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Adding and editing files in Blackboard

Role: Designers

EThe Add File tool allows you to create new HTML pages or add files such as HTML, Word and PDF
documents, images and audio to the Home Page, a folder or a learning module.

Mac users: it is recommended that you use Safari as your browser when uploading files.

Add an existing file or document

Upload and add a file from your computer
Create a new file

Preview a file

Show/hide a file

Edit a file

Remove a file

Add a website

Add an existing file or document

1. Click on the Build tab.

2. Go to the Home Page, folder or learning module where you wish to add the file or document.

3. Click on the Add File button at the top-left of the main window

@ Student Yiew

& Course Tools vour location: Home Page

() Add File ¥ ) @ Create Folder || {1 Add Content Link % |

4. Click on Browse for Files.

& Course Content

IS Announcements ]

B AddFile ¥ || @ Create Folder | ) Add Gontent Link X |

5. In Class Files, go to and click on the box next to the file you require. Class Files will give access
to files located in all the Sections where you have Lecturer/Designer role.
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6. Click OK.
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Upload and add a file from your computer

1. Click on the Build tab.
Go to the Home Page, folder or learning module where you wish to add the file or document.

3. Click on the Add File button at the top-left of the main window.

Build

) s Your location: Home Page

Course Content | % i ;
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4. Click on Browse for Files.
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5. Click on My Computer.
6. Navigate to and select the file you wish to upload and click on Open.

Get Files
=
{_’ﬁ Upload Files from Your Computer
My Filas
éfj The Java applet for selecting and uploading multiple files was closed, To reopen the
. applet, click My Computer.
Repaository
If you do not want to use the Java applet, you can individually select and upload files.
@ Click hara to select filas individually,
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Fis of type: [l Fles B

7. You can select multiple files from different locations by clicking Click here to select files
individually.

Note: You can select multiple files from the one folder.
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Get Files
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8. Browse to the location of each file.

Get Files
f’ﬁ Upload Files from Your Computer
My Filas
) Tha Java applet for selecting and uploading medtiple files was closed. To recpan tha
Lt appiat, chek My Computer.
Repositary
Alternatively, you can individually select up to seven files For upload:
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9. Click OK
10. The file now appears on the Home Page, folder or learning module.
11. Click the ActionLinks icon next to the new file

12. Select Customize Link

o Unit Qutline
&* Edit Properties
(O preview
| Hide Item

|1'i_-| Customize Link |
3 Move to Folder
(# Remove Link

-
4 Move

13. Edit the settings.

e The default name for the link is the file name, you may wish to change this to something more
meaningful to the students.

e Itis good practice to include the file type and file size in the name, particularly for large files
and media files e.g. Lecture 1 mov 9.7MB
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e Itis good practice to select Open in a new browser window.

Link Settings

Linked To
Unit Quthne (File)

Custom Title for this Link
*Unit Outline O Open in a new browser window

Custom Description for this Link

Save | | Cancel

* Required field
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Create a new file

1. Click on the Build tab.
2. Go to the Home Page, folder or learning module where you would like to add the new file.

3. Click on the Add File button at the top-left of the main window.
Build

2 : ¥ oL

B Course Content | % T . 1
- .| [3) Add File = ) (@ Create Folder | L% Add Content Link % |
[ Announcamants ; ;

4. Click on Create File.

ocation: Home Page

B Add File % || [ cCreate Folder || 1 Add Content Link % |

Jencgatl Jsing coloured chalk effec

r. .
—-_E Create File ]

In the Create File window, type a title in the Title field.

Click on the Enable HTML Creator button if this is not already activated.

Type or paste content in the Content field.

© N o O

Type a file name in the File name field if the default name is not appropriate.
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Create File
*Title:
“Content: | Dizasle HTML Craatar
a0 % @ M| o oo | [[pefeutt) | [morma <] | B X
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Insert equation:| New i >

File name:
If no file name is entered, the title will be used as the file name.

Item Visibility: & Show Item
) Hide Item

Your file will be saved in the root directory of File Manager.

Goals
Associate goals with this page.

Select Goals

oy Y
@ Cancel | | | Save and Add Another
* gEquired field

9. Click Save or Save and Add Another. The file now appears in the main window and is also
saved in the File Manager.
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Preview a file

1. Click on the Build tab.

Build

= - Your location: Home Page

Course Content | ¥ ;
& Course Conten [ Add File % || @ Create Folder || Add Content Link %
15 Announcemants | ; ;

2. Go to the file you wish to preview.
3. Click on the ActionLinks icon next to the file.

4. Click on Preview. The file will open in a new window.

Monash University Studies Online

(E previen_ |

Need help with MUSO? Contad [l Hide Ttem

Copyright © 2008 Monash Unive @.Cus_tom;eimk """

Staff Development - Caution - P} 1
Maintained by LMS Training Coor] [5 Move to Folder |

[ Remove Link

5. Close the window.
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Show/hide a file

1. Click on the Build tab.

Build

= Vour location: Home Page

B Course Content | ¥

[ Add File % | @ Create Folder || ) Add Content Link %

I§ Announcemants ]

2. Go to the file you wish to show or hide.
3. Click on the ActionLinks icon next to the file.
o If the file is hidden, click on Show Item to make it visible to students.

e If you want to hide the file, click on Hide Item.

Unit outlind Unit Outline (Hidden) (£)

[
¢# Edit Properties ¢# Edit Properties

(L] Brosdau Preview

with MUSO? Contad]|[(d Hide Item ) || | with MUSO? Contact Muso#[l%l Show Item

2008 Monash Unive T ) 2008 Monash University ABN : S
bpment - Caution - P| & Customize Link ipment - Caution - Privacy - 4 & Customize Link

by LMS Training Coor| I3 Move to Folder by LMS Training Coordinator (j| 53 Move to Folder
[f Remove Link [ Remove Link

Note: With the Selective Release tool you can selectively show a file based on date, student, group or
grade book criteria. For further information, refer to the Selective Release guides.

top
Edit a file

Note: This only applies to (HTML) files created in Blackboard. In the case of other files (i.e. Word and
PDF) you can only change the name of the link. These other files (i.e. Word and PDF) must be edited
on your computer and re-imported.

1. Click on the Build tab.

Build

B o Your location: Home Page

Course Content | [
f Course Content | ¥ [ AddFile % || @@ Create Folder || [) Add Content Link %

5 Announcemants ]

2. Go to the file you wish to edit.
3. Click on the ActionLinks icon next to the file.

4. Click on Edit Properties.
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Consultation Times
X

& Edit Properties
T Breview

th MUSO? Contact MUSO S Hide Item

5. Click on the Enable HTML Creator button if this is not already activated.

6. Make the necessary changes.

Edit File
“Title: Consultation Times
ReartEnt: | Dizals HTML Craatar |
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Consultation Times

Please book in advance wia email

[Monday [1300~- 7400
Wednesday [1000- 1100
[Friday [1500- 1600

hd
WYSTAYG | Source View 2dit-on® Pra by RealObjzets

|insart

Insert equation:|New | ¥

Linked to: /Consultation Times.html

Goals
Associate goals with this page.

i Select Goals |

Gave)) [ cancel |

* Required field

7. Click Save.

Note: In Blackboard you can only edit HTML files - you can't edit files in other formats such as Word or
PDF.

top

Remove a file

1. Click on the Build tab.

Student Yiew

£ Course Tools Yo

location: Home Page

€«

s Course Content

L@‘ Announcemants |

) Add File % |I @ Create Folder || [} Add Content Link %

2. Go to the file you wish to remove.
3. Click on the ActionLinks icon next to the file.

4. Click on Remove Link.
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