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Introduction

The Document Container allows you to upload and store files and links
within a personalized workspace on your site. This manual will
guide you on how to upload files and store them into organized
folders, ctreate links to resources on the internet, as well as how to

make changes to any resources within the Document Container.

Key Information

In order to add, edit, or view your Document Container, you are

{Login
required to log into your site using a Username and Password. Login Username
pages are often available on the top right side of the web page; Password
however this is subject to design preferences, so know where this Login
Signup | Forgot Passwnrdl

information is available on your site.

If you have not registered into the site you can request access by clicking on the Signup button.

This will prompt you to create a profile which is then routed for approval by an administrator.

l. Create a Document Container [& Page Propertes ¥ Tasis

[B Check-out & Edit Page
'Q_') Release Schedule...

'}r Page Permissions...

1_ GO to the grey toolbar Manage Approval Process...

@ ‘Version History...

2. SCfOH dOWﬂ to Add N€l1/ Page O Manage Sub-pages...
. . EArchiwed Sub-pages...
3. Click on Document Container Page 5 Metadata... N

To create a Document Container.

i i . & view Sub- D
You will then be prompted to title the Document Container for —

E] Edit External Link Sub-pages 3

your site. When completed, click Create Page Bl >| BlogPage

Calendar Page

Hew Page Content Space Page

Title Class Motes Dizcussion Forum Page

Document Container Page
Mame class_notes

XKIETNal LNk Page
Page Owner i [ 504

'ag superadmin -

News Section Page
Icon  Select Icon...

Photo Gallery Page
' Create Page I Cancel
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Chapter 10: Document Container

Uploading Contents to your Document Container

Once the Document Container is created, you may add files, folders and links to it.

1) Uploading a single file

With the file upload feature of the Document Container allows you to streamline your resource sharing

needs. To upload a single file:

1) Click on the Add New Item drop-down menu and select File

2)
3)
4)
5)

E.ﬁ Document Container

| View || Edit || Security || Activity |

Add New [tem...

Document Container
Ma ltems Available

|Acti|:|n5... V|

Add MNew ltem__.
Chat

Folder
Link

To select a single file from your computer, click Browse

Give your file a Name. This name will be displayed within your Document Container.

You may provide a Description of the file you are uploading for others to see.

Once you have added your description, click the Add File button.

i Document Container

| Upload File || Upload Mutiple Fies || Upload Scanned Fies

File Details
(@) Select File F:\3) Classroom\January\(| Browse...

(b) File Name Howto. breate a El.asf-{ \H&.eo

B 7 U A& iz :i=

Vo snageaed 9o
Bl == &l 32-0-

EEl 20 &

[Normal -| Tahoma -2 ~|1opt - F - |Applycssci| A - Oy -

(c)
Description

# ¢» G

B Y G x x5 =@ [foom -8 W - b

Notes for on all classroom instruction in covered in the month of January.

(d) [ adtrie ]| coned

Your file is now uploaded and ready to use.
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2) Uploading multiple files
To save time, you can upload several files at once. To do so:

1) Click on the Add New Item drop-down menu and select File

2) Click on the Upload Multiple Files tab at the top of the Document Container. This will
take you to the file upload editor.
Note: You may have to install an ActiveX control to use this editor on your browser.

= To do so, simply click on the prompt that directs you to install the XUpload Upload

Control, then click Run when the install window pops up. If this control is already

installed you will not see this prompt.

Upload File Upload Multiple Files || Upload Scanned Files |

@ Click. here to install the following Activel control: U pload Upload Contral' from 'Persits Software, Inc.'...

Select File Select Folder Remave Remave Al

& Maintain directory structure
O Upload all of these files into the same folder

3) To select files one at a time from your computer, click Select File

_— s
Upload File Upload Multiple Files | Upload Scanned Files
Files | Size
Select File Select Folder Remove Remove All
*) Tainiain directory structure
O Upload all ofthese files into the same folder
Upload Cancel

4) Within the Choose File window, locate the file you wish to upload. Once you have

selected your file, click Open
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5) You may instead wish to upload an entire folder of files all at once. To do so, click

Select Folder. From here, navigate to the location of the folder on your computer and

click on it, and then and click Scan.

6) If you decide you do not want to add one of the files listed in the window, click on that

file and click on Remove.

7) When completed, click Upload

Upload File Upload Multiple Files || Upload Scanned Files |

IE_]C:'l,My DocumentstClass Rules,doc
EI] C:\My Documentsify Phato. jpg

Select File Select Folder Remave

(& Maintain directory structure

O Upload all of these files into the same folder

Files (4) | Size (7OKE) |
IE_]C:'l,My DocumentstClass Curriculum, doc 22,016 bytes
C:'l,My DocumentsiClass Marks, xls 8,714 bytes

26,112 bytes

15,601 bytes

Upload Cancel

Another quick and easy way to upload multiple files into the Document Container is via drag-and-drop.

