
Blackboard: course documents 
 
 
 
 

Introduction 
 
This HOWTO explains how to make course documents. Course documents 
are anything from field trip notices to lecture supplements.  
 
Course documents are commonly Word documents  or PDF files  
 
 
HOWTO 
 
1) Login in 
2) Click on control panel 
3) Click on course documents 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4) To add a course document: 
 
 4.1) Click the add item  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.2) Choose a category for your course document. You can choose 
your own category if you prefer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4.3)  Fill in the text box with a description of the document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.4) The next step is to attach your file.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4.4.1) Simply click the browse button     and find your file.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4.4.2) When you have found your file, simply click the open button.  
 
 
 
 
 
 
 
4.4.3) If you want to name your file, please enter a name for it. If you 
don't choose a name, the filename will be the same as the uploaded 
file. 
 

 
 
 
 
 
 
 
 
 

4.4.4) Special action can be left at "create a link to this file".  
 



4.5) Select your options.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.6) Click submit to upload your course document! 
 
  
 
 


