
  MUSO: Blackboard 

Customising the Section (CU03)  1 
v1.0 prepared by Staff Development Unit 

Customising the Section CU03 
 

Role:  Administrators 
 

Selecting Section Tools 
 
After a new Section is created, Section Designers need to select the tools which would become available 
in the Section. If the section has content that has been assigned from a previous section or template 
some tools may have already been added to the section. 
 
Tools can be added and removed from a Section easily by using the Manage Course tool, located under 
the Designer Tools 
 

 
 
To add Tools to the Section  
 
1. Click on Manage Course under Designer Tools 
 
2. Click on the Tools to add or remove tools from the Section 
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3. To add or remove tools from the Section, add or remove the tick from the check box next to the Tool 
 

 
 
3. Click Save. 
 

Customising the Course Tools Menu 
 
Section Designers are able to customise the presentation of the Course Tools Menu. Course Tools can 
hidden from and shown to students.  
 
1. Click on Manage Course under Designer Tools 
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2. Then click on Course Menu 
 

 
 
3. To Hide a Course Tool on the student’s Course Menu, click on the Hide Link button next to that tool. 
This is a toggle button.  
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4. To Show a Link to a Course Tool on the Student’s Course Menu, click Show Link. 
 
5. The order of how the Tools appear in the Course Menu can be changed by clicking on the Move icon 
next to the Tool. Click on the Tool you want to move, then click on the Move icon next to where you want 
to move the tool. Select either Move selected above or Move selected below. 
 

Note: The Move icon shown here is used throughout Blackboard to change the order of items in a menu 

or list.            
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Headers and Footers 
 
Each page can be customised to have its own layout, background, header and footer. It is a good idea to 
keep the section pages consistent rather than to have them all different. If starting with a blank section, 
the default header or footer should be set out.  
 
If the Section has been copied from a Template or a previous Section, Faculty Administrators need to be 
ensure that all Headers and Footers have been updated. This also includes updating the Year 
information, and on all  
 
There are set colours for each Faculty. For more details on Faculty colours and Branding go to  
http://www.monash.edu.au/staff/web/branding/ 
 
Page Customisation tools can be accessed under Page Options on the top right hand of the Course 
Content Home page. 
 
1. Click on Page Options 
 

 
 
2. To modify the header, select Edit Header from the Page Options menu. 
 

 
 
 
3. In the pop-up window, you can create or edit the header for the current page.  
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4. Type in the Header text in the box provided. You can also use HTML (or the HTML Creator) to make 
your header more than simple plain text. Tick checkbox next to the option 
 
5. Leave the box next to Use this as the default header for the entire course as blank. 
 
6. Click Save 
 
7. To edit the Footer information, select Edit Footer from the Page Options menu 
 

 
 
8. In the pop up window, you can create or edit the footer for the current page. Again you can also use 
HTML to make your footer more than simple plain text. 
 

 
 
9. Leave the Use this as the default footer for the entire course blank. 
 
10. Click Save. 
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11. If the Section is copied from a previous Section, or a Template, ensure that all Headers and Footers 
in the Section are updated. Ensure that it is showing the correct Year in the Section Title area, and that 
the Header information matches the Section Title. 
 
12. Ensure that the Footer is showing the right Copyright Date. 
 

Tip: In most cases it is better not to use the option Use this as the Default Header [or Footer] for the 

entire course. Using this option would mean that when the Section is copied over, each individual 

Header and Footer in the new Section will need to be updated manually. This may become tedious in 

Sections where there are a lot of Folders with Headers and Footers.  

 
To minimise the tedious task of manually updating Headers and Footers in Sections with many folders 
with Headers and Footers, when copying from a Section or a Template, you can follow the steps outlined 
below.  
 

Tip: As this will only work for the very first action after the new Section is accessed, Edit Footer should 

be completed before Edit Header, as Footers usually contain the bulk of the information that need 

updating. 

 

 Check if the Section that has to be copied, has many Folders with Headers and Footers that may 
need to be updated.  

 Copy the Section 

 Access the new Section and before you do any other action, click Page Options, Edit Footer 

 Go to Edit Footer and edit it 

 Also select the box, Use as Default for the entire Course. This action will update all Folders in the 
Section with the edited Footer  

 Now to minimise all future maintenance and updating issues, after updating the Footer, create a 
new Folder, and edit its Footer to be blank. Then tick Use this as Default for the Entire Course. 

 Delete this Folder 

 Edit Header as usual. 
 

The above process will ensure that there is minimal maintenance required when updating Headers and 
Footers for Sections that have been copied over. 
 
 

Header and Footer Branding Requirements 
 
1. Whilst you can change the headers and footers of your section, there is a requirement for your section 
headers and footers to have a minimum set of information.  
 
2. Headers must contain, in the Faculty/Division approved branding colours, the section title and the 
name of the Faculty/Division responsible for the section. The location and teaching period are optional. 
 
3. Footers must contain, again in the Faculty/Division approved branding colours, the following 
information: 
 

 Copyright year 

 A link to the Monash home page 

 A link to the University copyright page 

 A link to the Faculty/Division home page 
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 CRICOS Provider number 

 A link to the Caution, Privacy and Acceptable use pages 

 The email address of the person or group maintaining the section (for accessibility purposes) 
 

For more information on University copyright go to  
http://copyright.monash.edu.au/resources-downloads/statements.html 

 
 
5. It is also recommended that the Footer contain a link to the MUSO Support Team.  
 
6. Below is an example of a properly formatted page with the appropriate header and footer. 
 

 
 


