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Introduction 
This guide is meant to teach the basics of using the Blackboard Learn system to instructors, giving instructors the ability 

to quickly get an online course up and running in the Blackboard Learn system. For more detailed information in using 

Blackboard, you can check out the official Blackboard Help Site for Instructors (see the Further Information section of 

this guide). 

 

Most procedures in this guide are given in a step-by-step fashion. Please note that any bold text you see within the steps 

indicate words that you should look for on your computer screen. 

 

 

 

Requirements for Blackboard 
The hardware and software requirements to use the Blackboard Learn system are as follows: 

 

Operating Systems 

 Windows Vista, 7, or 8 

 Mac OS X (version 10.7 or above) 

 

Supported Browsers for Windows computers 

 Internet Explorer version 9 and above 

 Firefox 28 and above 

 Chrome 34 and above 

 

Supported Browsers for Mac computers 

 Safari version 6 and above 

 Firefox 28 and above 

 Chrome 34 and above 

 

Hardware and Other Requirements 

 256MB RAM or more (2GB RAM recommended) 

 20MB free disk space or more (100MB Recommended) 

 Internet connection speed of at least 56Kbps 

 Java 7 or above 

 Adobe Flash Player version 11 (required for using YouTube videos) 

 Anti-Virus/Anti-Malware Software (particularly for Windows users) 

 Speakers, Headphones, and/or PC headset (for use with Blackboard Collaborate) 

 Bb Collaborate Launcher (for use with Blackboard Collaborate,  formerly known as Elluminate Live) 

 

Note: Though Internet Explorer (versions 9 and above) are officially supported browsers, Alcorn’s Blackboard Support 
team strongly recommends the use of either Mozilla Firefox or Google Chrome for the best possible experience in 
using Blackboard Learn. 
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If you are a new instructor, please go to the article linked below to insure that you have everything needed for a 

properly functioning account in the Blackboard Learn system: 

http://kb.alcorn.edu/index.php/article/insuring-a-working-blackboard-account 

 

Though not required, we at CITS highly recommend the following for an optimal viewing experience with the Blackboard 

Learn system: 

 A minimum screen resolution of 1024 x 768 pixels 

 

 

 

Logging in to Blackboard 
To log in to Blackboard: 

 

1. In your web browser’s address box, type blackboard.alcorn.edu and press Enter on your keyboard. Do not 

type a www in front of the address. www.blackboard.alcorn.edu is incorrect and will give you an error message. 

2. On the login page, click the link labeled Students and Faculty, click HERE to log in! (see image below). This will 

take you to the Gold Services Credential System page. 

 

 
 

3. On the Gold Services Credential System page, enter your full Alcorn Email address as your Username (e.g., 

sdstephney@alcorn.edu). Be sure to include the @alcorn.edu part! 

http://kb.alcorn.edu/index.php/article/insuring-a-working-blackboard-account
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4. Use the password to your Alcorn Email account as your Password. This is the same password that most 

employees use to log in to University computers every day. 

5. Click the Sign In button. 

 

 

 

 

Course Availability 
After clicking the purple Login button, you will be logged in to the Blackboard Learn system and brought to the My 

Institution page. The courses that you are teaching will be listed in the My Courses box on the right. You will also see 

courses that you are enrolled in as a student in this box as well. Also notice upon the start of any given semester that 

you will see the word unavailable next to your courses. This means that the course is invisible to students that are 

enrolled in the course upon logging in to Blackboard. Even if the students are registered for the course in the Banner 

system, the students cannot see the course in Blackboard unless you have made the course available. You MUST make a 

course available to let your students see the course upon logging in to the Blackboard system. To make a course 

available: 

 

1. Click the name of the course to open the course. 

2. In the Control Panel – the gray area in the lower left area of the screen – click on Customization to expand the 

customization menu. 