Simply open a folder on your computer, select the files you wish to upload and drag them into the

Document Container interface. This will move all the files over.

3) Creating Folders for your files

You may wish to create personalized folders to organize your files. Doing so can clean up a

cluttered workspace and provide easy navigation for users browsing your site.

To create Folders for your files and links:

1) Click on the Add New Item drop-down menu and select Folder

r-

Document Container
Mo tems Available

Actions... -

View ‘i. Edit || Security || Activity || Explore | Folder

Add Mew ltem...
Chat
File

2) Give your folder a Name. This name will be displayed within your Document Container.

3) You may provide a Description to let others know of the contents of the folder
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4) Click the Create Folder button when completed.

Hew Folder
Name School Forms
V@, 4 & FHBEa 9-0c- @A
DO 8 B/ Ux =i EEESE
Ay @-©-
Normal | Tahoma »l2 ~jiopt ~|oF v |Applycsscliv A - Sy -

Description

Icon

B % Q% %55 E@ [oom o9 W Fa- b
This folder contains all student related forms available through the school. Parents

may access this folder to download absence forms, field trip forms, feedback forms
and many more.

¢ G

Select Icon...

l Create Folder I Cancel

You have now created a folder with which to store your resources.

4) Creating links to resources on the internet

The Links feature in the Document Containeris a great way to showcase additional external website

links to visitors on your site. To create Links to other web pages:

1)
2)
3)
)
5)

Click on the Add New Item drop-down menu and select Link

Give your link a Name. This name will be displayed within your Document Container.
Type in the full web address of the site within the Web Address (URL) field.
You may provide a Description to let others know of the contents of the linked site

When completed, click the Add Link button.

Create Link
Link Name

Description

Search Engine

Web Address (URL) http://www.google.com

v & BHEHES 9-0c- @G @ © =
2 B 7 U A& == =EE Gy g
@2-0-

Normal ~|Tahoma -2 ~1opt  <|oF - |ApplyCSS Cli | A - Iy

BEQxxHiEe

Great place to search for information.

zoom -~ 9 4 - &

Remember, although the internet is a powerful tool, not all websites contain relevant or correct
information. You must be critical when researching off the web and be sure to

verify information from multiple sites. It is a good idea to refer to sites that end with .edu

or .gov since these are educational and governmental sites and are prone to less error.

# ¢ O
I Add Link ICance\

You have now created a link on your page directing to your desired website.
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Modifying the Contents of the Document Container

If you wish to make changes to the contents or location of your files and folders and follow the

proceeding steps.

1) How to edit a file

1) You may wish to change the name or the description of your file. Click on the file name

you wish to edit.

Note: If your file is stored in a folder, you will have to first navigate to where your file

" s stored by clicking on the folder(s)

2) Click on the Edit File tab

View File jl All versions "Ed'lt File |I Categories I Routing j‘ Metadata ;. Security I Activity I

File Details

along the top of your
Document Container. From
here you can make changes
to the name and description
Description
of your file. When you
have made your changes,

click the Update File

# €

button. This will save the

File Name Tips for Teacher Pages

This decument contains tips for teacher pages.

BRE® 9-c- @A @20 8
slE == 4% 3-0-
a -z cJiopt o|iF -[applycsscid] A - 8-
] [zoom 'q By &

&

Update File ancel

changes to your file.

2) How to edit a folder
1) Click on the Edit tab along the top of your
Document Container. From here you can make
changes to the name, description and icon of
your folder.
2) When you finished making your changes,
click the Update Folder button. This will

save the changes you have made to your

Folder.

View “'Edit || Securty || Actiity || Explore |

Edit Folder
Mame January 2009 MNotes
v A B 6@ =&
@O X8 BIU* =i ==
EEl AL @-O-
[Bulleted Ust_-[Tahoma  +[2 -[10pt | .f - ApplyCSS Cir o A - & -
&l & x %55 @ j‘Zoom - fHN-&
Description
£ 4 G

Icon  Select Icon...

Update Folder ancel
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3) How to move a file or folder

1) If you wish to move your files, folders and links to another location within your Document
Container, click on the Actions drop-down menu at the bottom of your Document

Container. From here select Move Selected.

/ Tip: You can save time by moving several items at once. Simply check the box

“ hextto every item you wish to move to the same new destination.

Document Container
hame Modified User Size
[ /i January 2009 Notes 4/15/2009 4:24:08 PM  superadmin
<0 Search Engine (edit) 4/15/2009 10:17:03 PM superadmin
B Tips for Teacher Pages 4/15/2009 4:17:17 PM superadmin 201 KB
Actions... -

Maove Selected

Delete Selected

2) On this page click on the Browse link next to the Select Destination field to select a new

location within your Document Container for your items. A new window will pop up.

