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Managing Content and the Content Collection in
Blackboard Academic Suite

The Blackboard Content System is a powerful feature that enables users to manage and
share content from a central location. Content that is placed in the Content System can
then be linked into content areas in the Blackboard Learning System. As currently
structured in the University of Maryland’s implementation of Blackboard Academic Suite,
users have access to two content collection areas: Course Content and My Content. The
Course Content area can be accessed (and its content managed) by the instructor(s),
teaching assistant(s) and course builder(s) associated with the course; the My Content
area is accessible only by a specific user, identified by their Directory ID, however, the
user can provide permission to access content to other individuals of their choosing.

This workshop will explore the following concepts:

e Identifying the My Content and Course Content Collection areas and the uses of each
0 Adding Files and Folders to a Content Collection Area
o Single file upload (a review of content provided in Getting Started with
Blackboard)
0 Uploading multiple files with Web Folders
0 Adding external links
0 Modifying file and folder permissions
e Strategies for organizing resources in the Content Collection Area
e Structuring content in a “Content Area”
0 Adding a file (from the Content Collection System)
0 Adding a folder
0 Managing and removing content
e Developing content as a “Learning Unit”

Content Collection Area—My Content and Course Content

The Content Collection areas provide central repositories for materials you plan to make
available within one or more course spaces, as well as provide a personal storage area
online that you can access from any networked computer at any time. The Course Content
collection can be accessed by those with an instructor, teaching assistant or course builder
role in that course. And, while the My Content collection area is, by default, only accessible
to a specific user id, the collection owner can make specific files or folders available to
others on a course development “team”.

Viewing the Content Collection

To view the Content Collection, click on the Content Collection tab at the top of your ELMS
homepage.

Home ; Content Collection
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The Content Collection window is split into two parts: the
Navigation Pane (see right) and the Content Pane (see below).
The Navigation Pane provides access to the My Content collection % zdeb
and the Course Content collection. Click on the users folder under g
My Content, then click on your user id to open your personal

. . . courses
content collection in the Content Pane. Click on the courses folder & zo0e08_srHUz89T_Mat
under Course Content to reveal folders representative of all %% 200608_FLMSCOMM_Ol
courses in which you have a role of instructor, teaching assistant ~ *3 ffﬁgffﬂ-g“mp—“"ate‘k
or course builder. Click on any specific course folder to open the g s

content collection for that course in the Content Pane. & TESTSRL
+ﬁ TEST_GEMERAL

The Content Pane will be empty until you begin uploading single

files or multiple files and folders and external links into the space. Note that the default
space quota available for a Course Collection is 50 megabytes; the default space quota for
the My Content Collection is 150 megabytes. Additional space can be requested via
elms@umd.edu should you need it.

[l Content Collection: TEST Course DM 1 Content

Web Folder  <Fm ltem [_‘33; Folder @@mlink [ Copy 57 Move [ Remove IAdd Aotk oy ;l =

Location: /courses/TESTDM1
Available Quota: 50.00ME (100%) Total Quota: 50.00MB

Folder Empty /

|#] Refresh

Organizing the My Content Collection Area

If you plan to use the My Content Collection area to house materials for several different
courses, it would be expedient to organize the content into a logical system of folders. One
model of organization might be as follows:
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Folders

OIT101 Shared
Resources

- . _—

OIT205 External Links

You can create this folder organization within the Content Pane and upload files or multiple
folders and files using the tools available on the Content System Action Bar.

[l Content Collection: My Content

(S0 Web Folder < tem G Folder @eLink s Copy Gy Move ey Remove |AddWorkriow %] Gol

Location: fusarsfzdeb

100 %

ACtion Bar Available Ouota: 459 BB
| - |

Total Quota: S00 OME
- - E 1

3 m Course Syllabi Aug 14, 2006 24727 PW 25KB Modify

o f——""clder Contant = o ss

(9 syllabus timi Aug 15,2006 2:17:41 PH

=)
=1
=
x
=

I &) weboptppt ' Sep 12, 2006 10.00:47 AM ke o Modify
€] Refiesh  Fi= [Select Al ~| Ge| temsperpage:[25 =] Go File Management

Create a Folder

1. Click on the Add Folder icon on the Action Bar.

2. Provide a name for the folder; e.g., Unit One.

3. In most instances you can leave the Quota option blank.

4. If several people have access to the Content Collection area, the creator of a folder
can choose to “lock” it so that no one else can access it or its content when linking to
the Content Collection from a Blackboard content area.
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5. The creator of a folder can choose to invite others with access to the folder and its
content to share comments about the content. By keeping the folder “private” no one
will be able to provide comments on its contents.

