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Tools for Sharing and Finding Content 

A number of tools are available to facilitate sharing content and searching for content that has been shared.  
These options are dependent on the level of the folder shared, for example granting permission on a top-level 
folder versus a subfolder.  Remember that when a folder is shared, permissions are granted to all content in the 
folder. 

Find Folder 
 

The Find Folder option allows users to search for 
top-level folders they have permissions to, for 
example if another user has granted him or her 
Read permission on a username folder.  When a 
user is granted permissions to a top-level folder, 
the Find Folder option allows the user to locate 
the folder and add it to his or her Content System 

menu, making is easy to access the folder on a regular basis.  Users may decide to share a top-level folder with 
another user, and then adjust the permissions on the content within, limiting the content this user may access.  
For example, grant the user Read permission on the username folder.  Then open the folder and remove Read 
permission for the content this user should not view.  The user may still use the Find Folder option, but they will 
only view specific content in the folder. 

 Search 
Search allows users to locate all files and folders that have been shared with them.  When a 
search is performed only those items to which a user has permissions will be returned.  If 
permissions are granted on a nested folder (and not the top-level folder) the user may search 
for the folder and bookmark it; the Find Folder option may not be used on nested folders. 

 Go To Location 
Go to Location allows users to go directly to a specific folder that has been shared with them in 
the Blackboard Content System.  This time-saver allows users to enter the path to open a 
folder and Bookmark the location at the same time. 

Bookmarks 
Bookmarks enable quick access to frequently used content a without having to navigate through 
several folders.  Bookmarks can be organized into folders and subfolders as needed by the 
user.  This tool is helpful when permissions are granted on a nested folder, since the Find 
Folder tool may not be used. 
 

Workflow Activities  
 
If a user is expected to take action or respond to an item, it is helpful to send a Workflow Activity with the item.  
When a Workflow Activity is created users are selected to share the item with and permissions are granted.  An 
option may also be selected to send an email to these users stating that this item has been shared with them and 
that a Workflow Activity is attached to it. 
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Passes 
Passes may be used to share a file with a user for a specific amount of time.  This is especially useful for sharing 
files with users who do not have system accounts.  When a pass is created, the user decides whether to grant 
Read or Read and Write permission to the file with the pass.  When the time allotted for the pass is over, the user 
will no longer be able to access the file. 
 

 

Portfolios 
Portfolios allow users to collect and organize files into custom Web pages.  These Portfolios can then be 
presented to individuals and groups of users.  It is important that users consider the permissions granted to files 
that are linked to in a Portfolio.  If another user has permissions (other than Read) to a file that is linked to a 
Portfolio, the file may be modified or removed, resulting in issues for the Portfolio users. 
 

 

Related Content: 
 
Managing Files and Folders in the Content System  
Organize Course Folders (link to be established) 
Portfolios (link to be established) 

http://bbtest.ltu.edu/bbcswebdav/users/wd000261106/Public/Content%20System/Managing%20Files%20and%20Folders%20in%20the%20Content%20System.pdf

