
 Blackboard Quick Start Guides

Keeping Students Informed

ISSUES AND ANSWERS

Issue: I want to change the order that 
Announcements are displayed, but the 
newest addition always appears at the 
top.

Answer: When a new Announcement 
is added to a course, it automatically 
takes the top position. By changing the 
date or by changing the time that the 
Announcement is scheduled to display 
after, the order of the Announcements 
can be changed. To place an 
Announcement at the top, set the 
display after date and time to be later 
than the subsequent Announcements. 

Issue: Email from individual students 
gets very overwhelming especially 
around deadlines and tests.

Answer: Use Announcements to 
communicate frequently and mitigate 
email with students. Also consider 
creating a time for live discussion or 
Q&A using the Virtual Classroom or 
Chat tools.

Issue: Is there a central location where 
students can be reminded to check 
their calendars or meet with their 
group?

Answer: Assigning Tasks such as 
checking the course Calendar or 
Syllabus, posting to a Discussion 
Board, or meeting with a Group can 
reinforce the importance of staying 
up to date with course events and 
assignments.

KEEPiNG CURRENT

Announcements • What’s New Module 

Push critical or time sensitive messages out to all course users using Announcements. 
Announcements can be made permanent, always displaying, or they can be timed to release 
and expire on particular dates. Announcements can contain hyperlinks as well as links to Course 
Content. Set Announcements as the entry point for a course, Control Panel > Settings > Course 
Entry Point, so the first thing students will see when they enter the class is new Announcements.

Add the What’s New Module from the Community System to the Blackboard entry page by 
selecting Modify Content > Select Module > Submit. This module will instantly inform course 
members what has been added to every Blackboard course they are enrolled in since the last time 
they logged in, and provide them a link to the course. Remind students to refresh the module to 
see the latest information.

STAYiNG iN TOUcH

Blackboard Messages • Email

Blackboard Messages sends secure electronic messages from within the course, but without 
relying on knowing email addresses or using email clients. Blackboard Messages creates an email-
like environment inside a course so that participants can use a familiar communications system 
without the need for a personal email account. By using Blackboard Messages instead of Email, 
problems with students changing addresses or not having one, mail not being delivered or email 
server problems will not affect course communication. Blackboard Messages encourages students 
to log into courses frequently to find out what is going on because they must be logged into a 
course to retrieve messages. Blackboard Messages also become part of the course record. 

Contact students using Email from within the course, keeping them up-to-date, answering questions 
and providing feedback. Email relies on students having a valid email address and a way to access 
to their mail outside of Blackboard. Email messages are received in the user’s email account that 
is listed in their Personal Information. Many institutions create email accounts for students, and 
pre-populate courses with this information. Students can be prevented from changing their email 
addresses within the course, keeping the addresses used in Blackboard courses constant. Email 
messages do not become part of the course record; no copies are retained within Blackboard. For 
security and privacy, email addresses are hidden within the course and an email author is simply 
presented with a list of course members.

STAYiNG ON TRAck

Calendar • Tasks 

Record and organize important events such as dates and times for assessments, assignments, 
virtual classroom sessions, online chats, and office hours using the Calendar. Students and 
instructors can use the Calendar to record personal events as well as shared entries. Calendar 
events can also be posted for Communities and the institution.

Instructors can give students a “To-Do” list by assigning them tasks, linking direct student action 
to online activities such as tasking each student to update their Personal Information by a certain 
date. Tasks can have a priority and their status can be tracked, but they do not appear in the 
Gradebook. Students can manage their tasks from their Blackboard entry page and sort them by 
course.




