


FIND FILES WITH FILTER CONTENT

Now this is probably one of the best features within File Manager. You can find certain file
types within File Manager by selecting the type from the Filter content. Just select from the
drop-down list what type of files you are looking for. For instance if you want to view only
Adobe PDF files select “Adobe PDF” from the drop-down list and only PDF files will list in the
File Manager.

Filter content: | All Types

Archive
2/19/07 1:2| Course Artifact

Power Point
2/16/07 4:0|Video

Web Link
2/16/07 9:1/Image
Adobe PDF
a/5/07 2:43(HTML

Text
2/16/07 12:|Audio 1B
Excel
2/16/07 4:3|e-Pack BS
Flash
Word

FOLDERS AND LINKS ON A COURSE HOMEPAGE

You can create any number of links or folders on a SacCT/Blackboard course homepage.
Normally, links or folders appear as icons in the Course Content Home area of a
Blackboard/SacCT course.

All links that can be included on the Course Content Home area of a course can be organized
into Folders.

Yot lacation Home Page

| @ AddFile % || @ Create Folder || 5 Add Content Link % | Paga options %

@ Adding Flles

¥You can create files or add existing files on your computaer, such as lectune notes and slide shows, to
your course, To create or add files, chek the Add File button,

@ Creating Folders

¥ou can create folders and use them to organize your content and files. To creats folders, click the
Create Folder button,

A Adding Content Links

You can add links to content in other course tools, This allows users to access a vanety of content from
this location. To add bnks, click the Add Content Links button.

L
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Add a Web Link to a course:

step 1. Click the Build tab.

step 2.From the Course Tools Menu (on the left), click Web Links. The Web Links page

will appear.

step 3. Click Create Web Link at the top of the page:

Your location: Web Links

Order s+ [] Title

LI O @) welcome to webCT 2

2 4E [0 @1 Faculty Web Account form ¥
3E [0 1 Web Processanline PPT

4 iz [ &1 Web Process 2

5 iz [0 &) web Policies 2

6 3F [0 §) Sac State Library %

7 O &3 WebCT - Student Resources 2
5 gE E WebCT - Faculty Resources %

Click the Create
Web Link button.

t/student/slides.htm

http:/fwww, csus.edufuces/forms/webserver/
http:/fwoww, csus. edufuces/documents/webprocess/
http:/fwoww csus.edufweb/webprocess1 html
http:/fwww, csus. edufweb/palicy_summary.html
http://library.csus. edu/

http: /fwww csus.edu/uccs/webct/student/index.htm

(Hidden) http:/fwww, csus.edu/uccs/webct/faculty/index.htm

& Create Link on: | - Select -

step 4.Enter the properties for the new Web Link:

a. Type a title for the new Web Link in the Title text box. The title for a Web Link is

the label users’ click to access the link.

b. Type a description for the Web Link if you wish the title to be displayed with a

description. This attribute is optional.

c. Enter the URL or link to the Web page in the URL text box.

d. Select the check box next to Open in a new browser window if you want the

Web page to open in a new window.

e. Select Show Item or Hide Item next to Item Visibility, depending on your

preference.

Web
Links
properties
screen
(sample
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step 5.Click the Save button to save the new Web Link. The new Web Link will appear under
the Web Links tool.

Once a2 Web Link has been added, it can be included as a content link within the Course
Content Home area or Folder.

ADD A LEARNING MODULE

A Learning Module cannot be added to a course unless the Learning Module tool has been
included in the course. If the Learning Module tool is not listed in the Course Tools Menu
of a course, the tool has not been added.

To include the Learning Module tool in a SacCT course

&) Course Tools

& Course Content | ¥

(H) = Hdden

step 1. Click the Build tab.

step 2. Click Manage Course from the Designer Tools menu
(below the Course Tools Menu).

&) Designer Tools

step 3. Click Tools at the top of the Manage Course window. A list
of tools that can be added to a course is displayed.

Managiﬂ:nurse

step 4. Select the Learning Modules option located in the Tools

Determineg w

Content Tools
section.

Content Tools

[ Learning Modules
Organize and present content and activities to Students.

step 5. Click the Save
button at the bottom of the Tools screen. The Learning Module tool will appear
under the Course Tools Menu (see screenshot at right).

Once the Learning Module tool has been added to a course, individual Learning Modules
can be added.

Create a Learning Module:

step 1. Click the Build tab.
step 2. Click Learning Modules from the Course Tools Menu. The Learning Modules
page will appear.

Your location: Learning Modules

| Create Learning Mo duggees

Click the Create Learning

Order <+ [] Title

Module button.

Numbering

1 B ) @ Module 1 & 2 Request AR T Dl Loy 2o
2 B ) @ Module 3 & 4 Edit, Previewkles M Do not display o B S g P o
JEE F @ Module S & 6 Upload, Yiew files 2 Display S s O e 1
@ Create Link on: | - Select - V_El =] Export||Q Celete
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step 3. Click the Create Learning Module button at the top of the page
step 4. Type the properties for the new Learning Module:
a. Type a title for the new Learning Module in the Title text box. The title for a
Learning Module is the label users’ click to access the content.

b. Type a description for the Learning Module if you wish the title to be displayed
with a description. This attribute is optional.

c. Select Show Item or Hide Item next to Item Visibility, depending on your

preference.

d. Choose a numbering preference from the Numbering drop-down menu (in the

Table of Contents section).

e. Under the option for Display Table of Contents, select On the left or Do not
display, depending on your preference.

