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 Logging into Blackboard 

1. Go to http://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 display similar to the image below 
with My Bb@Caldwell highlighted: 

 

 
 

 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 courses in 

which you are enrolled. 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 any of the links to a course in which you are enrolled, you may 

enter the course.  

 If you wish, you may also search for your course, you may do so by clicking 

the Courses tab as shown below: 
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 Once you click on a course in which you are enrolled, your screen  

      should display similar to the image below:  

 

 
 

 Once you have entered the course, you may navigate through the tabs on the 

left to view any information that your professor has uploaded onto the course.  

 
Course Tabs: 

Announcements 
  The ‘Announcements’ tab allows you to view announcements for the course 

posted by your instructor. Announcements posted by the instructor can be 

found on the homepage of the Blackboard course beneath the banner as shown 

in the image above. 

 

Faculty Information  
  The ‘Faculty Information’ tab allows you view any information your 

instructor has uploaded onto Blackboard as displayed below. 
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Course Information 

 The ‘Course Information’ tab may contain descriptive information about the 

course or some important information not mentioned in the syllabus.  

 

Syllabus 

 The ‘Syllabus’ tab allows you to view the course syllabus uploaded by the 

instructor. 

 

Quizzes 

  The ‘Quizzes’ tab allows you to access and take quizzes posted by the 

instructor. 

 

Campus Resources 

  The ‘Campus Resources’ tab provides reference information and/or links that 

may help with the course. 
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 External Links 

 The ‘External Links’ tab provides links to other websites related to the course. 

 

Communications 

 The ‘Communications’ tab offers features that allow you to exchange 

information with your instructor and/or classmates.  

 

 

 

 

 
 
 
 
 
 
 

 
 
 
 
 
 



 

555///111333///222000111000   

 
8 

 
 
 

 

 

   

 

 To view your 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. 

 

 
 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: 

 

 

 
 
 
 
 

 
 

 

 

 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.  
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 Click on the Discussion Board

      the Course Control Panel. This is the page that should be displayed: 
 link, found in the Course Tools section on  

 
 
 
 
 

 To Send an E-mail select the Communication option at the bottom left 

hand under Tool section. 

Then select Send E- mail. 

 

 

 

 This is the page that should be displayed after you select Send E-mail. 
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 If you click on All Users this is the page that should be displayed.  All of the  

      users will be displayed.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 All one needs to do is put in a Subject and a preferred Message.  If one  

      wants to add an attachment, click on the Add button under Add 
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      Attachments. 

 

 

  

 

 

 This is the page that should be displayed after you click on the Add button.   

      Then click on “Browse” to get the file you would like to attach, select the file  

      then select Open and the item will come up on the screen, select Submit.   

 

 

 

 

 

 

 

 

 This will take you back to your previous page with the attachment added.   

       Select the Submit button in the bottom right hand corner to finish the E- 

       Mail.     

 

 

 

 

 

 

 

 

 

 

 This process will be the same for sending an E-mail to All Instructors, All  

Groups and All teaching Assistants. 
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 However the only difference with Single / Select Users , Single / Select 

Groups, is that you get to choose to whom you wish to send an e-mail 

message.  For instance, the screen will look like this. You get to choose whom 

the email is sent to by checking the Students name.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To use the Digital Drop Box go through the Course Tools option and 

select Digital Drop Box. (When students are submitting their assignments 

in the Digital Drop Box, they should click SEND FILE rather than ADD 

FILE since that only adds the assignment in the box, not sends it) 

 

http://blackboard.caldwell.edu/bin/common/user_sendmail_select.pl?course_id=_24_1&select=cp_send_email_select_students&context=editable�
http://blackboard.caldwell.edu/bin/common/user_sendmail_select.pl?course_id=_24_1&select=cp_send_email_select_groups&context=editable�
http://blackboard.caldwell.edu/bin/common/user_sendmail_select.pl?course_id=_24_1&select=cp_send_email_select_groups&context=editable�
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 his is the page that should be displayed. If you would like to add a file, just 

click on Add File. (Just remember that when students ADD a FILE it will 

only add the assignment in the box, not send it.) 

 

 This is the page that should be displayed. Then you add a Title to the file you 

want, select the File by going to the Browse button, click on the file you 

would like then select Open, then under this one you can add comments.  

Then just select Submit.   
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 You will get a receipt in which you will select OK.  From there, this page 

should be displayed.  With the File attached, select OK. 

 

 

 

 

 

 

 

 To send a File just click on Send File  

 

 

 

 

 

 

 

 From this, a screen like this will come up, and again just fill out the 

information needed. From there, just select Submit.    
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 To complete any assignment, click the Assignment tab at the left hand side of 

the Blackboard page.  

 

 If you have some assignments, your page should be like as bellow: 

 

 

 


