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1. Introduction

he Document Container allows users to upload
files and make those files available to some or all
users on the site. This manual will guide you
through how to upload files, how to store files in

organized folders, how to create links to resources on the

internet, and how to make changes to resources within the

Document Container.

2.Key Information

In order to add, edit, or view your Document Container, to log in to your site using a

Username and Password.

LOGIN
If you have not yet registered with the site you can User Name

request access by clicking the Signup button. This ——

sends a request that is automatically routed to an T
administrator for approval. e

Note: If you do not see the Signup link, your site’s administrators may not have

— enabled this option.
—
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3. Create a Document Container

Step 1 Go to Page on the Administrative Toolbar and click Document Container Page.

Design Mode OFF # Page v Page Options

Blog Page
Calendar Page

Content 5pace Page
Discussion Forum Page
Document Container Page {b

Form Page

Step 2 Title the document container for your site and click Create Page when you are

finished.
NEW PAGE
Title blass Notes | $ =
Name class_notes =
Page Owner  alan.qu I .&I

[“IReplace Page Owner's website with this page

Icon Selectlcon...
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4.Uploading Contents to your Document Container

I.  Uploading a Single File
Step 1 Click the Add New Item drop down menu and select File.

School Resources Add New ltem..
Chat

Folder l}
Link

[ View ” Edit” Display Settings ” Security ” Activity

)

Document Container

Mo [tems Available

|Actinns._.

Step 2 Once selected, you will be taken to another page. To select a single file from
your computer, click Browse.

Step 3 Give your file a Name to be displayed within your document container.

Step4  You may provide a Description of the file you are uploading for others to see,
but it is not required.

Step 5 Once you have added your description, click Add File.

FILE DETAILS

Select File | Choose File | School Handbook . pdf

File Name |Schoo| Handbook |

VH FDRGEEE 9o ©H0 &
B 7 Uaex X i (== £ S =E=E=E O-0-

A - &~ F ~ Tahoma, Ve...~ 2 ~ 13px ~ ﬂﬂ-ﬁE@ Zoom ~ E

This year's handbook provides students and parents with all the tools they need to help
ensure a successful school year for all of us)

Description

# Design | ¢ HTML

Add File | | Cancel
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ll. Uploading Multiple Files

To save time, the Document Container module allows users to upload several files at

once.
Note: At present, multiple file upload is only available for Internet
— Explorer. We will be adding this functionality for other browsers at a
" — later date.
—
Step 1 Click Add New Item drop down menu and select File.

Step 2 Click the Upload Multiple Files tab at the top of the document container.
This will take you to the file upload editor.

Note: You may have to install an ActiveX control to use this editor on
your browser. To do so, simply click on the prompt that directs you
to install the XUpload Upload Control and click Run when the install

window pops up. If this control is already installed you will not see

this prompt.

Franklin Community Schools » School Resources

School Resources

| Upload File || Upload Multiple Files |

Any files exceeding the upload limit of 1024000K8 will not be uploaded.
@ Click here to install the following ActiveX control: "XUpload Upload Control’ from "Persits Software, Inc."..

Select File Select Folder Remove Remove All

@® Maintain directory structure
() Upload all of these files into the same folder

Upload I Cancel |

SharpSch
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Step 3  To select files one at a time from your computer, click Select File.

Note: You may instead wish to upload an entire folder of files all at once.
To do so, click Select Folder. From here, navigate to the location of the

folder on your computer, click on it, then click Scan.

{Upload File” Upload Multiple Files l

Any files exceeding the upload limit of 1024000KB will not be uploaded.

Files Size

SelBli:LFIIE | | Select Folder | | Remove ‘ ‘ Remove All |

@ Maintain directory structure
O Upload all of these files into the same folder

|UDM|

Step 4 Within the Choose File window, locate the file(s) you wish to upload by
selecting them individually and clicking Open, or by highlighting a group at

once and clicking Open.

%) Document Container
| Upload File || Upload Multiple Files |

Any files exceeding the upload limit of 1024000KB will not be uploaded.

