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Creating a new Course or Section CR04 
 

Role: Administrators 
 

Creating a new course 

 
Creating a new course, used to represent a unit, is achieved via the Blackboard Manager.  
 
1. Access Blackboard Manager through the my.monash portal. 
 

  
 
 
2. From the Blackboard Manager home page, select Manage my Blackboard units 
 

 
 
This takes you to the highest common level for all your enrolments in Blackboard. If you have access to 
items within multiple Groups such as Schools or Departments, all within the one Division, you will see 
the Division level.  
 
3. Select the Faculty or any other Division where you wish to create the course. 
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4. Then select your School or Group. 

 
 

 
 
5. Click on Create Course 
 

 
 
6. Fill in the Course name field. The convention for course names is to use the Unit Code e.g. ABC1234 
as the Course Name. 
 

 
 
 
7. Click on Create Course. 
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8. A confirmation screen is then displayed. Once the details have been checked and are correct, click 
Confirm. 
 
You will then see the Course actions for the newly created course. You are now ready to manage 
Sections and manage Staff Roles within the Course. 
 

 
 

Creating a new section 
 
A Section is a unit offering within a Course. Once a Course has been created you are ready to create a 
new Section within the Course. Navigate to the new Course by clicking on Manage my Blackboard Units 
in Blackboard Manager, then selecting your School or Group.  
 
All Courses created for that Group are displayed. 
 
1. Select the new Course created. 
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2. Click on Create Section  
 

 
 
3. Fill in the Name field remembering the convention is the unit title.  
  
4. Select the Location, Teaching period i.e. Semester information, and the Year. 
 
5. Set the Section visibility dates, noting that the default start date is the date you are creating the 
Section, and the default end date is 5 months from that date. The visibility dates determine when the 
section is visible to students who are enrolled in the Section.  
 

 
 
6. Once you have completed all the information required on this screen, click the Create section button. 
 
7. A confirmation screen is then displayed. Once you have checked that the details are correct, click 
Confirm section details. 
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You will then see the “Section actions” for the newly created section. 
 

 
 

 
You are now ready to manage Student access, Manage Staff Roles and perform other actions within this 
Section.  
 

Note: You can Backup up your Section by clicking on Backup under Section Utilities. 

 

 


