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Requirements
To use Blackboard, you must have a computer with Internet access and Java 2 Runtime Environment installed.
Javais available for free download from www.java.com.

Some parts of Blackboard rely on pop-up windows. If you have a pop-up blocker installed, you must alow all
pop-ups from the bb.rlc.edu domain. Thisincludes Mozilla, Firefox, and the Google toolbar for IE.

Logging Into Blackboard
Access the RLC Blackboard homepage at http://bb.rlc.edu (notice the lack of “www”). If you have NOT used
RL C Blackboard before, your instructor will give you a username and password.

YOUR USERNAME FOR BLACKBOARD DOES NOT CHANGE, AND WILL BE USED FOR ALL
ONLINE COURSES YOU TAKE.

Click “Login” and enter your username & password.

Recovering A Lost Password

If you have forgotten your password, click “forgot your password?’ on the Blackboard login page. Fill in the
information requested, Blackboard will email you instructions from here. If your email address listed is
incorrect or missing you must come on campus or send a password change request via mail to RLC. For
this type of request, call an Information Technologist at ext. 1215 or 1211.

Updating Personal Information

In order for your instructor to have the most accurate information possible, it isyour responsibility for updating
your personal information in Blackboard. Y our listed email address will be used to verify your identity and to
send lost passwords out.

To change your personal information and/or password:
e Loginto Blackboard
Click “Persona Information” from the toolbox on the left
Click the appropriate topic to change
Make the changes as instructed on screen
Click Submit

NEVER GIVE OUT YOUR BLACKBOARD PASSWORD!
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The My Blackboard Page (Portal)

When you login to Blackboard you are taken to the My Blackboard page, sometimes referred to as the “Portal .”
The My Blackboard page is yours to customize, and will display critical information for each course you're
enrolled in. Thereis aso apersona calendar and task list for you to use. The calendar will have the major RLC
events listed on it, aswell.

The My Blackboard page will list all the courses you are enrolled in on the right. Use these links to enter your
online or Blackboard enhanced course(s).

3 Blackboard Learning System™ (Release 6) - Microsoft Internet Explorer ;lglél
Fle Edit Yiew Favorites Tools Help |Links &]bburcedy & rlc.edu |G003]€v I j| &% Search Web - | i) | Pel o
aBack - e - |ﬂ |§| _;\] /..-lj Search \j‘:( Favorites @Media {:‘3| <] = k_f E A _.J @!5 # ﬁ ﬁ

Address I@ hktp:/fbb. rlc. edufwebappsiportaliframeset . jsp j Go

Rend Lake College &% J

me Help Logout

My Blackboard Courses

Welcome, Rend o
& Announcerments
B Calendar My Announcements My Courses
& Tasks s Blackboard Training Session Courses in which you are enrolled:
B view Grades « Blackboard Training Session Hd SAMP101: Sample Course (Youngblood)
& User Directory o Account Policy Mo Announcements.
[ Address Book o
[ Personal Information
My Calendar @0 Mo tasks due.
Mo calendar events have been posted today. mare. .
more
|€| Done |_|_|_|ﬂ Internet 4
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Navigating Inside A Blackboard Course

All coursesin Blackboard have a course menu on the left (blue arrow). Y our instructor decides what links are
displayed on the menu. Usually, when you enter a course you will be taken to that course’ s announcements
page. Use the course menu to navigate within the course.

/3 Blackboard Learning System™ (Release 6) - Microsoft Internet Explorer - O] =]
Fle Edit View Favorites Tools Help |Googlev | vl| i searchWeb ~ | §2 | Bh23blocked fE] futoril | | ”| =
QBack - &) - (%] [2] N | ) Search -'-Favorites ¥ Media 2 | = | e &~ |Lir1ks g‘]bb.rlc.edu

e

Address I@ http:/fbb.rlc.edufwebapps /portal fframeset. jsp?tab =courses&url = fbinfcommon/course .pl?course _id=_2_1

