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Introduction

In Blackboard Web Community Manager, Files & Folders is a designated area for uploading and storing
files. Files & Folders is an excellent tool for pre-planning content for your workspace. Each Site, Subsite,
Channel and Section Workspace has one dedicated Files & Folders area. You can think of Files & Folders
as the locker in which you store all the files that you use in your workspace. Users with editing privileges
to a workspace have access to its Files & Folders.

Files & Folders

> Site Fil
Top Level
Shared Librar
| 2 ey Shared Library
m Refresh | | Detote Selected | | Foider Actions w
FILE NAME SIZE MODIFIED ACTIONS
FieldTrpPemissionSlip. pdf 7815KB  9/17/2015 9:08:36 AM Move | More w
MathWorksheet1 docx. pdf 8484KB ON7/20150:03:38AM | Move | More w
SchoolSupportList pdf 7815KB  917/20159:09:37 AM Move | More w
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Access Files & Folders

You can access Files & Folders two different ways, on the Tools tab or by clicking Files & Folders in
Common Tools. Each Site, Subsite, Channel and Section Workspace has its own Files & Folders area.

Site Workspace Files & Folders
Here’'s how you access the Site Workspace Files & Folders.

1. In Site Manager, navigate to the Site Workspace.
2. Click the Tools tab. The Tools tab displays.

Directors & Viewers

Tools
Manage your site tools and apps.

Files & Folders

Organize the files and folders used in your workspace.

On-Screen Alerts

Add or edit On-Screen Alerts for your site

Broadcast E-Alerts

@ Friendly Web Address Mappings

Create and edit Friendly Web Address Mappings for your site =" Add or Edit Broadc ast E-Alerts for your site

B Forms & Surveys 7 Section Robot

i Create and manage forms and surveys for your site Import sections with pre-defined section configurations

— Approve Visitor Comments . Approve Community Editing
Approve or reject visitor comments on your apps = Approve or reject community edits to your apps

&® App Manager ) Reports
Manage and edit the apps in your workspace. G fiew your site’s reports

. Photo Gallery — Minibase

Create and manage photo galleries for your site Create and manage minibases for your site

3. Click Files & Folders. The Files & Folders window displays.
4. Manage folders and upload files as desired.

You can also click Files & Folders in Common Tools dashboard on the Site Workspace Summary tab.

Common Tools All Tools

= Files & Folders

Forms & Surveys

3

@ Friendly Web Address Mappings
7=  Minibase

& Photo Gallery
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Subsite Workspace Files & Folders

Here’s how you access the Subsite Workspace Files & Folders.

1. In Site Manager, navigate to the appropriate Subsite Workspace.
2. Click the Tools tab. The Tools tab displays.

Seffings

Happy Valley High School

Tools

[

Summary Mobile Site Directors & \Viewers Stafistics

Manage your site tools and apps.

Files & Folders

Broadcast E-Alerts

Add or Edit Broadcast E-Alerts for your site.

Section Robot

Import sections with pre-defined section configurations

Approve Community Editing

Approve or reject community edits to your apps

Reports

View your site's reports

Minibase

Create and manage minibases for your site.

Organize the files and folders used in your workspace.

Friendly Web Address Mappings
Forms & Surveys
Approve Visitor Comments

App Manager
&

Photo Gallery

Create and manage photo galleries for your site

Create and edit Friendly Web Address Mappings for your site

Create and manage forms and surveys for your site

Approve or reject visitor comments on your apps

Manage and edit the apps in your workspace.

3. Click Files & Folders. The Files & Folders window displays.
4. Manage folders and upload files as desired.

You can also click Files & Folders in Common Tools dashboard on the Subsite Workspace Summary tab.

Common Tools All Tools

Files & Folders

Forms & Surveys
Friendly Web Address Mappings
Minibase

Photo Gallery
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Channel Workspace Files & Folders
Here’s how you access the Channel Workspace Files & Folders from the Tools tab.

1. In Site Manager, navigate to the appropriate Channel Workspace.
2. Click the Tools tab. The Tools tab displays.

Our District

Tools
Manage your channel tools and apps.

Files & Folders

—  Organize the files and folders used in your workspace

Forms & Surveys

Create and manage forms and surveys for your channel

Approve Visitor Comments

Approve Community Editing

Approve or reject visitor comments on your apps Approve or reject community edits to your apps
3 App Manager Y Reports

Manage and edit the apps in your workspace. — fiew your channef's reports

Photo Gallery . Minibase

&

Create and manage photo galleries for your channel Create and manage minibases for your channel

3. Click Files & Folders. The Files & Folders window displays.
4. Manage folders and upload files as desired.
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Section Workspace Files & Folders
Here’s how you access the Section Workspace Files & Folders from the Tools tab.

