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Lesson 1: Manage Files

The Files tool is the file management system for your course. We recommend that you
create folders and sub-folders to organize your files. Then, you will use the uploaded
files to create the content modules for the course.

Access the Manage Files area by clicking the Edit Course link on your course
navigation bar, then click Files.

Welcome, Instructord2 | Mov 7, 2007

[Eﬁlg-ﬁ‘!t}

Surveys(| Edit Course [JLogout

Click Edit Course to
access the Files area.

Course Admin Tools - Instructor03

Tools Click Files

@ Course Offering Information

Edit the Course gring name or code, change the colors used for this Course
Offering, c Ae the location where files are stored, or modify other settings.

Upload and delete files, create folders to organize files, or create content topics
from file=.

‘_"J Groups
Set up, edit, or enroll users in groups; create group work areas.

ﬁ Homepages

Select a homepage to use for this Course Offering,*edit the appearance of the
current homepage, or create custom widgets for the homepage.

4:!"' Trrmmrk  Fummart I amr Tarmnanante
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Create a New Folder

1. Select the Edit Course link.

2. Select the Files link.

3. If you are creating a sub folder, click the folder name where you want to add a new
folder.

N —
o Up x; cut [ Copy % Paste m’ Delete c_l Hewp Upload ﬂ Zip# iuCreate topics
e
&% Learning Object Repository @ Help
0 files, 0 folders selected I
IR TS, L7 AR T AL
[] Folder/File(click folder/filename to open/preview) Size Type Last Modified
[ Clhi sue B Nov 7, 2007 11:38 AM
[0 Climages Bl Nov 7, 2007 9:24 AM
O DTraininchntent B - Nowv 7, 2007 2:58 FM
[ |a Macylounging2.qif £2 93 KB Image Nov 7, 2007 3:12 PM
[ |m| Patches.ipa % f2 72 KB Image Nov 7, 2007 3:20 PM
[ s Winter.ipg §2 106 KB Image Nov 7, 2007 3:11 PM

4. Click the New icon “ in the navigation bar on the right side of the page. A pop-up
displays.
5. Type the new folder name and click OK.

Script Prompt: oK
__Crcd|

Flease enter a name for the new folder:
Cancel

|A53ignmerrt5

6. The new folder appears in the directory structure on the left side of the page, in the
location where you chose to create it.

Fup $cut (7 copy [ paste [i] Delete

i3 'Learning Object Repository

0 files, 0 folders selected

21 /content/InstructorD3/

[[] Folder/File(click folder/filename to open/preview)
L]

1 C1 hi sue

|:| I:I Images

¥ DTrainingcuntent

[ s MacyLounging2.gif

[ |al Patches.ipg

[ |s Winter.ipg

Total: 4 Folders 3 Files
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Delete a File or Folder

1. Select the Edit Course link.
2. Select the Files link.
3. Select the checkbox beside the file or folder that you want to delete.
. Delete . . . .
4. Click the iy icon in the navigation bar.
)
Elup $out (¥ copy [y Past(]j[ Delete) - New ) Upload 1] Zip files || create topics
&5 Learning Object Repository s @ Help
0 files, 1 folders selected
[/content{Instructor03/
Folder/File(click folder/filename to open/preview) Size Type Last Modified
D ﬁAssignments %D Mow 8, 2007 7:19 AM
[ | hi sue [ Mow 7, 2007 11:38 AM
[ f1 images 3 Now 7, 2007 9:24 AM
[ Trainingcontent 2 = MNow 7, 2007 2:58 PM
[ k| Macylounging2.agif $J 93 KB Image Nov 7, 2007 3:12 BM
[]f«] patches.ipa £) 72KB Image Nov 7, 2007 3:20 PM
&) Winter.ipg £ 106 KB Image Nov 7, 2007 3:11 PM
tal: 4 Folders 3 Files 270 KB
5. Click OK in the confirmation message.
g, Youare about to delete 1 folder.
\..,_f'/ Mote: All files and folders under selected folders will be deleted as well,
Are you sure?
[ oK ] [ Cancel ]
6. The selected file or folder is deleted.
7. To delete multiple files or folders, select the corresponding checkboxes beside

the files or folders and click the Delete icon.
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Rename a File or Folder

Select the Edit Course link.
Select the Files link.
Select the checkbox beside the file or folder that you want to delete.

Click the Rename B? icon beside the file or folder that you want to rename.

