How-To...

Setup a Web Folder

Setup a Web Folder

Setting up a web folder allows you to download and save files and folders from your Blackboard
Course Content Collection. This is the easiest method if you have a large amount of files and
folders in your course content collection.

A Web Folder also allow you to easily reorganize your course content collection without
breaking links in Blackboard.

1. Log into myClass: https://ufv.ca/myclass/ and click on your Blackboard course
2. Inthe left side menu, under Course Management, click on Content Collection
and click on your course ID.
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3. Click on Set Up Web Folder

Course Content: UNIV_101_D2L

The Content Collection provides central file storage for all content. When creoting content for your course, you can link to items anywhere in the
Content Collection. When you change an item in the Content Collection, all links to the item reflect those changes. Using the links in the Control
Panel, you con occess the content in your present course, in all courses you teach, in all of your orgonizations, or in all of the courses in the
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4. Copy the URL highlighted in the Current Web address

To connect to a web folder, use the following Web address of the folder and a valid username and password. Each folder selected will have a
different URL. Any folder can be selected; however, the web folder path must be less than 240 characters.

(VT2 {01 QY 2 -1 L [ X S https://myclass.ufv.ca/bbcswebdav/courses/UNIV_101_D2

Set Up Web Folders in my Operating System

The steps for setting up a web folder are different on each Operating System.

Show instructions for all Operating Systems.

Find the Web Address for another folder

The URL for a folder in the Blackboard Content System is needed to replicate the folder in the operating system. The address for this
directory is provided at the top of the page. To find the web address of any folder in the Blackboard Content System, follow these steps:

1. Navigate to the folder in the Blackboard Content System.

2. Navigate to the Edit Folder Settings page. The Address field on this page (not the address displayed by the web browser) contains
the URL needed to map o the folder.
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The next steps are different whether you are using a Windows or a MAC device. If you are using
a MAC, see the link at the bottom of this document.

Open File Explorer

If you are using a Windows device:

R

Click on This PC

Select Add a network location in the ribbon at the top of the page. This option may be
hidden in the More options or ellipsis (3 horizontal dots).
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8. Click on Next
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Add Network Location

Welcome to the Add Network Location Wizard

This wizard helps you sign up for a service that offers online storage space. You can use this
space to store, organize, and share your documents and pictures using only a web browser
and Internet connection.

You can also use this wizard to create a shortcut to a website, an FTP site, or other ngfwork
location.

Next Cancel

9. When asked where you want to create the network location, click on Choose a custom
network location. Click on Next.

o Add Network Location

Where do you want to create this network location?

Choose a custom network location
s Specify the address of a website, network location, or FTP site.

10. When asked for the location of your website, paste the web address you copied from
the steps above. Click on Next.

€ Add Network Location

Specify the location of your website Paste the web address

Type the address of the website, FTP site, orn rk location that this shortcut will open.

Internet or network address:

‘ https://myclass.ufv.ca/bbcswebdav/courses/UNIV_101_D2L o ‘ Browse...

View examples

—s Next Cancel

11. If you are prompted to connect to myclass.ufv.ca, enter your username and
password. Click on OK.
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12. You will be prompted to enter a name for the location. Enter a name and select Next.

<« Add Network Location

What do you want to name this location?

Create a name for this shortcut that will help you easily identify this network location:

https://myclass.ufv.ca/bbcswebdav/courses/UNIV_101_D2L.
Type a name for this network location: /
UNIV_101_DZL_ContentCoIIection|
B — Cancel
13. On the Completing the Add Network Location Wizard page, select Finish.

Add Network Location

Completing the Add Network Location Wizard

You have successfully created this network location:

UNIV 101 D2L ContentCollection

A shortcut for this location will appear in Computer,

@ Open this network location when | click Finish.

— Cancel

14. The web folder will open. It will now be listed in This PC under the folder name given.
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15. This Web Folder is like a mirror to your course Content Collection in Blackboard. Any
changes you make in that folder will be automatically reflected in the content collection
in blackboard.

Note: You can organize your Web Folder and move files into new folders or delete
duplicated files. If you create a new folder in your Web Folder, it will also appear in your
Content Collection. If you move files within your Web Folder, they will also move in your
Content Collection, and if there was a link to that file in Blackboard, the link will still be
valid. If you delete a file from the Web Folder, it will be deleted in your content collection
too, and if you had a link to that deleted file in blackboard, the link will be broken.

16. Once you are ready to copy everything to your own computer, open a separate File
Explorer by pressing on the Windows key and letter E on the keyboard simultaneously.

0@

Navigate to where you would like to copy the content collection on your computer or
on your UFV OneDrive. You may want to create a new folder with the course name or ID
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17. With your destination folder and the web folder open, you can drag and drop specific
files or folders to copy them between the two folders. DO NOT drag the entire Web
Folder as this will not copy its content.

If you prefer, you can also use copy and paste to copy files and folders between the web
folder and the destination folder on your computer.

18. Check that everything is accessible, and that all the copied documents can be opened
properly.
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19. After you copy all files and folders you wish to keep, make sure you disconnect from the
web folder by deleting the Web Folder itself, so that you don’t inadvertently delete
other files that you needed in Blackboard. Make absolutely sure that you do not delete a
folder within that Web Folder as it will also delete it from your course content

collection.
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If you are using a MAC device:

Web Folders are called Shared Location on Mac devices. The instructions to set up a shared
location for MAC can be found in the Blackboard Learn help at this link.

Looking for more tutorials? Check out our written How-To Guides at:
https://www.ufv.ca/teaching-and-learning/Brightspace We also have video How-Tos at
video.ufv.ca and you can always email us at asktlc@ufv.ca
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