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Important 
Reminders

This process only applies to replacing files. 

The following items must be updated 

before the Bb template deadline:

• Turnitin

• Panopto

• Grade Center

• Links

• Quizzes/Individual Work

Any item that is not a file attachment



How do you 
replace files on 
Bb template?



• If you replace files by browsing local files or cloud service – you should set up Content Collection 



Why use 
Content 
Collection?

Bb template deadlines are always set before 
Week 0 to ensure sufficient time for templates 
to be copied over...BUT… 

If you use Content Collection, you can replace 
files anytime and the changes will be copied 
over to live sites.



How?



Steps 1-5 Overview (Slides 10-23)

Steps 1-4: You only need to complete 
these steps once to set up your Content 
Collection and link the Blackboard 
template files to it.

Step 1: Make a a list of files

Step 2: Organise your Content Collection 

Step 3: Upload files to Content Collection 

Step 4: Build files on template

Once you have completed Steps 1-4, in future semesters, you will only need 
to follow Step 5 to replace files on your Blackboard template. Any changes 
you make will automatically be copied to all live sites, even if it's after the 
semester has started.



Step 1
Make a List of Files that need to be 

updated every semester



List files that need to be updated every semester 

1. Make a list of files that need to be 
updated every semester

2. Name the files without references to 
versions or year

• e.g. ELCxxxx Subject Information Sheet

• Files can only be replaced if they are the 
same file type (word/pdf) and have the same 
file name.



Step 2
Organise Your Content Collection



Organising Content Collection

1. Go to your Bb template 

2. Find Content Collection in the menu

3. Create folders 

• e.g., Subject Info/Unit Notes



Step 3
Upload files to Content Collection



Uploading Files 

1. Go to the Content Collection Folders

2. Upload files from your computer – Submit

3. Repeat steps until all files are uploaded to 
content collection 



Step 4
Build files on template 



Building Files on Bb template 

1. Go to the location where you want to the file to be

2. Click on the "options" button

3. Select "Edit"



1. If there is already an attached file, select "mark for removal"

2. Under "Attachments" - select "Browse Content Collection"



3. Click on the folder where the file is located



4. Select the file by checking the box (do not click on the file) and 
Submit



Repeat Step 4 (slides 16-19)
until all files on Bb template 
are attached by browsing 

Content Collection 



Step 5
Updating files 



Updating/Replacing Files

When updating your files, name sure: 

1. File name remains the same

2. File type remains the same (PDFs cannot replace 
Word docs)

After you have updated all your files:

• go to the corresponding Content Collection folders

• upload files 

• attach files – browse local files

• check the box, "If selected, the system automatically 

overwrites the existing file with the same name."

• click "Submit" to save your changes

• repeat steps 1-4 for each updated file until all 
have been attached
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