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Using Manage Files – Uploading Files
	To use any of your own files in WebCT, you must first upload them to your WebCT course.  It is advisable first to create a set of folders named according to the proposed structure of your site, e.g. Lectures, Tutorials etc. 

	An alternative method of uploading files is by setting up Web Folders (Sheet 4: Setting up a Web Folder)


Important: File Names

Filenames must not contain any illegal characters or an error message will be displayed. Illegal characters are spaces, tabs, carriage returns and 

: ~ [ ] ! @ # $ % ^ & * ( ) + ‘ {} \ / | , ? ; “

If you do upload a file with one of these characters in the filename it may not display correctly. 

Note: File names containing spaces can be viewed in Internet Explorer but not in Netscape and other browsers. 
Creating a Folder

1. Enter your WebCT course then in the Control Panel, click on Manage Files.  The main frame displays a list of your files and folders, with file management functions displayed on the right.

2. If the My-Files folder is not already open, click on it.  

3. In the right-hand side frame, under Options: Folders, click on Create Folder
4. In the textbox provided, type a name for the folder.  By default, it will be created within the My-Files folder - you can use the drop down box to specify a different folder if required. 
5. Click Create.  The newly-created folder will be displayed under My-Files.
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Create Folder Screen

6. Continue to create further folders to reflect the planned structure of your course.

Uploading Single Files
1. In the Control Panel, click on Manage Files. 

2. In the action menu on the right-hand side of the screen, under Options: Files, click the Upload button. 

3. Click Browse to locate the file on your own computer or file space.
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Choose File Screen
4. If uploading a non-html file, ensure that the “Files of Type:” is set to “All Files [*.*]” and not just to “HTML”.

5. Select the file you wish to upload and click Open. 

6. From the drop-down list, select the Destination Folder, then click the Upload button.  The file will now be listed in the appropriate folder.

Uploading Multiple Files

If several files are to be uploaded at once, they need to have been first compressed as a .zip file.  Before proceeding with the instructions below, you should already have created a .zip file. 
To upload a zip file

1. Create a new folder in your MyFiles area to receive the .zip file (see: Creating a Folder section above).

2. In the right-hand panel, under Options: Files, click the Upload button. 

3. Locate the file on your own computer or filespace and click Open.
4. Select the Destination Folder for the zip file, then click Upload.
'Unzipping' a .zip file

In order to access and link to the component files, the archive needs to be 'unzipped':

1. Select the .zip file in the MyFiles folder by clicking in the checkbox next to its filename. 

2. In the right-hand panel, under Options: Files. Click Unzip.
3. Find the Destination Folder for the files contained in the zip folder and click Unzip.  The unzipped files will appear in the destination folder.

To tidy up, delete the zip file 

1. Select the .zip file again, by clicking in the checkbox next to its filename (check that a 'tick' is shown in this box only).  
2. In the action right-hand panel, under Options: Files click Delete.
3. Click Delete again, to confirm deletion of the file.

If uploading non-html files, make sure that the “Files of Type:” is set to “All Files [*.*]”.











University of Aberdeen, August 2003

Learning Technology Unit


Page 3



