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Creating a Course Information Page



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:

Create a Course Information Content Area Menu Link

Upload a Syllabus

Create an Instructor Information Entry
Create Web Link
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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. Inthe text box, rename the
Information link to Course
Information and click on the green
check
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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 Iltem
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2. On the Create Item page,
a. Enter Syllabus in the Name text box
b. Description in the Text box

Create Iltem

A Content Item s any type of file, text, image, or link that appears to users in @ Content Area, Learning Module,
Lesson Flan, or Content Folder. More Help

W Indicates a required field. m
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Please read the attached syllabus.

3. Scroll down to Attachments, click Browse My Computer to find your syllabus on your computer

2. Attachments

Attach a file from q local drive, Course Files, or the Condent Collection, All affached fles are saved in Course Files. Click Do
Not Aftach to remove the attachment. The flle itselfis not deleted.
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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
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File nane: |CourseS yllabuz. pdf V| L Open ]
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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

Success: Syllabus created. Q

Course Information

Build Content « Assessments Tools « Publisher Content « Tl

Syllabus

Aftached Files: [ CourseSyllabus pdf (32.66 KB)

Pleaze read the attached syllabus.
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Create an Instructor Information Entry

1. Onthe 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. EnterInstructor Information in the Name box
b. Enter your contact information in the Text box
c. Click Submit

Create ltem

A Content Itern is any type of file, text, image, or link that appears to users in @ Content Areq, Learning Module,
Lesson Plan, or Content Folder. More Help

c
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3. Onthe 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

Success: Instructor Infformation created.

Course Information

Build Content « Assessments v Tools Publisher Content « 11

Syllabus

Aftached Files: [ CourseSyllabus pdf (32.66 KB)

Please read the attached syllabus.

Instructor Information

Dr. Hawali Pacific University
[B08)E55-1234
drhpuihpu.edu

Office Hours by appointrment
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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. Onthe Create Web Link page, enter the name of the website in the Name textbox and the URL in
the URL textbox.

Create Web Link

A Web Link is q shortout to a Web resource. Add a Web Link to a Content Area to prov
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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.

4. Options

Fermit Usars to View (& Yes () Mo
this Content

Qpen in e Window (& Yes| () Mo

Track Mumber of Views [ 3] as ® Mo

Select Date and Time I DiSpla‘EP«ﬂer| | | | @
Restrictions

Erter dates as ron/ddfivugn, Time may be entered in any incrernent,

[ Display Until| | & | ®

Erter dates as ron/ddivuyn, Thne may be erndered in any incrermend,

5. Submit

Chick Submit to proceed. Click Cancel to guit,

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.

Success: Google created.

!

Course Information

Build Content ~ Assessments v Tools ~ Publisher Content 11
(-
Syllabus
Attached Files: [ CourseSyllabus pdf (75.5 KB)

Please read the attached syllabus.

Instructor Information

Dr. Hawaii Pacific
(30815551234
drhpu@hpu. edu

Office Hours by appointment

@ Google
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