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Manage Course Menu 
 
The Manage Course Menu function allows you to specify the 
content and appearance of the navigation bar that appears 
when you log into your course (pictured at right.)  There are 
four types of buttons included in the default course menu, 
including:  Content Area, Tool Link, and External Link.  The four 
Content Areas included by default are Course Information, 
Course Documents, Assignments, and External Links.  You 
may add additional Content Areas or you may modify one of 
the default areas to customize your course menu. 
 
To add a new Content Area: 

1. Enter the Control Panel. 
2. Select Manage Course Menu from the Course Options 

section. 
3. Click Add Content Area. 
4. Select one of the preset names from the drop-down 

menu, or type your own name in the space provided. 
5. Click Submit and then Okay. 
6. Return to your course and click the Refresh link to view 

the newly added Content Area. 
 

 
Adding an Item to the Content Area 

 
1. To begin adding documents to your Blackboard site, you must first choose the 

Content Area where you will be posting documents.  Select the Content Area 
from within the Control Panel. 

2. To add course materials such as Word documents or PowerPoint slideshows, 
select Add Item from the options shown. 

 
 

3. You must enter a name for the item to be added.  This name will display to 
students when they access the course materials. 

4. Click the Pick button to open the Color Picker and select the color of the title 
that will appear on the content page. 

5. You may enter text directly into the html editor.  You can then format the 
text to change the font, the font size, include bolding, italics, underlining, etc. 
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6. You may copy and paste text into the window if you have already created the 

text in another document, such as a Word document.  You may not right-click 
to copy and paste so you must use keyboard shortcuts or the icons listed in 
the editor. 
 Cut Copy Paste 

Keyboard shortcut Ctrl + X Ctrl + C Ctrl + V 

Html editor 
   

 
7. You can also upload and create links for files that you have created outside of 

Blackboard.  The icons on the third row of the editor allow you to attach the 
files, display images, or imbed the players necessary for audio and video files. 

 
 
To attach a file: 

a. Select the first icon in the third row—the Attach File icon.  The Insert 
Content Link window will appear. 

b. Click Browse to locate the file on your local computer. 
c. Name of Link to File – You may specify another name for the 

students to view when accessing the content.  If you enter nothing in 
this field, the file name will appear to students. 

d. Launch in new window – The file will open in another window 
outside the Blackboard frame. 

e. Enter text in the Alt Text field for those students who rely on screen 
readers to navigate the Blackboard site. 

f. Click Submit and then Submit again. 
 
8. Select to make the content available to students. 
9. Click Yes to Track number of views to see information about which students 

are accessing the document, when they have accessed the document, and 
how frequently.  

10. You may elect to have the content appear and disappear for students on 
particular dates and times.  Note that students will not see anything when the 
item is not available.  Also, Blackboard will default to the first question.  Even 
if you have specified dates, you must have the content available for students 
to access the content. 

 
Note to Macintosh users and non-Internet Explorer users:  You will not see the html 
text editor.  You will have to enter basic text or html coding and you will have to add 
attachments using the 2nd Content section. 
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PowerPoint Tips 
 
Instructors often want to place copies of their PowerPoint presentations on 
Blackboard so that students can review them later. Blackboard will accept a normal 
PowerPoint file (.ppt) just as it will a Word document. However, unless students have 
PowerPoint (or the PowerPoint viewer) installed on their computers they will not be 
able to view the presentation. Even if they do have PowerPoint installed, students 
unfamiliar with the program may not know how to start the slideshow. Some faculty 
also worry about allowing students to download and save a presentation that could 
then be edited and changed. 
 
Here are some ideas about what you can do to address some of these concerns. 
 

Save your presentation for delivery on the web: 
 

1. In PowerPoint, click File > Save As 
2. In the Save as Type box, select Single File Web Page (.mhtml) from the drop-

down list. 
3. Using previously discussed document insertion methods, upload that file to 

Blackboard. 
 
