
 
Upload Template for Blackboard Original 

8 and 16 Week Class Structure 
(ADA-Compliant Version) 

 
This is a two part process: 

1.​ Download the template and save to your computer. 
2.​ Upload the template to the Blackboard Classroom. 

 
Part One - Download the Template 

Directions Image 

Downloading the template 
Before you continue in Blackboard, Click here to 
download the zip file to your computer.  
 
Follow the instructions on the page to 
download, then return to this tutorial. 
 
Note: DO NOT open the zip file! 
Once downloaded, the zip file may be retrieved 
from your computer’s Download folder. 
If you have difficulty retrieving the page, here is the 
URL of the website that has the template upload 
files: 
https://www.lewisu.edu/facultycenter/course-templa
tes.htm 

 

 

 
​
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https://docs.google.com/document/d/1niNPx0UzuvOJ9THfAZzOp0wYQed_kbtG1InYmjeCUrQ/edit?usp=sharing
https://www.lewisu.edu/facultycenter/course-templates.htm
https://www.lewisu.edu/facultycenter/course-templates.htm
https://www.lewisu.edu/facultycenter/course-templates.htm


Part Two- Upload the Template to Blackboard 

Step 1 In Blackboard, open the course. 
1.​ Go to Course 

Management in the 
Course Menu 

2.​ Open Packages and 
Utilities 

3.​ Click to open Import 
Package/ View Logs 

 

 

Step 2 Choose Import Package 

 

Step 4 Click on Browse My Computer 
and find the downloaded file. 
 
Note: It should be in your 
Computer “Downloads” folder. 
 
When your file has uploaded into 
Blackboard, you will see the 
filename as illustrated. 

 
Here is the uploaded file: 
 

 

Step 5 Choose Select All 
 

 

Step 5 To upload, click submit 

 

Step 6 You will receive a message 
stating that you should wait. 
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Step 7  Once the process is complete, 
you will receive a message 
saying that it is complete. 
(The ribbon can then be closed 
by clicking the x to the far right of 
the ribbon.)  

Step 8 Exit the course, then re-enter to 
observe the template changes. 
 
The completed template is now 
available to you.  
 
Note: If you already have 
content areas on your course 
menu that have the same name 
as the areas in the template (e.g. 
Discussions), content will be 
automatically added there.  
 
If you don’t have content areas 
of the same name as the 
template (e.g. Week 1), they will 
be added to the bottom of your 
course menu. 
 
Review the new information and 
confirm any duplicate files, 
making sure to check within the 
file before deleting duplicates. 

 

Step 9 Be sure to replace anywhere you 
see “xxxx” or “add ….” with your 
content and remove any 
language not needed for your 
course.  
 
Please feel free to make 
additional changes to 
accommodate your class.  
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