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Organizing Your Course

Creating an online course where users spend their time engaged in learning and interaction relies on establishing a course 

structure where content is easy to identify, navigation is intuitive, and tool placement �ts in logically with the course design. 

Organizing all the elements of an online course so that students and instructors consistently have a positive experience 

requires up-front planning and ongoing adjustments throughout the run of the course.

ISSUES AND ANSWERS

Issue: Students are having 
a hard time finding tools and 
content in the course.

Answer: Navigate as a student 
would to �test� your folder 
structure in your course. Turn 
off tools that are not being 
used so students don�t run into 
any dead ends. Make Course 
Menu names relevant and 
meaningful to your audience. 
Keep folder names consistent 
and relevant.

LiNKS

Syllabus Builder Flash Tutorial

ht tp : //www.b lackboard .
com/corp/objects/images/
quicktutorials/syllabusbuilder.
swf

TRANSlAtiNG PApER tO ONliNE

Syllabus • Course Menu • Folders

The heart and organizing structure of any course, a syllabus can be the first document that 
is translated into Blackboard. A syllabus can be added to a course in a variety of ways. An 
existing syllabus can be uploaded to a course directly from the local computer and linked to 
a content page. Students can click on a link and open the syllabus in the course. To have the 
flexibility of changing the Syllabus and insuring that students always have the latest version, 
upload it to the Content System.  It can be linked to one or many courses. A new syllabus can 
be created directly inside a course using the Visual Textbox Editor or the Syllabus tool. 

Using the syllabus as a scaffold, build the course structure by creating a conventional system 
of folders and sub-folders. Folders set up a course hierarchy and can be used to group related 
material into logical sections based on a theme or a schedule. For example, a theme-based 
course site may group similar content items together, such as placing all assignments in one 
folder, lecture notes in another, and external resources in another. The course could also be 
presented using a schedule-based structure, where folders group content items that are used 
within the same time frame together, such as all material for �Week One� in one folder and all 
material for �Week Two� in another. Use a combination of organizational techniques to best 
represent the structure of your course and the needs of the students. 

The Course Menu, located in the left frame is a visual representation of the organization of 
your course, and will guide students through it, helping them find course materials quickly 
and easily. If the course structure has a deep hierarchy of nested folders, consider setting the 
default Course Menu to Detailed View, so students see and can navigate to exactly where 
they need to go. If your course structure is flatter, set the default Course Menu to Quick View 
to streamline navigation.