Click on the Submit icon to create the folder.

Create a second folder called Shared Resources.

No

Uploading a Single Item to the Content Pane

Blackboard refers to files as “items”. You can upload all kinds of files to the Content
Collection—.doc, .ppt, .pdf, .html, .xIs, .rtf, .jpg, etc. HTML, PDF and web image files (.gif,
Jpg, .png), when accessed in a content area, will open in the browser window; all other file
formats will prompt the user to open the file in an application on the user’'s computer that
understands the file format.

Upload a File
1. Click on the Add Item icon on the Action Bar.

2. Browse your local computer for a file (e.qg.,
MyDocuments/ELMSTraining/ContentManagement/netiquette.html)

& File Information

Browse to select a file to upload

* File [C:‘-DEEUmE:ﬂs and Setings\ocalusedMy Documentsy, [Browse_| I
™ Cverwrite if a file with the same name exists

€) Lock Options
Hthe file is locked, only the person who locked it may unlock it
Locked " yas & g

€) Comment Optiens

H comments ara Shared, users with Read permission may view and add comments
Comments & Prvate

€ Shared
O Submit

Click Submit to finish. Click Cancal to guit

" Reguired Field
Cancel ) Submit )
3. Click on the Submit icon.

Uploading Multiples Files and Folders to the Content Pane

You may have developed much of the content for your course on your local computer, and it
may exist in a variety of files and directories. An efficient way of making this content
available to your courses is to connect to your local computer from your My Content
Collection area and drag and drop files between the two locations. Blackboard uses a file
transfer protocol called “Web Folders”. Web Folders use WebDAYV technology in which the
Content Collection area becomes a network drive visible from the local desktop. Files can be
edited via the Web Folder and folders and files can be uploaded in groups.
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Note: Web Folders requires that persistent cookies be enabled for elms.umd.edu, or you will
be prompted to authenticate your access when opening a Web Folder. This is

handled through your browser’s Internet Options settings (usually found under the

TOOLS menu).

H 8 @ & o ®

Gorwrd | Bmty | ook Tabs  Coerkonk Adeweed

& [
vt e ol 12 k) reas

oy | Saved Forms | Passvecess | Doneboad Hatery  Cothin | cacte |

Ieeroan g, wlcrmukion W ciher s, i

B e shess set st
7 tor the smgracrg s
™ s s s st by

Ve oo
et shieti f or v Faefio thies o
o) o | e
Firefox

Cinar Cos Now.

Open a Web Folder (instructions for Internet Explorer)

o taims e ode \ ek
e |
Managed Web sies
—rey Bl e |
Famove A
o]

Internet Explorer

1. Click on the Web Folder icon in the Action Bar.

2. The contents of your Content Collection pane open in a new window.

3. Minimize your elms.umd.edu IE browser window and resize the second IE window
SO you can see other areas of your computer’s desktop.

4. Open the My Documents folder and locate the ELMStraining folder. Double-click to
open this folder and locate the ContentManagement folder. Double-click to open

this folder.

5. Make sure the ContentManagement and IE Web Folder windows are sitting side by

side.
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10.

CTRL-click on each folder and file in the ContentManagement window to select
them (or click in the window itself and choose the Select All command from the
EDIT menu).

Drag the selected files and folders to the Web Folder window.

Maximize the IE browser window that contains your session with Blackboard.

Click on the browser Refresh icon on the browser’s navigation bar.

File EdiE Wie voribes  Toaols  Help

& Back - o= - 3] 4 | Gsearch

Note that the files from your local computer have been uploaded to the My Content
Collection area.

The Web Folders process works seamlessly with Internet Explorer. To use Web Folders
with Firefox or Mozilla requires a few extra steps for set up, but provides equally seamless
drag and drop capability. Please see Appendix A for these steps.

Moving a File to a New Location

The Copy and Move tools on the Action Bar enable you to rearrange the location of a file
or folder (either within the My Content Collection area, or between the My Content and

Course Content Collection areas).