Advantages: 

1. Will display in the browser.  No PowerPoint needed. 
2. Loads quickly. 
3. Not editable.  (sort of…) 

 
Disadvantages: 

1. May lose some special features, such as transitions. 
2. Resulting file size may be very large. 

 
 

Save your presentation as a non-editable presentation: 
 

1. In PowerPoint, click File > Save As 
2. In the Save as Type box, select PowerPoint Show (.pps) from the drop-down 

list. 
3. Using previously discussed document insertion methods, upload that file to 

Blackboard. 
 
Advantages: 

1. Retains all elements of the original presentation. 
2. Not editable. 

 
Disadvantages: 

1. Students still need PowerPoint (or the free viewer) to play the presentation. 
2. File size may be large (i.e. slow download) depending upon how much media 

you have in the presentation. 
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Save your presentation as a PDF handout: 
 

1. In PowerPoint, click File > Print 
2. In the Printer Name box, select Adobe Acrobat 

Note:  You must have the fuller version of Adobe Acrobat installed, not just 
the free Acrobat reader. 

3. Name the file. 
4. In the Print What box, select Handouts from the drop-down list. 
5. In the Handouts section, select the number of slides per page (3 and 6 are 

the most common.  3 provides 3 slides on the left and lines for notes on the 
right. 

6. Using previously discussed document insertion methods, upload that file to 
Blackboard. 

 
Advantages: 

1. Smaller file sizes. 
2. Not editable by students. 

 
Disadvantages: 

1. Must have the full version of Adobe Acrobat to create. 
2. Loses all animation and video. 

 
 
 
 
Working with Other Media 
 
There are many other types of media files that work within Blackboard.  Consider 
using audio clips, images, and even compressed video to enhance your curriculum.   
 

Add an Image File into a Content Area 
 

1. Choose the Content Area to display the file. 
2. Click Add Item. 
3. From within the html text editor, select the second icon from the left—the 

Attach Image icon. 
4. Browse to find the image file to be added. 
5. You may specify a height and width for the file, but be careful not to change 

the ratio and distort the image. 
6. You may add a black border around the image—1 is smaller, 3 is larger. 
7. Add alternate text for a student/user who is relying on a screen reader. 
8. You may add any text that you wish to the text editor. 
9. Choose any options and click Submit. 
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Add an Audio Clip into a Content Area 
 

1. You may begin adding a new item or you may wish to add audio to a 
previously added image or other content item. 

2. Click Add Item to create a new item.   
3. In the html text editor, select the second icon from the right—the Add Audio 

Content icon. 
4. Browse to find the file to be added. 
5. Choose AutoStart to have the file begin playing automatically when a 

student/user accesses the page. 
6. Choose Loop to have the audio file play continuously. 
7. There is no difference between the mini and full player, but no player means 

that students will not be able to stop, start, pause, the audio file. 
8. Include alternate text for those with screen readers. 
9. You may choose to add text to the html editor. 
10. Select any display options and click Submit. 
 

 

Note:  To play the audio clip, click the “play” button on the 
audio control panel. 



 

Page 7 

 
Adding MERLOT content 
 
MERLOT (Multimedia Educational Resource for Learning and Online Teaching) is a 
“free and open resource designed primarily for faculty and students of higher 
education. Links to online learning materials are collected here along with 
annotations such as peer reviews and assignments.”  http://www.merlot.org.  These 
materials may be accessed on the MERLOT website or material may be added 
directly within Blackboard. 
 

1. Select the Content Area where you would like to add MERLOT content. 
2. Select MERLOT Content from the drop-down list on the right side of the 

page.  Click Go. 
3. Enter terms for which you would like to search for materials, specify the 

number of results to receive and click Submit. 

 
 
4. Click Preview to preview the learning object in another window.  Click more 

to link to MERLOT to preview information about who submitted the object or 
to see the peer reviews. 

