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Opening a Course Page 
1)  On the MyGCC tab        or on the Teach tab      , Navigate to 
      the My Blackboard Courses Module      . 
2)  On the My Blackboard Courses Module, click the name of  
      the course you want to open. 

  

Keep in mind when using Blackboard: No changes take effect until you click  
Submit, and you may have to SCROLL down to the bottom-  

right side of your screen to find it! 

Customizing the MyGCC Page 
•To customize what is included on the MyGCC page, click 

the modify Contents          button, select the mod-

ules you want to display, clear the boxes for modules you 

wish to remove, click Submit, and click the OK button. 

(Note that you cannot remove modules with red check 
marks:                                   ). 

 

•To customize how your page is displayed, click the modify 

Layout                  button, make changes to your layout 

options, click the Submit button, and click the OK button. 

Note:  To quickly customize what is included on your 
page, click Minimize Module        button, the Edit Mod-
ule        button, or the Remove Module       button in the 
upper-right corner of each module. 

To log into Blackboard: 
1. Enter http://learn.vccs.edu in your web browser. 
2. Enter your username in the Username box. 
3. Enter your password in the Password box. (The pass-

word  is case sensitive.) OR search for your username 
and password using the search boxes. 

4. Click the Login                      button. (The MyGCC page 
below will be displayed.)  

Email all@gcc.vccs.edu if you need help finding your user-
name/password. 

Logging In to Blackboard 

The Blackboard MyGCC Page 

 

This guide is intended as a supplement to Blackboard Training Courses offered by the GCC Distance Learning 
Department.  To sign up for training, please email C.J. Bracken at cjbracken@gcc.vccs.edu. 
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Navigating within your  
Blackboard Course 
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Using the Course Menu 
By default, the following course content areas are accessi-
ble from the Course Menu: 
 

• Announcements – displays dated information from the 
instructor 

• Course Information – displays descriptive information  
about your course, such as the syllabus, course policies, 
course outcomes, etc. 

• Staff Information – displays information about the in-
structor 

• Course Documents – displays course content items, 
such as handouts, lecture materials, and resources, etc. 

• Assignments – displays a description of class assign-
ments 

• Communication – contains links to communication fea-
tures, such as collaboration, group pages, e-mail, etc. 

• Discussion Board–displays the Discussion Board feature 

• External Links – displays links to resources on the web 

• Tools – contains links to course tools, such as the ad-
dress book, calendar, and tasks, etc. 

• Course Map – displays a tree directory of the course 
navigation in a separate window 

• Control Panel — gives instructors access to course con-
tent 

• Note: To hide the Course Menu, click the Collapse 
Course Navigation        button in the upper-left corner of 
the frame. Click the button again to display the Course 
Menu 

Using the Control Panel (Continued from Below) 
 

• Course Tools Module: provides tools to enhance cer-
tain content areas,  and includes a tool that checks the 
validity of the links from your course to the “My Content 
Area” 

• Course Options Module: Contains security and cus-
tomization options for management of course compo-
nents.  For example, to add Content Areas to your 
Course Menu, such as BB Work (above) or remove ar-
eas, go to the Control Panel, Course Options Module, 
and click on Manage Course Menu.  From there, you can 
add or remove content areas and more.  

• User Management: provides tools for the Instructor to 
manage users and enrollments 

• Assessment Module: provides tools for building as-
sessments, recording grades, and tracking user activity 

• Help: offers support contacts and an online Bb Help 
Manual 

Course Menu – Contains shortcuts to 
content areas within your Blackboard 
Course. 
 

Navigation Path (Bread Crumb Trail) – 
Contains hyperlinks of the pages the 
user has  viewed to get to the current 
page.  Use these to move forward and 
back. 
 

Content Frame – Displays course con-
tent. (By default, the Announcements 
page, shown, is displayed when you 
access your course page.) 
 

Control Panel — Located under the 
Course menu, the control panel is the 
instructor’s gateway to ACCESS  the 
contents of each course. 

