 To find this page, open the Content Frame and click Archive Course  in  

       Course Options , to open the Archive Course page. 

 

 

 When you click on the link, the following page will appear:  
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 Create an Archive  

            Select Submit  to export the course contents and save it for future use.   

            When you click on the Submit  button,  a new page will be displayed: 

 

 

 

 

 

 

 

 

 

 

 

 On the following page, select Click here to download the generated  

      package fi le  to save the file. The package will not be saved in the Blackboard  

      Learning System! If the package is not downloaded from this page, it will be  

      lost and the export operation must be repeated. 
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 The Course Tools  Section allows you to change items on the pages which  

      will be viewed by students. Use Announcements  when you would like to  

      add an announcement to the opening page of your course. 

 

 

   

 

 

 

1. In your  Control Panel, c lick  on the link labeled Announcements . This is 

the page that should be displayed. 
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2. To add an announcement, click  on the button at the top of the page labeled  

       Add Announcement . 

3. The new page should be as following: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. The first step is to name/label the announcement in the Subject  box.  This is  

      what students will see directly after the date that is posted. 

2. Information for the item can be added in the Message  area. The toolbar at  

      the top of the window is similar to the one fo und in a Word document.   

3. Under the Options  Section, is where you will be able to make the  

       announcement permanent or put time restrictions on the announcement.  

4. You will choose whether this announcement will ALWAYS  be shown on the  

    announcementôs courseôs main page, by clicking the YES  box.  This will make  
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 it PERMANENT.  

5. Then you will proceed to put date and time restrictions if need be.  Once you  

 choose the date and time, you MUST  check the box above labeled Display 

After/Before . There must be a Display After  times to have the 

announcement appear initially.   

6. The third section is Course  L ink . 

7. To attach a file to the added content, choose Browse  and find the link   

      location  and click to add.   

8. You then must click Submit ! 

9. An announcement receipt will appear t his page indicates that Blackboard has  

      added the item under the Announcement content area. 

 

 

 

 

10. Clicking on OK  allows you to follow through the steps to make the  

      announcements appear on your homepage. 

11. You will then click OK  on the next again and it will bring you back to where  

       you started.   

 

 To Modify  or Remove  an Announcement you must click on the  

      Announcement  link in the Course Tools  Section of the Content Frame .   

1. When clicked upon, a page with all current announcements will appear.  
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2. If you would like to Remove the announcement, click the Remove  button  

3. and hit Ok . 

4. To modify  it, click the Modify button and a new page will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Here you can change the Subject, Message, Permanent Stat us, 

Time/Date Restrictions  and any Links  you currently had on the 

announcement.   

6. When you are finished,  you will click the Submit  button and obtain an 

Announcement Receipt.  

7. Click Ok  and again on the next page until you arrive back at the Content 

Frame .   

 

 

 

 

 



 

444///222777///222000111000   

 

28 

 

 

 To make changes to the Course Calendar , click upon the Course  

      Calendar  link  in the Course Tools  Section.     

                 

 
 When the link is clicked upon a new page should be displayed. 
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       The page that is displayed is shown for a single day .  You can also view the  
       calendar weekly, monthly , and yearly . 

 

 At the top of this page, you will see a gray toolbar which gives you to buttons  

      to utilize this page.  The first is the Add  Event  and the second is Quick   

      Jump. When the Add Event  button is clicked on, a new page will be   

      displayed: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Under the heading Event Information , you will give the event a name.  This  

      Event Title  will appear in the calendar as typed.  This becomes a link so the  

      student will be able to view the description.  

2. The Event Description  box is where you can type a brief description of the  

      event if need be.  The student will view this  when the student clicks  

      on the event link in the calendar. 

3. Under the heading Event Time , is where the date and times of this event are  

      chosen to be accessed by the student.  

4. When a date is picked it will be entered into the calendar and stay there  
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      through the courseôs time period.  MAKE SURE you  have the CORRECT  

      Month, Day, and Year.  

5. The start and end time allows you to restrict when the student will be able to  

      see the description.  

6. When all the information is entered correctly, you MUST  click on the  

       Submit  button to enter t he data.  Then click on Ok  until you are back to  

       the Content Frame.   

 
 

 To Modify  an event in the calendar you must click on the Course Calendar   

       link in the Control Tools  Section.   

 You then should view the calendar by month, by clicking on the View Month   

       tab above the date posted.  The page should look as the following: 
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1. Click upon the event in the dated box to which you would like to modify.  

2. When you click upon the event in the right date box, a new page will appear.     

 

 

 The page will look like  thisé 

            

 

 

 

 

 

 

 

3. If you would like to Remove  the event, click Remove  and all  the Ok  that  

   follow. 

4. To modify  click on the M odify  button and a new page will appear.                                            
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5. When you are on this page, you can begin to make any changes you need 

to.   

 6.   The title of the event, description, date, and time restrictions can be 

changed.  

7. When changes are complete, you MUST  click on the Submit  button.  

8. You will then get a Calendar  Receipt  letting you know if Blackboard                                        

accepted it or if there are any problems.  

 

 

 

 

 

 

 

9. Click Ok  to accept and proceed by clicking Ok on the calendar page to 

return to the Control Panel.   
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 When making changes to the Staff/Faculty Information page.  

