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Using Microsoft Education Tools in Blackboard

You can add file sharing and cocreation experiences for your students using Microsoft Education tools
such as OneDrive, Teams Meetings, Assighnments, OneNote Class Notebooks, Reflect, etc.

Adding a Collaborative Microsoft Word, Excel, or PowerPoint within Blackboard

On your main Course Content, inside or outside of a content folder, click the purple + sign to select the
Content Market option from the drop down menu.
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A new window will open, where you can choose to upload an existing document or create a new Word,
Excel, or PowerPoint document. Name the document, add a description, and click Create.

Microsoft Education Collaboration

T Select Existing Document Blank Document Type | Word

Document Name * Word
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Description PowerPoint

Assignment instructions here.

Your new Microsoft Word collaborative document will appear on your Course Content page.
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Adding a Microsoft Teams Meeting within Blackboard

On your main Course Content, inside or outside of a content folder, click the purple + sign to select the
Content Market option from the drop down menu.
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A new window will open. Select Meetings.
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Click New Meeting, add the date, time, and necessary information for your class meeting and click Save.

Microsoft Education

di Meetings

New Meeting

Tuesday Class Example Meeting

equired attendees + Optional

% Add entire class « [ allow anyone in the col
D 3

9/1/2026 & 1:30 PM ~ to  9/1/2026

(UTC-05:00) Eastern Time (US & Canada)

Make recurring

Calibi ~ | 11w

The meeting information will then be displayed. Click on the three horizontal dots to copy the link that
you can share with students to later join the meeting.

Microsoft Education
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Click here to view how to add other Microsoft Education tools such as OneDrive, OneNote Class
Notebooks, Reflect, etc.
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