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3. Getting your Files into WebCT

Before you can organise your course and link to your materials, it is necessary to upload all of the files you require into the file area of WebCT. There are three ways of doing this which are explained below.

The Old Way: Using Manage Files 

You will be familiar with this method of uploading file if you used WebCT prior to Summer 2003.  This requires you to login to WebCT using your browser, enter the Manage Files area of the course and upload files either individually or as a zip file from your computer into your WebCT course. You then manage folders, rename files etc. by choosing commands from a menu in WebCT.  It is useful to be familiar with the manage files area even if you use Web Folders for most of your file management.

To upload and manage files using this method see Sheet 5: Using Manage Files – Uploading Files and Sheet 6: Using Manage Files – File Management 
The Easy Way: Using Web Folders

This method is available in Windows 98 upwards with Office 2000 upwards; Mac OS9 upwards. Using Web Folder(s) is recommended
This method allows you to create a shortcut on your computer to the manage files area of WebCT. The Web Folder looks like any other folder on your computer, allowing you to drag and drop files into it, rename files, create folders, edit files etc. You can then login to WebCT to link the file(s). 
To upload and manage files using this method see Sheet 3: Setting up a Web Folder
If you have any problems or require assistance setting up Web Folders, please contact us (webct@abdn.ac.uk or telephone 273765 / 274371). 

The Easy Way: Using Dreamweaver

If you are familiar with using Dreamweaver you can define your site to connect to your WebCT folder. This allows you an easy and efficient way of maintaining your files. All the files are kept on your computer and once they are complete (or have been edited) you upload them (using Dreamweaver) straight into WebCT. The site on your computer mirrors the site (or part of the site) in WebCT.
To upload and manage files using this method please request the sheet: Using Dreamweaver to Manage Files 
If you have any problems setting up Dreamweaver to use web folders please contact us (webct@abdn.ac.uk or telephone 273765 / 274371)
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