Blackboard Guidesheet for Faculty: Uploading Music Files

(created by Sally Carroll-Ricks, MLS, MM, AHIP, Library Systems Administrator/E-Resources Librarian, Assistant Professor,
scarroll@tlu.edu, revised 4/2/2008)

Converting and Copying Music Files from a CD-ROM to a Folder on Your PC

This assumes that you need to convert the files as they appear on the original CD-ROM to the
.wma format that can be played in Blackboard. If the music files can be copied in the .wma
format, then you can skip the steps for this section.

This assumes that you have a file converter program installed on your PC. Many free downloads
can be located by conducting a Google search for “file converter.” The format for some music files
on CD-ROMs have to be converted to a form that will work from Blackboard, for example, the
.wma format.

This assumes that you have a program such as I-Tunes already installed on your PC. I-Tunes will
identify files by composer/composition on CD-ROMS that only display Track numbers. I-Tunes is
available as a free download at http://www.apple.com/itunes/download/

This assumes that you have either obtained copyright permission or believe that uploading the
files falls within Fair Use for copyrighted music recordings. Consult “Copyright and Music Files”
for links to helpful resources (available at http://www.tlu.edu/library/library _copyright ).

1. On your PC, insert the CD-ROM or flash drive that contains the music recording you want
to copy.

2. Navigate to the CD-ROM contents. One way to do this is to click Start>My Computer and
double-click the icon for the CD_ROM drive.

3. If you have I-Tunes installed on your PC (a free download), when you double-click the

CD-ROM icon, I-Tunes will display a copyright warning that includes:
IMPORTANT HOTE: This software may be used to reproduce materials. it is licensed to you only for reproduction
of non-copyrighted materials, materials in which you own the copyright, or materials you are authorized or legally
permitted to reproduce. This software may also be used for remote access to music files for listening between
computers. Remote access of copyrighted music is only provided for lawful personal use or as otherwise legally
permitted. K you are uncertain about your right to copy or permit access to any material you should contact your
legal advisor.

4, This assumes that you are copying from an original CD-ROM, and that you are going to

make “fair use” of the material, by placing it “on reserve” (in Blackboard) for educational
purposes, just for students enrolled in your class. And, that you are going to add a

copyright warning in Blackboard in the link that you set up, prohibiting students from

further downloading and distributing. In I-Tunes, click “I Agree” and wait for the CD-ROM

files to appear in I-Tunes.

5. I-Tunes will identify the tracks so that you will know which ones must be downloaded to
the “I” drive, for example:
File Edit Contrals Yew Store Advanced Help iTunes
Die walkure, Act I (Love Scene, Conclusion)
@ @ @ o e—) ) o Richard Wagner Q éE et
0:00 & 1 -0:19 View
LIBRARY 4 | Name Time  Artist Album Genre
ﬂ Music 1 i @ Die Walkure, Act I (Love Scen... € 0:20 Richard Wagner @  Music (Disc 43 © Classical
E s 2 o Die Walkure, Ack I {Love Scene, C,.. 1:07  Richard Wagner Music {Disc 4) Classical
3 o Die Walkure, Ack I (Love Scene, C... 0:53 Richard Wagner Music {Disc 4) Classical
I-_:-r‘l TV Showis 4 o Die Walkure, Act I (Love Scene, C... 2154 Richard Wagner Music {Disc 4) Classical
(§) Padeasts 5 o Die Walkure, Ack I {Love Scene, C... 0:29 Richard Wagner Music (Disc ) Classical
'Y Radio 6 o Die Walkure, Ack I {Love Scene, C... 0:4G  Richard Wagner Music {Disc 43 Classical
7 o Die Walkure, Act I {Love Scene, C... 1:00  Richard Wagner Music {Disc 4) Classical
SULE g o Die Walkure, Ack I (Love Scene, C... 0:30  Richard Wagner Music {Disc 4) Classical
E:J s Sz 9 o Prelude & L'Apres-midi D'un Faune 0:43  Claude Debussy Music {Disc 4) Classical
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From the I-Tunes window, we know that we must download Tracks 1-8 to capture all the
tracks for Wagner's Die Walkure, Act | (Love Scene, Conclusion)

Navigate to your department’s “I” drive folder. For example, Start>My Computer>I> Music
If a course folder has not been created yet, create it, for example, “MUS 235"

Go to Start>My Computer and RIGHT click on the CD-ROM drive

Click OPEN

Highlight the tracks you need to copy, which in our example above, we know to be Tracks
1-8:

ot

MName Size

Files Currently on the CD

Write these files to Ch @ Trackil.cda 1 KB
E’l TrackDz,cda 1 KB

and Folder Tasks % Tracﬁ&cga 1 KB
TrackD4.cda 1 kKB

Publish this Falder ta the |E| TracklS,.cda 1EKBE
20 E’l TrackDe,cda 1 KB
Share this folder |1| Tracko?.cda | KE
E] Track03.cda 1KB

Highlight the tracks you want to copy:
fddress {j Dl

Marmne
CD Writing Tasks Files Currently

{3 YWrite these files bo CD

File and Folder Tasks &

@ Maove the selected items
[ Copy the selected items

Publish the selected items
ko the Weh

A - o (- [
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13.

