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Content Management Basics
Creating Folders

A folder is generally created for each unit, week, or chapter. Lessons
1. Click on the Lessons Tab in your course in ANGLE. [ cesons F——1
Create an Item
2. From the Lessons areq, click the Add Content link. . ]
L foldm )
Fold Create a new folder to c
3. Click the Folder link. R S—_

4. Enter a title and a subtitle (if necessary) for the folder.

5.In order to set access restrictions by date, the JNE‘;\
advanced setting must be visible. To view the et Leme
advanced settings, click the Advanced button.

Folder ” -
ol @ advaneed <———— Advance

Cc—ntent|ﬁ.ccess Standards | Objectives

Page Settings

6. Then, click the Access tab. Date and time restrictions are available.
7. When folder settings have been adjusted as necessary, click the Save button

8. To add content to the folder, simply access the folder and click the Add Content link.
TIPS:
1) Rather then put instructions in document; give instructions for a folder by typing them into the
page text for the folder. This saves a level of clicking.

2) For greatest clarity, add folders within folders. However, it is most user friendly to limit layers to only
those which are essential or add structural clarity.

Moving a File into a Folder

1. Click on the Utilities sub-menu link for the file you wish to move.
2. Choose the Move ltem link.

3. Click on the folder in which you want to place the file. The item will now be available from
within the selected folder.
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Rearranging ltems within Folders

1. Select “rearrange” in the choices right under the title.
2. Drag items to desired position.

3. Click “Save.”

Making your Documents Web-Ready

In the traditional face-to-face classroom, a standard delivery format exists — paper. In an online
environment, instructors are faced with the challenge of presenting their classroom materials in
formats that are universally accessible, regardless of computer operating system.

A majority of the documents shared with your online students will most likely be in one of the following
formats:

e Text (i.e. Microsoft Word)

e Presentations (i.e. Microsoft PowerPoint)
e Graphics (i.e. photographs, charts)

e Audio

e Video

It is important to recognize that it is not good practice to upload files to ANGEL without considering
their format. For example, a Microsoft Word file uploaded to the Internet is absolutely useless for
students who do not have Microsoft Word installed on their computers — they simply will not be able
to open the file. The same situation applies for PowerPoint files. Large graphics and audio/video files
are also not accessible to those students who have slow internet connections. It is important to
convert all files into accessible formats before uploading them to the internet.

Converting files into accessible formats will ensure that all of the students, regardless of the
computers they are using, will have access to all of the course materials. This packet will offer
suggested “accessible” file types for each document format and infroduce the conversion process.
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Easiest Methods for Instructors and Students

The most direct method for making your Word or Excel documents viewable within ANGEL is to
copy/paste the content to an ANGLE page. Choose “Add Content, * choose “New Page,” and
copy/paste content to a page within ANGEL.

For simple Power Points (no embedded animation or video), the easiest approach is to save the PPT
file as a PDF. This will automatically open ANGEL as long as the student has Acrobat Reader installed.
Directions follow on the next page.

“Accessible!: files can also be generated by converting your files to other formats.

e HTML (hypertext markup language) files

e PDF (portable document format) files

e JPG or GIFimages

¢ QuickTime audio and video files

Note: Any file uploaded will require down loading for each viewing. This adds extra clicks and extra
time. That's why it is preferable to use the “easiest methods” listed above.

TIP: One Critical download is Adobe Acrobat Reader. Have students acquire this from Adobe.com
before the start of the semester.

Creating PDF Files

If a text document has complex formatting, or relies on tabs or on specific fonts, consider exporting
the file to PDF format.

Saving Word Files to PDF

To convert a Microsoft Word document to PDF, in Word with | ses

the document open, click on the Office Button, then choose [ Save a copy of the document
H o Word Document
Save As. Then choose PDF. When prompted to save the file, R u.j e detaul e
choose a file name that DOES NOT include spaces. Choose 7 Qe farmat.
. . . i Word Template
a |OCGTIOH 1'0 save fhe f||e, Ond C“Ck SO\/e. H Save b Save the document as a template that can
] - be used to format future documents.

——| Word 87-2003 Document
H Save As | @

Save a copy of the document that is fully
compatible with Waord 97-2003.

PDF or XPS m—— PDF or XPS
:"EIH N = Publish a copy of the document as a PDF ar
XPS file,
wh .>
o Prepare F _“_l Other Formats

1 Open the Save As dialog box to select from

all possible file types.