3. In the Customization menu, click on Properties. 

4. On the Properties page in on the Set Availability section, choose Yes for Make Course Available. 

5. Scroll to the bottom or top of the page and click the teal-colored Submit button. 

 

After that, you should see a green box at the top of the page saying that the course’s properties have been changed. 

Make sure the course is available by clicking the My Institution tab just below the Alcorn logo in the upper left area of 

the window, and check to be sure that the word unavailable no longer shows up next to the course that you wish to 

make available to your students. 

 

 

 

The Blackboard Course Site 
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To access any Blackboard course site you simply click on the name of that course listed in the My Courses box on the My 

Institution page as previously stated in the steps for making a course available. The remainder of this section describes 

the Blackboard Course site. 

 

 
 

1. Course Menu - This is where one finds the different course content areas that will hold all of the material that 

you will create/upload for your students.  

2. Control Panel - Here is a portion of the course that you as the instructor will always see and the students will 

never see. This part of the Blackboard course site is used to control many aspects of the Blackboard course. 

3. Content Frame - When you click on any one of the course menu’s items, then the actual content for that area 

shows up in this large area to the right.  

4. Edit Mode Switch – The Edit Mode switch is on by default and is what allows you to edit the various areas of 

your Blackboard course site. 

 

The remainder of this guide will discuss basic usage of most of the course menu items. Just below the course menu (the 

gray area) is the Control Panel.  

 

 

Announcements 
The Announcements area of the course is the first area you see (by default) when you open a Blackboard course site. 

This is an area where you one would typically post anything that you would like to announce to all of your students, e.g., 

no class today, changes made to the syllabus or assignment, new course items posted, etc. 

 

1 

2 

3 

4 
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Making an Announcement 
1. Click the Create Announcement button. If you don’t see the Create Announcements button on the screen, the 

Edit Mode may be set to off. Click on the Edit Mode switch to reactivate the Edit Mode. 

2. On the Create Announcement page, type the Subject (title) of the Announcement. 

3. Enter the body of the announcement in the Message textbox. 

4. Choose whether you would like a duration of display for your announcement or you would like the 

announcement to permanently display on the Announcements page. 

5. If you would like to link to another location within your Blackboard course site, click on the Browse button under 

the Course Link section. A course map window will pop up. Click on the course area/item to which you want to 

link. 

6. Click the Submit button. 

 

Editing Announcements 
1. Move your mouse over the Announcement that you would like to edit and click the menu/option (chevron) 

button located next to the Subject/Title of the announcement that you wish to edit.  

2. In the menu that pops up, click Edit. 

3. Change the parts of the announcement that you would wish to change. 

4. Click the Submit button. 

 

Deleting Announcements 
1. Move your mouse over the Announcement that you would like to edit and click the menu/option (chevron) 

button located next to the Subject/Title of the announcement that you wish to edit. 

2. In the blue menu that pops up, click the Delete button. 

3. In the new popup, confirm that you would like to delete the announcement by clicking the OK button. 

 

Moving Items in Course Content Areas 
Please note that all new Announcements show up at the top of the page by default. In all of the other content areas of 

the course (Handouts, Assignments, Tests), new items show up at the bottom of the page. To move items on the page, 

you can do one of two things. You can either simply and drag the Announcement that you would like to move, or you 

can… 

 

1. In the upper right area of the page, click on the reorder items button This is the button that has an icon of two 

arrows with one arrow pointing upward and the other pointing downward. Clicking this button will bring up the 

Reorder:Content interface/popup. 
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2. In the items box, click on the title of the Item that you would like to move. When you click on the item it should 

be highlighted. 

3. Next, click on the up and down buttons below the Items box to move the highlighted item up and down the 

listed items. 

