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Log in to the Bellarmine Blackboard site through the myBellarmine web portal or go directly to:  http://blackboard.bellarmine.edu/   There is a specific place to click if you should forget your password and it will be emailed to you.  

As an instructor, you will control the Blackboard course through the control panel.  The most common actions are outlined in the chart below.  


Action



Steps 

	Add an announcement
	Control panel > Announcements> Add announcement.

Fill in subject and text of announcement.  Select when to show the announcement.  Browse to any documents you want to attach.  Submit.    

	Add a course document
	Control Panel > Course Documents> Add item

Fill in content information> attach a file> make content available> Submit> ok

	Add an assignment
	Control panel > Assignments > Add item > fill in content information, attach the file > and make the content available > Submit > ok.

	Add a link
	Control panel > content area > external links > externals links > type name of link > type URL address > add optional comments > Submit > ok. 

	Enroll students/users to a course
	Control panel > Enroll users > type in part or all of last name > select student from the list > Submit> ok.

	Add additional instructors to a course
	First enroll them as users (see above) >  Control panel > Modify users > List all> select the person from the list > choose properties > change role from student to instructor > Submit > ok.

	Remove users from a course
	Control panel > Remove users from course > List all > check desired boxes > type the word Yes in the box >Submit > ok.

	Start Discussion Forum
	Control panel > course tools > discussion board > add forum > type title> type discussion question(s) > choose settings > submit > ok.

	Make course available
	Control panel > settings > course availability > yes > Submit > ok.

	Make a course unavailable
	Control panel> Course options > Settings > Course availability> No > Submit > Ok.  


For Blackboard training and support (and to have a Blackboard course shell created) 

contact Debi Griffin, our Blackboard Administrator.  

Phone:  
452-8089 

Email:  
dgriffin@bellarmine.edu 
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