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Blackboard Learn

Uploading and Linking Files in Bb Learn Courses

Uploading Files to the Course Content Collection

1. With Edit Mode ON, locate the Course Management panel at the bottom of your course menu. Click on the
Content Collection menu to expand it, and then click on the long numerical link containing your course number.

COURSE MANAGEMENT
* Control Panel

w LontentCollection __
0016810 NG 517A 4711 GP1
All Courses Content

All Organizations Content
Institution Content

—

Basic Search
Advanced Search

b Course Tools

p  Ewvaluation

The Course Content area appears, with all existing folders and files visible:

Course Content: 001610_NG_517A_4711_GP1

+% | Download Package Copy Move Delete Refresh Page 10738 » || &
L] File Type Mame Edited Size Permissions
(] E Bereaved Patients 2016 (LMS) Dec 21,2016 4:14:15 PM 222 N8B
=
(] Childhood Psych Disorders 2016 part 1 (LMS) Dec 21,2016 4:14:24 PM 223 MB
] |
0 B Childhood Psych Disorders 2016 part 2 (LMS) Dec 21,2016 4:14:40 PM 234 MB
=
o0 B complement-psychosocial-milieu-recovery model fall 2014 (LMS) Dec 21,2016 4:14:55 PM 26.8 MB
[
0B culture spirituality (LMS) Dec 21, 2016 41513 PM 819 MB
1=
(] Delirium dementia and amnestic disorders 2016 part 1 (LMS) Dec 21,2016 4:15:17 PM 223 NMB
1=
o Delirium dementia and amnestic disorders 2016 part 2 (LMS) Dec 21,2016 4:15:32 PM 126 MB
=

2. Click the Create Folder button to create a new folder, or click on an existing folder name to enter and view that
folder’s contents, and upload additional files.



3. Click the Upload button and choose Upload Files to upload a file into your folder.

Upload Files
Upload Zip Package
|
> Download Package Copy]| Move Delete
Il File Type Mame Edited Size Permissi
(] res Dec21,2016 414115 FPM 222NMB K|
() @ adlcp_rootvip2 xsd Dec21, 2016 41414 FM 441KE |
() @ imscp_rootvipip2.xsd Dec21, 2016 41414 FM 145 KB |
() D imsmanifestxml Dec21, 2016 41415 FM G.39 KB
=

(] @ imsmd_rootvip2p1.xsd Dec21, 2016 41415 FM 19.0 KB
-~ |
() 5| ims_xml.xsd Dec21,2016 41415 PM 121KB

Once the file is uploaded into the Course Content Collection, you can link to it from within your course so that
students can view it.

Linking Files Within a Course

The Content Editor looks like this and offers standard word processing functions as well as many other features. Pass
your cursor over an icon, and a description of what the button does will appear:

Content
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

B I Y S paragraph v | Aral v 10pt v EvEY Ay 2y Lo xBBQ 9 @ e
T EEE =EE XX SH ALK —H Ty wr T Q0 RN BN BHE BB B E
HEB OTFTH O b O]
&
Important Note: The Insert/Edit link should only be used to create links to external websites.
For all other files, use the Add Content link to choose the type of link you need to make.

On the Add Content page, most of the time you’ll use the Insert Course Files option:

Common Tools

LS
+ Insert Local Files

Q Insert Course Files
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A new window will open, displaying the course’s Content Collection:

Browse Content Collection

Name

csfiles

externalFiles_20160125112408

externalFiles_20201031075507

htmi5

Images

Micronutrient Presentation Folder - No Zip

Micronutrients Presentation

Last Medified

MNov 11, 2020 9:17:19 AM

Nov 11, 2020 9:17:38 AM

Nov 11, 2020 9:18:03 AM

Nov 11, 2020 9:16:49 AM

MNov 11, 2020 9:17:19 AM

MNov 11, 2020 9:18:02 AM

Nov 11, 2020 9:17:27 AM

Size

9.72 MB

173.0 MB

87.6 MB

2.82 MB

293.9 KB

458.0 KB

12.4 MB

Click the title of the folder (not the checkbox in front of the name) to open it and choose a file inside the folder.

