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File Permissions in Blackboard 

Why are file and folder permissions important?  

Permission settings for files and folders allow anyone who is responsible for building 

and managing courses to determine who has access to content and what they can do 

with it. Setting appropriate permissions in Blackboard will ensure that:  

• students can see the content that they need to see, and only those files.  

• colleagues can edit, replace or delete content if needed.  

Permissions are also important because, if not set correctly, students may not be able 

to see the material that you have deployed to a student-facing Content Folder. This is 

because, in order to make files from the Blackboard Files area available to students, the 

following two conditions must be met:  

• the files are deployed to the student-facing side of Blackboard ( i.e. added to a 

Course Content folder)  

• the permissions are set appropriately for the files in the Blackboard Files area. 

Usually, when you ‘deploy’ a file, the correct permissions are set automatically: 

Blackboard allows ‘All Course Users’ (which includes students) to ‘read’ the deployed file. 

However, on some occasions, e.g. when a document is linked to a test, you will need to 

manually set those permissions. The next section explains how to do this.  

Permissions in Blackboard  

Files and folders held in the Blackboard Files area are not equally accessible by all 

Blackboard users. Whether or not you can view a file or folder, and what you can do to 

it (e.g. view it, change it, delete it), depends on:  

• Your Blackboard Role (e.g. Administrator, Lecturer, Course Builder, Student).  

• The permissions you have been given for that file or folder (Read, Write, Remove, 

Manage).  

 

The table below shows the permissions that have been set as default at the University 

of Manchester (i.e. for any files or folders when they are first uploaded. 
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Terminology: 

• Read means being able to view a file 

• Write means being able to edit a file. 

 

If you upload a file to the Files area of your course, it will inherit the default permissions 

for your course. (See Table 1 above). The default set of permissions does not include 

access for Students. 

For Students to be able to access (i.e. read) your uploaded files, you need to give them 

permission.  

How to Change or Add Permissions 

With Edit Mode ON, in the Control Panel on the left-hand side of Blackboard, click on 

‘Files'. 

 

 

 

 

 

 

 

Then click on the ID of the Bb space you’re in to see the folders and files that are saved 

there. 

Browse the Files area until you find the file you want to change the permissions on.  

Default permissions 
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Click on the drop-down menu next to the file name (click on the downward pointing 

chevron) and choose Permissions. 

  

 

 

Alternatively, you can click on the Permissions icon on the right of the Files area. 

 

You will see a default list of Roles and their associated Permissions (see Table 1 above). 

Press the downward-pointing arrow next to Select Specific Users by Place, and select 

Course.  

 

 

 

 

 

 

 

 

From the Choose Courses section, select the course you are working in: 
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Scroll down to the Select Roles section, and tick Student. 

 

 

 

 

 

 

 

 

 

 

Scroll down to the Set Permissions section, tick Read then Submit.  

 

 

 

 

 

 

 

You will now see that the Student role has been added to the User List. 
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You can continue to give students Read access to individual files, or you may prefer to 

give them Read access to a whole folder.  

The process to do this is the same as for an individual file but you select the downward-

pointing arrow next to the folder name. 

 

 

 

 

 

 

 

 

 

Now, when you deploy a file from the Files area into a Content area of your course, your 

students will be able to see it. 