1. In Site Manager, navigate to the appropriate Section Workspace.
2. Click the Tools tab. The Tools tab displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
B

Create and manage forms and surveys for your section

Approve Visitor Comments

Approve Community Editing

Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&® App Manager ® Reports

Manage and edit the apps in your workspace View your section's reports
— Photo Gallery — Minibase
&= 5]

Create and manage photo galleries for your section Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.
4. Manage folders and upload files as desired.

You can also click Files & Folders in Common Tools dashboard on the Section Workspace Summary tab.

Common Tools All Tools

=2 Photo Gallery

D Forms & Surveys

=+ Files & Folders
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Manage Files in Files & Folders

In each Files & Folders Workspace you can upload, update, move, preview, rename, download and
delete files.

Upload a File
Here’s how you upload a file to Files & Folders.

1. In Site Manager, navigate to a Workspace.
2. Click the Tools tab. A menu of tools displays.

Sparks, Eric

Tools

Manage your section tools and apps.

Files & Folders Forms & Surveys

Organize the files and folders used in your workspace m Create and manage forms and surveys for your section
Approve Visitor Comments _ Approve Community Editing
Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&® App Manager ® Reports
Manage and edit the apps in your workspace et iew your section's reports
— Photo Gallery .~ Minibase
= Create and manage photo galleries for your section == Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.
4. |If necessary, navigate to the subfolder to which you wish to upload the file.

Files & Folders

| 2 ) Site Files

Top Level

‘ Upload ' Refresh Delete Selected Folder Actions w

\We notic ed that you haven't added any files to this folder. Click Upload to get started.
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5. Click Upload. The Upload Files dialog displays.

Upload Files

Select files or drag & drop files you wish to upload. If you want, you can cancel an upload or clear your fist.

| select Fies... |

[ |
‘ ULELRY) | Cancel

6. Click Browse and choose the file you wish to upload.

7. Click Open. The Upload Files dialog displays with the selected file listed.

8. Click Upload. The file is uploaded.

Top Level

| Refresh | | Delete Selected)! Folder Actions v

FILE NAME

L FieldTripPermissionSlip.pdf

SIZE MODIFIED

7815KB  9/17/2015 10:52:28 AM

ACTIONS

Move | More v




Files & Folders Blackboard Web Community Manager

Upload Multiple Files
Here’s how you upload multiple files to Files & Folders.

1. In Site Manager, navigate to a Workspace.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
B

Create and manage forms and surveys for your section

Approve Visitor Comments

Approve Community Editing

Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&® App Manager ® Reports

Manage and edit the apps in your workspace View your section's reports
— Photo Gallery — Minibase
&= 5]

Create and manage photo galleries for your section Create and manage minibases for your section

w

Click Files & Folders. The Files & Folders window displays.
If necessary, navigate to the subfolder to which you wish to upload the files.
5. Click Upload. The Upload Files dialog displays.

e

Upload Files
Select files or drag & drop files you wish to upload. If you want, you can cancel an upload or clear your fist.

Select Files..

" e = r Y
‘ Upload |JieEhie]

6. Click Browse and choose the files you wish to upload.
7. Click Open. The Upload Files dialog displays with the selected files listed.
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8. Click Upload. The files are uploaded.

Files & Folders

| 2 y Site Files
Top Level
Refresh Delete Selected Folder Actions w
FILE NAME SIZE MODIFIED ACTIONS
L1 FieldTripPemissionSlip.pdf 78.15KB  9/17/2015 10:52:28 AM Move | More v
L1 MathWorksheet1.pdf 8484KB  9/17/2015 11:05:01 AM Move | More w
L1 SchoeolSupportList.pdf 78.15KB  9/17/2015 11:05:00 AM Move | More v

Multiple files can be selected to be uploaded simultaneously. For PC users, holding the Ctrl Key permits
you to pick and choose multiple files to upload. Also, holding the Shift Key permits you to select a
contiguous group of files. For Mac users, using the Command Key does the same. Pressing the Shift Key
permits you to choose multiple files in a list.

Update a File

There may be times when you need to update a file to which you’ve already linked within your site. This
process will save you the work of recreating each link. In order to do this, however, be certain the
updated file has the same name and extension as the existing file.

Here’s how you update a file in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the files you wish to update.
2. Click the Tools tab. A menu of tools displays.

