EDUCATIONAL TECHNOLOGY

Uploading Multiple Files
into Blackboard
Macintosh Computer

We have a new module in Blackboard that will allow you to upload multiple files at
once. The files have to be zipped in order to upload them.

The name of your file will become the name of the Blackboard item. Make sure
your naming scheme is descriptive and appropriate before you zip the file.

I. Steps for zipping files:

1. Select the files that you wish to zip (remember to only zip files that you wish
included in the same folder or content area.)

2. Once files are highlighted, right click on them.

eee [~ Lesson Plan Final ()
a »
-~ Name Al DateModified izi
‘? el & Lesson_Plan_Final_b...and_Technology.docx May 8, 2009, 9:20 AM " .
2! Macintosh-HD [l _Lesson_Plan_Final_b...rke_LESSON_PLAN.doc___May 8, 2009, 9:20 AM 6 3. A small window
3 Userspace B Lesson_Plan_Final_burke_m.txt May 8, 2009, 9:20 AM
. B Lesson_Plan_Final_diwan_j_Lesson_Plan.doc May 8, 2009, 9:20 AM 6 W | I I 0 pe n an d
ﬂ Personal Workspace = Lesson_Plan_Final_hi...sson_plan_FINAL.doc May 8, 2009, 9:20 AM
Lesson_Plan_Final_ka..._katz_lessonplan.doc May 8, 2009, 9:20 AM A\Y
) shared Workspaces 2 e e o Select Create
B Lesson_plan_ T[4 ay 8, 2009, 9:20 AM 6 .
u Desktop B Lesson_Plan | ay 8, 2009, 9:20 AM ArCh |Ve Of X
A crowley i B Lesson_Plan [EECLLLNS ay 8, 2009, 9:20 AM ”
A\ Applications B Lesson_plan JSLELITY [ 2y 8, 2009, 9:20 AM Items”. The
= B Lesson_plan 413 ay 8, 2009, 9:20 AM 6
|} Documents E Lesson_Plan_ Rl ay 8, 2009, 9:20 AM com p ressed
“ Movies B Lesson_Plan. ay 8, 2009, 9:20 AM
(AT Move to Trash ay 8, 2009, 9:20 AM folder should
6 Music B Lesson_Plan | Duplicate ay 8, 2009, 9:20 AM
= Lesson_Plan_| : ay 8, 2009, 9:20 AM 6
([ Pictures Make Alias >
A sites ~ '"’ Create Archive of 18 items o . . down Ioad to

i 180f; Copy 18 items YOUF
Color Label: desktop
. X Svouewese
_DeskPersonnel. na mEd
doc Automator . .
Enable Folder Actions ArChlve.le.
Configure Folder Actions...

4. Open up your Blackboard course.



II. Steps for uploading zipped files into Blackboard:

1. Open course and the content area that you wish to upload multiple files
(open folder if you plan to put the files within a specific folder.)

2. Click on the “"Edit Mode” button located on the upper right side of the
screen.

3. Click on the Dropdown window located under the “More” icon. Select “Add
Document Package.”
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4. A new window will open. Click on “"Browse” and attach your zipped folder.
Click “Submit”. Your files will open in the content area of the course you
chose.
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