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S Y L L A B U S P O S T I N G I N B L A C K B O A R D 
Follow these steps to post a syllabus that students can download from “Course 

Documents”. 

 
1. Open a browser (e.g., Firefox, Internet Explorer) to https://blackboard.pace.edu/. 

 
 

2. Enter your Pace credentials and click, “Login”. 
 

 
 

3. Click the, “Courses” tab and click on the appropriate course. 
 

 
At this point, your, “Home Page” will be displayed. 
 
 

4. Make sure that the, “Edit Mode” is on, displayed at the top-right of the screen. If the “Edit Mode” is 
off, click the button to turn the “Edit Mode” on. 
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5. With the “Edit Mode” on, click “Course Documents”, found in the left panel. 

 
 
 

6. Hover your mouse over, “Build Content” and then click on, “Syllabus”. 
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7. Enter a display name for the syllabus. 

 
Select the, “Use Existing File” radio button and then click, “Browse My Computer”. 
 

8. Browse your computer for the correct syllabus file and click, “Open”. 
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9. Ensure that the correct file is indicated and click on “Submit” 
 

 

10. In, “CONTENT INFORMATION”, enter any desired text. 
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11. Set the availability in the, “STANDARD OPTIONS” area and click, “Submit”. 
 

 

 

12. The syllabus is now available for students to download from, “Course Documents”. 
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