
Accessing Blackboard 

Step 1. Navigate to http://blackboard.kaust.edu.sa, alternatively you can access Blackboard through the 

link in Portal; this however will just take you directly to the same site. 

Step 2. If you have a KAUST Username and password, select Login with KAUST Account; if you are a 

visitor select Login with alternate account. 

   

Step 3. For KAUST Staff and Students, complete the Waseet login page, then click login. 

  

 

http://blackboard.kaust.edu.sa/
https://portal.kaust.edu.sa/irj/portal


 

Step 4. Vistors should complete the Vistor login page, then click Login. 

 

  

Step 5. Once you have logged in, you should see the courses that you are teaching or are enrolled in, in 

the Course Quickview module. 

        



 

 Navigating Your Dashboard 

 

 

Tabs and Modules 

TABS 

1. Tabs (Dashboard & Content Collection) 

Dashboard - Navigate your course list and academic calendar. 

Content Collection - Navigate around your blackboard site, including your content collection and KAUST 

Blackboard course training material. 

DASHBOARD MODULES* 

*Modules are customized boxes of information 

1. Course Quick View - Links to the course(s) that you are participating in. You can edit the courses 

you see by hovering over the top right of the module and selecting the Edit button 

2. My Announcements - Collated announcements from courses, groups, Registrar's office, or 

Blackboard Team 

3. My Course Evaluations - List of all outstanding course evaluations 



4. Event Calendar - Collated calendar of all events posted within courses 

5. University Library Services - Contains links to the KAUST library and a search box for locating 

books, journals, and databases 

6. IT Service - Contains links to IT Services at KAUST, the IT Support Desk, and key phone numbers 

7. Useful Tips & Quick Guides - Contains useful tips and quick guides on how to use Blackboard. 

8. Academic Calendar - Global Academic Calendar with the key Academic dates and events for 

KAUST. 

Hide or Show some of the courses listed in Courses modules 

All your courses will be listed under the Course Quick View module. In order to hide or show some of the 

courses listed, follow the steps below: 

1. Hover your mouse to the Course Quick View box. An icon will appear on the top left side of the 

box 

2. Once the icon is selected, a page will show with the course list and checkboxes next to each 

3. The checked item to the left side of each course name means that the course will be viewed 

in Course Quick View along with the details stated on the checkbox. 

4. Deselect the checkboxes beside the course that you wish to hide and click on Submit. 

5. Back on the Course Quick View box, you will find that the course you deselected Deselect the 

checkboxes has been removed from the list. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Navigating Your Course 
Feature Overview: 

Navigating your way around your Course 

User Guide:  

Select the course from the Course Quick View 

Course View 

 

1. COURSE MENU 

The Course Navigation Menu: 



The Course Menu on the left hand side is how your student will see the key pages and functions to your 

course.  

You can navigate to the pages and then add content as an instructor if your Edit Mode is ON 

2. COURSE MANAGEMENT 

Managing your Course 

The Control Panel is not visible to students; here you can: 

Manage your Content Collection 

Use Course tools, such as Emailing your students, adding calendar events  

Review Assignment Evaluations for the course 

Manage the Grade Center, upload final Grades 

Create smaller student groups for targeted communication or group work 

Customize the Course  

Get Help 

3. EDIT MODE & THEME SELECTION 

Edit Mode and personalizing your course 

The Edit mode is a toggle switch allows you to view your course as a student would (Edit mode OFF) or 

to be able to add content and customize your course (Edit mode ON) for most of the Quick Guides you 

will be asked to check that this is turned on for editing. 

 

 

Course Page - Edit mode OFF 

When the Edit Mode is OFF, you are not able to modify the page, this allows you to see the page as the 

student would.  

 

 

Course Page - Edit mode ON 

When the Edit Mode is ON, you are able to modify the page, add content and manage release scheduled 

of content.  

Students do not see the page in this mode.  

 

You can select color themes for your course, select the rainbow icon to browse options. 

 

4. PAGE MANAGEMENT 



Managing the content on your page 

Manage the content on your page, add content and rearrange order 

Students can only see the Page Title 

  

5. PAGE CONTENT 

View all of the content currently added to the course, to see only what students see check that the Edit 

mode is OFF 

Please Note: Quick Guides on how to use Course tools such as discussion boards and blogs will be 

available on the http://it.kaust.edu.sa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://it.kaust.edu.sa/


Adding Lecture notes and Course Materials 
Feature Overview: 

Retain all of your course information in a single location, minimizing photocopying and emailing of large 

files, while providing a convenient repository for all of your students' reference materials 

Check: 

To edit your course, ensure that the Edit Mode button found in the upper right hand corner is switched 

to ON.  

 

User Guide: 

1. From the menu on the left hand side, select the section you would like to add content too, in 

this example we will use Lectures 

 

 
 

 

2. In the Content window, click Build Content button  



 
3. Select the type of content you wish to add, in this example we will use Item which can just be 

some text on a page or include a file. This is most commonly used for loading lecture notes with 

a brief introduction. If you wish to just add your lecture notes, select File. You are able to add 

many different types of content upload available, explore to find out what best works for you 

and your students. 

 

 



 
 

3.1 Content Information: add a meaningful name, eg Lecture One, include text. Be mindful that 

some HTML does not read well on the Mobile devices, review your changes on a mobile device if 

possible to know what looks best for you.  



3.2 Attachments: it is best for content reuse and management that you connect to items in your 

Content Collection, this will allow you to reuse for multiple years and to manage versions 

3.3 Options: Use this feature to track the number of users who have viewed this content, or you 

can create and hide it for later, or schedule the release of content for a period of time 

 

 
4. Once completed select Submit to save your changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Generating Your Classlist 
Feature Overview: 

Access your up to date Classlist for the courses you are teaching 

 

User Guide: 

Select the course from the Course Quick View 

Under Course Management on the left select Users and Groups and then select Users  

 

 
 

Once you select Users you will see the entire list of enrolled users in your course, including 

instructors, students, audit students and graduate program coordinators. To limit this list or to 

search for an individual user use the search functions 

 

 
 

 



 Sending Emails to Your Students 

 
Feature Overview: 

Contact your students via email directly from Blackboard 

 

User Guide: 

 

Select the course from the Course Quick View 

Under your Course Menu select Course Email 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

From here select the group which you want to send the email to.  

 

 
 

Within the Email ensure that you select Return Receipt if you would like a copy sent to your 

email 

 
Then click Submit 