Move a File

1. Click in the checkbox to the left of the netiquette.html file.

2. Click on the Move icon in the Action Bar.

3. Click the Browse icon to view the folder and file collection of the My Content
Collection area.

[ vttt -lol
fprisa Learnin = — -
e - R TR
; (NI | Select Folder -
T Move fuser ?5-'“ B Wb Feite o ber (s Foader
@ Comantin i

L]

..... ) | Seke

4. Click in the Radio button to the left of the Netiquette folder.
5. Click on the Submit icon to move the netiquette file into the Netiquette folder.

You can also Move or Copy a file or folder into a Course Content Collection folder.
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Adding External Links

You can also store links to external Web sites in your Content Collection. Once created,
external links, as well as links to HTML files you have uploaded into the Content

Collection, will be represented by a globe icon: 51 when entering a URL, always enter
the full Web address to the link, e.g., http://www.umd.edu

@ Link Information

" Link Name [Care Elements of Netiquete

" URL [htg:ipwewws albian comnetiguene/
Links stored in the My Content Collection area will be available for you to use in any
course you may be developing; it acts very much like the Bookmarks menu of your Web
browser. The usefulness of keeping important external links in your Content Collection,
rather than the browser Bookmarks file is that these links reside in a centralized repository
and not on a specific computer or in a specific browser.

Modifying the Permissions on Files and Folders

The files and folders in your My Content Collection can only be read, modified, linked,
removed or managed by you. Within a Course Content Collection area, instructors,
teaching assistants and course builders have the ability to work with content in this way, by
default; however, the instructor can modify the permissions assigned to any of these other
roles.

Share files and folders by assigning one or more permissions to indmdual users and groups of users

2
[~ TEST_GEMERAL: Course Builder User Lish v v Modidy
[~ TEST_GEMERAL: Instructor (Uizer Lish) v v v v Modify
[~ TEST_GEMERAL: T A (User List) v v Modity

Extending Permissions to the My Content Collection

1. Click on the checkbox to the left of the Netiquette folder link. Click on the Modify icon
on the right side of the screen.

R Hame | Modified
I 0 netiguette Mow B, 2006 2:05°31 PH J6KB

g Modify

I Ea Unit One Mow 3, 2006 4:50:47 PM OkB i] Modify
O '!J Care Elarments of Netiquette Mow B, 2006 3:12:48 PM (i4=] oft Maodify

You can modify the properties, permissions or comment sharing associated with the
select folder.

2. Click on the Permissions link. You will see that, as the owner, you have Read, Write,
Manage and Removal permissions for this file.

3. To provide permission for another individual to access the folder, first click on the Add
Users icon. Provide the Directory ID of the individual (or individuals, separated by
commas) in the University Directory Name field.

Version 1.0 Copyright © Office of Information Technology, University of Maryland 9



€ Add User: Netiquette

Lacation: fusers/zdeb/Netiquette
€ Choose Users

Enter ane of more Usemames of Browse 1o search. Separate multiple Usemames with commas.

" University Directory Name |smushdy Browse

€) SetPermissions

Permissions ¥ Res Mlifp— efaylt permission access

W \iite
™ Remove
F Manage

4. Select the kinds of access you wish to provide to these chosen users. Click on the OK
icon.

In order for an individual to see the files and folders to which they have
been given access, he or she must provide the Directory ID of the
content owner in the Search field in the Content Collection navigation
pane. Depending on the kind of permission provided, the user can read, :
modify, or even remove the file or folder. Providing permission to view a  p=m
file to a teaching assistant or course builder also enables the person with | werkiow Actaies
that role in a course to link to the file from within the course space. g%m

2y Search Conten

@ Halp

Structuring Content in a Content Area

There are many options for organizing course [Ed Course in
content in Blackboard. There must be a content link icon
from the Course Menu for students to access the Learning Styles
content. If a link doesn’t exist, one can be added via Lhat ate they?
the Control Panel/Manage Course Menu command. Teaching Practices
Content can then be organized from this link as a @

\This folder contains two short documents that discuss te

series of files, or grouped in folders, or both options
. FOLDER 18 Gamson and Stephen Ehrmann
can be used to present students with course content. ICON | Angelo
Below is a sample of what a student view looks like
for a Content Area that contains a single file and a @ Online Communities
Couple of folders. This folder contains four short articles about online comm

& Asynchronous Learning Metworks
» Does the Role of the Teacher Change in an ALN

Adding a File to a Content Area

1. Select a Content Area, such as “Course Documents”, on the Course Menu (or select
from the Control Panel).

2. Click on the Edit View link in the upper right hand corner of the page.
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IT-ELM5: 5AMFLE COURSE » COURSE DOCUMENTS EDIT VIEW
] Course Documents

older empty

3. Click on the Add Item LZ*"¢™|icon on the Action Toolbar at the top of the page.

4. Type in a name for the Item (in this example, “Learning Styles”). This is a required
field (note the red asterisk).

5. In the text box, more information, such as a description or directions, can be added.
6. Click on the Attach File icon on the third row of tools in the Visual Text Editor.

