WebCT 4.1: File and Folder Management

File Manager

myWebCT Resume Course Course Map Check Browser Log Oul

Lea's Experimental Course
Ch Control Panell Control Panell - P
OOSC | I \.-‘lew\l Designer Options
| 'I- Course Menu -;I Homepage
ontrol Panel
Edit Page or Tool *Hanage Files
Customize the Homepage and change Add, download, change, and organize the
course content. files in your course.
Choose |Manage Files| » Update the student view of the Content
Modules in your course.
Update student view
Actions
FOIders I indicates a selection is required

from the main frame.
4 indicates multiple selections are
allowed.

Create a Folder Options: Files
Create file
'+ Edit
r# Delete
T Copy
I Move
% Rename
T Zip
[ Unzip

_Upload]

% Download

Options: Folders

Create folder
[ Delete
% Rename

[+ Zip

Choose |create folder

:

Enter a folder
name. * Lonuros raner | i_ =

View { Designer Options
'I- Course Menu -;I

Homepage = Basic Control Panel = Manage Files = Create Folder

Create Folder

Select a location for

Create a folder named: ILesson 11 «
the folder Within the folder: [My-Files =l
Wy~ Fil
Create | | Cancel -

Unit IfLesson 1

Unit I/Lesson 1/microbiologyl
Choose |create]| *
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Open a Folder

Click on a folder to

open ==l

Folder opened ==

Delete a Folder

Click the ¥ for the
folder to delete ==

Under
Options: Folders,

choose [+ pelete] »

Rename a Folder

Under Options: Folders,
choose [Freneme] ==l

Name

[T 3 My-Files
™ [@] Bicontentpage.htm
O g] [BiLearning Guideformal.htm
[ @] BiMcquiz.tx

*DUn_itI

[ CJwebCT-Files

Folders and Files
Click on a folder below to view its files.

Display this file information: ¥ Size W Date ¥ Time |Update

Name

[T SAMy-Files
O g] B contentpage.htm
| g] BlLearning Guideformal.htm
M @] BiMcquiz.txt

*l‘ 3 Unit 1

™ Q] Bilearning_guide 1
[T &dLesson 1
[~ (1 microbiclogyl
[T [JLesson II
[T [JwebCT-Files

Name
[T &3 My-Files
r g] Blcontentpage.htm
r gj BlLearning Guideformal.htm
© @) BMcquiz.txt
M E3unitI

Il gj Bllearning_guide 1

[T &3Lesson 1

W [ microbiclogy1

[T [CdLesson II

[T [JwebCT-Files

T Zip
% Unzip
Upload
% Download

Dptions: Folder.

Create folder
I+ Delete
% Rename

Authored by Lea A. Mabry, MEd Copyright ©2004

All RIGHTS RESERVED The content of this document, or any part thereof, may not be reproduced or transmitted in any form

or by any means, electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise,
without prior written permission of the copyright holder. Contact Office of Educational Development, University of Arkansas for
Medical Sciences, Lea Mabry, M.Ed. at (501) 296-1087 or lamabry@uams.edu for permissions.




Enter a new hame == Rename Folder

0ld name: microbiologyl

ChOOSC Rename Mew name: |microbe5_id| «
Rename| Cancel

Files

Create a File

Under Options: Files o——

ChOOSe M Create file

5 Edit
' Delete
'T'-ll- Copy

Create File

Enter a filename ==l e —

Folder: [Unit 1/Lesson t/microbiolagyt =]

File content: | [hicTic 3 microbiology file in lessen L.... ;I
Select a folder
location

=
En-l-er‘ The Tip: You can change the size of the text box by selecting a new width and height and clicking Resize.
Width: [80 =| Height: |10 =| |Resize

fl Ie ConTenT HTML editor| Equation: ICreate equation = |  Equation editor

lﬁ Cancel
To access the html

editor,
ChOOSC HTML editor

When complete,
choose 52
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Edi"' a file [T 3 My-Files
| gl [Blcontentpage.htm

