WAKE COUNTY Blackboard
PUBLIC SCHOOL SYSTEM ) )
Using a Group File Exchange

Technology Services Division

How do | Use a Group File Exchange?
The group file exchange tool allows you to post files for others within your group to access for
viewing or saving.

1. While in your Blackboard Course, click Communication.
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3. Click on the name of the group you want to access. @  Admin and BB student
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4. Click File Exchange.
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Adding a File
1. Click B rsre |

2. Type a name for the file you will upload.

[E File Exchange: Sample Group

@ File Information '

Name |Sample File | ;
File [ I Brci:,j

WCPSS e Using a Group File Exchange e Last Updated: 7/17/2008

Page 1 of 3



WAKE COUNTY Blackboard
PUBLIC SCHOOL SYSTEM ) )
Using a Group File Exchange

Technology Services Division

Click _ [EZI File Exchange: Sample Group

@ File Information

¢

Name |Sample File |

File | C|[(Browse__] >

4. CI'Ck On your flle. Laoak in: |E}AccountLoads

L’ @Account Creation 2005-2009 ’
L\b" [C5) Account Creation-Cleanups 2006-2008 3

My Recent B vR and Modified Schools 2008-2009
Documents

5. Click|_Zen |,

6. Click Submit )

7. Click —©% ),

Downloading an Existing File from Your Group File Exchange
1. nght click on the file name. [EZI File Exchange: Sample Group

B add File

Sample Flle #2

b eh
Pnsted on Jul 17 ZUUB

E Sample File
Posted by: Blackboard Student
Posted on- Jul 17_ 2008

KM- L% ", ¥ o

ol S i i

2. Choose “Save Target as...” Open y
Open in Mew Tab ,

Save As EX

Savin [ 5 Blackpoard Fastings Y O2 e E

3. Click after finding the location where you D B

nt [C)515 site's Docs

would like to have it stored. LB
-

Deskiop

My Documents

.

My Computer

File name:

MyMNetwork | Save sspel | Miorosoft Dlfice Word 57 - 2003 Document t | e
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4. Click [__Ges=_]. T —
V¥
-

Download Complete

+ 3 Z0EVEMTS%: 202008-2009, doc from blackboard wopss.net

Downloaded: 36.5KB in 1 sec
Download ko: o WCALENDAR of EVENTS 2008-2009,doc, ..
Transfer rate: 36.5KE Sec

[] Close this dialog box when download completes

[ QOpen ] [ Open Foldﬂ Cloge )

You have now saved the document to your computer or an external device and can now
begin modifying it and add it back to your group file exchange in Blackboard, if
necessary.
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