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Overview 

This article details how you can add HTML content to your Blackboard course. It covers the three main 
ways of working with HTML in Blackboard:  
 

● Using the text editor in Pages or Blackboard Items 

● Adding HTML files created outside Blackboard to a Content Folder 

● Adding HTML files created outside Blackboard to a Learning Module 

 
There are important issues related to HTML in Blackboard, however, which are not covered in this 
article.  These issues concern working with HTML files in the 'Files' area of your Blackboard space; we 
recommend that you also refer to the article How to manage files and file permissions for HTML 
content in Bb and FAQ HTML in Bb for more details. 
 

N.B. Content Collection vs. Files 
Since a 2014 upgrade to Blackboard, the term 'Content Collection' has been replaced by 'Files'. 
However, the new term is not used consistently throughout the system, and you will often encounter 
'Content Collection' to refer to the 'Files' area.  For this reason, some of the screenshots in this article 
show the term 'Content Collection', but in the Blackboard context this is synonymous with 'Files'. 
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Different approaches to adding HTML in Blackboard (Bb) 

When building HTML content in Bb, there are three approaches to choose from. The table below 
outlines the advantages and related issues for each: 

Different approaches to adding HTML in Bb 
 

Approach (method) Advantages  Related issues 

1. Write HTML 
directly into a Bb 
Item or Page using 
the text editor 

● You can edit your HTML directly in 
Bb. 

● It allows you to ‘copy and paste’ 
HTML content from an external 
source into a Bb Item or Page (NB 
the copy and paste buttons in the 
text editor do not work in all 
browsers. Use keyboard shortcuts 
instead). 

● You can attach files to the HTML 
page that you create, in the same 
way you would for any Bb Item. 

 
Good for:  

● (Items) creating short surrounding 
text to give ‘context’ to files and 
materials in a content folder. 

● (Pages) creating longer sections of 
text that open a new screen within 
the main content pane – but using 
the default Bb styling. 

● ‘tweaking’ the HTML that Bb 
automatically creates when you 
add text to the visual text editor of 
a Bb Item or Page. 

● In terms of formatting, your 
HTML will have to use the 
standard Bb styles. If you want 
to use your own CSS then use 
method 2 or 3 below. 

● You cannot use a linked CSS or 
use <style> tags in Bb items. Bb 
will strip out these elements 
upon update/submission.  

● In the HTML view in the visual 
editor, HTML is presented in a 
format that can be difficult to 
edit, particularly if you have a 
lengthy document. You may 
prefer to edit offline in an HTML 
editor such as Dreamweaver or 
NVu and then copy and paste 
your document into the Bb text 
editor.   

● Heading styles are poorly 
defined. Sub-heading styles (e.g. 
Sub Heading 1 and 2) display 
with smaller text than normal 
paragraph text. 

Continued over 
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Different approaches to adding HTML in Bb (continued) 

Approach (method) Advantages  Related issues 

2. Add HTML files to 
a Bb Content Folder  

● You can safely link your HTML 
content to a CSS style sheet for 
formatting. 

● You can fully integrate images, 
audio, Flash and other ‘multi-
media’ content with your text. 

● You can edit html files created 
outside of Blackboard within the 
Blackboard interface. 

 
Good for:  

● larger sections of content that you 
want to appear in the main Bb 
content pane rather than in a new 
window or launching an 
application such as Word or 
PowerPoint. 

● You must edit offline (i.e. 
outside Bb). 

● To update pages, you must use 
the ‘overwrite’ facility of the 
'Files' area of your Blackboard 
space. 

● In order for linked files (e.g. CSS, 
images, audio) to be accessible 
to students, you must set the 
correct permissions in the 'Files' 
area of your Blackboard course 
space on either the files or the 
parent folder (recommended). 

● Students will not be able to 
download content in this 
format. If downloading is 
important, attaching a PDF 
document to a Bb Item is an 
alternative. 

3. Add HTML files to 
a Bb Learning 
Module 

● Learning Modules can ‘wrap up’ 
your HTML pages into a single 
asset, with a navigation menu on 
the left. 

● If you add pages as files, you can 
link to a CSS style sheet for 
formatting without causing 
problems to the surrounding Bb 
interface. 

 
Good for:  

● creating a unified set of pages that 
you want students to work 
through sequentially. Using a 
sequence of HTML pages in your 
Learning Module is an alternative 
to building it with PDF files. You 
may prefer this if you don’t want 
the usual PDF controls 
surrounding your content. 

● As for approach 2 above. 
● When you add HTML pages to a 

Bb Learning Module, create 
them offline and add them as a 
‘file’ (not  as attachments to a 
Bb Item). 