Once you locate the file you wish to link, click the checkbox in front of the filename, and then click Submit:

3]

@

E

@

E

E

3

—

Name

blank. pdf

Chloe_Meisterfield_Assignment.docx

delete.pdf

Digital_Photography.docx

Digital_Photography.pdf

lipsum-text.txt

Loremlpsum-TextAndimages.docx

Lorem_|psum-2pgs.pdf

Lorem_lpsum-3pgs.pdf

Select ltems: n

Off

Off

Off

Off

Off

Off

Off

Off

Last Modified

Nov 11, 2020 9:17:25 AM

Nov 11, 2020 9:17:25 AM

Nov 11, 2020 8:17:26 AM

Nov 11, 2020 9:17:26 AM

Nov 11, 2020 9:17:26 AM

Nov 11, 2020 8:17:25 AM

Nov 11, 2020 9:17:26 AM

Nov 11, 2020 9:17:25 AM

Nov 11, 2020 9:17:24 AM

Avallable Wuotal Unlimited

Size

18.1 KB

301.8KB

18.1 KB

43.0KB

185.6 KB

13.0KB

216.7 KB

93.0KB

46.1 KB

A link will then be created with the title of the filename. You can then highlight the text of the link to change the name

of the file as it displays to viewers. Then click Submit at the bottom of the page to save the link.

Content

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

B J] Y S  Paragraph Arial

= = = = = x? X, & &
S BROBRCHCEMENC)

Digital_Photography. pdf

| . | P
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Linking Files within a Session Table

1. With edit mode ON, select the table cell in which you wish to link the file.

2. Within the word processing editor, select the Insert Content icon. ®

Content

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

B I Y & Paragraph Arial 10pt = = A rd T. ¥ D B Q see
=Bll== = X X, & T . — 4+ v T e QR B

O T H © e 0@
Principles of Human Genetics (PoHG)

August 13, 2021 — September 27, 2021

BLOCK 1 - SINGLE GENE AND FOUNDATIONAL GENETICS

Date, Time, Required Prep and

Location EEEEN L Eeeity Consolidation Exercises EiberteebaE e
Friday, 8/13/21

8:30-9:30

Amp I
Online Survey and Quiz 1 opens at 8 am
Zoom Link
Introduction to PoHG Neena Gupta Survey must be taken before Quiz 1 -

Meeting 1D: Lisa Hall

991 8643 3376 Online Survey and Quiz 1
(DUE 8/16- 1pm)
P. ard-

3. Follow the same steps above for Linking Files Within a Course.

4. Switch to Edit Mode is OFF to view and test your links.

Linking Files in a Content Area

Not all courses use a Session Table. If your course is one such course, choose the Content Area where you would like to
add a link to an existing file in your Course Content Collection.

NOTE: Content areas are typically available by clicking on a link in the course menu.

[ I;’ ¢ f

NG 517A - Nsg I
AcuteiChronic Theory
I_GSN_17 GSN Spr_GP1 Bulld Content Assessments - Tools Partner Content {

NG 517A Spring 2017 Home
el D Course Schedule 2017

Required Tests and
Assignments

Mental Health Nursing

1 Mental Health Nursing
Collaborate ﬁ Week 1: March 13- 19
My Grades J_ NO LIVE CLASS THIS WEEK
Course Mail Modules: Welcome, Mental Health Overview-DSM, Mental Status Exam, Communication, Ethical/Legal

Course Feedback

- ﬁ Week 2: March 20 - 26
Infermation and Resources F

Live Class: March 20 9:30 - 12:00 pm
Syllabus & Course Calender

. Modules: Personality Development. Crisis Management, Biological Aspects, Treatment Modalities
esourses

Peoplesof Siudent
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With Edit Mode is ON, click Build Content, and then choose File to add a file to the content area:

+ m e o1 :
Mental Health Nursing

w NG517A -Nsgll
Acute/Chronic Theory
I_GSN_17 GSN Spr_GP1

NG 517A Spring 2017 Home|
Page Create New Page
Required Tests and
P Item Content Folder
File Module Page
Mental Health Nursing
Blank Fage
Collaborate Audio
My Grades Image Mashups
Video i
Course Mail FLEGE I ental Staty
Web Link i G
T Fas ek SlideShare Presentation
Learning Module ERulEheddes
Information and Resources Eeasbrbian
Syllabus
Syllabus & Course Calender
Course Link t. Biologi
e Content Package (SCORM)
Peoplesoft Student

E*Value @ Week 3: March 27 - April 2

https:/fumassmed.umasseonline.net/webapps/blackboard/execute/content/file?content_id=_119417_18tcourse_id=_5268_1

The Select File page appears. Add a Name for your file’s link, and click Browse Content Collection to locate the file.
Your course’s Content Collection will appear in a new window.