1 

2 

3 

4 

1 

2 

3 

4 

 

Using the Control Panel 
The Control Panel icon (see        above), not available to 
students, gives instructors access to the following: 
 

• Content Areas Module: This area provides the tools 
necessary to add text, files, and information into a course 

(Continued next column) 
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Creating Announcements  
To create an announcement, follow these steps: 
1. Navigate to the course Control Panel. 
2. Click the Announcement Link under the Course Tools 
    module. 
3. Click the Add Announcement  
    button. 
4. Fill out the desired information and click the Submit  
    button. 

         Keep in mind:  Blackboard courses are not  
         made available to students or any other users 
until the instructor:  Navigates to the course Control 
Panel, clicks on Settings in the Course Options 
Module, clicks on Course Availability, clicks “Yes” to 
Make Course Available, and clicks Submit. 
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Creating a Staff-Information Profile 
A staff information profile can be used to share information 
with students about the instructor(s). Note:  When your 
course is created, a Staff Information button will automati-
cally appear.  To add your profile to that content area, 
please follow these steps: 
1. Navigate to the course Control Panel . 
2. Click on the Staff Information link under the Course 

Tools Module. 
3. Click the Add Profile                         button. 
4. Under Step 1, fill out the information you deem appro-

priate . 
5. Under Step 2, you can choose to make the profile avail-

able to the students and add a picture if you choose.  
Note:  When adding a picture, use a small (VGA) size 
(equal to 150 X 150 pixels—this is a setting on all digital 
cameras), or Blackboard may resize the image and distort 
it. 
To attach a picture, please follow the steps below: 

1. Click the Browse                         button to the right of 

Attach Image. 

2. Locate and select the picture file you want, and click the 

Open                      button to add the file. 
 

3. Click Submit. 

To check spelling in any text box where you enter a block 
of text, (i.e., check the spelling of the text you entered as a 
reply to a discussion-board thread): 
1. After entering text in the text box, click the Spell Check 
   button on the Textbox toolbar. 
 

Note:  If you do not see the textbox toolbars,  
click on each of the small arrows at the top left  
corner of the textbox to expand the toolbars. If you do not 
see the arrows, the text box does not have the toolbar. 
 

2. For each word that appears in the Not Found box,  
    select a word in the Suggestions box or enter a word in 
    the Replace With box.  (If Spell Checker does not find 
    any misspelled words, click the OK button.) 
3. Click the Replace, Replace All, Ignore, or Ignore All 
    button. 
 
 
 
 
 
 
 
 

4. Optional:  To add a word to the dictionary, click the 
    Learn button and then click the OK button. 
5. The window will close automatically when the spell  
    check is complete. (To close the window before spell  
    check is complete, click Finish.) 

Checking Spelling Sending an E-mail Message 
1. Navigate to the Control Panel. 
2. Click the Send Email link under the Course Tools 

module. 
3. Select the class users you would like to send the 

email to. Your choices are All Users, All Groups, All 
Teaching Assistant Users, All Instructor Users, All 
Observer Users, Single / Select Users, Single / Se-
lect Groups, Single / Select Observer Users. 

4. To send an attachment, click the Add button              

and click the Browse                      button.  Locate 

and select the file you want to attach and click the 

Open            button. Click the Submit button to 

add the file. 

5.  Type your email and click the Submit button. 

Search Criteria Box 

Enrolling a User in your Course 

1. Navigate to the course Control Panel . 
2. Click on the Enroll User link under the User Manage-

ment module. 
3. You can choose to search / list users by Last name, 

Username, or E-mail address. Choose your desired 
listing criteria (see the search criteria box above).  

4. Click the Search  button. 
5. The user you searched for should now appear at the 

bottom of your screen. 
6. Select the user you wish to enroll by clicking the check-

box to the left of their name. 
7. Click the Submit button. 
 

Note:  The user you just enrolled will automatically be as-
signed the role of a Student. You may change the role of 
any user by following the instructions in the next section, 
“Modifying User Roles in Your Course,” page 4. 

