Adding content and managing files

There are two methods to add content to your course. Each method has its pros and cons and each
will be discussed in this document.

The simpilest way to add content to your course is in the ‘Lessons’ tab. Click the ‘Add Content’
link within the ‘Lessons’ tab.

e |

Course t Calendar Lessons | Communicate Report i

You should now see the ‘Create an
Item’ screen. This screen has the Home ~ Courss  Lessons

options that you have at your disposal 0 i o
to add content to your course. This 4 U Lessons

page liStS 20 indiVidual Options a 9 add Content  Rearrange Reports Utilities Submissions  Preferences
professor has to add content. The most "

commonly used options are ‘Folder’ @

and ‘File’

Create an Item

2 | esson Pla
-3 Create alesso

| Folder Page
| Create a new folder to organize your content, Create a new page of content from scratch,

Link File

“ Create a URL ta link to a document on the World el Upload Zip, Word, Excel, graphic files and more
Wide Wehb, from your cornputer,
| Game IMS /SCORM Package Discussion Forum
_ | Adds a crossword puzzle or quiz show content “ Adds a reference to an IM3/SCORM content ._2.’-' Adds a gradable Discussion Forurn for collaboration
item, package. or g E A,
_ 1Blea Wiki 1 Course Svndication Folder

Creating a ‘Folder” is efficient and an easy process. Folders should be used to group content of
similar subject.

Page Settings

Folders and files should have descriptive Icowse rformatin |
tltleS or SUbtltles that eXplaln What lS Subtitle Syllabus, Schedule, and Course Outline |
within each respectively.

To add content to your folder:

In your folder click the ‘Add Content’ link. Again you will presented with the ‘Create Items’
screen. Choose the ‘File’ option.
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Uploading a file is similar to attaching one to an e-mail.

Click the Browse button, the File to Upload .
File Upload Pop up will e [Cerowse. ]
appear; here you will search :
for your file and press ‘Open’. | Fie Type

[AutoDetect )
Before you click Upload be [ Upload File l l Drag-n-Cirap ] [ Cancel ]
sure to change the title.

Why should I change the title?

Renaming files is important due to the need of accessibility for disabled students. Students who
are visually impaired, for example, use eLearning by use of a screen reader; this piece of software
reads the contents of the screen to the student. Sometimes this includes hidden code that the
normal visual viewer can not see. If this file name isn’t changed it will be read as a jumble of text
which when read to the student my sound like code or jumbled text, instead rename the file using
a descriptive title using words instead of abbreviations.

For examples of a screen reader reading file names please use the following links:

Correctly Named File

Incorrectly Named File

File to Upload _
i..a.nfnn'th-'iy DncumentslxmDSbeu:S-’-l.du:u:J:
Title
ESyIIabus Busz 54 Sprin
FleType 4
| AutoDetect

Click the ‘Upload File” button to complete the file upload.

[ Lipload File ][ Drag-n-Orop ][ Cancel ]

_ Course information
To the right is how the Syllabius, Schedule, and Course Outline
finished upload looks within

&add Content  Rearrange  Settings Reports  Ukilities  Submissions Delete
the folder we created. £ g P

Syllabus Bus 54 Spring 2010
Updated: 3/15/10

This method is not fool proof. Some students tend to have trouble accessing files uploaded in this
way.
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http://dl.bristolcc.edu/eLearning/Content Titles/correct.html�
http://dl.bristolcc.edu/eLearning/Content Titles/incorrect.html�

The following page is the result of clicking on file uploaded in this way:

k=l | Syllabus Bus 54 Spring 2010
Updated: 3/15/10

Settings Reports  Utiities Submissions  Delste Prink My Mokes | Previous Next

The requestad file can be accessed using the link below,

spl0sylbus54.doc

Laucpching link in 5 seconds. To stop the timer move your mouse over the link above.
wWindows Users:

T downlnad the file to your own computer, right-click the location link and select "Save Target &s" or "Save Link As" from the pop-up menu. To attermpt to view the file from its current location, just left-click the
location link.

Mac Users:

To download the file to your own computer, dick and hold the mouse button on the location link, then select "Copy Link to Disk" or "Save Link As" from the pop-up menu. To attermnpt to view the file from its current
Incation, simply click the location link.

Uploading files this way requires that the student waits 5 seconds before the file downloads.
Student occasionally stop this timer and are stuck at this page. This page does contain directions
for students to download the file but many overlook this.

Alternate File Upload:

An alternate way to upload files it to upload them directly to the Course File Manager in the
Manage tab and then link to the content in the Lessons tab.

Your Course Titde

Course f Calendar t Lessons | Communicate Report Automate Manage | ™yLibrary

Horme Managerment Console

- -
’
’
’

a’ Management Console

Edit Page

=)

[ Ciata Managdement

Click on the ‘Manage’ tab to access the ‘Course

_ , Course Files Manager
File Manager

Manage Course Fles

Backup and Restore

Backup and restore Course data and files

To the left of this page there is the option

‘Course File Manager’ Import Cansale

Manage content fram the content library or a file
Export Console

Manage content For backup or distribution

Data Maintenance

Remaowve old logs data and submissions
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The Following pages are similar to adding content to the lessons tab.

Click: Add Content

I

‘Add Content’

There are 4 options, create a folder to
organize your content then use ‘Upload
Files’ to add your content to that folder.

|Create a Folder
| Create a new folder in the current directory

Create a File
Create a new bext or bt

. Upload Files
td Upload fles bo the currel

: Drag-n-drop
td Drag and drop files or falders to upload to the current
directory,

Cancel

[

Exit Course Files ]

Upload a File
y

Directions: Click "Browse" to select the fle to upload then click "Uplaad File", Ta

File To Upload

|b:'l.Dnu:ument$ and Settingzljjanzonibdy Ducumenii[ Browsze.. ]

[ pload File ” Done ]
[ Exit Courze Files ]

Linking to your content:

Uploading a file is similar to the method before.
Click browse, find the file in the window then
click open.

Now click the ‘Upload File’ option. Repeat this for
all of your files.

Continue as you would to add a file to the ‘Lessons’ tab. Click ‘Add Content’ like before, and select

‘Link’ instead of ‘File’, title the link.

@ Syllabus Bus 54 Spring 2010

Setkings: @ narmal O advanced

Content | Access | Automate | Assignment |

Clle ‘Browse' — Page Settings

Title |Sylabus Bus 54 Spring 2010 |

Subtitle |

—Link Settings

Link Target Ono banner

Link URL |$COURSE_I3!!\TH$splﬂsylbu554.d0c
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A window will pop up called ‘Content Links’ and by default ~ ontent Links
it will be on the ‘Associated’ Tab, Choose the ‘Course’ Tab R L Couren LA

and click on the desired file that was previously uploaded. R e
_| sp10sylbussd doc

Press ‘Save’ in the link dialogue

Upload a File.

Browse...

Upload File ][ NewFolder |

Cancel

This will add a link to your content without the 5 second wait. You may also add content links in
documents made in the ‘Page’ option. This will create a blue hyper link to your document.

This can only be done for files you upload, if you want to create a ‘Page’ which is HTML page
created by eLearning for your content added.
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