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Directions for using DocuShare

What is Docushare?

Docushare is a program based at the Wayne-Fingerlakes BOCES that allows people to share documents.  Because it can be accessed from the Internet you can share documents with people anywhere in the world, including those people we call students.  They can get these documents from any computer at school or at home.  If you post your assignments, worksheets, vocabulary lists, etc. then students who lose theirs can go to the DocuShare website and get a new one.

What kind of documents can be posted?

Almost any kind of document can be put on DocuShare—word processing, spreadsheet, HyperStudio projects, PowerPoint presentations, etc.  However, if you are using MacIntoish computers there are some things that you need to learn before posting anything.  Please see the last section labeled Notes about Files.
How do I get a DocuShare account?

DocuShare accounts are created by BOCES.  To get an account you should contact your Technology Coordinator and tell him/her that you would like an account.

How do I get to DocuShare?

There are several ways to get to DocuShare.  The easiest is to go to the NR-W homepage (www.nrwcs.org) and click on:

· Educational Resources, then

· NR-W DocuShare
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Web Resources

This is @ page of links to web sites of special interest to students and teackers.

Search Engines Erofessional Organizafions - Tethnolo
Staff Email Newspapers At
Reference Works New Vork State Standards Englich Language Arts
Ask Fric Trainitg Catalog-—Edutech Mathematics
‘The Intemet Schoolhouse Ouline Courses Music
Regents' Review EduWeb Science _
Distance Learning Edutech Social Smdies
NE-W Docushare Stes for Young Ladies Special Education
‘After School Sites for Kids and Teens

‘This page was last updated on Tune 7, 2000.
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You could also go to the Edutech Home Page (www.edutech.org) and follow the links to DocuShare, school districts, North Rose-Wolcott.

How do I login? 
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Once on a DocuShare screen, click on the login button near the top.


Type in your username and password— both are case sensitive—then click Login.

[image: image2.png]A North Rose- rosoft Internet Explorer [IAPIEESIRN| X =R
| Fe Edt Vew Favoies oot Hep  roa

o8 M @R . P
Back | foued | Stp  Rowh Hone | Seach Feviies Mooy | Wl Pix  E& | Rebude
| cktess 21 it rdocushre oo g/ do Vo Colecton 385 =] @60 ||tk
g Wb | SoachDocsshars | Aowms
Guest  ChmoPrsomrd | New | SoanAculcte|RagonalColacions

North Rose-Wolcott Central School District
Edit =] Go|[Add. =] 6ol

Appears In:EduTech School Districts

O Florentine Hendrick Element foobiers 05/1572000 3 T
Listing by Grade Level
O Leavenworth Middle School fobiera 0612812000 15 T
Listing by Team end Depatment |
O North Rose Elementary fobiera 05152000 ¢ T
Listing by Grade Level
0 NR-W District Office fobier 09/11/2000 1 T
O NR-W High School Faobiera 0371572000 18
Listings by Department

@ orth Rose-Wolcott Central Schools foobiea 0515700 - 3§

2] [ [ [ temet



               [image: image3.png]I1E7I3S| =l =S il el x]
I [
J@,ee. ﬁ‘@@@%- B . @
Bk | Fowed | Sop R Home | Seach Favorles Hisoy | el £ Reslude
[ Adtess [E e /socushore ectech g dogifd L ogin =] 6o [|Like
Logn Wep | Soachbocushare | Aocuus
Gt gt | ton | Sormrsons [soconios
DocuShare Login
Username: |fsohiera
Password:
[
&1 Done

[ [ [®imena




If successful the following screen will appear:

[image: image14.png]2 M1. Sobieraiski - Microsoft Intemet Explorer ____________________________ S ([HPIIE(=IRYIx] MEER
T ta et e

Eat (Gl [ada |

Edit.

Dot atics Department

[View Properties
EditProperties |0

Edit Location used at the annual conference @ the Nevels
O Integers

Thisis  collection of assigaments shout Integers
O Tests

Hore are some files to test fle ransfer on docushare.