Listing Users in your Course 

1. Navigate to the course Control Panel . 
2. Click on the List / Modify Users link under the User 

Management module. 
3. You can choose to search / list users by Last name, 

Username, or E-mail address.  Click on the desired 
listing criteria (see the search criteria box above). 

4. Click the Search button. 
5. A listing of all the users in your course should appear. 
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Modifying User Roles in your Course  
1. Navigate to the course Control Panel . 
2. Click on the List / Modify Users link under the User 

Management module. 
3. You can choose to search / list users by Last name, 

Username, or E-mail address (see the picture of the 
search criteria box above). Choose your desired listing 
criteria.   

4. Click the Search button in the search criteria  box. 
5. You should now have a listing of all the users in your 

course. 

6. Click the Properties                           button to the right 

of the user whose role you wish to modify / change.   

7. Scroll down to Section 4, Role and Availability and 

elect the Role you wish to grant to the user. 

8. Click Submit.     

*Warning—removing a student removes all of their infor-
mation including grades from the Grade Book. 
1. Navigate to the course Control Panel . 
2. Click on the Remove User from Course link under the 

User Management module. 
3. You can choose to search / list users by Last name, 

Username, or E-mail address (see the picture of the 
search criteria box above).  Choose your desired listing 
criteria.  

4. Click the Search button in the Search box. 
5. You should now have a listing of all the users in your 

course. 
6. Select the user you wish to remove by clicking the 

checkbox to the left of their name. 

7. Type “Yes” in the box above the Submit button to con-

firm that you want to remove the user from you course. 

8. Click Submit. 

Removing a User from your Course 

Adding a Group 
 Instructors can divide classes into groups with different 
assignments/projects, then place the associated project 
materials into each group.   
1. Navigate to the course Control Panel . 
2. Click on the Manage Groups Link from the User Man-

agement module. 
3. Click on the Add Group                                 button. 
4. Provide the Group with a Name and Description. 
5. Select the options you wish to make available under 

section 2, options. 
6. Click the Submit button. 

Adding Users to a Group 
1. Navigate to the course Control Panel . 
2. Click on the Manage Groups Link from the User Man-

agement module. 
3. Click the Modify                      button to the right of the 

group to which you want to add users. 
4. Click Add Users to Group. 
5. You can choose to search / list users by Last name, 

Username, or E-mail address. (see the picture of the 
search criteria box). Choose your desired listing criteria.  

6. Click the Search button in the search criteria box. 
7. Select the user you wish to enroll by clicking the check-

box to the left of their name. 
8. Click the Submit  button. 

Search Criteria Box 

Creating an Assessment 
There are several types of assessments that can be cre-
ated in your Blackboard course, including Multiple Choice, 
True/False, Fill in the Blank, Multiple Answer, Matching 
Questions, or Essay Questions. 
1. Navigate to the course Control Panel . 
2. Click on Test Manager under the Assessment module. 
3. Click the Add Test                   button. 
4. Input a Name, Description, and Instructions for the test. 

5. Click the Submit button. 

6. Click Creation Settings                          to establish the 
default options available during test creation, such as 
feedback, images, and the default point value for your 
questions. 

7. Click the Submit button. 
8. Click the Drop Down 

Arrow next to Add to 
select the type of 
question you would 
like to add to your as-
sessment. 

9. Click Go. 
10.Type the question and 

either enter or select 
the appropriate an-
swer. 

11.Enter a Point Value in the space provided. 
12.Optional: You may assign correct and incorrect feed-

back by typing the desired feedback in the appropriate 
text boxes. 

13.Click the Submit button. 
14.Repeat steps 8 through 13 until all your questions are 

inputted into the assessment. 
15.Click OK. 

