
 

Using	Blogs	and	Journals	(Student	
Documentation)	
	
Blogs	and	Journals	in	Blackboard	are	essentially	the	same	tool,	only	that	a	Journal	is	configured	
privately	by	one	user	and	can	only	be	viewed	by	that	individual	user	and	the	instructor	or	the	
group	assigned	to	the	journal	and	the	instructor.	Blogs	on	the	other	hand	can	be	viewed	and	
edited	by	anyone	who	has	gained	permission	to	do	so	by	the	instructor.	

Accessing	your	Blog	and	Journal	
 
 

1. Click	Tools	from	the	course	menu	
and	then	select	either	Journals,	or	
Blogs.		

	
	
	
	
	
	
	
	

2. Open	the	Blog/Journal	you	wish	to	access	by	clicking	
on	it.	

 
	
	
	

Creating	a	Journal/Blog	Entry		
 

1. Once	the	Blog	/	Journal	opens,	you	can	add	a	new	entry	by	clicking	the	Create	Blog	
Entry,	or	Create	Journal	Entry	button	in	the	upper	left	hand	corner. 	
	

	
	
	
	
	
	



 

2. Once	you	click	Create	Blog/Journal	Entry,	you	will	be	prompted	to	enter	a	title	for	the	
new	entry.	The	name	for	the	new	entry	must	be	provided.	You	can	type	directly	in	the	
textbox.	

	
	
	
	
	
	
	

	
3. Create	your	journal	or	blog	entry	in	the	Entry	Message	box.	The	Text	Editor	provides	

many	options	for	editing	your	post.	The	following	section	will	go	over	a	few	of	these	
options.		

	
	
	
	
	
	
	
	

4. Click	Post	Entry	when	finished.	Your	entry	will	now	be	posted.	If	this	is	a	journal	the	
entry	will	be	private.	If	it	is	a	blog	entry,	all	users	in	the	course	will	be	able	to	view	the	
post.	

	
Changing	Text	Color:	
 

1. Highlight	the	section	of	text	you	want	
to	change		

2. Click	the	text	color	button	in	the	top	
row	of	options	and	click	the	color	you	
would	like	the	text	to	be.		

	
	
	
	
	
	
	
	
	



 

3. This	will	change	the	color	of	your	text.	The	text	color	button	will	now	by	changed	to	the	
color	you	have	chosen.	This	button	will	always	reflect	the	current	color	of	text	you	are	
typing	in. 	
	

	
	
	
	
	
	
	
	
	
Attaching	a	File:	
  
Option	1:		
 

1. Click	the	paperclip	icon	in	
the	third	row	of	options	

	
	
	
	
	

2. This	will	open	a	new	window	where	you	can	
select	Browse	My	Computer	to	attach	the	file	

3. Click	Submit	
	
	
	
Option	2:		
 

1. Beneath	the	Entry	Message,	select	Browse	My	Computer	to	attach	a	file.		
	

 
 
 
 
 
 
 

2. This	will	open	a	new	window	where	you	can	select	a	file	form	your	computer.		
3. Select	the	file	



 

4. The	file	will	now	appear	under	your	Attached	Files.	You	can	attach	more	files	by	select	
Browse	My	Computer	again.		

	
	
	
	
	
	
	
	
	
Add	a	Youtube	Video:		
 

1. Click Mashups from the third row of options and 
select	YouTube	Video	

2. This	will	open	a	new	window	where	you	can	search	
for	a	YouTube	video.		

3. Type	the	name	of	the	video	you	want	into	the	Search	
box	and	click	Go	

4. Once	you	have	found	your	video,	click	Select		
	
	
	
	
	
	
	

	
	

5. Select	your	options	and	click	Submit.		
	
	
	
	
	
	
	
	

	
	

6. Your	video	will	now	appear	in	your	Entry	
Message	box	as	a	yellow	box.	



 

	
Adding	an	Active	Link:		
	

1. Copy	and	paste	the	link	you	want	to	
insert	into	the	Entry	Message	Box	

2. Highlight	the	link	
3. Click	the	link	button	in	the	third	row	

of	options	
	

4. A	new	window	will	open		
5. Paste	your	link	into	the	Link	Path	
6. Type	the	name	of	your	Link	into	the	Title	
7. Click	Insert	when	finished	
8. Your	link	will	now	be	in	active	and	in	blue	

 
	

Adding	and	Sizing	an	Image:		
 

1. Click	the	Picture	icon	from	the	third	row	of	options	
	
	
	
	
	
	
	

2. This	will	open	a	new	window.	Select	Browse	my	
Computer.		

3. Select	your	image	
4. Change	the	size	of	your	image	by	selecting	the	

Appearance	tab	
5. Type	in	the	size	of	your	image	(you	only	need	to	

type	in	one	number).	
6. Click	Insert	when	finished 	

	
	
	
	
	
	
	

	



 

Example	Journal/Blog	Entry:		
 
After	all	of	the	options	above	are	
implemented.	The	blog/journal	posting	will	
appear	as	follows.	Notice	the	attached	files	
are	at	the	bottom	of	the	post.	In	the	right	
column	you	can	navigate	back	to	other	
posts.			
	
	
	
	
	
	
	
	
	
	
	

Commenting	on	Blogs:		
	

1. Find	the	blog	you	want	to	comment	on.	
Clicking	the	down	arrow	in	the	right	column	
will	do	this.		

2. Click	Comment	at	the	bottom	of	the	blog	to	
comment.		

3. Type	your	comment	and	click	Add	
	

	
	
	
	
	
	
	
	
	
	
	
Note:	If	your	faculty	has	not	granted	you	permission	You	will	not	be	able	to	view	other	
Journals,	or	comment	on	other	Journals.	


