How to Download files from Blackboard to
your Computer

Downloading and printing files is easy, once you know how. When using Blackboard your
instructor may make files available that you wish to download to your computer in order
for you to work on them or read them at another time. You may wish to print off a copy to
read when you are away from a computer.

Identify the files you wish to access

Week 01: Introduction

@ Week 1 Powerpoint
Attached Files: [§ RU Blackboard for RMEC Faculty.pptx 91 KB)
Please read through the attached powerpoint prior to the zoom meeting ednesday
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i Week 1 Lecture Notes

You can tell if a file is available for you to download because it will be underlined and in
blue text or the name of the file will be underlined. Next to the file name Blackboard
reports how large the file is in bytes. The example screenshot above shows 2 files that
may be downloaded. Clicking on the blue file link will display a pop up prompt asking if
you'd like to open or save the file. If you click on the black underlined file name it will
display the file in a new tab in your web browser.
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Opening RU Blackboard for RMEC Faculty.ppix X

We| vou have chosen ta open:
atl @ RU Blackboard for RMEC Faculty.pptx

which is: Microsoft PowerPoint Presentation (244 KB)

Pleg
from: https://roosevelt blackboard.com

'Wednesday
What should Firefox do with this file?

We| (O Openwith | PowerPoint 2016 {default) ~
@®Save File

1D this gutomatically for files like this frem now on.

Cancel

Use your mouse to click on the blue file link
You should see a context menu that looks like the one shown above. Select Save File
and click OK.

Follow the prompts within your browser to identify a place to save the file.

If the file opens in a new tab in your browser

= + Automatic Zoom

Ineed to know . ..
About Human Resources and Getting Around the University

My benefits.

Go to this link to see general benefits information at RU. Specific information about
benefits withdrawals and links to provider sites are also available via RU Access here,
under benefits.

Other HR-type questions.
Start at the HR website, which will also list personnel and phone numbers for

Use your mouse to click on the download icon at the top of the screen (it is usually
displayed as a piece of paper with an arrow pointing down but this may vary by browser)
A context menu should appear as in the picture above. Select Save File and click OK.
Follow the prompts within your browser to identify a place to save the file.

If you don’t see a context menu then your browser may have downloaded the file to a
downloads folder located on your computer
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