Class Notes

i Document Container
Moving the following items
+ Tips for Teacher Pages
* Search Engine

[Select destination: Browse ]

Cancel

3) Navigate your way to your desired destination folder by clicking on the names of the
folders on the way to your destination folder. When you have located the folder you

wish to contain your selected items, click on the Select link on the right side of the

window for that foldet.

4) Click on the Move to Here button to move your selected items.

@ Warning: If you move a folder to a new location, all the items within that folder

will be moved as well
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4) How to delete a file or folder

1) If you wish to delete items from the Document Container click on the Actions drop-down

menu at the bottom of your Document Container. From here select Delete Selected.

J Tip: You can save time by deleting several items at once. Simply check the box next to

every item you wish to remove

L Document Container

I’\ﬁew\‘ Edit | Security || Activity || Explore | Add New ltem... ~

Document Container

“Fhame Modified User Size
[F] £ January 2009 Notes 4/15/2000 4:24:08 PM  superadmin
I Misc. Motes 4/15/2009 10:29:54 PM superadmin
[[] <2 |Search Engine (edit) 4/15/2000 10:17:03 PM superadmin
] Iﬂ_] Tips for Teacher Pages 4/15/2009 4:17:17 PM superadmin 201 KB
Adtions.. |
Move Selected
Delete Selected

2) You will be taken to a confirmation screen. Click Yes if you are certain about deleting
the selected items. Once deleted, the items are permanently removed, so take care to

confirm that the items listed on this page are the ones you wish to delete.

@ Warning: If you delete a Folder, all items within that folder will also be deleted
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IV. Changing the Document Container Columns — Administrators

Only

Administrators have the ability to determine which configure how the Document Container is rendered

through the site. There are three primary settings an administrator can set in the Document Container:

- Hide/show columns in the folder/workspace view
- Select a default instead of taking the system default which is sort by name in ascending
- Limit the file upload size
To configure the Document Container.
1) Go to Administration in the grey tool bar
2) Click on System Administration

3) Click on Collaboration Server Settings

% Live SharpSchoal -~ Administrate

Global Administration Click Portal Server Administration
¥s Manage Servers & Manage Portal Settings
¥ Manage Privileges &k Manage Group Portals
D Manage Locales @) Manage Portal Themes
& Manage Object Types & Manage Portlet Templates
[¥] Manage Global Themes & Manage Global Portlets
i Scheduled Tasks
% Translation Center Collaboration Server Administration
& Manage Mime Types S‘Jw
% System Maintenance i Manage Global Galleries
&3 Glohal License [*} Manage Motice Board

There are three different SharpSchool packages that can be configured from here:
1) Content Manager: this refers to the Document Container page type that is accessible via the
Add New Page dropdown under Page Properties in the grey tool bar.
2) e-Learning Server: refers to the Document Container available in SharpSchool’s Online
Classrooms (LMS)

3) Collaboration Sever: refers to the Document Container available in the Workspaces

There are several settings here:
- Data Columns: Allow administrators to determine which column information is displayed on
the Document Container to visitors of the site.
- Default Sort: Set the default configuration of the objects in the document container

- Maximum File Upload: Administrators can set up the maximum file upload for users
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- Show above settings on each container: If this is a default setting determined by the district,

then selecting this option will apply this setting to all Document Container pages across the site.

i Appleby District » Administrate - Collaboration Server Settings

| Content Manager || e-Learning Server | | Collaboration Server |

Collaboration Server Settings

[T Hide the Last Modified column
Data Columns [] Hide the User column
[ Hide the Size column
Default Sort Sort by Mame v in Ascending ~ order
@ Default maximum (102400 KB)

Maximum File Upload Size _ ) .
) Set maximum size to KB

[C] Show above settings on each container

Update Settings Cancel

When completed, click Update Settings.
Similar settings are applied in the e-Learning Server, however the Collaboration Server section
will have additional preexisting settings as seen in the image below. These items are detailed in

SharpSchool’s Workspaces Manual.

@ Appleby District - Administrate - Collaboration Server Settings

Content Manager | | e-Learning Server || Collaboration Server

Collaboration Server Settings
[T Hide the Last Modified column
Data Columns [| Hide the User column
[T Hide the Size column
Default Sort Sort by MName - in Ascending ~ order
@ Default maximum (102400 KB)

Maximum File Upload Size _ ) )
) Set maximum size to KB

[Tl Show above settings on each container

["] Display left hand navigation
Additional Settings [ Display online users
[T] Hide tabs if only one tab is visible

Update Settings Cancel
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