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Creating an Organization 

Contact Jeffrey Rohrlick, Instructional Technologist (ext. 4670) to request an 
administrative account for Organizations. Once this is set-up follow the 
instructions below. 
 

1. C l ick on the System Admin ist rat ion Tab 

 

 

3. Enter your Organization Name, Organization ID, and then in step four, enter 
your User ID in the Manage User Name f ie ld  
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Adding and deleting Users in your 
Organization 

1. Click on the List Modify Organizations Link on the System Administrator tab. 

 

2.  Search for your organizat ion. 
3.  Then Cl ick on your Organizat ion Propert ies Button. 
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4. At this point you can add users, delete users, or modify users. Modify users 
is used to change organization participants to organization managers if you 
want to give them increased priviledeges in the organization. 

5. Whatever you pick, you will be asked to search for the users. For Cadets, use 
their last name when the last name option is checked. Currently, when you 
search for Faculty, use their first name when the last name option is checked. 
If all else fails, try using their user ID. 
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6. Once you find your participant, but a check in the box and then click submit. 
They will then be added, deleted, or modified in your organization. 
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Steps to Build Your Organization 

1) Click on the Community Tab or click on your organization in the My USMA Section 
t o  a d d  c o n t e n t  t o  y o u r  o r g a n i z a t i o n .  
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2) This is your organization! This is how it will look to Faculty, Staff, and Cadets that 
view it. There is a global navigation bar to the left of the screen. This information is 
specific to your Organization. 

 
To add information or modify your organization, select the Control Panel Button (only 
the organization manager will see this button). 

 Note- Notice the breadcrumb 
navigation structure – it will 
indicate which organization you 
are in

Click on control 
panel to modify or 
add content to your 
organization

Global 
Navigation - 
organization 
specific 
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3) The Control Panel is where you will add content and manage your organization. 
The image below indicates the main areas were content is added. 
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Add an Announcement 
You must start at the Control Panel. The Announcement page is the first page 
students see in your organization. 
 
1) From the Control Panel, select the Announcements hyperlink from 

the Organization Tools Section. 

 

2) Next, select the Add Announcement button. 

 

3) Type a title for your announcement under the Subject field and your message 
in the Message field. 

Click the 
Announcements 
hyperlink to select 
it 
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4) Next, select your options. You may choose to always show the announcement or 
to  res t r i c t  the  announcement  to  ce r ta in  da tes .  
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5) Select Submit to add your Announcement to your Announcement page. 
 
6) A Content Receipt Screen will appear to verify your announcement has 
been added. 

 

7) On the Announcement page, you can see the Announcement that you just 
added. You have the option to Modify or Remove it from your organization. 
You also have the option of adding another Announcement to your 

 

 

Remove 
Announcement 
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Adding Content to your 
Organization 
The process to add a content to your organization is one you will use over and over 
again in Blackboard. This process is used for adding files in Information and 
Documents. For this exercise we will select Documents to add a piece of content, and 

to serve as an example for adding materials in other parts of your organization. 

Notice that you can add a number of different file types. Each is explained below: 
Add Item: Allows organization managers to upload content as text or as a file 
attachment 
Add Folder: Allows organization managers to create folders to organize materials 
Add URL: Allows organization managers to point to external web resources Add 
Course Link: Allows organization managers to link to other items in their courses. 
All items that appear in the Course Map can be linked to from this area. Add Test: 
Allows organization managers to create links to Blackboard online tests. Add 
Learning Unit: Learning Units enable the organization manager to set a structured 
path for progressing through a set of content within a course. 
 
In order to add a file, we will choose Add Item 

Click on the 
Documents 
Hyperlink to 
add your 
content 
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Add Item Option 
1) The Add Item Option begins by having you select what this item will be. For our 

purposes we will add a Syllabus. If you would like to attach a document, select 
or type in your t i t le and then go to step 2. 
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1) Select your title or
Select Other to type 
your own title

1a) You can add
your own title by
typing it in here

2) If you are starting from 
scratch, type in information 
here. Alternatively, you can 
give a description of the item. 
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1a)  You can attach a Microsoft Word document instead of typing or cutting 
and past ing your document. 

1b)  Select Browse to find your document. Note - Your window may look 
different. Select open. 

