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Section 1: Logging In

To log into the eduCommons, click on “login,” whihfound on the right-hand side of the

page.
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courses  help  aboutoow  feedback:

Avallable Departments

Ogden-Weber Applied
Technology College

World Education

eduCommons

eduCommons is a free and open educational resource for faculty,
students, and self-leamers throughout the world.

We hope you find eduCommens valuable whether you're a student
looking for some exira help, a faculty member trying to prepare a
new course, or just interested in leaming more about a topic that
interests you.

eduCommons does not grant credits or degrees, and does not
provide access to faculty. eduCommens gives you open access to
the materials used in a variety of courses.

1=

advanced

Welcome to eduCommons OpenCourseWare

Welcome!

If youire wondering where to
start, try the list of departments
on the left of this page, or go to
the full list of courses. We've
also provided answers to
several questions about USU
OpenCourseWare in our
Erequently Asked Questions.

Once youve had a chance to
look around, we would love to

hear your feedback.

Testimonial Author

Testimonial Author | Testimonial Author

<Ir i

[

Figures 1-1 and 1-2

You'll be taken to a different page. If you haver@gistered on eduCommons, click
“registration form.” If you've forgotten your passrd, click “click here to retrieve it.”

legin joim
home

Please log in
To access this part of the site, you need to log in with your user name and password.

If you do not have an account here, head over to the registration form. <@l Link to Register
If you hawve forgotten your password, click here to retrieve it. # Password Reset

Login Name
Login names are case sensitive, make sure the caps lock key is not enabled.

Password
Case sensitive, make sure caps lock is not enabled.

(_Loagin )

Please log out or exit your browser when you're done,

Figure 1-3

If you know the login name and password, enter tirgmtheir respective fields and click
“Login.”
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Section 2: Adding a Department

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

(SHals) http://pilot.educommons.usu.edu/ projects/
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david1: (ga, publisher, viewer, producer) preferences undo  logout

Avallable Departments

[contents | [edit ]

English

Ogden-Weber Applied
Technology College

USU Mathematics
World Education

eduCommons

eduCommons is a free and open educational resource for faculty,
students, and self-leamers throughout the world

We hope you find eduCommons valuable whether you're a student
looking for some extra help, a faculty member trying to prepare a
new course, or just interested in learning more about a topic that

state; fble 2dd flem

Qe
() fokder

Welcome to eduCommons OpenCourseWare; ..

3 ink

3 page

Welcome!

If you're wondering where to
start, try the list of departments
on the left of this page, or go to
the full list of courses. We've
also provided answers to
several questions about USU

S

te: vizible | add item

interests you. OpenCourseWare in our

eduCommons does not grant credits or degrees, and does not Erequently Asked Questions.
provide access to faculty. eduCommons gives you open access to

the materials used in a variety of courses.

[y falder
[ image
o link

0 page

Once you've had a chance to e
look around, we would love to
hear your feedback.

I

Go to *hittp:/  pilot. educommons.usu.edu/ projects) createObject’type_name=ECDepartment”

Figures 2-1 and 2-2

EN

Then click “Department” and a new window will appea

Edit Department

An eduCommons department.

Title = (Required)

Description
A short summary of the content

Figure 2-3

A title for each department is required. You cateea short description for the
department, but it is not required. Once you amgedentering the information, scroll down
and click “Save” at the bottom of the screen.
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home » this is a department

contents

state: Inprogress add [tem

) Changes saved.
This is a department =RERcd=]L1

DEPARTMENT
NAME
Institution Name

Ll F | BN ABOUT THE DEPARTMENT

. es Petrus, et super hanc
petram aedificabo
Ecclesiam meam, et
portae inferi non
praevalebunt adversum
eam. Et tibi dabo claves
regni coelorum.

Image courtesy of eduCommons (275px x 275px)

Currently there are no items available to display.

Copyright 2007, by the Contributing Authors. Clte/attribute Resource. This work Is licensed

under a Creative Commons License.

Figure 3-3

Once you've saved, you'll see the department hoage p Notice the generic template text
at the center of the screen. This can be changedibg to the “edit” tab.

hame » this i artment

[cortents | [edit] | metadata] | [

A thanges saved.

This is a department
Figure 3-4

Scroll down in the HTML field until you see the l@king:

<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 thpatément'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 chandgds page should now look something
like this:

) Changes saved.

This is a department =N 1Ll

THIS IS A
DEPARTMENT
Utah State University

ABOUT THE DEPARTMENT

@@@C( )M MONS Link to Department This

department started in a
barn.

Image courtesy of eduCommeons (275px x 275px)

Currently there are no items available to display.

Figure 3-5

-4 -
eduCommons: A Guide to Getting Started



Section 3: Adding a Course

This Is a department — eduCommons

courses help about ocw feedback

Avallable Departments
English

Ogden-Weber Applied
Technology College.

USU Mathematics
World Education
THISIS A

DEPARTMENT
Utah State University

"B
8| ABOUT THE DEPARTMENT
*|  Link to Department This

department started in a
n

. Inprogress acdd tem |

Fig

res 3-1 and 3-2

Go to the department home page. Click “Add Itemd ghen click “Course.”

home # this is a department ®» new course

Edit Course =SB &

An eduCommons course.