Sparks, Eric

Section Workspace

Summary Editors & iewers
Tools

Manage your section tools and apps.

Files & Folders Forms & Surveys

—  Organize the files and folders used in your workspace m Create and manage forms and surveys for your section
Approve Visitor Comments _ Approve Community Editing
Approve or reject visitor comments on your apps =+ Approve or reject community edits to your apps

&® App Manager ® Reports
Manage and edit the apps in your workspace et iew your section's reports

— Photo Gallery ~ Minibase

= Create and manage photo galleries for your section = Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.
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4. If necessary, navigate to the subfolder that contains the file.
5. Click Upload. The Upload Files dialog displays.

Upload Files N

Select fles or drag & drop files you wish to upload. If you want, you can cancel an upload or clear your fist

@ Cancel

6. Click Browse and choose the file you wish to upload.

7. Click Upload. The Upload Files window closes. The updated version of the file overwrites the old

version. Since they have the same name and extension, all links to the old file will now point to
the newly updated file.

Files & Folders

| 3 Site Files
Top Level
Refresh Delete Selected Folder Actions w
FILE NAME SIZE MODIFIED ACTIONS
L1 FieldTripPermissionSlip. pdf 78.15KB  9/17/2015 10:52:28 AM Move | More v

L1 MathWorksheet1.pdf 84.84KB  9/17/2015 11:05:01 AM Move | More w

L1 SchoolSupportList. pdf 78.15KB  9/17/2015 11:05:00 AM Move | More ¥

10
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Move a File
Here’s how you move a file to a different folder in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the file you wish to move.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
B

Create and manage forms and surveys for your section

Approve Visitor Comments

Approve Community Editing

Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&* App Manager ) Reports

Manage and edit the apps in your workspace View your section's reports
a Photo Gallery —. Minibase
& £

Create and manage photo galleries for your section ==" Create and manage minibases for your section

w

Click Files & Folders. The Files & Folders window displays.
If necessary, navigate to the subfolder that contains the file.
5. Click the Move button associated with the file. The Move File dialog displays.

e

Top Level

| Refresh | | Delete Selected |  Foider Actions w

FILE NAME SIZE MODIFIED ACTIONS

LI FieldTripPermissionSlip.pdf 7815KB  9/17/2015 10:52:28 Amsore v
LI MathWorksheet1.pdf 84.84KB 9M7/201511:0501 AM | Move | More ¥
LI SchoolSupportList. pdf 781SKB  9M17/201511:05.00AM | Move | More w

11
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6. From the drop-down list, select the Subfolder to which you wish to move the file.

Move File
Select the folder to which you'd like to move your file and press Move.

File Name:

 MathWorksheett.pdf k.

Move To:

‘ MathWorksheets "

@ Cancel

7. Click Move. The Subfolder displays and the file is moved.

If links to the file exist in your website content, these will need to be updated as the link to the file
changes after moving it.

Preview an Image File

Here’s how you preview an image file in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the file you wish to preview.
2. Click the Tools tab. A menu of tools displays.

Sparks, Eric

Summary @ Editors & \iewers

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace.

Forms & Surveys
m J

Create and manage forms and surveys for your section

Approve Visitor Comments
Approve or reject visitor comments on your apps

Approve Community Editing
Approve or reject community edits to your apps

&* App Manager ) Reports
Manage and edit the apps in your workspace View your section’s reports
= Photo Gallery — Minibase
(! L
Create and manage photo galleries for your section =" Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.

12
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4. If necessary, navigate to the subfolder that contains the file.

Top Level

| Refresh J ‘ Delete Selected | Folder Actions w

FILE NAME SIZE MODIFIED ACTIONS

L1 FieldTripPermissionSlip.pdf 7815KB  9M7/201510:5228AM | Move | More w
LI MathWorksheet1.pdf 8484KB  9/17/201511:05:01 AM | Move More w
L1 SchoolSupportList. pdf 7815KB  9M7/201511:0500AM | Move | More ¥

Bl Teacherimage.png 42138KB  SM7/201511:45:30AM | Move

Rename
Get Link
Delete

5. Click More to the right of the image file and select Preview Image. The image displays.
6. Close the window.

Rename a File
Here’s how you rename a file in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the file you wish to rename.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
B

Create and manage forms and surveys for your section

Approve Visitor Comments

Approve Community Editing

Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&® App Manager ® Reports

Manage and edit the apps in your workspace View your section's reports
— Photo Gallery — Minibase
=i £}

Create and manage photo galleries for your section Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.

