How to Attach a File

This document covers how to attach a file to a discussion board posting.

However, the process for uploading/attaching files is the same throughout
Blackboard.

Select the Add Attachments link.

Create Message
*Subject: ‘

Message:

Enable HTML Creator

Cuse HTML Inserf equa 'n:!New :| ¥
Attachments: | Add Attachments

| Post | | Preview | | Cancel | | Save as Draft |
* Required field

2. Click the My Computer icon.

Note: If you do not see the icon, please ensure you have the latest version of Java installed.

Get Files
% Your location: My Files
I :
My Files Filter content: | All Types V| @
@ i [ Title < Type
E3 chat Whiteboard Folder
Repository ) mathml [JChat Whiteboard Folder Folder
@ [0 cuiz foider |3 mathml Folder
3 quiz folder Folder
Template
Manager O Zip
=] 19108_COURSE_20080521105334.zip
v
Class Files :
[] = Practice(14058)- Zip
AssignmentSubmissions-2008- Apr-07-
* 11 13-20.2ip %
[ [ untitled Movie 1.wmv %2 Microsoft
My Computer WMV

1of 6
Please contact IMG at 844-5181 or img@auburn.edu for additional help.



ig*;',;g How to Attach a File

Offico of
Inlarrmatian Toehnalogy

3. Select the file you wish to upload.

Note: You may upload up to 10 files at once by selecting all of them and then clicking Open.

Open |X|
Lok in: I@ Deskkop LI _! E?

|5) Respondus
i, interesting, pdf

File name: [ Open |
Files of type: Ip'|| Files j Cancel |

4. Click Open.

Open |X

Look in: I@Desktop LI ,I D

() Respondus

inkeresting. pdf

My nk
Documents

Desktop

4

My Docurnents

.
-
My Computer

- File name: Iinteresting.de Open

Files of type: I,q|| Files j Cancel |
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5. A pop-up window will show the status of the transfer and will disappear when
it is complete.

B My Computer Upload Status

interesting.pdf

All Files Status

6.  The file will be attached to the discussion board post, assignhment, etc.

el https:#blackboard.auburn.eduf - Create Message - Windows Internet Explorer

Create Message
*Subject: i| |

Message: Enable HTML Creator

[Juse HTML Insert equation: New ¥ | ¥

Attachments: | Add Attachments’

interesting.pdf L@

| Post | ‘ Preview | ‘ Cancel | | Save as Draft |

* Required field

7. If you need to upload multiple files, the process is slightly different.

To do so, click Add Attachments.

2 https:#blackboard.auburn.eduf - Create Message - Windows Internet Explorer,

Create Message
*Subject: i| |

Message: Enable HTML Creator

Cuse HTML : Inserf equatiase New | ¥
Attachments: | Add Attachments

interesting.pdf [g

[ Post | ‘ Preview | ‘ Cancel | | Save as Draft

* Required field
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8. The Open dialog box opens. Click Cancel to close it.

Look in: ![ﬁDesktop Vi 5] ,—“||E
o ) MG
_J Z clock_semester
Recent E] T2k
=
L
Deskbop

9

My Documents

[y Compuker

E g File: name: | | ’ Open ]
My Metwork,
Plares Files of type: !.ﬁ.ll Files w | Canicel

9. Select Click here to select files individually link.

2} Content Browser - Microsoft Internet Explorer

Get Files

Upload Files from Your Computer

My Compl-’]ter The Java applet for selecting and uploading multiple files was closed. To reopen the
applet, click My Computer,

If you do not want to use the Java applet, you can individually select and upload files,
Click here to selectpfiles individually.
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10. Click the Browse button.

2} Content Browser - Microsoft Internet Explorer,

Get Files

Upload Files from Your Computer

My‘(‘:ompl-’]ter The Java applet for selecting and uploading multiple files was closed. To reopen the
applet, click My Computer,

Alternatively, you can individually select up to seven files for upload:

| || Browse... P

| || Browse... |

| || Browse... |

| || Browse... |

| || Browse... |

| || Browse... |

| || Browse... |

11.  Select the file you would like to upload.

Choose file @@
Laak in: |@ Desktop lj N =
"—J l;'__]Mv Documents

'j My Camputer

Recent My Metwork Places
. CIIMG
r_'r T clock_semester
- E1 To Do
Deskiop

ty Documents

My Computer

My Metwork. File narne: “ LJ \ﬂl
Places
Flesoftype: |4l Files 7] ~ Cenedl |
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Click the Open button.

Choose file @

Lok, ir: ] @ Desktop _'J = @ cF EB-
= IﬂMy Documents
__,J 'j My Computer
Recent ‘JMy Metwark Places
MG
.?F Hclock_sermester
- E’I To Do
Deskiop
ky Documents
My Computer
“
by Mebwork File name: |c:|ock_sernester ¥ Open
Places
Files of type: ],-’.\II Files 7.7 Lj Cancel

13. When you are ready to upload, click the OK button.

Note: You may select up to 7 files to upload at once.

2} Content Browser - Microsoft Internet Explorer,

Get Files

Upload Files from Your Computer

My Computer ~ The Java applet for selecting and uploading multiple files was closed. To reopen the
applet, click My Computer,

alternatively, you can individually select up to sewven files for upload:

| C:\Documents and Settings\simml:lrb\Desktup\cluck_semester.p” Browse... |

| || Browse... |

| || Browse... |

| || Browse... |

| || Browse... |

| || Browse... |

| || Browse... |

Please contact IMG at 844-5181 or img@auburn.edu for additional help.
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