How to Add Material to your Course

The process of transferring material from your computer (diskette, flash drive etc) to
Blackboard is called Uploading!

1. Access your course from the Welcome Page
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2. Open the Control Panel
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3. Select the Content area to which you need to add material. All Content Areas work
and look the same.
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4. The tool bar in each content area looks the same. Click the Add Item Tool.
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5. Name your item (such as Syllabus) etc. and scroll down to find the browse button.
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You may type or cut/paste directly into Blackboard,

using this text box area. However, itis better to use

a file you've created and saved on your comptuer --
thay way you have a backup copy.

Browse for your file.

@ Content

Files can be attached to the above information. Click Brg

Attach local file I

Name of Link to File I

Special Action | Create & link to this file =



6. Find your file, click on it, and then click the Open button.
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7. The file name should apear in the “Attach local File” field. Set your options — such as
tracking and/or date parameters. Scroll to the bottom and click Submit.
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8. Click the OK button to go back to the content area screen. You should see you item
listed. You may remove, copy, or modify the item. NOTE: If you need to change a file
that was uploaded from your compter — you will to make changes off-line, remove the
file from Blackboard, then re-upload it again.
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