4. Once you have gotten the items in the order you would like to them it on the page, click the Submit button. 

5. Next, you will see a window pop up saying that the items have been reordered. Click the OK button. 

 

 
 

Syllabus 
The syllabus is a section dedicated solely to your syllabus and any other materials/information meant to provide an 

overview of the course i.e., the required textbook, office hours, code of conduct, etc. For the basics, the process 

delineated below will be the process of uploading a file to the syllabus area, as most instructors already have a file ready 

to upload into their Blackboard course. To upload a syllabus to the course: 

 

 

 

 

Step 1 

Step 2 

Step 3 

Step 4 
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1. Move your mouse over the Build Content menu. This will pop out a blue menu. Here, click on Item under the 

Create column on the left side of the popup.  

 
 

2. On the Create Item page, give your syllabus a title by typing it in the Name textbox. 

 
3. Skip the Text area and scroll down the Attachments section and click the Browse My Computer button to 

browse your computer and find the file that you’re looking to upload into the Blackboard system. 

 
 

4. Upon finding the file you wish to upload click on it and click the Open button. 
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5. Next, for the Link Title of the file, it is recommended that you type the following: 

Right click here to download file 

 
6. Under Options, choose Yes to Track Number of Views. 

7. Click the Submit button. 

 

 

 

Course Information (Handouts) 
The Course Information (formerly Handouts) section should be used to share course documents such as handouts, 

lecture notes, PowerPoint slides, etc. with your students. You can use the same steps given in the Syllabus section of this 

guide to upload files to the Handouts area of the course. 

 

 

Assignments 
In the latest version of Blackboard, there are no longer two types of assignments – normal Assignments and 

SafeAssignments. There are simply Assignments; the SafeAssignment feature has been built into the normal 

Assignments! Now normal Assignments can check against Internet sources and other student papers – both here in the 

University as well as all other institutions that use the SafeAssign feature of Blackboard – for possible instances of 

plagiarism. Please note, however, that SafeAssign feature only checks for matching and closely matching text between 

documents. You will still need to check to be sure that students have cited sources, quoted, etc., as they should.  

 

Creating Assignments 
1. Under the Assessments menu, click Assignment. 

Step 5 
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2. Give a Name to your assignment. 

3. Type the instructions for your assignment in the Instructions textbox. 

4. If there are any pertinent files for your assignment, click the Browse My Computer button to upload the file. To 

upload additional files, simply click the Browse My Computer button once more and choose another file. 

5. Set the Due Date for your assignment. If you set the due date, students will still have the ability to turn in the 

assignment if the assignment is set as available past the due date, but will be marked as late if turned in past the 

due date. (More about Due Dates on page 13). 

6. Enter the total Points Possible. (Please note that if you plan to use weighted grades that ALL grades must be 100 

points possible). 

7. Click the Submission Details to expand the Submission Details area. 

 
8. In the Submission Details area, choose Individual Submission. 

9. Set the Number of Attempts to determine whether the students will have a single upload, a set number of 

attempts (that you choose using the textbox next to Number of Attempts:), or unlimited attempts to submit to 

their assignments. 

10. Next to Plagiarism Tools, if you would like all submissions for this assignment to be checked for possible 

instances of plagiarism, click Check submissions for plagiarism using SafeAssign. 

11. Set the date restrictions for the assignment using the Limit Availability option. Be sure to check the boxes 

Display After and Display Until accordingly. If you do not wish to accept submissions after the due date and 

time, then you should set the Display After date to be the same as your due date and time. You can read more 

about Availability Dates on page 12 of this guide. 
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12. Click the Submit button. 

 

Checking and Grading Assignments 
1. Click on Grade Center to expand the Grade Center menu. Then, click on Full Grade Center. 

 
2. Move your mouse over the grade cell for the student whose paper you wish to review under the column for the 

particular assignment that you are checking. Papers that need checking will have a grade cell containing a yellow 

circle with a white exclamation point indicating that there is a submission/paper that needs grading. 

