
Getting started with Blackboard – Cadet Guide 
 
Blackboard is an easy-to-use Web-based system that supports your learning. It can 
provide: 
• access to information, such as the syllabus and reading lists; 
• access to handouts, presentations, useful Web links and other resources; 
• online discussion areas and chat rooms; 
• online multiple-choice tests; 
• special facilities for small-group project work. Your instruction can choose which of 
these features will be used – so not all Blackboard courses will have online tests, for 
example. 

Step 1 – Logging in to Blackboard 
You will need to log in to Blackboard each time you access it using your ID and 
password. Follow these steps to access Blackboard: 
• Login to the Cadet Information System (CIS) at the following URL 

http://cis/CIS/login/ 
• 
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Click on the Blackboard link on the side navigation bar to enter Blackboard 
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You will then see the My USMA page. This page contains links to enter your courses, 
course announcements, USMA Organizations, tasks, and Customized modules 

• Enter your course, by clicking on the course name in the My Courses Module. 
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Step 2 – Learning to use Blackboard 

 

You will initially see the Announcements page every time you access a course: 
The buttons down the left of the page provide easy access to information, resources and 
tools. Different courses may use different tools (e.g., some instructor will use on-line 
assessments, while others will only post content. To get started, do the following: 
• Spend a few minutes exploring the course and find out what is available. 
• Try to use the navigation buttons provided by Blackboard – if you use your browser’s 

Back button you may occasionally find that Blackboard displays error messages. 
However, you cannot ‘break’ Blackboard – the worst that will happen is that you will 
have to close your browser and then login to Blackboard again. 

• The Course Map button opens a pop-up window that provides an overview of the 
course and quick links to all its resources and features. 

• If you are enrolled in more than one course, you can use the ‘Courses’ tab to easily 
move between them. You will not have to log in to Blackboard again unless you 
accidentally close your Web browser. 

• For specific help using Blackboard tools, refer to the on-line help documentation: 
http://company.blackboard.com/docs/cp/learning_system/release6/student/index.html 

Cadet Guide/United States Military Academy 



Step 3 – Accessing 
Content 

The course is made up of a 
navigation bar (or button 
bar) to the left of the screen. 
To the right is a main 
window that displays 
information once one of the 
navigation buttons is clicked. 
In this example the Course 
Documents button has been 
clicked to show a folder 
created by the instructor. The 
folder contains a link to a file, 
in this case a Power Point 
Presentations. 

The majority of the buttons in the navigation bar lead to areas where your instructor will 
have stored information about, or readings/activities for, your course. Beyond these 

content areas, there are buttons, which contain other 
features, such as 
This button might provide access to online communication tools such as 
the ability to send emails and to participate in on-line chats. 

This button provides access to a range of tools such as the Digital Drop 
Box, the Course Calendar, the Online Gradebook, a Tasks list and an 
online notepad called Electric Blackboard. 
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Step 4 – Using the Discussion Board 

What's it for? 
 
� The Discussion Board is a communication tool that allows an instructor to post 

messages, which can be read and replied to by students. 
� An additional advantage of the discussion board is that student conversations are 

logged and organized. 
� Conversations are grouped into threads that contain a main posting and all related 

replies. 

How do I get to it? 
 
Click on the Discussion Board Link in the Navigation Area. 
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How do I use it? 

When you enter the discussion board, you may see a list of discussion forums. These are 
created by the instruction and can only be created by a tutor. A student can see and reply to 
the discussion threads, which are messages and replies to messages. To access a forum click 
onto the title of that forum. 

Once you are in the Discussion Board you have a variety of viewing options (see figure 
below). 

To add a new message, click Add new thread button. This will display a screen allowing 
you to enter the title for the message, along with the content of a message. 
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Forum Titles 

 
Click here to add new 
message 

View Unread Messages

Select Message 
Appearance 



 

To read a message click onto it's title. This will open a new screen showing the message 
and any titles of replies. Click onto Reply to respond to the original message. To read any 
of the replies, click onto their titles. 

In a very active discussion board forum it can be difficult to see the overall structure of the 
discussion. There are various Blackboard tools that let you change the appearance of the 
discussion board screen that can help you navigate through it more effectively. The tools 
are grouped at the right hand side. 

� Expand all - shows all messages and replies 
� Collapse all - shows only the original message 
� Search - lets you search for a specific word or 

phrase 
� Show Options - will display a tick box option 

beside each message and a group of icons 
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Click here to reply to message 

 

 

 

� Select all - Selects every thread within the discussion forum 
� Unselect - Deselects every discussion thread 
� Invert - transposes selected and unselected messages 
� Read - Mark selected messages as read (they appear black) 
� Unread - Mark selected messages as unread (they appear brown and display symbol NEW) 
� Collect - Allows reading multiple messages on the same screen Click the box besides all 

the messages you want to read and click on "Collect". 