Rend LakeC gCn 0w

lomeHelp Logout

My BlackBoard

Announcements COURSES > SAMPLE GOURSE (YOUNGBLOOD) > ANNOUNGEMENTS

Course Information

Courses

Staff Information

VIEW TODAY VIEW LAST 7 DAYS | VIEW LAST 30 DAYS | VIEWALL
Course Documents
Assignments June 7 - 14, 2004
E-mail - - _—
e T Mon, Jun 07, 2004 - Account Policy Posted by Evan Youngbliood
Communication G

Discussion Board Welcome to RLC's BlackBoard system. Remember each user must have one and

External Links only OME login. Your single login is used to add as many courses as you're
Tools enrolled in. For technical support, you can email the BlackBoard administrator at

youngbloode@rle.edu.
@ Course Map
@ Control Panel

Blackboard Laarning System™ (Release §) Blackboard Leaming System - Basic Edition™ [Relesse B) - §.1.0 Build 1
Copyright ® 1957-2004 Blackboard Inc. Patents Pending. All Rights Reserved.
Accessibility information can be found at httpo/isceess. blsckboard. com.

|€| Powered by Blackboard l_ l_ l_ |° Internet 4

Y ou can aways tell where you are in Blackboard by looking at the Breadcrumbs bar (circled). When you're
inside a course, the Courses tab will be selected, to return to the My Blackboard page, smply click the tab (red
arrow).
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Downloading Files from Blackboard*
Y our instructor will add filesinto the Blackboard course for you to download. Click the appropriate link on the
course menu. A list of documents will look like the graphic below.

; Blackboard Learning System™ {Release 6) - Microsoft Internet Explorer - | Ellil
File Edit Wiew Favaorites Tools  Help | Links é:[ bb.rlc.edu é:[ tlc.edu GCIL'?S]E - .',’

*»
GBack - \_) - \ﬂ \ELI :\J | /.'-\I Seatch uj&f Favirites wrﬂedia @;{ - 1_; = E:S # 3

Address |@“| http: bk, ric. edufwebappsportalfframeset. jsprtab=coursesturl=/bin/common/course. plfcourse_id=_2_1 j Go

Rer A L a ée College @ % © %

HomeHelpLagout

My Blackboard Courses

o

ANMNOUNCEments COURSES » SAWPLE COURSE(YOUNGBELOODY » COURSE DOCUMENTS

Staff Information
Open Source Software
This guiz will test your understanding of open source software,

Course Information

— Evan's Document
U Into to Blackboard (PPTI ¢ 1824256 Bytes )
Body of text here.

sternal Links [z .
Sarah’s Document
Tools U

Student Gradehook

@ Course Map

|:E| Powered by Blackboard l_ l_ l_ |ﬂ Inkernet J,?:

Evan's Test
This test will review your knowledge of the Blackboard B system at BELC.

The icons next to the selections will tell you what kinds of documents are listed. Thefirst and fourth in the
example are tests, two and three are general documents. “Evan’s Document” contains a PowerPoint presentation
for download.

To download the attachment, click the attachment, in this case “Intro to Blackboard (PPT).”
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File Download x|

| Some filez can harm your computer. [F the fle information below
\{,) looks suspicious, ar you do nok fully frust the zource, do not open ar
zave thiz file,
File name: intra_ko_bb.ppk
File tppe:  Microsoft PowerPaoint Presentation

Fram: bb.rlc.edu

whold you like to open the file or zave it to your compker?

Open |

W always ask before opening this pe of file

Cancel More Info

Y our computer will ask if you want to save or open the file. Choosing open will let you view the file, but not
saveit for use later, use this option if you only want to view afile once while you're online. If you choose Save,
you will be able to save the file on your computer, allowing you to open the document whenever you want, and
have accessto it when you’ re not online.

savens 21 x|
Save in: IL'f) RLC j )5
|\_)blackboard

\CCSCI 1600 Data Disk

\_)teaching
) CSCI-1600-1, ppt

File name: ir'ntn:u to_bb.ppl Save

= [ |
Save az type: IMicrosofl PowerPoint Presentation j Cancel |
F

If you save the file, remember where you saved it. My Documents is usually a good choice. When the download
isfinished, you will be prompted to open thefile.
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Download complete =10] x|

=
B
== Download Complete

Saved:
intro_ta_bb,ppk Fram bb.rlc.edu

Downloaded: 1.73MEBin 3 sec
Download ko E:\RLChintro_to_bb.ppt
Transfer rate: 593 KBj'Sec

[ iClose thiz dialog box when downlnad completes:

Open Open Ealder | Cloze I

Y ou can now easily open thefile or go back and open it later.

