DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

HOW TO POST CONTENT

There are several ways to populate your course with content. In this tutorial we will cover three of these
options: Create a content item, upload a file/document, and post a web link.

TURN ON EDIT MODE

Before creating and editing content, go to the Blackboard course and verify that Edit Mode is turned on.
If Edit Mode is off, click “*“ " to turn Edit Mode on.
Edit mode can be found on the upper-right section of your course.
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PLEASE NOTE: IN THIS DOCUMENT, FILES WILL BE CREATED IN CONTENT.

+ Blackboard Training For ¢
1. Once Edit Mode is turned on, go to the course menu and click CONTENT. Staff (BBTraining_Staff)
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To create a file on Blackboard, do the
following:

1. In CONTENT, select BUILD CONTENT. B DExm
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In the CREATE ITEM page, do the following: 1) Enter a NAME, and 2) Enter CONTENT TEXT.

Create Item
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3. Click YES
4. Click SUBMIT
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TURN OFF EDIT MODE

When content no longer needs to be added to the Blackboard course, click m to turn off Edit
Mode. Edit mode can be found on the upper-right section of your course.
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UPLOAD A FILE/DOCUMENT

To upload a file to Blackboard, do the following: T A
DOMINGUE LS
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In the Create File page, do the following:

1. Enter a NAME.
2. Click BROWSE MY COMPUTER.

Create File
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3. Browse and attach a file.

mo¢ =83 9 uws Coovrrns
= ST —g N0 e b ey K »
Ligwan v e %y =~ 3 ®
% Povrten - Nars lws redfel Tame
W Debiay - VIVZZI LRSI N Yot bt |
# Dowrcan
s | l“b UL DL L
PRI
Ciick Open to attach @t oo
-~ Penaw
o Click Open to Attach
. L T ! -2
Forat. M) fims "] Fole it Love g -
Lcfams |
= Cance Lews
4. Click SUBMIT.
Create File
e ke Fide comtent tygw 1o add o Ml Aot oure b sbvonad and 1eswd an @ page wirkin the conrse o an @ sepamany ioce of condet I @ separete hnnser Lndo, Adss, o colvetion of
Nex or an enfire lessos, scfading casconfing srpie shoets (OSYA aom te sbrvefoped sifne nnd spioodad M o couree from o fooa! drise and viewed in onder. Morw Hlelp
# s s e 0 w——E=
1. Select File
Sadect 0 hovaf flle by clicking Browse My Comguter or sne from wifiin Course Fike by ciioking Browse Course. Snter @ Mo o e le o chvaose o Oobar fle 0Ae toar & appeas (s
e Tar of contdent. Click No to diphay the S udiifn the Coarse ontdromonent ar Yes 0 digiig ( as @ separuy place of ontens adith 08 Coesrse page headisg
& Namre Oass ¥t 2
Colar of Name . mack
g Al Wemnn ¢ Cumpater | [ dowwnn S |
Sefexned Fim Tie Name Laram- ipsurmrt!
Fie Type RTY
Sewct a Offerers Fin
When the file is uploaded, Blackboard will display the file in the content area.
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TURN OFF EDIT MODE
When content no longer needs to be created or edited, click m to turn off Edit Mode. Edit mode
can be found on the upper-right section of your course.
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EDIT POSTED CONTENT

Access an item's menu for a list of options, such as Edit and Delete. If the option doesn't appear, it's not
available for that content type.
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3. Make all changes in the EDIT ITEM Page
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4. Click SUBMIT
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POST A WEB LINK

To post a web link, like to a website ¥ = ¢ 11
or avideo Content
~ Blackboard Training For  f
Faculty Staff 1dC
1. Select BUILD CONTENT (BB_Training_Staff) Butid L ontentis: . HRpE
2. Click on WEB LINK Announcements
Create New Page
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Week 1 Blank Page
Audio
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My Ciades Video Flickr Photo
Tools WebLink o — eShare Presentation
Learning Leamin%odule YouTube Video
—. hmAdAa ~nm Caniren
Create Web Link

3. Type the NAME of the link
4. Copy and paste the link’s URL, or web
address, into the URL text box.

PLEASE NOTE THAT YOU MUST INPUT THE
ENTIRE WEB ADDRESS, INCLUDING THE
“HTTP://”

5. Enter a DESCRIPTION for the link
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6. You may attach any
additional files 3. Attachments

7. Make sure that OPEN

If you select a file you do not want, click Do Not Attach to remove the attachment from
IN NEW WINDOW is

selected Attach File Browse My Computer Browse Course

4. Web Link Options

Open in New Window - @ Yes ® Mo

8. Select YES to permit users
to view the content. 9. Standard Options

9. Click SUBMIT Permit Users to View this Content @ Yes & No h

Track Number of Views @ Yes @ Mo

Select Date and Time Restrictions =] Display After ®

Enter dates as mm,/dd/yyyy. Time may be entered in any increment.

7] Display Unil ®

Enter dates as mm,/'dd/yyyy. Time may be entered in any increment.

6. Submit

Click Submit to proceed. Click Caneel to go back.
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