● If you want students to be able 
to download material, then it 
may be better to build the 
Learning Module with PDF files 
rather than HTML. 
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Approach 1: Writing HTML directly in a Bb Item or Page using the text editor 
 
When you create a Bb Item or Page, you can add text using the visual text editor. Bb automatically 
creates HTML ‘behind the scenes’. It is possible to edit this HTML, or even to create your text entirely 
with HTML, by switching to the HTML view in the text editor. 

 

Item or Page: What’s the difference? 

In Bb, Items and Pages are created in much the same way (outlined below). The difference is the way 
they work inside a folder. 

Items are ‘always visible’ within the folder. Students don’t need to click on an Item in order to see it. 
When you add a Page to a folder, however, the page itself is not immediately visible within the 
folder. Students need to click on a link in the folder in order for the page to open in the main content 
pane. 

 
1.1 Inside a content folder, create a new item: Build Content > Item 
 

 
 
(To create a Page rather than an Item, choose Build Content > Blank Page and then follow the same 
steps described below) 
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1.2 Give a name to your Item and add content in the text editor. 
 

 
 
A) Add a name. 

B) Add content in the visual text editor widow and use the edit tools for formatting.  

C) You can switch to the HTML edit mode by clicking  (HTML Source Code). The example given above 
is shown again below in the HTML code mode.  (N.B. If the HTML button is not visible, click on the 
'expand' button in the top right corner of the editing window - shown below - to reveal more editing 
tools.) 

 
 
D) Click Submit 
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If you want to create a large number of HTML pages but keep them within the same Content Folder, 
using Bb Items isn’t the recommended approach. Doing so will, in effect, create a single, long HTML 
page requiring a lot of scrolling to read. Instead, create Pages or choose from Approaches 2 or 3 
outlined in the rest of this article. 

Approach 2: Adding HTML files to a Bb Content Folder 
 
You can add files to a Bb Content Folder which will open for the students inside the main content pane. 
These files can be PDFs or PowerPoint presentations, but they can also be HTML files.  Adding HTML files 
to a Bb Content Folder in effect allows you to add ‘web pages’ of your own design that will open within 
the Bb content pane. This section explains how this can be achieved. 

2.1 Create your HTML file(s) offline using Dreamweaver or similar HTML editor. 

2.2 If necessary, create a ‘root’ folder offline which holds your HTML page(s) and any related, dependent 
files such as CSS style sheets, images, audio, etc. 

TIP:  
● Creating a root folder  for your HTML related files in the Bb 'Files' area will allow you 

to use relative paths in <a href = “  ”> tags to reference dependent files kept in the 
same root folder. 

● Give your root folder a meaningful name that will make it easy to locate once you 
have uploaded it to the Bb 'Files' area of your Blackboard course space. 

 
2.3 Upload your root folder, or your single HTML file if there are no dependent files, to the Bb 'Files' 
area (a.k.a. Content Collection) using the drag and drop interface *: 

 

Click on Files on the left hand menu and choose the course 
specific 'Files' area (the top of the Files list, with the course 
code). 
 

 

In the Bb 'Files' pane, Click Upload > Upload Files . 

 

Make sure Multiple Files is selected (top right) and drag and 
drop * your pre-prepared HTML files or root folder containing 
all your HTML related files from My Computer (or equivalent 
)into the target space in the centre of the Bb 'Files' pane. 

 

Click ‘Submit’. (You may need to scroll down the screen for the 
‘Submit’ button to appear.) 
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Your root folder will now appear in the Bb 'Files' list of folders 
and files. 

2.4 Set permissions for your HTML and related files so that your students will be able to see the HTML 
content correctly. For details on how to do this, refer to this related article: How to: Manage files and 
file permissions for HTML content in Bb. 

Once you have the HTML pages and any related files in the Bb 'Files' area of your Blackboard course 
space, you need to make them available to students by adding them to a content folder in the student-
facing side of Bb.  

2.5 Come out of the Bb 'Files' area and in the main Bb content pane navigate to the folder you would 
like the HTML content to appear (or create a new content folder). Inside the folder, choose: Build 
Content > File: 
 
*N.B. The drag and drop feature requires Java to be enabled in your browser, and some browsers no longer allow 
Java to run at all (e.g. Google Chrome from Sept 2015). If the drag and drop feature appears not to be working, try 
one of the following: 
 - enable java in your web browser. 
 - switch to a java compatible browser e.g. Firefox (at the time of writing). 
 - use the 'Single file > Upload Zip Package' option. 

