
 

Internet Course  

Student Guide 
 

 
 
This guide to Internet Courses at Ivy Tech State College is divided into six sections.  They are: 
 
·  Technical Requirements 
·  Log In and Password 
·  Navigating within a Course  
 

·  Accessing Course Materials 
·  Using Student Tools 
·  Using Communication Tools 
 

If you need additional support, please contact your local distance education coordinator. A list of distance 
education coordinators can be found at http://www.ivytech.edu/distance/disted_coords/ 
 

Technical Requirements 
These requirements are a minimum set of requirements for Internet Classes.   

·  Web browser software (Netscape 3.x or Internet Explorer 4.x are the 
recommended minimums) 

ƒ� A minimum of 32 MB of ram 
ƒ� A 28.8 kbps or faster modem 
ƒ� An email address 
ƒ� Some courses require additional software or hardware.  Please see your course 

syllabus for more information 
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Log In and Password 

 
You are required to log in to your Internet course a minimum of once each week.  Your 
instructor may require that you log in more often than that so check your course 
syllabus for the requirements for your course. 
 

Logging In 
Step 1: Open your web browser (Internet Explorer or Netscape) 
Step 2: Type https://bb.ivytech.edu in the address bar. 
Step 3: Click Log In  
Step 4: You will be asked for your username and password.  Your username is the first letter of your 

first name, your whole last name and the last four digits of your social security number.  
Your password is your six digit birth date.  For example, if your name is Sam Eagle and your 
social security number is 123-45-6789 and your birth date is January 3, 1979, then your 
username would be seagle6789 and your password would be 010379. 

This is your personalized Blackboard home page.  It is called the “My Institution” screen.  You 
can always access this page again by clicking the tab at the top of the screen that says “My 
Institution”.  This page displays announcements for your online courses as well as links to each 
of your online courses.  Most of the time you will go straight to your online course, but it is a 
good idea to take a look around this page and become familiar with the resources available to 
you. 

Editing your Personal Profile 

Step 1: Log in to Blackboard 
Step 2: Click Personal Information from the Tools box on the left hand side of the screen. 
Step 3: Click Edit Personal Information. 
Step 4: Enter your information in the boxes provided.  Be very careful to enter your entire email 

address completely and correctly.  If you do not do this, your instructor may not be able to 
contact you during the semester. 

Step 5: Press the submit button at the bottom of the screen. 
Step 6: Click OK on the password changed successfully screen. 
Step 7: Click OK to return to your “My Institution” screen. 

Changing Your Password 

The first thing you should do is change your password to something that will be easy to 
remember.  Do this by following these steps: 

Step 1: Log in to Blackboard. 
Step 2: Click Personal Information from the Tools box on the left hand side of the screen. 
Step 3: Click Change Password. 
Step 4: Type your NEW password in the first box and then type it again in the second box. 
Step 5: Press the submit button at the bottom of the screen. 
Step 6: Click OK on the password changed successfully screen. 
Step 7: Click Home to return to your “My Institution” screen. 

Once you return to your home screen, choose the course that you would like to work in 
from the list on the right.  
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Logging Out 
When you are finished using Blackboard, it is important that you log out of the 
system.  To do this, click the Log Out button on the top right hand corner of the 
screen.  (It looks like a door with an arrow pointing out of it). 

This will take you to the Main Course Window. 
 

Main Course Window 
The main course window provides access to all the parts of your course.  You will find buttons 
here for announcements, course information, course documents, and assignments. 
 
Example of the Main Course Window: 
 

 
Notice that there are currently no announcements showing in this window.  Announcements 
only show for one day by default, even if you do not log in on that day.  To make sure that you 
are seeing all announcements, you may need to click the View All tab on the right (just above 
the date). 
 

Navigation Area 
The navigation area consists of a series of buttons located along the left side of the screen. 
Selecting any of these buttons will take you to the corresponding area of the course.   
The table below provides an overview of the material that will be found in each navigation area. 
 

 

This area is used to display announcements, updates, and 
reminders.  This area appears in the main course window 
each time you enter the course. 

 
May also say Syllabus 

This area is used to display general information about the 
course.  Typically, this contains an approved course 
description, a listing of pre-requisites, and a course syllabus. 

 

This area contains specific information about staff or faculty 
that are involved with the course. 
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May also say Faculty Information 
 

 
May also say Course Materials or 

just simply Documents 

This content-specific area is used to hold the majority of 
information that will be delivered online, including course 
outlines, handouts, lecture materials, active content, and 
related readings. 

 

This area holds course assignments, tests, quizzes, and 
surveys.  

 
 

This area holds all of the communication tools that will be 
used in the course.  Discussion, chat, and email are located 
here, along with student and group pages. 

 

May also say  Web Sites or 
External Web Sites  

This area includes links to other web sites that are related to 
the material covered in your course. 

 

 
May also just say Tools 

This area holds the tools needed to submit information to 
the instructor, view a course calendar, check your grades, 
manage your homepage, and edit your profile. 