» wbhPRE

- Up }Ip Cut - Copy @ Paste m’ Delete t N

&% 'Learning Object Repository

1 files, 0 folders selected

/content/Instructor03/

older/File(click folder/filename to open/preview)

Assignments

hi sue

Images
Trainingcontent
Macylounging2.qif
Patches.jpg

| Winter.ipg
tal: 4 Folders 3 Files

O0OoROocOoO
i 23’@25’ T e

5. A pop-up displays. Type in a new name for the file or folder and click OK.
| x|

Script Prompt: 0K
Rename File - please enter new name:
Cancel

|MacyL0ungingZ.gif

Tip - Use caution when renaming files and folders if they are being used in the
Content area. Renaming a file that is currently being used as a Topic may
result in a broken link.
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Upload a Single File

The Upload icon is used to upload a file into Springboard! Keep in mind that although
you can upload almost any file type only certain file types may be used to create topics
in your course. The list of valid file types for creating content topics is listed below:

Extension File Type

HTM, HTML MHT, MHTML Web document
RTF, PPT, PPS, PDF, DOC, XLS, TXT, WPD Text Document
JPG, JPEG, PNG, GIF Image

SWF, MPG, MPEG, RM, WMV, WMA, MP3, AVI, Media

WAV, RAM, ASF, MOV, RA

=

Select the Edit Course link.

2. Select the Files link.

3. Click the folder name that you want to upload the file into. If you want to upload a
file to your base course path, click the .root folder located on the top left side of
the page.

Course Home | Blog | Classlist | m_?mpetenciEE | Content | Discussions | Dropbox | Grades | Quizzes | Rubrics
\)

Sy

] o Up J{;Cut L Copy Eﬁ Paste 'm' Delaete
Course Admin Tools

p . Learning Object Reposito
3 Course Offering a 9 Ok v
Information 0 files, 0 folders selected

21 fcontent/Instructor03/
[] Folder/File(click folder/filename to open/preview)

[ Files

L8 ~
I Groups [ \_1Assignments
ﬁ HomeFages D | W hi sue
Import/Export/ Copy Images
components [] (1 Trainingcentent
— Metadata . .
1| Administration MacylLounging2.qif
— Fatches.ipg
e{}) MavBars D NS
: [ fla Winter.ipg
Self-Registration dial: 4 Folders 13 Files
%L'L Tools To add a folder or file, click the New folder or Upload icon from the top

':;.1 Lzer Progress

1 Azzigniments \
S hi sue Root Folder

=3 Images
23 Trainingcontent
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4. Click the Upload icon © from the navigation bar.

edule | Chat | FAQ | Glossary

B0 B

Welcome, Instructor02 | Nov 8, 2007

Zompetencies | Content | Discussions | Dropbosx | Grades | Quizzes | Rubrics rveys | Edit Course | Logout
Fup $out 9 copy [ paste [i] Delete b"e( @ upload Y] Zip files E]create topics
N @ Help

#4/Learning Object Repository

0 files, 0 folders selected

1 /content/Instructoro3/

[] Folder/File(click folder/filename to open/preview) Size Type Last Modified

[ C1 Assianments B - Nov 8, 2007 7:12 AM
[ Cahi sue B - Nov 7, 2007 11:38 AM
O Climages B - Nov 7, 2007 9:24 AM

B - Now 7, 2007 2:58 PM

|:| [:ITra\mngcontent
[] | Macvlounging2.qif
[ wl Patches.ipg

#. 93 KB Image Now 7, 2007 3:12 PM
§0 72 KB Image Nov 7, 2007 3:20 PM
§7 106 KB Image Nov 7, 2007 3:11 PM

[ ) winter.ipg
Total: 4 Folders 3 Files 270 KB

5. The Upload File pop-up displays. Click Browse and locate the file that you want
to upload.

Upload File

Click Browse to select a file from your local hard disk, then click Upload:

Yaour file will be uploaded to:

Jocontent/Instructor03

6. Click the Upload button.
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Upload Multiple Files

1. Using Windows Explorer, navigate to the files you wish to upload. Select the files
you wish to upload.
2. Right click over one of the selected files and choose Send to T Compressed zip

folder .

