Adding Folders to Content Areas

While it is possible to customize the names of the content areas in your Bb courses, by default
they are labeled, Syllabus, Course Documents and Assignments. Creating folders is an important
step in organizing the conteoit your Blackboard courses.

You can organize content by module, topic, week, or chapter. Modules are the most versatile
because theyra independent of changing tbabks, schedules and similar adjustments that you
may need to make in your course.

1. To create modular structure in Course Documents where you would typically post lecture
notes, handouts, worksheets and PowerPoint presentations do the following:

Click the Edit Mode button in the uppleft hand corner if it is OFsetting it to ON
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2. Notice that now the menu on the left has changed and you can see the Content area links in
the menu on the left. In Bb 9 when Content Area menu items have no content they donOt
show up for students.
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3. Click the link to the now visible Course Daments area and hover you

Build dropdown menu. Next select Create Folder.
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If you wish to make more room on the page you can temporarily hide the menu on the left

by click the white arrow pictured below.
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6. Under option number 2 on the create folder page accept the default to OPermit Users to
View the Content Item.O If you are interestesetting a date restriction then put a check
in the display after and display until boxes. Note that you can click the calendar icon to
better determine your chosen dates.
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Today is: Friday, May 22, 2009

7. Lastly, you can indicate a time and click submit.
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Continue setting up your fodds by repeating the steps covered in this tutorial
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