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ADD EVENT 
 

• Click Add Event.  
• Enter event title and related description.  
• Select event date, start time, and end time.  
• Click Submit.  
• Click OK on the Calendar Receipt screen.  

 
CALENDAR QUICK JUMP  
 
The Calendar Quick Jump allows you to move to a specific date or event on the calendar without using 
the View options. To move to a specific event: 
 

• Click on Quick Jump.  
• Enter the date you wish to move to.  
• Select the view type (Month, Week, Day).  
• Click Submit.  

 

Tasks 

To access Course Tasks, enter the Control Panel for the specific course for which you wish to post a task. 
Next, in the Tools module, click on Tasks.  
 
ADD A TASK 

 
• Click on the Add Task button.  
• Enter the task title and description.  
• Select a due date for the task.  
• Set the priority for the task (Low, Normal, or High).  
• Click Submit.  
• Click OK on the Add Task Receipt screen.  

 
MODIFY A TASK 

 
• Click on the Modify button to the right of the task you wish to edit.  
• Make the desired changes in the appropriate fields.  
• Click Submit.  
• Click OK on the Modify Task Receipt page.  

 
REMOVE A TASK 

 
• Click on the Remove button to the right of the task you wish to remove.  
• Click OK on the Delete confirmation dialog box.  
• There is no receipt page for removal of tasks.  

 
MANAGING TASKS 

 
• Click on the Main tab  
• In the Tasks module, click on "more..." at the bottom right of the Tasks window  
• From the drop-down menu to the right of the Tasks screen, select from the following options: All 

Tasks, My Tasks, All Course Tasks, individually selected course tasks  
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• Students may modify the status of an instructor-created task but may not remove it  
• To change the status of a particular task, users may click on the underlined status name (IN 

PROGRESS, NOT STARTED, COMPLETED) in the task display OR they may click on Modify 
and change the status in the Modify Task screen  

• To view the status of student progress on a course-related task, go to the Tasks tool in the 
Course Control panel and click on the name of the specific task. The self-reported status of 
enrolled users' progress on the task will display.  

 

Digital Dropbox 

Instructors of a course may use the Digital Dropbox tool in the Control Panel's Course Tools module to 
transfer files between the instructor and individual students. To distribute files to students via the Digital 
Dropbox, instructors may use either the Add File tool or the Send File tool.   
 
ADDING FILES TO THE DIGITAL DROPBOX (DOES NOT SEND ANY FILES TO ANYONE) 

 
• Click on the Digital Dropbox option in the “Course Tools” module of the Control Panel.  
• Click Add File.  
• Enter the appropriate information and choose a file to upload. 
• Click Submit.  
• Click OK on the Dropbox Receipt page.  

 
SENDING FILES FROM THE DIGITAL DROPBOX (ADDS THE FILE IF NECESSARY & SENDS IT) 

 
• Click on the Send File button from within the Digital Dropbox screen.  
• Click on the user's name to select a recipient for the file. Holding down the Ctrl or Shift keys and 

selecting names will allow the Instructor to select more than one at a time.  
• Under File Information, select the file name from the drop-down menu.  
• Alternatively, upload a new file by filling in the title, browsing for the file, and entering comments.  
• Click Submit.  
• Click OK on the Dropbox Receipt page. 

 
REMOVING FILES FROM THE DIGITAL DROPBOX 

 
• From the Digital Dropbox screen, identify the file you wish to delete. 
• Click the Remove button to the right of that file.  
• Click OK on the confirmation dialog box.  

 

 

• ALL instructors in a given course share a drop box.  Files sent by a 
student to a particular instructor will be visible to all instructors in the 
course. 

• If one instructor deletes a file from the instructor dropbox in a course, all 
other instructors in that course will lose access to the file (i.e. it is 
completely deleted from the instructor dropbox). 

• If you are using the groups feature and have created a group of students 
and/or instructors, the dropbox for that group is accessible to all members.  
Any file in a group dropbox can be read by all members of the group. 
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Communicating within Blackboard 
Overview 

Blackboard offers several flexible ways to communicate with students.  It’s important to know 
what these tools are and to have a plan for using them efficiently.  The communications tool 
area contains several utilities. 
 