% Assignments

File Edit WView Favorites

Qe -

5 / ) Search

Tools  Help

[ Folders

G

;lr

[F 3 X ¥ [{@- @ rodersime

Address |@ H: \FRANKSSSCourse \Assignments

v B

Folders 28

I Job Desc ~
I Key Audit
1) KnowledgeWarkers
1) LM5 Search
I Logitech_Driver_Mouse
I LorainCC
I3 L5cott
|3) Manager Mesting
I3 Meetings2008
1) Memos
1) MgmtClass
() MIsc My Documents
() Mission
() NCStudentioan
I New Employee Orienta
I NGaffney
1) Office2007
I3 OLN Conference
I3 OneMoteBkup
I Orade
I5) Peoplesoft 89
|5 Podcasting
1) Policies and Procedure:
1) Policy Committee
) PowerPointTips
I PRointTemplates
I3) Presentations
I3) PresidentDE
I3 PRev Reviews
I3 Program Review
I3 Progress Reports
1) Project 2000
) Project Charters
1) Project Planning Templ:
I ProvostCommittees
1) Psoft
|3 Psoft Training DB
I3 Reorganization
1) Reviews
1) sara
|5) SEMINARS
() Seminars Attended
I Shared Services
I sickvac
I Software Apps
= I3 555Course
(£ Assignments
|3 Chapter1 hd
< | >

CommonReading.doc

I,

g.doc
oft Office Word 97 - 20...

o Finalpaper.doc
= | Microsoft Office Word 97 - 20...
—| 34

34KB

™ PowerPointPresentation.doc
= | Microsoft Office Word 97 - 20...

39KB

Microsoft Office Word 97 - 20... ¥
35KB

Open
Edit
doc t6Communicatind H.doc
icrosoft Office Word 97 - 20... icrosoft Office Wd d97-20...

Print

Save As...

@ a Phishing.doc - oc
A | Microsaft Office wq @ Convert to Adobe PDF d97-20...
=\ 30

30KB % Combine supported files in Acrobat...

a InfoLiteracyAssignment.doc
= | Microsoft Office Word 97 - 20...
—| 25KB

2y Technology Scavenger Hunt.doc @ 1y Technology Scaven Make Avalable Offiine
2 | Microsoft Office Word 97 - 20... = | HuntAnswers.doc | Open With »
= 33KB — | Microsoft Office Wq
B Scan for threats. .
:‘-end To »
cut [E} Desktop (ceate shog 1)
Copy

) Mail Recipient
Create Shortcut
Delete

Rename

() My Documents
(;) Audio CD (D:)

Properties

3. You will now have a zipped file which can be uploaded into Springboard!

© N

i

In Springboard! access the course files by selecting the Edit Course link.
Select the Files link.

Ex18Communicating. zip
31KB

9. Click the folder name that you want to upload the files into. If you want to upload
a file to your base course path, click the .root folder located on the top left side of
the page.

Ver. 2007.10.30
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10.Click the Upload icon © from the navigation bar.

edule | Chat | FAQ | Glossary

Welcome, Instructor02 | Nov 8, 2007

RS

=L

Zompetencies | Content | Discussions | Dropbosx | Grades | Quizzes | Rubrics

Fup $out 9 copy [ paste [i] Delete

rveys | Edit Course | Logout
¥
=] "Q( @ upload Y] Zip files E]create topics

#4/Learning Object Repository

g Help

0 files, 0 folders selected

1 /content/Instructoro3/

[] Folder/File(click folder/filename to open/preview)
|:| DAsslgnments

[ CIhisue

D [:I Images

|:| [:ITra\mngcontent

[] | Macvlounging2.qif

[ wl Patches.ipg

[ ) winter.ipg

Total: 4 Folders 3 Files

Size Type Last Modified

EN - Nov 8, 2007 7:12 AM
B - Now 7, 2007 11:38 AM
B - Now 7, 2007 9:24 AM
B - Now 7, 2007 2:58 PM

§) 93 KB Image Now 7, 2007 3:12 PM

B0 72 KB Image Nov 7, 2007 3:20 PM

§7 106 KB Image Nov 7, 2007 3:11 PM
270 KB

11.The Upload File pop-up displays. Click Browse and locate the zip file that you

just created.
12.Click the Upload button.

Click Browse to select a file fr ur lodsl_hard disk, then click

|H:\FRANK\.SSSCOurse'@[ Browse... ]

Your file will be uploaded to:

fcontent/Instructor03

Upload File

Upload:

13.The zipped file is now uploaded. Click the unzip icon 2 located on the right side

of the screen.

