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Workshop Learning Objectives
Participants will be able to…

Define new terminology in Ultra courses

Describe the general structure of an Ultra course

Summarize how Learning Modules and Folders work

Create Content in a course

Edit Content in a course

Copy content from a previous course into an Ultra course
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Terminology in Ultra
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Comparison
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Course is Unavailable Course is Closed

Course is Available Course is Open

Content is Available Content is Visible to Students

Content is Unavailable Content is Hidden from Students

Adaptive Release Release Conditions

Item Document
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Comparison
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Tools menu Books and Tools

Build Content menu Content Market

Users menu Roster

Email Messages

Course Reports Progress Tracking, Analytics

Grade Center Gradebook
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Ultra Course Structure
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The CONTENT Area
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The CONTENT Area – Coming January
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Menus moved to the top of the screen
Close X changed to HOME button
New Course Switcher
Course Name and ID located ON Banner image
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Top Menu -Content
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All of your Course Content will be in this space

Focus of Workshop #1
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Top Menu -Calendar
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This is the calendar associated with the course

If you create a Course Schedule, it will populate in the Calendar

If your assignments and tests have Due dates, it will populate in the Calendar
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Top Menu - Announcements
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This is the page where your announcements will be visible

It is also where you go to create course Announcements

Covered in Workshop #3
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Top Menu- Discussions

12

All discussion boards (Blackboard) will be accessible here, regardless of 
how they are created

Covered in Workshop #2



U N I V E R S I T Y  O F  R O C H E S T E R

Top Menu - Gradebook
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This is where you will access the Gradebook

It is also where students will access their grades

Covered in Workshops #2 and #3
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Top Menu - Messages
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This is a space for Course Messages

This is the equivalent to Email, but records of messages are 
kept here.

Covered in Workshop #3
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Top Menu - Analytics
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This is an instructor only space
You can see Analytics about your course

Covered in Workshop #3
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Top Menu - Groups
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This is where you can manage course group sets.

Every group is part of a set in Ultra

Contact us for assistance with Groups
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Top Menu - Acheivements
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This is for Achievements.
If you decide to use them, you will create them here. And students will 
access them here as well.

Contact us for assistance with Achievements
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Course Menu - Roster
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User List
View your Roster
View individual member cards
◼ Name pronunciation
◼ Pronouns (from UR Student)
Add people to your course
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Course Menu – Course Image
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Banner Image

Add a banner image to your course

• Upload your own
• Choose from royalty free options
• Generate with AI
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Course Menu - Attendance
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Blackboard tool for Attendance taking

List Only

If you need more advanced Attendance, use 
Qwickly Attendance
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Course Menu – Books & Tools

21

Integrated Tools

Some tools integrated with Blackboard are available 
here.

Course-based tools

Examples:
Panopto, Gradescope

Can also be accessed from Content Market 
(recommended)
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Course Menu – Question Banks

22

Question Banks

Access your Test Question Banks here
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Course Menu – Course Schedule
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Course Schedule

Create a course schedule
Automatically added to the calendar

Note, it is not easy to remove dates from recurring 
schedules.
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Additional – Course Settings
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This is where you go to Open your Course
More in Workshop #3
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Additional – Course Settings
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Settings for 
• Progress Tracking
• Roster View
• Messages
More in Workshop #3
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Student Preview
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Student Preview to View Course as a Student

Do NOT use this to test Integrated Tools!

More in Workshop #3
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Nested Content in Ultra
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Ultra only allows 2 levels DEEP

Folders inside a Folder

Folders inside a Learning 
Module
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Learning Modules vs. Folders
• Both are containers for content
• Difference is in how students navigate and progress through content

• Paging available in Learning Modules

• Additional features on Learning Modules
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Limitation on Text
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Module Name

Description (750 chars)

Document Name

Folder Name

Assignment Name
Due date
Description (750 chars)
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Recommendations
• Use Learning Modules structure as your main containers
• Use Folders within Learning Modules for further organization
• Use thoughtful naming conventions
• Be concise in descriptions 

• 750 chars, no line breaks
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Implications
• Organization of your course may need to be reconsidered if you use the left 

hand menu for a lot of different content areas and links

• Ask for help about how to best organize your course!