3. Click the menu/options button inside the grade cell to the right. 

 
4. In the menu that pops up, click on View Grade Details. 

5. On the Grade Details page, click the Grade Attempt button.  

6. This will bring you to the Grade Assignment page. Here, you will be able to see your student’s submission 

directly in the web browser. After reviewing the student’s paper. On the right, click in Attempt box. This will pop 

open a box for typing comments to students along with a Submit button. 
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7. Type in the grade in the Attempt box, and click Submit button.  

8. If you have any comments that you would like your student to view during grading, type them into the 

FEEDBACK TO LEARNER box. 

9. Click the Submit button. 

 

You will then be taken back to the Grade Details page with a green box near the top of the page indicating that you 

have graded the attempt successfully. 

 

 

About Availability Dates 
Availability Dates refers to an option that controls whether an item is available (visible) to students and the duration of 

an item’s availability to students. This option can be found on numerous types of items in the Blackboard Learn system 

including (but not limited to) the Announcements, Assignments, SafeAssignments, Discussion Board, Tests, and more. An 

example of an Availability date for an assignment can be seen below. 

 

 
 

In the example above, the assignment has its Display After checkbox checked, which means that the start date & time 

has been activated and the assignment will not display to students until the seventh of January 2013 at 8:00AM. If a 

student happens to open the Assignments area (or whatever area you placed the Assignment into) at 7:59AM on 

January 7, 2013, he will not see an assignment because it is not 8 o’clock yet. The Availability settings above also indicate 

with its checked Display until box that the assignment will stop displaying to students at 5:00PM on January 11th 2013. 

This means that students that check for the assignment in question at 5:10PM on January 11, 2013 will not see the 

assignment. 

 

Step 7 

Step 8 

Step 9 
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So, what happens when one of the Display boxes are unchecked? If the Display After box is unchecked, then the 

assignment becomes immediately available to students upon the click of the Submit button. Similarly, an unchecked 

Display Until box means that the assignment will have not stop displaying to students once it has begun to display. 

 

Due Date versus Availability Dates 
For some items within Blackboard, such as Assignments and Tests, you may notice that there is also a Due Date listed. 

Some may ask if a Due Date is there, then what is the difference between the Due Date and the Availability Dates? The 

difference is that the Due Date is set to help you determine if an assignment/test submission is late or not. When you 

set a Due Date for a particular date and time, you can determine if a student has submitted a test/assignment late by 

checking his attempt to see if the assignment has been marked as late. If you are an instructor that wishes to accept late 

papers but take off some number of points for each day the paper is late, then you will definitely want to use this 

feature. If you’re not sure of whether (or how) to use this feature, then it’s a good idea to go ahead and set it to the 

same date and time as the Display Until date. 

 

 

Tests 
There are two parts to creating a test. The first part is creating the test. The second part is deploying the test to a 

content area (typically, this would be the Tests area within your Blackboard course). 

 

Creating Tests 
1. In the Control Panel (found in the lower left area of the course page) click on Course Tools to expand the  

Course Tools menu. Then, click Tests, Surveys, and Pools. 

2. On the Tests, Surveys, and Pools page, click on Tests. 

3. On the Tests page, click on Build Test. 

4. On the Test Information page, type a Name for your test. 

5. Give a Description that will be displayed to the students within the area of the course you add the test. 

6. Add Instructions that will be displayed at the top of page with the actual test questions during a test attempt. 

7. Click the Submit button.  

 

Adding Questions 
Once you click the Submit button, you will be taken to the Test Canvas page for your test. The Test Canvas is where you 

add, edit, and/or remove test questions. You can use the Create Question menu to create test questions. 