(l gl [ElLearning Guideformal.htm
i 73
Click the ¥ for the F & pllcauzos

file to edit ==l - g0
* v gj Elearning_guide 1

Under Options: Files, [ S3Lesson 1
ChOOSe w [ £4 microbes_id

O gj EiExamplei.html
OR choose the E next [ [ Bisamplehtm
to the file m| C L= i

to edit » " [QwebCT-Files

Options: Files
Create file
I+ Edit
"¢ Delete

¢ Copy

o

[% Rename
e Zip

I+ Unzip
Upload

% Download

U

Edit the file
as needed ==

Edit File
*Filename: |Iearning_guide 1
Folder: IUnit 1 =
File content: | [ =
<body> ) ) . .
When all ediTing is ;Euictgﬁsbi?ﬁiff;b:ﬁﬁ;' Eeeféﬂtﬁzli:rﬂlgéﬂi;s:nrlt:asslfehealzi:ers 1,3 &amp; 4 in

</body=
Comple-l-el » </html=
Choose |Update]
Tip: You can change the size of the text box by selecting a new width and height a
Width: Iﬂ Height: IE Resize
HTML editor Equation: Im Equation editor
Update |  Cancel
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View a File

Choose Q) next to the

file to view ==

Delete a File

Click the ¥ for the
file to delete

Under Options: Files,

Choose 'T"" Delete *

Confirm the file
to be deleted is

correct =iy

Choose [oelete] mufl-

* ¥ MCQuiz.txt

[T Z3 My-Files
- g] [Elcontentpage.htm
g] [ElLearning Guideformal.htm
M @] BMcquiz.txt
T S3unitl
|l gl BRlearning_guide 1
[T SHLesson 1
[~ Sqmicrobes_id
- gj EiExamplei.html
- gj Eisample.htm
[T [CJLesson II
[~ ] WebCT-Files

W G BIMCQuiz.txt
M Squnit1
™ [@] Blearning_guide 1
[T S3Lesson 1
[T 3 microbes_id

Options: Files

Create file
I+ Edit
* 'F# Delete

F Copy

i

r Move

[% Rename
e Zip

% Unzip
Upload

% Download

Delete Files Confirm Delete Files
The selected files will be deleted.

* Delete| Cancel
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Upload a File

Under Options: Files,
choose upload

Choose _Brewse.. | o

Select the file to

upload ==

Choose =l

Select the destination

folder ==l
Choose |Usicsd  mmll-

Options: Files

Create file

!

I+ Edit

e

o
@
i}
m

'T'-ll- Copy
4 Move
[% Rename

I Unzip
Upload
I+ Download

i

Upload File

Mote: Depending on the file size and network connection, this process may take several minutes.

Filename: I Browse... |«
Destination folder: |My-Files =l
Upload| | Cancel

Look in: I | Dementia & Delerium

[ S e s =

(=) Cog Dis I Impatica

(=) Cog Dis I Wav

(=) Cog Dis I

=) Cog Dis 1T wav

L) 0ld Cognitive Disorders files

1C D 11 with slide inserts.doc

1C D1 with slide inserts 4a.doc

|cog intro - for merge. doc

(21| COGNITIVE DISORDERS I.ppt

EI‘ Cognitive Disorders II.ppt

bl Cognitive_Disorders_Introduction. htm
|&] Content.htm

BlOD For the Record.hitm
:Delirium Practice Case,htm
| Delirium( for practee Case}.doc

-

I@]Demenﬁa {for practice Case.doc
@Demenﬁa Practice Case.htm

9 for record. doc

] For The Record Case.doc
ImPlayer.jar

&]introduction D &D.htm
@inh’oduction.htm
@Objecﬁves.htm

] orig reference.doc

I@]ref copyright ques.doc

] ref with address.doc

M neferences for Deliium and Dem
@references.htm

B Ryth, doc

Places

Files of type: IAII Files (**)

' ' [ Open |
My Network Shows shortcuts to Web sites, network computers, and FTP sites. | ”

Filename:

IC:\Documents and Set  Browse... |

Destination folder: |Unit I/Lesson 1

=l

My-Files
» Upload| Cancel| |unitI

Unit I/Lesson 1T

Unit I/Lesson 1/microbes_id
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Unzip Files

