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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 . 
         

                       
 

 

 

 

  

Click Edit Course to 

access the Files area. 

Click Files 
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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.   
 

 
 

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.  
 

 
 

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. 
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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. 

4. Click the  icon in the navigation bar. 
 

 
 

5. Click OK in the confirmation message.  
 

 
 

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  

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. 

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

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

 

                 
 
 
 
 
 
 
 

 

 

  

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, 
WAV, RAM, ASF, MOV, RA 

Media 

 
 
   

1. 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. 
 

 

Root Folder 
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4. Click the Upload  icon  from the navigation bar.  

 
 

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

             
 

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 ï Compressed zip 

folder . 

 

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

                                         

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

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. 
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10. Click the Upload  icon  from the navigation bar.  

 
 

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

12. Click the Upload  button. 

                 

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

of the screen.  
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14. Select Ok when prompted if you wish to expand the file into the current folder. 

 

 

               

15. The files are extracted.    
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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 . 

2. Click the icon. 

3. Enter a module title. 

                

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.   

        

5. Click Save. 

The module will automatically 

enumerate unless this option is 

selected. 
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Create a Content  Topic by Creating a New File Online  

1. Select Content . 

2. Select .         

 
 

3. Click Create New File . 

                   

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

8. Click Save.   

9. Click to go back to the main content screen. 

  

File name defaults to the title 

ï can change file name if 

you wish.  
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Create a Content Topic from an Existing Course File  

1. Select Content . 

2. Select .      

 
 

3. Click Course File . 

                   

   

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

             

 

8. Click the Save button.  

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

1. Select Content . 

2. Select .      

 
 

3. Click Upload New File . 

                   

   

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. 
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6. Click the Browse  button and locate the file you wish to upload. 

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 to 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 VJSPROJ 

BAT CDX RESOURCES VSDISCO 

DLL CER RESX WEBINFO 

COM CONFIG SHTM INI 

ASA IDC SHTML  

ASAX CS SOAP  

ASCX CSPROJ STM  
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Create a Content Topic by Linking to Part of Course or to URL  

1. Select Content . 

2. Select .     

               

 

3. Click QuickLink . 

                   

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. 

  



SpringBoard! Creating Content     The University of Akron  

Ver. 2007.10.30 Page 19 pstrain@uakron.edu 

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.  


