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USING THE FILE MANAGER
Uploading Files

There are three ways to upload files within Blackboard Vista.You can use the file
manager, a Web Folder, or Dreamweaver. Each of these methods is described below.

Using the File Manager

I.In the Build Tab, click on File Manager under the Designer Tools menu

2. Before you can use a file within your course, it must be uploaded to the file
manager first.To import a file, select Get Files.

3.You will be directed to a new window to browse for your file. Select the location
of your file from the list on the left.

*You can select from my files, repository, template manager, class files, or my
computer

- Select My Computer to open a second window to navigate
around your desktop

4.After you have selected your file it will be placed in your class files

*You can select more than one file to upload at one time — up to ten
depending on file size

* Hold down Shift or CTRL on your keyboard to select more than one

Using a Web Folder
I.You must be using Internet Explorer to use a web folder
2.1n the Build Tab, click on File Manager under the Designer Tools menu

3. From the File Manager window, select the Action Menu next to the File
Manager title

4. Choose Open as Web Folder from the list of options
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Using Dreamweaver

To upload using Dreamweaver you will first need to define your Dreamweaver site
to point to your Blackboard Vista course files.

To define the Dreamweaver Site:

|. Make sure you have a folder on your computer containing course materials to use
in Dreamweaver as your local root folder

2. Open Dreamweaver and define a new site

Site  Window  Help 3. Under Site click on New Site

Mew Site, ..
Manage Sites. ..

Site Definition for MUSIC 1200 4. Use the Advanced tab to define your site
Basic | Advanced |

et Lol Info 5. Give your site a name

Local Info

:‘?;';E:SIZEW Site name: | MUSIC 1200 |.

Cloakin T = . .

Do es e 1= » FACT suggests using your course number as the site name

a\t: \T:lﬁ E}mtn; Refresh local file list automatically

Contribute

Templates ef ault images Folder: | | . .

" Defat moges ol 21 6. Click on the folder icon next to Local Root Folder to select the course folder
on your computer

T —————— 7.Choose Remote Info to now tell Dreamweaver where your course is located in
[Basic | Advanced | BlackBoard Vista

Categary Remote Info
Local Inf:

e | pasmsss
%W Access: | WebDaY

Cloaking - 1
Design hlates URL:  bctfwebdav/7689131001/47757792021 |

Site Map Layout 1
File View Colurnns Login: | nanette
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Templates Password:
[ Refresh remate File list automatically

8.Select WebDAV as your access type

Maintain synchronization information
[ Automatically uplaad files ko server on save
[ Enable file check in and check out
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9.1n the URL box you will need to locate the WebDAV URL for your course

* To locate this:

@& Designer Tools H - In the Build tab of your course select File Manager

g8 Manage Course
File Manager

g Selective Release

- Using the File Manager drop down, select View WebDAYV Info
r@] File Manager

f3 Declare Character Set

view WebDav Info |

webDAV Info -When the WebDAV Info screen opens press “CTRL + C” on
your keyboard to copy the address
Falder Title: Class Files
Folder Path: https: /futahelearning. uen.org/webct/webdaw,/7889
[« I | [2]

T T R TI00 - Ba.ck in the Dreamweaver Remote Info box paste the address
e using CTRL +V into the URL box
Basic | Advanced ]
Caty Ri ke Inf . .
S R - Enter in your BlackBoard Login name and Password
S - By selecting the Save button, Dreamweaver will always connect
.ESIgn Motes = . . .
Stieianiayouy : you to BlackBoard when you are working with this course
File Yiew Columns S
Contribute ot
Templates ] K L X
"""'"ﬁ'riér?é;r;'réFn'olé}Tlé'n;EZ—.LESFn;E.E;uy - Select the Test button to make sure your login information and
URL are connecting to Vista from Dreamweaver
Maintain synchronization information
fukomatically upload files £ . -,
Dlau smeacally upinar Ties ko srver an save - Select OK to complete the site definition
[ Enable file check in and check out
Upload Files
Once your site has been defined and you're ready to send files into Blackboard Vista:
I w Files I.In the Files Panel of Blackboard Vista select the folders or files you would like to
upload
|[El'.l rLsic 2000 lv] ||_|:,,:a| — vl * More than one can be selected by holding down SHIFT or CTRL

c?‘a & | '5’ | ﬁl {!’J ﬁ | ﬁ 2.With the files/folders selected choose the Upload button

= ﬁ Site - music 2000 {C; 'l,Du:u:umenI:s
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3.To drag and drop files from your local computer to Bb, select the Expand
Button

Shio: |Eﬂ music 2000 M

= 4. Drag files and folders from the right-
H{z: hand local files side to the left-hand

Remote Site

size] |[Local Files [ remote files side
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It is possible to completely build your course using Dreamweaver. This would allow
you additional formatting options and help you create great looking content pages.
For help learning Dreamweaver, please contact your FACT Instructional Designer.

Creating and Using Folders
It is suggested that you create different folders to organize your files.

* For example you can put all your pictures in a folder called Images or
you can put all the PDF files of your notes under a folder called Notes

*You can also divide up the content by chapters or topics, whichever
makes it easy for you to find your materials within your file manager

* FACT suggests at least the following folders be created to organize your
content:

-PDF
-Images

-Content
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I.In the Build Tab click on File Manager

@ File Manager El

| Create File || Get Files ||| GCreate Folder I

2.Under the File Manager title, select Create Folder
Create Folder

*Title: éNDtES

3. Name your folder and select OK
[ oK | | Cancel |

[ ] Title *

[JMotes
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|@ CDpy|||E MDUEH@ ZipHQ‘J Delete‘

4.The new folder will be added to the file manager window

5.1f you put a file in the wrong place, you can use the Move button in the File
Manager area to put the file in the proper folder.
*You can also Copy, Zip, and Delete folders using this same toolbar at
the bottom of the File Manager window

6.You can place these files anywhere in your course: home page, an organizer page,
a learning module, or within the action menu of a learning module
File Types

FACT highly recommends only the use of PDF or HTML documents in your course.
For any content your student may want to print (syllabus, assignments,
etc) use the PDF format

I.Use HTML for basic content or instructions. File types such as .doc can cause

security errors for your students and prevent them from downloading content.
The file types suggested are browser friendly.

2. Free PDF creators are available if you do not have one on your office computer.
* Any of the following are great:

writer.asp

-CutePDF Creator: http://www.cutepdf.com/Products/CutePDF/

-PDF 995: http://www.pdf995.com/

-PDF4Free: http://www.pdfpdf.com/pdf4free.html

-Primo PDF Creator: http://primopdf.com/

| R R TR TR TR |

FACULTY ASSISTANCE CENTER FOR TEACHING, Utah State University

www.fact.usu.edu