13
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4. If necessary, navigate to the subfolder that contains the file.

Top Level
i Refresh J ’ Delete Selected " Folder Actions w
FILE NAME SIZE MODIFIED ACTIONS
Ll FieldTripPermissionSlip.pdf 7815KB  917/201510:5228AM | Move | More w
L MathWorksheet1.pdf 84.84KB  9/17/201511:0501 AM | Move More w
ey
L1 SchoolSupportList. pdf 7815KB  9M7/201511:05:00AM | Move | More v
B Teacherimage.png 42138KB  SM7/201511:45:30 AM | Move
Preview Image
Rename
Get Link
Delete

5. Click More to the right of the file and select Rename. The Rename File dialog displays.

Rename File
Enter a name for your file.

File Name:

’ MrSparksimage k.

|@1’ Cancel i

6. Edit the file name and click Save. The file is renamed.
If links have been established to the file, these links will need to be re-established after renaming the
file.

14
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Get the Link for a File
Here’s how you get the link for a file in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the file you wish to get the link for.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
B Y

Create and manage forms and surveys for your section

Approve Visitor Comments Approve Community Editing
=i =) Y
Approve or reject visitor comments on your apps =4 Approve or reject community edits to your apps
&® App Manager ) Reports
Manage and edit the apps in your workspace View your section's reports
a Photo Gallery — Minibase
& L
Create and manage photo galleries for your section =" Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.
4. If necessary, navigate to the subfolder that contains the file.

Top Level

Refresh J ‘ Delete Selected | Folder Actions w

FILE NAME SIZE MODIFIED ACTIONS

L1 FieldTripPermissionSlip.pdf 7815KB  9M7/201510:5228AM | Move | More w
L1 MathWorksheet1.pdf 8484KB  9/17/201511:05:01 AM | Move More w
L1 SchoolSupportList. pdf 7815KB  9M17/201511:05:00 AM | Move | More w

Bl Teacherimage.png 421.38KB  9/17/2015 11:45:30 AM ‘Move

Preview Image

Rename

Delete

5. Click More to the right of the file and select Get Link. The Get Web Address window displays.

15
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6. You will see the Full Web Address and the Relative Web Address. The Relative Web Address will

7.

automatically append the root domain for your website, so it is helpful to use if your site is not
yet live. Right-click a web address to copy it to the clipboard.

Get Web Address

Right click a web address to copy it to your clipboard.

Full Web Address:
| http://c2.tc_schoolwires.net/cms/lib/TCO0000006/centricity/Doms

Relative Web Address:
| /ems/lib/TCO0000006/centricity/Domain/8804/Teacherimage. png

=)

Click Close.

Download a File

Here’s how you download a file from Files & Folders.

1.
2.

E

In Site Manager, navigate to the Workspace containing the file you wish to download.
Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.
Files & Folders 0 Forms & Surveys
Organize the files and folders used in your workspace. - Create and manage forms and surveys for your section
Approve Visitor Comments . Approve Community Editing
Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&* App Manager ® Reports
Manage and edit the apps in your workspace =" View your section's reports
a Photo Gallery — Minibase
& E
Create and manage photo galleries for your section == Create and manage minibases for your section

Click Files & Folders. The Files & Folders window displays.
Locate the file you wish to download.
Click on the file name. The file is downloaded.

16
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Delete a File
Here’s how you delete a file in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the file you wish to delete.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
B

Create and manage forms and surveys for your section

Approve Visitor Comments

Approve Community Editing

Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&® App Manager ® Reports

Manage and edit the apps in your workspace View your section's reports
— Photo Gallery — Minibase
&= 5]

Create and manage photo galleries for your section Create and manage minibases for your section

w

Click Files & Folders. The Files & Folders window displays.
4. If necessary, navigate to the subfolder that contains the file.

17
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5. Click More to the right of the file and select Delete. A confirmation window displays.

Top Level

| Refresh J i Delete Selected | Folder Actions w

FILE NAME SIZE MODIFIED ACTIONS

L1 FieldTripPermissionSlip.pdf 7815KB  9/7/201510:5228AM | Move | More w
L MathWorksheet1.pdf 84.84KB  SM7/201511:05:01 AM | Move | More w
L1 SchoolSupportList. pdf 7815KB  9/17/2015 11:05:00 AM Move | More w

E 1ea herimage.png 421.38KB  9/17/2015 11:45:30 AM Move

Preview Image

Rename
Get Link
Delete

6. Click Yes. The file is deleted.

Are you sure you want to delete this file?