‘a1 O0Saaro0t Sé Ay (KA&A AyadlyOS YSiya GKEG FTAfSE 2F (ke
browser, or connection speed. Some file types may require free downloadable plug-ins or viewers.
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Saving Power Point to PDF and Creating Notes Pages

To convert a Microsoft Power Point presentation to PDF, click on the Office Button then choose Save
As. Then choose PDF. When prompted to save the file, choose a file name that DOES NOT include
spaces. Choose a location for the saved the file and click Save.

Save a copy of the document

L »

l'l_"' PowerPoint Presentation
~ Save the presentation in the default file |
7 Open farmat,

PowerPoint Show

H Save Save as a presentation that always opens in i
- Slide Show view,

=] i @ PowerPoint 37-2003 Presentation
H == Save a copy of the presentation that is fully

compatible with PowerPoint 97-2003,

2 PDF or XPS -
Print 4 . . -

E = Publizsh a copy of the presentation as a PDF el
or XPs file,

ji Prepare b |r! Other Formats

Cpen the Save As dialog box to select from
.ad' Send *

PDF or XPS

all paossible file types,

To create notes pages, choose Handout from the Print what: menu and choose 3 Slides Per Page.
Then, click the OK button.

TIP: To save paper and ink, encourage students
to print notes pages, instead of slide view pages.

Print @El

3y
Printer
L
oy | D= 52 \ippiif10,5,1,1214H048-4050-1 v
Sl Il ) Find Printer...
Tvpe: HF Laserlet 4050 Series PCL Se
I where: ippef10.5.1.121 {fippfHO48-4050- 1
Comment: [ print to file
Print range Copies
@ all () Currert slide Mumber of copies:
1 ~
() slides: 11
Enter slide numbers and/or slide ranges. For example,
1,3,5-12
Collate
Print what: Handouks
= M [Handouts ™ | oa . [am - —
Handouts — Handouts - Sides per page: |51 |» =
Colorfgrayscale: = E
Colar w L=

[ 5cale ta fit paper
Frame slides [THigh quality

o (o
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Uploading PDF Files

e

2. From the Lessons areq, click the Add Content link.

Add Lessons
Content Add Content Rearrange Reports Utilities Pret
) Chapter 1 Assignments
Lessons ol
Add Content
Create an Item
") Folder Page . o 1
—] Create a new folder to organize your content. Ij Create a new page of content from scratch. 3 ClICk The Flle ||n|(.
Link @ Quiz
Create 3 URL to link to a document on the World Create 3 new quiz, practice test or exam.
Wide Web.
_ File
.| Survey File
Create a new form or online survey. Upload Zip, Word, Excel, graphic files and more

from your computer.

|Resoun:es Communicate Report Automate

4.In the Upload a File areaq, click the Browse button. Navigate to
the file desired and double click on it.

Upload a File

Upload Form
Instructions: Click "Browse" to locate the file then cli

File to Upload

File Type

|[ Browse... |

Browse

5. Enter a title for the file (which will appear to students as the name of the link to the file) and
then click the Upload File button.

6. A screen will appear confirming that the upload was successful. Click OK. The content is now
available on ANGEL. ]

Upload Results

File Upload Successful

OK

MCC Copyright Statement: The materials on this com
the use of students enrolled in this course for purpos
C
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Text Documents

Most of text documents will be created in Microsoft Word (and will have a file extension of .doc or
.docx depending which version of Microsoft Word was used). It is also possible that text files will be in
rich text format (file extension .rtf) or text-only format (file extension .txt) If the text cannot be moved
to an ANGEL page, there are other acceptable ways to display these files.

HTML Files

If the text document has relatively standard formatting, uses tables instead of tabs (to set up columns

or special alignments) and does not rely on fonts to display .E‘E'\a H9-0&0Q -+ Ange
important information, HTML is an appropriate delivery
f 1‘ j New Save a copy of the document
ormar. a ET Word Document
~ = Save the document in the default file
TIP: Be sure to save the document as a Word file first, and & e format.
. . . W Word Template
then save a web-friendly copy! This will allow changes to H — R e e e ey
. . - be used to format future documents.
the file in the future. Word 87-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

H Save As |k
1. To convert a Microsoft Word document to HTML
H " . . FPrint 3
format, simply choose “Save As” by clicking on the g e
Office Button, then click Other Formats. | ., ?ﬁ Propere Other Formats
Open the Save As dialog box to select from

Formats all possible file types.

| |
_@ Send 4 Save As Other Formats

PDF or XPS

Publish a copy of the document as a POF or
XPS file,

il e

2.Select “Web

Save in: | —_| My Documents vl @ -0 X o EE-
H 1
quer Flliered o Trusted tf My Music
. Templates B8 My Pickures
as the file type. \ My Recert | [Ty Yideo
Documents @Unit 1
@ Desktop [Ziunit 2
Uit 3
iy My ;
= Diocuments (Dunic 3
" I2Unit 9
y )
d Computer @Un?t 1o
.':g Ty Metwork Dy 11
Places
File name:
Web Page i 0 |Angel Cantent,hkm "|
Filtered — Lvpet "."'."Etl Pane, Filkered (%, htmn: *, htrml)
(o ) (o
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3. Enter a name for your file, but be sure NOT to include spaces in the file name.

