
How to use the Document Package Feature 
 
The Document Package feature will allow you to upload many documents into Blackboard at one 
time. You will need to be able to create a .zip folder of the documents that you would like to 
upload, we will cover this in this tutorial.  In this scenario we have a series of documents 
pertaining to Chapter One in a folder, there is a PowerPoint document and a Word document 
with notes, there is also a folder called Data with some spreadsheets in it. 
 

1. Put all of the documents that you want to upload into a folder. Here we show a folder 
called Chapter1 with all of Chapter One’s documents in it. 
 

 
 
Inside Chapter1 folder 

 
 
Inside the Data folder  

 
 



2. To create a .zip version of the Chapter1 folder right click on the folder, choose “Send To” 
and then choose “Compressed (zipped) Folder”. 
 

 
 

 
3. This will create a .zip version of the folder that you should see in the same folder or 

direcoty as your original folder.  Here, we created the compressed folder on the desktop 
so the .zip appears on the desktop but this will work in any directory or folder. 
 

 
 



4. Now that you have created the .zip folder go into a Blackboard Content Area Button 
(here we are in Course Documents) where you would like to put the documents and click 
on the “Edit View” link in the upper right hand corner. 

 
 

5. From the drop down list on the left choose Document Package and then be sure to click 
the “Go” button and not the “OK” button. 

 
 



6. On the next screen skip down to step two and click the browse button. 

 
 



7. In the dialog box that opens we are going to find the Chapter1.zip folder that we created, 
choose it and click on the Open button. 

 
 

 



8. Then click the Submit button 

 
 

9. On the confirmation page click on the OK button. 

 
 



10. You will now see a folder called Chapter1 in Blackboard which has all of the documents 
and folders from the Chapter1.zip folder inside of it. 

 
Here we show that both the documents and folder are inside the Chapter1 folder 

 
Here we show that inside the Data folder are the two .xls files. 

 