If you cannot find it in the folder 
you saved it in - Select All File 
Types and look for it again 
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document. Link to file is a good 
default choice. 

 

1) Select the  
folder that you
saved your 
document in 
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2) Select any options that you would like or leave the default options. Click Submit 
w h e n  y o u  a r e  f i n i s h e d .  

  

Decide if you want to make the content 
visible to your organization participants

By choosing date restrictions, you can 
make content available for specific 
periods of time 

Track 
views – 
how many 
times are 
people 
coming to 
your site – If 
you want to 
know this 
select YES 
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3)  A Content Receipt Screen will appear to verify your content has been 
added. Click the OK button to go back to the Course Information 
screen. 

 

4)  To Modify or Remove the information that you just added, click on 
t
h
e
 
a
p
p
r
o
p
r
i
a
t
e
 
b
u
t
t
o
n
. 

This is the order 
in 
which your 
information is 
listed on this 
page. You can 
change this 
number by 
pulling this 
arrow down and 
selecting another 
number – You 
must have more 

 

Modify an item – the screens that you 
just worked through will appear. You can 
add, change, or remove information from 
those fields. 

Remove Item 
completely 

Click OK to go 
back to the 
Control Panel 
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Congratulations! You have just added a piece of content to your organization. Next, we 
will add a folder and PowerPoint lecture to your organization. 
 
Add A Folder 

1) To add a folder, select the Add Folder button under Course Documents. 

 

2) Select a Name for your Folder or type your own Name for your folder. Select the 
color of your Title and brief information that you may want to add about your 
folder contents. 

3) Select your Options for your Folder. You have one option – Do you want to make 
your folder visible now or do you want to wait until later to make it visible? 
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 Select Add 
Folder to add a 
folder 

 

 

2) Choose a 
color for 
Folder 
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4) Select Submit to add your Folder to your Documents page. 
 
5) A Content Receipt Screen will appear to verify your content has been 
added. 
 
6) Congratulations! You have added a folder to your Documents Screen. Next, 

you will want to add content to your folder. 
 
Add Content to your New Folder 
 
1) Add content to your Documents Folder. 

 

2) Next, Select Add Item to add content to your folder. 
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title of your 
folder to open it 
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3 )  F o l l o w  s t e p s  f o r  Add Item a s  s h o w  p r e v i o u s l y .  
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Sending Email 
1)  Blackboard can be used to send email to other email systems. To do this, 

from the Course Control Panel, select Send E-mail hyperlink from the Course 
Tools Section. 

 

2)  Select whom you wish to E-mail. For this excercise, choose All Users. 
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3) Type in Subject, Message, and add attachment if appropriate. Then click the 
Subm i t  bu t t on  t o  s end  the  message .  
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Creati ng a Discussion Boa rd Foru m 
1)  From the Control Panel, select the Discussion Boards hyperlink from 
the Organization Tools Section. 

3) From the Course Control Panel, select Add 

Forum

5)  Enter Forum Title, Description, and Forum Settings (optional) and then click 
the Submit button. 

Click on Add

Discussion 
Boards 
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4) Your forum has now been created. To begin posting to the Discussion Board click 
o n  t h e  F o r u m  N am e .  
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Click on the Forum name to begin 
posting the Discussion Board 
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5)  Cl i ck  on Add Thread to  c reate  a  d i scuss ion thread.  

 

6)  To post a message, enter subject and message text. There is also an 
option to a t tach a  f i l e  to  the  post ing.  
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7 )  To manage message, click on the show options 

 

7 a )  The show options screen will appear. Options details are listed below: 

• Select All - select all threads and messages in the forum 
• Unselect - unselect the messages selected 
• Invert - unselect the threads and messages that have been selected and select the 

threads and messages that have not been selected 
• Read - mark messages as read 
• Unread - mark messages as unread 
• Collect - view multiple threads or messages 
• Lock - lock a thread or message 
• Unlock - unlock a thread or message 
• Remove - remove a thread or message 

Discussion Board Show Options Menu 
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8 )  To view the message, click on the subject listing. 

9) The message content is displayed. To reply, click on the reply button on the right side. 
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Click on question subject 
to view message 