Adding a File to the Digital Drop Box 
The Digital Drop Box allows instructors to send information 

directly to a student or group students in a particular 

course. To add a file to the  Digital Drop Box to send at a 

later time: 

1. Navigate to the course Control Panel . 
2. Click the Digital Drop Box link under the Course Tools 

    module. (Continued next Page) 
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Sending a File Using the Digital Drop Box  
The Digital Drop Box allows you to send a file directly to 
one student or to a group of students.   
1. Navigate to the course Control Panel. 
2. Click the Digital Drop Box link under the Course Tools 

module. 

3. Click the Send File                                 button. 

4. Select the students you wish to send your file to. You 

may select multiple students by holding down the con-

trol key and clicking each student. 

5. Type a name for the file in the Name box. 

6. Click the Browse                     button next to the File 

box. 

7. Locate and select the file that you want to send and 

click the Open                        button to add the file. 

8. Optional:  Enter text to be submitted with the file in the 

Comments box. 

9. Click the Submit button when you are finished. 

10.Click the OK button. 

Adding a Discussion Board Forum 
The Discussion Board feature in Blackboard organizes 
conversations between students and instructors.  A con-
versation is called a thread.  A thread includes a main 
message and all of its replies. 
1. Navigate to the course Control Panel . 
2. Click on the Discussion Board link under the Course 

Tools module. 
3. Click the Add Forum                                button. 
4. Provide a Name for the Discussion Board Forum. 
5. You may add a description of the forum as well. 
6. Choose any of the setting under the Forum Settings 

that you desire. 
7. Click Submit. 

Creating a Discussion Thread 
1. Click the Discussion Board button from the course 

menu. 
2. Click the Forum you wish to add a thread to. 

3. Click the Add New Thread                             button. 

4. Enter a subject in the Subject box. 
5. Enter the thread text into the Message box. 
6. If you have permissions to, and would like to, add an  

attachment, click the Browse                       button, lo-

cate and select the file you wish to add, and click the 

Open button. 

7. Click Submit. 

 The instructor for whom a course is created auto-
matically has “permissions” to add an attachment 

to a discussion thread.  The instructor then must give 
permissions for adding attachments to students and 
to other course instructors.  To give permissions, see 
#6 under “Adding a Discussion Board Forum” below. 

3. Click the Add File                                button. 

4. Enter a name for the file in the Title box. 

5. Click the Browse button                       next to the File       
    box. 

6. Locate and select the file that you want to send and 

    click the Open                      button to add the file. 
 

Optional:  Enter text to be submitted with the file in the 

Comments box. 

7. Click the Submit button when you are finished. 

8. Click the OK button to confirm that this file will not be 

    sent. 

9. Click the OK button. 

Adding a File to the Digital Drop Box  
(Continued from page 4) 

Replying to a Thread 
1. Click the Discussion Board button from the course 

menu. 
2. Click the Forum you wish to add a reply to. 
3. Click the Thread Name you wish to reply to. 

4. Click the Reply                  button. 

5. Enter your reply into the Message box. 

6. Click Submit. 

Collaboration 
The Blackboard collaboration tools allow you to participate 
in real-time lessons and discussions.  There are two types 
of collaboration sessions, the Virtual Classroom and the 
Lightweight Chat feature.  The Virtual Classroom allows 
students and instructors to participate in question and an-
swer sessions, browse the web, and chat with other users.  
The Lightweight Chat feature only contains the chat por-
tion. 

To Create a Session 
1. Navigate to the course Control Panel . 
2. Click the Collaboration link under the Course Tools 

module. 
3. Click the Collaboration Session                               

button. 
4. You can input a Name for the session or you can just 

keep the default name. 
5. Select the Date and Time you would like to hold the 

Collaborative Session. 
6. Under Section 3, Collaboration Tool, choose either 

Chat or Virtual Classroom. 
7. Click Submit. 
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Joining a Session 
1. Navigate to the course Control Panel. 
2. Click the Collaboration link under the Course Tools 

module. 
3. Click the Join               button to the right of the session 

you wish to join. 

