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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 -
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 softwar e 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 fr om 
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.
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Adding and Editing Sets

Click on the edit folder icon (shown at 
right). Note the + symbol will allow 
you to create additional sets.

In this screen you can rename the Set 
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 before you exit this screen.

Saving Handouts to the File Cabinet

Any handouts you wish to use in other  
classes can be saved into your File 
Cabinet by using the “Move” pull 

down menu as shown. Check the box 
next to the document you are moving, 
then select “Save to File Cabinet” and 

click Submit. This document will now 
be available for all of your courses.

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.
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! Oasis Tip 

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.



The Manage Bookmark View window 
allows you to type in a label, URL  
(Uniform Resour ce Locator or web 
address), edit and add sets, type in a 

description and set your display pr ef-
erences (see window at right).

A completed Bookmark portlet may look something like the example to the 
right. You can change the order 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 Scr een” link 
at the bottom of the Bookmark portlet 
and the Bookmarks - Edit View portlet 
will appear (as seen at right). Select the 

bookmarks you wish to use for other 
courses you may be teaching by check-
ing the box next to them and, using the 

pull down menu at the bottom of the 
portlet, select “Save to File Cabinet”. 
Click the Submit button to save those 

files into your File Cabinet.
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! Oasis Tip 

It’ s always best practice to 

go to the site you wish to 
link to and copy then paste  
the exact URL into the link  

you are creating. This way 
you can avoid making 
your own bad links.



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.
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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 ungrouped 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.
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! 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’ s ever increasing digital presence will enhance your students’  

experience at Columbia College Chicago.


