Creating a Folder and
Uploading an Item
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t In this tutorial we will learn how toadd materialto the button L
calledInformation. This happens to ba contentbutton not a tool
button which means it is a blank slate to which you cadd
information and materials(Note the white box on the Information
button. This will go away once we add contenThis ox tells us

Y that there is no ontent currently on this button)
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Folder empty

So click on the button called Informatio\n. Then yol
will see the following above which are Create Item
Build, Evaluate, Collaborate and Mor8lote that
each of the items on the Navigatiobar except for
Createltem have arrows next to each item. When
you click on these arrows, there are selections
under each of them.
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Information -

» Create Folder <
Create External Link

Create Course Link

Folder empty 5

v
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Create Learning Module

v

Create Syllabus
Create Module Page
Link to Tools Area
Link to Offine Content

v

v
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Discover Content

Under Build we find anumber of
Items to select from butin this
tutorial we will be concentrating on
Create Folder

HE] Information =
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Folder empty

» Create Test

» Create Survey
» Create Assignment
» Create Safelssignment

» Create Self and Peer
Assessment

Collaborate % Mare %

Discover Content

Under Evaluate, there are items for
Creating Tests, Surveys, Assignments, S4
Assignments, and Self and Peer
Assessment.
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Under Collaboration are the tools
which the instructor and students
will use to communicate and
collaborate with each other.

/

> Create Discussion
Board Link

Create Chat

Create Virtual
Classroom Link

Create Groups Link
Create Blog Link

Create Journals
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Create Item Collaborate % Discover Content

» Add Document

Folder empty Package
> Add MERLOT Content
> Add Podcast Episode

> Add iTunes U

Extension fol
Under More are a number of BlackBoard

Advanced features of Blackboard to |’ Add Wimba Classroom

. > Add Voice Authoring
enhance your online classroom. . Add Voice Emal

> Add Voice Board
> Add Voice Direct
> Add Voice Presentation
> Add Wimba Podcaster
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# Control Panel

N

Information > Create Folder . N
B .| Now we are ready to begin adding

S|L @ B ? Create Folder| Material, but first we want to create
: a Folder. So under Build, select

AFolderis away orerganizing conid  CT€A1tE Fol@r. Then name the folder

Hee Imagesand choose the Text color

% Indicates a required field.
q carce | [
1. Folder Information

# Name |Images |
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# Indicates a required field.
q cance
1. Folder Information

# Name Images Next you may write a short description

B | ok about the Folder contents(this is
optional, not required)

Color of Name

Text //

| Mormal |3 vll'ﬁmesNewRomyﬁlvH B 7 Uake| % ¥ | == =|i= = €€ £
“abc M Oy [ & w0 cu FAZ | Yo O
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In this folder vou will images for Chapter 1
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Next you will want to select Yes for botbelections
<[P bosy under Options and then you may also select date
[] Save as Reusable Object restrictions. Then click on Submit and you have

created a Folder!

N optons ]

Permit Users to View & Yes (O Mo
the Content Item

Track Number of Views & Yes (O Mo

Select Date and Time 7] Display Aﬂer| | | |@
Restrictions Enter dates as mm/ddfyyyy. Time may be entered in any increment.
[] Display Until | B | =]

Enter dates as mmiddfyyyy. Time may be entered in any increment.
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. gIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII/ In forma tlon So now we h ave an Im ages folder Wlth a

[ W | / short description of its contentsNext dick

i

e /% =73 2= on the Images Folde

4,— Create Item uild % Sealua B
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g } Enabled: Statistics Tracking

W% In this folder you will images for Chapter 1
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[in % Folder empty As you can see the folder is empty. Now we al
AR, . . . .

e % going to put material into the folderClick on
T

g._ 1 Create Item.
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First you have to name the Item. It is
mandatory. You can color code the

OIS LS 1D any T w (NE-RWL-I10)
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?l—% % Indicates a required field| text. We will namethis item Fhoto. -
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7 5 Text You can type information or attach a file,

e ‘|;;m; [:ﬁ"éhm“”“‘;"gjk photo, audiofile, flash file or video file|f you

OURSE MANAGEMEN - & 0 o L . . .

Do ‘HER B B | type text orattach a video or image file here
* Control Panel it will physically appear on the pagé/ou may

do this, but the load time will be longer than
if you attach the file via the instructions
below.
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Sowe have named thdtem Photo.
Thentype short text to describe the
item and then scroll down the page
until you see Attach Local File. Click
on Browse andocate the file (and in
this casea photo) ard select the
Photo and click on Open.
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