Posting Document(s) in Blackboard Using an Item - 2 Methods

One of the most common uses of Blackboard is to provide your students with materials such as a syllabus,
readings, or lectures. This can be easily accomplished using the "Build Content" button. You have several
methods to post a document but the most commonly used ones are to create a “file” or an “item”. Creating a
“file” is the easiest way to add content to your course but creating an “item” allows you more flexibility in that
you can name the item, describe or annotate it, and attach multiple files. There are two different was to attach
files to an item one is a simpler method and the other provides the ability to post links within context with links
and URLs (web addresses) that open into new window as well as specialized options for images, audio, video,
flash, and mashups.

Simpler Method - the item has a name followed by links to attached files which will load within
Blackboard and then a text area for a description, annotation, or instructions:

@ Unit 1 Readings

(74 Unit 1: Reading1 (19.5 KB)
[(§_Unit 1: Reading 2 (19.5 KB)
[(3_Unit 1: Reading 3 (19.5 KB)

Please be sure to read the posted files and be prepared to address the following questions:

More Flexible - the item has a name and a text area where attached files are displayed as links within
context with a description, annotation, or instructions and open into a new window:

Unit 1 Readings
Please read and be prepared to discuss the following articles in class:

« Unit 1: Reading 1 - Henry Blumenthal discussing historical aspects of Franco-American relations (cited in syllabus)

« Unit 1: Reading 2 - Paul Robeson’s influence on racial discrimination movement (cited in syllabus)

e Unit 1: Reading 3 - Alex Aidekman's contributions to neuroscience, (cited in syllabus)

Creating an Item — Simpler Method

e Change Edit Mode to On if it is not already by clicking on the option at the top right of the window.
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e C(Click on the area in the course where you would like to post the file (e.g. Course Documents).

e From the red Build Content menu towards the top left, select Item.
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Enter a Name (required) and a description or annotation in the Text box (optional).

¢ 5 Content Information
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Please be sure to read the posted files and be prepared to address the following questions:

e From Area 2 — Attachments, click on the Browse My Computer button to locate, select and Open the
first file.
2
Attach afile from a local drive, Course Files, or the Content Col ttached files are saved in Course Files. Click Do Not Attach to remove the attachment. The file itself is
not deleted
Attach File

Browse My Computer

Browse Content Collection

At this point, you can click the Submit at the top right or bottom right or continue with the options below.

e Optional - The text that will show up as the link will default to the file name but you can edit the Link
Title.
2.
Attach a file from a local drive, Course Files, or the Content Collection. All attached files are saved in Course Files. Click Do Not Attach to remove the attachment. The file itselfis
not deleted.
Aftach File Browse My Computer Browse Content Collection
Attached files
File Name Link Title File Action
(3 Unit1_Reading1.doc Create a linkto this file Do not attach

e Optional - You can use the Browse My Computer button to locate, select and Open additional files.

o Optional - By default, students are able to access content immediately but if you want to restrict the
content based on date and time, place check marks and select settings for the Display After and the
Display Until options. Please note, the boxes must be checked and the overall Permit Users to
View this Content option must be set to Yes to display correctly.

3.
Permit Users to View this Content @) ves @) No
Track Number of Vie: @ Yes ©) No
Select Date and ns (7] Display After [09/01/2010 | & [08:00 AW |©
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
{¥] Display Until [12/31/2010 | [11:59 PM | @]
Enter dates as mm/ddlyyyy. Time may be entered in any increment.
e Optional ¢ If you would like see information such as which students have accessed the content and how
many times, select the Yes radio button for Track Number of Views.
3.

Permit Users to View this Content @) ves ) No

Track Number of Views @ Yes ©) No

Select Date and Time' [¥] Display After [09/01/2010 | & [08:00 AM |
Enter dates as mm/dd/yyyy. Time may be entered in any increment.
Display Until [12/31/2010 | [11:50 PMt | ©
Enter dates as mm/dd/yyyy. Time may be entered in any increment

o Click the Submit button at the bottom right or top right.
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Replacing a File Attached in an Item Using the Simpler Method

From the contextual menu next to the item’s title, select Edit.

Unit 1 Readj

|

» Edit

Adaptive Release
Adaptive Release: Advanced
» Set Review Status(Disabled)

be sure to reg

> Metadata
Statistics Tracking (On/Off)
User Progress

Copy
Move

Delete

From Area 2 - Attachments, click on the appropriate Mark for Removal link.

not deleted

Attach File Browse My Computer Browse Content Collection
Attached files
le Name Link Title File Acti
[(jUnit1 Reading1.doc Unit 1: Reading1 Create a link to this file
[(jUnit1 Reading2 doc Unit 1: Reading 2 Create a link to this file

[3Unit1 Reading3.doc Unit 1: Reading 3

Create a link to this file

Attach a file from a local drive, Course Files, or the Content Collection. All attached files are saved in Course Files. Click Do Not Attach to remove the attachment. The file itself is

Mark for removal
Mark for removal

Mark for removal

Click on the Browse My Computer button to locate, select and Open the replacement file.

Attach afile from a local drive, Course Files, or the Content Col
not deleted

Attach File

Browse My Computer Browse Content Collection

attached files are saved in Course Files, Click Do Not Attach to remove the attachment. The file itself is

Optional - Edit the Link Title.
Click the Submit button at the top right or bottom right.

Creating an Item — More Flexible Method

Change Edit Mode to On if it is not already by clicking on the option at the top right of the window.
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Click on the area in the course where you would like to post the file (e.g. Course Documents).