 
 
 
 
 
 
 
 
 

Functions 

The table below includes information on the components of a Course.  
 

PART FUNCTION 

Announcements Links to the announcements area. 

Collaboration Contains the chat and whiteboard tools. 

Discussion Board Threaded discussions to which you and students can post messages – this type of 
tool is often referred to as a “threaded discussion” or “message board.”  Messages 
posted here are generally for all to see and reply to. 

Group Pages Allows you to make working-groups of students and allow them to have a content 
area of their own that others cannot view. 

Messages Provides tools for building Assessments, recording grades, and tracking user 
activity. 

Roster Lists the users enrolled in the course. 

Send Email Sends traditional e-mail messages to the e-mail accounts associated with users 
enrolled in a course. 

 

 

• Decide which tools you want to use to communicate with students, be 
sure they understand the differences, and be consistent in your 
messaging 

• Consider that most students will have and be familiar with using their own 
Vanderbilt E-mail accounts – you can send them messages using the 
Send E-mail communication tool. 

• Decide how you want to receive assignments, files, and other messages 
from students and check the appropriate tool, area, or e-mail consistently 

 

Blackboard Quick Tutorials on using the individual 
Communication Tools can be found under the “Courses” tab. 
When viewing the tutorials, be advised that not all functionality 
currently exists in Vanderbilt's implementation of Blackboard; 
Vanderbilt is currently running the Blackboard Learning System, 
Release 7.1. 
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Announcements 

To access the Announcements feature for a selected course, first navigate to the Control Panel for that 
course. The Announcements feature is found in the Course Tools module in the Control Panel.  
 
The display of announcements is divided into four areas:  

(1) View Today,  
(2) View Last 7 Days,  
(3) View Last 30 Days, or 
(4) View All.  
 

The default display is View Last 7 Days. If no announcements have been posted for the date range 
selected, the system will report, "No announcements found." 
 
ADD ANNOUNCEMENT 

 
• Click on the Add Announcement button.  
• Input a subject line and a message in the Announcement Information area.  
• Select the option to have the announcement display “always” on the course's main page, or set a 

date and time range for the announcement to display.  
• Browse to and then link to a location within the course. For example, an announcement about an 

upcoming assignment might include a link to course material related to the assignment.  
• Click Submit. Users will see a completed transaction receipt display on the screen after a 

successful announcement submission. 
 
MODIFY ANNOUNCEMENT 

 
• Click on the Modify button that appears to the right of the announcement you wish to change.  
• Make the desired edits. 
• Click Submit.  
• The Announcement receipt will display the message "Announcement updated," along with the 

text of the announcement.  
• Click OK on this screen to return to the main Announcements administration screen. 

 
REMOVE ANNOUNCEMENT 

 
• Identify the announcement from the list and click the Remove button.  
• The system will generate a dialogue box asking if you are sure you want to remove this item.  
• Click OK.  
• The announcement will then be removed; there is no receipt screen for this action. 
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Discussion Boards 

The Discussion Board feature of Blackboard allows you to hold online discussions with your class. 
Instructors have the ability to change the order of forums, create new forums, modify permissions for 
forums, and allow users to upload attachments. 
 
ADD A FORUM 
 

• Click Communication on the left-side course navigation bar 
• Click Discussion Board. 
• Click Add Forum. 
• Enter the Title and description of the forum. 
• Set Forum Settings (allow anonymous posts, allow author to modify message after posting, allow 

author to remove own posted messages, allow file attachments, and allow new threads). 
• Select Forum User Settings (assign moderator privileges, block user from posting). 
• Click Submit. 

 
MODIFY A FORUM 
 

• Click Modify in the forum box. 
• Make appropriate modifications. 
• Click Submit. 

 
REPLY TO A FORUM (CREATE A NEW THREAD) 
 

• Click Add New Thread. 
• Enter Subject and Message.  (Option available for attachments) 
• Click Submit. 

