Posting Documents

Blackboard’s “content areas” can provide your stiisl@ccess to course material in a variety of
formats — text, PDF, application files, HTML, andiltimmedia. You can determine what day and
time a document becomes “available” to studentss d@lhows timely release of documents such
as assignment solutions (students get the solutawresself-check onlwafter they have

completed the assignment) and take-home examgXtm becomes available at a designated
time).

Posting a Document to a Content Area

Content Areas
1. Click theControl Panelbutton. syllabus Assignments
Course Documents Web Links

2. In the Content Areas menu (top left),
click the area where you want to post your docuni@yllabus Course Documents
Assignments or any area you have customized). The procedutesisame regardless of
the content area to which you are posting a documen

3. Click Item. (P ltern  E3m Folder s External Link Course Link [P Test
1] Add it
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name for the € ContentInformation
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Choose Color of Hame
5. In the Text box, .“E‘
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(optional). Many

faculty use this

area for the actual document tektyou do this, be sure to save an electronic wersif
whatever you enter here.

6. Inthe Content area, enter a name inNlaene of Link to Filearea. (Students will click
this link to access the document.)

7. For most documents, ke&§pecial Actionset toCreate a link to this file. For pictures
(JPEG and GIF files) and movie files (QuickTime ifger files”), selectindisplay
media file within the pageis an option, but can increase download time if e using
many files.

8. Click Browseto locate your document.

9. Click the name of the document in the dialog baickCOpen to upload the document.



10. SetOptions.

€) Options
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* To make the content available immediately, casfor Make the content availahle

* IntheChoose date and time restrictioagea, you can set a “window” of time within
which the document will be visible (useful if paggiproblem solutions or take-home
exams.) If you use this area yowstcheckYesfor Make the content availahle

» If you do not want to use date restrictions, utkctie Display AfterandDisplay Until
boxes.

11.Click Submit andOK when prompted.
12.As a final check, you can view your document thg stadents will see it by going back

to the course home page. (Click the course narkelirtop of the screen, then click the
course navigation button where the document igéacaClick the link to the document.)
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Adding a Folder and Posting Documents in the Folder

1. Start in theControl Panel and select the content area.

2. Click Folder. (F=ltem  [C3m Folder @@ External Link s Course Link [Py, Test

3. Give the folder a name and description. Check
Options and clickSubmit, thenOK when
prompted.
ﬁ 1 =| Chapter notes 1.5
- Chapter notes far Chapters 1-5

4. Click on the link to the foldeand continue to
add items to the folder, starting witiem, as
above.
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Suggestions for Posting Documents

o Consider providing longer, required documents irdltpy as part of a student-
purchased course pack whenever possible. Largerébpire long download times over
the slower internet connections many of your sttgleinll have at home. Many students
prefer to print longer documents — especially obligtaccess computers where their
online time is limitedProviding longer documents in your course pack vetven
possible can help to reduce both inconveniencéuests and demand for limited
computing resources as well as printing-relatedts@s campus, site, and center labs.

o All documents posted online are subject to copynightrictions.Contact your campus
Library staff for assistance. It's often more comeat to link to online material.

o Posting Microsoft Word files iRich Text Format (.rtf) allows students to open them
with other word processors. In your word processelectSave As...and choos®ich
Text Format. All formatting is retained.

o Saving your documents DF format is one of the best ways to ensure that your
students will be able to open them, regardlesshathvplatform or word processing
software they use. Free or low-cost utilities sasifCute PDFhtp://www.cutepdf.con)/
allow you to save virtually any document as a PIé: ff your scanner has this option,
scan your documents to PDF.

o Certain files (PDF, audio, video) require plug-upport. Be sure you provide the URLS
and download instructions for obtaining necesséug-ms. (TheResourcegab will
include this information, too.) Include the filgpy and document size to give students an
estimate of download time.

o Set PowerPoint printing preferences to reduce tipamer and printer toner. (Print
handouts with six slides to a page using the btakwhite or grayscale setting instead
of full slides using the color setting.) Beforeuygave your PowerPoint presentation,
click Tools, selectOptions, then select thBrint tab. Set Print options as noted on the
right.

o0 Accessibility. All media files and files otherwis@readable by screen readers used by
people with disabilities (PDF files, PowerPointgeptations, etc.) should be
accompanied by a transcript or alternative fordmaages should contain “Alt text”
describing the image. A field where you can erties text appears when you post an
image file using “Display media file within the pad

o Always save original files! Don’t rely on what you postBlackboard for your archive of
important documents. Tell your students the same!
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