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Handouts

Handouts

The Handouts portlet on your Course Main Page al-
lows you to upload and manage handouts in a variety
of formats for your students. Click on the Add a Hand -

HANDOUTS

grAdd a Handout

out link to attach and upload your documents.

Uploading Handouts

You can upload most common file
types, however, make sure your stu-
dents have the right software to re-
trieve and open them. For most users
the preferred file type is PDF, however,
Word documents are also commonly
used.

This is the standard Manage Handout
View window . Simply type in a name
for your handout, click on the br owse
or choose file button (depending on
which br owser you are using) to locate
a document from your desktop.

Select the file you wish to upload from
your desktop and click open or select
(once again, depending on the browser
you are using). Type in a description if
you wish and be sure to click Save.
This example shows how the file up-
load process will look using the Firefox
browser on a Macintosh computer.

Note: The “File T ools” link that is

also viewable by students in the
Handouts Portlet Main W indow has a
number of software plugins for com -
monly used applications.

Center for Instructional Technology!

There are no Handouts for this portlet.

Go to Main Screen

HANDOUTS - MANAGE HANDOUT VIEW %l 7
[ Menage | file Tools
Name: {Web concepts
File: Browse...
Set:[Ungrouped | 7!
Description: [Fort see =
¥ BIUA- Y. J|EE=sSEE—=@a
A document describing basic web concepts
EHTHL
{Max Characters: 2000)
Start: = Display now
Display later manually
Display on:
1 x| .ot =] [ar =]
End: &' No end date
End now
" End on:
127 focx]|ar =]
After End: [ Make Inactive 7
Save| Save and Add Another CanceII
HANDOUT; PINRGE HANDOUT VIEW %7
- @
Name e eificepts
File: | iBrowse...:
Set:| Ungrouped | \j Add a Set
Description: [Font ~T[see =i
il nne File Upload
A document( | ! [ =|m [ Web Design Class 73] Q search
) Disk [ 1 2006-07...dance.xls ﬁ compvocab.pages L
a — [ | Dreamweaver8 4 compvocab.pdf T
- | Fall '06 ...orkshops | & Final Project.pages ||
_E Mac HD [ new hpn |~ media for site |
_E Windoze ° new scans | Oasis iss...06.pages ||
|@| Oasls iss...06.pages i PageSize.doc |
(I Deskrop |& Oasis Op...ent.pages |71 web design.doc :
E‘HT“ AN dnoffs | OASIS Templates & web design.pages |
i
A Ao ¥ Picture 3.png * web design.pdf |
P ications ~ f
Start: &Disp\av |’ ) R . Web Deslign Class & webdesig...ab.pages ||
¢ Display lal | | Documents [ Week T...ignments | ¢ webdesignvocab.pdf ||
e - -y |
Display on u Movies @ week one...nt.pages ¢
I « week one...ment.pdf
& & Music = v
End: * No end da i il week two...nt.pages m
£ g @ naors —
= —— e
End on:
I ( New Folder ) ‘.‘. Cancel ) Open
After End: I Make Inacti
Save| Save and Add Anﬂtheri Cancel
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Adding and Editing Sets

Click on the edit folder icon (shown at

right). Note the + symbol will allow HANBOUTS - EBIT VIEW

you to create additional sets. -
Important Redding & (&
My Document (Mt Bownloaded:0 times)

In this screen you can rename the Set

Move | selected items to | Important Reading ™| Submit
Import Handouts from File Cabinet

and, optionally type in any description

for this set of handouts. Lastly you can
order your sets vertically using the
position pull down menu. Be sur e to click Save befoe you exit this screen.

