
  
 

 
 
 
 
 
 
 
 
 
 

�
A Guide to Getting Started 

 
 
 
 
 

C()SL 
The Center for Open and Sustainable Learning 



  
 

Table of Contents 
 
Section 1: Logging In........................................................................................................... 1 
Section 2: Adding a Department........................................................................................ 2 
Section 3: Adding a Course................................................................................................. 5 
Section 4: Adding a Page..................................................................................................... 7 
Section 5: Uploading a ZIP File........................................................................................ 10 

IMS Import ................................................................................................................. 10 
Uploading a ZIP without an IMS manifest.............................................................. 11 
Making a ZIP Available to Students........................................................................ 13 

Section 6: Adding a Link................................................................................................... 14 
Internal Links ............................................................................................................. 14 
External Links ............................................................................................................ 15 

Section 7: Workflow Roles................................................................................................ 17 
Producer...................................................................................................................... 17 
QA................................................................................................................................ 17 
Reviewer...................................................................................................................... 17 
Publisher..................................................................................................................... 18 
Moving an Item .......................................................................................................... 18 

Section 8: Adding an Image.............................................................................................. 20 
Section 9: The Contents Page............................................................................................ 24 

Moving Objects to a Different Workflow Status.................................................... 24 
 



 - 1 - 
eduCommons: A Guide to Getting Started 

 

Section 1: Logging In 

 
To log into the eduCommons, click on “login,” which is found on the right-hand side of the 
page. 
 

  
Figures 1-1 and 1-2 
 
You’ll be taken to a different page.  If you haven’t registered on eduCommons, click 
“registration form.”  If you’ve forgotten your password, click “click here to retrieve it.” 
 

Figure 1-3 
 
If you know the login name and password, enter them into their respective fields and click 
“Login.” 
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Section 2: Adding a Department 

 
To add a department, click “Add Item” on the right-hand side of the page. 
 

  
Figures 2-1 and 2-2 
 
Then click “Department” and a new window will appear. 
 

 
Figure 2-3 
 
A title for each department is required.  You can enter a short description for the 
department, but it is not required. Once you are done entering the information, scroll down 
and click “Save” at the bottom of the screen. 
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Figure 3-3 
 
Once you’ve saved, you’ll see the department home page.  Notice the generic template text 
at the center of the screen.  This can be changed by going to the “edit” tab. 
 

 
Figure 3-4 
 
Scroll down in the HTML field until you see the following: 
 
<td id="aboutDeptInfo"> 
          <h3>Department Name</h3> 
          <p id="deptMetadata">Institution Name</p> 
          <p>ABOUT THE DEPARTMENT</p> 
          <p> 
            <a href="#">Link to Department</a>...Tu es Petrus, et super hanc petram aedificabo 
Ecclesiam meam,  
            et portae inferi non praevalebunt adversum eam. Et tibi dabo claves regni coelorum.  
          </p>        
        </td> 
 
You will want to change the template text to the department’s unique information.  For 
example: 
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<td id="aboutDeptInfo"> 
          <h3>THIS IS A DEPARTMENT</h3> 
          <p id="deptMetadata">Utah State University</p> 
          <p>ABOUT THE DEPARTMENT</p> 
          <p> 
            <a href="http://english.usu.edu">Link to Department</a> This department started in 1878 in 
the back of a barn…  
          </p>        
        </td> 
 
 
Click “Save” once you have completed the changes.  The page should now look something 
like this: 
 

 
Figure 3-5 
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Section 3: Adding a Course 
 

  
Figures 3-1 and 3-2 
 
Go to the department home page.  Click “Add Item” and then click “Course.” 
 

 
Figure 3-3 
 
Enter the course title and a short description. 
 
You’ll want to edit the template text, so that the description is customized to the course.  
Find the following HTML: 
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<td id="aboutInfo"> 
          <h3>COURSE TITLE</h3> 
          <p><strong>Professor X, Ph.D.</strong></p> 
          <p>Department Name<br /> 
             Institution Name</p> 
          <p><strong>Course Structure:</strong> Hour long classes - four times a week</p> 
                <!-- For Course Structure: Follow Editorial Guidelines, (UPDATE) such as "hour long 
classes - twice weekly" or "2 hour seminar  
                once weekly and 1 hour lab once weekly" --> 
        </td> 
 
Replace the template with your courses custom information. For example: 
 
<td id="aboutInfo"> 
          <h3>This is a course</h3> 
          <p><strong>Professor David Wiley</strong></p> 
          <p>Instructional Technology Department<br /> 
             Utah State University</p> 
          <p><strong>Course Structure:</strong> Hour long classes - four times a week</p> 
                <!-- For Course Structure: Follow Editorial Guidelines, (UPDATE) such as "hour long 
classes - twice weekly" or "2 hour seminar  
                once weekly and 1 hour lab once weekly" --> 
        </td> 
 
 
Once you are done editing, scroll down and click “Save.” 
 