 
REPLY TO A FORUM (REPLY TO A THREAD) 
 

• Click thread name. 
• Click Reply. 
• Enter Message.  (Option available for attachments) 
• Click Submit. 

 



VANDERBILT UNIVERSITY 
OAK: Online Access to Knowledge 
____________________________________________________________________________  
 
 
 

 
 
OAK Quick Start Guide 20 1/11/2007 

Internal Messaging: “Messages” 

The Messages feature of Blackboard allows you to send messages to individuals or groups within a given 
course. 
 
Instructors may find this feature to be a better choice for messaging than using the “Dropbox” because it 
is more flexible and intuitive, and students can use the Messages feature to send documents to both 
individual instructors and to each other.   
 
Each user’s Messaging boxes are private to that individual, so if there are multiple instructors in a course, 
only those instructors who are listed as recipients of a message will receive it in their inbox. Replying to 
and forwarding messages work in the same manner as sending messages.  These features are available 
when reading a particular message. 
 
SENDING A MESSAGE WITH THE MESSAGES FEATURE 
 

• Click Communication on the left-side course navigation bar. 
• Click Messages. 
• Click New Message. 
• Click the TO button and choose recipients. 
• Use the > and < buttons to move recipient names into the recipients list. 
• Add carbon copy recipients and blind carbon copy recipients as needed as you would with an e-

mail message. 
• Enter the subject and text of your message. 
• Add an attachment if necessary. 
• Click Submit. 

 
RETRIEVING MESSAGES WITH THE MESSAGES FEATURE 
 

• Click Communication on the left-side course navigation bar 
• Click Messages 
• Click the message box you want to check (Inbox, for example). 
• Click the link text that appears for the subject of the message you want to view. 

 
 

 

Messaging is not the same as e-mail.  Messages and attachments sent with 
the Messaging feature are internal to a specific Blackboard course and 
will not appear in a user’s University E-mail account.  This can help to 
prevent e-mail accounts from getting filled with long messages and 
attachments, but it may also be confusing if both systems are used to 
exchange documents.  Establishing a policy within your course for where 
and when to check for and retrieve messages will help to eliminate 
confusion about where messages are posted.  Be sure to keep backup 
copies on your local computer of all files that you send as attachments. 
 
Using internal messaging with file attachments, versus the Digital Dropbox, is 
preferable for turning in assignments. 
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 E-mail Messages 

All enrolled users in a course have access to the Send E-mail feature. Student access is through the 
Communication option on the Course Menu. Instructors may access the feature either through 
Communication on the Course Menu or through the Control Panel via the Send E-mail feature in the 
Course Tools module.  
 
SELECTING THE RECIPIENT  

 
When users access the Send E-mail tool, they are presented with a menu of recipient groups and 
individuals to choose from. Selecting the following will generate an e-mail template for the corresponding 
user group: 
 

• All Users: All users enrolled in the course, including Instructors  
• All Groups: All groups defined by the Instructor  
• All Teaching Assistants: All users enrolled with the role of Teaching Assistant  
• All Instructors: All users enrolled with the role of Instructor  
• All Observers: Does not apply at Vanderbilt  

 
When choosing any of the pre-defined groups listed above, the e-mail template that Blackboard 
generates will automatically enter the appropriate recipients. 
 
Choosing either Select Users or Select Groups will generate an e-mail template from which the sender of 
the e-mail must select recipients. When the sender clicks on either Select Users or Select Groups, the e-
mail template will display a list of all users or all groups from which the sender must choose (by clicking in 
the corresponding check box) recipients, as seen in the image below. 
  
MESSAGE DETAILS AND OPTIONS  

 
• Once the sender has selected the recipients,  
• Enter the subject and message content.  
• Click Submit. 

 
 

 

Email can not be read within Blackboard.  You and your students must use your 
regular e-mail program to read email sent from within Blackboard. 

 



VANDERBILT UNIVERSITY 
OAK: Online Access to Knowledge 
____________________________________________________________________________  
 
 
 

 
 
OAK Quick Start Guide 22 1/11/2007 

Other Features 
Staff Information  

The purpose of the Staff Information tool is to provide an organized area where Instructors may post 
identifying information about themselves and about others who may contribute to the course, such as 
Teaching Assistants, guest speakers, and administrative assistants.  
 
