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1. Add a Web Link 
a. In your course, click on content, then find where you would like to place the link. For example, to add a 

weblink inside the Session I folder, click on the folder title. 

 
 
 

b. Once in the folder, hover mouse over Build Content and click Web Link. 
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c. Enter the web link name and the website URL.* 

  
*Note: Include the https:// of the URL. It is recommended you copy the URL from the actual 
website and paste it in the URL field above. 

 
 

d. Type a description (if desired) in the text box and click submit. 

 

 
 

e. The web link is added to your course. 
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2. Add an Item. With an Item, instructors can add a variety of content to the course. The most common are typed 
text, an image, a link, and a documnet. The following steps will explain these common content types.  

a. In the Content pane, hover mouse over Build Content. Click on Item. 

 
 

b. Type a name for the Item and desired text. When you are finished adding content to the Item, click 
Submit to save changes. 
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c. To add an image, click on the image icon (bottom row, third icon from the left). 

 
 

d. A pop-up box will appear. Click Browse My Computer. 

 
 

e. Find the image on your computer and click Open to choose it. 
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f. Type an image description (for people with visual impairments) and click Insert. NOTE: Image size is 
important. You may need to edit the image size before inserting it in an Item. 

 

 
 

g. The image is added. When you are finished adding content to the Item, click Submit to save changes. 
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h. To add a link to an item, copy the link then paste it into the Item description box. 

 
 

i. Highlight the link you just pasted, then click on the hyperlink icon (looks like a chain link). 

 
 

j. A pop-up box will appear. Paste the link in the Link Path box. Click on the drop down menu for the 
Target field. Choose Open in New Window (_blank). Click Insert. 
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k. The link will now appear as a hyperlink and open in a new browser window when clicked. Click Submit to 
save changes. 

 
 

l. To add a document to an item click on the paperclip icon. 

 
 

m. A box will pop up will appear. Click Browse My Computer to locate the file(s). 
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n. Locate the document on your computer and click Open to choose it. 

 
 

o. Click Submit to continue. 

 
 
 
 
 
 
 



Blackboard More Tools 2.0 08022018 
 

10 
 

p. Click Submit to continue.  

 
 

q. The document will appear as a hyperlink in the Item text box. Click Submit to save your changes. 

 
 

3. Embed a YouTube video into an Item. Embedding a YouTube video in a Blackboard course allows the students 
to view the video within the course.  

a. From the Content pane, hover mouse over Build Content. Click on Item. 
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b. Enter Name and (optional) description.  

 
 

c. Locate the YouTube video embed code.  
i. Open a separate browser window. The procedure will be slightly different depending on the 

Internet browser you are using. For example, using Google Chrome, click on the small grey box 
to the right of your current window. 

 
 

ii. A new window (or tab) opens. You can then type www.YouTube.com to find the video you want 
to embed into your course. 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.youtube.com/
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iii. When you have the video you want to embed, click on Share, then click on Embed. Copy the link 
provided (control + C).  
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d. Back in the course (within the Item) click on the HTML button. Another box will pop up. At the end of 
the text in that box (p>) paste the embed code (control + V). Click Update.  

 
 

e. You will see a yellow square. This means the video was correctly embedded. Click Submit. 

 
 
 
 
 

 



Blackboard More Tools 2.0 08022018 
 

14 
 

f. The YouTube video is embedded into your course using the Item tool. 

 
 

4. YouTube mashup tool (another way to add a YouTube video). The YouTube mashup tool lets instructors 
browse YouTube videos from the course in Blackboard. 

a. In the content pane, however mouse over Build Content; click on YouTube Video. 
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b. Enter key words to search YouTube. Click Go. 

 
 

c. A list of videos will appear. When you’ve found the desired video you want to use, click Select. 

 
 

d. You can rename the video, and enter a description if desired.  
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e. Complete the other options as desired. Click Submit when finished.  

 

 
 

f. You’ve added a YouTube video to your course. 
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5. Add a Jot Assignment. A Jot Assignment lets instructors upload an image to an Assignment (drop box). Students 
can add text or draw on the image and submit it for grading. 

a. In the Content area of your course, hover mouse over Assessments. Click on Qwickly Jot Assignment. 

 
 

b. Add a name and assignment instructions as needed. 
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c. Upload an image from your computer by first clicking on the Computer icon. Then browse your 
computer to locate the image and add the image. 

 
 

d. Set a Due Date (if necessary), the Points Possible, and Grading Displays. Click Submit when finished. 
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6. SafeAssignment. You can enable the SafeAssign tool when creating an assignment/drop box (see the Create an 
Assignment tutorial, a separate document). You can also submit assignments directly to SafeAssign without 
creating an assignment/drop box.  

a. To submit a paper directly to SafeAssign, in your course click on Course Tools, then SafeAssign, then click 
on Direct Submit. 

 
 

b. Click on Submit Paper (right side of screen). 

 
 

c. Click on Submit as draft, upload or copy/paste the file, then click Submit. IMPORTANT: If this is a draft 
paper, check the Draft box. If this is not checked, the draft will be submitted to the SafeAssignment data 
base. When the final paper is submitted, it will appear 100% plagiarized. Then click Submit. 
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d. The file will appear here. When the SafeAssignment report is ready, it will look like this. Click on the 
arrow to download the paper, view the matching percentage (0%). Click on the green check to view the 
SafeAssignment report. 

