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1. Where to find Blackboard
To get into Blackboard, first open your Internet Browser, e.g. Internet Explorer, Mozilla Firefox or Safari. 
In the address bar at the top, type:
http://blackboard.canterbury.ac.uk/ (NOTE: There is no "www" in the address)

NOTE: AOL Browsers do not display Blackboard correctly. If you do have AOL please minimise (Do not close the browser) and use Internet Explorer or FireFox.
2. Logging in to Blackboard
Log in using the username and password you use to log into the computers in the University.
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3. Changing your Password

If you wish to change the password that use to enter Blackboard please use the appropriate option below.
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If you are outside of the University, please contact the ISS Helpdesk (see “Where to go for help” below) 
4. Why can’t I log in?
If an error message states:’ Login unsuccessful. The username and/or password you entered is incorrect.’ , this may mean that you are entering your password incorrectly.  If this comes up three times your account will be locked.  In this case please contact the helpdesk who will be able to unlock your account and/or change your password.  

You may also encounter this message if your account has already been locked, your password has expired or the account is disabled.  In all of these cases please contact the ISS Helpdesk for assistance.
5. Where to go for help

· Click the help tab in blackboard for additional help - no login required.

· If you forget your password, the ISS Helpdesk can reset it. 

· If you can’t see a course or subject you think you should have, contact a staff member of the Course Programme or Department.

· All other help, please contact the ISS Ielpdesk on 01227 782436 or email them on help@canterbury.ac.uk or visit their website at http://www.canterbury.ac.uk/help/.
6. What you see when you log in

When you log in you will be taken to the first screen:
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1. Systems messages: these will tell you if Blackboard is down for maintenance and other important information

2. Newly posted announcements will appear here

3. Calendar events will appear here

4. You should see a list of courses you are expecting to be using in this section

5. Any tasks which have been posted will appear here.
7. The Tabs
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       1.             2.                   3.                  4.
                            5.
             6.

1. Home: this tab takes you to the first screen
2. Courses: a list of courses and your Blackboard tools

3. Web Mail takes you to the Web Mail log in page
4. Referencing Guide: Cite Them Right, a full online guide to the Harvard Referencing system.

5. My e-portfolio: your e-Portfolio tool, personal blogs and wikis

6. Help: FAQs and help documents.

8. Course Tools
In the Courses tab you will see a list of tools which you can use to organise your work.



9. Personalisation
If you want to change your details in Blackboard, you can do this via the “Personal Information” link.  Please note that for security reasons any name changes or email address changes must be submitted to the ISS Helpdesk or the blackboard administrator.  No other option is available through this link yet.
10. Why can’t I see my course?
To see the courses you need to work with, you need to be enrolled into them. If you can’t see a course you think you should have, please contact you’re a staff member of the Course Programme or Department. The ISS Helpdesk cannot do this for you.

11. Going into a course

To access course materials, announcements and other activities in Blackboard, you must first click the link to one of the courses you are enrolled in.

You will find this on the right-hand side of the “Home” screen.



You will then be taken to the starting screen for this course.
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Please Note: Not all Blackboard Courses will look the same!

12. Announcements

Normally, the first thing you can see on your screen 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
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13. Navigation 

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

You access any materials, information or learning activities by clicking on the links to the area you want to access.



When you are moving around inside a course, you can also use the grey “breadcrumb trail” at the top of each page which takes you to areas you have visited.
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14. Printing files

Files available in Blackboard are identified by a link. Clicking the link will load the file directly into the Blackboard window, but you may wish to print or save the file. To do this:


· Position the mouse pointer over the link and click on the right mouse button.

· This will give you a menu which lets you choose what you want to do with the file.

· You can:

· save it to wherever you want on your PC, network drive, floppy disk or USB memory stick.

· open it in a new window. 

· print the file without viewing it (note: this will print the entire document so you could potentially use up a lot of your print credits). 

· When you have finished looking at the file, you will need to use the back button in your browser to return to the original Blackboard page.
· If you have opened the link in a new window, close the window and you will be able to see the original Blackboard page.

15 Saving files

· Position the mouse pointer over the link of the file you want to save and click on the right mouse button.

· A menu will pop up (see above)

· Click on “Save Target As…”

· You will then be taken to a window which enables you to find somewhere to save your file whether it be on your personal network drive (N: drive), floppy disk or USB memory stick. 

· You can rename the file if you prefer to something that is meaningful to you.

· Click on the “Save” button.

16 Why won’t this file open?

If you click a link in Blackboard to open a file and it does not open it may be because:

· If the file name is too long, or has too many gaps in it, it may not load. File names must be shorter than 30 characters and not contain characters such as !, & etc. Hyphens (“-”) and underscores (“_”) work.

· Students often have to work on slow connections. Try not to post files larger than 2Mb.

· Students the same software on their computer at home, e.g. PowerPoint. Often you can download the software you need free from the internet. You can get readers for PowerPoint, (.ppt) Acrobat (.pdf) and Flash (.swf) files. You may also need something to play back sound and video files. Give students this information if you use multi-media files.

· Always make sure the file has a correct extension, e.g. “.doc”, “.pdf”, etc.
17. How to become an instructor

Student access allows users to read entries and documentation and to take part in learning activities.

Instructor access allows users to add materials and make entries, create learning activities and view grade books and records.

Before you can become an instructor, you need to speak to your Faculty Learning Technologist and be made aware of the basic University procedures and policies, and the basics of using Blackboard as an instructor. 

18. The Control Panel

When you log in as an instructor, you will see a link to the “Control Panel” underneath the Navigation buttons or links.


In the bar at the top you will see the Blackboard course code. It is important that this is quoted if you have any help requests or send student enrolments.

· In the bar at the top you will see the Blackboard Course Code. It is important that this is quoted if you have any help requests or send student enrolments.

· Content Areas: these areas are where you add content, usually files.

· Course Tools: these are mainly tools which enable you to communicate and configure or add to learning activities

· Course Options: this area is where you go to alter course settings or design, and to work with whole course areas. You can back up your Blackboard here.

· User Management: this area is for managing users and groups.

· Assessment; set assessments and surveys and view results and statistics

· Help: a selection of help from various sources.

19. Roles, or who does what.

Student enrolment

To enrol a batch of students, send a list of usernames (e.g. ab24) with the Blackboard course code from the control panel to blackboard@canterbury.ac.uk
To enrol a small number of students, go to the control panel and enrol the students one at a time. (See the guide on enrolling students)

Logging in problems: contact the ISS Helpdesk.

Other technical help: email blackboard@canterbury.ac.uk
Blackboard basic training: Contact the LTEU IT Training Team, or your Faculty Learning Technologist.

Other advice, consultancy and workshops: contact your Faculty Learning Technologist.

Backing up Blackboard courses: instructors should back up their own Blackboards, especially at the end of the year.
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Please enter your username and password in the login box and click the login button








Using a University Computer





Press CTRL + ALT + DEL . 


Now choose “Change Password”.


Enter your old password


Now enter your new password


Now confirm it and press “OK”.


You have now changed your password to access Blackboard and your computing account.





5.  








4.  





Announcements: will let you see  list of all the announcements which have been posted into your courses.


Calendar: enables you to set event and reminders


Tasks: allows you to set tasks to be done and keep track of their progress


View Grades: if your staff use the gradebook to post your grades, or you take tests through Blackboard, you will be able to see your marks here.


Send Email: this takes  you to a course list so that you can access email lists for  fellow students and staff.


Personal Information: See “Personalisation” below.





3.  





2.  





1.





�





�





�





�





“Button” view      





“Links” view
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