Name
C“Ck The ~ fOf‘ The [T 3 My-Files
.Zip file 1-0 unzip O g] B contentpage.htm
| g] BlLearning Guideformal.htm
I SJunit1

I~ g] B Ceg Dis Lzip
O g] Blearning_guide 1
7 [CdLesson 1
[T (£ Lesson II
[~ [1wWebCT-Files

Under Options: Files T Move

choose S unzp| ==l T Rename]
F Zip
* % Unzip
Upload
I+ Download

Select the folder in

. . Unzip File
which to unzip

Unzip Cog Dis Lzip to: | My-Files ;l

The fl|6 Unzip| | Cancel Unit I

Unit IfLesson 1
Unit I/Lesson 1/microbes_id
Unit IfLesson 1

Choose [unzio]

[T A My-Files
. ™ [@] Bicontentpage.htm
The flles are - g] [BlLearning Guideformal.htm

unzipped. » ™ E3Unit 1
->

[~ [&] BICOGNITIVE-DISORDERS-Lhtml

NOTE: Once the flIe is » 7 [@] BICOGNITIVE-DISORDERS-Limp

unzipped, be sure to I [@ BimPlayer250.jar
delete the original .zip = g S

. - Lesson 1
flle to save server ™ Q] Bioelirium Practice Case.htm

SpC(CZ. * [~ [ microbes_id

7 (1 Lesson II
[ CJwebCT-Files
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Zip files

[T S3 unit 1
W g] Bl CoGNITIVE-DISORDERS-1.html

To zip files in

pr‘epar‘a.hon for‘ W gl [ COGNITIVE-DISORDERS-1.imp

downloading, P [ Bimelayer2so.jar
C“Ck *he el for' The ™ [@] Blearning_guide 1
fl|eS to le [ SdLesson 1

Choose 'T'-'I-Zip| * 'F Move
[# Rename

* T Zip
I+ Unzip
Upload

. M+ Download
Confirm the correct

files have been —
Zip Files
SCIGCTed ¥ Unit I/ COGNITIVE-DISORDERS-Lhtml

[V Unit I/COGNITIVE-DISORDERS-Limp

W Unit I/ImPlayer250.jar

Select the folder to o
le The f|les 1_0 ' Select Destination File and Folder

Zip the selected files to: [ My-Files =1
W

Filename:
Unit I/Lesson 1

zip| | Cancel Unit I/Lesson 1/microbes_id

Unit I/Lesson IT

Enter a filename for
.l.he z|p f'le * Select Destination File and Folder

Zip the selected files to: [Unit I =1
Filename: Icog_di5_06_21| F
ChOOSe E Zip| Cancel

Download Files

Click the ¥ for the e
* W B cog_dis_06_21.zip
files to download == — e

7 [@] BICOGNITIVE-DISORDERS-L.html
™ [@) BICOGNITIVE-DISORDERS-Limp
O g] B 1mPlayer250.jar

— = . .
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4 Rename

Zip

Choose =

Unzip
d

» % Download

SIEGIER
8 =
2
(1}

Download File
Click Download to save file cog_dis_06_21.zip to yvour computer.

Choose [Dowisad == =

Choose -_Save * File Download 5[

2 Some files can ham your computer. I the file information below
2 looks suspicious, or you do not fully trust the source., do not open or
save this file.

File name: cog_dis_06_21.zip
Filetype: WinZip File
From: distance-ed.uams.edu

Would you like to open e or save it to your computer?

Open | Save I Cancel More Info

¥ &lwaps ask before opening this type of file

saveas 21|
SeleCT a Save in: I@ Dementia & Delerium : 9 7 i m-

|:2¥Coq Dis I Impaticai

{C=) Cog Dis I Wav

|-5)Cog Dis I

E]Cog Dis IT wav

I.5)0ld Cognitive Disorders files

file location

Choose o

Desktop

L

My Documents

-«

My Network File name: Icog_dis_ﬂﬁ_21 zip » Save I
Places
Save as type: IWian File: =l Cancel |
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