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Add Content to a Textbox (Launch in a new Window)

On your site, it is easy to add, update, or remove documents. In order to do so, you need to be designated with the
appropriate permissions in the course. To obtain permissions, email bbassist@dau.mil.

Step 1: Login to the Blackboard: https://myclass.dau.mil

Step 2: Select the link for the course under “courses you teach”

Step 3: Navigate to the content area you want to add a file to
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Step 4: Click Edit View in the upper right hand corner of the screen. Only specified users will see this link.

SPAWAR PROGRAM MANAGEMENT (SPAWAR PROGRAM MANAGEMENT) > COURSE INFORMATION EDIT VIEW

/\:} Course Information

— How to Edit the Announcements
U Announcements pdf (285 452 Ke)

When a student accesses the Blackboard site, the first thing they see is the Announcement. Anyone associated to the course as an In
the announcement. Announcements can be promenade or can be set to be displayed on a specific date/ime. View the attached do
step instructions on how to add an announcement.

How to Add Content to Blackboard

Is

Select individuals could have rights to load content to this site and self manage their files. PDF files are the easiest to access, but if you use a MS Word
or MS PowerPaint file, please ensure it is 97-2003 format (_doc or _ppt) so that you dont have system conpatability issues with your students.

Read this document to leamn how to load a file to Blackboard.

Step 5: You now see the menu buttons to add/manage content. You can add files, folders, surveys, external links, and

much more! For this example, | will add an item (file). Click the “+Item” icon.
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Step 6: Fill in appropriate fields

e Name: This will be the title of the item
e Text: if you need to give other instructions or explain what the document is you can do so here
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Step 7: When you are ready to attach the file, click in the Text Box where you want the link located . Click the “Attach

File” icon
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Step 8: Browse to locate your file, rename it if you would like, select to Launch it in new window, then click Submit

¢~ Insert Content Link - Microsoft Interne -0l x|
=
m Insert Content Link
@ Select Content Link
Browse | Erowse...
| or Link from Content Collection Ihﬁps:”myc\ass,dau,mlll’bbcswebdav Browse... I |
or Specify Source URL |
For example, hifpziwvw.myschool edu/
© Content Link Options
| Name of Linkto File  [Teat |
[ Caunchin new window & ves ¢ No
Alt Text |
© Submit
Click Submit to finish. Click Cancel to quit.
e [
[
[T T [ [ Trusted sites 1% v g

Once the link is in the text box, you cannot modify or rename it. If you want to make changes, delete the link and start

over.
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