To add staff information, from the Course Control Panel, click on the Staff Information link in the Course 
Tools module. If no information has yet been added to this area, the screen will show "Folder Empty".   
 
ADD A PROFILE 

 
• Click Profile (for courses in which the Instructor would have only a single entry).  
• Type in appropriate information (Name, Office Location and Hours, etc.).  
• Set options (Make Profile Visible, Upload Image, Insert Link).  
• Click Submit.  

 
TO ADD A FOLDER 

 
• Click Folder (for groups of individuals, such as Teaching Assistants).  
• Provide a name for the folder (e.g., TA's).  
• Set options (Make Folder Visible).  
• Click Submit.  
• Click OK at the Receipt screen.  

 
ADD A PROFILE TO A FOLDER 

 
• Click on the Name of the folder.  
• Click Profile.  
• Follow the steps outlined above for adding a Profile.  

 
MODIFY STAFF INFORMATION 

 
• Click the Modify button to the right of the item you wish to modify.  
• Enter desired changes in the appropriate fields.  
• Click Submit.  
• Click OK on the Staff Information Receipt screen.  

 
REMOVE STAFF INFORMATION 

 
• Click the Remove button to the right of the item you wish to remove.  
• Click OK on the "Are you sure you want to remove this item?" dialog box.  
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Teaching Assistants, Graders, Course Builders, and Other Instructors 

Blackboard provides an easy way for instructors to add additional users, such as teaching assistants, 
graders, and other instructors.  This is done through the “Enroll User” feature in the “Control Panel”.   
 
ENROLL USER (DO NOT USE TO ENROLL STUDENTS IN YOUR COURSE) 

 
• Click on the Enroll User option in the User Management module of the Control Panel.  
• Enter the user’s last name. 
• Click Search. 
• Select the appropriate user by clicking in the empty box under ADD.  
• Click Submit. 
• Click OK on the Enroll User Receipt page.  

 
CHANGE USER ROLE 

 
• Click on the List / Modify User option in the User Management module of the Control Panel.  
• Enter the user’s last name. 
• Click Search. 
• Click on Properties.  
• Under #4, Role and Availability, select the appropriate Role (Course Builder, Grader, Instructor, 

or Teaching Assistant). 
• Click Submit.  
• Click OK on the List / Modify Users Receipt page.  

 
 

Course Copy (Combining Multiple Sections) 

Contact your local support provider for assistance in combining multiple sections of a course into a single 
course.   
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Resources 
What’s new in Blackboard 7.1 – Quick Tutorials 

Upon login in, you will immediately notice that the page may take a little longer than usual to load.  This is 
not a performance issue, but a lag time that is caused by the underlying Blackboard code. 
 
The Courses Tab now has links to Blackboard created tutorials.  Though we do not have access to all the 
tools described, the tutorials are very good at explaining how individual tools work.  You may want to take 
a look at the “Instruction, communication, and assessment” section of the “Quick Tutorials” section.  (See 
list below.) 
 
Quick Tutorials are available for tools: 
 

• Enhanced discussion board 
• Discussion board rating and grading options 
• Advanced assessment questions 
• Multi-language support (Currently English and Spanish are the two languages turned on.  If you 

would like another language made available, please contact your local support provider.) 
• Adaptive Release 
• Performance Dashboard 
• Syllabus Builder 
• Advanced Course Menu 

 

The “Main” OAK Website – Links to Resources 

The main OAK page, http://www.vanderbilt.edu/oak/ will continue to provide the most current place for 
OAK announcements and outages, as well as provide helpful hints, answers to frequently asked 
questions, links to local support providers (your first level of OAK support), and teaching resources. 
 
 

 

 
To get the full experience of Blackboard, the following 
browsers are recommended: 

• PC - Internet Explorer  
• PC – Firefox 
• Mac - Firefox.   
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Frequently Asked Questions 
Q: HOW CAN I REPORT A PROBLEM OR ASK A QUESTION?  
 
