How to Change Your Password and Edit Personal
Information in Blackboard

If you forget your Blackboard password, you can contact the Blackboard Administrator at
blkboard@hagerstowncc.edu to reset your password to the default, or use the “Forgot your password?” link on
the Blackboard login page to request assistance. Using this link, you will be prompted to fill out a form that upon
submission will generate an email to the address listed for you in the Blackboard system. HCC credit students’
default address is their HCC student email address. The First Name and Last Name fields in this form are case
sensitive. The default format for these areas is title case. For example, if she had not made a change to these
fields, Janice Jones would type Janice Jones, not JANICE JONES or janice jones into these areas.

@ Lost Password

Have an Account? Login Here.

If you already hawve an account, enter yvour login

@ Find User With User Name

If you have forgotten your password, enter your First Name, Last Name and User Name below. In order to change your password, you must have provided
an active e-mail address when registering for your account. You will receive an e-mail message with instructions o make the password change. Your current

information here and click the "Login" button belaow. password will remain active until you respond to the e-mail,
If you do not have an account, please click on one First Name: l:l
of the buttons to the left.

Last Name: l:l
USERNAME: User Name: l:l

| | @ Find User(s) With Email

If you have forgotten your passwaord, enter your First Name, Last Name and Email below. In order o change your passward, you must have provided an

FPASSWIORD: active e-mail address when registering for your account. You will receive an e-mail message with instructions to make the password change. Yaur current
password will remain active until you respand to the e-mail
| | L E—
= .
Forgot your pasamord™ Login

Personal Information — Changing Your Password
Step 1. To change your password or edit your personal information in Blackboard, click the Personal
Information link (from the Tools box on the My Institution screen) after logging in to Blackboard.

My Announcements My Courses

e Blackhoard Upgrade/Down Tirme

Courses in which you are enrolled:
1 SOC101 Introduction to Sociology
Mo Announcerments.

My Calendar

Mo calendar events have been posted today. My Tasks CHx)
mnre Mo tasks due

Information

Step 2: To change your password, click the Change Password link.

PERSOMAL INFORMATION

[ Personal Information

P Edit Personal Information
| information associated with your account.

P Change Password

rd for access to your account.

P Set Text Box Editor Options
et the options for Editing Text Boxes.
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Step 3: Type your new password in the Password and Verify Password fields. Passwords are case sensitive,

so when using text, be sure to remember what case you used to enter your password.
Click the Submit button to save your work when you are finished. Click Cancel if you do not want to save your

changes.

PERSONAL INFORMATION » CHANGE PASSWORD

Change Password

@ Change Password

Complete this form to change your password.

€ Submit

. Required Field for Form Entry

Click "Submit™ to finish. Click "Cancel™ to abaort this process.

Caneel ) Submit )

Step 4: If you submit changes, you should get a confirmation that your password has been successfully
updated. Click OK to complete the submission process and return to the Personal Information page.

PERSOMNAL IMFORMATION > CHANGE PASSWORD

[E3 change Password

User updated
Password successfully updated.

2004-06-30 02:22:14 Phi

oK )

Personal Information — Verify Email Address
Step 1: To update or edit your personal information in the Blackboard system, click the Edit Personal

Information link.

My Institution

PERSONAL INFORMATION

[ Personal Information

P Edit Personal Information
sageLetsonaliabereT on associated with your account.

P Change Password

Choose a new password for access to your account,

P Set Text Box Editor Options
Set the options for Editing Text Boxes.
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Step 2: From the Edit Personal Information page, you can verify that your First Name, Last Name and E-mail
address are correct. These three areas are the only necessary fields in this form. Please Note: Any changes
made from this screen will affect your information for the entire Blackboard system. HCC cannot guarantee
delivery to off-campus e-mail systems.

PERSOMAL INFORMATION » EDIT PERS0OMNAL INFORMATION

[E3 Edit Personal Information

@ Personal Information

“First Name Hoo

Last Name Student
‘E-mail heestudent@hagersto,
Student ID

€ Other Information

Gender Mot Disclosed v

Birthdate w v 3

When you have verified your personal information, use the scroll bar on the right side to move to the bottom of
the form. (This can be done by clicking your mouse pointer on the scroll bar and dragging it toward the bottom
of the screen.) At the bottom of the form, click the Submit button to save your work or click Cancel if you do not
want to save your changes.

Work Phone
Work Fax

Mobile Phone
© Submit

. Required Field for Form Entry

Click "Submit” to finish. Click "Cancel” to abort this process

Cancel Submit
Cancel ) [ Submit )

Step 3: If you submit changes, you should get a confirmation that your user information has been successfully
updated. Click OK to complete the submission process and return to the Personal Information page.

FERSONAL INFORMATION > EDIT PERSONAL INFORMATION

[E2 Edit Personal Information

User updated

Mame: HCC Student

E-mail: hcestudent@hagerstownce.edu
User Name: hcostudent

2004-06-30 02 :47:40 AM

OK )
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