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Finding and Saving an Image 
 

1. Locate an image that is shareable and fair use.  This means that you can’t use just any image 

found on the internet.  Below are some websites that are easy to use: 

 Pixabay 

 Creative Commons 

 Wikimedia Commons 

 

2. Once you have located an image, download the image. 

 

  

https://pixabay.com/
https://search.creativecommons.org/
https://commons.wikimedia.org/wiki/Main_Page
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3. When you save the image to your computer, make sure you follow the file naming conventions:  

coursename_nameoffile_versionnumber.  Below are some examples: 

 CSS210_duck_v1 

 HSW210_duck_v1 

 PSY250_duck_v1 

 

  



Adding Images Tutorial 
 

Design Standards (v2.0) Feb ‘19 

Uploading Image to Content Collection 
 

1. Navigate to the content collection of your Blackboard Course.  

 Locate Course Management in the menu bar. 

 Locate Content Collection in the menu bar. 

 Select the course ID (highlighted box) 

 

 

2. This will bring you to the content collection of your course.  To upload your file, select Upload. 

 

3. Browse your computer for your file. 
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4. Select Submit. 

 

5. Your file is now in your content collection.  You can confirm this by locating the file in the content 

collection. 

 

 

  



Adding Images Tutorial 
 

Design Standards (v2.0) Feb ‘19 

Using Images in Your Course 
 

1. Navigate to the area in your course in which you would like to add an image.  In this case, I am 

adding an image to my first page item. 

 

2. In your item, select the insert/edit image button. 

 

3. Select Browse Content Collection.  Do not select Browse My Computer. 
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4. Locate the file you uploaded into the content collection.  Select the image and select Submit. 

 

5. ADA requires all images to have an image description.  Start the description with “image of” and 

end with a description of the image.  Example:  Image of female duck standing in green field.  

Place this text in the image description and the title. 

 

6. Select Appearance. 
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7. Here is where you can set the image alignment and change the size of the image.   

 

8. Select Insert. 

 

9. Your image is now in your item. 
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10. Select Submit. 

 

11. Your image is now in your item. 

 

 