From the red Build Content menu towards the top left, select Item.
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e Enter a Name (required) and a description or annotation in the Text box (optional).

kMl Content Information
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Please read and be prepared to discuss the following articles in class:

e From the third toolbar in the Text box, click the Attach File button which is a piece of paper with a
paperclip.
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[& Please read and be prepared

e  C(Click the Browse My Computer button to locate, select and Open the first file.

Insert Content Link

(Bl Select Content Link

Attach File Browse My Computer Browse Content Collection Source URL

At this point, you can click the Submit at the top right or bottom right or continue with the options below.

e Optional - The text that will show up as the link will default to the file name but you can edit the Name
of Link To File and/or Alt Text which is used with screen readers for ADA compliance. By default, the
Launch in New Window option is set to Yes.

Name of Link to File [unit 1: Reading
Alt Text [Unit 1: Reading]

Alt text defines what this image is for a visuslly impaire
technology such as soreen readers. All image and multimedis fi
associated with them

ySEr using assistive

€s should have salt text

Launch in new window @ Yes (") No

e Optional - You can use the Browse My Computer button to locate, select and Open additional files.

Bb 9.1 — Posting Document(s) as an Item Page 4 September 2010



Insert Content Link
Cancel

(B Select Content Link

Attach File Browse My Computer Browse Content Collection Source URL

Attached files

File Name Content Link Options
Name of Link to File [unit 1: Reading 1 ]
Al Text [Unit 1: Reading 1 ]
Alt text defines what this image is for & visually impaired or blind user using assistive technology such as soreen readers. All image and multimedia Do not
Unit1_Reading1.doc files should have slt text associsted with them. attach
Launch in new window @ Yes () No
Name of Link to File [Unit 1: Reading 2 ]
Alt Text [unit 1: Reading 2 |
I ¥ Alt t=xt defines what this image is for s visually impaired or blind user using assistive technology such as soreen readers. All image and multimedia Do not
Unit1_Reading2.doc files should have alt text sssociated with them. attach
Launch in new window @ Yes () No

e C(Click Submit at the top right or bottom right.

e A confirmation windo will be displayed. Click Submit again.

Add Content Link

Wednesday, September 15, 2010 7:49:25 AM EDT

o

Unit1_Reading1.doc (19968 bytes) added.
Unit 1: Reading 1

Note: This content type (Content Link) will display within the Text Editor, but cannot be selected or resized. Click Submit to preview the content within the Text Editor.
Unit1_Reading2.doc (19968 bytes) added.

Unit 1: Reading 2

Note: This content type (Content Link) will display within the Text Editor, but cannot be selected or resized. Click Submit to preview the content within the Text Editor.
Unit1_Reading3.doc (19968 bytes) added.

Unit 1: Reading 3

Note: This content type (Content Link) will display within the Text Editor, but cannot be selected or resized. Click Submit to preview the content within the Text Editor.

o

e If you attached multiple files, the links will appear one after another but you can click between the links
and hit the enter key.

5 Content Information

# Name [unit 1 Readings |

Color of Name .‘; Black
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Please read and be prepared to discuss the following articles in class:

« Unit 1: Reading 1Unit 1: Reading 2Unit 1: Reading 3|

e Enter any additional text and/or apply formatting.

% Unit 1 Readings ¥
Please read and be prepared to discuss the following articles in class:

e Unit 1: Reading 1 - Henry Blumenthal discussing historical aspects of Franco-American relations (cited in syllabus)
e Unit 1: Reading 2 - Paul Robeson’s influence on racial discrimination movement (cited in syllabus)

e Unit 1: Reading 3 - Alex Aidekman'’s contributions to neuroscience, (cited in syllabus)
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e Optional - By default, students are able to access content immediately but if you want to restrict the
content based on date and time, place check marks and select settings for the Display After and the
Display Until options. Please note, the boxes must be checked and the overall Permit Users to View
this Content option must be set to Yes to display correctly.

M Options

Permit Users to View this Content @) ves No

Track Number of Vie @ Yes © No

Select Date ang, ns (V] Display After \09/01/2010

Enter dates as mm/dd/yyyy. Time may b

7] Display Until [12/31/2010 [11:59 PM

Enter dates as mm/dd/yyyy. Time may be entered in any increment

o Optional ¢ If you would like see information such as which students have accessed the content and how
many times, select the Yes radio button for Track Number of Views.

3.

Permit Users to View this Content @ ves @ No

Track Number of Views @ Yes ©) No

Select Date and Time [¥] Display After [09/01/2010 ] [08:00 AM =]

Enter dates as mm/ddlyyyy. Time may be entered in any increment

[¥] Display Until [12/31/2010 | [11:59 P1 (=)

Enter dates as mmVddiyyyy. Time may be entered in any increment

o Click the final Submit button at the bottom right or top right.

Replacing a File Attached in an Item Using tiere Flexibe Method

e From the contextual menu next to the item’s title, select Edit.

> Edit

Adaptive Release

t
v Adaptive Release: Advanced

1se be sure to reg 3
v Set Review Status(Disabled)
Metadata
Statistics Tracking (On/Off)
User Progress

Copy
Move

Delete

e From the text box, delete the link.

e From the third toolbar in the Text box, click the Attach File button which is a piece of paper with a
paperclip.
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@ Please read and be prepared

e C(Click the Browse My Computer button to locate, select and Open the replacement file.

e Click Submit once and then click Submit a second time.

e Make any additional changes and click the final Submit button at the bottom right or top right.
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