
Add a Syllabus – Open a Discussion Forum – Make course available 

Add Syllabus 

1. Login to Blackboard at blackboard.capital.edu with your capital credentials 

2. Locate your course – note that current courses have a course ID that ends in 09FA and click on 

the link even though it will say unavailable next to the course. 

 

3. In the course click on the “Course Information” button (second button down) 

 
 

4. Then click on “Edit View” in the upper right hand corner 

 

 



5. Click on the first icon on the left says “Item” with a plus sign next to it. 

 
6. In section 1 enter a name and any descriptive text that you may want to add  

 
7. Scroll down to section 2 and click the “Browse” button and use the dialog box that opens to find 

your syllabus 

 
8. Click Submit 

  
 

Open a Discussion Forum  
1. While still in the course click on the “Discussion Board” button (seventh button down) 

 



2. Click on the button that says “Forum” with the  plus sign next to it  

 
3. In section 1 you must give the Forum a name – this could be as simple as General  

4. In section 3 review any of the settings that you may want to use 

 
5. Click Submit 

 

Turning on the course 



1. Click on Control Panel in the boxes on the left under the purple buttons 

 
 

2. Go to “Settings” under Course Options 

 



3. Click on “Course Availability” (Second link down) 

 
4. Choose Yes 

 
 

5. Click Submit 

 


