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Posting Word Online Document to Blackboard

1. Access our website http://www.mc3.edu. I x MY MC3 LOGIN I

2. On the top right side, click the My MC3 LOGIN button.

3. Enter your Username and Password. e | |
Password: | ]
4. Click Slgn In [} Change password after logging on
5. On the portal page, under Applications/Tools, Office 365 for Students
click Office 365 for Students.
.
Note: You will be redirected to the Office 365 site. /rAppllcatlonslT ools

6. On the Let’s get started page, click

OneDrive in the blue bar at the top of the

screen.
. . . () Office 365 Newsfeed
7. This will open OneDrive @ Montgomery —
Cou nty Com m u n Ity Co I I eg e a n d S h OW yo u r Search everything v 0 OneDrive @ Montgomery County Community College
Documents — Documents
Followed Documents
Shared with Me Welcome to OneDrive @ Montgomery County Community College, the place to store, sync, and
8. Now you can download the document you e e TR BEIE

Recycle Bin

want to post to Blackboard. @new Fupload & sync
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Downloading a document from Word Online
1. In OneDrive you see a list of your Documents

2. To the right of the document you want to download, click the
three dots.

3. A preview of your document will open in a small window to
the right of the three dots.

4. At the bottom of the preview box, click the three dots.

5. In the menu, click Download a Copy

6. You will receive a message confirming the download, and
you must click Save File.

7. Select a location to save your file and click Save.

OneDrive @ Montgomery County Commun

Documents
® new

v D Name

Shared with Everyone
@ Document @

Document.docx X

[ PAGE1OF1 B~ k=
Changed by you on 7/20/2014 2:12 PM
Only shared with you

https://mc3edu-my.sharepoint.com/persedu/_| "

EDIT SHARE FOLLOVO

Version History

Workflows

Download a Copy

Follow

You have chosen to open:

|2] Document.docx

which is: Microsoft Word document (20.6 KB)
from: https://mc3edu-my.sharepoint.com

Would you like to save this file?

Cancel | [ SaveFile |

8. Navigate to your course on Blackboard and add the document as an ltem or File.
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Adding an Item to a Blackboard Course

1. Select the content area where you want to add a file (ex. Syllabus). +

¥ Practice Course 3

Announcements
Start Here

Syllabus

Course Materials

2. Click the Build Content button.
Syllabus

Build Content v

Create

File

3. From the drop down menu, select Item.

4. Type a name for the item in the Name
field.

1. Content Information

< Name
Note: The Name is a required field.

5. Type content in the Text window. Notice Text
i . T T T T Paragraph - Arial v 3(12pt) wli= =lE =
that you have various editing features <o ala S===o=-oTT =P

similar to MS Word. QO E B S vMows - T « ©© & H

a il
|
I
L
§

Path: p Words:0

6. Scroll down to Attachments and click
either the Browse My Computer button
or the Browse Course button to locate
your document.

Browse My Computer Browse Course

7. Browse for your document and double-
click the file to upload it to your course.
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8.

10.

11.

If you want your students to view this 9 .
document, select the Yes radio button in 3. Standard Options

the Permit Users to View this Content Permit Users to View (&) Yes () No

field. this Content

If you want to track student access to this Track Number of (0 Yes (s) No
item, select the Yes radio button in the Views

Track Number of Views field.

If you want to display this item for a Select Date and Time (| Display After

Restrictions

set date/time, enter the information in Enter dates as mm/dd/yyyy. Time may be entered in any increment.
the Display After and Display Until Display Until
fields in the Select Date and Time Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Restrictions area.

Click the Submit button.
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