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Assignments	
Discussions	
Email	

Messages	

To	attach	files	to	ASSIGNMENTS,	perform	the	following.	
1. When	you	open	your	course	and	are	

on	the	Announcements	page,	look	
down	the	left	side	and	click	on	
Assignments	

	

	
	

2. When	at	the	assignments	page,	select	
the	week	or	subject	that	your	course	
is	on.		

	

3. Click	on	the	assignment	for	that	
week/topic.	

	
	

4. Click	on	Browse	my	computer.	This	
will	open	your	file	explorer	

	
5. Select	the	file	you	wish	to	attach	and	

click	Open.	
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6. You	can	see	that	the	file	was	
successfully	uploaded	below	the	
“browse	my	computer”	button.	
When	you	are	satisfied,	click	Submit.		

	
	

7. This	is	the	page	you	will	be	rewarded	
with	for	successfully	attaching	and	
submitting	the	file.	Blackboard	will	
then	send	you	an	email	confirming	
your	submission.	

	
	

	
To	attach	files	to	DISCUSSIONS,	perform	the	following.	
1. When	you	open	your	course	and	are	

on	the	Announcements	page,	look	
down	the	left	side	and	click	on	
Discussions	
	

	
	

2. Click	the	forum	that	you	wish	to	
participate	in.	
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3. Click	the	thread	in	that	forum	that	
you	wish	to	participate	in.	(Some	
forums	do	not	have	separate	
question	threads	in	which	cases	this	
step	can	be	skipped.)		

	
	

4. Click	reply	to	respond	to	the	thread	
	

	
	

5. Feel	free	to	type	a	response	into	the	
text	box,	then	click	Browse	My	
Computer.	

	
	

6. Select	the	file	you	want	to	attach,	
and	click	Open.	
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7. This	will	attach	the	document.	Then	
click	Submit.	

	
	

8. Your	attachment/response	to	the	
thread	has	now	been	uploaded.	

	
	
	
	
	
	
	
	
	

	
	
	

To	attach	files	to	EMAIL,	perform	the	following.	
1. When	you	open	your	course	and	are	

on	the	Announcements	page,	look	
down	the	left	side	and	click	on	Email.	

	

	
	

2. To	contact	the	instructor(s),	click	All	
Instructor	Users.	

	
	



How to attach files to assignments, 
discussions, email, and messages 

	

HLW5	

	

	

3. Click	Choose	File	

	
	

4. Select	the	file	you	wish	to	attach	and	
click	Open	

	
	

5. This	will	successfully	attach	the	file	to	
the	email,	then	click	Submit	
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6. After	clicking	submit,	you	will	be	
rewarded	with	a	magenta	band	
across	the	top	letting	you	know	that	
the	email	has	been	successfully	sent.	

	
	
	
	
	
	
	
	
	
	
	

	
	

To	attach	files	to	MESSAGES,	perform	the	following.	
	
1. When	you	open	your	course	and	are	

on	the	Announcements	page,	look	

down	the	left	side	and	click	on	
Messages.	
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2. Select	the	Inbox	link.	

	
3. Click	the	To	button.	

	
	

4. This	will	open	the	select	recipients	
box	where	you	can	choose	who	you	
want	to	send	the	email	to,	then	click	
the	right	facing	arrow.		
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5. This	will	put	the	selected	recipient	
into	the	recipient	box	

	
	

6. Enter	a	subject	(and	a	message	in	the	
text	box	if	you	wish)	and	click	Browse	

	
	

7. Select	the	file	you	wish	to	attach	and	
click	Open.	
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8. Make	sure	that	the	document	is	
successfully	attached,	then	click	
Submit	

	
	

9. After	clicking	submit,	you	will	be	
rewarded	with	a	magenta	band	
across	the	top	letting	you	know	that	
the	message	has	been	successfully	
sent.	
	

	
	


