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“How To” Use Blackboard 

Accessing Blackboard 

1. Access Blackboard using the direct URL: https://waynesburg.blackboard.com

a. Your blackboard username was emailed to you, along with directions on how to set 
your password. If you need the information sent to you again, please contact Sue 

Wise at swise@waynesburg.edu or

724-852-3377

Note: We recommend you use Firefox or Google Chrome as your browser. 

The Blackboard Home Page 

1. Once logged into Blackboard, you will see the Home Page.

2. You will see Tools on the left side of the screen and My Courses on the right.

3. Optional: You may update your user profile and change your password.

a. Find the Tools module on the left side of the screen. Click on Personal Information.

b. Select Change Password.

c. Enter your new password twice.

d. Click on Submit.

Tools My Courses 

https://waynesburg.blackboard.com/
mailto:swise@waynesburg.edu


Updated: 3/23/15 

Navigating through Your Course(s) 

 

1. To access course information, click on the specific course title located under My Courses on the 

right side of your Blackboard Home Page.  

2. Click on the title of your course.  

3. The Tools menu associated with this course will appear on the left side of the course home page. 

The facilitator will update tools as necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

Posting on Discussion Board 

Making an Original Post: 

1. After the course home page, click Discussion Board.  
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2. On the Discussion Board page, you will see a list of forums for each week. Click on the forum 

title where you would like to create a post.  

 

 

 

 

 

 

 

 

 

 

3. You will see a list of posts created by other participants. To create an original post, click Create 

Thread. 

 

 

 

 

 

 

 

 

  

Forums 
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4. Provide a title (subject) for your post and then write the post in the message box. You may also 

add an attachment if necessary. When you are finished with your post, click Submit.  

  

 

 

 

 

 

 

 

 

 

Responding to a Classmate’s Post:  

1. Follow steps 1 and 2 under Making an Original Post. 

 

2. On the Forum page, click the title of a classmate’s post to read or respond to it.  

 

 

 

 

 

 

 

 

 

 

1. Create a Title 

2. Write a Post 

3. (Optional) 

Attach a File  

4. Submit  
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3. You will see the original post and any responses already posted from other participants. You can 

read their posts by clicking on their names or click Reply to post a response. 

 

4. Type your response and click Submit. Your post will join the thread.  
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Using Collaborate 

1. Select Collaborate from the left side menu. 

 

 
2. Click on the purple Available button to open the appropriate room.  

 

 

 

3. Click on Join Room on the top of the screen. This will download the launch file.  (You may need 

to download the “Blackboard Collaborate Launcher” the first time if prompted to do so) 
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4. If the Web Start Launcher doesn’t automatically start, click on the drop-down menu and select 

Always open files of this type.  

 

For further assistance:  

 To check System Compatibility: 

https://blackboard.secure.force.com/apex/publickbarticleview?id=kAB700000008P8m 

 Blackboard Support at Waynesburg University, contact:   

WU Helpdesk (724) 852-3413  8:00am-8:00pm  Mon.-Fri. 

 For Collaborate support, use the resource portal: http://support.blackboardcollaborate.com.   

Or call to talk with a representative: 1-877-382-2293. 

https://blackboard.secure.force.com/apex/publickbarticleview?id=kAB700000008P8m
http://support.blackboardcollaborate.com/
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Additional Assistance 

1. If at any time you need further assistance, click on the links in the On Demand Help and 

Learning Catalog section. The section is located in the lower-mid section of the Home Page 

and provides a variety of tutorials to help you with different aspects of Blackboard.  

2. By clicking on your name at the top right corner of Home Page, you can see a drop down list 

of your courses.  

3. To sign out of Blackboard, click on the icon in the top right corner of the screen or simply 

close the window.  

On Demand Help and 

Learning Catalog Section 

Log out icon  

Name  


