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Working with File Manager in Blackboard

Role: Designers

File Manager allows you to upload, manage and share any files you need for your unit sites.
Mac users: it is recommended that you use Safari as your browser when uploading files.

Upload a file from your computer

Upload a folder from your computer
Unzip a file or folder

Download a file or folder

Navigate File Manager

Set or edit the properties of a file

Copy afile or folder

Move a file or folder Zip a file or folder
Delete a file or folder

Edit a file that is subscribed to a template

Upload a file from your computer

1. Click on the Build tab.

2. Click on File Manager in the Designer Tools menu.
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3. Click on the Get Files button.
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4. Click on My Computer to upload a file from your computer.
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5. Navigate to and select the file(s) you wish to upload and click on Open.
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Upload a folder from your Computer (Using WebDAV)

1. Click on the Build Tab

2. Click on File Manager in the Designer Tools menu
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3. Click on the ActionLinks icon

4. Select Open as Web Folder
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5. Enter your network login details and a new Network Folder will appear.
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This folder is just a different view of the Blackboard Files Manager. Anything you do in
this Network Folder (e.g. move or delete files) will happen in the Blackboard File

Manager.
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Note: To find this folder again later, click on My Computer, then click on My Network Places.

6. Open My documents on your computer

7. Select the desired folder on your computer, then copy or drag it to the desired location in
the Blackboard Network Folder.
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If the folder does not appear, click the File Manager heading to refresh the File Manager
view.
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Note: While there is a link between the Blackboard File Manager and the Network Folder, there is no link
between either of these locations and the files on your computer. Updating or changing files in your
computer has no effect on the Network Folder or File Manager.
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Unzip a File or a Folder

1. Click on the Build tab.

2. Click on File Manager in the Designer Tools menu.
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3. Click on the ActionLinks Zicon next to the title of the .zip file you wish to unzip.
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4. Click on Extract.
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5. The unzipped file or folder will appear in the File Manager with the same name as the .zip file.
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Download a file or folder

% MONASH University

1. Click on the Build tab.

2. Click on File Manager in the Designer Tools menu.
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3. Click on the ActionLinks icon %next to the file or folder you wish to download.
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4. Click on Download.

5. Select the location to which you wish to download the file or folder and click Save.
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