Blackboard: course documents
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This HOWTO explains how to make course documents. Course documents
are anything from field trip notices to lecture supplements.

Course documents are commonly Word documents @j or PDF files 'ET@

HOWTO

1) Login in

2) Click on control panel

3) Click on course documents

Have an Account? Login Here.

Your Blackboard username is your
Hunter E-mail login, e.g.: jsmith
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4) To add a course document:

4.1) Click the add item (3 Add item

Academic System

Courses | Web Resources | Admin

COURSES > TECHHOLOGY INTEGRATION » CONTROL PAHEL = COURSE DOCUMENTS

[Ed course Documents

[Fu Add ltem | (£ Add Folder Ep% Add Learning Unit

Current Location: Top

1 ~ | HOWTQ's - email

These are step-by-step guides designed to help newer users understand how

These include gmail, filtering for spam, creating groups, and forwarding email

2 v |HOWTO - using blackboard
This folder has a bunch of HOWTO's for using blackboard :-)

3 ~|Teacher Tips
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4.2) Choose a category for your course document. You can choose
your own category if you prefer.
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€@ Content Information

Name: ' Course Docurments e

Course Docurments -
Student ]

Field Trips
Instructor Resources
Chapters
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Teacher Tips
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Lecture Materials
Supplemental Materials
Handouts
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Course Packet

hModules

Presentations

Animation Library
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Exercises hd

® Smart Text O Plain Text O HTML

ar specify your own narme:

Choose Color of Name:

Text:




4.3) Fill in the text box with a description of the document.

Academic System
Courses | web Resources | Admin

COURSES = TECHHOLOGY INTEGRATION = CONTROL PANEL * COURSE DOCUMENTS = ADD CONTEHN

[ Add content

@ Content Information

Name:

Course Documents b
or specify your own name:
Choose Color of Name:

Text:
Thi= is an important course docuwent. Please make sure to

review this, as it has important information about
important things.

Did I mention how important this is?

@ Srmart Text O Plain Text O HTML

4.4) The next step is to attach your file.

@ Content Attachments

Files may be attached to the above information. Click the Browse b

File to Attach:

Marme of Link to File:

special Action: Create a link ta this file v

Current Attached Files:



4.4.1) Simply click the browse button

and find your file.

File Upload
Loak, ir: | @ Desktop v | o & B2 [~
= @My Diocuments
{ E} f My Computer
My Recent ':gMy Metwork Places
Documents (S)backups
| - [5bb courses
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Desktop (Z)zzWWeb Scratch Folder
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g File name: | b | [ Open ]
MyMNetwork | Fiesofype: | AllFiles v| [ cance |

4.4.2) When you have found your file, simply click the open button.

File name; ||ntern notes b |
ooon [ W]  [owes |

4.4.3) If you want to name your file, please enter a name for it. If you
don't choose a name, the filename will be the same as the uploaded
file.

@ Content Attachments

Files may be attached to the above information. Click the Browse button

File to Attach:
Matne of Link to File:

Special Action:

|C:\Documents and Settit“ Browse... ]

|Thi5 is an important fils] |

| Create a link to this file A4 |

Current Attached Files:

4.4.4) Special action can be left at "create a link to this file".

Special Action: |

i Create alink to this file

Current Attached Files:

Create a link to this file
Jisplay media file within the page

Unpackage thig file




4.5) Select your options.

€ Options
Do you want to make the content i ves Opo
visible:
Do you want to add offline content? Civas @ po

Do you want to track number of views? Ovas & po

Do you want to add Metadata? O ves ®po

Select Date(s) of Availability ] Display After
Sep v || 28 v | 2006
10 w10 [» || Ak »
L] Display Until
Sep v || 28 v | 2006
10 w10 [» || Ak »

4.6) Click submit to upload your course document!

Cancel ) Submit )




