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The following handouts provide you with general instructions on some of the major 
tools in Blackboard CE.  Professors at JCCC design their online courses differently, 
however, so your course may not make use of all of the tools listed below.  
Furthermore, each professor will have his or her own procedures for submitting work 
and taking tests, so be sure to follow what your instructor says over the information 
outlined on these handouts. 
 
 

Overview: During this exercise, you will complete the following activities: 

 
Logging on to Blackboardéééééééé.ééééééé..   2 
Review Syllabusééééééééééééééééééé..   6 
Sending E-mail through Blackboardéééééééééé..é.   7 
Sending E-mail ï Special Formattingééééééééééé 10 
Attach a file with Blackboard E-mailééééé..éééééé 13 
Post a Discussion (Bulletin Board) Messageééééééé.é. 15 
Read and Reply To a Discussion Postingéééé..é..éé..é.17 
Use the Blackboard Calendaréééééé...ééé.éééé... 21 
Print from Blackboard Calendaréééééé..ééé.éééé 28 
Complete an Assignment and Submit for Gradeéé..éééé 31 
Take a Quizéééééééééééééééé.ééééé. 35 
Check Your Gradeséééééééééééééééééé... 38 
Log On to Production Blackboard Serverééééééééé.... 39 
Tips to be Successful in Your Classé..éééé..éééééé.42 
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Logging on to Blackboard  
 

Overview:  You will only be granted access to those courses you are enrolled in.   
To access the Training courses, you will go to a specific website and when prompted 
enter a User-Name and Password. 
 
Activity:  Using a web browser program (Internet Explorer is recommended), you will 
access and logon to a special Blackboard training course.  
 
  
 
1) Only for your hands-on session today you will be using a special training course.   

         Type the following URL into your browser:  

  
 
 
 

Select the Blackboard Portal! 
 
 
2) During your orientation you 

will use a special User 
Name and Password to 
log in to Blackboard.  
 
On-Campus Orientations: 
The username and 
password are shown on the 
top front edge of the 
computer in front of you.  
 
Off-campus Orientations: 
(For those unable to attend 
an on-campus hands-on 
session and are working 
from home, enter  
 
Username: OCB304xx.  
Replace the xx with any 
number between 10 and 
90.) 

 
3) Enter 123456 as the 

password. 
 
 
 
 
 
 
 
 

http://online.jccc.edu 

A special User Name and Password will be provided. 

http://online.jccc.edu/
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4) If you typed in your Blackboard ID and Password correctly, the JCCC Online with 
Blackboard CE page will appear.   

 
Select Z ï Dev Courses DL Orientation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
5) Clicking the hyperlinked course name will take you to the home page for the course. 
  

This is the home page for the hands-on training course.  
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6) Review the tool bar on the left of the screen.  By clicking the gray arrows (green circle 
below) to the right of the tool bar you expand or minimize the tool bar items.  Expand and 
minimize the tool bar to become familiar with the differences.  
 

Minimized Tool Bar - View 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Expanded Tool Bar ï View 
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Review the Course Tools menu and note that some of the entries in the example have 
green stars (red circle).  The green stars indicate there is new content in your course 
you have not read.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Congratulations!! 
 
 

Youôve logged into the orientation course and reviewed 
the basic main menu screen, learned how to expand 

and minimize the menu bar, and understand the 
meaning of the green stars. 
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Review Syllabus 
 

Overview:  The syllabus is a very important part of your course and is the first location 
you should visit.  It outlines the requirements for the course including a schedule, 
textbook, exams and quizzes, grading scale and information about the professor 
teaching the class. 
 
Activity:  During this exercise, you will access the syllabus from the course home page 
and review the sample contents.   

 
1. While viewing the home page for the course, open the syllabus for the course by 

clicking the icon labeled Syllabus. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. This is a sample syllabus. It is very important you carefully read the syllabus for your 

course.  It provides an overview of the course contents, grade criteria and instructor 
contact information.  Close the syllabus tool by clicking the Course Content button. 
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Send E-mail through Blackboard CE 
 
Overview: E-mail is one of the primary tools used to communicate with your instructor 
and other students.  Blackboard has its own e-mail system for communications only 
within the course.  One important feature of the Blackboard e-mail system is the ability 
to attach and send files.  
 
Activities:  During this exercise, you will first send an e-mail to the instructor of the 
course.  In the second part, you will send an e-mail message with special text 
formatting.  The third part will be to send an e-mail message with an attached file 
currently located on the local computer hard drive.  

 
1) Access the e-mail tool by clicking on the appropriate link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Click on Create Message. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