Fiup $out [ copy [ paste [i] Delete

*_| New @ Upload ﬂ Zip files iuCreate top

Total: 4 Folders 4 Files

%" Learning Object Repository @ Hely
0 files, 0 folders selected

‘21 [content/Instructoro3/

[] Folder/File(click folder/filename to open/preview) Size Type Last Modified

[] Cl Assignments B0 Mov 8, 2007 7:51 AM
] Clhi sue B2 Mov 7, 2007 11:38 AM
O ClImages B Nov 7, 2007 9:24 AM
[] CATrainingcentent B Mov 7, 2007 2:58 PM
O [ Ex18Communicating.zip @D 32 KB Archive File Nov 8, 2007 7:50 &AM
] |a| MacyLounging2.qif B2 93 KB Image Mov 7, 2007 3:12 PM
[] |l Patches.ipa B2 72KB Image Mov 7, 2007 3:20 PM
[ |a Winter.ipg By 106 KB Image Mov 7, 2007 3:11 PM

302 KB

Ver. 2007.10.30 Page 9
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14.Select Ok when prompted if you wish to expand the file into the current folder.

Windows Internet Explorer

\ ? ) This compressed file will be expanded into the current folder. Would you like to continue?

< CK > Cancel

15.The files are extracted.

Ver. 2007.10.30 Page 10 pstrain@uakron.edu
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Lesson 2: Course Content

This is where you will create links to all course content, such as lectures, assignments,
etc. You must create modules first and then create topics within those modules to place
the course content.

Create a Module

1. Select Content .

New
2. Click the Module joon

3. Enter a module title.

New Module

Manage New
Content Module

The module will automatically
enumerate unless this option is

Parent Module: | _Nog
selected.
@Course Overvie-n)
Short Title?

Enumeration: [ ]Hide enumeration for this medule

Cancel Save and New Save

Properties || Restrictions | Comments

4. If you wish to create any Restrictions, such as hiding the module or specifying
date/time restrictions, click the Restrictions tab and specify those settings.

Edit Module - Chapter1 Course Overview

Manage Il Edit
Content Module

Properties saved syccescfully (Mov &, 2007 12:34 PM)
Propertid brmments
Availability

Hidden: []Hide this module

Date/Time Restrictions: [] Module is available starting

&=
at
[ Module is available until
=
at
Release Conditions
Attach Existing Create and Attach Remove All Conditions T_I']

There are no conditions attached to this item.

5. Click Save.

Ver. 2007.10.30 Page 11 pstrain@uakron.edu



SpringBoard! Creating Content The University of Akron

Create a Content Topic by Creating a New File Online

1. Select Content .

o NE‘W_’
2. Select Topic

Manage Content

Manage New T New UAdd

Content Module Topi Multiple Topics ﬁ Re-Order

ik Add Learning Object

Search For: Search | Show Search Options

3. Click Create New File .

Manage 5| New
Content Topic

Content Source

f| Create New File

ourse content using the online HTML editor.

Course File

Create a new topic using an existing file from the course.

@ Upload New File
Create a new topic using a file from your computer.

@y Quicklink

Link to course material or a page on the Internet.

4. Select the appropriate module for the topic from the drop-down list. You can
select the Add module link to add a new module.

5. Enter a topic title for the content.

6. Use the online HTML editor to add/edit your content.

Ver. 2007.10.30 Page 12 pstrain@uakron.edu
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New Topic - Create New File

Manage i New
Content Topic

Properties || Restrictions || Discussions || Comments

General
arent Module: | Training Day 1 | [adNmodule
> Title: |Day 1 Intro

Short Title:

Enumeration: [_|Hide enumeration for this topic

Content
+ File Name: [Day TIntrohmi 'I':|Ie name defa_ults to thg title
I can change file name if
Folder: fcontent/Instructor03/ | Browse .
you wish.

]

A
il
¥

=

= |,: h=

| = 5 = |i= E 55 | x* X, A |5
B 7 U|A- |- 3 [Ja @ F

]
I
sl
]

=

s |

» Werdana -

Day 1 Intro

4

Normal

Introductions
Course Overview
Break

Chapter 1

Group Work

If you wish to add any restrictions click the Restrictions tab.

7.
8. Click Save.
Manage
9. Click Content 14 go back to the main content screen.

pstrain@uakron.edu
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Create a Content Topic from an Existing Course File

1. Select Content .

o NE‘W_’
2. Select Topic

Manage Content

Manage New - New UAdd ﬁ Re-Order

Content Module Topi Multiple Topics

ik Add Learning Object

Search For: Search | Show Search Options

3. Click Course File .

Manage 5| New
Content Topic

Content Source

U Create New File
| II II new course content using the online HTML editor.
%g ®Few topic using an existing file from the course.
@ Upload New File
Create a new topic using a file from your computer.