Using the Classroom Toolbox 
The Classroom Toolbox, located in the upper-left corner of 
the Virtual Classroom window, allows the user to use the 
features included in the Virtual Classroom.  The instructor 
can limit the student’s access to any of these tools.  The 
following areas can be accessed in the Classroom Toolbox: 

• Course Map – shows the 
contents of the course in a 
folder view 

• Whiteboard – allows users to 
present information as if they 
were using a blackboard 
within a live classroom 

• Group Browser – allows 
users to open a Web site that 
can be viewed by all users 

• Ask Question – allows users to ask a question during the 
session 

• Question Inbox – stores questions and their responses 

Recording a Lightweight Chat or Virtual 
Classroom Session 
You can record any Lightweight Chat or Virtual Class-
room Session by clicking the appropriate  
button(s) on the upper-right side of the Lightweight Chat 
or Virtual Classroom tool bar. 

 
 

Button Description 

 

Click Start to begin recording a session. 
The user will be prompted to name the 
archive. A default name will pre-populate 
this box. The user can click Submit to 
keep the default name or makes changes 
then submit it. 

 

Click Pause to pause a recording once it 
has started. Click this button again to 
Un-pause the recording and begin re-
cording again. Pause and un-pause will 
be marked and timestamped in the ar-
chive. 

 

Click Stop to end recording the session. 
When Stop is selected the archive is 
completed and a stop marker and time/
date stamp will be included at the end of 
the archive. 

 

Click Bookmark to insert a bookmark 
anywhere in the archive of the session. 
The Instructor can also include a name 
for the bookmark. 

Creating a Breakout Session 
In a Virtual Classroom you can select users to participate in 

separate sessions available only to those users. 

1. In the Virtual Classroom window, click the Breakouts                    

              button on the Menu Bar. 
2. Select the users to participate in the Breakout session. 

3. Click the OK button. (A new window will display the 
Breakout session.) 

You can use the chat feature at the bottom of the Virtual 
Classroom window or you can access a Lightweight Chat 
session that contains only the chat feature. 
 

In the Virtual Classroom or Lightweight Chat window, 
enter the text you want to display in the Compose box. 
Click the Send                 button to display the text in the 
chat area. 

Using the Lightweight Chat 

Requesting a Blackboard Course 
• To copy a course from a previous semester, click the 

Copy Course option and type the course ID and section 
number of the course to be copied (i.e. ENG111/i1) 

Courses can be created for online or hybrid courses, as 
well as for instructors who want to enhance their face-to-
face courses with a Blackboard component. In addition, 
courses can be created for the purpose of development or 
training, giving an instructor the opportunity to learn how to 
use Blackboard and create content material for a course 
before making a course available to students. 

Any instructor can request to have a Blackboard course 
created by submitting a Course Creation Request Form, 
online at: http://www.germanna.edu/dl/bb_request.asp 
You can request courses NOW for use in the future: It is 
never too EARLY to request a Blackboard Course Site! 
 

The request form guides you through the information RE-
QUIRED for the creation of a course in the Blackboard 
Learning System. To submit the form, you will need to pro-
vide: 

• The instructor’s username (the name you use to log into 
Blackboard) 

• The course ID (ex. ENG111), not the Peoplesoft 5-digit 
number assigned to a course, and section number. (You 
can request one Blackboard site to use with several sec-
tions of the same course, i.e. ENG 111/i1,i2,i3 or ENG 
111/01,02,03) 

• The term you want the course created for, i.e., SU06 

• If you want to include a Cartridge from a book publisher in 
the course, you will need to get the Key Code from the 
publisher and enter it in the “Comments” Section of the 
form 

Reference: 
Part of the information provided in this Quick-
Reference Guide was adapted from QUICK Source© 
Student Edition, Blackboard®, Learning System Re-
lease 6.1. 
This GCC Quick-Reference Guide was adapted by C.J. 
Bracken and Susan Mahnel.  If you have any questions 
related to Blackboard, please contact either C.J. 
Bracken, cjbracken@gcc.vccs.edu or the helpdesk at 
all@gcc.vccs.edu, (540) 891-3077. 


