
Course Options: Menu Design Settings 
Goucher College 

 
Navigation: Menu 

This module will 
explain how to make 
changes into the design 
of the buttons, and how 
to display or hide the 
tool box.  

1. Navigation 
Menu (Buttons) 

2. Tool Box 
 
Buttons are the quick 
view of the menu in 
Blackboard 
 
Note: It is not 
recommended to have a 
long navigation menu. 
Select the important 
areas to be displayed as 
buttons. What is inside 
Communication and 
Course Tools can be 
available from the 
Tools area.             
 
Click on Detail View 
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Detail View shows 
links to files instead of 
buttons. From this view 
participants may 
expand (+ sign) to view 
everything available in 
each page. Using 
collapse (– sign) will 
show only the name of 
the page. 
 
To return to the 
buttons’ view of the 
menu, click on Quick 
View 

             
Course Options 

Click on Control Panel  
 
Note: From the Control 
Panel, instructors 
manage their courses. 
Only instructors have 
access to the Control 
Panel. 
 
 
 

 
 
The Control Panel has 
six sections. This 
module will explain 
some functions in the 
Course Options 
section 
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From Course Options 
this module will 
describe: Manage 
Course Menu, 
Course Design, and 
Settings 
 
Note: Some options are 
not explained because 
instructors will not need 
to change the default 
settings.  

 

Manage Course Menu 
 
Click on Manage 
Course Menu 

 
 
Manage Course Menu 
page opens 
 
In this page, instructors 
will see the names of 
the course menu 
buttons. Instructors may 
Modify, Remove and 
Add buttons to the 
menu from this page. 

    
 
Click on Modify 
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The Update Area page 
opens 
 
From this page 
instructors may modify 
the name of the buttons 
using the list provided 
or may type a new 
name inside the 
textbox.   
 
Note: Buttons should be 
available for students to 
access the materials 
inside. If available is 
deselected the button 
will be visible, but 
students will get a 
message denying them 
access.  
 
 
Click on the arrow to 
open the dropdown 
menu and view the 
available options. 
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Select a new title 

 
 
If the selection does not 
have a title that fits your 
needs, type a new title 
inside the textbox. 
 
Click Submit to accept 
the changes.  

 
 
A Receipt is given if 
the update was 
successful. 
 
Click OK 

 
 
On the Manage Course 
Menu page, the new 
name for the button has 
been updated 
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Click Remove to delete 
a button     
 
A window warning 
explains that removing 
a button will erase all 
content.  
Note: Adding content to 
each page will be 
explained in another 
module. 
Click OK to remove the 
button 

 

 
From Manage Course 
Menu, instructors may 
Add different buttons: 
• Content Area 

buttons 
• Tool Link buttons 
• Course Link buttons 
• External Link 

buttons 
 

 
Click on the Add 
Content Area button 

 
 
The Add New Area 
page opens 
 
Click on the combo box 
to view the options 
available for selection. 
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If the titles provided are 
not appropriate, type a 
new one inside the 
textbox 

 
 
After typing a new 
name, click Submit.  
 
Note: To make the 
button available, the 
Available for 
Student/Participant 
users square box should 
be selected.  
Guest and Observer 
access are part of the 
System Administrator 
options.  

 
 
A receipt is given. 
 
Click OK 
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The name of the new 
button appears at the 
end of the list. To 
change the order, click 
on the combo box, and 
select a number 

               
 
Changes made from the 
Manage Course Menu 
page appear 
immediately in the 
student’s view of the 
course.  

    
 
Click Add Tool Link 
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Select the type of tool 
to add to the menu. In 
this example the tool is 
Homepage 

 
 
After the tool is 
selected, type a Name 
for the button. 
 
Click Submit 
 
Note: Red asterisks (*) 
signal required fields 
that instructors need to 
complete by typing the 
information inside the 
textbox. 

 
A receipt is given. 
 
Click OK.  
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The tool button labeled 
Personal Pages appears 
as the last button.  

 
 
Adding a Course Link 
to the menu. 
 
A course link is a menu 
button that links to a 
part of the course 
already available in one 
of the pages.   
 
Type a Name for the 
course link 
 
Click Browse to locate 
the part of the course to 
be linked. 
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The Select Course 
Link window opens 
 
Select the part of the 
course to be linked. 

 
 
In Location, the path to 
the page inside 
Blackboard 
automatically appears.  
 
Click Submit to accept 
the new button. 

 
 
A receipt is given 
 
Click OK 
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Select External Link to 
add a button that links 
directly to an external 
Web site 

 
 
 
Type a Name for the 
button, and the 
complete URL address.  
 
Check Open in a new 
window  
 
Click  Submit 
 
 
 

 
 
A receipt is given 
 
Click OK 
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All the buttons added to 
the menu appear in the 
list. You may change 
the order by selecting a 
different number for 
each button.  
 