Title = (Required)

This is a course

Description
A short summary of the content

This is a really hard course.

Figure 3-3
Enter the course title and a short description.

You'll want to edit the template text, so that thescription 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 customnmdion. 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 clicav&”

home  this is a department » this is a course

‘mmmmmﬁ

state: inprogress_add Item

'} Changes saved.

CRS 1010 - This is a course, Spring o @& |
2007

This is a course
Professor David Wiley

Department Name
Institution Name

@BUCIIMMONS | oos s

times a week

Imiage courtesy of eduCommans (275px X 275px)

Course Description

Put any additional information about the course not in the right hand side of
the box here.

Figure 3-4

The course page should now have all the changeégeymade.
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Section 4: Adding a Page

This is & course — eduCammans

Apple (37) v Amaom clay Vahos! News (881

JC()MMONS -

belp

CRS 1010 - This is a course, Spring =
2007

@DUCIIMMONS | S, fogress add item |
Py s
[ file
= [Ty folder
[ image
pa
To add a page, click “Add Item” then “Page.”
Edit Page o @&

An eduCommons page.
Title = (Required)

This is a page

Description
A short summary of the content

This is a really short page,|

Figure 4-3

Add the title and a short description about theteots page.
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B covigl: (e, publisher, viewer, poguoer]  prefenencet ungo ogeuk
ant ® this Is 8 course » new page

home = this s a departm

Edit Page snsl
AN SOuCOM s DIgE

Tithe u {Ricuined)

This is a page

Description
A ghart summary of the ceetent

This is & really short page.

Plain Text
Stretuned Text
FeStretuied Texl

-n:n:_

HTHL

Entar HTHL &0 be displayed for this object

Fo W, PP —— “iman Ldueat Fg

Figure 4-4

There are two primary formats for a page. By defidiiML is selected, and in order to
use hyperlinks you must use HTML. The second foisplain 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 ggyacroll down and click “Save.”
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Sample page:

This is a page — eduCommons ————

News (88) v

eBay Yahoo!

~ educommons -staging  Apple (37)¥  Amazon

CBUC )MIviONS =

advanced

courses help about ocw feedback
2 davidl: (ga, publisher, viewer, producer) preferences undo logout

Course Contents home # this is a department » this is a course » this is a page
Course Summa
This Is a course Home InProg: _
state: Inprogress add Item | 9
o [ ]
D changes saved. Rel: [ ]
Pub: [ ]

Total Objects:

= O o o e

This is a page

This is plain text.

2007, by th

ting Authors. Cite/attribute Resource.
nder a Creatlve Commons License.

Terms of Use ::

Privacy Policy

Figure 4-5
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Section 5: Uploading a ZIP File

IMS Import

eduCommons is able to upload a zip file exportedMappCT/Blackboard IMS packages as
well as certain other types of IMS packages. IM&pges are ZIP files that contain all of
the objects in the course and their correspondietadata. You will want to use an IMS
import when it is important to for the course t®gets metadata. IMS packages can vary
significantly in configuration, making it imposséfor eduCommons to support all of
them. Incompatible IMS packages do not damage eohuxdns, so there is no harm in
trying to import a package with questionable corntyléy .

To import an IMS package, first create a coursexgdained in Section 3. The title of the
course should match the course you are importing.

Once the course has been created, click on thelST@b. Then click “IMS
Import/Export”

home # this is a department » asdff;]

[ contents | [ edit]| [ metadata |

.} Changes saved. \--“/

Figure 5-1

state: inprogress add [tem

home » this is a department » asdff;ja

[ contents | [edit]| [ metadata ] [order]| | | [wiew]

state: Inprogress add item

] Course Tools

4« Up one |level

HTML Validation
This toglualldate

our HTML markup to ensure that It adheres to XHTML standards.

IMS Import/Export

Import and Export objectgflusing IMS standards.

Figure 5-2
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e0on asdff;ja — eduCommaons =
Z[E] 6h{tp',';p\lol‘edu(ummnns.usu.edufpmje(ts,’th\s—lsfa—departmen!fa;dfffjaflMS\m@ a(Qr Google b

~ educommens -staging Apple (37)v Amazon eBay Yahoo! MNews (95)v
AR AR

ST
g ¥ — o )
E©PUC()MMONS
courses help about oew feedback
2 davidl: (ga, publisher, viewer, producer)  preferences undo  logout
Course Contents home = this is a department » asdff;ja
|_Course Summary __|
[contents | [edit| [ metadata | [order | [tools] merog:[__ ] o
state: inprogress add item i
QA: o

Import IMS Content Package ]
select the IMS Content Package .zip file with the 'Browse' butten, and press Pub: o
‘Upload" Total Objects: 0

Package Type

The type of IMS package.

@ Default

() WebCT CE 6.0 (experimental}

() Blackboard 6.1/7.0 (experimental)

Zip File = (Required)

Select the ZIP archive file to be uploaded by clicking the 'Browse' button.

