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Working with Content  

Organizing Content  
A course can have a number of different content areas.  Each area can contain lecture notes, 

assignments, and tests, as well as tools, links to web pages and other materials.  Depending on 

how the course menu is structured, a content page may have all of the above kinds of content 

on it or each page may have only one type of content. 

One professor my put all handouts and lectures in one content area, all power point 

presentations in another, all links in another and so on. 

Another professor may organize their course by time chunks (for example, by the week), or by 

topics.  In that case, the content area for a particular week or topic could include a mixture of 

content types such as lecture notes, quizzes, web links, and tools such as a discussion board or 

blog, etc.  

One of your first steps should be to determine how you want to organize your content so that 

you can set up your course menu.  Once you have established the menu items, you can begin 

adding the content to pages. 

Adding a Content Area to the Course Menu  
Start by opening the main course page 

 

          
 

1. Turn on Edit Mode by clicking on the Edit Mode button. 

2. Click on the Add Content Area button and select Create Content Area 

3. Assign a name to the Content Area.  

4. Decide whether to make the item Available to Users.  If you check the box for Available 

to Users, your students will see this area immediately.  You may want to leave it 

unchecked until you have completed the content on the page 

5. Click Submit. 
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To see more detail about working with the course menu, please see the Introduction to 

Blackboard 9. 

Initially the content area is just an empty page. 

Using the Text Editor  
The text editor is frequently available on pages where you are creating content.  Note the many 

options for formatting text, adding links, using equation editors, adding HTML code. 

 

 



 

Adding Content to a Content Area  
Click on the link to the new content area in the course menu.  The empty page with several 

content options to add content appears. 

 

Examine the next 4 graphics to see the different types of content that you can put on a page. 

 
 If you click on Create Item you see the following screen: 



 

  

Clicking on Build, Evaluate and Collaborate produces the following choices: 

 



 

 

Using Create Item to Add Content to a Page 

Adding a Document to a Content Page 

Frequently you will want to add documents (Word documents, Power Point presentations, pdf files, 

graphics, etc.) to a content area.  Use the following steps to do that. 

1. From the opening course page, click on the link to the content page. 

2. Turn on Edit Mode. 

3. Click on Create Item. 

4. Enter a name for the item and optional descriptive text describing the item in Section 1. 

5. Browse to find the document in Section 2 Attach or Link Content 

6. Supply a name for the link.  If this field is left blank, Blackboard will use the name of the file. 

 



 

Figure 1  Posting a File 



 

Figure 2 Posting a File (Cont') 

7. In Section 3 Options you can control whether or not users can see this item (you might want to 

hide it till you have covered a certain amount of material). 

8. In Section 3 Options you can also set date restrictions on when the item will be available. 

9. In Section 4 Submit , press the Submit button. 

Here is what students will see for this content. 

 

Figure 3 New Item 

To Delete Material after it is Posted  

1. On the Content page, enter Edit Mode. 

2. Click to down arrow to ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ƳŀǘŜǊƛŀƭΩǎ ǘƛǘƭŜ. 

3. From the drop down menu, select Delete. 



 

Figure 4 Deleting Posted Items 

Using the Build Menu to Add Content to a Page  

Adding a Folder to a Content Page 

If there is a lot of material on a content page, it may be helpful to create folders to organize it.  The 

following steps show how to add a folder.    

1. From the opening course page, click on the link to the content page. 

2. Turn on Edit Mode. 

3. Click on Create Folder on the drop down list for Build. 

 

 

4. Fill in a Name and any text you want to add in Section 1 Folder Information 
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5. Apply time restrictions if you want in Section 2 

6. Press Submit. 

 

 

Figure 5 Content Page with new Folder 

If you open the new folder, it is another content page, ready to be filled with course materials. 



 

Adding an External Link  

The following steps show how to add links to external web sites. 

1. From the opening course page, click on the link to the content page. 

2. Turn on Edit Mode 

3. Click on Create External Link on the drop down menu for Build 

 

 
 

4. Fill in the Name and URL for the website. 

5. Optionally, add descriptive text about the site 

6. Optionally, add an attachment, set time restrictions and availability in Sections 2 and 3. 

7. If you want the web page to Open in a New Window, select this option in Section 3 Options. 

8. Click Submit. 
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Resulting Link:  Notice how the icons for articles, folders, and links are different. 
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Options for Opening a Link to a Web Page 

 When you left click on a link to a web page, the web page opens beneath the Blackboard banner. 

 

The menu is not visible.  To return to the last viewed Blackboard page, press the Backspace key 

on the keyboard or use the bread crumbs             above the web page to move back to a previous 

location in the course.  Each item in the breadcrumbs is a link to a page in the course. 

If you right click on the link to a web page and select Open in New Window from the drop down 

menu, the web page opens in a new window rather than in the Blackboard window.    The user 

would then close the window to return to the last viewed page in Blackboard. 
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Adding a Course Link  

When you add a course link to a page, you create a link to information in some other part of the 

course or to a course tool.  You might want to do this if the same information is relevant to two 

parts of the course. 

To add a course link: 

1. Select Create Course Link from the Build drop down list. 

 

2. In Section 1 Course Link Information, enter a Name for the link and any description text 

you want. 

 

3. In Section 2 Course Link click Browse. 

4. Select an item from the course map. 



5. Click Submit. 

 

 

Add a link to a Tool from a Content Page 

You might want to add a link to a tool on a content page to make it easily accessible.  The 

following example creates a link to the discussion board from the content page. 

1. From the Build drop down menu, select Link to Tools Area. 

2. Select one of the tools on the Link to Tool list. 

3. Optionally add some text to give directions or further explanation. 

4. Click Submit. 
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You can click the + 

sign to expand the 

outline of course 

items. 
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Above is the resulting link to the Discussion Board Tool on the Content Page. 

Add a link to Offline Content from a Content Page 

Offline Content is any content that is accessed by a direct path to a local drive, usually on a CD-

ROM.  This might be used if the course text book has an accompanying CD with supplementary 

material   Students must set their Personal Information to recognize which drive is the CD-ROM 

drive.    
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When you specify the path to the material, do not list the drive name.  For example, if you are 

using material at e:\chapter1\history.doc, list the path as \chapter1\history.doc.  Blackboard will 

automatically look on drive e: after the student has entered the drive information in their 

Personal Information 

Setting the Path to the CD Drive in Personal Information  

To set the path to the CD drive, a user should select the Blackboard at Hollins Tab; Tools; 

Personal Information.  The following screen appears.  Use section 3 to set the drive letter for 

the CDτROM drive.  Click Submit. 

 

Icons for Content  
 Here are the various icons that are used to indicate different types of conten. 

 


