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Posting Documents in Blackboard Learn

Description:

This document covers the linking/posting of documents for a course to be delivered using
Blackboard Learn.

Intended Audience:

Faculty using Blackboard Learn.
Specific areas Referenced:

1. Course Qutline
2. Course Content — notes, slide presentations, etc. that supplement lectures
3. Course Assignments — description of assignments to be posted to Blackboard Learn

Section | — Instructions: Posting a Course Outline

1. Launch Blackboard Learn
2. Click the Northern College tab to see a list of your courses
3. Select (click the name of) the course to be set up
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4. Be sure that Edit Mode is turned ON
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5. Click the Course Outline link in the Main Menu area
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6. Click the “Item Options’ button
7. Click the Edit command
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8. The “Disclaimer text” should be retained on the Course Outline set-up page

9. Click the Browse button to navigate to the Course Outline file

10. Click in the Name of Link to File and enter a name such as Link to Course Outline

11. Click Yes radio button when ready to release the Course Outline for students to view

12. Click Yes radio button, if desired, to track when & by whom the outline has been viewed
13. Optionally, set date range that the Course Outline is available for students to view
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Section 11 — Instructions: Posting Course Content Information [Top]

1. Launch Blackboard Learn
2. Click the Northern College tab to see a list of your courses
3. Select (click the name of) the course to be set up
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5. Click the Course Content link in the Main Menu area
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6. Click the “Item Options’ button
7. Click the Edit command
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8. Edit the Module # Title for the folder containing supplemental information — can be any
type of document, including MS Word, MS PowerPoint, Adobe pdf, etc.

9. Optionally, select a color for the Folder title

10. Provide a brief description, optionally including the text reference for the folder

11. In the Options area specify if the folder is available for students to access and/or set up
the range of dates for which the folder is available

12. Finish the folder definition by submitting it

13. Repeat for as many Module folders as are required
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17. Edit the Module # Title for the folder containing supplemental information — can be any
type of document, including MS Word, MS PowerPoint, Adobe pdf, etc.

18. Optionally, select a color for the Folder title

19. Provide a brief description, optionally including the text reference for the folder

20. In the Options area specify if the folder is available for students to access and/or set up
the range of dates for which the folder is available

21. Finish the folder definition by submitting it
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22. Repeat for as many Unit folders as are required
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23. Optionally, click the link for the Unit to use any of the features provided for each Unit
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24. Click the Edit button for any or all of the Unit features that suit the content. For example,
there is a feature to include the Learning Objectives, Presentations, Suggested Readings,
and External Links
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Section 111 — Instructions: Posting an Assignment [Top]

1. Launch Blackboard Learn
2. Click the Northern College tab to see a list of your courses
3. Select (click the name of) the course to have an Assignment set up

= Blackbosrd Lesm - Wind ¢ . =laix]
G_('T;' [ itp:/ibhickbord.notheme oncatwebappa/poralframesst jsp b, tab _aroup ids 1 1 ke Live Searct P
Eile Edit Yew Fawrites Tools Help

x 8-

i Favarites | s

8 Disckbosrd Leam Fiw B ¢ L0 e Bagev Sefetyv Tgohv e

& MyPmcss (0 Home @) Hep -3 Legot

My Courses = 2§ My » ouncements

Courses you are teaching:
L4 INA093 03 101: Computer Applications for Bus and Tech, . Eall 09
- L IN4 143 P09 101; Database - Fall 09

. g:.’mi’;ﬂfl‘ 1 ING93.F09:001; Databiase Management - Fall 09

> @ user Dlrectory L) [NE003 FO9 101 Systems Analysis - Fall 09

» 8 Agdress ook L Z Staffl Resource Centie
» @ Personal Information u

Courses you are craating:

T T [ rtemet i L

=l=ix]

fi o) s 0 e e Pagev Getyv Tgoliv e *
& MyPmcss (0 Home @) Hep -3 Legot

5. Click the Assignments link in the Main Menu area
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6. Start by clicking the link to the Course Assignments folder
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| A My Groups / Enabled: Statistics Tracking
[~ My Group =l

