Using Attachments in Blackboard’s Discussion Forum
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Add attachments by clicking on the Browse button. Look for your files where you normally store them on your computer (often My Documents on the PC and the desktop or hard drive on the Macintosh).

Files to be attached should be created in the latest version of Word for Windows or Macintosh (Word 2000 or 2002) and in no version earlier than Word 98. If you don’t own a copy of MS Word, you can purchase a copy for $6 at the UWB Student Government office. 

MS Word File Attachment Considerations

1. All files should be saved with a .doc extension. Macintosh computers don’t always automatically add an extension, so be sure to add it otherwise the attachment won’t open in Blackboard’s discussion forum. 

2. Try to keep your file names fairly short. Do not include the characters \ / : * ? " < > | # or other symbols in your file name since those characters will usually prevent the attachment from being opened. It’s also best to avoid punctuation such as commas or periods in a file name (aside from the period before an extension - .doc).

Files created in text processors other than MS Word 

1. Blackboard will not recognize any other text documents created in a program other than Word, such as WordPerfect, MS Works etc. unless you save it as a simple text file. If you are using a text program other than Word, save your file as a text file with a .txt extension. All formatting, including font type and bolding will be lost, but your basic text will show up in Blackboard. You can also copy and paste your text from your text processor into the message area of the discussion forum. Ideally, your text should be shorter than one page if you are pasting it into the message area. 

Viewing Attachments

1. If you are having trouble viewing an attachment, or if you click on an attachment and a dialogue box pops up asking if you want to open or save a document, you can try saving the document to your computer to view it. Once it’s saved, open your MS Word program and open the file from within Word (File>Open). 

Text can be copied and pasted into the Message area