@y Quicklink

Link to course material or a page on the Internet.

4. Select the appropriate module for the topic from the drop-down list. You can
select the Add module _link to add a new module.

5. Enter a topic title for the content.

6. Click the Browse button to browse for the course file you previously uploaded.

Ver. 2007.10.30 Page 14 pstrain@uakron.edu
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New Topic - Course File

Manage 7| New
Content Topic

Properties || Restrictions || Discussions | Comments

: | Training Day 1 w | [add Nyodule

* Title: |Day 1 Group Exercise

Short Title:
Enumeration: [ |Hide enumeration for this topic

Content

* Course File: Browse

Cancel Sawve and New | Saue|

7. Select the radio button for the appropriate file and click the Select File button.

Select a File
Course it From: | Course Offering Files » t
Offering
Files O\ & 0t oila.htm 6.1 KB v
O Y& 01 0ic.htm 17.42 KB
O V[® 01 0ixa.htm 13.32 KB
O |8 05 02l0.htm £.99 KB
O |[& 05 _02L0a.htm 3.42 KB
® [[& 1Acti.htm 15.66 KB
O [ s areacfiriangle.ipg 26.01 KB
O |aa| @reacftrianalel.ipg 26.01 KB
Of |a| areacftrianglez.ipg 26.01 KB«
Files of Type: | All Files || Go
Cance' @
8 folder(s), 42 file(s) - 1 selected R

8. Click the Save button.
Manage

9. Click Content 14 go back to the main content screen.
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Upload a New File

1. Select Content .

o NE‘W_’
2. Select Topic

Manage Content

Manage New - New UAdd ﬁ Re-Order

Content Module Topi Multiple Topics

ik Add Learning Object

Search For: Search | Show Search Options

3. Click Upload New File .

Manage 5| New
Content Topic

Content Source

U Create New File

Author new course content using the online HTML editor.

Course File

Create a new topic using an existing file from the course.

apic using a file from your computer.

@y Quicklink

Link to course material or a page on the Internet.

4. Select the appropriate module for the topic from the drop-down list. You can
select the Add module _link to add a new module.
5. Enter a topic title for the content.

Ver. 2007.10.30 Page 16 pstrain@uakron.edu
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6. Click the Browse button and locate the file you wish to

New Topic - Upload New File

Manage S| New
Content Topic

Properties || Restrictions || Discussions || Comments

General
P Module: | Training Day 1 | [add mo
* Title: |Day 1 Assignment
Short Title:

Enumeration: []Hide enumeration for this topic

Content

* File to Upload: "

Path: fcontent/Instructor03/

Browse

Save and New | Save|

Cancel

7. If you wish to change the destination location click the Browse button next to the
path and select the appropriate location.
8. Click Save.

9. Click

Manage

Content {0 go back to the main content screen.

The following file extensions are NOT supported when uploading files to Springboard!

ASP ASHX JSL VB

ASPX ASMX LICX VBPROJ
EXE AXD REM VISPROJ
BAT CDX RESOURCES VSDISCO
DLL CER RESX WEBINFO
COM CONFIG SHTM INI

ASA IDC SHTML

ASAX CS SOAP

ASCX CSPROJ ST™M

Ver. 2007.10.30 Page 17 pstrain@uakron.edu
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Create a Content Topic by Linking to Part of Course or to URL

1. Select Content .

o HE‘W_’
2. Select Topic

Manage Content

Manage New Fio N [ Add _
Content Module @ Multiple Topics -IIJl Re-Order

ik Add Learning Object

Search For: Search | Show Search Options

3. Click QuickLink .

Manage 4" | New
Content Topic

Content Source

U Create New File

Author new course content using the online HTML editor.

Course File

Create a new topic using an existing file from the course.

@ Upload New File
Create a new topic using a file from your computer.

) @
@70 course material or a page on the Internet.

4. Select the appropriate module for the topic from the drop-down list. You can
select the Add module_ link to add a new module.
5. Enter a topic title for the content.

Ver. 2007.10.30 Page 18 pstrain@uakron.edu
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6. Click on the QuickLink icon * and choose your category and item or type the
web address in the URL field.

If you select the Quicklink
icon you can select the
category and item from a
drop-down list.
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