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Web Address:  Login to MyOIT or go directly to Blackboard at http://online.oit.edu 

Username and password: same as your Oregon Tech email, MyOIT, computer login 

    

The Oregon Tech Online staff has set up Oregon Tech’s Blackboard Learn 9.1 entry page with 

only one tab that includes both your notifications and your list of classes.   On this entry page, 

you will see Announcements, Calendar events and Tasks from all of your classes listed.  These 

items are also available when you go into your class. 

 

 

 

In the Web Links area of every class is a link labeled “Blackboard Help Website—Oregon 

Tech” that takes you to the Oregon Tech Blackboard help website.   

   

 

 

 

The documents included on that webpage were developed by the Oregon Tech Online staff, so 

the directions are specific to how Blackboard is set up at Oregon Tech.  Click the link labeled 

“Student Help for Blackboard Learn” to view documents written specifically for student ques-

tions.  Note that if you search the internet, you will find other Blackboard manuals and videos 

from other universities.  Be aware that some of what those sites show does not match how our 

program is set up.  Each school has quite a bit of customization they can do.   

 

Each Blackboard class at Oregon Tech should look similar.  The first page you see when you 

open your class is the Dashboard.  This page pulls notifications from your current class.  (If the 

Dashboard page is not showing, your instructor may have hidden it.)    

If the course menu on the left side of the page is not displaying (see example on next page), 

move your mouse to the far left side of your class and click on the arrow icon when it displays.  

The arrow icon looks like this: 

 

 

 

 

Opening Blackboard 

Blackboard Help for Students 

Dashboard Page 



 

 

Your classes should all have a similar course menu listed on 

the left side of the class that looks like this example.  Your 

instructor may hide some tools that they aren’t using in their 

class or they may add other items.   The order of the items 

may be different also. 

 

 

 

 

 

 

 

 

 

 

 

 

Click this menu link to see the Read Me First page.   

As you probably guessed, this is the first item you should read in your class.  Your instructor 

will give you important information about how they set up their particular class and give you 

tips on how to succeed in the class.  Each online class has this item.  If you’re in an on-campus 

class that uses a Blackboard class to supplement in-class material, then you won’t have this item 

in the menu. 

 

Here is a partial example of 

how the Read Me First page 

will look. 

Course Menu 

Read Me First 



 

 

Click this link to view the Syllabus. 

The Syllabus is one of the most important documents you should read in the class.  You may 

want to print it.  You will need to refer to it throughout the term to keep track of what is due and 

when.  Sometimes you will even find instructions listed in the syllabus on how to do a particular 

task.  On-campus classes probably won’t have a separate area for the syllabus.  The syllabus 

may instead be in the Course Materials area. 

After clicking the Syllabus link, you’ll see a page like this 

example.  Click the Syllabus file link to open the file.  De-

pending on what format it is in, the file may just open direct-

ly on the page. 

 

 

 

Some faculty upload a syllabus file that is in Word format though.  If they do that, then you’ll 

see a warning similar to what is shown below when you click the Syllabus link.  Click the Open 

button at the bottom of the page and the syllabus will open in Word in a separate window. 

Syllabus 



 

 

 

Click this link to view Announcements. 

 

You will also see announcements on the Dashboard page of your class as well as on the Black-

board entry page. 

Your instructor decides if the announcement will show for the entire term or for only a certain 

time.  They may also choose to send a copy to your Oregon Tech email account that is outside 

of Blackboard.   

(Be sure to regularly check your Oregon Tech email account for this reason and also because 

many Oregon Tech offices will only send email to that account and not your other personal 

email accounts.) 

 

 

 

Click this link to view Course Materials. 

This is one area where faculty may do different things in each 

class you take.  You may see a list of weeks like this example or 

you may see a list of topic areas or modules.  In some classes, you 

may see the documents listed immediately after you click the 

Course Materials link in the menu without clicking into another 

area.  Or you may see folders with items listed in them.  No 

matter how the files are organized, you should click a link to open 

the item.   

