Blackboard at CSD: Course Documents

Log on to Course on the 509J Blackboard site

Go directly to the website at “http://webschool.csd509j.net”.
Click on Login button on left. Type in Username (6 last, 1 first) & Password (email &
website). Click on Login.

Don’t forget to click on the Logout when you are finished.

Once you are logged in, click on the course that you are building.
Click on the Control Panel link.

Adding Course Documents
In the Control Panel under Content Areas, click on Course Documents.

Content Areas
Course Information Assigqnments
Course Documents External Links

In the next screen, you can add an item, a folder, an external link, a course link, or a
test.
[(J Course Documents

(F> ltern (033 Folder s External Link Course Link [Pl Test

To add an item, click on CF tem . In the next screen, there are 4 sections—Content

Information, Content, Options, and Submit.

1. Content Information is where the name of the document must be included and a
document description can be typed. There is a little bit of text formatting
available.

@ content Information
“ Name
Choose Color of Name
Text
® Smart Text O Plain Text O HTML Vx ¢ U [EP Preview
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2. Content is where a file can be attached or a link to a file can be made. To add the
document from your computer, in the Content section, click on the Browse

button.

@ Content
Files can be attached to the above information. Click Browse to select the file to attach and specify a name for the link to this file.
Attach local file EBrowse. |

Name of Link to File

Special Action Create a link to this filz v

3. In the Choose file box, click on the file, and click on the Open button. Documents
can be Word documents, Excel spreadsheets, PDFs, graphics, or anything that

can be read.
Choose file @@

Look in: | () FrontPage j EF Ed-
=1 Mame Size  Type A
Lﬁ 5 yyorking with Tables & FrontPage 2003 119KB  Microsoft Wor
gé'cifﬂc;':; By coRKING with Frames in FrontPage 2FKB  Microsoft Wor
e B wcamk NG With Forms in FrontPage 3EKE  Microsoft Wor
9 [ orking 'with Cigikal Imag 225 KB Microsaft War
D o W it 324 KB Microsoft War
ZRECh 27KE  Microsoft wot
. 3 logging in fram home 254 KB Bitmap Image
—’] B TMKTING to & Target Page and More 24 KB Microsoft Wor
i B EFrontPagaWorking 695 KE  Adobe Acrob:
_=|FrontPageCpensave 38 KB Adobe Acrobe
=1 ZFrontPageOne-Page 544 KB  Adobe Acrob:
'1" -,EFrontPagaNewsIetterToWeb 472 KB Adobe Acrob:
My Computer . FrontPageFileManagemeant 29KE Adobe Acrobz
lﬂ_‘_]FrontPaga 2003 Three-Page Website 400 KB Microsoft Wor .
@ = >
2
by Metwark — File name: [Warking With & FrontP'age 2003 Website v Open
Places
Files of type: |AII Files [*.%] j Cancel

4. The path to the file should show up on the “Attach local file” box. It is not
necessary to fill in the “Name of Link to File” box, but do not forget to fill in the
Name in the Content Information Section 1.

5. Options is where decisions are made about when the document is available and
if there will be tracking.

€ Options

Make the content available ®Yes OMo

Track number of views O Yes @ Mo

Choose date and time restrictions 7] Display Adfter [} Display Until

[Feb v|[21 v|[2008 v [Feb |21 v||2008 v|

@ Submit

Click Submit to finish. Click Cancel to guit

" Required Field

6. Submit where the choices are to Submit the content or Cancel it. Click on the
Submit button in Section 4 to finish adding the document.

Davienne Jacobson 2 June, 2006




7. Click on OK when the “Success” message shows.

ER Success

ltern successfully added: Warking on a FrontPage Website.

Tuesday, February 21, 2006 4:24:17 P PST

OK )

8. The document shows up with other documents that have been added to the
Course Documents section.

Modifying Course Documents

I ] 1 ¥| FrontPage One-Page Web
R FrontPageOne-Page. pdf 543 326 Kby

Moty danage | Copy Remove

r ] 2 ¥ | FrontPage Three-Page Weh Miodity Manage | | Copy MOV

s FrontPage3-Page. pdf 4z 269 kb)

Moty Manage | Capy Remave

F )| 3 ¥| FrontPage Opening and Saving a Website
s FrontPageOpenSave. pdfcaz.e4 Kby

Once a document has been placed on the site, it can still be changed.

1. The numbers in front of the documents are for arranging the order. Click on the
dropdown next to the number and choose another location in the list. All the other
documents will move accordingly.

2. Click on the Modify button to go back to the original 4 sections. A different
document can be inserted in place of the current one. Also descriptions can be
added.

3. Click on Manage to enable or disable view tracking which monitors the number of
times that someone has accessed the document.

[ statistics Tracking

P Enable/Disable Tracking
Enable ar disable tracking for this item.
Current Status: Disabled

P View Statistics
View system tracking information far this iterm.

Ed Manage FrontPage One-Page Web

P Statistics Tracking
Enable or disable tracking for this item. “iew system tracking information for this item
Current Status: Enabled

b Metadata
Set metadata information for this content itemn.

4. Click on Copy to copy the document to another location. For example, after
documents have been uploaded to Blackboard, they can be copied to a folder.
5. Click on Remove to delete the document from the list of documents.

Once you have finished adding and modifying course documents, click OK. This will
take you back to the Control Panel.
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Viewing Course Documents

If you have been working in Control Panel, you will need to click on your course title to
get back to the course view. You will be back to the screen with a left column with
category buttons and announcements on the right.

Click on the Course Documents button to see how the list of documents will look to
students.

Right-click on a document link. Choose “Open in New Window” to see how the
document looks. If it is a PDF, it will open right away in Adobe Acrobat Reader.

it i in Word or Excl or other

software, you may see a message box
asking if you want to open or save the
f||e YOU can Open the f||e |mmed|ate|y Eg__ﬂ Mame: Opening_and_Saving_a_Published_web,doc

. . Type: Microsoft Word Document, 26.5 KB
or save it to the Desktop to be viewed S
later. If it is opened for viewing, the
menus will look different because the Open | [ Save | [ Cancel
file is being viewed through the internet Always ask before opering this type of e
browser.

Do you want to open or save this file?

: While files from the Intemet can be useful, some files can potentially
harrn your computer. [ you do nat trust the source, da not open or
zave this file. What's the risk?
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