£. Choose an option in the section labeled First page of the Learning Module

should be. The options to choose from are labeled The Table of Contents or

The first page in the Table of Contents.

step 5. Click the Save button to save the new Learning Module. The new Learning Module
will appear under the Learning Modules tool.

Create Learning Module
*Title: Module 7: Using Dreamweaver

Description: Learn how to use Dreamweaver Mx 2005 in this madule. .,

Learning K

Module k

properties

screen Item visibility: @& Show Item
(sample O Hide 1tem

Table of Contents
Numbering: | 1, 1.1, 1.1.1, 2... |»

Display Table of Contents:
@ on the left
O Do not display

First page of the Learning Module should be:
O The Table of Contents
@ The first page in the Table of Contents

| Save | ‘ cancel | | Save and Create Another |

* pequired field

Once a Learning Module has been added, it can be included as a content link within the

Course Content Home area or Folder.

Add and Organize Content Items in a Learning Module

The purpose of a Learning Module is to display your course content for your students.
Within a Learning Module, headings, file, and content links can be added to create a listing of

course content (similar to a Table of Contents).
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Table of Contents A Learnmg
E
5 Module

Unit #2

1. Goals and smonsios i
Objectives Points: 30
1.1, Unit #2 Due Date: 09/11 by midnight
Introduction Reading:
2. Web Browsers :
3. Basic Weh Tutorial 4 - session 4.1 (WEB 188 -
Searches Tutorial 4 - session 4.2 (WEB 210 -
4, Current Info on Tutorial 5 - session 5.1 (WEB 236 -
the web Tutorial 5 - session 5.2 (WEB 256 -
5. Privacy '
G, Unit #2 Uiz Qe
7. Unit #2

Tasks/Points
Summary

Content
displav area

[y ]

o . Bf three main tasks. You will be graded accordingly:
File and 1

content links iscussion Board posting (see the Discussion Board Guidelines

Before you post)

figure 1.1 A sample Learning Module, student view

As a designer, all Learning Modules included in a course are accessed via the Learning Modules
tool located in the Course Tools Menu. Students can access course Learning Modules from this
tool or via links placed in the Course Content Home area by a course designer.

Once files or content links are added to a Learning Module, they can be organized to fit the needs
of the instructor and the students. Once files and content links have been added to a Learning
Module, a designer can add headings, organize links, or edit existing elements.

Add Files or Content Links to a Learning Module

Files that are linked in a Learning Module must be stored in the File Manager. A file can be
uploaded to the File Manager prior to linking to it from a Learning Module, or the file will be
uploaded to the Learning Module automatically when a link to a file on a user’s computer is
placed in a Learning Module.

Add a File Link

To add a link to a file in a Learning Module:

step 1. Click the Build tab.

step 2. Click the Learning Modules tool, from the Course Tools Menu,
step 3. Locate and click the Learning Module to which files will be added.
step 4. Click Add File at the top of the Learning Module page.

uUnit #5 »

{Z) Description

| Add Content Link 2 || Create Heading |

nu Settings | | view Goals |

There are currently no content items in this learning module.
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step 5. Click Browse for Files.

step 6. If the file to be linked to already exists in the File Manager, click the Class Files

button on the left.

step 7. Select a file from folders and files listed in the Content Browser window

a. Click OK at the bottom of the window to add a link to the file to the Learning

Module.

b. If the file to be linked exists on your computer and not in the File Manager, click

My Computer on the left.

a. Click the first Browse button
at the top of the Get Files
window (see screenshot at
right).

b. Choose the file from your
computer you would like to
add to your Learning Module.

c. Repeat the step above up to
seven times using the
corresponding Browse button
to add more than one file ata
time.

Get Files

il

My Files

Class Files

Upload Files from Your Computer

[ Browse...

My Computer

Browse... |

Browse..,
Browse...
Browse.. |

|
|
|
| [ Browse.. |
|
|
|

d. Click OK to add the files you have selected. The files will be automatically

uploaded to the File Manager and links to the files will be placed in the Learning

Module.

Organize your Learning Modules

An advantage of placing your content in a Learning Module is that you can organize the content

under headings.

step 1. Click on the Learning Module where you want to add a heading,

step 2. Click the Create Heading button, —

step 3. 'Type a heading in the HeadingText

Create Heading

window, \
step 4. Click Save.
Create Heading

*Heading Text: |

Save Cancel

* Required field
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Qutdent or Indent Content Items

step 1. Click in the check box next to the item you want to outdent or W
indent, -

step 2. Click the buttons Outdent or Indent to cither indent or outdent the item under the
heading.

.........
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RESOURCES

Faculty / Staff Resource Center
Located in ARC 3012. Assistance available on walk-in basis.
Open Lab on Fridays, 1-4 pm (Fall, Winter, Spring)
Open Lab on Thursdays 1-4 pm (Summer only)
FSRC Website
http:/ /www.csus.edu/uccs/ fscenter/

Getting Help

University Help Desk
(916) 278-7337 ot helpdesk@csus.edu

Academic Technology Consultants
http://www.csus.edu/atcs/contact.htm

Help Desk - Problem Reports & Contact Information
http:/ /www.csus.edu/uccs/helpdesk/contact.stm

Training Requests
training@csus.edu

Campus Resources
Training
http://www.csus.edu/ training

Training Handouts
http:/ /www.csus.edu/ training/handouts

Online Tutorials
http:/ /www.csus.edu/atcs/tools/ tutorials.htm

Educational Tools
http:/ /www.csus.edu/atcs/tools

Accessibility at Sacramento State
http:/ /www.csus.edu/accessibility
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