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By default, every Blackboard course comes with a pre-populated Course Menu, which can be edited by 
the instructor.  Please see the Blackboard Course Menu instruction guide to learn more about it. This 
document will show you how create a Course Information page.  To do this, you will: 

1. Create a Course Information Content Area Menu Link 
2. Upload a Syllabus 
3. Create an Instructor Information Entry 
4. Create Web Link 

Before you begin, make sure you have set the Edit Mode to ON.  Edit Mode can be found at the top right 
hand of the course page. 
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Create a Course Information Content Area Menu Link 
 

1. Hover your cursor on the right side 
of the Information link, and click 
on the drop down arrow when it 
appear to select Rename Link 

 
 

2. In the text box, rename the 
Information link to Course 
Information and click on the green 
check 
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3. The link has now been renamed to 
Course Information.  Click on the 
Course Information link to add the 
course syllabus, instructor contact 
information, and textbook 
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Uploading a Syllabus 
1. On the Course Information Page, put your cursor over the Build Content link, and select Item 
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2. On the Create Item page,  
a. Enter Syllabus in the Name text box 
b. Description in the Text box 

 

3. Scroll down to Attachments, click Browse My Computer to find your syllabus on your computer 
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4. On the File Upload page, browse to the location of your syllabus on your computer, select it, and 
click on Open  

 

5. Click on the Submit button on either the top or bottom of the page  
6. On the Course Information page, the Item you just created and a message at the top of the page 

indicating that you were successful in creating the Syllabus item 
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Create an Instructor Information Entry 
 

1. On the Course Information Page, put your cursor over the Build Content link, and select Item 
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2. On the Create Item page: 
a. Enter Instructor Information in the Name box 
b. Enter your contact information in the Text box 
c. Click Submit 
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3. On the Course Information page, the Item you just created and a message at the top of the page 
indicating that you were successful in creating the Instructor Information item 
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Create Web Link 
 

1. On the Course Information page, put your cursor over the Build Content link and Web Link 
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2. On the Create Web Link page, enter the name of the website in the Name textbox and the URL in 
the URL textbox. 

 

3. If you want to write a description of the web link, you can do so in the Description textbox. 
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4. Make sure that the Option to Open in New Window is set to Yes and then click on Submit. 

 

5. The web link is added to the Course Information page along with a message at the top of the page 
indicating that you were successful in creating the weblink. 
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