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Uploading Files in FoxTALE

® FoxTALE, Fox’s Teaching And Learning Environment, is the Learning
Management System used at George Fox University by teachers and students
to provide options for online classroom interaction.

® You can upload course files such as syllabi and other materials so that students
may access the files electronically. An electronic copy of the file is stored
within FoxTALE. This guide explains the procedure for uploading files.

e If you prefer to store course files in FoxFiles and set up a link in FoxTALE,
see the quick guide FoxTALE Link to FoxFiles.

Faculty: leoading a File into Your FoxTALE Course

To upload a ﬁle into a course:

1. Login to FoxTALE, and open the course.

2. Turn editing on.

3. Under the course topic or week Add a resource v
where you wish to upload the Add a resource.
file, select Add a resource > Compose a text page
Link to a file or web site. Compose a web page

Link to a file or web site
Display a directory

Add an IMS Content Package
Insert a label
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4. You'll see a screen for entering information about the file. Enter a name for

the file; this is the name students will see in the course (not the file name). In
this example, the name is “Syllabus.” If you wish, you can also type in a

description in the Summary box.

The name the students
will see goes here.

| General
Name® |Syilabus
Summary (3
Trebuchet v|[16ot) ]| vi[eng v| B 7 U 8| % % 7t [
E=== mn issEE el — e OOQ0GER| O

Write an optional

description here. r

5

Path:

Link to a file or web site

Location |pisg
| Choose or upload a file |

Click Choose or upload a file.

In the next screen, you’ll see any existing files or folders. To upload a new file, click

leoad afile.

2 http://foxtale.georgefox.edu/moodle/files/index.php?id=252&choose=form.reference - Microsoft Intern... @@@

SB-ABERC » Files

Name Size Modified Action
O (O backupdata 191KB 25 Aug 2006, 02:24 PM Rename
O (O moddata 102KB 28 Aug 2006, 11:14 AM Rename

With chosen files... + Make a folder ‘ [ Select all H Deselect all ‘ I Upload a file ] >
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7. In the next screen, click Browse.

i

| ‘A http://foxtale.georgefox.edu/moodle/files/index.php?choose=form.referend

i SB-ABERC » Files

Upload a file (Max size: 20MB) --> /

Browse...

[ Upload this file ][ Cancel ]

(@ Moodle Docs for this page

8. Locate your file and click Open.

Choose file @@

Look in: | [ Desktop | & @ Em-
4 (_JMy Documents ©FoxFiies dass
|_.:) -J My Computer ﬁFaxFﬁesCIass
My Recent EMV Network Places G2 Google Tak
oo £l Adobe Acrobat 7.0 Professional & T Group
@ ) Camtasia Studio 3 | netreg
ﬁeCopy Desktop E._Fassw:rd Safe
Desciop () 1naght 7.6 (pwsafe-2.12
: B intervideo WinDVD 4 )Registrar Information
,j %Muzllla Firefox & test1
2 snaolt 8
i | e £ VPN Client
B calendar ‘¢ weB IFAs

i! Blcick, prag, and Dril
My Computer

D crystal_xcelsius_now
¥ CX Now!

My Network  File name Test file for upload - ‘ Open
Files of type: |l Files () =] et

9. The file name and path will show on the FoxTALE screen. Click Upload this file.

SB101-ABER =» Files
Upload a file (Max size: 30MB) --> /

(_Browse.. |
Upload this file

service desk 503.554.2569 | servicedesk(@georgefox.edu | foxtale.georgefox. edu | Rev 2 07.09.2009



4 of 5

10.  The uploaded file is added to the list of files. Click Choose to choose the file.

'

| | http://foxtale.georgefox.edu/moodle/files/index.php - Microsoft Internet Explorer
il sB-ABERC » Files

| ‘ File uploaded successfully
(!
i

The uploaded file is Name Size Modified Action
added to the list. [0 1 backupdata 191KB 25 Aug 2006, 02:24 PM Rename
< O 1 moddata 102KB 28 Aug 2006, 11:14 AM Rename

U ~Oe Test_file_for_upload.doc 32.5KB 27 Nov 2006, 02:24 PMnarne

With chosen files v [ Makeafolder | [ Selectall || Deselectall | [ Uploadafile |

| (® Moodle Docs for this page

11. The file name will show in the Location field.

General

Name® [Syllabus

Summary @

[ Trebuchet wll1epn [ vy ¥ B D S|
EEE Mo :

[

Path:

Theﬂ]e name p a file or web site
shows in the

. Location [Test_file_for_upload.dac
Location field. |: [ Chooseorupload afile .. |

|  Searchforwebpage... |
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12. In the Window setting, you can choose whether you want the file to open in a
new browser window or in the same browser window. We recommend New
window.
Window
(oAt
Force downlogglees
13. Click Save and return to course at the bottom.

Common module settings

Visible | Show »
ID number (3

— i,

ve and display

J

q Save and return to course % |

There are raquired fields in this form marked™

Cancel

14. You’ll see the file. Students will be able to open or download the file. (They

should disable pop-up blockers for the FoxTALE web site.)

Topic outline

=
P News forum 2 L X = @&
(®)| Add a resource

v

¥ (@| Add an activity

The file is listed 1 Eapia Top § %'
under the topic you P &
chose. x

M @) Syllabus = M £ X =

(3| Add a resource... ¥|(@| Add an actiity... ¥
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