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Basic Skills Assumed

ÅAbility to navigate the Internet

ÅCopy and paste text

ÅEmail

ÅAccess files on hard drive

ÅLow level computer anxietyé

ï(okay, thatõs just a hope!)



To be Covered

ÅPost text-only Announcements (slide 7)

ÅUpload files, add folders and external links 
to existing course components (slide 12)

ÅAdd course components to menu (slide 26)

ÅCustomize look of menu (slide 34)

ÅAccess gradebook and add assignments

ÅEmail students (slide 54)

ÅAdd Staff Info (slide 56)

ÅAdd dates to Calendar (slide 59)



Login to Blackboard

ÅGo to the access point for Blackboard. It 
will be different for every school. CSCC 
has a link to it on their main screen.

ÅType your username and password. For 
CSCC itõs the same as for Cougar Web.



Blackboard Main Page

ÅBlackboardõs main page lists system 
announcements and the courses you are 
teaching(or taking).  Click on one.



Blank Course

ÅBefore we make any changes to the course, 
it will look like this:

ÅWeõd first like to add an announcement 
welcoming students to the course.



Add Announcement

ÅClick on the Control Panel link on the left 
menu.

ÅOn the left side of the Control
Panel page, under Course Tools
click on Announcements.

ÅEvery time you want to add
or modify announcements
go here.



Add Announcement

ÅClick on Add Announcement

ÅIn the text box at the
top, type the message.

ÅBe sure to include a title.

ÅCommands at the top
work like Word with
Bold, Italics, justify, etc.
type commands.



Add Announcements

Å Permanent announcements
will always be displayed
at top on the front page, otherwise
it will come off the front page
after 7 days. Welcoming messages
are best as permanent.

Å You can delay an 
announcement and have it open
at a certain time or have it stop 
showing on a certain date & time.

Å You can email the announcement
to the class.
Email is always immediate.


