
 Created by Melissa White, Ingham ISD, July 2009 
 

 

 

 

 

 

 

 

 

 

 

 

 

_____________________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

Creating a Folder and 

Uploading an Item 

In this tutorial we will learn how to add material to the button 

called Information. This happens to be a content button not a tool 

button which means it is a blank slate to which you can add 

information and materials. (Note the white box on the Information 

button. This will go away once we add content. This box tells us 

that there is no content currently on this button.)  

So click on the button called Information. Then you 

will see the following above which are Create Item, 

Build, Evaluate, Collaborate and More. Note that 

each of the items on the Navigation bar except for 

Create Item have arrows next to each item. When 

you click on these arrows, there are selections 

under each of them.  



 Created by Melissa White, Ingham ISD, July 2009 
 

 

_____________________________________________________________________________________ 

 

 

_____________________________________________________________________________________ 

 

Under Build we find a number of 

Items to select from, but in this 

tutorial we will be concentrating on 

Create Folder.  

Under Evaluate, there are items for 

Creating Tests, Surveys, Assignments, Safe 

Assignments, and Self and Peer 

Assessment.  

Under Collaboration are the tools 

which the instructor and students 

will use to communicate and 

collaborate with each other.  
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Under More are a number of 

Advanced features of Blackboard to 

enhance your online classroom.  

Now we are ready to begin adding 

material, but first we want to create 

a Folder. So under Build, select 

Create Folder. Then name the folder 

Images and choose the Text color. 

Next you may write a short description 

about the Folder contents. (this is 

optional, not required) 
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Next you will want to select Yes for both selections 

under Options and then you may also select date 

restrictions. Then click on Submit and you have 

created a Folder! 

So now we have an Images folder with a 

short description of its contents. Next click 

on the Images Folder. 

As you can see the folder is empty. Now we are 

going to put material into the folder. Click on 

Create Item.  
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First you have to name the Item. It is 

mandatory. You can color code the 

text. We will name this item Photo.  

You can type information or attach a file, 

photo, audio file, flash file or video file. If you 

type text or attach a video or image file here 

it will physically appear on the page. You may 

do this, but the load time will be longer than 

if you attach the file via the instructions 

below.  

So we have named the Item Photo. 

Then type short text to describe the 

item and then scroll down the page 

until you see Attach Local File. Click 

on Browse and locate the file (and in 

this case a photo) and select the 

Photo and click on Open.  