*These examples have been written for Internet Explorer with Windows 98/2000 or Windows XP up to Service
Pack 1, if you use adifferent web browser, your steps may be different. Windows XP users with Service Pack 2
installed will receive different dialog boxes, however the procedure is the same.
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Checking Grades in a Blackboard Course

One of the most important features of Blackboard is real-time grades. Y our instructor may add a gradebook link
to the course menu. If they do not, you can access the gradebook from the Tools section in the course menu.
The grades shown will only be those released by your instructor.

Blackboard Discussion Board

Y our instructor may choose to use the discussion board for class communication. Discussion boards are broken
into three categories, forums, threads, and messages. In Blackboard your instructor will usually create the
forums and students will be alowed to create threads.

To access the discussion board, click communication on the course menu (your instructor may post a direct link
to the discussion board on the course menu).

3 Blackboard Learning System™ (Release 6) - Microsoft Internet Explorer _ ||:||i|
File Edit Wiew Favorites Tools  Help | Links :g'] b rlc. edu :g'] tlc.edu | G(‘JDS]E - I jl {5 Searchweb | ",'

@Back - \_’JJ - \ﬂ @ _;“J ‘ /-_-\l Search M:'\-iz Farvarites wMedia @‘{ - ? — - % # ﬁ f‘i

Address Iﬁj http:ffbb . rlc.edufwebapps/portalfframeset, jsprtab=coursesgurl=/binfcommonfcourse. plroourse_id=_2_1

Rend L akeCollege & # @

HomeHelp Logout

jGo

My Blackboard Courses

o

Announcements COURSES » SAMPLE COURSE (YOUNGBELOOD) > COMMUNICATIONS * DISCUSSION BOARDS » LECTURE DISCUSSION

Staff Information

rmation =+ Add New Thread

VIEW UNREAD MESSAGES W EXPAND ALL [+ COLLAPSE ALL |=
SEARCH |7

SHOW OPTIONS

-
=1B6£14 Lecture: Wl History - Invasi... Youngblood, Evan MWlon Jun 14 2004 2:02 pm
Re: Normandy lecture - not help... Youngbleod. Evan Fri Jul 9 2004 9:05 am  New

Student Gradehook

@ Course Map

Sort By:IDefauIt "I
QK )

|@"| Powered by Blackboard l_ l_ l_ |§ Inkernet S
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This represents the “ L ecture Discussion” forum on this message board. There is one thread “ 6/14 L ecture:
WWII History — Invasion of Normandy.” Thereis also one reply to that message. Notice the reply is bolded and
marked “New,” indicating it has not been read yet.

To post areply inside an existing thread, simply click on the message you want to reply to, when viewing the
message, there will be areply button.

To start anew thread (topic), click the“Add New Thread” button. Adding a new thread must start with an
opening message that other users can respond to.

Remember, discussion boards are public — al students and instructors can view your posts. Instructors will set
guidelines for the usage of the course message board.

The Digital Drop Box

Blackboard’ s digital drop box serves two purposes. First, it is aplaceholder for files you wish to store online.
This can make moving files between two computers much easier. Second, it is used to send filesto your
instructor(s), such as completed homework assignments.

a Blackboard Learning System™ (Release 6) - Microsoft Internekt Explore - |D|ﬂ
File Edit iew Favorites Tools  Help | Lirks ﬁi] bb.rlc.edu > | G'ODS]E - I »
- =,

. y . ~ L . i =
GBack \_{J d @ | Seatch 7 Favorites wMedla €{ =

Address Iﬁj http:,I'Il'bb.rIn:.eduIwebapps!portaljframeset.jsp?tab=cnurses&url=ll'bin,l'commonll'course.pl?course_id=j G

Rend LakeCollege ) 1 0¥

HomeHelp Logout

My Blackboard Courses

ARHOURCEmMEnts COURSES » SAMPLE COURSE (¥ OUNGBLOOD

»TOOLE » DIGITAL DROF BOX

iFa Add File | [EF send File

No files found.

oK )
Student Gradebook
|@"| Powered by Blackboard I_ ’_ ’_ |@ Internet i

The digital drop box can be found in the Tools section from the course menu if it is not directly accessible on
the menu. Instructors may also send files back to you viathe digital drop box.

