W200 Using Computers in Education 


The Oncourse Electronic Drop Box

We’ll be using the Drop Box in Oncourse to create an electronic portfolio of your work in the course.  Please retain these instructions!  In the future, you will likely be asked to create additional “checkpoint portfolios” using the drop box, and you will want to refer to these instructions.
Think of the drop box as “post office.”  The instructor is the post master who can see the contents of each student’s mail box (drop box).  However, when a student enters the post office (drop box), he or she can only see/access his or her own mail (work).

You have a separate drop box for each course in which you are enrolled.  To access your drop box for a specific course, log in to Oncourse and access the course.  In the left-side navigation bar, click Drop Box.
Many of the processes here are the same for your Resources folder . . . 

Adding a new folder:
By default, your Drop Box has one folder in it containing your name. 
To add one subfolder to the existing folder:

1. Point to the Add menu on the same line as the existing folder and click Create Folders.  
2. Type the name of the new folder in the Folder Name box.  
3. Click Show details for this item.  Add a description of the contents of this folder.  Leave the selections for Availability and Access at their default settings.  
4. Scroll to the bottom of the page and click Create Folders Now.
To add multiple subfolders to the existing folder: 

1. Point to the Add menu on the same line as the existing folder and click Create Folders.  
2. Type the name of the new folder in the Folder Name box.  
3. Click Show details for this item.  Add a description of the contents of this folder.  Leave the selections for Availability and Access at their default settings.  
4. Click Add Another Folder.  This gives you an additional Folder Name box, and you can begin the process again as in steps 2-3.  For each additional folder, continue clicking Add Another Folder.  
5. When you’ve created all the folders you need, scroll to the bottom of the page and click Create Folders Now.
If you would like to remove a folder from the list of folders to add, click the red X.

Adding Drop Box items:
Point to the Add menu next to the folder in which you want to create the item, and choose one of the following:

A. File upload
To upload an existing document or other file from your computer, follow these steps:
1. From the Add menu, select Upload Files. 
2. For each item, click Browse, select a file to upload, and then click Open. 
Note: Filenames cannot include the following: /  \  ?  *  “  :  <  >  #  ? 
3. Type a title for the item in the Display Name  box. (If you don't add a title, the filename will be used for the title).
4. Click Add details for this item.  Type a description of the contents of the file.
5. For W200, you need not ever send an email notification . . . however, you may be asked to do so by others in the future.  
6. Scroll to the bottom of the screen and click Upload Files Now. 
To upload more than one file, click Add Another File. 

You can add any number of files at once, as long as the total file size does not exceed 200MB.

Note: To remove a file from the list of files to add, click the red X next to it.

B. URL (link to web site)
To specify a URL to a web site that will be the Drop Box item, follow these steps:

1. From the Add menu, select Add Web Links (URLs). 
2. For each item, type the URL in the box. (You may omit the http:// prefix.)
3. Add a title for your URL link in the Website Name box. (If you don't add a title, the URL will be used as the title of the item.) 
4. Click Add details for this item.  Type a description of the link.
5. Scroll to the bottom of the screen and click Add Web Links Now.

To add another URL, click Add Another Web Link. 

Note: To remove a URL from the list of URLs to add, click the red X next to it.

C. HTML page: 
To create and display an HTML document, follow these steps:

1. From the Add menu, select Create HTML Page. 

2. Enter the content of your page.  (There is a lot of functionality for formatting using the options available in the toolbars of the editor.)

3. Click Continue. 

4. Enter a title for the page and a description in the appropriate boxes. 

5. Choose your page's copyright status, add copyright information, and choose whether or not to display a copyright alert. (See copyright note at the end of this document.)
6. Click Finish to add your HTML page to Drop Box. 

D. Text document

To create and display a plain text document, follow these steps:

1. From the Add menu, select Create Text Document. 
2. Type the content of your text document.  (There is no formatting capability with text documents.)

3. Click Continue.

4. Enter a title and description in the appropriate boxes.

5. Choose your text document's copyright status, add copyright information, and choose whether or not to display a copyright alert. (See copyright note at the end of this document.)

6. Click Finish to add your text document to Drop Box. 

E. Form items – This document does not cover Forms . . .  

Editing a Drop Box item
To edit the name, description, or copyright status, mouse over Actions, and then click Revise Details. Make your changes, and then click Update to save them.

To update the content of an item, mouse over Actions, and then click Revise Content. Make your changes, and then click Update.

Deleting a Drop Box item

To delete an item from Drop Box, follow these steps:

To remove one item at a time, mouse over Actions, and then click Remove. 
To remove several items at a time, mark their corresponding checkboxes, and then, above the list of items, click Remove. 

To confirm that you want to remove the item(s) listed, click Remove. Or, to cancel, click Cancel. 

Note: You can't delete a folder that contains an item. You must remove (i.e., move or delete) its contents first before deleting a folder.
Reordering Items in your Drop Box or Within a Drop Box Folder

To change the order in which items appear in your drop box or within a folder in your drop box, follow these steps:

1. Point to the Actions menu and click Reorder.
2. Use the up- and down-pointing triangles to move items up or down within the list.
3. Scroll to the bottom and click Save when you are finished.
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