Saving Handouts to the File Cabinet

HANDOUTS - EDIT VIEW

Any handouts you wish to use in other

classes can be saved into your File >
Important Reading & L&
Cabinet by using the “Move” pull * My Document (.doc, 53K, Downloaded:0 times)

down menu as shown. Check the box
next to the document you are moving,

MNected items to | Important Reading ™| Submit
Move binet
Copy
Delete
Save to File Cabinet

then select “Save to File Cabinet” and
click Submit. This document will now
be available for all of your courses.
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| Oasis Tip

gSENEEEEEEEEEEEENEEEE,

When creating downloadable handouts, save your document as a PDF file if at all possible. If you are using a
Mac, simply create your document, then select Print from the File Menu and “Save as PDF” from the PDF pull
down menu. If you are using a PC, you may need the full version of Adobe Acrobat installed to accomplish
this. If you cannot save as PDF, then save your document as a Word (.doc) document. Other proprietary formats
may not be supported by the end user s (student’s) machine. Text and Rich Text Format may also be used.
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Bookmarks

The Bookmarks portlet on your Course
Main Page allows you to create hyperlinks
to internal (within Oasis) and external (on
the World W ide Web) sites.

Adding a Bookmark

Click on the Add a Bookmark link to add a
web link on your course Main Page.

Center for Instructional Technology!

Go to Main Screen

Oasis Faculty Tutorial




The Manage Bookmark View window

BOOKMARKS - MANAGE BODKMARK VIEW

allows you to type in a label, URL [ leczce )
(Uniform Resour ce Locator or web S
URL: |nttp:f/
address), edit and add sets, type in a Set: [ Ungroupec =] (5 Add a Set
Description: Font || Size =7

description and set your display pr ef-

¥ B I UA-Y-FE=

erences (see window at right).

| Oasis Tip
It's always best practice to
go to the site you wish to Btiornall & 7.
link to and copy then paste
the exact URL into the link

you are creating. This way

Start: ™ Display now
Display later manually
Display on:

ix| .| o0~
End: ©* No end date

smEEEEEEEEEEEEEEEEEEEEEEEEEg,
*Y .
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you can avoid making Eadlonc
your own bad links. bl e
X After End: [Make Inactivd
*
®snussnssnsssnsnunnnnnnnnunnnnns® Gavel Save and Add Ancther| Cancel

A completed Bookmark portlet may look something like the example to the
right. You can change the oder of your sets and edit and add new sets any-
time by clicking on the “Go to Main Scr een” link in the bottom right hand
corner of the portlet.

Saving Bookmarks to the File Cabinet

Click on the “Go to Main Screen” link

SiE— a4y

{Max Characters: 2000)

Al v

Al ¥

BOOKMARKS
TAdd a Bookmark

Web Style Sites
Style Guide

Web Design Portfolio

CSS Zen Garden
This site shows you the power and beauty
Cascading Style Sheets.

of using

Galleries

CSS Vault

Style Gala

CSS Beauty
About Flash Sites
Web Tools

A Cascading Style Sheet learning resource for web

developers and designers.
Go to Main Screen

CSS Lavout Technigues

BOOKMARKS - EDIT VIEW Bl 7
at the bottom of the Bookmark portlet Llezace
g i 4 =]
and the Bookmarks - Edit View portlet Web style Sites & L2 :
Style Guide i
will appear (as seen at right). Select the Web Desian Portfolio gL
bookmarks you wish to use for other Thigiiethnng:r\fdsgthe power and beauty  of using Cascading Style Sheets. S
. Galleries @ (i’ (1 B
courses you may be teaching by check - cos vault 75
ing the box next to them and, using the v Stvle Gala. s
v CSS Beauty ]
pull down menu at the bottom of the % About Flash Sites A
portlet, select “Save to File Cabinet”. Web Tools & Laf (¥ =
3 ) A Cascading Style Sheet learning resource for web developers and designers. el
Click the Submit button to save those ¢85 Lavout Tachnlales s
files into your File Cabinet. .
~| WJected items to [ Web Style Sitd % Add a Bookmark
"é‘s;’; % Add a Set
Delete '
Save to File Cabinet
Center for Instructional Technology! Oasis Faculty Tutorial




Readings

Adding a Reading

You can add readings for your course

using the Readings portlet. The Read

ings portlet is located by default on the
Syllabus page of your course.

From the main page of your course,
click on the Syllabus link in the left
hand navigation menu list.

From the syllabus page, click on the
“Add a Reading” link in the Readings
portlet.

Center for Instructional Technology!

