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How to... Attach Files in Blackboard Learn
Email, Messages, Discussions, and Assignments

E-Mail

1. Launch the Email by clicking the icon from the Menu frame found on the left side of the

screen.

Email

2. From within the Send Email page, click the "Select Users" link. If you click any links above

this one you will be emailing multiple recipients.

3. This will launch a new e-mail window.

#» All Instructor Users

Send email to all of the Instructor users in the Course.

e

» Select Users ===

Select which users will receive the email.

» Select Groups

4. Select a recipient for the message; add a subject; type a subject; and type a subject as

shown. select Users

1. Click the recipient

e Indicates a required fiekl.

1. Email Information

2. Click the right arrow

3. The recipient appears

Invert Selection || Select All

Invert Selection || Select All
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Invalid Email Admin11, Leam; troctraining, troctraining 1
From Kem Barfizld (kbarfiskd@troe. commnet.edu) 4 T}‘pE a meaningful subjec‘t
Subject | /
Meszage
[ Herma @r...uumnm...:“a1gm|*;x‘||§§§|jg|:zoii
CEYDIR & v QOJARS EROD
5. Type any information that explains or
provides an overview of the attachment
[ patn: oy
A copy of this email will be sent to the sender. - - N
/_ Click the Attach a file link
Attschments Attsch a file
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5. ltis important to note that all recipients' name(s) should appear in the "Selected" box.

6. Click the "Choose File" button to get the Open dialog box which allows you to search
your files.

F

[ patn: gy

A copy of this email will be sent to the s=ndglf

Mo file chosen remove
Attach Another File

Attachments

7. Find the file you wish to upload. Then select it by clicking. Then click the "Open"

button.

o
v‘ | » BbTemplate » v| 4y ‘ | Search Bb Template <)

Organize ~ New folder =~ 9

S -
v Favorites E| Name Date modified
M Desktop !ﬂ Importing college-specific course templa..  12/23/2011 12:5
‘4 Downloads * Template download IEjpg 3/9/2012 10:08 4
4# Dropbox |!'j Template naming conventions.docx 12/23/2011 12:5
«» Recent Places | TRCC_master_course_templatezip 6/11/2012 10:24
M Desktop
] Libraries
.. Documents
| Freecorder
. Music
Al Newr likhrans x| < | Ll | »
File name: Template naming conventions.docx - [AII Files ']
Open | Cancel |

8. This will place a part of the file name on the Attachments line.
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Email, Messages, Discussions, and Assignments

9. Click the "Submit" button either at the top right or bottom right-hand portion of the
Y

(v B Submit
screen.

10. When the e-mail has been successfully sent, you will receive the submission
complete banner. You may close this banner by clicking its Close (x) button.

Email was sent to the following recipients:
Barfield, Kem
@ send Email

11. It is important to note that emails sent using Email are not retained in Blackboard.

Messages £ Messages
1. Launch the Messages by clicking the icon from the Menu frame R e e

cCirrrgan

Create Message || Create Folder
Folder
Ex Inbox
B3 ent

found on the left side of the screen.

]

2. From within the Messages page, click the "Create Message" button.
Connecticut FWETSTT  fn wreoces | gy vome | [7] en | [ togos
Community
5 Colleges (ORI .. Colecrion

e Ry R ] Messages > Composs Message
3. Click the right arrow

ﬁ Compose Message

Messages are private and securs text-based communication that oo

4. The recipient appears
A i1 to email, into the Course to read

g

2. Choose the recipient

Kem Barfibid (Instructor)
Test Student
. trectraining1 troctraining1
1. Click the
To button
Invert Selection | Select All Invert Selection | Select All
5. Add a meaningful subject
2
* Whole Class » # Subject [The Subject Has Tite Caps il
Body por—" "]

“[ors [=] =] [Trmtmromn [¥] | B 7 U eke| % « |[E® & B J| I= = FiF
CRELDE o o PODJABSIVIO DS
CHEARE BB

6. Type an description of the

‘This is the photo you requested.
‘\‘message or explanation of
he attachment

7. Click the Choose File button

RETT

] s2m 2 sz copen

3 Attachment
Upioad Attschmant No file chosen

] suomit |
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Follow the process on the Compose Message page to build the message, similar to Email.
Click the "Choose File" button to get the Open dialog box which allows you to search
your files.

