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Bb Tip: Adding content to your Blackboard course

Follow the steps below to add content to your Blackboard course. Remember, Blackboard displays course content, but the content is created using other software programs, such as MS Word or FrontPage. 

Before adding content to your course, take a moment to think about how you will organize the information and materials. Blackboard provides a content area for general information about the course, such as grading criteria and a schedule. Blackboard also provides areas for the actual course content; these are course documents or materials, assignments, and lectures. 

It’s a good idea to organize your course into weekly units, with each unit containing the same basic activities and assignments. You can create a folder for each weekly unit. This straightforward organization will help your online students understand your expectations, and complete tasks in a timely fashion. 

Create a Folder.

1. Go to the Control Panel, and select the content area.

2. Click Add Folder.
3. Enter the folder title in the Name text box.

4. Click Pick, and then choose a color for your folder title from the pop-up palette. 

5. Enter a description of the folder into the Text box, OR, copy and paste text from a word document. You can also copy and paste HTML code from a Web page editor. If you paste HTML code, be sure to select the HTML radio button under the text box.

6. Click Submit.
Add a document.
1. Go to the Control Panel, select the content area, and navigate to the place you want to add the document. Click the folder title to add content inside a folder.

2. Click Add Item.
3. Enter the document title in the Name text box.

4. Click Pick, and then choose a color for your document title from the pop-up palette. 

Note: At this point, you must choose how you want the document to be displayed. You can display the whole text of the document on the first screen, or create a link to the document. If you choose to create a link, the student will click the link to view the document on the next screen. Think about how the content will be organized visually. You can choose to display the whole text of the document here if the document is fairly short, or if it is the only item in this folder. If there are several substantive documents in this folder, it’s best to create a link to the document.

5. To display the whole document, copy and paste your document from a word document into the Text box. You can also copy and paste HTML code from a Web page editor. If you paste HTML code, be sure to select the HTML radio button under the text box. Skip to step #
6. To create a link to the document, Enter a description of the document into the Text box, OR, copy and paste text from a word document. You can also copy and paste HTML code from a Web page editor. If you paste HTML code, be sure to select the HTML radio button under the text box.

7. Typing the name and path of the document you are adding in the File to Attach box, or click Browse… to locate the file on your computer or network.

8. Select a Special Action from the drop down menu by clicking the down arrow of the Special Action box, and selecting from the menu options. 

· Create a Link to this File will provide students a link to the file on the content screen. If you upload any document except a web page or HTML document, clicking this link starts a download process, and the file will open in the associated application on the student’s computer.

· Display Media File within the Page will display the file in the content page. Use this option when adding pictures or other media files to your course.

· Unpackage These Files will unzip a zipped file. 

9. Select the appropriate other options by clicking the Yes or No radio buttons.

10. Click Submit. A receipt appears notifying you that the item was added. You can now return to the control panel or the course by clicking the appropriate breadcrumb at the top of the screen, or select OK to continue working in the current area.