After you click into one of these week areas, you will see a list of 

items.  Many classes will have a Table of Contents area on the left side to use to navigate to a 

particular item.  Also note that there is usually an arrow in the right corner for moving to the 

next item.  See example below. 

Announcements 

Course Materials 



 

 

Some classes will have assignments in a separate link.    

Other faculty may not list assignments in a separate area and instead 

have your assignments in the Course Materials area.   

Other classes may have the assignments in both locations.  The process 

to submit an assignment is the same no matter where they are stored. 

In the Assignment link, you will see a list of assignments similar to this 

example.  If they are in the Course Materials area instead, the links will 

look similar but will be listed next to other types of documents. 

Click the assignment name to open it.  A page like the below example 

will open.  It will include information about the due date and points 

possible as well as the instructions for the assignment. 

Most instructors do not want you to type your assignment directly in Blackboard. They usually 

want you to type the document outside of Blackboard and then attach the file to the assignment.  

To attach a file, click the “Browse My Computer” button listed by the Attach File label.  

Be sure to click one of the Submit buttons that are listed both at the top and bottom right cor-

ners of the assignment page to complete the process. 

Assignments 



 

 

Important warnings about taking assessments online: 

Since most assessments in your classes will be timed, it is very important to have a good com-

puter and internet connection when you take it.  You should not use a wireless connection when 

taking an assessment since a wireless connection is more likely to drop or have lower speeds 

than a plugged connection.  For this reason, mobile devices are also risky to use for taking an 

assessment.  We recommend not using a mobile device at all for taking assessments. 

To be safe, you should close all other programs like Facebook, email, instant messaging pro-

grams, etc.  You don’t want another program to cause an interference with your assessment.  

Also don’t open another browser tab or browser window.  Don’t click the Back arrow in your 

browser.  Any extra movements like these can cause you to get kicked out of the test and you 

don’t want to lose any of your time. 

 

Some classes will have assessments in a separate area.  

Some faculty may not list assessments in a separate area and instead 

have your assessments in the Course Materials area.   

Some classes may have the assessments in both locations.  

The process to take an assessment is the same no matter 

where they are stored. 

After clicking the Assessment link, you will see a list of tests 

and quizzes similar to this example. 

If the tests and quizzes are in the Course Materials area, 

you’ll see a link to them along side of the other class material.   

Click the assessment name to open it.  You may also need to click the “Click to Launch” link to 

open the assessment if they are in the Course Materials area.  Then you’ll see a screen similar to 

the below example.  On this page, it will indicate if it is a timed assessment and if it will auto 

submit when time expires.  Click the Begin button to start. 

Assessments (Tests and Quizzes) 



 

The test will open and look somewhat like this example.  

Click your answer for each question and then click the Save Answer button on the right.  The 

program will auto-save your answers periodically, but it is best if you click that save button as 

you go.  If your internet connection drops, you will not lose any of your work if you have 

pressed the “Save Answer” button as you go.  (If you rely on the auto-save feature, you may 

lose the last few answers if your internet connection drops.) 

Please do not leave the test and think you’ll be able to return to it later.  For a timed test, the 

time keeps running even if you get kicked out or leave the exam.  You should not leave an exam 

once you start it. 

Click the “Save and Submit” button at either the top of the assessment or the bottom when done.   

Assessments (Tests and Quizzes) - continued 



 

 Click this link to view the Class Messages.  

 

This email tool only allows communication within the class.  You can not forward messages out 

of it to another email account.  Only fully online classes usually use this tool. 

After you click the Class Messages button, you will see a page similar to this example. 

To view your messages, click the Inbox link. 

 

To create a new message, click the “Create Message” button in the top 

left corner.  You will see a page like this example. 

Class Messages 



 

 

Click the “To” button to see a list of people in the class.   

You will see a box like this one.  Select names and click the right-pointing arrow to move the 

name to the Recipients box.  You can click the “Select All” button if you want everyone in the 

class to see the message.   

