Introduction to Course Studio: Lesson 4

Posting a File

Managing Files

Course Studio allows you to post files which members of your class can
download. For example, suppose you would like to post the course syllabus as a

Word or PDF file.

Click on Manage Files in the Content Tools menu.

In the “Manage Files” screen, click
on Browse.

Find the file you want to post.

When you have found the file, click on Add

New File.
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You will see a pop-up window confirming that you have uploaded the file. Click on OK.
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Editing File Properties

To edit the contents of a file, you must make changes in the file with its original application (e.g.,

Word, Excel, OpenOffice) and then replace the old file with the new one.

You can edit the Course Studio properties of a file: rename it, replace it with a new
version, or move it to another folder. To edit the file’s properties, click on Manage
Files in the Content Tools menu.

Click on the Edit icon beside the name of the document.
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Suppose that you want to rename
the file, changing it from
“Syllabus” to “Syllabus_2009.”
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You now will see that the file has been renamed.

Note that you also can replace the file with another or move it to a new folder (if you are using
more than one folder for the course, anyway).

Adding a New Subfolder

Suppose that you want to post some of your old exams from past semesters. You
decide to create a new folder to hold the Word document files for these exams.

As usual, click on Manage Files in the Content Tools menu.

Enter the name of the New Subfolder
(“Old Exams” in this example) and
click on Add New Sub-folder.
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Adding Files to a Subfolder
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