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Resourcesool in ella

Thisdocumentescribes how to use the Resources tool in dllkee Resources area is used
to postfiles or create brief text or html pages to share with site members.
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Creating a Folder:

Foldersallow you to organize youiles. You can create as many folders as you like, and also have
subfolders (exReadings as a folder, with subfolders Week 1, Week 2 .Anything you put in
Resources will liveeitherin the main site folder,ran a folder you create.

Step 1:In the siek menu bar, clickResowces].

Step 2:Next click[add] and chooséCreate folders]

Site Resources | |Upload-Download Multiple Resources| | |Permissions| | [Options|

Location: [_] Test 100 MG W08 Resources

Copy | Remowve | Mowve

# [ Title & Access
[ Test 100 MG W08 Add ~ Actions ¥
Resources i , Edit Details

Create Folders

RLs)
Add Citation List
Create HTML Page
Create Text Document

Step 3:Enter a name for your folder.

Create Folders

Create as many folders as you like! If you change your mind about needing one of your folders, click the X' button.Press the 'Add’ button when you have finished.

Location: Test 100 MG W08 /

Folder Name

Add details for this item X

Add Another Folder

(Create Folders Now ) (Cancel)

Step 4:To add a descrifin and control who can access the contents of the folder as well as
dates of availability for the folder, cligkdd details for this item]
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Create Folders
Create as many folders as you like! If you change your mind about needing one of your folders, click the X' button.Press the 'Add’ button when you have finished.

Location: Test 100 MG W08 /

Folder Name Add details for thisitem | X

Add Another Folder

(Create Folders Now) (Cancel)

Step 5:To create another folder cli¢gkdd another folder]

Create Folders
Create as many folders as you like! If you change your mind about needing one of your folders, click the X' button.Press the 'Add’ button when you have finished.

Location: Test 100 MG W08 /

Folder Name Add details for thisitem %

Add Another Folder

(Create Folders Now ) (Cancel)

NOTE: To remove a folder from the list of folders to add, click the red X next to it
Step 6:Click [create folders nowfio create your folder.

Create Folders
Create as many folders as you like! If you change your mind about needing one of your folders, click the X' button.Press the 'Add’ button when you have finished.

Location: Test 100 MG W08 /

Folder Name Add details for this item A

Add Another Folder

I/C'cnt»:- Folders Now ) (‘Cancel) |

Adding Items: Adding a File:

Any type of fileunder 50MB in sizenay be uploadi#(ex. word documents, images, audio
files, powerpoints).Please speak to your RIS liaisorydu need to share files OVER 50
MB.

Step 1:To add or upload a file to resources, cliékid] next to thefolder in which you
would like the file and clicKUpload Files]
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Copy | Remove | Move

4 [ Title = Access
[C Test 100 MG W08 Add ~ Actions |~
Resources Upload Files Edit Details

reate roloers
Add Web Links (URLs)
Add Citation List
Create HTML Page
Create Text Document

O [C] test folder Add — Actions |~ Select
3} CR ] ] Edit Details
Add Web Links (URLs) Move
Add Citation List Remowve
Create HTML Pace Edit Folder Permissions

Step 2:Click [Browse]to find the file on your computer or network and then clagken]

Upload Files

Upload as many files as you like. If you change your mind about uploading one of your files, click the X' button beside it. Press the ‘Upload'
button when you have selected all the files you want to upload.

Location: Test 100 MG W08 / test folder /

I File To Uplcad Choose File | no file selected I
Display Name [ | Add details for this item X

Add Another File

Email Notification [ None - No notification =

(Upload Files Now ) ( Cancel )

You can only upload 50 MB worth of files at one time. You may need to upload large files one at a time.

Step 3:Enter a title for the document you added. If no title is added the file name will be
automatically used for you.

Special Note to Mac users: When uploading file, make sure the file extension (e.g., .gif, .doc, .ppt) is
present. If a file extension is not present, anyone attempting to download or view the file will receive an
error message.

NOTE: When adding a file make sure there are no special characters the file name such as accent
marks, hyphens, asterisks, or any other special characters.
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Upload Files

Upload as many files as you like. If you change your mind about uploading one of your files, click the ¥ button beside it. Press the ‘Upload'
button when you have selected all the files you want to upload.

Location: Test 100 MG W08 / test folder /

File To Upload Choose File | no file selected

I Display Name [ | Add details for this item X I

Add Another File

Email Netification [ None - No notification "H

(Upload Files Now) [:Cam:el)

You can only upload 50 MB worth of files at one time. You may need to upload large files one at a time.

Step 4:To add a description and control who can access the contents of the folder as well as
dates of availability for the folder, cligkdd details for thistem].

Step 5:To upload more than one file cli¢hdd Another File]

Upload Files

Upload as many files as you like. If you change your mind about uploading one of your files, click the X' button beside it. Press the ‘Upload'
button when you have selected all the files you want to upload.

