
Overview of Blackboard 
Goucher College 

 
Logon to 
Blackboard 

 
This section was explained in the file that was sent to you with the introductory email. 

 
Click on your 
course link to 
enter.  

 

 
 

Navigating Inside Your Course 
 
The 
Announcements 
page opens. 
 
Your instructor 
will post important 
announcements on 
this page. Only the 
instructor can post 
an announcement.  
 
Note: you may 
select how many 
announcements 
you want to see in 
this page.  
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Click on the View 
All to see all 
announcements 
posted by your 
instructor.  

   
 
You will navigate 
your course using 
the Menu Buttons 
and the Tools Box 
 
Note: Buttons 
show the quick 
view of the course 
 
To see the Detail 
View, click on it.  
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Detail View shows 
all the material 
available in each 
page.  
 
Click on the + sign 
to expand or the – 
sign to collapse the 
links. 
 
 
To return to the 
buttons menu click 
on Quick view.  

                             
 
Click on the 
Faculty button to 
view the 
information about 
your instructor. 

  

 
Click on the 
Syllabus button 
 
Note: When the 
page contains a 
link to a file, you 
may save it or 
open it in a new 
window. Right 
click on the file to 
choose the option 
you desire. 
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Click on the 
Course 
Documents button 
 
The example 
shows a link to one 
file and two 
folders. Folders 
contain documents 
or files inside. To 
access a folder, 
click on the folder 
link.  

  

 
Click on the 
Assignments 
button  
 
Note: this course is 
an example only; 
your instructor 
may design the 
menu options 
differently.  

  
 
Click on the 
Discussion Board 
(DB) button to 
view the forums 
 
Note: refer to the 
DB module for 
detailed 
explanations about 
posting into the 
DB.  
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Click on Groups 
to access your 
group. 
 
Note: refer to the 
Groups Module for 
detailed 
explanations about 
how to use this 
function.  

       
 
Click on External 
Links to access the 
Internet links for 
the course. All 
links will be 
active. They may 
open inside the 
Blackboard 
window or in a 
new window.   

       
 
The Tools box 
accesses: 
 
Communication 
Course Tools 
Course Map 
 
Note: 
Communication 
and Course Tools 
contain links to 
several pages. 
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Click on 
Communication 

              
 
The 
Communication 
Page opens 
 
This page links to 
different pages that 
are used as 
communication 
devices among 
participants. 
 
Note:  The 
Announcements 
Page, Discussion 
Board and Group 
Pages that are 
available from the 
Menu are 
accessible from 
this page. For 
detailed 
information about 
each 
communication 
function, please 
refer to the 
separate tutorial 
prepared for each. 
  

           

 
Click on Course 
Tools 
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Course Tools page 
opens 
 
This page contain 
links to pages, 
such as your 
Grades, the 
Homepage and the 
Digital Dropbox 
 
Note: for detailed 
information about 
each page, please 
refer to the 
separate tutorials. 

           
 
Click on Course 
Map 

        
 
Course Map 
opens a new 
window with the 
detailed view of 
the course. 
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Click on Refresh  
 
Refresh updates 
the view of your 
course.  

        
How To Open and Save a File from Blackboard 

 
Right Click on the 
name of the file. 

       
 
Select Open in 
New Window 

       
 
The File 
Download 
window opens.  
 
From this window 
click on Open to 
view the file on 
your screen, or 
Save to download 
it to your 
computer.  
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Folders 
 
Folders contain several 
documents inside.  
 
Click on the Folders link 
to view all the documents.  

 

      
 

 
Inside the folder you may 
find several documents. 
 
Note: To go back to 
previous pages you may 
use the links on top of 
each page called 
Breadcrumbs.  Click on 
the link to the page that 
you want to return to. 
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