
Introduction to Blackboard
Taylor Moore, M.A., PMP

Instructional Design and Access
2019-2020



Agenda

• What is Blackboard?  Where is Blackboard?
• Navigating your course
• Announcements
• Using the email feature
• Creating new content areas
• Creating content folders
• Creating an item
• Uploading a file
• Adding a web links



What is Blackboard?

• One of several Learning Management Systems (LMS)
• Canvas
• Britespace (D2L)
• Moodle
• Blackboard

• The digital companion to all classes at WSU
• Online classes
• Hybrid classes 
• Face-to-face classes
• Independent study classes



How do you access Blackboard?

• Go directly to Blackboard.Wichita.edu
• Login with your WSU ID and Password 
• Do not log in through MyWSU! (Urge students away from this option 

also)
• Browsers that work:
• Chrome
• Firefox
• Safari

• What browser doesn’t work?
• Internet Explorer 



Known Issues with Browsers/Log in

• Do not log in through MyWSU!
• Log out after approximately 30-45 minutes

• What browser doesn’t work? Internet Explorer
• Tests

• Saving Answers
• Single Question



Navigating Your Course



Logging in

• Use your WSU credentials to log 
in:



Finding My Courses

• Review the new material on the “My Institution” page and then click 
on “My Courses”:



Finding a specific course

• Choose the course you want and click on its title: 



Making an announcement



Create Announcement should show

• You “land” on the 
”Announcements” pane.  From 
there, you can choose “Create 
Announcement”:



Check your edit mode!

• If you don’t see “Create 
Announcement,” check to 
ensure that “edit mode”  in 
upper right-hand corner is ON:



Blackboard’s WYSIWYG editor

• The Announcement tool is a 
WYSIWYG editor: 



Choosing restrictions/notifications

• You can choose to date restrict your announcements (convenient if 
you want to set them up in advance), and you can choose to “send 
copy of this announcement immediately” if you like: 



The submit button is the same

• Then click “Submit”:



Sending Email



Multiple ways to find this  tool

• Multiple ways to get to this tool.  
You might have a link that goes 
right to email, or you might need 
to get there through the Tools 
links. There are two Tools links to 
know about and they both have 
a link to the Email tool, although 
they don’t overlap in many other 
respects. The Email tool is 
alphabetized by “S” for ”Send 
Email” to make it confusing:



Choose your recipient(s)

• Both links take you to the same 
place, where you will tend to 
choose “All Student Users”: 



WARNINGS!

• The email tool, while powerful, does not have a “sent email” feature 
in Blackboard!  
• The sender will receive a copy of the sent email, and it will come to 

their WSU email box
• Students often do not use their WSU email, so this has limited utility
• We recommend using the Announcements tool instead and choosing 

“send a copy of this announcement immediately” when trying to 
contact the entire class



Creating New Content Areas



Need a New Content Area?

• If you find that you need 
additional content areas beyond 
those that are listed in your 
course menu, you can add a new 
area to the course.
• You can also rename a pre-

existing content area, if you 
need the space but the title is 
not descriptively appropriate



Creating New Content Folders



Organizational Folders

• To help you keep your materials 
organized and logically placed in 
your course, we strongly 
encourage the use of content 
folders.
• Go to your content area, choose 

Build Content, and select 
Content Folder
• For example, weekly/monthly or 

by unit/chapter



Creating New Content Items



Creating a New Content Item

• Now you can start posting 
content in your course
• To create an item: go to the area 

you want the item to “live”
• Select Build Content and choose 

“Item”
• In the WYSIWYG editor, provide 

a name and add text.
• You can also attach files to items



Uploading a File



Upload Your Files (Syllabus)

• Add your course syllabus file
• Create a content item or use the 

direct file upload option
• Use the Build Content dropdown 

and select File
• Find the file first, then provide a 

name for the file
• Ensure the file is set to Open in a 

New Window



Adding a Weblink



Multiple Options to Add a Link

• To add a link, you can use 
multiple options:
• Provide a hyperlink in your 

content item
• Use the Create Web Link option

• Be sure to set the link to open in 
a new tab when created in 
Blackboard tool options



How to get help

• Come see us in the IDA Blackboard and Accessibility labs
• 1:00-3:00pm every Tuesday and Wednesday in the C-space in the library

• Email us at IDA@Wichita.edu
• Submit a OneStop ticket for technical support
• Remember
• IDA = training
• OneStop = technical support

• Blackboard training guide for instructors can be found at: 
https://wichita.edu/Bbguide

mailto:IDA@Wichita.edu
https://wichita.edu/Bbguide


Thank you. Questions?
Please send questions to IDA@Wichita.edu