[ Add ltem
TYPE IN
. TITLE
@ Content Information HERE
" Name |Learning Styles
Choose Color of Name
Text
! “| Marmal | | 3| % | | Times New Roman |+ B 7 U &|= x|=3
mEnl sy BB @ oo BOSAY | GeOF
I - =
e ofINs
This articles describes learning styles and how to apply them in teaching)

7. This will bring you to the Insert Content Link page. There are two ways to link files to
your course:

e Single File Upload — browsing to a file that exists locally on your computer
and uploading it into your course directly.

e Content Collection Link — a link is created to files that are uploaded to the
Content Collection area (either “My Content” or “Course Content”)

Note: The Single File Upload method enables you upload a file directly; however, the
file cannot be shared with other courses. To update the file, it would need to be
deleted, edited locally and then uploaded again. You cannot download the file from the
course either. This is the traditional way Bb handles files.

8. For our purposes we will Link from the Content Collection. Click on the Browse
button next to this option and navigate to the roleofteacher.html file in the
ContentManagement/LearningStyles folder in the My Content Collection area.

L] Insert Content Link

@ Select Content Link /
Browse :We.]

of Link from Content Collection  hiios lelms. umd edu/bbeswebdaon | Browse

ar Specify Source URL
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9. Click on the radio button next to the filename.

10. Click on the Submit icon.

11.This brings you back to the Content Link page. Under 2. Content Link Options, you
may add a name for the link, choose to launch in a new window, and add alternate text

for disabled users.
12.Click on the Submit icton.

Adding a Folder in a Content Area
You may need to organize several readings together. Create a folder to group these

documents together.
1. Again, click on a Content Area, such as “Course Documents”, on the Course Menu

(or select from the Control Panel).
2. Click on the Edit View link in the upper right hand corner of the page.

3. Click on the Add Folder L= |icon on the toolbar at the top of the page.

4. Type in a name for the folder under Folder Information (in this example, “Teaching
Practices”). This is a required field (note the red asterisk).
Add Folder

@ Folder Information

Name |Teach|r|g Practices

Choaose Color of Name

Text
“| Mormal v: 3 || | Times Mew Roman V B 7 UOS&|x

CH L BB e o QOLAS | GeOF
‘HEBE 3N F

This folder contains 2 short documents that disucss teaching practices.

o Chickering and Gamson and Ehrman
o A Case Study: Thomas Angelo

5. In the text box, more information, such as a description or directions, can be added.

6. Under section 2. Options, you can select to make the folder available, track views, or
chose start and end dates for availability. These are the same as the file options.

€) Options
Make the content available ®Yes O HNa
Track number of views ®Yes Mo
Choose date and time restrictions 7] Display After [0 Display Until
Mov [s||O7 »|(2006 »| [B |Mov |»| O7 a| 2006 | [F]
11 |pe| 05 2| | AM | 11 |pe| [ 05 |2 ] | AM |2

7. Click on the Submit icon.
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Adding Files to the Folder

Now you have an empty folder. To begin adding files to the folder, make sure that you are
inside the folder area. Then proceed as in the “Adding a File to the Content Area” above.
You may add a file, another folder, external or course links or a test.

Managing and Removing Content

After placing your content in the Content area, it may need to be modified, reorganized or
removed.

To Change the Order of the Content @ 2|%| More Te
8. To the left of the title of each content is a number, click on the
arrow next to the number. 3/%| Teachind
9. Select the correct order in which this item is to appear from @ 1% ed: Statisti
the numbers in the drop-down box 2
3 plder contai

10.When you release your mouse, the items will automatically

be reordered. e Chickering

a N Cocn SF

To Edit the Content Link

Select this option when it is necessary to edit the information that was given when the item
was created. Some examples would be to change the name, a file link, or availability.