Files (4) | Size (149KB) |
1] C:\Users\ .mackay\Doc: ploads\Class Curriculum.docx 22,528 bytes

@C:\" \ .mackay\Doc ts\uploads\Class Marks.xlsx 10,813 bytes

h‘é]C:\l‘ A\ ~mackay\Doc \uploads\Class Rules.docx 48,217 bytes

=, C:\Users) .mackay\Doc ts\uploads\My Photo.jpg 71,659 bytes

| selectFie | | selectFoider | | Remove | | Removeal |

@ Maintain directory structure
© Upload all of these files into the same folder
1

i Upload \ ‘i Cancel

Note: If you decide not to add one of the files listed in the window, click

on the file and click Remove.

Step 5 Click Upload when completed.

Sharpschasl
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lll. Drag-and-Drop
Another quick and easy way to upload multiple files into the document container is via
Drag-and-Drop.
Step 1 Open a folder on your computer (or locate a folder you would like to upload).
Step 2  Select the files you wish to upload and drag them into the Document
Container interface. This will move all the files over.

[Uphad File ” Upload Multiple Files

Any files exceeding the upload limit of 10240008 will not be uploaded.

Files

Select File | | Select Folder ‘ | Remove ‘ | Remove All ‘

®) Maintain directory structure
O Upload all of these files into the same folder

| Upload ‘ | Cancel |

Sharpschasl
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5.Creating File Folders

Step 1 Click the Add New Item drop down menu and select Folder.

School Resources

[\'iew ”m[ Display Settings ” Security ” Activity 1

Chat
File
Document Container Folder
JLName Link h Modified
O '@ Chapter 05 - Discussion Forum.pdf {edit) 28 April, 2014 02:57 PM
O '@ Chapter 5 - Discussien Forum.pdf (edit) 28 April, 2014 02:57 PM
[] & Chapter 9 - Blogs.docx (edit) 28 April, 2014 02:57 PM
] ) Chapter 9 - Blogs.pdf (edit) 28 April, 2014 02:57 PM

Actions.._

Step 2 Enter a Name to be displayed within the document container.
Step 3  Provide a Description of the folder to let others know of its contents.

Step 4  Click Create Folder when completed.

Sharpschasl
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6. Creating Links to External Resources

Step 1 Click the Add New Item drop down menu and select Link.

Step 2  Give your link a Link Name to be displayed in the document container.

Step3  Type in the full web address of the site in the Web Address (URL) field.

Step 4  Provide a Description to let others know the contents of the linked site.
Step5 Click Add Link when completed.

CREATE LINK

Link Name || |

Web Address (URL) |http:// |

VA danBimEE 9 -
@ & B I U e x x %l =S
= | B3 -

A - 8y~ oF © FontMame v Size= Real .~

& = @ Zoom - 2 @

= oaE = =

Description

# Design | €% HTML

I Add Link || Cancel |

SharpSchasl
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7. Modifying the Contents of the Document Container
I. Editing a File

Step 1 You may wish to change the Name or the Description of your file. To do so,

click (edit) next to file name you wish to edit.

Note: If your file is stored in a folder, you will have to first navigate into

the folder to where the file is stored.

Step 2 You will be taken to the edit [va Edit” Display Se[‘tings” Security ”mwny ]F
window, where you can

Document Container

JLName
[ '@ Chapter 05 - Discussion Forum.pﬂ{ (edit)

make changes to the name

and description of your file.

When you have finished your

changes, click Update File.

Il. Editing a Folder

Step 1 Click the Edit tab along the top of your Document Container. From here you

can make changes to the name, description and icon of your folder.

% Document Container - Discussions
E'['.view.r] Edit [Display Seuings”mcumy”mwny]lﬁdd New Item..[v|

Step 2 Click Update Folder when you have finished making your changes.

EDIT FOLDER

|Discussiun5 |
MName

T b BREGEHREBER 2-0- @ O S
B 7 U ahe x* X % la == £ E === &
A~ 2~ A~ & v F -~ FontName  ~| Size~| Real ..~

& = @ |[Zoom - B [E

This is where you can find all the discussion notes from class.

Description

# Design | €% HTML

Icon Select Icon...

I Update Folder | Cancel

Sharpschasl
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lll. Moving a File or Folder
Step 1 If you wish to move your files, folders or links to another location within the
document container, check the checkbox next to the file you wish to move. Then,
select Move Selected on the Actions drop down menu (located at the bottom of

your document container).

