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Student Instructions for Accessing and Using Blackboard 
 

It is a student’s responsibility is to check their Blackboard account on a regular basis to ensure that they are up 
to date about what is taking place in class and to ensure that assignments are done and submitted on time. 
 
Important Note: There is at least a 24 hour waiting period before a student can access Blackboard after 
having created their Network ID.  
  

Before Accessing your Blackboard Course: 
Browser Check 
 

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

 
1. Click Check Browser 

 
 

  
 
2. Make sure that there are green check marks next to 

each category 
 

 

 
  
 
3. If there are red Xs next to the category, then these 

areas must be fixed before you continue 
 
4. Click on the links that are provided in each area for 

steps on how to resolve the problem 

 
  
 
5. When additional software is required, Blackboard 

provides free downloads  
 
6. Click on the software icon to download the 

appropriate software 
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The Internet Explorer (IE) Information bar:  

Displays information about security, downloads, blocked pop-up windows, and other activities.  
  

To turn off the IE Information bar messages regarding blocked pop-up windows 
  

1. Open Internet Explorer 
�  Click the Tools button 
�  Click Pop-up Blocker 
�  Click Pop-up Blocker Settings. 

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

 
To stop the IE Information bar from blocking files and software downloads: 

Note: Use this option with caution since it is allowing all files to be downloaded.  
  

1. Open Internet Explorer 
�  Click the Tools button 
�  Click Internet Options 
�  Click the Security tab 
�  Click Custom level 

2. Do one or both of the following: 
�  To turn off the Information bar for file downloads 

·  Scroll to the Downloads section 
·  Under automatic prompting for file downloads 

¨  Click Enable 
 

�  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 
3. Click OK 
4. Click Yes  
5. Click OK 

  

Accessing Blackboard 
If you already have a Network ID and password: 

You will need the following information to access your Blackboard account: 
�  Your Network ID (same as the prefix of your SIU email address) 
�  Your Password for your Network ID 

 
If you are not sure if you have a Network ID, you can check the PeopleFinder web page by entering in your 
name at:  

https://itmfs1.it.siu.edu/php/index.php  
·  An email address will be listed for you if you have a Network ID. It is the first part of the email address. 

For example: jsmith@siu.edu         The Network ID is jsmith 
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Accessing Blackboard  

1. Go to: https://mycourses.siu.edu 
2. Enter: Campus Network ID  
3. Enter: Password 
4. Then click OK 

  
  

If you do not have a Network ID, you will need the following information to create a Network ID: 
  

·  Your birthday as a 6-digit number (mm-dd-yyyy).  
·  Your DAWG Tag number 

�  Can be retrieved from https://udc.rocks.siu.edu/udc/dawgtag/lookup.html  
·  You must pick a Network ID and an initial password 

�  The Network ID can be between 4 to 8 characters and it can contain letters and/or numbers, but it 
must begin with a letter.  

·  Your Network ID will also be your email address. (Ex: jsmith@siu.edu) 
 
Creating your Network ID: 
  

·  Go to: https://websec.it.siu.edu/util/id_request.html 
·  Enter your DawgTag number 
·  Enter your last name 
·  Enter your date of birth (mm-dd-yyyy) 
·  Enter your desired Network ID 
·  Enter your desired initial password. Must be entered 

in twice 
Enter: PIN  

·  Check the box agreeing to the policies 
·  Click Yes, I agree 

 

If you have pop-ups blocked on your computer, hold down 
the Ctrl key before clicking on the “Yes, I agree” button.  
 

A dialog box will appear to indicate whether your Network 
ID request was successful. Please read the information in that 
dialog box.  
 
***There is at least a 24 hour waiting period before a 
student can access Blackboard after having created their 
Network ID. 

 

 
If you are unsure of your password for Network ID but you know your Network ID, you can verify your 
password by logging into Webmail. If you are able to log into Webmail, then that is your correct password for 
your Network ID. 

·  You can access Webmail at: https://webmail.siu.edu/smms  
 
Changing Your Password for Your Network ID: 
You must first enroll in the “Forgotten Password Process” before you can change your password.  
·  To enroll in the “Forgotten Password Process”, use the right side of the page shown below.  
·  You will be asked for your current password and then you must select two questions to answer. These two 

questions will be used if you forget your password and wish to reset your password from the page shown 
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below. (You can also request a password reset by contacting your Program Advisor with your Network ID). 
 
 

·  Go to: https://websec.it.siu.edu/util/passwd.html 
·  Under Password Change: 

1. Enter: SIU Network ID  
2. Enter: Current Password (this is your default 

password.) 
3. Enter: New Password (must meet password 

guidelines- see below) 
 

 
New Password Guidelines: 
  

�  The password must be changed every 120 days and passwords cannot be reused.  
 
�  Password requirements: 

�  Be eight or more characters in length. (maximum size is 255 characters) 
�  Include upper and lower case letters 
�  Include a number 
�  Include at least one of the following special characters: 

~ ! @ # ^ & * ( ) _ + - { } [ ] , . ? 
�  NOTE: The tilde ~ character will NOT work on Macintosh OSX Systems. 
�  DO NOT use the percent character % as this will not be accepted 

Requesting Access to Your Blackboard Course: 
This step is only needed if you cannot log into Blackboard with your network ID.  

 
�  Go to: 

http://mccoy.lib.siu.edu/~cms_req/student.htm 
1. Enter: Full Name 
2. Enter: Contact Info 
3. Enter: Network ID  
4. Select Problem: (the 2nd box) “I cannot login to 

Blackboard and I know my campus network 
id/password”. 

 

 

 
If you have forgotten your password, you will need the following information to reset your password by using 
the “Reset Forgotten Password” feature: 

  

·  Your Network ID  (same as the prefix of your SIU email address) 
·  Your DawgTag number 

 
You must have previously enrolled in the “Forgotten Password Process” to use the reset feature. If NOT, this 
process will not work and you will need to contact your Program Advisor and provide your Network ID.  
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·  Go to https://websec.it.siu.edu/util/passwd.html 
·  Under Advanced Functions on the right hand side 

of the page 
1. Enter your Network ID 
2. Enter your DawgTag number 
3. Select Reset forgotten password 
4. Click Submit 

·  You will be then asked for your Network ID and 
password again.  
1. You must then provide the answers to the two 

security questions you previously answered 
when you enrolled in the “Forgotten Password 
Process”.  

 
You will be given a Temporary password in a popup 
window. 
 
Note: Your temporary password is only valid on the 
current computer that you are using so be sure to 
change your password immediately.  
 

 

 

If you have forgotten your network ID or you are having problems: 
 

�  Search People Finder for your name at: 
https://itmfs1.it.siu.edu/php/index.php 

 
 

 
  

�  Your Network ID is the same as the prefix to your 
SIUC email address. 

·  Example: If your email address is: 
jsmith@siu.edu, then your Network ID is: 
jsmith 

 
�  Call the Computer Support Center at: 
       618-453-5155  

  
  
 