5. Click in the box to the left of the title to select learning objects to add to 
Blackboard. 

6. Click Insert Links. 
7. This will create an external link directly to the content on the web. 
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File Organization using Folders in Blackboard 
 
As with files on your computer, you may organize files into folders to make it easier 
for students to access documents within your Blackboard. 
 

1. To begin adding folders to your Blackboard site, you must first choose the 
Content Area where you will be posting documents.  Select the Content Area 
from within the Control Panel. 

2. Select Add Folder from the options listed. 
3. You must enter a name for the folder you are adding.  This name will display 

to students when they access the course materials. 
4. Click the Pick button to open the Color Picker and select the color of the title 

that will appear on the content page. 
5. You may enter text in the html text editor. 
6. Choose Yes to make the item available to students or track student access. 
7. Select times and dates when folder should be available to students. 
8. Click Submit.  Click Okay. 

 
When you are ready to add content to the folder, click on the name of the folder and 
continue to add other folders or items. 
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Uploading Folders to Blackboard 
 
You may create the file structure for your Blackboard course and upload that directly 
to Blackboard.  Blackboard will retain the folders and file structure.  This can save 
time as you do not have to upload multiple files and folders individually, but you can 
do the procedure in one step. 
 

Create the Compressed Folder 
 

1. First, create the files and folders in your documents on your computer, CD, or 
other storage device. 

2. “Zip” or compress the main 
folder containing all the 
files.  You may use any file 
compression software to zip 
the folder.  Windows XP 
includes compression 
software: 

 
a. Right-click on the 

folder. 
b. Select Send To and 

select Compressed 
(zipped) Folder 

c. You will then have a copy of the original folder with a zipper 
image, like the folder shown on the right. 

 
 

Upload the Compressed Folder to Blackboard 
 

1. Select the Content Area where you will be 
adding the files and folders. 

2. From the drop-down list on the right, select 
Document Package and click Go. 

3. As with other items, you may choose to 
change the color of the file name, choose to make the content available to 
students/users, choose whether to track access, and the dates and times for 
availability. 

4. Click Browse to locate the compressed folder and then click Submit.  
Depending on the number of files and the file size, it may take several 
minutes to upload the content to Blackboard. 

5. When the content has been uploaded, click OK to preview the file structure. 
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Restricting Item Access 
 
The Adaptive Release functions in Blackboard allow instructors to restrict the access 
of documents based on certain rules.  Instructors may restrict the release of an item 
based on date, selecting specific usernames (membership), a gradebook item, or 
after a student reviews an item. 
 
Click the Manage button to the right of an item or folder to create adaptive release 
rules.  Select the first Adaptive Release option to create basic rules. 
 

 
 
 

Setting Date Restrictions 
 
This just provides another area to list date restrictions for items or folders.  Just 
remember that Blackboard will default to the main availability option and you must 
place a check in the boxes for the restrictions to take effect. 
 

 
 
 

Setting Membership Restrictions 
 
You can determine specifically which students can view specific documents, folders, 
and even exams.  Items are available to all users until you specify a single user or 
group of users with access to the item. 
 

1. Enter the usernames, separated by a comma OR 
2. Click Browse to search for the usernames of the students who should have 

access to the item.  You may search for the username, first name, or last 
name. 
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Setting Gradebook Restrictions 
 
You may restrict an item based an item from the Gradebook 
 

1. Select the item from the Gradebook that will determine access to the item. 
2. Select the Condition to determine access. 

a. If the student has attempted the item one time (taken the test, completed 
the assignment, etc.) then they may view the restricted item. 

b. Restrict the item based on if the score is less than or equal to the 
specified score, greater than or equal to the specified score, or equal to 
the specified score. 

c. Restrict the item if the score is within a specified range. 
 

 
 
 
   

Setting Review Status Restrictions 
 
Restrict availability of an item based on self-reported reviewed status from students.  
Click the Browse button to specify the Content Area that must be reviewed before 
releasing the item. 
 

 
 