Tip: You can save time by moving several items at once. Check the box

next to every item you wish to move to the same new destination.

e
v

T Chapter 9 - Blogs.pdf (edit) 28 April, 2014 02:57 PM

[] £ Discussions 29 April, 2014 09:21 AM

Move Selected
Delete Selected

Step 2  On this page, click on the Browse link next to the Select Destination field to select

a new location within your document container for your items. A new window will

pop up.

oo

(=2 Browse - Internet Explorer
Frankliin Community Schools » School Resources @ http:g_'tlnc‘sharps:hnnl‘net'wnrk!pac&!_'Emw!EPnpup‘atpx?nhjsctinar‘

School Resources & doc Q

Moving the following items
« Chapter 9 - Blogs.pdf | | DETAILS (1-1 OF 1)

*Name

Select destination: l:l Browse 3 Document Container Select

e —————————

treet, Frankiin, New Jersey 62656 | Phone 555 671 3198

Step 3 Navigate to your desired destination by clicking on the names of the folders. When
you have located the folder you wish to transfer your selected items to, click on
the Select link on the right side of the window for that folder.

SharpSchasl
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Step 4  Click the Move to Here button to move your selected items.

School Resources

Moving the following items
* Chapter 9 - Blogs.pdf

Select destination: |Discussions | Browse

% e

Pitfall: If you move a folder to a new location, all the items within that

folder will be moved as well.

IV. Deleting a File or Folder
Step 1 If you wish to move your files, folders or links to another location within the
document container, check the checkbox next to the file you wish to move, and
select Delete Selected on the Actions drop down menu (located at the bottom of

your document container).

Tip: You can save time and delete several items at once by checking the

box next to every item you wish to remove.

'@ Chapter 9 - Blogs.pdf (edit) 28 April, 2014 02:57 PM
[l &5 Discussions 29 April, 2014 09:21 AM

Actions...

Move Selected
Delete Selected

Step 2 Confirm your selection by clicking Yes in the confirmation window. Once deleted,

the items are permanently removed, so make sure the items selected are the

correct ones.

Pitfall: If you delete a folder, all items within that folder will also
be deleted.

SharpSCh“I www.sharpschool.com 11
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8. Changing Document Container Columns - Administrators

Only

Administrators have the ability to determine how the Document Container is rendered
throughout the site. There are three primary settings an administrator can set in the

document container:

i. Hide/show columns in the folder/workspace view.
ii. Select the default sort (system default is ascending by name)

iii. Limit the file upload size.

To configure the Document Container:

Step 1 Go to the Shortcuts in the Administrative Toolbar and click System Administration.
Step 2  Click Collaboration Server Settings.

i doc - Administrate
General Administration Click Portal Server Administration
[@] Server Settings &l Manage Portal Themes
Manage Applications &t Manage Portlet Templates
&0 Manage Server Object Types '@, Manage Portlets
[¥] Manage Themes
& Manage Users Collaboration Server Administration
= Manage Groups and Roles Collaboration Server Settings
= Manage Organization Structure . Manage Global Galleries
QD Internationalization [*) Manage Motice Board
(@, Autnentication & Edit Global Discussion Board
% Manage Published Links 8; View Global Discussion Board
B pAonans Sacurity Clacc

There are three different SharpSchool packages that can be configured from here:

i. Content Manager: Refers to the type of Document Container available via the Page
drop down in the Administrative Toolbar or found within the Portlet Library.
ii. e-Learning Server: Refers to the type of document container available in
SharpSchool’s Online Classrooms (LMS).
iii. Collaboration Sever: Refers to the Workspaces interface.

Sharpschasl
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The customizable settings include:

. Data Columns: Allows administrators to determine which document container
column information to display for visitors of the site. You can use these
options to hide one or more columns within the document containers.

Il Default Sort: Set the sorting default of the objects/items in the document
container.

ll. Maximum File Upload: Administrators can set the maximum file upload size
for users. You cannot increase the file size to a value higher than the default
maximum.

Iv. Additional Settings:

i. Show above settings on each container: This option will add a new tab
called Display Settings to each document container on the site. You will
then be able to use that tab to configure the Data Columns, Default Sort
and Maximum File Upload on individual document containers on the site.

ii. Disable the File Details Page: Instead of viewing the File Details when you
click on a file in a document container, you will be able to download the
file directly if this option is checked. This allows users to download files

with one fewer click.

Step 3  Click Update Settings when completed.

The same settings are found in the Content Manager and e-Learning Server tabs.
The Collaboration Server tab contains additional configuration settings. These

items are detailed in SharpSchool’s Workspaces Manual.
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