When you want to completely remove a file from your website, you will need to delete it from your Files
& Folders. Deleting the section or page containing the file does not delete it from Files & Folders. If links
had been established to the file, they will be broken once the file is deleted.

18
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Delete Multiple Files
Here’s how you delete multiple files in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the files you wish to delete.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.
Files & Folders ] Forms & Surveys
Organize the files and folders used in your workspace - Create and manage forms and surveys for your section
. Approve Visitor Comments ., Approve Community Editing
o Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&* App Manager * Reports
Manage and edit the apps in your workspace \View your section's reports.
a Photo Gallery — Minibase
=
Create and manage photo galleries for your section =" Create and manage minibases for your section

w

Click Files & Folders. The Files & Folders window displays.
4. If necessary, navigate to the subfolder that contains the file.

Top Level
1 Refresh Folder Actions w
FILE NAME SIZE MODIFIED ACTIONS
l. 1 FieldTripPermissionSlip. pdf 7815KB  9/17/2015 10:52:28 AM Move | More v
. L1 MathWorksheet1._pdf B484KB  9/17/201511:05:01 AM | Move | More v
L1 SchoolSupportList. pdf 7815KB  9M7/201511:0500AM | Move | More w
= Teacherimage.png 421.38KB  9M7/201511:45:30 AM | Move | More w

5. Select the files to delete and click Delete Selected. A confirmation window displays.
6. Click Yes. The files are deleted.

Are you sure you want to delete these files?

&

19
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Manage Subfolders

Subfolders display within the Files & Folders Workspace. To expand or close a folder, click the arrow to
the left of the folder. There is no limitation as to the number of subfolders you have or the number of
files you can upload. It is wise to create a manageable folder structure within your Workspace Files &
Folders.

Create a Subfolder

Subfolders are created as a child to the selected folder.

Here’s how you create subfolders in Files & Folders.

1. In Site Manager, navigate to a Workspace.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders Forms & Surveys

Organize the files and folders used in your workspace D Create and manage forms and surveys for your section
Approve Visitor Comments . Approve Community Editing
Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&* App Manager ® Reports
Manage and edit the apps in your workspace View your section's reports
— Photo Gallery —. Minibase
&=y =l

Create and manage photo galleries for your section Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.

Top Level

| Refresh ‘ Delete Selected |{{ Folder Actions w
FILE NAME New Subfolder SIZE MODIFIED ACTIONS

Properties
L FieldTripPermissionSup:pu 78.1SKB  9/17/2015 10:52:28 AM Move | More w
L MathWorksheet1. pdf 84.84KB  9/17/2015 11:05:01 AM 7Move | More ¥
L SchoolSupportList. pdf 78.15KB  9/17/2015 11:05:00 AM Move | More ¥
= Teacherimage. png 421.38KB  9/17/2015 11:45:30 AM Move | More w

4. Click Folder Actions button. A drop-down list displays.
5. Select New Subfolder. The New Folder dialog displays.
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6. Assign a name for the Subfolder.

New Folder
Enter a name for your folder.

Folder Name:

MathWorksheets A

| Cancel
|

7. Click Save. The Subfolder displays.

Access a Subfolder Properties
Here’s how you access the Properties of a Subfolder in Files & Folders.

1. In Site Manager, navigate to a Workspace.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace.

Forms & Surveys
B Y

Create and manage forms and surveys for your section

Approve Visitor Comments Approve Community Editing
Approve or reject visitor comments on your apps

&

Approve or reject community edits to your apps

&® App Manager ® Reports
Manage and edit the apps in your workspace View your section’s reports
= Photo Gallery = Minibase
4
Create and manage photo galleries for your section =" Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.
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4. Navigate to the relevant Subfolder. The Subfolder window displays

MathWorksheets
j Refresh ‘ Delete Selected |{| Folder Actions v
FILE NAME New Subfolder sizE MODIFIED ACTIONS

Rename Folder

1 Math\/\v‘orksheeu.pd 84.84KB  9/17/201511:05:01 AM Move | More ¥
Delete Folder -

5. Click Folder Actions and select Properties. The Folder Properties window displays.

Folder Properties

Folder properties information.

Folder Name: mathworksheets
Folder Size: 84.84 KB
Sub-Folders: 0

Files: 1

6. Click Close. The Subfolder displays.

Rename a Subfolder
Here’s how you rename a Subfolder in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the subfolder you wish to rename.
2. Click the Tools tab. A menu of tools displays.
3. Click Files & Folders. The Files & Folders window displays.

Tools
Manage your section tools and apps.

