Uploading Filesto Blackboard

Login to Blackboard and open your course.
Once you are in your course, go to the Control Panel in the left side navigation bar and Click on
it.
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Oncein the Control Panel, you will click on the areathat you want to place thefilesin. Inthis
example, we are going to place afile in the Course Documents area.
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Click on the Course Document link. Once in the Course Document Window, click on the Item
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Now you will add a particular “item” or document.
Give your Content aName: for Example: Syllabus
If you want to add any information, Type that in the Text area.
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In the Section 2 area, browse to where you have saved your document and select it.
Typein aName you want to call the Link that the students will click on.

Leave the Special Action areaset at “Create alink to thisfile”.

Y ou may also choose to make the content available or unavailable. If unavailable, you can
choose the date you want the content to show up and students will not seeit until then.
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Files can be attached to the above information. Click Browse to select the file to attach and specify
a name far the link to this file.
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When finished, click on the submit button and your document will be uploaded to Blackboard
and alink create.
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Click Submit to finish. Click Cancel to guit.
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