
Blackboard: Tools 
 

 
The Digital Drop Box: 
This tool is much like the Group File Exchange Function except that the file is only sent 
to your instructor.   
 
Once you are in the Tools area, click on Digital Drop Box.  
 

 
You have two options when you get to this page, you can Add a File to your Digital 
Drop Box, or you can Send a File to your instructor’s Digital Drop Box. 
   
When you Add a File, you are the only person who has access to it.  To do this click on 
“Add File”  

 

 
 



This screen will appear: 
 

 
  
Give your document or file a title.  
 
To attach your file click on the Browse button, then find the file that you would like to 
attach and click Open.  
 
Add any comments that you would like; reminders or descriptions of the document/file 
are usually helpful.   
 
When you are ready click Submit.  
 

 
 
You will be reminded that the file is being added to your site, but is not being sent to you 
instructor. 
 

 

 
 



Click OK.  
 
To Send a File to your instructor click on the Send File button. 

             

 
You can choose a file that you have Added from the drop down menu. 
 

 
Or you can upload a new file from you computer.  
 
Give your document or file a title.  
 
To attach your file click on the Browse button, then find the file that you would like to 
attach and click Open.  
 
Add any comments that you would like; reminders or descriptions of the document/file 
are usually helpful. (Your instructor will be able to see the comments that you write.) 
 
When you are ready click Submit.  
 

 
 
A message will appear telling you that your file has been sent. 



 
 
Click OK to return to the Digital Drop Box. 
 

 
Notice that the files you send will show you the date and time that you submitted the file 
where as the file you added shows when you posted the file.  Remember that your 
instructor will not see the posted file.  
 
Personal Information: 
 
Once you are in the Tools area, click on Personal Information. 
 
This screen will appear.  

 



Change Password: 
This area allows you to change your password for Blackboard.  To learn more about this 
function go back to page 4 of this booklet. 
 
Set CD-ROM Drive: 
 
From time to time an instructor will reference offline materials from within Blackboard.  
This usually means that you have been given a CD to use in your computer which 
containing course content. We usually associate links with external web links; in this case 
the links would not bring you to a web site, but to a file on the CD in your computer.  If 
your CDROM drive is not designated as drive D: on your computer, you would need to 
indicate what the drive is named.  
 
Choose the name of your CDROM drive from the drop down menu (if you use a PC) or 
type in the drive name (if you use a Mac) 

 

 
When finished, click Submit. 
 
Set Privacy Options:  
In this area you can choose what information (if any) will be shown in the user directory.  
 

 

 



 
You can also choose if you would like to be listed in the user directory.  
 

 
 
When finished, click Submit. 
 
Calendar: 
The calendar area, when in a course shell, only shows you the events that your instructor 
has entered for the course. 
 
Once you are in the Tools area, click on Calendar. 

                 

 
 
 
Check Grade: 
If your instructor uses the online grade book, you will be able to check your grades.  
 
Once you are in the Tools area, click on Check Grade.  



 

 
The grade book is designed to work in a points system. 
To figure out your grade divide the total number of points that are possible by the number 
of points that you have received.   
 
Manual:  
This is the online student manual for Blackboard.  
 
Once you are in the Tools area, click on Manual. 
This screen will appear. Navigate through the manual using the left side of the screen.  
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Tasks:  
The calendar area, when in a course shell, only shows you the events that your instructor 
has entered for the course. 
 
Once you are in the Tools area, click on Tasks.  
 
This screen will appear: 

  

 

Due Date
Title of Task
Priority 
Rating of

Task
 
You can change the priority level 

 
Make the changes you need to ma
 
 
Electric Blackboard: 
The Electric Blackboard is like a n
them. 
 
Once you are in the Tools area, cli
 

Status of Task
and status of the task by clicking on the modify button.  

ke, and then click on Submit. 

ote pad where you can jot notes to your self and save 

ck on Electric Blackboard.  



Type your notes in the box that appears. 
   

 
 
If you would like to save what you have written, click Submit. If you would like to close 
without saving, click Close.   
 
Address Book: 
Once you are in the Tools area, click on Address Book. 
 
This screen will appear. 
 

 
Here you can search for a person that you have already entered into your address book by 
either their last name or by their email address.  
 
To add a new contact click on the Add Contact button.  
  
 



Fill the correct information into the form that appears.   

 
 
Then click on Submit. 
 

 
 


