
South Texas College Blackboard® 

 

Audience: General Student Body 

Prerequisite: Must be actively enrolled at STC and have an active student account  

Contact: Manuel Renta- IT Services; manuel.renta@southtexascollege.edu 

     

Blackboard is a computer learning software that is utilized by South Texas College for 

the student body and instructors to have a web-enhanced learning format.  This 

software allows the instructor and student to establish a learning environment away 

from the classroom and is a preferred medium for up to date information between both 

instructors and the students within the course enrolled.   

This manual will cover basic log in access and the process to access the calendar and 

basic email services through Blackboard 

 

 

 

Blackboard Login       

1. This web page image in figure 1 can be 

accessed at the web address listed 

above. 

 

2.  The user will then log in using their 

assigned username: and chosen 

password. 

 

 

3. Once logged into the site; the user will be 

navigated to a page that contains their 

courses which they are registered in. 

See figure 2 

 

 

Figure 1  https://southtexascollege.blackboard.com/ 



 

                                                                     

 

                                                       

Blackboard Calendar 

 

1. The student main page will have the courses to 

which the student is enrolled and the left menu with 

various tool options (announcements, calendar, 

task, address book). 

2. The box located at the upper left side of the screen 

titled Tools is where the user will find the calendar 

link. See Figure 2 

3. The calendar link will take the student to a calendar 

that can be updated by the user and or instructor to 

set due dates and schedule events related to the 

course. See Figure 3 

      

 

 

 

 

 

 

Blackboard calendar 

1. The Calendar screen will allow the 

user to place the cursor over the 

date and open a menu box to input 

data. 

2. Once the input box is open for the 

selected date, the user can 

add/delete information for selected 

days within the calendar.   

Figure 2 Calendar link- Arrows 
pointing towards Tools Box and 
inside arrow pointing to course user 

is enrolled in 

 

Figure 3 calendar screen image 



 

 

3. The calendar screen by default will highlight the present day and time in a yellow 

color.  A day that has an entry will have a highlighted line of the event that is 

scheduled.   

 

 

Figure 4; calendar-event box 

4. Within the box above the user can enter simple information that the user would 

want for the Blackboard calendar to post.  To input information within the 

calendar the user must double-click the date and open a input box such as in 

figure 4; 

 

 

Blackboard Mail 

1. Once the user is logged into blackboard and at the main page; the user must 

enter a class shell by using the link in the upper right corner of the web page 

under My Courses-(See Figure 2).  The class shell will have a menu on the left 

side of the screen that has a link title Mail,  

2. The Mail link will open and bring the user to prompt to send and read messages. 

See Figure 6 Below 



3. To send an email to any student in the class or the instructor  you must click on 

the link Create Message  

                                 

Figure 5 Arrow pointing to Mail link      Figure 5- Create Message screen 

 

 

 

 

4. Create Message link is clicked the screen will appear such as in figure 5.  

 

5. By clicking the TO button and address book will open with the names of fellow 
students and the instructor assigned in the class. 
 

6. Attachment of files is possible using the Browse button 
 

7. Once the message is completed and attachments are posted the user must click 
on the Submit button to send mail. 

  



Frequently Asked Questions 

 

1. If my log on password is expired or forgotten how can I reset it? 
 
A. IT services can be reached at (956) 871-2111 during normal business hours 

or  email - isphelp@southtexascollege.edu 
 

2. Can I use the Calendar to save personal events? 
 
A. Yes, the calendar has the ability to save any inputs the user enters 

 
3. Can the mail box be saved for all classes in one box? 

 
A.   No, each class has its own inbox for receiving messages from students that     
      are in the same class a you 

 

  


