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1. Log in to Blackboard

To log into Blackboard, open your Internet Browser. (e.g. Internet Explorer,
Mozilla Firefox).
a) Inthe address bar, type:

http://www.blackboard.dug.edu/

b) Enter your Multi Pass ID and password.

¢) Inthe future, there will be a single sign-on through Dori located
at http://www.dori.dug.edu

2. Finding a Community

To access materials, announcements and other activities in Blackboard, you
must first locate and enter the desired community.

~
Courses & Communities

a) Click on Courses & Communities.
b) Click the desired community from the list of communities that is
available to you.
U If you cannot locate the desired community, click the
FBrowse Organization Catalog link at the bottom right of the
page and search for the desired community.

You will then be taken to the starting screen for this community.

DU Writing Center

Announcements

Information

Rideshane

Safety Tips
Employee
Rideshare Board

VIEWTODAY | VIEWLAST7DAYS

| VIEWLAST 30 DAYS LA N, A MR Aok b s st s

Please Note: Not all Blackboard Communities will look the same!

3. Announcements

Normally, the first thing displayed are any announcements which have been
posted. Older announcements can be seen by clicking the Last 7 Days, Last
30 Days and View All tabs

VIEW TODAY | VIEW LAST 7 DAYS | VIEW LAST 30 DAYS | VIEW ALL

August 07, 2007 - August 14, 2007

&, Thu, Apr 12, 2007 -- Blog and Wiki Contributions

4. Navigation Buttons

You will find a set of buttons, or links, on the left-hand side of the screen.
These will be tailor-made for your community.

You access any materials, information or learning activities by clicking on the
links to the area you want to access.
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" Announcements . i Butdt ovn

Documents . 6. Printing Files

 Suggestions/Comme Files available in Blackboard are identified by a hyperlink. Clicking on the link

S will load the file directly into the Blackboard window, or display a dialog box
Staff Information . K . . .

to either open the file or save it. You can choose to print or save the file.

Information

Communication e Click the desired document link with the left mouse button.
' ¢ A menu displays which lets you choose to:

Discussion Board

External Links 1. Save itto a location on your PC, network drive, or other

location for later use or reference, or

2. Open itin a new window.

e To print the file without viewing it, right click the document link.
Choose Print Target from the pop-up window to display the Print
dialog box.

BANMER GENERAL USER DOCUMENTATION (ORG-HR-EANNER-GEN

[£J Documents

When you are moving around inside a course, you can also use the grey
foreadcrumb traildo at t he t o pvhioh 6hoves yau the greagyeu
have visited. See below

(U] nome  meip Logout
rses My Communities Need Assistance? Gumberg Library DU Writing Center .
e .l ]I Banner Key Stroke and Shortcut Guic
@SENEML USER DOCUMENTATION [ORG-HR-BANNER-GEN-USER-DOC-200810) > COMMUNICATIONS > SEND EMAIL > ALL LE&DE@ G Banner Kew Stroke and Shartcut Guide §
— e — Open
Open in New Tab
. . Open in Mew \Window
5. Locating Files = G
g § DU

. . A . Save Target As...
Click the Documents button, A list of the communityd documents is .
displayed.

EANMER GEMERAL USER DOCUMENTATION (ORG-HR-BANMER -GEMN-USER-DOC 200810) >

[0 Documents . W_hen you ha\{e finished looking at the file, you will need to use the
Click the desired menu button on the left...
=S Banner Key Stroke and Shortcut Guide e If you have opened the link in a new window, close the window and
- Banner Key Strake and Shartcut Guide pdf fils 55 157 o) you will be able to see the original Blackboard page.

:I i DU Banner General Navigation Guide
5 DU Banner General Mavigation Guide pdf file (248 412 ko)

ks -———M_-—.p-ﬂﬂ—f‘—-—-“‘__*_. 2, i A
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7. Saving Files

e Position the mouse pointer over the link of the file you want to save
and click on the right mouse button.
e A menu will pop up (see above)
e Cliclaomr MTar get Aseé
0 The Save As dialog box enables you to choose the location
to save the file. .
0 You can rename the file if you prefer to something that is
meaningful to you.
e Click ®Saweot et on.

8Why wonoét this file open?

If you click a link in Blackboard to open a file and it does not open it may be
because:
e You need to wait a bit for larger files to open, so be patient!

There may be other reasons why you
it has been loaded into Blackboard.
e If the file name is too long, or has too many gaps in it, it may not
load.

e | f there is no file extension, e.

save the file to your local drive. You can then open it and print it in
the usual way.

9. Sending e-mail

Within Blackboard, it is possible to send e-mail to colleagues within a
Blackboard Community.
e Click on the fSuggestions/Commentso button to send a message
to the community organizers only.
OR

e CIl i ck ©Gommunhicatiorfiobutton

e You will be taken to a page with a number of
links. Click on the fSend Emaild | i n k . Send Email

e You are nBemdHmaildt pag®.
Various options exist to send e-mail.

NOTE: On some Blackboard Communities, t her e SeadEmai® a
button or | i Gommunmcatioreda do ncef, & nit whi ¢ h
strai ghSendtEmaild hga dgie .

From within your Blackboard .
community, you can send e- @ Send Email

mail to:

e All users on your P All Users
course.

e All groups on your b All Groups
course. P All Teaching Assistant Users

e Allinstructors on your
course. P All Instructor Users

canote PRarticdasusersahatf i | e b}e CA U3 feard f the way

you have selected. -

e Particular groups that P Select Groups

you have selected.
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