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Instructor Instructions for Accessing and Creating a New Course in 
Blackboard 
 
An instructor’s responsibility is to create and manage a course in blackboard. An instructor also has 
the responsibility to insure that the students have access to and know how to use the course they 
have created.  This part of the Blackboard user manual guides you through the creation process. 
 

Before Accessing your Blackboard Course: 

Browser Check 
 

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

 
�  Click Check Browser  

 
 

  
 
�  Ensure that there are green check marks  

next to each category 
 

 

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

these areas must be fixed before you 
continue 

 
�  Click on the links provided to see how to fix 

the problem 
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�  Blackboard provides free downloads when 

software is required 
 
�  Click on the software icon to download 

  
  

You have not created a Network ID  
You will need the following information to create a network ID: 
 
�  Your SalukiNet PIN.  This is a 4-digit number that’s mailed to you from Records and 

Registration when you are admitted to SIUC. If you have a 4-digit SalukiNet PIN, use it. If you 
don’t know your PIN or it doesn’t work, try your date of birth (mmddyy).  

�  Your birthday as a 6-digit number (ddmmyy).  
�  Your DAWG Tag number is available at https://udc.rocks.siu.edu/udc/dawgtag/lookup.html  
�  Your Requested Network ID is selected by you and may be a variant of your name (4 to 8 

characters in length). It can be letters or letters and numbers, but it must start with a letter.  
�  Choose carefully, this will be your permanent SIUC e-mail account.  
 

Create your Network ID: 
After creating your Network ID you may experience a wait time of up to one business day before you can access Blackboard 

 
�  Go to: https://websec.it.siu.edu/util/id_request.html  
 
�  Enter: Dawg Tag Number  

Enter: PIN  
Enter: Requested Network ID   

 
�  Check the box agreeing to the policies 

 
�   Click Yes, I agree  

 

Accessing your Blackboard Course: 
 

�  Go to: mycourses.siu.edu  
 
�  Enter your Network ID  and Password  (same 

as SIU Network & SIU Email) 
 

�  FSM already assigned, (fyredogz) 
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�  On Your My Courses  page, click on your 

course 
 

 

FSM Instructors skip Pages 7-10 

First Time with a blank course: 
 
�  Click on your course link 
 
�  Select Set up a blank course  
 
�  Click Continue 
 
�  Select the Tools  you are going to want to use 

(see tools for a list of tools and their function) 
 
�  Click on Done to enter your course 

 

 
 

Adding Content 

Add a Welcome File on the Home page 
 

�  Click the Add File  button 
 

�  Select Browse for Files  
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�  Go to: My Computer  
 
�  Locate the file  
 
�  Select the file  
 
�  Click Open 

 

Add a Header on the Home Page 
For aesthetic purpose only 

 
�  Click on Course Contents  button  
 
�  Click on Page Options  button  
 
�  Select Edit Header  

  

  

 
�  Click on the Enable HTML Creator  button 

 

 
  
 
�  Click on the Insert image  icon 
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�  Select Browse  

 

 
  
 

�  Go to: My Computer  
 
�  Locate the header file in your chosen saved 

location  
 
�  Select the header file 
 
�  Click Open 

 

 
  
 

�  Click OK 

 
  
 

�  Click Save 
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Add a Syllabus 
Allows the instructor to post course requirements, objectives, and policies for the course 
 
�  Click on the Syllabus button 
 
�  Select Use File  
 
�  Click Select  
 
�  Click Browse  button under Select Syllabus  

 
 

  
 
�  Go to: My Computer  
 
�  Locate the file in your chosen saved location  

 
�  Select the file 
 
�  Click Open 

 

 

 
  

Develop Goals 
Allows the instructor to post expected performance for their course 
 
�  Click on Goals  button 
 
�  Click Create Goal  
 

 
  

 
�  Enter a Title 
 
�  Enter a Description 
 
�  Click Save 
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Create a Grade Book 
Allow instructor to manage grades. To use the grade book you must be under the teach tab! 
  
 
�  Under Instructor Tools 

�  Click Grade Book   
 

 
  
 
�  Scroll across the grade book and be sure 

that all assignments and assessments that 
you loaded are there.   

 
  

To Create Columns  

 
�  Click Create Column  
 
�  Select the field type  

 
 

 
  
 
�  Give the column a label  
 
�  Select the alignment and any other 

selection that apply 
 
�  Click Save 
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To Add a Student after the class has started  

 
�  You must have the students username 
 
�  Click on enroll  
 
�  Enter the username  
 
�  Select Student  
 
�  Click Enroll  
 
�  Click Save 

 

  

Automatic Calculation  

 
�  Add columns for Total Points  and Final 

Grade 
 
�  Contact Gary Kistner at 618-453-7277 for 

configuration assistance   
  

Midterm and Final Columns  

 
�  Click on the down arrow 
 
�  Click Hide Column 

 
 

Use the Learning Modules tool for lectures 
Allow the instructor to present activities to students in an organized manner.  
 
