Blackboard Content Collection E-text Repository 
Blackboard Admin steps:
1. Login to Blackboard user interface as admin.
2. Choose Content Collection in top menu bar.
3. Choose Institution Content in left-hand menu.
4. Choose Create Folder in black tool bar.
5. Enter folder name: ‘ODS’ and Submit.
6. Choose the Hand icon under Permissions. It should indicate that all users with system accounts have read permission. This is correct.
7. Choose Select Specific Users to add ODS staff as folder managers.
8. Enter the usernames separated by commas.
9. Check all four permissions: Read, Write, Manage, Remove.
10. Choose Overwrite to push to all child folders that are created.
11. Choose Submit.
ODS Steps to add folders for individual students:
1. Login to Blackboard with folder manager account.
2. Choose Content Collection in top menu bar.
3. Choose Institution Content in left-hand menu.
4. Choose folder called ODS.
5. Choose Create Folder in black tool bar.
6. Enter the folder name for a particular student.
7. Choose Create and Customize. If desired, turn on Tracking under Option #6.
8. Choose Submit.
9. Choose the Hand icon under Permissions. By default, it will indicate that all users have read permission. Check the box next to this permission and choose Delete. 
10. Choose Select Specific Users to add individual student.
11. Enter the username for the student.
12. Check one permission: Read.
13. Choose Overwrite to push to all child folders that are created.
14. Choose Submit.
15. Add the e-text files to the student’s folder.
ODS Steps to add other folder managers:
1. Login to Blackboard with folder manager account.
2. Choose Content Collection in top menu bar.
3. Choose Institution Content in left-hand menu.
4. Locate the folder called ODS.
5. Choose the Hand icon under Permissions. It should indicate that all users with system accounts have read permission. This is correct.
6. Choose Select Specific Users to add ODS staff as folder managers.
7. Enter the usernames separated by commas.
8. Check all four permissions: Read, Write, Manage, Remove.
9. [bookmark: _GoBack]Choose Overwrite to push to all child folders that are created. Choose Submit.