1. Click on the Modify icon to the right of the title.

2. This takes you to the page from which you added the file, folder, link, etc. Edit the link
as desired.

3. Click the Submit icon.

To Remove Content

4. Click on the Remove button to the right of the Modify |
title for that item

I.'Ianﬂge| Cup',r| Remove

5. A warning box will display, click OK and the item is instantly removed.

Organizing Content in a Learning Unit

Learning Units enable Instructors to set a structured path for progressing through content
within a course. All types of content, such as Items, Assignment, and Assessments can
be included in a Learning Unit. The Instructor can allow students to access content in a
Learning Unit nonlinearly or force them to view it sequentially. For example, a Learning
Unit on Shakespeare is created, including files, Assignments and an Assessment. The
Instructor can require students to proceed through the Learning Unit in a specific order or
they can allow students to view the contents in any order.
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Content within a Learning Unit is added and managed just like content in a folder. The
Learning Unit is a shell to which other content, such as files, is added. Learning Units can
be modified like any other item within a Content Area.

Example of the third page of a Learning Unit.

Home Content Caollection |

Built-in navigation

-

JEST - SHARON > COURSE DOCUMENTS > MODULE 1: ONLINE LEARNING STRATEGIES

Announcements

Staff Information I
Course 3. Asynchronous Learning Networks

Documents
Assignments

Practice Quizzes
Discussion Board
External |

BN 10 the

eSSl Contents list

Syllabus |

control pi (See beIOW).
template’

Faculty

Information

Module 01

Module 02

(&) Paoedots ()

« Should these courses be driven by time?
« Should students have to spend all 8 or 16 weeks taking
the course?
« Why can't students begin the course anytime they are
ready? v

€ Internet # 100% -

3
>

Course Sites Content Collection

Announcements TEST - SHAROMN > COURSE DOCUMENTS > MODULE 1: ONLINE LEARMING STRATEGIES EDIT VIEW

Staff Information
Course ‘ Module 1: Online Learning Strategies
Documents

Return |

@ 1. Chickering & Gamson & Erhmann

Example of a Learning
Unit Contents list.

@ 2. A Case Study: Thomas Angelo

template)
Faculty @ 3. Asynchronous Learning Networks

Information
Module 01

Module 02 @ 4. Tips from the Field
My Grades

& internet ® 100%
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Adding a Learning Unit
Follow the steps below to add a Learning Unit to a course Content area. At this step, you

are adding a title, description, and setting availability options.

1. Select a Content Area, such as Course Documents, on the Control Panel (or, from the

Course Menu, select a Content Area, and click Edit View.)

2. Select Learning Unit in the drop-down list on the Action Bar and click Go.

Note: Learning Units can be viewed sequentially or non-sequentially. If sequential
viewing is enforced, students will view the Learning Unit in the order items within it
are listed. Students will not be able to advance to a page within the unit without
having viewed the previous page. If sequential viewing is not enforced, items in the
Learning Unit may be viewed in any order from the Contents page.

<

TEST - SHARON > CONTROL PANEL > COURSE DOCUMENTS

[ course Documents

Fo

(P tem (B> Folder @ External Link B2 Course Link (2l Test

Ider empty

@: Select: |Leaming Unit v] o]
Survey
Assignment D

Discussion Board

Chat

Virtual Classroom
Group

Syllabus

Offline Content
SCORM Content

IMS Content Packaging

& Ik NLN Content Eox

3. Complete the Add Learning Unit page and click the Submit icon.

TEST - SHARON > CONTROL PANEL > COURSE DOCUMENTS > ADD LEARNING UNIT

[EJ] Add Learning Unit

" Name

Text

TEm@ 3PS

“ Path: body

Version 1.0

@ Learning Unit Information

Module 1: Online Learning Strategies

Choose Color of Name
T3 Pick

“[Normal  %[[3 %] [TimesNewRoman | | B 7 U & | % £ [=E = === & &

VBB ® o BOLAS GO

In this area, you can add a
description, instructions, or other
information about the Learning
Unit.

Copyright © Office of Information Technology, University of Maryland
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@ Options

Make the content available @Yes ONo Selecting Yes here, will
Eocesequental o Oveow 4« | require that students view
Open i new window Oves ONe pages in sequence.
Track number of views ®Yes ONo
Choose date and time restrictions [] Display After [ Display Until
Nov (v || 06 |+ || 2006 v Nov (v | 06 v | 2006 +
|08 |45 ¥ || AM v 08 | 45 ¥ AM v
© Submit
Click Submit to finish. Click Cancel to quit.
™ Required Field
hd
< b

Creating a Learning Unit “Slide Show”

After a Learning Unit is added to a Content Area, you can create a slide show within it.
The slide show will allow users to easily navigate from page to page, view pages
sequentially or non-sequentially.