Files & Folders

Organize the files and folders used in your workspace

Forms & Surveys
B Y

Create and manage forms and surveys for your section

Approve Visitor Comments

Approve Community Editing

=)
Approve or reject visitor comments on your apps - Approve or reject community edits to your apps
&® App Manager ) Reports
Manage and edit the apps in your workspace View your section's reports
a Photo Gallery — Minibase
& L
Create and manage photo galleries for your section =" Create and manage minibases for your section
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4. Select the Subfolder you wish to rename.

MathWorksheets
Refresh Delete Selected
FILE NAME New Subfolder sizE MODIFIED ACTIONS
L1 MathWorksheet1.pdf Properties 84.84KB  9/17/2015 11:05:01 AM Move | More w
Delete Folder

5. Click Folder Actions and select Rename Folder. The Rename Folder dialog displays.
6. Edit the name of the Subfolder.

Rename Folder
Enter a2 name for your folder.

Folder Name:

‘ mathworksheets2015 A

@ Cancel

7. Click Save. The renamed Subfolder displays.

We don’t recommend you rename folders if you have already displayed any of its files. If links have been
established to the documents or images in the subfolder, these links will need to be re-established after
renaming the subfolder.
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Refresh a Subfolder

Refreshing a subfolder displays a current view of the Files & Folders window. This can be useful if
multiple editors are working in the same workspace simultaneously.

Here’s how you refresh a Subfolder in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the subfolder you wish to refresh.
2. Click the Tools tab. A menu of tools displays.

Sparks, Eric

Summary @ Editors & \iewers

Tools
Manage your section tools and apps.

Files & Folders Forms & Surveys

Organize the files and folders used in your workspace. D Create and manage forms and surveys for your section
— Approve Visitor Comments . Approve Community Editing
Approve or reject visitor comments on your apps = Approve or reject community edits to your apps
&* App Manager ® Reports
Manage and edit the apps in your workspace =" View your section's reports
— Photo Gallery — Minibase
= L

Create and manage photo galleries for your section Create and manage minibases for your section

3. Click Files & Folders. The Files & Folders window displays.
4. Navigate to the relevant Subfolder. The Subfolder window displays.

Top Level
Delete Selected | | Folder Actions ¥
FILE NAME SIZE MODIFIED ACTIONS
L1 FieldTripPermissionSlip. pdf 78.15KB  9/17/2015 10:52:28 AM ‘ Move | More w

5. Click Refresh. The Subfolder window will refresh.
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Delete a Subfolder
Here’s how you delete a Subfolder in Files & Folders.

1. In Site Manager, navigate to the Workspace containing the subfolder you wish to delete.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your section tools and apps.

Files & Folders

0 Forms & Surveys
Organize the files and folders used in your workspace. -

Create and manage forms and surveys for your section

- Approve Visitor Comments . Approve Community Editing
Approve or reject visitor comments on your apps &= approve o reject community edits to your apps
&* App Manager ) Reports
Manage and edit the apps in your workspace View your section’s reports
= Photo Gallery . Minibase
! &
Create and manage photo galleries for your section =" Create and manage minibases for your section

w

Click Files & Folders. The Files & Folders window displays.
4. Select the Subfolder you wish to delete.

MathWorksheets
j Refresh | | Delete Selected Folder Actions w
FILE NAME New Subfolder SIZE MODIFIED ACTIONS
Rename Folder
L1 MathWorksheet1.pdf Properties 84.84 KB  9/17/2015 11:05:01 AM Move | More v
Delete Folder -

5. Click Folder Actions and select Delete Folder. A confirmation window displays.

Are you sure you want to delete this folder?

Yes (RG]

6. Click Yes. The Subfolder is deleted.

Deleting a Subfolder permanently deletes the subfolder, all of its subfolders and all files in the folder. All
links that have been established to the files in the subfolder will be broken.
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Shared Library

The Shared Library is a folder which all editors are able to access. The Shared Library is only available in
the Site Workspace Files & Folders. Only a Site Director is permitted to add content to this folder.

Access the Shared Library

Here’s how you access the Site Workspace Files & Folders.

1.

Tools

Files & Folders

Organize the files and folders used in your workspace.

Friendly Web Address Mappings

Create and edit Friendly Web Address Mappings for your site

Forms & Surveys

Create and manage forms and surveys for your site

Approve Visitor Comments

Approve or reject visitor comments on your apps

App Manager
&

Manage and edit the apps in your workspace

Photo Gallery

Create and manage photo galleries for your site

(]

In Site Manager, navigate to the Site Workspace.
2. Click the Tools tab. The Tools tab displays.

