Uploading Multiple Files
into Blackboard -
Windows

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.

9 BEscreen. bmp 2,405 KB windows BMP Image  Y/452001 11050 A
175 KB  Microsoft Office Wo,.,  4/5/2001 2:23 PM . .
257K Mirosoft Offc Wo... 41512091 21151 3. A small window will open and
615KE Microsoft Office Wo...  4/5/2001 2:14 PM A\ 14
k 323KB  Microsoft Office Wo,,,  4/5/2001 2:13 PM SeleCt Send TO and then
ft Office Who,.,  4/30/2001 11:05 Al A\ H 4
- Open 50! .
. Edit soft OFfice Wo.., 452001 2:16 PM Compressed (leped) Folder
) Blackboard_OFIC_Learning Hew soft Office Wo..,  4/5(2001 2:16 PM Th e com p ressed fo I d er
@Blackboard_OFIC_Writing.d Print soft Office Wo...  4/5/2001 2:17 PM
Wlackboard_OFIC_writing_p soft Office Wa...  4/5/2001 2:17 PM should download to your
IE__]Blackboard_PortaI_InFormat N MetWware Copy... soft Office Wo...  7/25/2001 4:46 PM
) , e
(S Clear_Attempt_Screenbmp e offiine ows BMP Image  11/25/2002 1:09 Ph d es ktO p . odney King
Ejlntroduction to Blackboard.| Open With R soft Office Po.,.  5/15/2001 10:26 AF
@__]Keenan's _BE_Cwerview,do soft Office Wo..,  2/4/2002 11:39 AM
(E1Keenar's _BB_Overview.2ip| 14 Open with Ed ressed (zippe...  §/18/2008 12:26 PI 4. Open up your Blackboard
@ logo.qif {0 con For thrects mage 9f3/2001 3:22 FM
'@ logabh. gif rmage 9/4/2001 11:31 AM course.
@__]OFIC checking_up_blackbo
~ - - Dieskt ke shorkout
IE__]Request_ Blackboard passw @ ssktop (create shortcut)
[ P S A Copy _J Mail Recipient
Create Shorkout @ Iy Documents
Delste L DVDJCD-RW Drive (D)
Rename

Properties




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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