1. Open the Content Area that contains the Learning Unit.
2. Click the name of the Learning Unit to open it.

< >

TEST - SHARON > CONTROL PANEL > COURSE DOCUMENTS

[E] course Documents

(P item (2% Folder G)Extemal Link [=sCourse Link [#:Test @b Select: |Leaming Unit v._ 5 |
2 B Modiled: Ouling i caraing Stitcias [Modify | [Manage] [Copy| [Remove]
!]! Enabled: Statistics Tracking \
Click on —=J
< the name. >
Done & Internet # 100% -
3. Select Add File in the Action Bar.
< »

TEST - SHARON > CONTROL PANEL > COURSE DOCUMENTS > MODULE 1: OMLINE LEARNING STRATEGIES

(L) Module 1: Online Learning Strategies

F tem (@ Extemnal Link Yl Test B Suney @ Select: | Assignment ¥|[e]

Folder empty
oK )
Done @ Internet #100% -

The Add File (+File) page is used to add files to a Learning Unit and create a
slideshow. This includes Course Links, links to local files and links to files in the
Content Collection to the Learning Unit. This option can be used multiple times to add
multiple files to a Learning Unit.

Version 1.0 Copyright © Office of Information Technology, University of Maryland 16



Note: You can also add External links, Tests, and Surveys. For files, it is usually
best to use +Files, as shown here, rather than +ltem.

Add a Name you want the students to see, and then click one of the Browse options to
select the file; then click Submit.

[Ed Add File
@ File Information
Use this option to display only the attached file as part of the Learning Unit. This option creates a sli .
presentation for the Learning Unit. Se|eCt a flle fI‘OI’n your
Name Chickering & Gamson & Erhmann / Computer, or select a
Attach local file file from the Content
: o Collection.
Link to Content Collection item |,cor5/5roushdy/Learning_Styles/chi

Name of Link to File

@ Submit

Click Submit to finish. Click Cancel to quit.

Cancel ) Submit

4. Continue adding files to complete the Learning Unit.

5. Use the numbers to the left of each item to order the content. If the Learning Unit is
viewed sequentially, this is the order in which the content appears.

TEST - SBHARCN » COURSE DOCUMENTS > MODULE 1: ONLINE LEARNING STRATEGIES DISPLAY VIEW

[EZ Module 1: Online Learning Strategies

(F> ltem @> Extenal Link & File M Test [Bla Suvey  @s Select: | Assignment

@ 1 ¥\ Chickering & Gamson & Erhmann Ny =S N .
Article\s.328 kb)
Example of
A Case Study: Thomas Angelo Modity | [Manage | [copy] [R) several files
Article ({2.776 Kb) added to a

r.1c|tlify| Manage Cupy| | R Leal’nlng Un't

Asynchronous Learning Networks
createohlearncomm_.html (8.193 ko)

@ 4w Tips from the Field r.1udify| Manage Copy Remove
tipsfrgmfield html {12 562 Kn)
oK )

6. When done, click OK. The Learning Unit is now ready for viewing.
7. Click on the Display View link to view the Learning Unit as your students would.
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Appendix A: Web Folders with Firefox

Version 1.0

Using Firefox as your preferred Web browser, click on the Web Folders icon in the
Content Collection area.

Note the address identified in the text and copy the address
Current web address: https://elms.umd.edu/bbcswebdav/users/youruserid

Minimize the ELMS Firefox window so you can see your Windows desktop.

Double-click on the My Network Places icon on the desktop and double-click on the
Add Network Place option.

Enter the URL you copied above into the text field, then click the Next icon.

You may be prompted at this point for your ELMS login ID and password. Provide
it.

You will be prompted the enter a name for this network place; you can either
accept the one provided by default, or type a different name into the text box.
Click on the Finish icon.

You may, again, be prompted for your login and password. You will then see the
Web Folder window open. You can drag and drop files between another
drive/directory and the drive that now represents your Content Collection area.

The network place you created will always be available to you from here on. The
next time you want to move files from your desktop to your Blackboard course
space, go to My Network Places on your computer, select the network identity for
your Blackboard Content Collection area, login, and drag and drop files. When you
log into ELMS and go to your Content Collection area, you will see the new
files/folders in that space.
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