 
Figure 3-4 
 
The course page should now have all the changes you’ve made. 
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Section 4: Adding a Page 

 

  
Figures 4-1 and 4-2 
 
To add a page, click “Add Item” then “Page.” 
 

 
Figure 4-3 
 
Add the title and a short description about the contents page. 
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Figure 4-4 
 
There are two primary formats for a page.  By default HTML is selected, and in order to 
use hyperlinks you must use HTML.  The second format is plain text.  For example: 
 
<p>This is sample HTML.  Here is a <a href=http://www.cnn.com target=”_blank”>hyperlink</a>. 
Now you’ve seen some HTML.</p> 
 
Plain Text: 
 
This is sample plain text.  It’s easy to read, but doesn’t have any fun hyperlinks.  Which one you 
use will depend on your needs. 
 
Once you are done adding plain text or HTML to a page, scroll down and click “Save.” 
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Sample page: 
 

 
Figure 4-5 
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Section 5: Uploading a ZIP File 
 

IMS Import 
 
eduCommons is able to upload a zip file exported by WebCT/Blackboard IMS packages as 
well as certain other types of IMS packages. IMS packages are ZIP files that contain all of 
the objects in the course and their corresponding metadata. You will want to use an IMS 
import when it is important to for the course to keep its metadata. IMS packages can vary 
significantly in configuration, making it impossible for eduCommons to support all of 
them.  Incompatible IMS packages do not damage eduCommons, so there is no harm in 
trying to import a package with questionable compatibility.  
 
To import an IMS package, first create a course as explained in Section 3.  The title of the 
course should match the course you are importing. 
 
Once the course has been created, click on the “Tools” tab. Then click “IMS 
Import/Export” 
 

 
Figure 5-1 
 

 
Figure 5-2 
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Figure 5-3 
 
 
Select what type of zip file you are uploading.  Then click “Choose File” and find the .zip 
file from your local drive.  Once you’ve found the file, click “Upload.” 
 

Uploading a ZIP without an IMS Manifest 
 
If you want to upload a course, and it is not important to keep the metadata or it is 
unavailable, go to the department page and click on the “Contents” tab. On the next page 
click “Import” 
 

 
Figure 5-4 
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Figure 5-5 
 
Enter in a description of the course you are importing and list any contributors to the 
course.  Place a checkmark by “Overwrite” if you want imported files to replace current 
files with the same filename. 
 

 
Figure 5-6 
 
Click “Browse and select the ZIP file from your local drive. Then click “Import.”  The file 
should now be successfully uploaded. 
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Making a ZIP Available to Students 
 
If you want to make a ZIP file available to students as part of a course, use the same 
procedure as outlined in Section 8: Uploading an Image. 
 

 
Figure 5-7 
 
It is not uncommon to find errors when importing a course.  These errors include missing 
objects, missing or mismatched names and formatting problems.  You should look over the 
entire course to make sure everything imported correctly. 
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Section 6: Adding a Link 

 
To insert a link, go to the page you want to add the link to and click “Edit.” 
 

 
Figure 6-1 
 

 
Figure 6-2 
 
Once you are on the Edit page, click “Insert Link.” You can now choose to insert an 
internal or external link. 
 

Internal Links 
 

 
Figure 6-3 
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A new window will appear. If the link is internal, meaning that it is linking to another page 
in the eduCommons course, use the “Insert Internal Link” menu.  You can use this menu to 
search by keyword, creator, and type of content.  After you have typed your search criteria, 
click “Search.” 
 

 
Figure 6-4 
 
If you found the item you are looking for, put a checkmark by it and click “Choose.”  If 
you did not find what you are looking for, click “Search Again” to go back to the search 
page. 
 

External Links 
 

 
Figure 6-5 
 
If you want to link to a page outside of the eduCommons course, use the “Insert External 
Link” menu.  First, enter a link title (this will be the text inserted into the page for the 
hyperlink). Next, enter the exact URL of the page you want to link to.  Third, place a 
checkmark if you want the link to open in a new browser window or tab. 
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Figure 6-6 
 
If the links look correct, scroll down and click “Save.” Once saved, the links should appear 
on the page.  Always check your links after placing them in the page to make sure they 
work. 
 

