
 
Adding an E-Reserve Item to your 
Blackboard Course 
Blackboard has a way for Library personnel to add Electronic Reserves to a folder on Blackboard for 
faculty to link to any course in which they are listed as the instructor. The next few pages describe how 
you as a faculty member will be able to add an E-Reserve item to your course for students to view.  The 
Library personnel will be using a folder labeled “eReserves” in the Content Collection to make your 
items available to you.  

Login to Blackboard and choose the course in which you would like to work.  Basically you will be adding 
an item to your course as you have previously done.  The only change is that you will be adding an item 
from the “Content Collection” tab rather than pulling an item from your computer. 

Click into a content area in navigation such as Course Documents.  You may want to add a folder in your 
Course Documents to keep all of the “eReserves” items separated from the other course documents in 
the course. 

If you create a folder, click on Build Content to begin adding the “eReserve” item. 

 

 

As you can see each button in the button bar above adds an item to the content area or folder of a 
course. Each of the forms activated by the button has specific fields related to the particular type if item 
you want to add to the course. 

 

 

 

 



 

 

 

Let’s take a look at the form for a folder.  First click on the “Build Content” button on the button bar.  

 

Click “Content Folder” 

 

 

 

 



 

The top of the form tells you what you are doing; “Create Content Folder”. First, the box labeled “Name” 
is used for the name of the folder that will appear on the course for the students to see when they click 
on “Course Documents” in the student menu. On the form to the left of the “Name” field, you can see 
an orange asterisk.  This denotes in Blackboard a required field when it appears on a form. 

Second, you can see a color picker in which you may change the color of what appears in the name field 
from the default of black to any of 256 web colors.  This may be of use if your discipline has a color 
coding system that you will want to introduce to the students in the course or if you just want to be 
festive with the colors of your item titles. 

Third, you will see a text box commonly referred to in Blackboard terms as the Visual Text Box Editor.  
Most Internet browsers (i.e. Internet Explorer) will allow you to access the basic editing functions built 
into this box such as Bold, Italics, etc.   You may also type and copy/paste from other documents into the 
text box. 
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Once you have added the name of the folder and any additional text you may want to put in the text 
box then, click submit at the top right or bottom right of the page.  

  

 

 

In section 1, add the “Name” the item you want to be visible to the students.  If you have any 
information that you want the students to know to appear with the attached e-reserve you can add it in 
the text box on the top of the item form (shown above).  

 

In section 2, there are two buttons in this section.  The first button “Browse My Computer” allows you to 
attach a file directly to the course in which you are working.   

The folder will appear in the content area as 
shown to the left.  To add an item to the 
folder, click on the name of the folder and 
then go to “Build Content” then “Item” to 
begin adding items in the folder. 

 



The second button allows you to attach files from the Content Collection.  Click “Browse Content 
Collection” to get to the e-Reserves posted on Blackboard for your course.   The next section of this 
document will explain how you access your class reserves to attach them to your course.   

Once you click “Browse” you should see the “Content Collection” window here. You are currently 
looking at the area known as “Course Content.”  Click on “Institution Content” then “Library” in the left 
navigation menu to access the “eReserves” folder.  

 

Once you have clicked on Library in the left navigation, now appearing on the right side of the window 
are three folders: one labeled “eReserves”,  one labeled “Library Content” and one labeled “Recycle 
Bin.”   

 

 

 

 

 



Click on the title “eReserves” to enter the folder and see a folder list of your courses.  

  

 

Click on the folder title that corresponds to your current course id. This will allow you to see the 
“eReserves” list available for that course.   

 



To the left of each item title there is a checkbox, you must click the button (shown above with a check 
mark) to add this item for the students to use in your course. When you press the “Submit” button 
located at the bottom right of the screen you will see a message explaining that the students in your 
course will be given read permission to this document in your course. You must click “OK” and then you 
will be returned to the item form in your course. 

 

  

 

You can now see a link at the bottom of section 2 and a title in the box labeled “Link title.” To continue 
on with the form move to section 3 and work with the options area if you wish to use the restricted 
dates or track number of views.  If you do not wish to change the default settings on this section (shown 
below) you can move to section four and “Submit” the form. 

 

 

Once you have submitted your form you will be returned to your content area and your document will 
be listed there.  



 

Your “eReserve” item is added and the students will now be able to access it from your course (Ex: 
Course Documents under E-Reserves).  

 To check it from the student view click “Edit Mode” to “Off” at the top right side of the page.  

 This takes you to the student view of the course where you can click Course Documents on the 
navigation to the left and then, the E-Reserves folder to see the file you pulled from the “eReserves” 
area. 

 

Now if the students click the folder name “E-Reserves” the document will be viewable to them once 
they click the link below its title (Shown below). 

 

 