 

Type a subject and your message.  Attach a file if needed.  Click the Submit button. 

 

 

Class Messages - continued 



 

 

Click this link to view the Discussions. 

You will see Forums which will contain Threads.  You can just reply to the thread the instructor 

created or you may be allowed to create your own thread. 

 

To create a new Thread: 

1.  Open the forum by clicking its name and then click the “Create Thread” 

button.  (This option may not be available if you are supposed to reply to 

the original thread only.) 

2.  Type a Subject, your Message and attach a file if necessary.  Click Submit.   

3.  Click the OK button in the bottom right corner to go back to the list of forums. 

 

To view Threads: 

1.  Open the forum by clicking its name.  

2.  You can click on each individual 

thread to view it.   

3.  Or you can click the check boxes in 

front of each thread and click the 

“Collect” button to view the entire thread 

at once if there are replies to a thread.   

Click the OK button to get out of the 

“Collect” view. 

Discussions 



 

4.   

To reply to a Thread: 

1. After opening the thread, move your cursor into the box for the post you want to  reply to 

and click the Reply button.   

2. Type your message and click Submit. 

 

 

Click this link to view the Calendar. 

Some faculty may hide this tool.  Note that the items listed in the calendar are clickable.  When 

you click some links, you’ll be taken directly to the item such as a test or assignment. 

To move to a different month, click the arrows next to the current 

month. 

To change your view from month to week or day, click an icon in the 

top left corner. 

You can add personal events that only you will see by clicking the plus in the top right 

corner. 

All of your classes will be listed in the bottom left 

and will be color coded.  You can un-select the oth-

er classes if you only want to view the current class 

calendar. 

Calendar 

Discussions - Continued 



 

 

Click this button to view the Web Links. 

In this area, you will find links to websites that either the Oregon Tech Online Office staff 

thought would be helpful or that your instructor added.  Here is a list of the common links you 

will most likely see in every class.  The first one is the link to the website that the Oregon Tech 

Online Office staff created to store helpful information about using Blackboard at Oregon Tech.  

Your instructor may add other web links in this area. 

 

 

Click the link name to open the webpage.  Most of these links are configured to open in a new 

window.  Depending on how your browser is set up, you will see the webpage in either a new 

tab or in a new window.   

Some instructors may select to have the webpage not open in a new window.  When you click a 

link that is not set to open in a new window, the webpage will try to open inside of your Black-

board page.  There will be a warning, and you’ll need to click the link listed on that page.   

 

Web Links 



 

 

Click this link to view your grades. 

 

You will see a screen similar to this one.   

In the All heading, you will see all gradable items listed.  You can click on an item’s name to 

open that item and see your instructor’s comment on that item if it has been graded already.  

If an item has been graded, you will also see your grade listed under the Graded heading.  If you 

click the name of an item that has been graded, it will take you to that item.  For example, you 

could click “Assignment 1.”  Then you would see what you turned in and any instructor feed-

back that was provided.   

If an item has been completed but not graded, it will be in the Submitted heading.  An exclama-

tion mark in the item’s grade area also indicates that the item has not be graded yet. 

The Upcoming area show items that you haven’t done yet. 

Your class may have other links such as Research Assistant and Peer Consulting.  These links 

list the library resources available and tutoring services that are offered at Oregon Tech. 

 

In the top right corner of your Blackboard page is the My Blackboard area and the Logout icon. 

Click on your name to see your “My Blackboard” area.  Here 

you’ll find a list of your classes, an icon to view posts from all of 

your classes, an icon to view course announcements from all 

classes, an icon to view your grades, an icon to view the calendar and a home icon that lets you 

view multiple items on one page, such as what is due today or due this week.  There is also a 

Settings link to personalize your settings.  Explore this area to see if you find it useful.  Click the 

“My Classes” tab to get out of this area. 

My Blackboard area 

Other areas 

My Grades 