4. Click the Save button.

5. Click Yes if a formatting warning message appears. After saving the file as an HTML
document, check the formatting. It is likely that some minor formatting changes have
occurred. If major or problematic changes have occurred, consider exporting to PDF format
instead.

To upload, find on the hard drive the web page version of the document. If the document
did not include images or complex formatting, Word may have simply created a single web
file. If the document did contain images or complex formatting, Word automatically created
a folder in addition to the web page.

Uploading a Single Web Page File

If the Word document did not contain images or complex formatting, Word created a single web

page file that needs to be uploaded to ANGEL.

1. Click on the Lessons tab in your course in ANGEL.

Lessons

Add Content Rearrange Reports Utilities Pret

2. From the Lessons areq, click the Add Content link. | add content

1:; | Chapter 1 Assignments

Lessons
Add Content . o .
e 3. Click the File link.
Create an Item
;] Folder Q Page
Create 3 new folder to DI'gEHiEE your content. Create 3 new page of content from scratch.
Q Link u(j Quiz
Create 3 URL to link to a document on the World Create 3 new quiz, practice test or exam.
Wide Web.

‘ﬂ Survey File File
Create a new form or online survey. Upload Zip, Word, Excel, graphic files and more

from your COMmpuUter.
4.In the Upload a File areaq, click the Browse button. Navigate

to the file and double-click on it. =
M Upload a File

Upload Form

Instructions: Click "Browse" to locate the file then cli

File to Upload

Browse - T — |(Browse__J
Title

| |
File Type
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5. Enter a title for the file (which will appear to students as the name of the link to the file) and

then click the Upload File button.

6. A screen will appear confirming the upload was

successful. Click OK. The content is now available on

ANGEL.

Click OK

Uploading a Complex Web Page

Upload Results

File Upload Successful

:>

MCC Copyright Statement: The materials on this cow
the use of students enrolled in this course for purpos

C

If theWord document did contain images or complex formatting, Word created a single web page

file in addition to a directory that needs to be uploaded to ANGEL.

1. Click on the Lessons tab.

2. From the Lessons areq, click the Add Content link.

3. Click the File link.

Add Content

Lessons

Add Content

Create an Item

Rmrcm Communicate Report

————— —

Lessons

Add Content Rearrange Reports Utilities Pret

EI\ | Chapter 1 Assignments

4 | Folder Ij Page
Create a new folder to organize your content. Create a new page of content from scratch.
Q Link Jj Quiz
Create a URL to link to a document on the World Create a new quiz, practice test or exam.
Wide Web.
‘J Survey File : File
Create a new form or online survey. Upload Zip, Word, Excel, graphic fies and more e —
from your computer.
Upload a File
Upload Form

4. In the Upload a File area, click the Drag-n-Drop button. Let the
page load - if a warning message appears, click the Run

button.

Drag-n-Drop

Instructions: Click "Browse" to locate the file then
content.

File to Upload

| | Browse...
Title
File Type

| ‘ 5] [ Dragn-Drop ][Cancel]
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5. Press the Enter key on the keyboard to activate the Drag-n- Drop control.

6. Then, adjust the ANGLE window so that the My Computer icon is visible. Open My computer
and navigate to the web page file and folder.

7. Select the Web page file and folder. Drag-n-Drop the file and folder on to the ANGEL

window.
v Drag-n-Drop files
] Drag and Drop
:l Instructions: Drag the files and folders you want to upload to the ares b en you are finished
Drag_n_DrOp advanced search uploading, dlick the "OK" button or select the default file from the drag-n-dro oy,
Files Here ' | Drag and Drap Files Here