�  Click on Learning Modules  button  
 
�  Create the headings 
 
�  Click the Create Learning Module  button 

�  Examples include: 
·  Slides 
·  Handouts 
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�  Type a Title: Week 1 
 
�  Type a Description 
 
�  Select appropriate settings 
 
�  Repeat steps to add a new module 

 
�  Click Save  

  
 
�  Click on Week1 button 
 

 
  
 
�  Click Add File  button 
 
�  Click Browse for files  
 

 
  
 
�  Go to My Computer  
 
�  Locate the file 
 
�  Select file 
 
�  Click Open 
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Customize the look 
  
 
�  Click on Course Content  to return to the 

Home Page 
 
�  Click on Page Options  button 

 
�  Select Custom Page Display  

 

 
  

 
�  Select a Layout Template 
 
�  Change background color if desired 
 
�  Suggestion: DO NOT add image background 

unless the image is like a subtle watermark. 
 

 
  

Create an Assignment 
Allows the instructor to create assignments for that students can submit online.  

  
 

�  Click on Assignments  button 
 
�  Click Create Assignment  button 
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�  Enter a title: Whatever you want your title 

to be  
 
�  Add a description & instructions 
 
�  Click Add Attachments  button 
 

 

 
  

 
�  Go to: My Computer  
 
�  Find the file 
 
�  Select the file 
 
�  Click Open 

 

 
  

 
�  Enter additional settings 
 
�  Student submission format, select Text 
 
�  Assignments recipients, select All Students 

Individually  
 
�  Dates- enter a Due Date and Cutoff Date 
 
�  Grading – select Allow assignment to be 

graded  
 
�  Scroll down, click Save 
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Create a Media Library 
The instructor can create a glossary of terms and/or images. 
  
 
�  Click on Media Library  button 
 
�  Create a collection 

 
�  Click Create Collection  button 

 

 
  

 
�  Enter the title: Whatever you want your 

title to be  
 
�  Enter a description 
 
�  Click Save 
 

 
  

 
�  Add a term to the Glossary collection 
 
�  Click on Glossary  
 

 
  

 
�  Click Create Entry  button 
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�  Enter a title: Whatever you want your title 

to be 
 
�  Enter a description 
 

 
  

 
�  Add image 
 

�  Go to: My Computer  
 

�  Find the file 
 

�  Click Open 
 

�  Click Save 
  

Add Web Links 
  

 
�  Click on Web Links  button 
 

 
  
 
�  Create a category 
 

�  Click Create Category  button 
 

�  Enter a title: Whatever you want your 
title to be  

 
�  Enter a description 

 
�  Click Save 

 
 

  



 

April 2009   18 

 
�  Add links to the category 
 

�  Click on Create Web Link  button 
 

�  Enter a title: Whatever you want your 
title to be  

 
�  Enter a Web Address 

 
�  Select Category: Search Sites 

 
�  Click Save 

 
�  Repeat steps for Add links to the category  

and add more links 
 

 

Import a pre-developed assessment file 
Allow the instructor to create assignments for students to submit online 

 
 
�  Under Designer Tools, click Manage 

Course  button 
 
�  Click Import  

 

 
 

 
�  Browse for the file 
 
�  Go to: My Computer  
 
�  Find the file 
 
�  Select the file 
 
�  Click Open 
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�  Click Return  
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Communicating with Students 
 

Create a Announcement 
Allows the instructor to post important information 

  
 
�  Click on Announcements  button 
 
�  Click Create Announcement  
 

 
  

 
�  Enter the Title: Welcome!  
 
�  Enter a Description: 
 
�  Select the recipients  to receive the 

announcement, select: Student  
 
�  Set the Delivery Date 
 
�  Select Also deliver as a pop-up 

message ” 
 
�  Click Send 
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Email Features 
Allows all user to send messages to other users 

  
 
�  Click on Mail  button 
 
�  Click Create Message  button 
 

 
  

 
�  Click Browse for Recipients…  button 
 

 
  

 
�  Select who you would like to send the 

message to  
 
�  Click Save 

 

 
  

 
�  Enter subject 
 
�  Enter message 
 
�  Click Send 
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Add Discussion Topics 
Post and respond to messages on specific topics 

  
 
�  Click on Discussions  button 
 
�  Click Create Topic  button 
 

 
  

 
�  You have 3 Options: 

�  Threaded topic 
�  Blog topic 
�  Journal topic 

 
�  Select Threaded Topic  
 
�  Click Next  
  

  
 
�  Enter a title: Class Instructions  
 
�  Click Save 
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Schedule a Chat 
Allows users to chat with other users in the course  

  
 
�  Click on Chat  button 
 
�  Click Create Chat or Whiteboard Room  

button 
 

 
  
 
�  Enter a title: Whatever you want your 

title to be  
 
�  Select which type of chat 

�  Chat &Whiteboard  
�  Chat only 
�  Whiteboard only 

 
�  Click Save 
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Add entries to the Calendar 
Allows both the instructor and student to enter events and deadlines 
  
 
�  Click on Calendar  button 
 
�  Click Add Entry  
 

 
  
 
�  Enter a Tile: Whatever you want your 

title to be  
 
�  Enter description 
 
�  Click on the calendar icon  next to 

Start Date  to change the date 
�  Click on More Options  link for 

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

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

 
�  Click Save 
 

 
 
 
 
 
 