 

                
Course Design 

 
From the Control Panel 
click on the Course 
Design link 

 
 
The Course Design 
page opens 
 
Click on the Course 
Menu Design link.  
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The Course Menu 
Design page opens 
 
In this page, instructors 
select the design, color, 
shape, and style of the 
menu display.  
1. Menu Style: select 

between Buttons or 
Text menus. 

2. Style Properties: 
Select between 
Pattern, Solid or 
Stripe for the 
button type. Check 
the shape between 
Rectangular or 
Rounded. Select 
the Style and color 
from the combo 
option or Gallery of 
buttons 

3. Click Submit after 
making changes 

        
 
From the Course 
Design page 
 
Click on Manage 
Menu Display Options 

       
 
The Menu Display 
Options page opens 
 
By default the system 
allows both views of 
the Menu, Detail and 
Quick. That is the 
recommended approach 
for participants. 
 
Click Submit after 
changing the options 
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A receipt is given 
 
Click OK 

 
 
Click on Manage Tool 
Panel 

 
 
The Manage Tool 
Panel page opens 
 
In this area, instructors 
may select to display 
the Communication, 
Course Tools, and 
Course Map buttons in 
a separate Tools area. 

 

 
Select Quick View 
Tool Panel Options 
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The Quick View Tool 
Panel Options page 
opens 
 
1. Select Yes to have 

the Tool Panel 
displayed below the 
Menu button 

2. The name given 
automatically is 
Tools 

3. Select the color for 
the box and text 

4. If you revert to the 
system defaults, the 
box will not be 
visible. 

5. Click Submit after 
changing the 
options. A receipt 
will be given.  

 
Click on Detail View 
Tool Panel Options 

 
The Detail View Tool 
Panel Options page 
opens. 
 
Make selections as 
recommended in the 
previous page. 
 
Click Submit after 
changing the options. A 
receipt will be given. 
 
Note: If you choose to 
display the 
Communication and 
Course Tools in a 
separate Tools area, 
make sure to remove 
them from the main 
menu.  
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Click OK  
 
Note: After clicking the 
OK button, the page 
goes to the Control 
Panel page. From 
Control Panel go to 
Course Design. 

 

 
From the Course 
Design page 
 
Click on Course 
Banner 

       
 
The Course Banner 
page opens 
 
1. The example shows 

the current banner 
which appears in the 
Announcements 
page. 

 
To upload or change the 
banner: 
2. Click on browse to 

select a local file in 
your computer, and 
click open. The path 
to the file will show 
inside the textbox. 
The banner must be 
an image (jpeg). 

 
To remove a Banner: 
Check the box next to 
Remove this banner. 
 
After making changes 
click Submit 
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Manage Tools 
 
Note: Do not change 
the default settings  

 
Settings 

 
From Control Panel, 
click on Settings 

 
 
The Settings page 
opens 
 
Click on Course Name 
and Description 
 
Note: Not all links are 
explained because some 
do not need to be 
changed or are not 
available to instructors. 
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The Course Name and 
Description page opens 
 
1. Change the Course 

Name if it is not 
appropriate. Write a 
short description of 
the course. This 
information will 
appear in the course 
list of Blackboard 
courses at Goucher. 

2. You do not need to 
change 
classification 

3. Click Submit after 
changing the 
information. 

 
 

 
A receipt will be given 
after changes are 
successfully updated. 
 
Click OK 

 
 
From the Settings page 
 
Click on the Course 
Availability link 
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The Course 
Availability page opens 
 
1. To be visible to 

participants Yes 
should be selected. 

2. Click Submit after 
changing 
availability. 

 
 
From the Settings page 
 
Select Course 
Duration 

 
 
The Course Duration 
page opens 
 
Select the Continuous 
option 
 
Click Submit 
 
Note: Continuous is the 
default in all courses. 
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From the Settings page 
 
Select Course Entry 
Point 

 
The Course Entry 
Point page opens 
 
By default the 
Announcements page 
is the entry point for the 
course. Select a 
different page as entry 
point if it is more 
appropriate for your 
content. 
Click Submit 
 
Not: Announcements is 
the recommended entry 
point. The students will 
first see the 
announcements and the 
banner when entering 
the course. 

 

 
From the Settings page 
 
Select Set Language 
Pack 
 
Note: This option may 
be useful for language 
teachers. 
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The Set Language 
Pack page opens 
 
The System Default is 
English 
 
Select another language 
if needed.  

 
 
Select a language 
 
Enforce language 
Pack: If this option is 
checked all participants 
will view the interface 
in the language chosen 
by the instructor. If it is 
not selected, the 
selection will change 
the instructor’s view 
only. 
 
Click Submit to 
confirm your selection.  

 

 
Enforcing language 
Pack will change the 
language on Buttons, 
Tool Panel, and 
anything displayed 
automatically by the 
Blackboard interface.  
 
Note: The language 
pack will not change 
documents or content 
you have uploaded in 
another language. It 
does not change names 
of tools used as Blocks 
in Bb such as HWimba 
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