File Edit Yiew Fawvorites Tools  Help

eBack B \_/J l-ﬁ /:\J Search - Folders v

Open My Computer ame REEINE
) |C=)07-08 Freshman File: Folder
and select files to . [C2My Documents File Folder
J Make a new Folder )
drag and drop - C [IPhoto 2 File: Folder
@ E\Eggsh this Falder to the ) SUBwAY File Folder
E20088CCESS-HHS. s 87 KB Microsoft Office Exc...
@._]2009 Juniors sorted by Englis. .. S09KE  Microsaoft Office Exc...
Other Places @_]2009 Juniors.xls 21 KB Microsaoft Office Exc...
E._]nbc boak. doc 24 KB Microsoft OFfice Wa...
i3 My Computer &) access2006,hehs  xls 62 KB Microsoft Office Exc...
() My Documents Eaccessz007.hehs . xls ZI3KE  Microsoft Office Exc...
[C3) Shared Dacuments @_]nccess Trend Data. xls 554 KB Microsaoft Office Exc...
‘:g My Network Places EI_]ACT English Strategies.doc 31KE Microsoft COFfice Wo...
Eact students 2007.:ds 21KE Microsoft Office Exc...
IE_]ACT_Brochure_l.doc 271 KB  Microsaoft Office Wo...
ik ai

% B all ESL Math students by level... 27 KB Microsaft Office Exc...
(_.; McHenry County C... ﬂ; A 0101 - SPRI... g #Angel Conkent.docx. ..

8. A message will appear when the pa—
files successfully upload. &8 Drag-n-Drop files

Drag and Crop

Instructions: Drag the files and folders you want to upload to the are:
Upload uploading, click the "0K" button or select the default file from the drag-n
———
Successful Upload Successful for 1 file(s)
| ACM 120,doc
| sutobiographical Colage.doc

9. Click OK button.

B Select Default File

10. A new screen will appear prompting entry of a title for | Dragand Drop
the web page as well as a selection of the default file . Title
Enter a title for the page and ensure that the web page ||/ We e
file (the file alone in the storage rather than in a sub- Default File
folder) is the default file. Click OK. [ oM 120oc v

Your Web Page is now available on ANGEL.
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PowerPoint Presentations

11

Saving a PowerPoint presentation as a web page is preferable to a PDF version if the PowerPoint uses

animation.

Saving PowerPoint as HTML

1. With the PowerPoint open,
click on the Office Button
and select Save As. Then
select Other formats.

2. Choose the location for the
saved exported web page,
name the file (be sure not
to include spaces in the file
name), select Web Page,
and click Save.

Web Page

J—J Iy Documents

|[2) Camtasia Studio
|5 Cyberlink

My Data Sources
d My Music

lﬁ My Pictures
IC2)My Received Files
[CIMyTIDaka

File name: Presentation]. ppk

Save a5 BYDE! | powerPaint Presentation (*,pptx)

vl @

PowerPoint Add-In {*.ppam)
PawerPoint 97-2003 Add-In (*.ppa)
PowerPoink XML Presentation (%, xml)
Single File Web Page (*,mhk; *,mhtml

X O B~

Cancel

=> GIF Graphics Interchange Format (*.gif)

3. PowerPoint creates a single web page as a main “start” page as well as a folder that

contains all of the additional files necessary for display on the web.

TIP: Be sure to first save the presentation as a PowerPoint presentation file, and then save a web-

friendly copy! This will allow changes to the file in the future.
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Uploading PowerPoint as HTML to ANGEL

1. Click on the Lessons tab.

2. From the Lessons areq, click the Add Content link.

3. Click the File link.

4. In the Upload a File area, click the Drag-n-Drop
button. Let the page load - if a warning message
appears, click the Run button.

Upload a File
Upload Form
Instructions: Click "Browse" to locate the file then
content.
File to Upload
|[ Browse... |
Title
File Type

Drag-n-Drop

| |1‘m-] Dragn-Drop Cancel

Press the Enter key on your keyboard to activate the Drag-n- Drop control.

Then, adjust the ANGEL window so that the My Computer
and navigate to the web page file and folder.

5. Select the web page file and folder. Drag-n-drop the
file and folder on the ANGEL window.

icon is visible. Open My Computer

12

Resources Communicate Report Automate Ma

AO|

Files that have been
dragged and
dropped

6. A message will appear that the files were successfully
uploaded.

7. Click the OK button (this may require scrolling down).

8. A new screen will appear prompting entry of a ftitle for the web page as well as a selection

Drag-n-Drop files

L. Drag and Drop

Instrui:tluns Drag files and folders you want to upload to the arez belows,

, click the "OK" button or select the defautt file from the drag-n-drop

Upload Successful for 1 filels)

] 40M 120.doc
Ll a0M122 - Roxanne Wittkamp Syllabus[17.doc
| Grades. xls

of the default file. Enter a title for the page and ensure that your web page file is the default
file (the single file in the storage folder as opposed to one in the sub-folder). Click OK.

Your PowerPoint presentation is now available on ANGEL.
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