
Blackboard: course information 
 
 
 
 

Introduction 
 
This HOWTO explains how to make, edit, and delete course information. 
Course information refers to classroom policies, materials, meeting times, 
etc... Usually the stuff you cover on the first few days of class.  
 
HOWTO 
 
1) Login in 
2) Click on control panel 
3) Click on course announcements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4) Note the course information page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Course information can be organized into folders and learning units. A 
learning unit might contain several folders, each which contain many 
discrete pieces of course information.  



 
 
 5) To add a piece of course information 
 
 5.1) click the add item button 
 
 
 
 
 
 
 
 
 
 
 5.2) choose a category for the course item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You do not need to choose from the pre-selected list.  If you want to make 
your own piece of course information, feel free.  
 
 
 
 
 
 



 5.3) Choose a color for your course information.   
 
 
 
 
 
 
 
 
 
 
 
 
 
You needn't worry about this unless you have a bunch of information. If you 
have a lot of course documents, it may be helpful to have them color-coded.  
 
 5.4) Enter in your text  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 5.5) If you want to attach a file (for example a Word document, or 
perhaps a PDF) use the "Content Attachment"  
 
 
 
 
 
 
 
 
 
 5.6) Select and add options 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 5.7) Click submit      and your course material will 
be available for your students.   
 



 
6) To modify a piece of course information: 
 
 6.1)  Click on modify     and edit whatever information 
you want to change.   
 6.2) Don't forget to  click submit when you are done! 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
7) To remove a piece of course information: 
 
 7.1)  Click on remove     to remove (delete) whatever 
you'd like deleted. 
 
 7.2) Don't forget to click submit when you are done! 
 
 
 