 

1. Move your mouse cursor over the Create Question menu. 

2. Click on the type of question that you would like to add to the menu. 

3. Fill out the appropriate information on the Question Page.  

4. Click the Submit button. 

 

About the Types of Questions 
For more info on the types of questions please refer to the sections on the Question Types in the Blackboard Instructor 

Guide. You can find them by clicking Help in the Control Panel and then clicking Guide or clicking the link below: 

https://help.blackboard.com/en-us/Learn/9.1_2014_04/Instructor/110_Tests_Surveys_Pools/100_Question_Types 

 

https://help.blackboard.com/en-us/Learn/9.1_2014_04/Instructor/110_Tests_Surveys_Pools/100_Question_Types
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Deploying Tests 
1. Go to the Content Area where you wish to deploy the test. You can use the default Content Area that we have 

created for you named Tests. 

2. Move the mouse cursor over the Assessments menu to open the menu. 

3. In the Assessments menu, click on Test. 

4. In the box labeled Add an Existing Test, select the test that you would like to deploy. Then, click the Submit 

button. 

5. On the Test Options page, you’ll have another chance to Name your test and give it a Description. 

6. You can leave Open Test in New Window at its default value of No. 

7. Be sure that Make the Link Available is set to Yes. Also note that this option can override the Availability Dates 

for the test. 

8. To Add a New Announcement for this Test, choose Yes. 

9. You can check the box for Multiple Attempts if you would like to give the students more than one attempt to 

take the test. You can choose to allow a set Number of Attempts or you can Allow Unlimited Attempts. 

10. Checking the box for Force Completion will disallow the saving of a test’s attempt. This prevents the student 

from taking part of the test, leaving for some time, and coming back to finish the test.  

11. The Set Timer checkbox sets a timer for the test. Make sure that you choose ON for Auto-Submit. Once you 

check the box you then choose the number of Hours and Minutes to which you would like to limit your test… 

12. Set the Availability Dates – Display After and Display Until – as you wish. 

13. Check the box and type in your Password if you would like to set a password for your test. 

14. If you would like to set a Due Date, then check the box and click the calendar icon to choose a date and click the 

clock icon to choose a time at which this test will be due. 

15. Unless you plan to make a practice exam, leave the Self-assessment Options at their default values. If you do 

plan to make a practice exam, you may wish to check the Hide Results for this Test Completely from Instructor 

and the Grade Center option, which automatically unchecks the Include this Test in Grade Center Score 

Calculations option. 

16. Choose which types of feedback you would like to show your students at the end of the test by checking the 

appropriate boxes in the Test Feedback section. 

17. For Presentation Mode, you can choose to show all of the test’s questions at one time on one webpage with the 

All at Once option. The One at a Time option only shows one question at a time, giving links to go to the next 

and previous questions. 

18. If you choose the One at a Time presentation mode, then you can additionally check the box to Prohibit 

Backtracking, which will stop students from going back to previously submitted questions. 

19. Check the Randomize Questions to randomize the order of the questions in the test. This means that the 

students will see the same set of questions but not in the same order. 

20. Click the Submit button to submit your test. 

 

Copying Courses in Blackboard 
After creating a course in scratch, you may find yourself with having to set up the same course in future semesters. In 

such a situation, there is no need to make everything from scratch all over again! You can copy your course materials 

from one course shell to the next in Blackboard. To copy a course: 

 

1. In Blackboard, enter the course you would like to copy from. 
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2. In the Control Panel, click on Packages and Utilities, then in the menu that pops out below, click Course Copy. 

3. For Select Copy Type, leave it at the default of Copy Course Materials into an Existing Course. 

4. In the Destination Course ID field, click the Browse button to search for the course that you would like copy 

into. 

5. In the window that pops up, you will see a list of courses in which you are the instructor. Choose your course by 

clicking the radio button to the left of it, the scroll down to the bottom of this popup window and click the 

Submit button. The popup window will disappear and you will see the ID of the course you wish to copy in the 

Destination Course ID box. 

6. Under Select Course Materials, if you wish to copy everything in the course, click the Select All button. If not, 

check the appropriate boxes for the materials you wish to copy. 

