File Sharing
Student User Guide

2013-2014
Overview

File Sharing is a feature that will enable students and teachers to share documents, images, ppts. Students can upload files like homework and assignments, and share the files with as many teachers as they’d like, all from a single tool. Teachers can view shared files from students in File Sharing and add comments back to the student for feedback purposes. File Sharing will be conveniently accessible from the menu at the top of the screen, and Quick Links area no matter where you are in the LMS.  
We built this tool to streamline the way students share their school work samples or assignments.  

How Do I Access File Sharing?
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File Sharing Navigation

Students
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When you access File Sharing, you’ll automatically be taken to the My Files screen. This screen displays all the files you’ve uploaded, and important information about each one, like the file size, and file type
Above the list of your files, you’ll see an Upload button. Clicking Upload will allow you to add a new file to the list.

Underneath the File Sharing title, you’ll see a display of how much space your files currently take up on File Sharing. You have a storage limit of 1GB, and will always be able to see what percentage of space you have left.

To the left of the file list is a navigation menu with links to the My Files screen and the Shared With Me screen. Clicking Shared With Me will take you to a list of all files that have been shared with you by teachers.
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If the Shared With Me link shows a number in parenthesis next to it, you have new shared files to view. Files will be displayed in the Shared With Me screen in the order of the date that they were shared. You can change how this list is sorted by clicking the Sort By drop-down and selecting new sorting parameters. You can also change between descending order and ascending order by clicking the red and black arrows next to the Sort By menu.

Each file will display a Comments link. The number in parentheses next to the Comments link will indicate the number of comments on the file.  If the text is bolded this will indicate unread comments.
The Shared With Me screen provides an Upload button like the My Files screen, and also provides a Download button. Clicking this will allow you to download any of the files that have been shared with you to your computer’s hard drive. This will give you offline access to any important files, like a class syllabus or schedule.

The Move To button provides a means of quickly moving the file to a folder that has been created.  More information on Move To is found later in this document.

.

Uploading Files

Uploading files from your hard drive to share with teachers is quick and convenient. The Upload button will always be available above the file list, no matter what screen you’re on in File Sharing.  NOTE: Each file uploaded goes through a virus scanning process to ensure that the files uploaded are free of viruses.  
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First, click Upload to begin the file uploading process. The file uploading tool will appear as a pop-up.
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On the file uploading pop-up, you can find the file you want to upload using the left-hand menu, with links to Desktop, My Computer, and Network. Clicking one of these links will display all files in that location in the right-hand file list
Select the file you want to upload. The selected file will appear in bold text. Once you’ve selected the correct file, click Open at the bottom right. If you don’t want to upload the file, click Cancel.
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The file will begin to upload, showing percent uploaded on the progress bar to the right. While the file is uploading, you can click Add Another File to upload another one. You can also click Cancel to stop the upload for any reason.  Once the file has completed uploading, you can either add another file to upload, or click to exit the file uploading window.

The My Files screen will display a banner indicating the number of files successfully uploaded, and the new file(s) will now be displayed in the My Files list.

[image: image7.png]Welcome to File Sharing! To lear more about this tol, vitch the online tutoral or read the user guide. x

) © e

Files uploaded by you Sort By | Uploaded Date @ ®

File Name Uploaded By/ Date.

new progress. jj me
ZA.?EDKB e 04/29/2013 07:27 AM.

Effective. Java.2nd. Edition. May. 2008.3000th. Release. pdf me
203 M8 Comments{0) Shared 0471172013 1.

Effective.Java.2nd. Edition. May. 2008.3000th. Release. pdf me
203M8 0471172013 12:14 PM

Effective. Java.2nd. Edition. May. 2008.3000th. Release. pdf me
20348 04711/2013 11:

About Stacks.pdf me
455.11K8 0471172013 1:24 AW

Table Columns.xls. me.
29K 01/25/2013 09:19 AM

130f 13 files





Troubleshooting

There are a few important reasons why the file uploading process may not work.
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When you click Upload, File Sharing will check to see you if you have enough available space for new files. If your File Sharing is full, you will see the above error pop-up. Simply delete old or unwanted files to make room for new ones, then continue with the uploading process.  Files that have been shared with you will not count toward your storage.
You may experience an error if you attempt to upload a disallowed file type. You will see the error in red on the File Upload screen. You can change the file type on your hard drive to match the allowed file types, then try uploading again by clicking Add Another File. For a list of approved file types, see Appendix.
If the size of an individual file is greater than 10MB you will also receive an error message.  Try compressing the file or reducing the size and try to upload again.
Downloading Files

You can download files from File Sharing to your computer’s hard drive to allow offline access at any time.
[image: image9.png]File Sharing
10.16 MB of 1 GB Used (99% free)

My Files

Shared with me (2)

WG Create Folder
i Wanda_Folder_1
i Wanda_Folder 2

i Wanda_folder_3

About File Sharing.