31



U N I V E R S I T Y  O F  R O C H E S T E RU N I V E R S I T Y  O F  R O C H E S T E R

How to Create 
Containers
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Creating Content
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Options on Create
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Blackboard Basic Building Tools objects

AI Generated Modules

Copy from another course

Upload from your computer

Integrated Tools

Blackboard Content Collection
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Auto-Generated Modules
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Basic Tools for Content
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Containers

Informational
Replaces Item and File in Original

Direct Web Link
Course Link
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Container Options
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Learning Module with Image

Learning Module

Folder
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Create – Learning Module
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Setting up aa Learning Module
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Name

Visibility

Description
Limit 750 
characters
No line breaks or 
formatting
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Learning Module – Additional Options
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Forced Sequence
Students must advance 
through in order
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Create a Folder

41



U N I V E R S I T Y  O F  R O C H E S T E R

Setting up a Folder
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Name

Visibility

Description
Limit 750 
characters
No line breaks or 
formatting
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Recommendations
• Use Learning Modules for your Main Containers

• Allow easy student navigation

• Use a Folder within a Learning Module 
• Nice for grouping things in the content view
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Example – Folders within Learning Modules
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How to Create 
Informational Content
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Adding Content from Files
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File Upload Options
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New feature to restrict how 
students view/access your files.

View and Download

View Only

Download Only



U N I V E R S I T Y  O F  R O C H E S T E R

Create a “Document”
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Setting up a “Document”
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Name
Visibility

What do you want to add 
into this document

Settings
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Add Text to Document
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Add text directly image

attachment

link

Special add-ins

Content Editor
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Import Text from a File
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Import a File as Text

Supports:
PDF
Word
Powerpoint
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Add HTML Code
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Add Images
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Add Images
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Add Divider
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Add File Attachments
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Upload or from Content Collection
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Add Additional Content Types
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Add another block

Save when Finished
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Rearrange Layout
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Hold and Drag into space
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Layout Option – Four Blocks Across
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Layout Option – Two double blocks
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Layout Option – One/Three Blocks
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Add Knowledge Check
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Create Ungraded 
Multiple Choice 
questions associated 
with this content
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Statistics Available to Intructors
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Settings for Document
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Description
Limit 750 
characters
No line breaks or 
formatting

Class Conversations
Ad hoc discussion board 
attached to this content



U N I V E R S I T Y  O F  R O C H E S T E R

Considerations
• Documents are a place for sharing content in your course or general 

instructions
• Do not use them for test, assignment or discussion instructions – put those 

on the actual graded item.
• May want to group multiple items together on a single document “page”
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Recommendations
• A document can also be used to replace a folder that contained Files or 

Items.
• Consider placing all of those files or items in a single document, rather than 

inside a folder or directly in Content space.
• Exceptions: Progress Tracking needs
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Create a Web Link
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Setting up a Web Link
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Name

Visibility

URL

Description
Limit 750 
characters
No line breaks or 
formatting
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Settingup a Course Link
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Name
Description
Limit 750 characters
No line breaks or 
formatting



U N I V E R S I T Y  O F  R O C H E S T E RU N I V E R S I T Y  O F  R O C H E S T E R

How to Edit Existing 
Content Items
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Edit or Delete
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Move and Reorder
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Drag and Drop Anything in the Content 
Area

Be sure a Folder or Learning Module is 
open to move things INTO them
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Setting Student Visibilty
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Setting Release Conditions
(adaptive release)
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Release Rules / Criteria
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Release to student members or 
groups only

Release based on date/time

Release based on course performance
• Opened
• Submitted
• Grade
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Appearance to Students
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How to Copy 
Content from 

Previous Course
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Recommendation
• Be selective and rebuild your course with intention
• Do not copy everything at once
• Make new Learning Modules and copy only the content for that module
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Note: This is for moving from Original to Ultra
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1. Create your Learning Modules
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2. Open the Module
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IMPORTANT
Click on the Module to Open it
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3. Add INTO the Module
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IMPORTANT
Click on the + within the Module
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4. Find the Course you want to copy FROM
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Enter here to help narrow list of 
courses

Click here to open the 
course
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5. Navigate into the Appropriate Content Area
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Unless you want everything in the content area!
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6. Select Specific Items to Copy
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7. Review List and Start Copy
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8. Review Exception List
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Examples of Exceptions
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Shortened Descriptions

Loss of formatting

Attachments changed to Files
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9. Review and Edit your Content
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Additional Workshop
• Setting up Graded Items in Ultra Courses

• December 11, 12 noon

• Teaching in Ultra Courses
• December 18, 12 noon
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Questions?
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