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Uploading your syllabus to Blackboard gives your students anytime-anywhere access to your course objectives, 

protocols, and information about student and instructor expectations.  

Uploading your Syllabus as a File 
1. From the Blackboard course menu, click “Syllabus”.

2. Hover over the “Build Content” tab at the top of the page. Select “File”.

3. Type “Syllabus” into the “Name” field.

4. Use the “Browse My Computer” button to find and upload your syllabus

file (PDF or Word docx files are recommended). Recommendation:

Confirm that you have attached the correct file by checking the file name
displayed on the “Selected File” line. Use the “Select a Different File”

button to select a different file if you attached the wrong file.

5. Under “Standard Options” confirm that “Yes” is selected on the “Permit Users to View this Content”

option.

6. Click “Submit” at the bottom of the page. Your file will appear within your Syllabus page.
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Uploading your Syllabus as an Item 

1. From the Blackboard course menu, click “Syllabus”.

2. Hover over the “Build Content” tab at the top of the page. Select “Item”.

3. Type the “Syllabus” into the “Name” field

4. Copy and Paste your syllabus content into the “Text” box. Use the

keyboard short cut ctrl + v for PC or cmd + v for Mac.

Please note that your formatting will not completely carry over to

Blackboard.

5. Use the “Browse My Computer” button

to find and upload your syllabus file so

that your students can have a printable

version.

6. Under “Standard Options” confirm that

“Yes” is selected on the “Permit Users

to View this Content” option.

7. Click “Submit” at the bottom of the page. Your Syllabus text and file will appear within your Syllabus

page.
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Building your Syllabus with the Syllabus tool 

1. From the Blackboard course menu, click “Syllabus”.

2. Hover over the “Build Content” tab at the top of the page. Select “Syllabus”.

3. Type the “Syllabus” into the “Name” field.

4. In the “Syllabus” field select “Create New Syllabus”. Click “submit” to proceed.

5. Rename the 3 “Headings” as you see fit.

Please note you will be unable to add more than 3 headings.

6. Type or Copy/Paste your syllabus text into the “Body” boxes beneath each heading.

7. Under “Standard Options” confirm that “Yes” is selected on the “Permit Users to View this Content”

option.

8. Click “Submit” at the bottom of the page. Your syllabus will appear within your Syllabus page.


