Downloading and Viewing Multimedia Files using Blackboard

For each course, instructors may post several types of files for students to review and download throughout the semester. These files may include Adobe Acrobat and Microsoft PowerPoint files. 

Important: Although students can access the Blackboard site using either Internet Explorer, FireFox, or Netscape Navigator, the process for viewing and downloading files may be slightly different for each browser. Furthermore, understand that in order to view downloaded files such as PowerPoint presentations or Adobe Acrobat files, students MUST have that software and/or plug-in installed on their computer. 

Adobe Acrobat Files

Instructors may post several readings and handouts using Adobe Acrobat. Adobe Acrobat files are identifiable by their file extension PDF (file.pdf).

To view Adobe Acrobat files, you must have Adobe Acrobat Reader installed on your computer. To download the Adobe Acrobat Reader plug-in, please visit. http://www.adobe.com 

If you want to view an Adobe Acrobat file in Blackboard, simply click the file link and the adobe acrobat plug-in should automatically open your file within your Blackboard window. Once in the reader, you are able to read the file online, save the file to a disk, and print the file for future reference.   

Microsoft PowerPoint Files

For many courses, instructors will post their PowerPoint presentations on Blackboard. To view the PowerPoint presentation, simply click the file link and the PowerPoint presentation will open. 

Note: PowerPoint files open differently in Internet Explorer and Netscape Navigator. For Navigator users, when you click the file link, you will be prompted to save your file to a disk or open the file from its current location. Regardless of which option you choose, the PowerPoint file will open in Microsoft PowerPoint itself, thereby, giving you all the features of the software program (print, save, etc.)

For Internet Explorer users, when you click on the file link, the PowerPoint file will open within the Blackboard window. You still have the ability to view, save, and print the presentation, however, the process is slightly more complicated. 

Using Internet Explorer, if you Right-Click on the presentation, you will be given several options including the ability to print the slides and view the presentation in full screen. If you want to save the presentation to a disk or to your desktop, go to File menu and then the Save As option on your Internet Explorer menu bar.  In this dialog box, note that the file type will say “presentation.” I would advise that you rename the file name to something that is meaningful to you and save it in a specific folder.

Printing PowerPoint Files

 Many students like to print a hard copy of the class presentations for future reference. Since most presentations are long and are done in color, there are a few tips to know to make your printing more efficient. 

To print presentations:

1. Click the Print button and the Print Dialog Box will display

2. When printing, you have the option to print one slide per page or up to six slides per page. To print more than one slide per page, locate the Print What section in the bottom left section of the screen.  The default selection is “Slides.” However, if you click on the drop down menu, you will see that you can select “Handouts” 

3. Once you choose “Handouts,” you will be able to select how many handouts you want to print on one page. (I recommend 3 if you want room to take notes or 6 if you want to save paper)

4. Notice in the bottom left corner there is also the option to print the slides in either “grayscale” or “black and white.” By choosing one of these options you can save a considerable amount of ink. 
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