1997, 1993, 1999 Teror Corp

Soohiers 09/15/2000 §
Soohiera 09/27/2000 2

Soobiers 092572000 6

| fie
J o A ‘ Q G BB . @
Back | s | Sop  Befesh  Home | Seach Favorles Moy | Mal P Edt | Redbuide
| dtess [€] 1t //cooushar cctoch og/cscgid pyiew/Colecton 4316 =] 6o [|Like
Logn Hop | SeachDocusnare | Accounts
Guest Change Password New Search Accelerate | Regional Colections
Mr. Sobierajski

Internet



[image: image4.png]ogin Successful - Mi
e "

b

3l Login Successiul - Microsaft Intemet Explorer _______________g| S iClk= \HI =] BEIES
I a

& v 7 Q G @B 2. 9
Bak | ohed) | o Beiwh  Hone | Soach Fevries Mooy || Wai B Esn © Restuide
| cttess [ it rdocushre dtoch g/ s pPoogn =] @60 ||tk
g Wb | SoachDocsshars | Aowms
fobitta  ChgePrswd | New | Seachhcaerte | RagonalColecions

Informational Message: Login Successful

‘The following transaction was successfully completed -
Login as user fsobiera
Click here to continue.

Coppright © 1997, 1995, 1999 Kerox Corp

&1 Dore

© Ineret





Click on the word “here.”  This should then take you back to the orginal screen.  You will then notice that the word “Guest” has been replaced with your login name.
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Open your Collection to the World

You will need to start by allowing “anyone” to view your folder.  To accomplish this first find your collection by going to the appropriate building and grade level/subject area in which your collection was created.  Once at that collection (folder)—look for your name at the top.  Click on the triangle next to the label “Edit”.  Scroll down to “Permissions.”  

The following screen should appear:

Here you will see that you are a reader, writer, and manager of your collection.  If you check the box under reader/next to Anyone then “anyone” can read (see) your collection.  Click Update Permissions.  (Without a check here your collection is invisible to all who are not marked as readers.)

Start a collection within my collection (folder):

Find your collection by going to the appropriate building and grade level/subject area in which your account was created.  Once at that collection (folder)—look for your name at the top.  Click on the triangle next to the label “Add”.  Scroll down to “Collection.”  
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This will bring up a screen called Add Collection. You will need to give your collection a name and a summary if you wish.  The Title is required—other fields are optional.  Click “Apply” and your collection will be created.
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After that screen a screen called Collection Services will appear:
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This is where you edit the permissions.  Click on the triangle next to the word Edit.  Scroll down to Permissions. 

A screen similar to this one should appear:
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Here is where you can give other people access to this collection.  If you wish to add others to the list, under Edit you can scroll to Add to Access List.  Once the list appears—and it will take a while—you may select someone else on the list to have access.  You will then need to give them certain rights to read/view or write to your collection.  Then click Update Permissions.

Note:  Your students would be the “Anyone” referred to in the list.  Do not remove “Anyone” from the list.  If you wish to hide the collection from them simply made sure that “Anyone” is not a reader of the collection.

How do I post a file?

Find your collection (folder) in which you would like to post your file.  Then click “Add.”  Scroll down to File.  
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Click on Browse to find the file you wish to post. Highlight that file and click OPEN. This will place your file’s name and path in the first box.  In the Title box place the title that you wish students to see when they view your collection.  Scroll down to the “Apply” button and click it.  Unless you are involved in a BOCES working group—ELA, Math, MST, etc.—many of the boxes in between will not be relevant to you.  Leave Max versions   at 4.
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How do I delete something from DocuShare?

Next to each file and collection is an icon of a push pin. [image: image11.bmp]  If you click on this icon a screen for Collection Services will come up.  Under Edit you will find Delete.  Clicking on this will bring up a Confirm Delete screen.  Make sure that you are deleting just a file and not the whole collection (unless of course you want to delete a whole collection.)  
Notes about Files

Files are computer-generated documents (e-documents).  They can be Word documents, Excel Spreadsheets, AppleWorks documents, PowerPoint presentations, HyperStudio projects, Web Addresses, calendars, etc.  There are two things that you need to know.  

· All documents posted on DocuShare are required to have a three-letter extension on their file names.  PC users do not need to worry about these because all Windows programs automatically add them to your file names.  Apple users on the other hand need to add these extensions manually.  All AppleWorks files need to have .cwk added to their names.  All HyperStudio files need to have .stk added to their name.  In addition, file names should not contain any periods (other than the period with the extension) nor any of these symbols:  /  \  , * .  This syntax will confuse a PC.  These extensions are necessary for the receiving computer to open the correct program for viewing.

· Not all computers will have the necessary software to view the AppleWorks files that you post.  Therefore, it might be wise to post all of your files in HTML format.  This will guarantee that anyone could read them.  To do this—when saving the file just above the place where you give your file a name, there is a box under where it says Save As—it probably says AppleWorks—click on the triangle and choose HTML from the list.
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