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Student Instructions for Accessing and Using Blackboard 

A studentôs responsibility is to check their Blackboard account on a regular basis to ensure they are 
up to date about what is taking place in class and to ensure that assignments are done and submitted 
on time. 
 
 
× Before Accessing your Blackboard Course: 
 

Some of the Blackboard features will not work 
properly if this step is skipped 

 
ü Click Check Browser 

 
 

  
 
ü Ensure that there are green check marks next 

to each category 
 

 

 
  
 
ü If there are red Xs next to the category, then 

these areas must be fixed before you continue 
 
ü Click on the links provided to see how to fix the 

problem 
 

 
  
 
ü Blackboard provides free downloads when 

software is required 
 
ü Click on the software icon to download 
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× It is recommended that you use Mozilla 
Firefox for blackboard. It is a free download if 
you do not have it. If you decide to use 
Internet Explorer then use the following 
steps before accessing blackboard. 

 
 

× The Internet Explorer Information bar 
Displays information about security, downloads, 
blocked pop-up windows, and other activities.  

  
  

× To turn off Information bar messages about blocked pop-up windows 
 
ü Open Internet Explorer 
Á Click the Tools button 
Á Click Pop-up Blocker 
Á Click Pop-up Blocker Settings. 

 
ü Remove the check mark from the Show Information Bar when a pop-up is blocked  
 
ü Click Close 

 
  
× To stop the Information bar from blocking file and software downloads 
 
ü Open Internet Explorer 
Á Click the Tools button 
Á Click Internet Options 
Á Click the Security tab 
Á Click Custom level 

 
ü Do one or both of the following: 
Á To turn off the Information bar for file downloads 

 Scroll to the Downloads section 

 Under automatic prompting for file downloads 

 Click Enable 
 

Á To turn off the Information bar for ActiveX controls 

 Scroll to the ActiveX controls and plug-ins section  

 Under automatic prompting for ActiveX controls 

 Click Enable 
 

ü Click OK 
ü Click Yes  
ü Click OK 
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× You already have a Network ID and password 
You will need the following information to access your Blackboard account: 

ü You will need to click on the link, Claim your Network ID.  To do that you will need your dawg 

tag as your user ID is SIU plus that number.  This will take you step by step through the 

process for claiming your ID and setting up your password.  Once you have completed this 

process you will be ready to sign into blackboard and begin your classes.  As a reminder, once 

you have established your user ID and password, you MUST change your password every 120 

days! 

ü   Claim your Network ID 
 
  

 
ü Go to: https://mycourses.siu.edu 
 
ü Enter: SIU Network ID 
 
ü Enter: Password 

 

 
  

 
 
 

 

 
 
 
 
 
 

 

https://helpdesk.siu.edu/index.php?option=com_content&task=view&id=114&Itemid=201
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Change Your Password for Your Network ID:  

 
ü Go to: netid.siu.edu 
ü Click Network ID Management System: 
Á Enter: SIU Network ID (siu + dawgtawg) 
Á Enter: Current Password 
Á Click Change Password 
Á Enter: New Password (must meet 

password guidelines- see below) 
 

 
× New Password Guidelines: 
 
ü The password must be changed every 120 days and passwords cannot be re-used.  
 
ü Password requirements: 
Á Be eight or more characters in length. (maximum size is 255 characters) 
Á Include upper and lower case letters 
Á Include numbers 
Á Include at least one of the following special characters: 

 ~ ! @ # ^ & * ( ) _ + - { } [ ] , . ? 
Á NOTE: The tilde ~ character will NOT work on Macintosh OSX Systems. 
Á DO NOT use the percent character % as this will not be accepted 
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You have forgotten your password: 
You will need the following information to obtain a new password: 
 

ü Your Network ID (siu + dawgtag) 

 
  
 
ü Go to: netid.siu.edu 
 
Á Click Network ID Management System 
Á Fill in your network ID in box (siu + 

dawgtag) 
Á Click forgot password 
Á Answer questions accordingly 
Á Enter a new password 
 

 
 

 

× If you have forgotten your Dawg Tag or you 
are having problems: 
ü Go to:  helpdesk.siu.edu 

Click Quick Links 
Click dawg tag lookup 
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× Tools 

The following is a list of the common tool used by instructors with instructions on how to use them  
  
× Announcements 
Instructor will use this tool to post important information 

 
ü Under Course Tools 
Á  Click on Announcement 

 
ü Click on individual announcements to view 

 
 

 
  

× Assignments 
Instructors will use this tool to post assignments that you can submit online 

 
ü Under Course Tools 
Á  Click on Assignments 

 
ü Click on the assignment for instruction on 

how to complete the assignment and to 
submit the assignment 

 
ü Click on Add Attachment  

 
  
 
ü Click on My Computer 
 
ü Select the required file 
 
ü Click open 
 
ü Click Submit 
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× Calendar 

Allows both the instructor and student to enter events and deadlines 
 
ü Under Course Tools 
Á  Click Calendar 

 
ü You can view your calendar in three 

modes 
Á Month 
Á Week 
Á Day 

 
ü To add an entry click Add Entry  
  
 
ü Enter a Title: Whatever you want your 

title to be 
 
ü Enter description 
 

ü Click on the calendar icon  next to 
Start Date to change the date 
Á Click on More Options link for 

additional settings 
Á Click on More Options link 
Á Under Links, click the Add Content 

Link 
Á Select Chat 
Á Select Common Room 
Á Click Add Selected 
Á Scroll down and click Save 

 
ü Click Save 
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× Chat 

Allows users to chat with other users in the course 
 
ü Under Course Tool 
Á  Click Chat 

 
ü Click on the chat room you want to enter 
 

 
  

 
ü Type in your message  
 
ü Click Send 

 
× Discussions 

Post and respond to messages on specific topics. 
 
ü Under Course Tools 
Á  Click Discussion 

 
ü Click on the provided discussion topic 

 
  


