
Blackboard Basics 

Blackboard is the Learning Management 
System for Norfolk State University. 

Whether you are teaching an online, 
hybrid, or face-to-face class, Blackboard is 

an ideal way to increase student 
engagement. This PowerPoint can serve as 
a guide to navigating the virtual learning 

environment.  
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My Courses View 
 

1. The gear widget will allow the users 
to determine which classes are 
visible in the My Courses menu. 

2. The My Course menu display all the 
class where you are assigned as an 
instructor or a student. 

3. Each class section will display the 
announcements posted in the class. 

4. Classes that are labeled “not 
currently available” are also listed. 



Blackboard Basics 
The Global Navigation is located in the upper 
right corner of the Blackboard. Once you click on 
the down arrow,  you will find links to User menu 
and My Blackboard. 
1. Blackboard Home 
2. Course Posts – Discussion Board 
3. Course Updates - Announcements 
4. My Grades from all Bb classes (students) 
5. Retention Center Updates 
6. Calendar 
7. Settings 
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Global Navigation and My Blackboard Video 
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https://youtu.be/J_aZCVQYSj0?list=PLontYaReEU1tzu1T5gfiX-JQA5nBc3isN
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The Course Menu displays the links to different pages 
available in the course. 
 
1. Announcements – Reminders given by instructor 

on course content. 
2. Start Here – the entry point to the course 
3. Syllabus – The course syllabus is housed on this 

page with the link to the syllabus quiz. 
4. Course Content – The educational content to the 

course. 
5. Assessments – This page can house all graded 

assignments linked to the course content. 
6. Learner Resources – Additional links for students 

to find resources to assist with course success. 
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Making Courses Available (instructor 
responsibility) 
1. Under “Course Management” scroll to 

Customization  
2. Click Properties 
3. Under Set Availability, click “yes” 
4. Click submit 
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Adding an Announcement 
 

1. Click Announcements on course 
menus and Create Announcement 

2. Type a subject and message in the 
content editor 

3. Select Web Announcement Options  
4. Click email announcement if you 

want your students to receive an 
email copy of the announcement 

5. Click Submit to proceed 
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Blackboard Basics 
Adding a Syllabus  

To add a PDF syllabus to a Blackboard course, access 
the Syllabus page 
 

1. Convert your syllabus to a PDF file 
2. Click Build Content and create item 
3. Name your Syllabus  
4. Click Browse My Computer under Attachments 
5. Select the PDF from your computer and click 

open 
6. Click submit to proceed 
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Blackboard 
Basics 

Put the mouse over each item in the action bar to reveal drop-down 
menu 
• Build Content: Use this menu to organize and create a variety of 

content.  You can add text, audio, videos, and web links to any 
content folder 

• Assessments: Create and load graded assignments student will 
submit as coursework. Assessments include: tests, surveys, and 
composition assignments. 

• Tools: Links to specific areas of a tool. Tools include: blogs, 
journals, wikis, and Blackboard Collaborate Ultra 

• Publisher Content: Provide textbook information for your 
students and add publisher auxiliaries. 

  

Adding Course Content 
 
1. Turn on EDIT mode 
2. Add your educational materials to 

the Course Content page of 
Blackboard 
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Adding an Assessment – Add all graded 
assessments/assignments scheduled to be 
submitted in Blackboard to the Assessments Page 
1. Scroll over assessments to reveal the drop-

down menu and find assignments. 
2. Name the assignment 
3. In the text book, add directions 
4. Add  the due date (this date will 

automatically transfer to the course calendar. 
5. Add the Point Possible and add the rubric for 

grading 
6. Set the submission details, grading options, 

and display of grades 
7. Click submit to proceed 
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