This will place a part of the file name on the Upload Attachments line.  Unlike Email
only one file can be attached to a Message.

Choose File | Template do.._load |E.jpg

Click the "Submit" button either at the top right or bottom right-hand portion of the
screen.
Y

] Submit

When the message has been successfully sent, you will receive the submission complete

banner. You may close this banner by clicking its Close (x) button.

Success: Message sent to one or more recipients

| Maccasac

It is important to note that messages are retained only in Blackboard.

Messages

Messages are private and secure text-based communication that occurs within 3 Couwrse and among Course members. Although similar to email, users must be logged into the Cos
Help

Create Message Create Folder

Ll
5 |
-
-

mi m

Assignments

Click the link that will
display the Assignment
(frequently an Assignment

link on the Menu, within e e R el o] Course Corfent + WeskZ » Upload Assignment: Assign 2

Course Content Inthe Week 2
learning module

the Course Content area or Table of Contents | Unload Assl ¢ Assian 2
) ) : EE HE ot H _.| Upload Assignment: Assign
embedded in a learning ey~

H - ™ Thiz Week's Objectives
module). In this example cDurszlmahm % The Power of Hisrarchical Th The fourth link
the assignment is named Anncuncement 7 essign 7

[# Readings
™ W2 Discussion - Drive

[® Motivation Research.wmv
£ ) Joumal 2

¥ One Question

1. Assignment Information

Mams: Assign T

Instructions. Find ten reputable web sites 4
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Assign 2 and is found in a learning module that is within the Course Content.
On the Upload Assignment page, type an explanation in the Submission box. Then click
the Browse My computer button

| Path: Doy

Attach Filz Brows= My Computer Ercy

‘Comments
[

Navigate to the desired file in the Open dialog box.

= TICTCen SUppot nies200
ault Save ~ ¥ Ten Reputable Web Sites.docx U
2| testwav
L ments “test_generator-numbered-answers.doc
v 4
File name: Ten Reputable Web Sites.docx - |All Files
Open |v

Double clicking will place the file.

Attached files

_] Ten Reputsble Web Sites docx Ten Reputable Web Sits

Click the "Submit" button
You will see a confirmation on the green banner.
E] Review Submission History
*DO NOT type or paste your assignment into this box UNLESS specifically told so by your

professor. The submission comment box is a place to add a short note to the Professor
regarding your assignment.

Discussions
Discussions work similarly to Assignments.
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2. Click the link that

Course Content

will display the

Discussion D e THL T T ek o] Course Coment > Week2

(frequently s Table of Contents :
Discussions linkon e --"’”‘ B Attention Getter
the Menu, within Dvers eation 7 Tnis Wesk's Objectives

Course) @ The Power of Hisrarchical T

the COU rse Content According to Wild Answers (http: / fwild. answers. com /G

ANNOUNDEMED 5

A000 in Summer. ”

area or embedded

in a learning vt This led me to wonder what all those pecple are deing
. HrEiE 1 12 earty picneers died there.

module). In this :Oorzngustbg[l} This weeks work will deal with why pecple do things eve|

example the

Discussion is named
W2 Discussion —
Drive and is found in i
a learning module , Also available on thie
that iS Wlthln the Discussions menu
Course Content. Itis — )
also available from the Discussions on the menu.
3. Click the Click to Launch link.

In the Week 2 learning module

Click to Lsunch
This discussicn asks you about motivation.

% Forum: W2

4. Click the Create Thread button. o&r?fn'me Forum Threads on
5. Fillin the Subject and Message boxes. Then click the Browse My
Computer button to get the Open dialog box.

Attach File Browse My Computer Es

6. Once you have selected your file it appears as a Selected File. You can choose to give it a
different link name.

R .
File Name
2.
Attach File
Select=d File Filz Mams Ten Reputable Web Sites. docx
Name of link to file 10 Sites That Stand the Test
Do net attach ; The link name can be different.

You type itin.

7. Click the Submit button in either location. You may also choose Save as a Draft to come
back and finish your answer later. You will receive a confirmation banner.

Success: Thread dsaff created.
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