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An online tutorial for staff

In this short tutorial, we walk through the steps involved in
uploading pre-prepared HTML files and then placing them within
your online course structure.

The tutorial will help you to:
e Upload the file to your course File Manager
e Link the file to your course user interface.

Structure and format

The tutorial is available online and is part of the module
Introduction to preparing and presenting content.

After you register you will have ongoing access to the
module/tutorial and a sample course. You can access these
resources at any time and undertake learning at your own pace.

The tutorial takes you through realistic scenarios. It guides you
through the steps for each task as you go.

How long does it take?

The tutorial takes approximately 10 minutes to complete

Learning requirements

Prerequisites

You will need to have basic competence in using a computer and a
web-browser.

Participant requirements

You will need a computer with network/Internet access and you
must be a current university staff member to access the learning
management system.

How to register
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Two methods for uploading and
linking files in Vista

If you've completed the Exploring Wista tutorial
on the Build view, you'll already have learned
one method for uploading and linking files in
Wista, This method (described below) is the
quickest way to upload and link files.

Method 1

Adding a Content File that you've created
(PC users)

Wiew steps for Mac users

1. Go to the Home Page, Organizer Page or
Learning Module where you wish to add a link
to a file you're about to upload. On the Add to
Home PagefOrganizer Page/Learning

Module list: of links, click on B content File

2, Just below the B content File link, some
grey buttons have appeared. Click on
Select File |

B
3. Select (Upload File | oy WS550s | if available,

vou’ll now be able to choose and upload a file
frarm your computer,

If you selected M, an Upload File
page appears in the window.

a. Select M. Mow, in the

Choose file window that has
appeared, find a file on your
computer you'd like to upload.
Select Open.

b. The Upload File page has
reappeared with your selected

file's path ertered, Select [(Fave|
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Access the registration webpage at Teaching & Learning Online and register in the module titled

Introduction to preparing and presenting content.

If you would prefer to do this tutorial within a face-to-face program, please see Teaching Online

Essentials.

Further enquiries

Contact CALT — call x3504, or email: training@calt.utas.edu.au
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http://tlo.calt.utas.edu.au/training_online_modules.aspx�
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