7. For Course Files, leave it at the default value of Copy links and copies of the content. 

8. Click the Submit button. 

 

 

 

 

Using Blackboard Collaborate 

The remainder of this quick guide will discuss the bare basics of how to create, join, and use a Blackboard Collaborate 

session. To use Blackboard Collaborate within the Blackboard Learn system, you will be required to meet all of the 

requirements mentioned in the Requirements section of this guide (near the start of the guide) along with downloading 

and installing the Blackboard Collaborate Launcher (to be discussed later in this guide). 

 

Preparing to Use Blackboard Collaborate 
Before using Blackboard Collaborate on a computer, it is very important to make sure that computer is prepared to open 

Blackboard Collaborate sessions. To prepare a computer for opening Blackboard Collaborate sessions: 

 

1. Download and install the latest version of Java (any version of Java 7 is fine). You can download and install Java 

from here: http://www.java.com/getjava. 

2. Download and install the Blackboard Collaborate Launcher. You can download the Blackboard Collaborate 

Launcher from here: https://na-downloads.elluminate.com/bcl/win/BlackboardCollaborateLauncher-Win.msi. 

3. Restart your computer. 

 

It is very important to do the third step last. If you do not restart your computer after installing the Blackboard 

Collaborate Launcher, then there is a very good chance that you will get errors when attempting to open Blackboard 

Collaborate sessions. 

 

 

Accessing Blackboard Collaborate 
You can access Blackboard Collaborate from within your Blackboard course in one of two ways. You can either… 

1. In your course’s Control Panel, click Course Tools to expand the Course Tools menu. 

2. Click Blackboard Collaborate.  

 

http://www.java.com/getjava
https://na-downloads.elluminate.com/bcl/win/BlackboardCollaborateLauncher-Win.msi
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…or, you can… 

 

1. In your Course Menu, click on Tools. 

2. On the Tools page, click on the Blackboard Collaborate link. 

 

Whether you do the first pair of steps or the second, you will arrive at the Blackboard Collaborate Session Scheduler 

page. Here, you can create Collaborate sessions where you can meet with your students live online. 

 

 

Create a Collaborate Session 
1. In your Blackboard course’s Control Panel, click Course Tools. Then click Blackboard Collaborate.   

2. On the Blackboard Collaborate page, click the Create Session button. 

 
3. On the Create Session page, clear the Session Name box and type a new session name. Common names for 

sessions include week number, lecture number, chapter, or course topic. 

4. Choose a Start Time and an End Time for your session. Typically, the start date and end date are usually the 

same for your session. 

5. For Early session entry, the time you choose will make the link to your session available 1 hour before the actual 

start date & time chosen in the previous step. It is highly recommended that you set a time other than 0 minutes 

for this setting. This way you will allow your students, along with yourself, time to enter the Collaborate session. 

6. Under Room Options, click on Teleconference Options to expand the Teleconference Options. Then, choose 

Use built-in to have a teleconference phone number and code generated to allow phones to be used for audio 

as an optional alternative to using PC headsets. 

7. Click on Room Attributes to expand the Room Attributes section. 

8. For Recording Mode, it is recommended that you leave it at the default value of Automatic. If you would like to 

manually control the starting and stopping of your session, click on the drop down menu and choose Manual. If 

you wish to not record the session at all, choose Disabled (not recommended). 

9. Choose the number of Maximum Simultaneous Talkers in the course. You can choose to have up to six persons 

using their microphones simultaneously within the course. 

10. Choose your number of Max Cameras. You can choose up to six webcams to be active within the course at one 

time. 

11. Scroll to the bottom of the page and click the Save button. 
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Joining a Collaborate Session 
1. Click the title of the session you would like to join. 

2. On the Room Details page, click the Join Room button. 

3. If you have not done so already, you will be prompted to download and install the Blackboard Collaborate 

Launcher.  

