
Adding a Document to the Content Collection 

 
1. Access your 

Blackboard  
Course and click 
on the Content 
Collection tab. 

 

2. You will see the 
My Content Area. 

 



3. Click on Upload 
File. 

 

4. Click on Browse 
and find your file. 
Select options.  
For example, 
Share Comments. 

 

5. Submit. 

 



6. You will receive a 
message that your 
file has been 
created.  

 

7. Next, click on the 
down arrow, and 
click on 
Permissions. 

 

 

 

 

 

 

 
  

8. Choose 
Permissions and 
click OK. 

 



9. Your file is now in 
the Content 
Collection. 

 

 