Add file: adds afile to your personal library.

10
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Send file: allows you to send file(s) to your instructor(s) for grading. When you send afile, it will automatically
be added to your digital drop box.

3 Blackboard Learning System™ {Release 6) - Microsoft Internet Explor - | Ellﬂ

Google - | >
GBack - \_{_} ™ |£| |EL| :\J | /.._\JSearch \j‘\?\-‘ Favorites @Media @;{ i ?

Address I@hl http:,l',l'bb.rIc.edu,l'webapps,l'portal,fframeset.jsp?tab=cDurses&url=,|'bin,|'c0mm0n,l'c0urse.pl?coursej Go

File Edit Wew Favorites Tools  Help |Links @']bb.rlc.edu Lo

SeMPLE COURSE(YOLUMGALOOD

Announcements COURSES *» » TOOLE > DIGITAL DROP BOX

f Infio
Hin add File | [5F send File
Zou
- i!+ Sample Remove
il

Posted on: 2004-07-14 1:30:51 PM

File sent to instructor

i!{ BB PPT file ﬁs/
] Submitted by: Rend Student (rlcstudent)

Student Gradeh Submitted on: 2004-07-14 1:30:13 PM

@ Course Map

oK )
|@"| Powered by Blackboard I_ ’_ I_ |§ Internet

| K
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Free Downloads From RLC

If you do not have Microsoft PowerPoint or Microsoft Word on your computer, free downloads are available
from the RLC IT department to allow you to open the files. Go to www.rlc.edu/infotech to find them.

Click on “Software Directory.”

¥)Rend Lake College - Information Technology - Mozilla Firefox o ]

File Edit Yiew Go Bookmarks Tools  Help

q - §> - ~:E.b @ | @ m Ej I[;ZI http:waw.rlc.edu,l'infotech,l'suftl.j G0 I /@ T ‘ @’ ﬂ

1}, ] Rend Lake College - Information Tec... | 4

RLC Home Administration Academics Campus Life Community

Rend Lake g
College NN

T Sel s rasteEice e Melend Microsoft PowerPoint Wiewer 2003 (Windows]

Blackboard Lagin Microsoft PowerPoint Viewer allows you to open PowerPoint presentations even if you don't own a copy
d . of PowerPoint, The viewer will let you view existing files, but not create filas, and is cornpletely free,
Check Your Grades Online

Software Directory Microsoft Word Wiewer (Windows)
Wiew Microsoft Word docurnents without buying an Office product, Free download,

SLUPPORT CENTER OpenCffice.arg (Windows/Linug/Mac)

Ciom T et for On-Line Grad This cornplete open-source office suite is free for anyone to use and can open, edit, and save rmost
O U [ROFISEF P S=UIE ERaces forrnats including Microzoft Office [Word, Excel, PowearPoint),

Mozilla (wWindows/Linus/Mac)

Mazilla is an open-source, completely free web brawszer, email client, HTML editar, and IRC client
Mazilla includes a built-in pop-up blacker, zpam filter, and download rmanager. Other features incude
tabbed-browsing and thermes.

Mozilla FireFox (Windows,Linux/Mac)

Thiz is the Mozilla Organization's lightweight browzer, At anly &érmb, it's an eazy download for dial-up
uzers and a top-notch browser, Firefox also includes a built-in pop-up blocker and download
rmanagetr.

22004 Rend Lake College
Ernail the webmaster,

4| | i
|Du:une | | P

From this page, you can download free software from the Internet. A brief description of each applicationis
given to help you choose what is right for you.
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