To:

(Insert Class Info Here)

From: 

(Insert Your Name)

Date:

(Insert date)
Subject:
(Insert Course Name)

Instructors, please insert your information where indicated in this letter and then add any additional information that you want your students to know about your course. Then delete this section.
As we begin a new semester here are a few items that you need to know for this course: 

· We will be using Blackboard as the learning management system for our course this semester. In order to log onto BB, go to the main page of WCC and locate the Blackboard link at the top of the page. 
· Your login id will be in the following format: firstname, middle initial, lastname. It will be all lowercase and run together with no spaces between. Example: Harry B. Potter would be harrybpotter. Your password to use the first time you log into BB is student. Once you have entered BB for the first time, go to Personal Information and change your password to something you will remember. (If you change it to the same one you use in CampusCruiser, then you will only have to remember one set of ID’s and passwords for both systems.)
· *******For those of you who had BB accounts in the past with prior courses, you will use the same password as you did in the last class.*******

· Now that you are logged into BB, click on your course and read the course information, assignments, etc. You may read your syllabus in BB, CampusCruiser or by going here and choosing your course from the drop down menu.
· If you have problems understanding how to navigate through your course, there are tutorials available for you on the distance learning page on the WCC website. http://www.wilkescc.edu/wcccms/default2.aspx?id=876
· You can also go to the open computer lab located in Thompson Hall on the Wilkes campus for assistance. There is assistance on Ashe & Alleghany as well.
· There is also a BB Help Desk which you can access inside your BB course by clicking on the menu item labeled BB Help Desk, calling 866-471-4253 or clicking http://d2.parature.com/ics/support/default.asp?deptID=654 