Location: Test 100 MG W08 / test folder /

File To Upload no file selected
Display Name [ | Add details for this item X
Add Another File
Email Netification [ None - No notification "H

(Upload Files Now) (Cancel)

You can only upload 50 MB worth of files at one time. You may need to upload large files one at a time.

Step 6:(Optional) Email Notification. Choose from the drafmwn list options which are
shown below:

Options

None- No notification

(default setting) If you do not want the notifation emailed

Low - Only participants

i If you want to send the notification only to participants
who have opted in y y 10 particip
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who have chosen to receive lgpsiority mail notifications

High - All participants

If you want all participants to receive email notificatio

Upload Files

Upload as many files as you like. If you change your mind about uploading one of your files, click the X' button beside it. Press the ‘Upload’
button when you have selected all the files you want to upload.

Location: Test 100 MG W08 / test folder /

File Te Upload no file selected
Display Name [ ] Adddetails for thisitem X

Add Another File

Email Notification [ None - No notification '-f'l

Upload Files Mow

You can only upload 50 MB worth of files at one time. You may need to upload large files one at a time.

Step 7:Click [Upload Files Now}o finish.

Upload Files

Upload as many files as you like. If you change your mind about uploading one of your files, click the X' button beside it. Press the ‘Upload’
button when you have selected all the files you want to upload.

Location: Test 100 MG W08 / test folder /

File To Upload Choose File | no file selected

Display Name [

| Add details for this item X

Add Another File

Email Notification [ None - No notification I-H

(Upload Files Now) CCanceI)

You can only upload 50 MB worth of files at one time. You may need to upload large files one at a time.

Adding Items: Adding a URL (Web Link):
Weblinks will displaywith a link icon and link to a web pagatherwithin or outside of

ella.

Step 1:Next to the folderin which you want to add the URL, cli¢kdd] and click[Add

Web Links (URLS)]
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Tests & Quizzes
Site Info Copy | Remove Highli
Resources = Title & A ¢
Section Info ¢ [ Titles =
Drop Box [ Test 100 MG W08 Drop Box Add ~ Actions ~
Help Upload Files Edit Details
gate Folders Reorder
users present: Add Web Links (URLs)
Samah Majadla Add Citation L1s
Create HTML Page
Create Text Document
0O  (C] mpelackin@gmail.com Add ¥ Actions v  Dropbox S
Upload Files Copy
gate.balde Edit Details
Add Web Links (URLs) | Remove
ACC d O
Create HTML Page

Create Text Document

Step 2: Type the address for the URL in Web Address box.

4 DROPBOX

Add Web Links (URLs)

Add as many web links (URLs) as you like. If you change your mind about needing one of your web links, click the X' button beside it. Press the ‘Add Web Links Now’
button when you have finished.

Location: bc206bdc-f2a3-40b6-00b6-924d68a58266 Drop Box / teststudent /

Web Address (URL) [
Website Name Add details for thisitem X

Add Another Web Link

] Send an email notification to the student.

((Add Web Links Now ) (‘Cancel)

Step3:Enter the websiteds name in the box pro

Step 4:To add a description and control access and visibility for the resourcé/alick
detailsfor this Item]

4 DROP BOX 2

Add Web Links (URLSs)

Add as many web links (URLs) as you like. If you change your mind about needing one of your web links, click the X' button beside it. Press the 'Add Web Links Now'
button when you have finished.

Location: £2a3-40b6-00b6- Drop Box / !

Web Address (URL) [
IWehsite Name [ Add details for thisitem | %

Add Another Web Link
] Send an email notification to the student.
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Step 5:To add another URL clickAdd Another Web Link] If you would like to notify site

participants that youobve added a new URL,

Add Web Links (URLs)

Add as many web links (URLs) as you like. If you change your mind about needing one of your web links, click the X' button beside it. Press the 'Add Web Links Now
button when you have finished.

L ion: b bdc-f2a3-40b6-00b6- 266 Drop Box / teststudent /

Web Address (URL)

Website Name | Add details for this item X
Add Another Web Link
"] Send an email notification to the student.

(Add We Y ( )
Add Web Links Now Cancel

Step 6:Click [Add Web Links now}to finish.

Adding Items: Adding an HTML or Text Document:
An HTML document allows you to quickly create a p#up canincludeformattedtext,
images and linksA text document allows you to create a page of only unformatted text.

Step 1:Next to the folder in which you want to add teege, clicK Add] and click[Create
HTML page]or [CreateText Documerit

Copy | Remove |’hghl
& [ Title= Access Cc
(] Test 100 MG W08 Drop Box Add ~ Actions ~
Upload Files Edit Details
Croate Folders Reorder

I Add Web Links (URLs) I
a cication Lis

‘Create Text Document

Step 2:Type or paste in yourxeé For and HTML page, use theols at the top of the box
to format your text and/or add images and linkiick [Continue]
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Step 3:Enter a title and aroptional) description in the text areas provided.

Step 4:Select who can access the contents of the folder as well as dates of availability for
the folder as welés the copyright status.
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