Welcome to File Sharing! To lear more about this tool, vatch the online tutorial or read the user guide. ®
Upload ] (“Moveto ) (Download ) ((Delete Search Files
Files shared with you Sort By |Shared Date @ ®
o File Name Shared by / Date
Sprint 1 User stories.doox Mpjkpibide, Jake
omments(i) Shared 1572013 67:21 AW
Mpjkpibide, Jake

a Table Columns.xls
29KB Comments(1) Shared

e Things done today.docx
14.34K8 Comments(?) Shared

0471572013 07:20 AM
Deleted on 04/15/2013





First, select the file you wish to download by clicking the check box next to the file name.

Once you’ve checked a file, the Download and Delete buttons will appear next to the Upload button above the file list. Click Download to save the file to your hard drive; a pop-up box will appear allowing you to choose the file location on your computer. Click Delete to get rid of old or unwanted files.

Deleting Files

You may find that you want to delete a file, either because you don’t need it anymore, or you need to create space for new files on File Sharing.
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On the My Files screen, check the box next to the file you’d like to delete.

The Delete button will appear at the top of the file list, next to the Upload and Download buttons. Click Delete to delete the selected file.
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A pop-up will confirm your deletion of the file. If you need to save the file first, click Cancel and follow the instructions to download the file to your hard drive. If you don’t need to do this, click Delete File to complete the deletion process.
Sharing Files

Students

After you’ve uploaded a file, you can share it with one or many teachers. The uploaded file will display in the file list on the My Files screen.

Select the file you’d like to share by checking the box next to the file name. Once the box is checked, the Share button will appear next to the Upload button above the file list.
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Clicking Share will open a pop-up box. You can add people to the sharing list by clicking the Select From menu.

This drop-down menu will show you a list of your classrooms. Choose the classroom whose teacher(s) you want to share your file with.
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The menu will now display all the teachers associated with the classroom you chose.
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Clicking on a teacher’s name will select that teacher for the sharing list in the box below. You can select one or multiple teachers. To deselect a teacher, click their name again in the list; the blue highlighting will disappear, and their name will be deleted from the box below.

Repeat Step 4 above to select another classroom. You can share a file with as many teachers from as many classrooms as you want.

Once you’ve selected all the teachers with whom you’ll be sharing your file, you can add a comment to the file if necessary, then click Share to complete the sharing process. You can cancel the sharing process at any time by clicking Cancel.

File Sharing will allow you to double-check the list of teachers you’re sharing the file with. If the list is correct, click Done at the bottom to complete the sharing process. If you want to delete teachers from the list, click the minus (-) symbol next to the teacher’s name to remove them. If you forgot a teacher who you’d like to share the file with, begin the selection process again from the Add People menu.

Once you’ve completed the sharing process, the file will display a Shared label in the My Files list, along with an indication of any comments you added to the file. If, at this point, you need to share the file with more teachers you forgot to include the first time, click the Shared label and the File Sharing pop-up tool will open again.

Troubleshooting

You may see an error message during the sharing process if Share is clicked without any teachers selected in the Selected People box. Make sure the names you’ve chosen are highlighted in blue on the list and appear below in the selection box, then click Share again.

Viewing Files

To view a file that has been shared with you, simply click the file name to open it. The file will usually open in your web browser, but, depending on the setup of your operating system, may open a program on your computer to view the file.

To create a new folder click on Create Folder
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Enter the folder name in the text box – alpha, numeric and most special characters are accepted.
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Sub-folders can be created (Three Levels).  Folders can be renamed and deleted.

If you attempts to delete a folder that contains files you will be prompted with the following choice before the system determine what to do with the files that are in the folder that will be deleted.
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Appendix

Supported File Types

File types that may be uploaded to File Sharing include:

· Word Document: .doc and .docx
· Spreadsheet: .xls, .xlsx and .ods
· PDF: .pdf
· Image: .jpg, .psd, .gif, .png, .eps, .tif and .raw
· Powerpoint: .ppt and .pptx
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