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Requirements 
To use Blackboard, you must have a computer with Internet access and Java 2 Runtime Environment installed. 
Java is 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 allow all 
pop-ups from the bb.rlc.edu domain. This includes 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 
RLC 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 is your responsibility for updating 
your personal information in Blackboard. Your listed email address will be used to verify your identity and to 
send lost passwords out. 
 
To change your personal information and/or password: 

• Login to Blackboard 
• Click “Personal 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. There is also a personal calendar and task list for you to use. The calendar will have the major RLC 
events listed on it, as well. 
 
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). 
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Navigating Inside A Blackboard Course 
All courses in Blackboard have a course menu on the left (blue arrow). Your 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. 
 

 
 
You can always 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, simply click the tab (red 
arrow). 
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Downloading Files from Blackboard* 
Your instructor will add files into 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. 
 

 
 
The icons next to the selections will tell you what kinds of documents are listed. The first 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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Your computer will ask if you want to save or open the file. Choosing open will let you view the file, but not 
save it for use later, use this option if you only want to view a file 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 access to it when you’re not online. 
 

 
 

If you save the file, remember where you saved it. My Documents is usually a good choice. When the download 
is finished, you will be prompted to open the file. 
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You can now easily open the file 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 a different 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. Your 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 
Your 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 allowed 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). 
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This represents the “Lecture Discussion” forum on this message board. There is one thread “6/14 Lecture: 
WWII History – Invasion of Normandy.” There is also one reply to that message. Notice the reply is bolded and 
marked “New,” indicating it has not been read yet. 
 
To post a reply inside an existing thread, simply click on the message you want to reply to, when viewing the 
message, there will be a reply button. 
 
To start a new 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 – all 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 a placeholder for files you wish to store online. 
This can make moving files between two computers much easier. Second, it is used to send files to your 
instructor(s), such as completed homework assignments. 
 

 
 

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 via the digital drop box. 
 
Add file: adds a file to your personal library. 
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Send file: allows you to send file(s) to your instructor(s) for grading. When you send a file, it will automatically 
be added to your digital drop box. 
 

 
 

 

File sent to instructor
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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.” 
 

 
 

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