Home || Orientation | Campus Ufe | Faculty

You are here: Academics > Center Instructional T IT > Online Registration Tutorlal > 99-9992 (UG0E) 01 - Online Registration Tutorlal > Main Page

COLUMBIA COLLEQE CHICAGD

Attendance
Collaboration
Course Information
Coursework

About This Course
Announcements
Calendar
Handouts

ao00kme. s

@ Context Manager
QUICK LINKS
My Courses
My Pages
My Groups

Columbla College Chicago
Myoasis Emall Login

Home || Orientation | Campus Life | Faculy

My Pages.

ABOUT THIS COURSE

There is no content in this portlet.
You can add content in the following way(s):

Create Content

ANNOUNCEMENTS

|
You have no incoming announcements.

Show All Announcements

My Pages

CALENDAR

< October 2006 > 2@Add an Event

Sun Mon Tue ‘Wed Thu Fri Sat

L 2 3 2 s & 2

8 g 0 u 12 13w

15 16 1718 18 2 2

22 23 22 = 6 22 2

29 30 TR 2 3 s

Full Size Calendar
HANDOUTS

HPAdd a Handaut

There are no Handouts for this portlet.

Go to Main Screen

BOOKMARKS

shadd a Bookmark

There are no Bookmarks for this portiet.

Go to Main Screen

You are here: Academics > Center Instructional Tec - CIT > Online Reqistration Tutorlal > $9-9992 (UG06) 01 - Online Reglstration Tutorial > Syllabus

COLUMBIA COLLEGE EHICAGD

Important Message
Downloadable Versian
Readings

& a page

P Context Manager

QUICK LINKS

My Courses

My Pages

Myoasls Emall Login

IMPORTANT MESSAGE

#”Edit Content

See syllabus at right

DOWNLOADABLE VERSION %]
SPAdd a Handout

Important Reading

Course Syllabus for LMS courses (.doc, 19K)

Go to Main Screen

il

¢ Add a Reading

e Weadings for this portiet.

Go to Main Screen
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Enter the Title, Author, Edition/
Publisher and any relevant web links
into the appr opriate fields seen at
right. You can also enter specific page
numbers to be read. The status pull
down menu allows you to choose
whether the reading is Required, Op-
tional, Suggested or Extra Credit. You
can choose a default ungiouped set or
add a set if you wish to organize your
readings into specific groupings.
Lastly, enter any description you wish
(optional) and click Save.

Saving Readings to the File Cabinet

After you have saved your r eading,
you are taken to the Readings - edit
View window . From here you can edit
your entry using the pencil icon or
delete it using the trash can icon. In
addition you can use the pull down
menu to save it to your File Cabinet
(See the Chapter on File Cabinet) for
futur e or other courses.

oS SN BN NS RN RN RN AN R RN RN RN AN R RSN E RSN NN RSN RN RSN NN NENN RSN RNRRSERENRERRRERRE,

3

gSEEEEEEEEEEEEEEEEEEEEEEEEEE,

READINGS - MANAGE READING VIEW
Title: [The Cat in the Hat

Author: [Dr. Seuss
Edition/Publisher: [Beginner Books

Relevant Link URL: |http://www.amazon.com/Cat-in-Hat/

(bookstore, library etc.) URL Label: rmazon.com fink
Pages: |5 to 10
Status: |Required ¥

Set: | Ungroupec ¥, E“" Add a Set

Description: Fant || Size &7

TR UA-Y-F[F=

A classic that should be read by all my smdents

BT

{Max Characters: 2000)

Save| Save and Add Ancther| Cancel

READINGS - EDIT VIEW

Ungrouped F e
The Cat in the Hat  (pp. 5 to 10}
Dr. Seuss
Beginner Books
Amazon.com link
Required

Save to File Cabing] 7| selected items Submit| % Add a Reading

Import Readings from File Cabinet 9" Add = Set

| Oasis Tip

If you have a large amount of reading for your course, it may be helpful to contact the Columbia College Li
brary and inquire about the availability of your literature online or as reserved items. If they are available in
our library , you can then add links (be sure to get the exact URLs or web addresses from the library) directly to
the library for the readings into your readings portlet. More and more literature is being digitized for online
use every day. You may be pleasantly surprised to find that your extensive readings are now available in
digital format! Collaboration with the library’
experience at Columbia College Chicago.

s ever increasing digital presence will enhance your students’

o
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