7. Point to, or click, the Evaluate button
8. Click the Create Assignment command to begin the Assignment set-up process
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Blackboard Learn - Windows Internet Explorer _ T il
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2l / 1 A8 > Create Survey
1 Course Outline ¥ / Al %
a / » Create Assignment
1 Course Content ¥ / REFERENCE
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I Assignments ¥l i<
= % Chapter 1 - In the Lab #1 - Annual Cost of Good Worksheet
,E, Communisation ¥ & //% Review the material in Chapter 1 in the texthook before tackling this assignment
L Discussion Doard ¢ % Complete the assi bed in Inthe Lah #1
I Email ¥ / Save your document to yuur Uzt drive and include your initials in the file name; submit your completed work to this
/I/‘ Tools o / assignment
¥
B o - N
b ¥
1 References B & ¥ % Due Date/Time is Nov 24th @ midnite
2 . .
¥ ry to print yol
External Links @ ¥ % It is not necessary to print your work
2
Class List ¥ %
7
//////////////////////////////////////////% . @ AT |5
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9. Begin by entering a Name and set up the color for the Assignment
10. Provide instructions for students on what is required of them for the assignment and
optionally provide a reference into the textbook

i=arretappsng 2 Ll | f v semch

il - L mm e Pogee Sdfeye Tecks e 7

& MyPoces M Home €3 Help M Logou

[ e T T T ) Aseigramants ¢ Course Atsignments © Crass Assignmant canmoss T | 7]

ﬁ Create Assignment

Applicatlons for Bus
and Tech. - Fall 09
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1 References @0
'
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“RELBEB

1 Extemal Links &8
1 Class List

I. ANNSURE BERHS % Bach $denL 8paratady using e Grade Certer
1 Contacts ¥
1 Course Outling b % Indicates a required field Cancel m
1 Course Content 3
II Assgnments S PR M Assignment Infermation
1 Communication B * |

. * Mame and Color | ENET
1 Discussion Board ¥ )
1, Email L Instructions

. anc peer [T
1 Teals £

B

“[imd Z] ] [reitmiomen =] | B 7 Uake| = « | E & ]EEE‘:K‘J‘

11. Optionally, include a link instead of the instructions or to link to a file that is needed to
complete the Assignment
12. Indicate the points possible for the Assignment
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Packages and Utities EW Assignment Files
Hilp Attach Fily Browss for Local File

Py Attached fies i s Lkt @

EM  Crading
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13. In the Availability section, make the Assignment Available if that is applicable; if
desired, do not make the Assignment available until you are ready to do so

14. Set the number of attempts students will be allowed to submit for the Assignment; if you
select a single attempt, that attempt can be cleared to allow another try

15. If desired, set the range of dates for which the Assignment information will be available
for students

16. Also if desired, set a Due Date / Time for the Assignment to be submitted

LA Avallability

 Mak®
This assi

the Assgnment Available
rament cannnl e madie aailate urst i is s

Mumihar of Aftarnpes i Allow single sttempt
 Allow unlimited attampts
© Number of arlempts:

il Aanlabehity

17. Finally, submit the Assignment

Recigents @ Al Sudents indnidually

© Groups of Suderns @
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18. The following slides depict an alternate method of providing students with the
instructions for completing their assignments
19. In the Instructions field, enter a reference to the document that students should obtain

[eompe egbasos o o et Tom e e K7
-] & « 1 Create Assignment
 Computer - L

Applications for Bus

and Tech. - Fall 09

1 Anncuncements

MR A Assignment Information

* Nameand Colr g 7 IE e

ation 8

I Descussion Beard

l :m:' . Instructions |
' References B » “[rermel |1 o [Tt Roman W[ DT [ ek % ot | R WSS R F
o 8 “SASEDE e s QOJALS IS OCO
1 Class List ThELDEB 19
m Click the doc <name of attached d for i ions for thes assy P
Lab Groun ‘A ¥

o @ trkerner fac WI00N -

20. Click the Browse for Local File to begin navigation to the assignment instructions

document
Packages and Lhilties FMl Assignment Files
Help Astach File Browse for Local File

S Attachod fos

21. Once located and opened, the file name appears
22. Next, and most important, it is necessary to click the Attach File button to link the
assignment and the file

Salected Fila File Hame gy i andl Fock Music st Quarter Sales.xlsx

Hame of link ta file [
AnachFila Do not attach

23. The attached file name will appear in the Attached Files list. If required, additional files
may be attached following the same process (Steps 20 through 22)

Astach File Browse for Local File

Artachod files
-J.':.I.Ivl.-..‘. . fsim T Do ool attach

24. The remaining steps in the process are the same as in the previous example where
instructions are typed into the Instructions field — set the Points for the assignment, set the
dates for which it will be available, set the Due Date, and submit.