On-Screen Alerts

Add or edit On-Screen Alerts for your site

Broadcast E-Alerts

= Add or Edit Broadcast E-Alerts for your site
Section Robot

/ Import sections with pre-defined section configurations

_ Approve Community Editing

£5)

=" Approve or reject community edits to your apps
Reports

e " P

iew your site’s reports
.. Minibase
S

Create and manage minibases for your site

3. Click Files & Folders. The Files & Folders window displays.
4. Click Shared Library. The Shared Library displays.

5. Manage folders and upload files as desired.

Files & Folders

> .y Site Files

i) Shared Library
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Upload a Files to the Shared Library
Here’s how you upload files to the Shared Library in Files & Folders.

1. In Site Manager, navigate to the Site Workspace.
2. Click the Tools tab. A menu of tools displays.

Tools
Manage your site tools and apps.

Files & Folders

Organize the files and folders used in your workspace.

On-Screen Alerts

Add or edit On-Screen Alerts for your site

@ Friendly Web Address Mappings — Broadcast E-Alerts
Create and edit Friendly Web Address Mappings for your site =" Add or Edit Broadc ast E-Alerts for your site
3] Forms & Surveys 7 Section Robot
Create and manage forms and surveys for your site Import sections with pre-defined section configurations
; Approve Visitor Comments . Approve Community Editing
- Approve or reject visitor comments on your apps =3 Approve or reject community edits to your apps
" App Manager ® Reports
Manage and edit the apps in your workspace. =" View your site’s reports
— Photo Gallery — Minibase
Gl [

Create and manage photo galleries for your site Create and manage minibases for your site

3. Click Files & Folders. The Files & Folders window displays.
4. Click Shared Library. The Shared Library displays.

Files & Folders

> Ly Site Files

> Shared Library

27



Files & Folders Blackboard Web Community Manager

5. Click Upload. The Upload Files dialog displays.

Shared Library

‘ Upload ' RefreshJ [Delete Selected | | Folder Actions
———

We notic ed that you haven't added any files to this folder. Click Upload to get started.

9. Click Browse and choose the file you wish to upload.

-
Upload Files

Click Browse to select a file or muitiple files. If you want, you can remove a file or files or clear your list. Click
Upload when you're done choosing files.

lAcademi(:Calendar15164pc3f(81.24Kb) ‘l Remove J

‘ ' Upload . otal files size 81.24 Kb

6. Click Open. The Upload Files dialog displays with the selected file listed.

Shared Library
tRefreshJ 1 Delete SelectedJ e
FILE NAME SIZE MODIFIED ACTIONS
L] AcademicCalendar1516.pdf 81.24KB  9/17/2015 2:25:57 PM ‘ Move More w

7. Click Upload. The file is uploaded.
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Upload Multiple Files to the Shared Library
Here’s how you upload multiple files to the Shared Library.

1. In Site Manager, navigate to the Site Workspace.
2. Click the Tools tab. A menu of tools displays.

Happy Valley School Disfrict [—

Summary Mobile Site Directors & Viewers Statistics

Tools
Manage your site tools and apps.

Files & Folders

Organize the files and folders used in your workspace.

On-Screen Alerts

Add or edit On-Screen Alerts for your site

Friendly Web Address Mappings — Broadcast E-Alerts
Create and edit Friendly Web Address Mappings for your site =" Add or Edit Broadc ast E-Alerts for your site
B Forms & Surveys 7 Section Robot
. Create and manage forms and surveys for your site Import sections with pre-defined section configurations
— Approve Visitor Comments = Approve Community Editing
- Approve or reject visitor comments on your apps =3 Approve or reject community edits to your apps
&® App Manager ) Reports
Manage and edit the apps in your workspace. " View your site’s reports
. Photo Gallery — Minibase

Create and manage photo galleries for your site. Create and manage minibases for your site

3. Click Files & Folders. The Files & Folders window displays.
4. Click Shared Library. The Shared Library displays.

Files & Folders
> ) |

Site Files

> eyl Shared Library

5. Click Upload. The Upload Files dialog displays.

Shared Library

- ' Refresh Delete Selected ‘ Folder Actions w

——

We noticed that you haven't added any files to this folder. Click Upload to get started.
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6. Click Browse and choose the file you wish to upload.

Upload Files
Click Browse to select a file or multiple files. If you want, you can remove a file or files or clear your list. Click
Upload when you're done ¢hoosing files.

