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Blackboard: Control Panel Basics 
 
Once you log into your course in Blackboard, click on the Control Panel to make 
changes. 

 
Content Areas: 
To add content to your course like a syllabus, assignments, or external links, 
click on the desired Content Area.  Once there, click on one of the icons below: 

 
Fill in your information, attach any documents you want to attach and then scroll 
down and click SUBMIT.   
 
Course Tools: 
Announcements  

• To add an announcement to click on the Announcements link 
• Click on the Add Announcement icon 
• Fill in your information and then scroll down and click SUBMIT.   

Staff Information 
• To add your contact information click on the Staff Information link 
• Click on the Add Profile icon 
• Fill in your information and then scroll down and click SUBMIT.   

Send Email 
• To send an email to some or all of the students in your class click on the 

Send Email link 
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• Choose who you want to send your email to and click that link.  For 
example: All Users would send an email to everyone in your class. 

• Fill in a subject and a message, add an attachment if desired and click 
SUBMIT 

 
Only fields with red stars next to them are required. 

 
Course Options: 
To make your course available, click on the Settings link under Course Options.  
Then, click on Course Availability.  Choose the YES radio button and click 
SUBMIT. 
 
  
 
 
 


