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Purpose:  
The purpose of this document is to introduce instructors to myUSF’s Course 
Journals. 
 
Prerequisites: 
The document was designed for instructors who are first time users of myUSF’s 
Course Journals. This document assumes the instructor has taken the 
Introduction to BlackBoard 6.1 course and basic computer knowledge and 
internet skills (IE 6.1, Netscape 7, Mozilla, FireFox). 
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WHAT ARE THE COURSE JOURNALS 
 

The Course Journals are the Blogs of myUSF used specifically for 
courses and organizations. 

 

ACCESSING THE JOURNAL OPTIONS 
 

The Journal Options can be accessed through the Course Tools area 
of the Control Panel. 

 

 
Course Tools Area 

 
CONFIGURING THE COURSE JOURNAL 
 

To change the Journal options click on the “Configure Journal” link 
found on the right column of the Course Tools area (shown above).  You 
will then see a screen similar to the one below. 
 

 



Academic Computing Technologies 
 
 

2 

Options for the Course Journal 
 

The first option gives you the choice of allowing students to post 
entries.  Select “Yes” to allow students to post. 

 

 
Allow Students to Create Journal Option 

 
The next option allows students to view other student’s entries. 
 

 
Allow Users to View Posts Option 

 
The third option gives students the ability to comment on journal 

entries. 
 

 
Allow Users to Comment Option 

 
The next two options specify the timeframes for which the journals 

can be edited and viewed, respectively. 
 

 
Timeframe Options 



Academic Computing Technologies 
 
 

3 

 
To activate these options click on the box . Then, select the start 

and ending dates and times.  Or you can select the  button to open a 
calendar, shown below. 

 
Calendar 

 
There you can select a date and the changes will appear in the form. 

Use the  and  buttons to view the previous and next months, respectively.  
The next option changes the way students’ names appear in the 

journal.  
 

 
Name Display Option 

 
The “Username” Option will display the user’s NetID. The “Person 

Name” Option will display the user’s real name. Select “Both Names” to 
display both names.  

The next section allows you to change the language and the 
direction the text is displayed in the Journals.  

 

 
Language Selection 
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When you are finished setting all the preferences, scroll down the 
third (and last) section to submit your content. If you are not satisfied you 
can cancel and start over again. 

 
 

 
The Submission Section 

 

POSTING TO THE COURSE JOURNAL 
 

The Course Journal can be found in the Course Tools Section. You 
can access this from the Student View by clicking on the “Course Tools” 
link in the Course Menu. Below is the Student View. 

 

 
Student View 

 
After selecting Course Tools, you will then see a screen similar to 

the one below. 
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The Course Tools Page 

 
Next, click on the “Course Journal” Link. This will take you to the 

following page. 
 

 
The Course Journal Page 

 

To add an entry, click on the  button. A form similar to 
the one below will load. 

 

 
Journal Entry Form 
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This form allows you to specify a title for the entry and text in the 

form of Plain Text or HTML. To select HTML, simply click on the  
button found on the lower right. 

When you are finished, hit the “Save” button to submit your entry. 
If you are not satisfied you can cancel and start over again. 

 

MODIFYING JOURNAL ENTRIES 
 

Once you access the Course Journal from the Course Tools Page, 
you will see a screen similar to the one below. 

 

 
The Course Journal Page 

 
Journals may be deleted by pressing the  button. This 

deletes the entry, but keeps a record in the history showing that a post 
was made by the specified user. The  button deletes all records of 
the post, including the records posted in “History.” The  button 
gives a record of all edits and modifications made to the entry. The  
button allows editing of the journal entry.  To reply and comment on the 
entry, click on the “add comment” link. You can also filter the entries by 
adjusting the drop-down menus shown here.  

 

 
Filter Menus 

 
These menus allow you to specify how many entries to display. In 

addition, they also allow you to view entries made by specific users. 
 

Editing Entries 
 
 Once you click on the  button, a page similar to the one below 
will load. 



Academic Computing Technologies 
 
 

7 

 

 
The Edit Entry Page 

 
 Make any necessary changes and hit “Save” to apply all changes. 
Press “Cancel” to disregard any changes and revert to the original entry. 

 
Viewing Entry History 

 
 To view the entry history, click on the  button of the Course 
Journal Page. This will take you to a page similar to the following. 

 

 
The History Page 

 
This page shows the modifications made to the original entry 

including the user that made the changes and the date and time of the 
change. To view each revision, click on the  button. Otherwise click 
on the  button to return Course Journal Page.  

After clicking on the  button, a page similar to the one below 
will load. 
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