
Setting up a Blackboard Course 
 

 
 
 

Managing the Course Menu: 
From the Control Panel select “Management Course Menu 
Notice each Course area has a “Modify” and “Remove” button 

 
 
Select “Modify” to change the name and/or properties of a content area or tool area. 



 
Or—if you need to modify a Tool Area 
Click the “Modify” button opposite the tool area.  You may change the name of the Tool 
area or select the tools that will be available in that area. 
 

 
 
 
Click the “Submit” button at the bottom of the screen to save the changes you have made. 
 

Changing the Order of Menu Items 
Use the drop down numbers next to the menu items to change their order. 

 

For example:  Staff 
Information will move 
from position three to 
position six on the 
menu. 



 
 

Adding a Content or Tool Area to the Menu 
 
Use the toolbar to add a content or tool area to the course menu 
 

 
 
 
Content Area:  Adds a new Content Area 
Tool Link: Adds a new Tool Area such as (Communications or Tools) 
Course Link: Adds a link to a specific content area within the course 
External Link adds a link to an outside website 
 
Complete the properties of the area you need to add 
Click the “Submit” button at the bottom of the screen 
 

Course Settings: 
Use the “Settings” link on the Control Panel to access the settings for your course.  The 
important settings are shown in the image below. 
 

     

Course Name & Description:  Students will 
see the course name on their welcome screen.  
You may change the name of your course.  
You may not change the course ID number. 
 
Course Availability: Use this setting “turn 
off” the course at the end of the semester.  
Students will not have access to an unavailable 
course; instructors do. 
 
Enrollment Options: Make sure the 
Enrollment Options are set to “Self Enroll.”  
Students will be able to find your course and 
enroll in it themselves. 