4. After installing the Launcher, click the Join Room button. 

5. If prompted, choose to open the file. The file should open with the Blackboard Collaborate Launcher.  

6. Click the Accept button to continue to the Collaborate Room. 

7. If prompted, choose your connection speed and click the OK button. 

 

The Blackboard Collaborate Session Window 
The screenshot below is a look at what the Blackboard Collaborate Room Window looks like. This is the window you will 

see after completing the steps to join a Blackboard Collaborate session. Below this image you will find a description of 

each of the different parts of the session window: 

 
 

1. The Audio & Video Panel – Here you can control the use of your audio (PC headset, microphone, sepakers, 

phone, etc.) and Video (webcam). 

1 

2 

3 

4 

5 
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2. The Participants Area allows you to view everyone, including yourself, is that currently in your session. You can 

also control permissions to use the various tools in your session window here. 

3. The Chat Area lets you communicate with students via text chat as you would in way very similar to that of an 

online chatroom or an instant messenger application. 

4. The Content Area shows the Whiteboard by default and is the area where you can write, type, or draw shapes 

into using the Whiteboard’s tools panel as well as use two other tools – the Application Sharing tool and the 

Web Tour tool. 

5. The Collaboration Toolbar lets you switch between the Whiteboard, Application Sharing, and Web Tour tools in 

the Content Area. You can also load PowerPoint files into the Whiteboard area here using the Load Content 

button. 

 

 

The Audio Setup Wizard 
After loading the Blackboard Collaborate session, you should make sure you audio equipment is working okay. To do so, 

you should use the Audio Setup wizard. To access the Audio Setup Wizard: 

1. In the menu bar near the top of the window, click on Tools. 

2. In the Tools menu that pops out, click on Audio. 

3. Next, click on Audio Setup Wizard. 

 

Follow the instructions on the screen to walk through choosing and testing your audio equipment. 

 

 

Loading PowerPoint Files Into Your Collaborate Session 
To load PowerPoint presentation files into your Collaborate Session: 

1. In the Collaboration Toolbar, click the Load Content button. 

2. Browse to the folder on your computer containing the PowerPoint file that you wish to load into the Whiteboard 

area. 

3. Choose the file and click the Open button. 

 

This process may take several minute depending on the size and/or complexity of your PowerPoint Presentation. Also 

note that any audio, animations, special effects, etc. will be stripped from the PowerPoint presentation. 

 

Also note that you can load image files (.jpg, .jpeg, .png, .bmp) into the Whiteboard area. Simply follow the above 

instructions, choosing one of the aforementioned filetypes as your file to load. 

 

 

Navigating Your PowerPoint Presentation Within Collaborate 
You can navigate your Collaborate session one slide at a time using the next and previous screen buttons at the top of 

the Whiteboard Area (see image below). 
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User Permissions 
In the session, you may wish to turn a student’s permission to use one or more tools on or off. To do this: 

First, move your mouse over a student’s name to view his current permissions. The red X indicates the users 

 
Move your mouse over the name of the student that has the permissions you wish to change. When you do this, a row 

of icons representing their permissions will appear (see below). 

 

Simply click on the icon for the item to toggle the permission. If a red X appears over the icon, then that means the user 

does not currently have that particular permission. In the example screenshot below, the user has all permissions 

allowed except the microphone and application sharing permissions, both of which are indicated as not allowed by the 

red X on them. 

 

 
 

 

Application Sharing 
The Application Sharing tool can be used to share specific application windows or your whole desktop with your 

students. This tool can be used to share the contents of document types that you can’t share using the Load Content 

Previous 

Slide/Screen 

Next 

Slide/Screen 
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button in the Collaborate session window.  This section of the guide will go over how to share a specific application 

window versus sharing your computer’s entire desktop. Note that once you start to share a specific application, 

everything you do within that application’s window will display to students in near-real time. This is as opposed to 

choosing to share your entire desktop, which will let participants/students in your session see everything you do on your 

computer. 

