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Adding Your Course Syllabus 
 
The course syllabus is placed in the Course Documents area. 
 

Step 1: Click on the “Control Panel” button (at bottom left of screen) 

Step 2:  Click on the Syllabus link in the Content Areas. 

 

Step 3: Click on the Item button in the Syllabus area. 

 
 

Step 4: Type in “Course Syllabus” in the second form field of the Content Information 
area. Type the information you wish to give regarding the syllabus in the Text 
field. 

 

 

 

Step 5: Click the Browse button to search your file management system for your 
course syllabus MS Word document file.   

 

 

Type “Course Syllabus” in the 
“Name” field. 

Type in whatever information you wish 
to give about the syllabus. You may 
also decide to enter no information in 
the Text field. 

Click on the Browse button 
to search your hard drive for 
the MS Word document that 
contains the syllabus for this 
particular course. 
 
OR 

Click on the Syllabus link. 

Click on the Item button. 

Click on the “Pick” button to choose 
a color for the Name. 

Click on the Browse button 
to select your syllabus if you 
have placed it in your 
Content Collection.  NOTE:  
You may only choose one 
of these. 

Type in “Click here to view 
Course Syllabus” in the 
Name of Link to File field. 
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Step 6: From the Options menu, choose availability, tracking or time and 
date restrictions.   

 

 
 

 

 

 

 

Step 7: Click the Submit button to upload the syllabus to your Blackboard 
course.  

 

 

Click the Submit button at the bottom of the page. 

This determines whether 
students will be able to view the 
folder or not.  
If you choose the Display 

     
   

You can control the display dates of 
the content.  
 
Click on the Display After 
checkbox to set the day/time the 
content appears to students 
 
Click on the Display Until checkbox 
to set the day/time the 
announcement will disappear for 
students 
 
You can modify/change these 
options at any time. 

You can decide whether to 
track the number of times the 
folder is viewed by students. 