There may be additional buttons on your screen such as one that links you directly to the Chat 
Room, the Virtual Classroom, or the Discussion Board or buttons for lecture material, projects, 
and/or lab assignments.  Please be sure to explore all areas of your online classroom carefully 
at the start of the course.  Most instructors post an announcements explaining how the course is 
organized. 
 
 

Course Materials/Course Documents 

Course materials may include Power Point presentations, web pages, or any of a number of 
other types of documents.  Some of these documents may require that you download a free 
piece of software from a web site prior to accessing these materials.  If this is necessary your 
instructor or technical support person will explain how to do this. 
 
Assessments 

Instructors have several different options for how to assess the work you do.  Some instructors 
may require you to take proctored tests at a local learning center while other instructors may 
allow you to take your tests online.  Please read your syllabus closely so that you understand 
the requirements for testing in your course.   If you have questions, be sure to contact your 
instructor or technical support immediately. 

 

Communication Tools 

Within this area, instructors and students can contact each other via email, conduct a chat, 
participate in a discussion, and work in groups.  Students can also utilize these features to view 
the student roster and student homepages.  If you click on the communication center button on 
the left, you should see links to each of these areas. 
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 Example  of the Communication Center Screen 
 
 

 
 

 
Send Email 
To send an Email: 

Step 1: From the Navigation Area, select Communication and click 
Send E-Mail. 

Step 2: Select the link corresponding to the intended e-mail recipients. 

Step 3:  Fill out the Subject and Message fields. 

Step 4:  Click Send Message to complete the process. 

Step 5: A receipt will appear to confirm the process.  You may continue 
working in the Send Email feature by selecting Back or return to 
the Course. 

Roster 
To view the student roster: 

Step 1: From the Navigation Area, choose Communication and click 
Student Roster. 

This shows you all of the students enrolled in your course. 

Personal Pages 
To view a student page: 

Step 1: From the Navigation Area, choose Communication and click 
Student Pages. 

Step 2: Click on a student’s name to view their page. 
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Step 3: Choose Back to return to a list of the student pages, or return to 
the Course. 

To edit your personal home page, click on the student tools button in the Navigation Area 
and click Edit Home Page. 

Virtual Classroom 
To access the Virtual Classroom: 

Step 1: Click the Communications navigation button. 

Step 2: Click Virtual Classroom. 

Note:  The Virtual Classroom is a Java application and may take several minutes to 
download when initially accessed. 

Overview of Virtual Classroom 
 
A Virtual Classroom contains several distinct areas: 
 
Whiteboard Space  Use this space to display web pages or to write or draw using the 

drawing toolbar. 
 
Menu Bar Use the menu bar to change the information that appears on the 

whiteboard space.  You can change the whiteboard, move an 
object on behind another object, or move from change the page 
displayed. 

 
Location Field Use the location field to enter the URL of a web page you would 

like to use in your discussion.  The web page is then displayed on 
the whiteboard space.  Users can also write or draw on the web 
page with the drawing toolbar. 

 
Drawing Toolbar Use the drawing toolbar to write and draw on the whiteboard 

space. 
 
Tab Panel  Use the tab panel to enter chat, ask questions of your instructor, 

and view user information. 
 
The following tabs are available: 

Chat Panel:  Use this tab to talk with others in your course. 
Questions:   Use this tab to submit a question – either 

privately or publicly – to the instructor.  
User Info:  Use this tab to learn about others in your.   

 
Status Region Use the status region to obtain information about the system and 

about the Virtual Classroom controls. 
 
 
Virtual Classroom Basics 
Entering Chat 
To enter chat: 



Ivy Tech State College  Blackboard User Guide 

Student Manual   Page 7 

Step 1: Click the Chat Panel tab.  

Step 2: Type a message in the Entry Box. 

Step 3: Hit the Enter button on your keyboard. 

Asking a Question 
To ask the instructor a question: 

Step 1: Click the Questions tab.  The tab panel will now appear. 

Step 2: Type your question in the Question Entry Box. 

Step 3: Click the Request Private box if you would like only the 
instructor, not your classmates, to see your question.   
Otherwise, everyone in your course will see your question. 

Step 4: Click Send to send the question to the instructor. 

Viewing User Information 
To view user information: 

Step 1: Click the User Info tab.  

Step 2: Highlight the desired user. You will then see your classmate’s 
names.  

 
Discussion Board 
 
To enter the discussion board: 

Step 1: From the Communication, select Discussion Board. 

Step 2: If prompted with a security dialog box, enter a username and 
password. 

Navigating in the Discussion Board 
 

Category View: The category view can also be known as the thread view.  This view 
lists all the main threads in chronological order.   

·  Expand All:  In the Category view, choosing expand all will open a 
thread to view the topic and the associated responses. 

·  Collapse All:  In the category view, choosing collapse all will hide 
all responses and display only the main thread. 

