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Student Quick Start Guide for duo 

 
This Guide explains:  

 What duo is and what you will find inside 
duo. 

 How to log onto duo. 

 Where to go for more help. 
 

What is duo? 
 

duo stands for “Durham University Online”.  
This is Durham’s Online Learning Environment 
which runs on Blackboard software.   
 
duo is a gateway to: 

 Learning materials, information and activities 
provided by your lecturers for courses or 
teaching organisations.  (Home > Personal 
tab). 

 Pages for Societies and Colleges (Home > 
Personal tab).  

 Links to Durham services such as Student 
Registry, International Office, the Library, 
Employability & Skills and the Durham 
Award 

 A Files tab where you can save and access 
your own files (These are not backed up so 
make sure you have a copy) and search for 
files made available by others. 

 

How do I get into duo? 
 

To login to duo: 
1. Open your web browser (for example 

Internet Explorer or Firefox). 
2. Type https://duo.dur.ac.uk in your web 

browser. Note: there is no www. in the 
address. The duo login screen will appear.  

 
   

3. Enter your CIS username and password. 
4. Click the Login button. You will be taken to 

the ‘Personal’ Tab. 

Main Tabs 

These appear on the top bar of duo. Tabs offer 
links to general areas within duo including your 
personal area, the library and help area. 
 

 

Home tab 

This tab leads to the sub tabs Personal (the 
opening screen) and Notifications Dashboard 
(which gives information about changes within 
courses such as new content added). 
 

Files Tab 
The Files tab allows you to store and share your 
files as well as search for files created by other 
people.  WARNING: You need to keep a copy 
of any material you put into this tab. 
 

Student Registry Tab 
This tab leads to the sub tabs Student Registry 
(where you can find access to services 
including Banner Self Service, Exams and 
Assessment and Anonymous Exams Codes 
and Marks) and International Office.  

Library Tab 

This tab is controlled by the Library staff and 
items on this page are determined by them. 
 

Employability & Skills Tab 
This tab includes sub tabs Employability & Skills 
and Durham Award. 

Help Tab 

The Help Tab provides information and guides 
for duo and links to the official Blackboard Help 
guides.  If you experience problems accessing 
files (e.g. Acrobat files) or using Blackboard 
features (e.g. Quizzes) please try the ‘Test your 
Browser’ button to identify the cause and get 
advice to fix issues. 
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Personal Tab 

This is the screen that opens when you log into 
duo. It contains links to tools, links to all your 
courses and any societies you are enrolled in 
and important messages from the University.  
You can add custom modules (Add Module 
Button) to this page such Calculator, Cite Them 
Right, Dictionary and news feeds. 
 

To access your course 

In the Personal tab you access your courses 
from the My Courses box. This lists the courses 
you are currently enrolled on.  

 
Click on the cog at the top right and then on the 
box beside Group by Term to sort the courses 
according to year. 

 
To open a course click on the title. 
 
Some courses may have the words “not 
currently available” after the title which means 
that you are enrolled on the course but your 
lecturer has not made it available to students.   

Course/Organisation Content 

Content in courses/organisations can range 
from simple word documents or PowerPoint 
presentations, to videos or interactive materials 
and submission points for assignments. 
 
To access content: 
 
1. Click on an item in the Navigation Menu (left 

hand side of the screen) to enter a content 
area. Your lecturer should tell you where 
they locate material in duo.  

2. Each content area may be sub-divided into 
folders. 

3. Once you have located the material you 
want to view you may find a link (usually to 
the right of the words Attached Files:) to click 
to open the material. 

 
The item may open within duo or in a new 
window depending on the settings your lecturer 
has used. 
 

Downloading content: 

1. Right click on the material link. 
2. Select Save Target As [Internet Explorer] or 

Save Link as [Firefox and Chrome]. 
3. You will be offered the choice to save the 

item in whatever format it was created. 
 

Notifications Dashboard 

This gives an overview of what is happening in 
all the courses you are enrolled in. You can 
customise the settings so items are shown in 
the notifications dashboard and/or emailed to 
you when changes or additions occur.  You can 
use the items in any box of the notifications 
dashboard to go directly to that item in the 
relevant course.  
 
NOTE: not all items show in this area, this 
includes Campus Pack blogs and wikis and 
Turnitin assignments. 

 

FAQs 

My personal details are wrong – how can I 
change them? 

Student Registry needs to know if your name, 
email address or student ID are incorrect.  See 
Banner Self Service under Student Registry 
Quick Links on the Student Registry tab for 
details. 
 
I cannot find my course in duo.  

If your course is not visible (as opposed to 
being listed but with not currently available 
following the title) you need to look at the 
information on the Student Registry tab for 
assistance. 
 
I am still stuck – what do I do next? 

In the first instance – contact your lecturer, but if 
they cannot help then send an email (from your 
Durham email account only) to 
itservicedesk@durham.ac.uk outlining your 
problem and giving full details about how and 
where in duo you are experiencing difficulties.  
Give as much information as you can.  It is 
essential that you include your CIS username 
and the course name (course code if you know 
it) in your message to help us to sort out your 
problem more quickly. 
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