Requied Tests and
Assignments

SELECT FILE
Mental Health Nursing

Collaborate
WMy Grades % Name [scnedute 2017
Course Mail Color of Name [ Black
Course Feedback N
# Find File Browse My Computer Browse Content Collection
Information and Resources
Syllabus & Course Calender FILE OPTIONS
Resourses
Open in New Window Yes @ Mo
Peoplesoft Student
E*Value Add alignmentto content Yes @ No
Student Help
Course Team Help STANDARD OPTIONS
Web Links
On-Line Chat Links Permit Users to View this Content @ Yes No
Policies Track Number of Views Yes @ No
Faculty Select Date and Time Restriclions (| pisplay Afer =]
(] Display Until &

COURSE MANAGEMENT

¥ Control Panel

v Content Collection
001610_NG_5174_4711_GP1 Cancel
All Courses Content

All Organizations Content

Navigate to the folder where your file resides, and select the file you wish to add to the content area by clicking the
radio button next to the filename. Click Submit.
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/ 3 Create File - NG 5174 - X H - X

&« (= ‘ 8 Secure \ https://umassmed.umassonline.net/webapps/blackboard/execute/content/file?content_id=_119417_18.course_id=_5268_1 ﬁ‘ E 3 + I

Browse Content Collection

View List View Thumbnails

E Browse Upload W Advanced Search

Location: 4 001610_NG_517A_4711_GP1 = /[ mental health nursing Search Content, Search
Available Quota: Unlimited

Name Versions Last Modified Size

mmunity health links ni form doc Off Dec 21,2016 41710 PM 285KB

community health links privacy acknowledgement doc Dec 21,2016 4:17:10 PM 156 KB

community healih links privacy policy.doc Dec21,2016 4:17:10 PM 91.5KB

Community health links privacy statement doc Dec 21,2016 41710 PM 169 KB

Student Presentations Assignment.docx Dec 21,2016 4:17:10 PM 10.6 KB

Displaying 1 1o 5 of § items Show All | EditPaging.

You'll be brought back to the Select File page. Click Submit again to save your changes:

REQUITED €515 and
Assignments
SELECT FILE

Mental Health Nursing
Collaborate
My Grades o Name |Schedule 2017
Course Mail Color of Name [ | Black
Course Feedback . y

+ Find File Browse My Computer| Browse Content Collection
Information and Resources
Syllabus & Course Calender FILE OPTIONS
Resourses

Open in New Window ) Yes @ No
Peoplesoft Student : .
Evalue Add alignment to content ) Yes @ No
Student Help
Course Team Help STANDARD OPTIONS
‘Web Links
On-Line Chat Links Permit Users to View this Content @ Yes (, Mo
Policies Track Number of Views () Yes @ No
Faculty Select Date and Time Restrictions [ Display After | | ‘ =)

() Display Until| | & | | @
COURSE MANAGEMENT
v Control Panel
+ Content Collection

001610_NG_5174_4711_GP1 Canc
All Courses Content ——
All Organizations Content

Your file will now be visible to students in your chosen Content Area.

Linking to External Websites within the Lecture/Session Table

1. With Edit mode ON, select the cell where you wish to add a link.
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2. Typein the Link or website name into the cell.

Content

=

BEB © F ®
Date, Time, Session
Location Topic
[Example: [Lecture
Thursday, title]
5/3/12

1:00 - 2:00

AMP 11]

x? %X

©® @

Faculty

[Last
name
only]

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
B I U & Heading

Arial medium

& A . — & ¥ v T2 Ol BvH BE BHMBAR

L]
ey

Session Table
[Course Name]
[Term]

Required Prep and
Consolidation Exercises

Individual links to each file must use the following

=

naming convention: Date_(mmddyy)_letter*_File name.

« “P for Prep
= C for Consolidation

Medical Website

Av 2y L D BQ S

Session
Materials

Individual links to each file must use the following
naming convention: Date_(mmddyy)_letter*_File name.

« “Lfor Lecture use
« SG for small group
« LG for large group

Other
Resources

For instance
web links, etc.

3. Highlight the words you wish to create a link to.

4. Within the word processing editor, select the Insert/Edit link icon

The Insert/Edit link window opens.

5. Copy and paste in the URL for the website you wish to link to, enter the Text to Display as you’d like your
learners to see it, and choose New Window to have the new link open outside of the Blackboard window.

Insert/edit link

Url

Text to display

https://www.nejm.org/

The New England Journal of Medicind

Title

Open link in...

New window

5. Click Save to save your changes. Switch to Edit Mode is OFF to view and test your links.
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