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ITTC SMARTGuide for new users to Blackboard Learn 

Overview 

The blackboard learning system is a dynamic e-learning software application which facilitates 

teaching and learning of concepts in a technology driven virtual classroom environment. 

Blackboard Learn is the latest release of the Blackboard learning system. This user guide focuses 

on starting a class in Blackboard for new users to Blackboard Learn. Three areas will be covered 

in this introductory class: 

1. Naming a Course 

2. Creating Announcements 

3. Assignments 

a. Creating Graded and Ungraded Assignments 
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Naming a Course 

Steps in Naming a Course: 

1. Courses are displayed in the Courses tab besides the Blackboard Home tab (first page 

you see as you sign into Blackboard) Select the course shell you want to rename. 

 

 
 

2. Under Control Panel on the left of your screen, clicking on 

Customization will open up a drop down menu. Click on Properties. 

 

 

3. Under Name and Description, replace the course name with the desired 

name in the box, ‘Course Name’. Click on Submit, which is on the top 

right after you are done. 
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4. Congratulations, you have successfully renamed your course. You may now proceed to 

setting up your class with enrolling your students, creating announcements, assignments 

and course documents. 

 

 

Creating Announcements 

 

Announcements are an important aspect of your communication with your 

students in the e-learning environment. Announcements may be time-

stamped and viewed for different periods of time, such as current view, 

last 7 days, last 30 days and view all. 

1. Click on the course shell where you want to create the 

announcement, then under Control Panel, clicking on Course Tool 

will open up a drop down menu. Click on the Announcements. 

 

2. Click on Create Announcement on the top left of the screen and 

proceed to type in your Announcement subject and the message. 
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3. You may choose to make the Announcement permanent or use a preferred date by 

selecting either of the two options besides Duration, Not Date Restricted or Date 

Restricted. A permanent Announcement is automatically displayed after the time and 

date it was created. There is no end date for this Announcement, unless the Display 

Until option is selected. Date restrictions give you the option to have announcements 

visible only for a specific period. To enforce the restrictions check the boxes Display 

After and Display Until (one or both options may be used). You may choose to send a 

copy of the announcement you created immediately by checking the button next to, 

“Send a copy of this announcement immediately”.

 
4. If you wish to create a Course Link within the announcement, simply click Browse and 

select the course link. Choose the area you want to link. A course link allows your 
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student to link directly to any of your available course options (course documents, 

assignments, tools, etc.) 

 
5. On completion of your Announcement, simply click Submit, and you are done. 

 

Assignments 

Creating Graded and Ungraded Assignments 

Before you start the process, you need to decide on where you want the Assignment to be shown. 

An Assignment needs to be placed and created in a Content Area.  

 

1. Assignments are created from the Create Assessment tab on the top of the Content Area 

which shows a list of assessments when you hover over it. Click on Assignment. 
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2. Type in your Assignment name and the instructions. You can attach a file to the 

Assignment from your computer or from a different course by clicking on the Browse 

My Computer or Browse Course respectively. 

 

3. You have to assign the number of Points Possible when creating an assignment. If it is an 

Ungraded Assignment, then the Points Possible should be entered as 0. If it is a Graded 

Assignment, a Rubric can be added to the Assignment by hovering over the Add Rubric 

button which will open a drop down menu. “A Rubric is a tool that lists evaluation 

criteria for an assignment”. You can Select Rubric, Create New Rubric or Create 

From Existing.  

4. You can make the Assignment available immediately by checking the box besides 

“Make the Assignment Available”. You can choose to make it available at a later time 

also. You can select the number of times you want the student to attempt the Assignment 

by selecting the appropriate category under Number of Attempts.  You may choose to 

make the Assignment permanent or use a preferred date. A permanent Assignment is 

automatically displayed after the time and date it was created. There is no end date for 

this Assignment, unless the Display Until option is selected. Date restrictions give you 

the option to have Assignments visible only for a specific period. To enforce the 

restrictions check the boxes Display After and Display Until (one or both options may 

be used). A due date also can be set for the Assignment. 
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5. Simply click Submit after you are done creating the Assignment. 

 

 

Training material provided by the Interactive Teaching & Technology Center, Arkansas State 

University, AR 72467. For further information you may contact ittclab@astate.edu, 870-972-

2334 or come by and visit us at http://www2.astate.edu/ittc or Library, Suite 301. Information for 

the ITTCSMARTGuide provided in part by http://www.blackboard.com. 

ittclab@astate.edu
http://www.blackboard.com/