14.
15.

16.
17.

If you have installed a file converter called Switch, click File>Convert with Switch and the

following window will display:

File Convert Edit Help

+

ue

8

&dd Fileis) add Folder Remove Al OptioTﬂs HE] i Converk Help ToolBox
List of files to conwert Faormat Size Containing Folder Extended Information
/] Tracknt .cda 0,000 o
1] Tracknz .cda 0.000 o:
] Tracknz .cda 0.000 D:
U] Tracknd «cda 0.000 D:
1 Trackns .cda 0,000 Di
J] Trackne cda 0,000 o
| Trackn? .cda 0,000 o
1] Trackos .cda 0,000 o

Output Folder | LiMusiciMUS 234

V| [ Browse, .. ]

Output Farmat | Wma » | [ Encoder Options... ] [(] output to same Folder as source files

Open...

W

Caonvert

WavePad - sound editor For Windaows wiww, nch, cam, au/wavepad

Only .wma music files can be uploaded to Blackboard.

Ensure that the Output Folder and Output Format display as you intend:

Cutput Folder | LyMusiciMUS 234

Output Farmak WA

When ready, click CONVERT
Wait ... as the file converter, e.g., Switch, extracts, then converts, each track. For the file

W

converter Switch, you will see pop-up windows like:

Extracting CD Audio Track

Loading Track 2
- Ripping Digital Audia...

(ANNAAARRNAANAN

Switch € MCH Swift Sound

Cancel
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18.

19.

20.

21.

If using Switch, when the file converter is done, the Switch window will display green
checkmarks before each track that has been converted to the .wma format:

EEX
File Convert Edit Help
Add File(s) Add Falder Rermowe Al Options Carvwvert Help ToolBax
List of files bo convert Format Size Conkaining Folder Extended Information
" Trackol .cda 0,000 C: Saved tofile: Trackdl.wma
& Trackoz .cda 0.000 5B Saved to file: TrackDzZ wma
o Trackos .cda 0,000 D Saved to file: Trackds wma
& Trackn4 .cda 0.000 D: Saved ta fila: Trackod wma
" Trackos cda 0,000 o Saved ko file: Trackds,wma
" Trackoe .oda 0,000 D Saved to file: Tracks, wina
& Tracko? .cda 0,000 D Saved to file: Trackd? wma
o Trackos .cda 0.000 D: Saved to file: Trackd wma
Output Folder | I\PusicipaUs 234 v| [ erowse.. | %
Qukput Format | wma “ | [ Encoder Options. .. ] [Joutput ta same folder as source files Open,.. Carveert
Express Rip - C0 ripper wiay, nch. com, aurip
Navigate to the folder on the “I” drive and rename the Tracks that Switch just deposited,
for example:
|50 L\MusiciMUS 234
Mame Size Type
|| Trackal.wma 344 KB Windows Media Aud...
|| Trackoz.wma 1,035 KB ‘Windows Media Aud. ..
Play all || Trackn3. wima 863 KB Windows Media Aud, .,
Shop For music online || TrackD4 . wma 2,760 KB Windows Media Aud...
Copy all ikems to audio CD || Trackns. wma 472 KB Windows Media fud. ..
|| TrackDe. wia 7EZKE  wWindows Media fud. ..
|| Trackn? wma 088 KB Windows Media Aud...
and Folder Tasks |4 | Tracknd. wma 434 KB Windows Media Aud...

Rename the tracks to reflect the composer and composition and TRACK NUMBER, for
example: Wagner_DieWalkure_01

In Blackboard, in our example, you would be naming the link for all these tracks as
“Wagner, Die Walkure, Act I, Love Scene, Conclusion” but students will have to click on
each track, in order, to hear the entire Conclusion, because of the way the original CD-
ROM was recorded. Be sure to retain the track number in the file name.
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22. In our example in the “I” drive folder, the renamed tracks appear as:

Address |23 T\ MusiciMUS 234 |
Marne Size
|4 | Wagner _Diewwalkure_01.wma 344 KB
|4 Wagrer _DietWalkore_02.wma 1,085 KB
|4 Wagner _DietWalkure_03.wma 263 KB
|| Wagner _DietWalkure_04.wma 2,760 KB
|4 Wagner _DietWalkore_05.wma 472 KB
|| Wagner _Diewalkure_06.wma 742 KB
|| Wagner _DiewWalkure_07 . wma 55 KE
|4 | Wagner _Diewwalkure_08.wma 454 KB
23. Notice that you can see how many kilobytes each file occupies in the .wma format.
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Uploading the files from the folder to your Blackboard course

oukhwnE

10.