      Click on the Staff Information  link in the Course Tools  Section on the  

      Content Frame . 

 

 

 

 

 When the link is clicked upon the page should be displayed as: 

 

 

 

 

 

 

 

 

 

 

 If the page is already established, this page will be filled with information that  

      is posted.   

 If the page is empty and you are beginning a new one, here is how to add  

      information.  
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 To add a quick profile, you must click  on the Profile  button in the gr ay  

       toolbar.  The page will appear as the following: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Here you can follow the outline to add a profile.  When this is typed in it is will  

      appear on the Staff Information Page in a simple format.  

2. Under the Options Section, click YES  to make the page visible. 

3. To add a picture you must go to Profile Image, choose Browse and find the file  

      location and click to add.  A personal link can be typed in also.     

4. When you completely filled out the profile, you then MUST  click on Submit . 

5. You will then receive a Receipt page tell you that it succeed or that there are  
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   problems.  From this point on you must click  on the Ok  at the bottom right  

      hand corner of every page until you are at the Content Frame  again.   

 To add a Folder  to the Staff Information  page you are creating a page  

      from scratch.  You form your own outline and can put graphics, heading, and  

      other accessories. 

 

 When you click on the Folder button in the gray toolbar area a new page  

       appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. You first have to give a Name  to the folder.  There is a drop box that pulls  

       down and has a few options.  A default name for your item can be found in  

       the drop down box, to specify choose Other ï Add Text Below  and then 
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       type your own title for the Name .  

2. A color palette is stored under the button labeled pick. To change the color of  

      the item name click on pick 

3. Information for the item can be added in the text area. The toolbar at the top  

      of the window is similar to the one found in a Word document.  In the TEXT  

      box you are able to create you page.  Here you can add graphics, text, heading,  

      pictures, and any other accessory to the page you wish.   

4. Next you should check the ñYESò under the Options Section to make your  

      information visible to the students  

5. Then click  the Submit button.   

6. You will get a Receipt to insure Blackboard accepted your data or if there  

      was a problem. This page indicates that Blackboard has added the item under  

      the Staff Information Area.  

 

 

 

 

 

 

 

7. From this point on keep clicking the Ok  until you return to the Control    

      Panel Page.  This is the last page you will see before you reach the Control  

      Panel Page. This page will let you see how the context is outlined . 

 

 

 

 

 

 

 

 

 



 

444///222777///222000111000   

 

37 

 

 

 If the information is already in the folder and you would like to make changes  

      these are the steps you would take. 

 When you click on the Announcement link in the Content Frame, a page will  

       be displayed similar to the following:  

 

 

 

 

 

 

1. If you would like to remove this page, click the Remove button.  

2. To modify the page, click the Modify  button and a new page will appear. 
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 Here you can make any changes you would like to the page.   

 

3. When you are all finished with the changes click the SUBMIT  button.  

4. A new page will appear and be displayed as the following.  This page indicates 

that Blackboard has updated the Staff Information Area.  At the bottom click 

Ok  until you reach the Control Panel page. 
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 To add or make changes to the Tasks  section of the course, click on the  
      Tasks  link in the Course Tools  Section on the Control Panel Page. 
 

 
 

 When the link is click ed upon, a new page will be displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
1. To add a task to the course, click on the Add  Task  button near the top of  

      the page.  A new page will be displayed.  

 



 

444///222777///222000111000   

 

41 

 
2. In the Task Title  box, name the task you will be giving the students. 

3. The Description  box allows you to include a description of what the students  

       are expected to do. 

4. There is also the option  for the Due Date  of the project.  

5. Under the Task Options  section, you can pick what Priority  this task will  

      have.  You can choose between Low , Normal , or High . 

6. Next click  the Submit  butt on to fully complete your task input.  

7. A Task Receipt  will appear.  This page indicates that Blackboard has  

      accepted your input to the Task Section. 

 

 

 
8. This page shows you the information that was put in .  Click  on Ok  to  

      accept the page and a new page will be displayed.   
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9. Click on Ok  again to fully establish the page and return to the Control  

      Panel. 

10. When you enter the Task Section  again, this is the page that will appear.  It  

      will show all previous tasks that were entered. 

11. To Remove  a task, click on the Remove  button and then click OK . 

12. To modify  a task, click on the M odify  button and a page will be displayed. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

13. Here you can make any changes that need to be and then click Submit and  

      the Ok  that follow s to complete the input of the task.   
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 The Discussion Board  is a communication medium for posting and  
   responding to messages. This feature is similar to the Collaboration Tool , 

but is designed for a synchronous use. The Discussion Board allows the 
Student and Instructor to interact and learn from each other with threaded 
discussion boards. An advantage of the Discussion Board is that conversations 
are logged and organized. Conversations are grouped in threads that contain a 
main posting and all related replies. It also details how users may participate 
in an on-line discussion with other users in a course.  

 
 Click on the Discussion Board  link, found in the Course Tools section on  

      the Course Control Panel. This is the page that should be displayed: 

 
 
1. To add a Discussion topic, click on Add Forum . 

       This is the page that should be displayed.  

 