 
Figure 6-7 
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Section 7: Workflow Roles 
 
There are four workflow roles within eduCommons: Producer, QA, Reviewer and 
Publisher. The exact responsibilities of each role vary between institutions. The general 
workflow is as follows: 
  

 
Figure 7-1 
 
Every course has a course summary that lists how many objects a course has and what their 
workflow status is. This summary is listed on every page on the right-hand side. 
 

 
Figure 7-2 
 

Producer 
 
The Producer is the person(s) in charge of putting most of the course content into 
eduCommons. You can check how many objects are in Producer workflow status by 
clicking “InProg.” 
 

QA 
 
QA is in charge of making sure the links work and that the site conforms to certain 
standards.  At some institutions, the QA is also in charge of copyright clearance. 
 

Reviewer 
 
The Reviewer is a second person to determine the quality of a course/object.  Items in their 
workflow are marked “Rel.” Usually the Reviewer is a faculty member. 

 
Producer 

 
QA 

 
Reviewer 

 
Publisher 
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Publisher 
 
The Publisher is the final person to inspect a course/object and moves the item(s) to public 
view.   
 

Moving an Item 
 
To move an item(s) to the next part of the workflow, click state:[Current State], where 
[Current State] is either “InProgress” “QA,” “Rel” or “Pub.” 
 

  
Figures 7-3 and 7-4 
 
 

 
Figure 7-5 
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The page you clicked from will determine what items are selected to move the workflow.  
For example, if you click on a course, that course will be selected to move through the 
workflow and if you click on a page, that page will be selected to move through the course.  
When moving more than one object, make sure that all the objects are at the same 
workflow status, because they cannot be moved otherwise. Also, if all of the content in a 
course is published, but the course itself is not published, the course will not be viewable. 
A course is not visible until the department, course, and all of the content are at published 
status. 
 
Before moving objects to the next workflow status, add a comment to the publishing 
history.  These comments may include disclaimers or reasons why the item(s) are being 
moved.  By adding comments, you’ll help facilitate better communication between roles 
and a smoother, more efficient workflow. 
 
Once you are done adding comments, scroll down and click “Save.”  
 
You should see Figure 7-6 on your original page. 
 

 
Figure 7-6 

 
An alternative method for moving content through the workflow is discussed in Section 9. 
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Section 8: Adding an Image 
 

  
Figures 8-1 and 8-2 
 
To upload an image, click “Add Item” then “Image.” 
 

 
Figure 8-3 
 
Add a title for the image and a short description. Then click “Choose File” and select the 
file from your local drive. 
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Figure 8-4 
 
Once the page has been uploaded, go to the page you want to insert the image into. Click 
“Edit” and a new page will appear. 
 
 

 
Figure 8-5 
 
On the new page, click “Insert Link.” 
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Figures 8-6 and 8-7 
 

 
Figure 8-8 
 
Use the “Insert Internal Link” menu to search by content type “image” and click “Search.” 
 

 
Figure 8-9 
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Put a checkbox by the image and click “Choose.”  Then scroll down and click “Save” 
 

 
Figure 8-10 
 
 
The image should now appear on the page.  If it did not, check the HTML to make sure the 
code was not accidentally altered.  Also, check to make sure the dimensions of the image 
are appropriate to fit inside the eduCommons display. 
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Section 9: The Contents Page 

 
A helpful page you will need to know about is the “Contents” page.  To get to the 
“Contents” page, click on the “Contents” tab. 
 

 
Figure 9-1 
 
 
On this page you’ll see all the objects in the course, along with their file size, date 
modified, workflow status and copyright clearance. 
 

 
Figure 9-2 
 
 
You can also copy, cut and delete any object as well as change its workflow and copyright 
status. 
 

Moving Objects to a Different Workflow Status 
 
As mentioned in Section 7, there is a way to move objects quickly using the Contents page. 
To do this, put a checkmark by all the objects you want to move.  If you want to move all 
of the objects, put a checkmark in the top left corner.   
 
Then click “Change State.” Add your comments about the migration so the next person in 
the workflow understands why the changes were made. Again, this is important step that 
should not be skipped.  Once you have made your comments, click “Save” to move the 
objects to the next part of the workflow. 
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Figure 9-3 
 
The two buttons “Show In Navigation” and “Remove From Navigation” are used to add or 
subject objects from the left-hand navigation. 
 
 

 
Figure 9-4 
 

 
Figure 9-5 
 
 
To rearrange the order in which objects appear on the navigation menu, click the “Order” 
tab. 
 

 
Figure 9-6 
 
Each time an arrow is checked the navigation bar will automatically refresh itself to reflect 
the new changes. 