(Choose File ] no file selected

(_upload )
Export IMS Content Package
You can export the course as an IMS content package in order to transfer it
to a different eduCommons installation or other IMS compliant systems. L

Export Filename (zipfile) = (Required)
The name of the file downloaded to your local machine.

asdff;ja.zip

(CExpon)

I;.«»(

Figure 5-3

Select what type of zip file you are uploading.efittlick “Choose File” and find the .zip
file from your local drive. Once you've found thike, click “Upload.”

Uploading a ZIP without an IMS Manifest

If you want to upload a course, and it is not int@ot to keep the metadata or it is
unavailable, go to the department page and clictheriContents” tab. On the next page
click “Import”

2 davidl: {ga, publisher, viewer, pro
ome * thisys a department » 2010

[kcit] [ metadata | [order

state: inprogress add item |

Mm - 2010, Fall 2007 S E e

Figure 5-4
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Figure 5-5

Enter in a description of the course you are impgrand list any contributors to the
course. Place a checkmark by “Overwrite” if younvanported files to replace current
files with the same filename.

Figure 5-6

Click “Browse and select the ZIP file from your &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 studeas part of a course, use the same
procedure as outlined in Section 8: Uploading aagen

Figure 5-7

It is not uncommon to find errors when importingaaurse. These errors include missing
objects, missing or mismatched names and formaptiaglems. You should look over the
entire course to make sure everything importedectis.
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Section 6: Adding a Link

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

Figure 6-1

Figure 6-2

Once you are on the Edit page, click “Insert LinKdu can now choose to insert an
internal or external link.

Internal Links

Figure 6-3

-14 -
eduCommons: A Guide to Getting Started



A new window will appear. If the link is internaheaning that it is linking to another page
in the eduCommons course, use the “Insert Intdrim&’ menu. You can use this menu to
search by keyword, creator, and type of conterfterAou have typed your search criteria,
click “Search.”

Figure 6-4
If you found the item you are looking for, put eeckmark by it and click “Choose.” If

you did not find what you are looking for, clické&rch Again” to go back to the search
page.

External Links

Figure 6-5

If you want to link to a page outside of the edu@uons course, use the “Insert External
Link” menu. First, enter a link title (this willdthe text inserted into the page for the
hyperlink). Next, enter the exact URL of the page yant to link to. Third, place a
checkmark if you want the link to open in a newwsser window or tab.
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Figure 6-6

If the links look correct, scroll down and click&d®e.” Once saved, the links should appear
on the page. Always check your links after pladimgm 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 eduCommonsodrrcer, QA, Reviewer and
Publisher. The exact responsibilities of each valgy between institutions. The general
workflow is as follows:

Publisher

A 4

A 4

Reviewer

4

Producer

QA

Figure 7-1

Every course has a course summary that lists howy mljects a course has and what their
workflow status is. This summary is listed on eveage on the right-hand side.

Figure 7-2

Producer

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

QA

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

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

-17 -
eduCommons: A Guide to Getting Started



Publisher

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

Moving an ltem

To move an item(s) to the next part of the workflalick state:[Current State], where
[Current State] is either “InProgress” “QA,” “Retit “Pub.”

Figures 7-3 and 7-4

Figure 7-5
-18 -
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The page you clicked from will determine what iteans selected to move the workflow.
For example, if you click on a course, that cowdEbe selected to move through the
workflow and if you click on a page, that page Wi selected to move through the course.
When moving more than one object, make sure th#étebbjects are at the same
workflow status, because they cannot be moved wiker Also, if all of the content in a
course is published, but the course itself is ndilished, the course will not be viewable.

A course is not visible until the department, ceuend all of the content are at published
status.

Before moving objects to the next workflow statadd a comment to the publishing
history. These comments may include disclaimergasons why the item(s) are being
moved. By adding comments, you’ll help facilittetter communication between roles
and a smoother, more efficient workflow.

Once you are done adding comments, scroll dowrcheki“Save.”

You should see Figure 7-6 on your original page.

Figure 7-6

An alternative method for moving content througé 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 descriptibimen 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 pageayduo 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 bytemt type “image” and click “Search.”

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

Figure 8-10

The image should now appear on the page. If indigicheck the HTML to make sure the
code was not accidentally altered. Also, cheakédke sure the dimensions of the image
are appropriate to fit inside the eduCommons dyspla
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Section 9: The Contents Page

A helpful page you will need to know about is tl@&'htents” 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 seyalong with their file size, date
modified, workflow status and copyright clearance.

Figure 9-2

You can also copy, cut and delete any object asasathange its workflow and copyright
status.

Moving Objects to a Different Workflow Status

As mentioned in Section 7, there is a way to mdsjeais quickly using the Contents page.
To do this, put a checkmark by all the objects yant to move. If you want to move all
of the objects, put a checkmark in the top lefnheor

Then click “Change State.” Add your comments altbatmigration so the next person in
the workflow understands why the changes were magiain, this is important step that
should not be skipped. Once you have made younmmts, 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 “RemoveifrNavigation” 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 appeahemavigation menu, click the “Order”
tab.

Figure 9-6

Each time an arrow is checked the navigation brawtomatically refresh itself to reflect
the new changes.
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