 
 
 
 

7. Create a Discussion Forum 
a. To create a discussion board, click on Content, click on the folder where you want to add a discussion 

board, click on Tools, then Discussion Board. 
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b. Click on Create New Forum, then click Next. 

 
 

c. Name your forum and add a description (if desired). B default, the forum will be visible to students. 
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d. If you want students to post first before viewing other posts, click on the second button shown below. 
Enter the number of points, add a rubric if desired, and click to allow students to subscribe to the forum. 
Click Submit. 
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e. To link the forum to your Content page, click Next. 

 
 
 

f. Enter the discussion forum prompt, then click Submit. 
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g. Here is the newly created Discussion Forum. 

 
 

8. Discussion Boards: View, subscribe, read, and respond 
a. To view a discussion forum, click on Content, then click on the session folder that you want to view. 

 
 

b. Within that folder, click on the discussion board you want to view. 
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c. Click on the Subscribe button to receive email notifications wen others post to this forum. 

 
 

d. Click on the thread to read and/or respond to it. 

 
e. Click on Reply to respond to the post. 
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f. You will see the screen below. Type your response then click Submit. 

 
 

9. Grade discussion forums 
a. Click on the discussion forum you want to grade, then click on Grade Discussion Forum. 
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b. Click on Grade. 

 
 

c. You can read the student’s posts, enter feedback to the student, and enter private notes only for the 
instructor to view. To grade, enter a score in the Grade box. Click Submit. The grade will be entered into 
the Grade Center and the student will see the grade and feedback in My Grades. 

 
 

10. Color Code the Grade Center. The cells in the Grade Center can be color coded based on criteria you select. 
a. In the Full Grade Center, click on Manage and then Grading Color Codes. 
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b. Check the box for Enabling Grading Color Codes. 

 
 
 

c. The first color codes you can set are on the grading status of items. Click to choose  the desired color for 
each status: In Progress, Needs Grading, or Exempt. The default color is white. 
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d. Grade ranges can also be color coded. This can help you quickly identify students who may be 

struggling. Click Add Criteria to set a percentage range. Choose background color and text color. 
Continue to add criteria until all desired percentage ranges have been set. Click Submit when 
finished. 
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11. Notifications 

a. To access and edit notifications click on your name in the top right corner, click settings, then Edit 
Notification Settings. 
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b. Click on the course you want to edit. The triangle appears after you’ve edited your notifications. 

 
 

c. Click on the notifications you wish to receive via email. Click Submit when finished. 
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d. You can also edit several (or all) courses at the same time. From Edit Notifications click on Courses I am 
teaching. 

 
 

e. Select All. Alternatively click on the course(s) you want to edit, then click the arrow to move them to the 
Selected Items box on the right. Then follow instruction above (c.).  
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12. Announcements 
a. In your course, click on Course Tools, then Announcements. 

 
 

b. Click on Create Announcement 
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c. Enter the Subject and Message. Choose if the announcement will be restricted by date. Chose if a copy 
of the announcement will go to student CUW email inboxes.  
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d. You can include a course link. Click Browse. Click on the area in the course you want to include a course 
link. Click Submit. 

 

 
 
 

e. The announcement (with a course link) is complete. 
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13. Email  
(NOTE: email can only be sent in Blackboard Learn. Any subsequent responses will occur in CUW/CUAA 
[Outlook] email.) 

a. In your course click on Course Tools, then Send Email. Choose who you want to send the email (example 
All Student Users). 
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b. Enter a subject, message, and attachments (if desired). Click Submit.  

 
 
 

14. Course Messages 
(NOTE: Course messages stay within the course and are not sent to CUW/CUAA [Outlook] email.) 

a. Click on Course Tools, then Course Messages. To compose a message, click on Create Message. 
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b. Click on TO and select recipients. Click on the arrow to move the selected recipients to the right box. 

 
 

c. Enter a subject and type your message, then click Submit.  

 
 

d. You can view the messages sent in the Sent folder. 
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e. View messages sent to you by clicking on Inbox, then clicking on the message. 

 
15. Panopto 

a. The Panopto Video Link tool is available in your course. To add the tool, click on Content, Tools, More 
Tools, then Panopto Course Tool Application. 

 
 

b. Enter a name. Add an optional description. Click Submit. 

 

 
c. The Panopto link will be added to your content area. Click on the Panopto link. 
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d. Click on Configure. It may take several minutes for Blackboard Learn to configure Panopto. 

 
 

e. You’ll see the courses where you have Panopto added. Find your course, click Add. You can add previous 
semester recordings to your current course if desired. When finished click Submit. It may take several 
minutes for the configuration to finish. 

 

 
 

f. Panopto is now configured for your course. 
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16. Change course theme colors. From the course home page, click on the colorful icon. A drop down menu will 
appear. Click on the color name. The course them colors will be updated. 

 
 

17. Add a course banner.  
a. In your course, click on Customization, then Teaching Style. You can edit the course theme color here as 

well. 
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b. To add a banner, scroll to #6. Browse your computer to find the image to attach, then click Submit. 

 
c.  The image will be added and viewable from your course home page. 

 
 

 