 

 

 

2.6 Click Browse Content Collection and select the HTML file you wish to add. On clicking Submit you 
will be given the following choices regarding file permissions: 

 

If you are uploading only a single HTML file with no dependent files, then select ‘Give Users access to 
this file only’.  If your HTML pages have dependent files (CSS or related media content), refer to this 
related article: How to: Manage files and file permissions for HTML content in Bb 

2.7 Give your file a name – essentially this name will be the link that students click on in the content 
folder in order to open the HTML file. 
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2.8 Under ‘Standard Options’, ensure that ‘Permit Users to View this Content is set to ‘Yes’. 
 

 
 
2.9 Click Submit (you may need to scroll down the page to reach the ‘Submit’ button). 
 
A link to your HTML page has now been added to the content folder (as in the screen shot below). To 
check it from a student’s perspective, switch Edit Mode off, navigate to the content folder and click on 
the link. Your newly added HTML page(s) should open in the main content pane. 
 

 
 
IMPORTANT NOTE:  Edit Mode off or Student Preview may not show exactly what students see 
You should be aware that, although you are able to view files in Bb with Edit Mode off, or in the 
Student Preview,  it does not follow that students will be able to do so.  This is because, as a member 
of staff, you are granted ‘Read’ permission for all files in the 'Files' area of your Blackboard course 
space. However, students do not have ‘Read’ permission for files as a default. In some circumstances 
this must be set manually in the 'Files' area (a.k.a. Content Collection).  For more details, refer to this 
related article: How to: Manage files and file permissions for HTML content in Bb.  

 
The screenshot below shows how the HTML file appears to students inside the content pane (after 
clicking the link in the content folder). 
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In the example above, the HTML page includes an image and some styling using CSS. For these to work 
correctly in Bb, it is important that: 

● any dependent files are referenced correctly in the HTML document. 

● file and folder permissions are set correctly in the Bb 'Files' area (a.k.a. Content Collection).  

For more details on these issues, see the articles on How to manage files and file permissions for HTML 
content in Bb and FAQ HTML in Bb. 
Editing html created outside of Blackboard 

Should you wish to edit html files that were created outside of Blackboard you can either 
1.  Return to the editing software such as Dreamweaver, update the file and then re-upload the html file to 

the 'Files' area (a.k.a. Content Collection), or 

2.  Edit within Blackboard by clicking on the chevron next to the html file and selecting Edit in Blackboard. NB 

this will only update the instance of the file within Blackboard and will not update the original file held on 

your computer: 

 

 

 

 

 

or 

3. Locate the file in the course 'Files' area or the File Manager. Click the chevron at the end of the file name. 

Choose Edit in Blackboard from the drop down menu that appears. 
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Approach 3: Add HTML files to a Bb Learning Module 

Adding HTML files to a Learning Module is much the same as adding HTML files to a content folder. The 
only difference is that you must first create your Learning Module. For details on how to create a 
Learning Module, refer to the related article How to: Create Learning Modules in Bb. 

3.1 Create your HTML pages and related files off line and save them in a root folder. Upload your folder 
to the Bb 'Files' area (a.k.a. Content Collection) of your Blackboard course space as described earlier of this 
article (Section 2.1 – 2.3). 

3.2 In the student facing side of Bb, create a new Learning Module in the content folder of your choice. 

3.3 Open the Learning Module and add your HTML files: Build Content > File. 
 

 

 

3.4 Add the HTML file(s) you want from the Bb 'Files' area to the Learning Module: 
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Browse the Bb 'Files' area to find the 
root folder you created where all 
your HTML files and related files are 
stored.  
 
Select the file you want to add and 
click Submit. 

  

Select the correct file permissions. 
For more details, refer to this related 
article:  How to: Manage files and file 
permissions for HTML content in Bb 

In the ‘Name’ field, give the file a more meaningful name. This name will 
appear in the Learning Module’s menu. By default, Bb uses the file name 
and extension, so it’s best to change this. 
 
3.5 Scroll down and click Submit. 

 

 

The HTML file has now been added to 
your Learning Module.  

 
3.6 Switch Edit Mode off in order to see what the finished file looks like from a student’s perspective. 

The screenshot below shows how the HTML file appears to students inside the Learning Module.   
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IMPORTANT NOTE:  Edit Mode off may not show exactly what students see 
As noted earlier, you should be aware that, although you are able to view files in Bb with Edit Mode 
off, it does not follow that students will be able to do so.  For more details, refer to this related 
article: How to: Manage files and file permissions for HTML content in Bb. 

 

In the example above, the HTML page includes an image and some styling using CSS. For these to work 
correctly in Bb, it is important that: 

● any dependent files are referenced correctly in the HTML document. 

● file and folder permissions are set correctly in the Bb 'Files' area (a.k.a. Content Collection).  

 
Again, for more details on these issues, see the related articles: How to manage files and file 
permissions for HTML content in Bb and FAQ HTML in Bb. 
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