Logon to Blackboard.

Click on the course/section for the course you want to edit.

Click “Control Panel.”

Click “External Links.”

Click “ltem.”

Type whatever name you want for the External Link, for example:

MUSICAL STYLE & LITERATURE (hll5-2257 » COMTROL PAMEL * EXTERMAL LIMES * ADD ITBW

[ Add ltem

@ Content Information

Name |iWagner: Cie Walkure, Act |, Love Song, Conel

In the “Content” section, browse to the folder on the “I” drive containing the .wma track(s) you
want to upload.

@ Content

Files can be attached to the above information. Click Browse to select the fi

Attach local file Browse...

Name of Link to File

Special Action i i
| Create a link to this file - URL

Retain the track names you created on “I” drive.

Your Blackboard “Content” boxes will look like the following when you're done:
€ Content

Files can be attached to the above information. Click Browse to select the fil

Attach local file | iMusiciMUS 235%WVagner_Dievwalk

Name of Link to File  ywiagner Disvwalkure 01

Special Action Create a link to this file v

On Blackboard, scroll down to “Options” and choose your options, for example, YES, YES,
checkmark both boxes, and choose the dates you want the links to appear in Blackboard.
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Because of copyright, you need to end the display in Blackboard when the course concludes.
€) Options

Make the content available & Yes O Mo

Track number of views ® Yes OMo

Choose date and time restrictions Display After Display Until
Apr v |01~ | 2008 ~ |G | May ~ || Bl v~ | 2008 ~ [
O || 20 || A » 03 |20 | A »

11. When done, click SUBMIT>0K

12. Click MODIFY beside the Item you've created for this recording. Then, repeat the process for
all tracks for the recording, if the original CD-ROM forces you to use multiple tracks for an
excerpt.

13. When all the files for the recording have been uploaded, Blackboard will display something
like:

2 ¥ Wagner: Die Walkure, Act I, Love Song, Conclusion
Enabled: Statistica Tracking

Woagner DigWalkure 01 (343.345 Kb

Woagner DigWalkure 02 ¢1.059 mb)

Woagner DigWalkure 03 eez.743 Kb

Woagner DigWalkure 04 ¢z 695 mb)

Woagner DigWalkure 05 474,735 Kb

Woagner DigWalkure 06 7241.04 kb

Woagner DigWalkure 07 m@e7.79 kb

Woagner DigWalkure 08 r4s3.407 Kb

14. To alert students that they must click on each link to hear the piece, and to alert them about
copyright, modify the item by adding a statement, such as the one below, in the “Text” box for
this item: “Click on each link, in succession, to hear the entire piece. The excerpts are from Music,
An Appreciation [sound recording], compiled by Roger Kamien. ©McGraw-Hill Companies,
Inc./This compilation p2006 SONY BMG MUSIC ENTERTAINMENT. This music file is protected
by copyright and may not be downloaded, forwarded, or distributed any further.” In
Blackboard, the Text box looks, for example, like:

@ Content Information

" Name \i‘u’\/agner: Die Walkure, Act |, Love Song, Conch

Choose Color of Name

Text

“| Narmal v |3 v || Aia v | B I US|=x|EEE|i=iZIEIE
VI BER® o« BO VA | GiaoF
‘EREEHINF

Click on each link, in succession, to hear the entire piece. The excerpts are from Music, An Appreciation [sound recording], compiled by Roger
Kamien. @McGraw-Hill Companies, Inc./This compilation p2006 SOMY BMG MUSIC ENTERTAINMENT. This music file is protected by copyright and

may not be downloaded, forwarded, or distributed any further.

15. Click SUBMIT, then OK
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16. In Blackboard, this link now will appear to students with the following information:

2 ~| Wagner: Die Walkure, Act I, Love Song, Conclusion
Enabled: Statistics Tracking

YWWagher

Diealkure

01 (242 245 kb

YWagner

DieWWalkure

02 ¢1.059 mb)

WWagner

DieWalkure

03 ree2 743 Kby

Wagner

DieWalkure

04 (2 595 pb)

YWyangner

Dievalkure

05 471,735 1)

YWWagher

Diealkure

05 721 .04 Kb

WWagner

DieWalkure

7 (967 .79 Kb)

WWagner

DieWalkure

08 ra53 407 kb3

Click an each link, in succession, to hear the entire piece. The excerpts are fram Music, An Appreciation [sound
recording], compiled by Roger Kamien. ©@McGraw-Hill Campanies, Inc./This compilation p2006 SONY BMG MUSIC
ENTERTAINMEMT. This music file is protected by copyright and may not be downloaded, forwarded, or distributed any

further.

17. On university PCs, Windows Media Player will play the piece when it is clicked in Blackboard.
If the student keeps the Blackboard window open, the next track can be clicked immediately
to reduce the wait time caused by the way the original CD-ROM was recorded.

18. To test this, click on the links in Blackboard.
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