Clear list

‘AcademicCaIendar1516.pdf(81.24 Kb) : l Remove J

| SchoolSupportList pdf (78.15 Kb) ([ Remove VJ‘

_ Upload Total files size 159.39 Kb

7. Click Open. The Upload Files dialog displays with the selected files listed.
8. Click Upload. The files are uploaded.

Shared Library
| Refresh | | Delete Selected | | Folder Actions w

FILE NAME SIZE MODIFIED ACTIONS
L1 AcademicCalendar1516. pdf 81.24KB  9/17/2015 2:25:57 PM Move | More ¥
L1 SchoolSupportList. pdf 7815KB  9M7R2015229:39PM | Move | More v

Multiple files can be selected to be uploaded simultaneously. For PC users, holding the Ctrl Key permits
you to pick and choose multiple files to upload. Also, holding the Shift Key permits you to select a
contiguous group of files. For Mac users, using the Command Key does the same. Using the Shift Key

permits you to choose multiple files in a list.
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Delete a File from the Shared Library
Here’'s how you delete a file in the Shared Library.

1. In Site Manager, navigate to the Site Workspace.
2. Click the Tools tab. A menu of tools displays.

Directors & Viewers Statistics

Tools
Manage your site tools and apps.

Files & Folders

Organize the files and folders used in your workspace.

On-Screen Alerts

Add or edit On-Screen Alerts for your site

@ Friendly Web Address Mappings Broadcast E-Alerts
Create and edit Friendly Web Address Mappings for your site ==" Add or Edit Broadc ast E-Alerts for your site
] Forms & Surveys 7 Section Robot
i Create and manage forms and surveys for your site Import sections with pre-defined section configurations
. Approve Visitor Comments . Approve Community Editing
*=  Approve or reject visitor comments on your apps =4 Approve or reject community edits to your apps
.‘ App Manager o Reports
Manage and edit the apps in your workspace =" \iiew your site’s reports
— Photo Gallery — Minibase

Create and manage photo galleries for your site Create and manage minibases for your site

3. Click Files & Folders. The Files & Folders window displays.
4. Click Shared Library. The Shared Library displays.

Files & Folders

> Ly Site Files

> Shared Library
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5. Click More to the right of the file and select Delete. A confirmation window displays.

Shared Library
| Refresh ‘ ‘ Delete Selected | Folder Actions w
| J \

FILE NAME SIZE MODIFIED ACTIONS

L1 AcademicCalendar1516.pdf 81.24KB 9M7/20152255TPM | Move || More v |
b : Rename

L1 SchoolSupportList. pdf 78.15KB  9/17/2015 2:29:39 PM AN

6. Click Yes. The file is deleted.

Are you sure you want to delete this file?

No

Delete Multiple Files from the Shared Library
Here's how you delete multiple files in the Shared Library.

1. In Site Manager, navigate to the Site Workspace.
2. Click the Tools tab. A menu of tools displays.

Happy Valley School District Setings

Summary Mobile Site Directors & \Viewers Statistics
Tools

Manage your site tools and apps.

Files & Folders

Organize the files and folders used in your workspace.

On-Screen Alerts
Add or edit On-Screen Alerts for your site.

Friendly Web Address Mappings ~~ Broadcast E-Alerts
Create and edit Friendly Web Address Mappings for your site =" Add or Edit Broadc ast E-Alerts for your site
B Forms & Surveys 7 Section Robot

Create and manage forms and surveys for your site. Import sections with pre-defined section configurations

Approve Visitor Comments
Approve or reject visitor comments on your apps

Approve Community Editing
Approve or reject community edits to your apps

&® App Manager ) Reports

Manage and edit the apps in your workspace. View your site’s reports
— Photo Gallery . Minibase
&=l &

Create and manage photo galleries for your site Create and manage minibases for your site.
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Files & Folders

3. Click Files & Folders. The Files & Folders window displays.
4. Click Shared Library. The Shared Library displays.

Files & Folders

> .y Site Files

> eyl Shared Library

5. Select the files to delete.

Shared Library

‘; Refresh | (| Delete Selected |} Foider Actions v

FILE NAME

L Academic Calendar1516. pdf
L SchoolSupportList. pdf

SIZE

81.24 KB

78.1S KB

MODIFIED

9/17/2015 2:25:57 PM

9/17/2015 2:29:39 PM

ACTIONS

More v

Move

More w

6. Click Delete Selected. A confirmation window displays.

Are you sure you want to delete these files?

(- )

7. Click Yes. The files are deleted.
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