 

To Share a Specific Application 
1. On your computer, open the application that you would like to share. Please note that you should not minimize 

your chosen application’s window. Also make sure your window is not sized so large that it takes up the entire 

width or entire height of your computer’s screen. This is to allow enough space to still be able to see the 

audio/video, chat, and participants panels while sharing your application. 

2. In your Bb Collaborate session window, click the application sharing button to switch from the Content Area 

from Whiteboard mode to Application Sharing mode. 

3. An Elevated Privileges window may pop up. Click OK in the Elevated Privileges window. Next you will see a 

window like the one below: 

4. In the large white box, you will see a list of applications that are open and not minimized. Click on an application 

in the list choose the application window that you would like to share. 

5. In the lower right part of the application sharing window/box, click the Share button. 

 

After a few moments, in which your computer monitor may flicker, Blackboard Collaborate will then begin to share the 

application. At this point, the Collaborate session window’s content area will disappear, leaving only the panels on the 

left side. The application that you’re sharing will become surrounded by a yellow border to indicate that whatever 

happens within this shared application will be seen by your students. To shop sharing, look to one of the top corners of 

the yellow border to click the small, square stop button. You can alternatively stop sharing your application by clicking 

the Tools menu > Application Sharing > Stop Sharing. The Blackboard Collaborate window will return to its normal 

layout. 

 

To Share Your Entire Desktop 
1. In the Collaborate menu’s toolbar, click on the Tools menu > Application Sharing > Share Entire Desktop. 

2. You will get a popup window saying “Now sharing desktop”. Click the OK button. 

 

At this point, your entire monitor will be surrounded with a yellow border to indicated that everything happening within 

the yellow border is being seen by your students. To stop sharing your desktop, in the Collaborate session window, click 

on the Tools menu > Application Sharing > Stop Sharing. The Blackboard Collaborate Window will return to its normal 

layout. 

 

 

About Blackboard Mobile Learn 
The Blackboard Mobile Learn app is now available for students and faculty in both the Google Play and Apple App stores; 

just search for “Blackboard Mobile Learn”. Though the Blackboard Mobile Learn app is currently supported by Alcorn 

State, be careful! There are areas within the application that are still under development and aren't fully supported. 

Particularly, the unsupported areas of the Blackboard Mobile app include (but are not limited to): 
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 Take non-mobile tests 

 Sending email 

 Calendar 

 Glossary 

 Messages  Tool 

 Contacts  Tool 

 Achievements 

 Wikis 

 

What an unsupported feature of the app means is that when you tap to open a particular feature, the app switches into 

a view that looks as if you were opening Blackboard Learn on a desktop computer. See the screenshot below for an 

example: 

 

                                    
 

 

Please note that the Blackboard Mobile app, in its current state, is not recommended by Alcorn's Blackboard Support 

Team as the sole tool a student/instructor uses to participate in online, hybrid, or supplemental courses here at Alcorn 

State University. It is strongly advised that the student/instructor still own or have dependable access to at least one, 

functional computer with a sufficient Internet connection. 

 

Blackboard Mobile Learn in Normal Mode Blackboard Mobile Learn in Browser Mode 
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For help in using Blackboard Mobile learn, visit help.blackboardmobile.com. Additionally, there are two more instructor 

resource links for using Blackboard Mobile Learn; you can find them on our support pages at 

www.alcorn.edu/blackboard. 

 

 

 

 

Further Information 
For further information about Blackboard, you can consult the official Instructor Guide for Blackboard which you can 

find in any Blackboard course by clicking on Help in the Control Panel and then clicking on Blackboard Help for 

Instructors. For support with the Blackboard Learn system, please call 1-855-671-6898 to reach our 24/7 helpdesk. Also, 

for additional support info for students and faculty alike, please go to www.alcorn.edu/blackboard for more helpful links 

and resources available for both faculty and students. 

http://help.blackboardmobile.com/
http://www.alcorn.edu/blackboard
http://www.alcorn.edu/blackboard