A: If you have questions or problems with Blackboard, or other OAK services, contact the support person 
in your school or department. Contact information can be found in the Help page. 
 
 
Q: I CANNOT LOGIN TO OAK - I'M TOLD THAT MY AUTHENTICATION CREDENTIALS ARE 
INCORRECT. WHAT DO I DO?  
 
A: There are several reasons that this message will appear, two of the most frequent issues are forgetting 
to change an e-password after ITS notification and name and/or social security changes. 
 
If you know you have the correct password, but you still receive this message, visit the ITS website to see 
if you need to reset your password for security reasons. You can also contact the ITS Help Desk at (34)3-
9999. 
 
Members of the Vanderbilt community who have recently changed their last name or social security 
number will also receive this notice. When changing this information, you must change it with both the 
Registrar's Office AND HR (if you receive monies from Vanderbilt). Changing this information in one place 
and not the other will cause you to be denied access to OAK. 
 
 
Q: WHY IS MY COURSE NOT VISIBLE TO STUDENTS? HOW DO I MAKE IT "AVAILABLE"?  
 
A: Courses in Blackboard must be made "available" to students before they can access content, 
regardless of whether they are registered and enrolled in the online course. To make a course available: 

1. Click the course's Control Panel.  
2. Click Settings in the “Course Options” box. 
3. Click Course Availability.  
4. Click Yes to the “Make course available to students” question item. 

 
 
Q: HOW DO I ENROLL MY TA IN MY COURSE?  
 
A: You will have to enroll the TA in the course, then change the TA's role from "student" to "TA". To add 
your TA to your course:  
 
Part 1: 

1. Click the course's control Panel. 
2. Click Enroll User in the "User Management" box. 
3. Search for your TA by enter the TA's email address (easiest). 
4. Click on the box next to the TA's name under the "ADD" column. 
5. Click Submit. 

 
Part 2: 

1. Click the course's control Panel. 
2. Click List/Modify Users in the "User Management" box.  
3. Search for your TA by enter the TA's email address (easiest).  
4. Click on Properties. 
5. In the 4th option, "Role and Availability," click the radio button to the left of "Teaching Assistant";  
6.  Click Submit.  
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Q: I AM AN INSTRUCTOR, BUT MY CLASS DOES NOT SHOW UP IN OAK. WHAT'S WRONG? 
 
A: If you are listed in the course catalog as teaching a particular course, but that course does not show up 
in the list of courses you are teaching in OAK, then you need to contact your Registrar to set you up as 
"Instructor of Record" for that course. Once this is done, your course will appear in OAK after both OASIS 
and OAK have a chance to update.  
 
 
Q: HOW CAN I COMBINE MULTIPLE SECTIONS OF MY COURSE?  
 
A: Contact your local support provider for assistance. 
 
 
Q: HOW CAN I SET UP A NON-OASIS COURSE?  
 
A: Blackboard courses for testing purposes, ad-hoc groups, and other organizations can be set up by 
contacting the support person listed for your school or department on the Help page. 
 
 
Q: WHY DON'T MY ASSIGNMENTS SHOW UP? 
 
A: If you add assignments through the control panel and gradebook, those assignments will not appear 
anywhere else in your course.  
 
Adding assignments in the gradebook is for tracking non-blackboard-administered assignments. 
 
You must go to the "edit view" of the content area where you want to add an assignment and choose 
"Assignment" from the "Select" menu near the top right of the page. Click Go, create the assignment, 
make it available, and students will see it in the content area. 
 
 
Q: THE LIST OF COURSES ON MY "MAIN" TAB IN BLACKBOARD IS VERY LONG. HOW DO I HIDE 
OLD/UNUSED ITEMS? 
 

1. Click the "pencil" icon in the top-right-hand corner of the "Courses".  
2. Un-check the checkbox in the "Show Course" column next to the courses that you would like to 

hide from view on the "Main" tab.  
3. Click Submit.  
4. Click OK.  

 
Your hidden courses will still be available from the Courses tab, and you can reactivate them on the 
Main tab by re-checking them in the edit procedure described above. 
 
 




