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How to add a folder, file, or link in Blackboard
ADD A FOLDER
1. Go to the Cont_rol Panel.
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2. Go to the Course Documents.
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3. Click on Add Folder.
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4. You will be able to name the folder, add text to the folder, and hide it from your students (may
making it “unavailable”). Click Submit when finished.
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ADD A FILE

1. Goto Control Panel and then Course Documents. Click on Add ltem.
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2. Name your item. Browse... to the location of your item and upload it. Name the “link” to the
file (what students will click on to access the file, e.g., Click Here). You can release the item to

your students on a particular day. Click Submit when you are done.
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Files can be attached to the sbove informstion. Click Browse to select the file to sttach and specify s name for the link to this file.
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6 Submit

Click Submit to finish. Click Cancel to guit.
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ADD A LINK

1. Goto Control Panel and then Course Documents

COURTES = BFW TRAINING = CONTROL PANEL = COURSE DOCUMENTS
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2. Name the item you want your students to click on.

http://www.bfwpub.com). Add any additional text you would like, click Submit.

[E3) Add External Link
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. Click on Add External Link.

Enter the URL (e.g.,
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DELETE AN ITEM

To remove an item. Click on Remove.
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