
Qwickly 

Qwickly is a Blackboard module that allows instructors to more efficiently accomplish common tasks for 
more than one course at a time. Instructors can make courses available, send emails, post 
announcements, and post content to multiple courses at once.  It can be easily added to the My 
Institution dashboard. 

Adding the Qwickly module to Blackboard: 

1. Once you’ve logged in to Blackboard, click the ‘Add Module’ button in the upper left of 
the My Institution dashboard. 
 

 
 

2. Locate ‘Qwickly’ from the alphabetical list of modules and click ‘Add’ to add it to the dashboard. 

 
 

3. The Qwickly module should now display on the My Institution dashboard: 

 
 

 



Change Course Availability 

1. In Qwickly, click the ‘Course Availability’ link. This will expand the list of your courses. 
 

 
 

2. To change the availability of a course, click the red or green on/off button. The course is 
immediately available or unavailable. 

 
 

Post Announcement 

1. In Qwickly, click the ‘Post Announcement’ link. 

 
2. On the left side, select which courses or organizations you’d like to post the announcement. Fill 

in the announcement subject, message, and dates you’d like it to appear. Also select whether or 
not you’d like to email the announcement immediately.  Click Submit.  



 
 

Send Email 

1. In Qwickly, click the ‘Send Email’ link. 

 
 

3. On the left side, select which courses or organizations you’d like to receive the email. Select 
which group of users you’d like to send the email to by clicking the appropriate options. In this 
example, everyone that has been added to the course will receive the email. 
Fill in the email subject, message, and optionally upload a file using the links at the bottom of 
the dialog box. Click Submit.  



 
 

Email Instructors 

1. In Qwickly, click the ‘Email Instructors’ link. 

 
 

2. The left side will display courses/organizations in which you are a student/participant. Select the 
course or organization you’d like to send the email. Fill in the email subject, message, and 
optionally upload a file using the links at the bottom of the dialog box. Also select whether or 
not to send the email to yourself. Click Submit to send the email to the instructors of the 
courses/organizations you selected. 
 



 
 

Send Group Email 

1. In Qwickly, click the ‘Send Group Email’ link. 

 
 

4. On the left side, select which groups in the courses or organizations you’d like to send the email. 
Fill in the email subject, message, and optionally upload a file using the links at the bottom of 
the dialog box. Click Submit.  
 



 
 

Post Content 

1. In Qwickly, click the ‘Post Content’ link. 

 
 



2. On the left side, select which courses or organizations you’d like to post content. Fill in the 
name and a description if desired. 

 

 

3. Optionally upload a file using the links at the bottom of the dialog box. In this example, a 
Word document has been uploaded.   

 
4. Next, select the location within the course(s) where you’d like the content to appear. In this 

example, a new content area called ‘Copyright Info’ will be created. Click Submit to post the 
content. 

 

 
  



Post Link 

1. In Qwickly, click ‘Post Link.’ 

 
 

2. On the left side, select which courses or organizations you’d like to post a link. Fill in the 
name of the link, paste in the URL, and add a description if desired. 
 
Next, select the location within the course(s) where you’d like the link to appear. In this 
example, the link will be posted to the Course Content section of the course. Click 
Submit to post the link. 
 

 

 

 
 
 