Detail View:   The detail view is available when reading a thread.  This area is 
also where you can respond to and navigate between threads. 

 
Starting a Thread/Posting a New Message 
Each time a new discussion is started, a new thread must be created.  The new thread will then 
appear in the discussion area and people can begin corresponding.  To post a new thread: 

Step 1: Select Start New Thread to open a message screen. 
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Step 2: In the Subject field, enter the subject.  

·  The Author and Date fields are filled out automatically.  

·  Enter the message text in the Body field. 

·  Optionally, browse your directories to attach a file. 

Step 3: Select Post Message to complete the process. 

Step 4: A receipt will appear.  Choose Category View to view the main 
Discussion Board, choose View message to see the message, 
or return to the Course by selecting the appropriate button from 
the Navigation Area. 

Reading a Message 
To read a message: 

Step 1: From the discussion board, click on the name of the message 
you would like to read.  The message will appear. 

Responding to a Message 
To respond to a message: 

Step 1: From the discussion board, click on the name of the message to 
which you would like to respond.  The message will appear. 

Step 2: Click Reply.  

Step 3: Insert the response in the Body area. 

Step 4: To post the reply, choose Post Message. 

Step 5: A receipt will appear.  Choose Category View to view the main 
Discussion Board, choose View message to see the message, 
or return to the Course by selecting the appropriate button from 
the Navigation Area. 

Using Student Tools 
 

Student Dropbox 
·  The Dropbox is a tool that Instructors and students can use to exchange files by uploading a 

file from a disk or a computer to a central location.  A student or Instructor can then 
download the document onto their system.  

·  There are two locations for the Dropbox tool.  Individual student access to the Dropbox is 
available from the Student Tools area.  This dropbox is for students and Instructors to share 
files.   

·  Students also have access to a group dropbox if Instructors have designated study groups 
with this option enabled.  

Note:    The Student Dropbox is used to exchange materials  
between a single student and the Instructor.  The Group 
Dropbox is used to exchange materials between group 
members.   
 

Uploading a File to the Digital Dropbox 
To upload a file: 
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Step 1: From the Navigation Area, choose Student Tools and click 
Dropbox. 

OR 
Step 1: From your Group Page, locate the Dropbox. 

Step 2: Indicate a File to Upload by choosing Browse and selecting the 
appropriate file. 

Step 3: Name the file in the Name of Link to File text box. 

Step 4: Click the Send File to Instructor button to complete the 
process. 

Step 5: A receipt will appear.  Choose Back to continue working in the 
Dropbox, or return to the CourseSite by selecting the appropriate 
button from the Navigation Area. 

Downloading a File from the Digital Dropbox 
To download a file: 

Step 1: From the Navigation Area, choose Student Tools and click 
Dropbox. 

OR 
Step 1: From your Group Page, locate the Dropbox. 

Step 2: The Current Files in your Drop Box area will list the files 
available to download. 

Step 3: Click on a file name, and choose Save Link As. 

Step 4: Save the file to an appropriate location. 

Deleting a file from the Digital Dropbox 
To delete a file: 

Step 1: From the Navigation Area, choose Student Tools and click 
Dropbox. 

OR 
Step 1: From your Group Page, locate the Dropbox. 

Step 2: From the Current Files area, click Remove Files. 

Step 3: Place a check in the box associated with the file to remove. 

Step 4: Click Remove Selected Files to complete the process. 

Step 5: A warning dialog box will appear.  Answer Ok. 

Step 6: A receipt will appear.  Choose Back to continue working in the 
Digital Dropbox, or return to the CourseSite selecting the 
appropriate button from the Navigation Area. 

Checking Grades 
If the Instructor permits student access, you can check your grades at any time with the Check 
Your Grade tool.  To view your grades: 

Step 1: From the Navigation Area, choose Student Tools and click 
Check Your Grade. 
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Step 2: To view a specific Quiz/Exam result, click the pencil icon. 

Step 3: When you are done, choose Back to return to Student Tools, or 
return to the Course by selecting the appropriate button from the 
Navigation Area. 

Group Pages 
Instructors can divide students into study groups within the Group Pages option.  Each group 
will receive a unique group page that provides a list of the group members with a direct access 
e-mail link.  
Groups can also use a set of private group tools, including: 

·  Discussion Board 
·  Virtual Classroom 
·  File Exchange (dropbox) 
·  Email 

The Instructor will let you know if and when you have group page access. 
  

Viewing a Group Page 
To view a group page: 

Step 1: From the Navigation Area, click the Communication button and 
click Group Pages. 

 Step 2:  Click on a group name to view that page. 
Note:   Only group members will have access to the group tools  

on a page. 
 

Getting Help 

Assistance is available from the Student Online Services (SOS) help desk or from the distance 
education coordinator on your local campus or from the campus you are taking your course.  To 
contact the SOS help desk, visit http://www.ivytech.edu/sos/.  To contact a distance education 
coordinator, visit http://www.ivytech.edu/distance/disted_coords/ 


