 [image: image21.png]


                                                                                              [image: image22.png]




Adding Content to Your Blackboard Course
I. Creating Folders

· Creating folders in your Blackboard course allows you to organize your content in a logical manner (e.g., chronologically, by topic, etc.).  Folders also let you separate courses into sections, for example, an honors section may have additional assignments or readings in another folder.

· The files/folders idiom for an operating system serves the same purpose – you may create folders to organize your files.
Creating a Folder

· Access your course’s Control Panel

· Select a Content Area in which you want to add a folder [image: image1.png]Assignments





· From the Add selection bar, click Folder [image: image2.png]Add  (Fsttem BB Folder| @ Extemal Link [ Course Link (2 Test




Enter a name and description for the folder.  You may also add images, movies, and sounds to the folder description. However, it is recommended that you keep larger content files within the folder.

Select availability (make folder available immediately or during a specific period of time.

Click [image: image3.png]Submit



 to create the folder.

****To modify a folder name, description, or availability at a later time, to copy (useful in creating separate class sections sharing the same materials) a folder, or to remove a folder, click the[image: image4.png]Modify



 buttons.  

II. Adding Files to Your Content Areas (PPT, DOC, PDF, etc.)

· When you add files from your computer to your Blackboard course, you are simply copying the file from a disk to Blackboard.  For webmasters, you can also think of add items as uploading a file to your web space.  

· When you upload such file types as PPT, DOC, PDF, JPG, GIF, RTF, etc. students can download them to their computers (right-click option), or open them directly by left-clicking (see example below). *ITEM = FILE

Adding a File to a Course Content Area
· From the Control Panel, click on a course content area (e.g., Course Documents, Assignments).

· From the Add selection bar, click Item
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· Enter a name and description (text).  

· Scroll down to [image: image6.png]@ Content



.  

· File to Attach - Click [image: image7.png]Browse



 , then select the file from your computer.

· Name of Link to File – This will create a hyperlink to the file that students will click to access.

· Special Action – Most often, you will use the default option, “Create a Link to this File”.

· You may choose availability options, setting the item’s availability for a specific length of time.

· Click [image: image8.png]Submit



 to create the item.

Student View:  Saving Files from Your Course – IE | Netscape | Safari (MAC)
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III. Adding .ZIP Compressed Files

· You would use this “un-packaging” feature of Blackboard in the following instances:

· PowerPoint slide shows that are saved as a group of HTML pages. 
· Web sites that contain many files with internal reference links or navigation. 
· Packaged files (such as PowerPoint Pack 'n' Go) - requiring a "player" program. 
· Other files that need to be kept together in a sub-directory or contain relative reference links.
Adding .ZIP Files to a Course Content Area
· From the Control Panel, click on a course content area (e.g., Course Documents, Assignments).

· From the Add selection bar, click Item
[image: image12.png]Add (P tem| BB Folder @ Exteral Link [ Course Link (2 Test




· Enter a name and description (text).  

· Scroll down to [image: image13.png]@ Content



.  

· File to Attach - Click [image: image14.png]Browse



 , then select the .zip file from your computer.

· Name of Link to File – This will create a hyperlink to the first file in the compressed series you would like students to view.

· Special Action – For compressed files, you will choose un-package this file from the dropdown menu.

· You may choose availability options, setting the item’s availability for a specific length of time.

· Click [image: image15.png]Submit



 to create the item.

· Select an Entry Point, the first file that opens in the series (for example, slide 1 of a PowerPoint presentation in HTML).

IV. Adding HTML Content - *Basic HTML font guide included!  (last page)

· Adding HTML to your menu buttons and content titles/descriptions can make a Blackboard course much more aesthetically pleasing to your students – not to mention a great way to organize your course.

· The WYSIWYG editor (available only in Internet Explorer 5 and 6) allows you to add HTML code directly to a popup window.

· This tutorial gives a very brief list of HTML font tags, allowing you to change your text.

· “Redesigning” Your Course Menu

· Change Your Course Menu to Text Links

· In your course Control Panel, click Settings.

· Click Course Design, then the option Course Design.  Here, you can select the Text option.  
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· Modifying the Text with HTML
· Return to the course Control Panel, and click Manage Course Menu.  This option lists all buttons you may add to your course menu, and is where you have previously enabled / disabled buttons.
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· You can insert simple HTML font tags with your content area name. In this example, Articles will appear in bold. [image: image18.png]Area Type: Content Area
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· Adding Emphasis to Your ‘Descriptions’, Discussion Board Posts, and Announcements

· HTML tags can help draw attention to details in an announcement, an item or folder description or a discussion board post – and it’s even easier to accomplish this with the WYSIWYG toolbar (IE 6 for Windows only).
· Without the WYSIWYG toolbar, you can still make modifications to the text in HTML.  For example, using Mozilla, you may select HTML, and enter or paste the code in the text box.
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Internet Explorer                                                      Mozilla

If you have any questions, please feel free to contact Blackboard support at the UMBC helpdesk.
Quick HTML Font Tag Guide
	<b></b>       ex. HTML code <b>SGA Election</b>
 Creates bold text          User view (web)         SGA Election

	<i></i>
Creates italic text

	<font size=”(number)”>insert text</font>
Sets size of font, from 1 to 7

	<font color=”(value or name)”>insert text</font>
Sets font color, using name or hex value


Sample font color names / hex values:

Red  - in code appearing as <font color=”red”>
Black
#33CC00 (lime green)

#333399 (blue)

	<hr>
Creates a horizontal rule

	<a href="http://www.whatever.com">text</a>
Creates a hyperlink

	<a href="mailto:EMAILaddress">text</a>
Creates a mailto link
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