Adding Institution Files

You can add Institutional files to your course. Institutional files are files that are available to the entire college
and can be added to any course. One example is the most current version of the master and course syllabi.

Directions:

1. Go to the location you want to place the file, click Build Content and then click File.
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2. Type the name for the file and then click Browse Course.

SELECT FILE

Select a locol file by clicking Browse My Computer or one from within Course Files by clicking Browse Course. Enter a Name for the file and
choose a Color for the text to appear in the list of content. Click No to display the file within the Course environment or Yes to display it as a
separate piece of content with no Course page heading.
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3. Click the Up Arrow TWICE to see the Institution Folder.
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Location: “® Inst01_DEV Search Content... Search

Available Quota: Unlimited

No items found.

4. Click institution.

Location: . Search Content... Search
Available Quota: Unlimited
TYPE NAME ., VERSIONS LAST MODIFIED SIZE
B courses Dec 7, 2016 12:33:20 PM 5.49 GB
institution ~<fe— Dec 7. 2016 11:08:46 AM 97.6 KB
=} library Aug 20, 2016 12:41:07 AM 0
=] orgs Nov 28, 2016 12:15:28 PM 9.84 MB
Displaying 1to 4 of 4 items Show All Edit Paging...
5. Click the radio button next to the file and then click submit
Location: & institution Search Content... Search

Available Quota: Unlimited

TYPE NAME VERSIONS LAST MODIFIED SIZE
& Class-Syllabus-Template-SU16.docx off Dec 7, 2016 11:08:46 AM 48.0 KB
@ é Master-Syllabus-Template-SU16.docx off Dec 7, 2016 10:13:40 AM 49.6 KB
Displaying 1 to 2 of 2 items Show All Edit Paging...
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6. After you set all the options for this file and then click Submit

SELECT FILE

Name

Color of Name
Find File

Selected File

FILE OPTIONS

Open in New Window

Add alignment to content

Master Syllabus

|| Black

File Name Master-Syllabus-Template-SU16.docx
File Type DOCX

Select a Different File

© Yes @ No

@ Yes @ No

Click Submit to proceed. Click Cancel to go back.

Select o local file by clicking Browse My Computer or one from within Course Files by clicking Browse Course. Enter a Name for the file and
choose a Color for the text to appear in the list of content. Click No to display the file within the Course environment or Yes to display it os o
separate piece of content with no Course page heading.
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