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Hand-In Folders in PAWS

Introduction

Accessing Hand-
In Folders

Within PAWS My Courses, instructors are able to specify folders for
electronic assignment submission. Folders may be created at any time by the
instructor and are available for an amount of time, as specified by the
instructor. Files that are submitted within the given timeframe may be
uploaded from a specified location on the user’s computer into the file folder
on PAWS.

This document will walk you through the steps of submission of assignments
using the Hand-In folders.

The Hand-In folders link is found on the left hand side of the Courses
Homepage within the My Courses channel.

In order to access the Hand-In folders link, select the Academics Tab within
PAWS and then access your classes from the Course Tools link of My Courses
within PAWS.

Step Action

1 |Loginto PAWS.

2 | Select the Academics tab

Home J."-T.CT 1R Admin Services Campus Life Library News PD & Trair

My Courses QE

Course Tools
Access your class home pages, view your class calendars, e-mail your professors,
communicate with classmates, and access many more course-related materials.

w

Click on Course Tools within the My Courses channel

4 | Click on the class name for which you are required to submit a file.
My Courses

General Course Info
=n¢a’ | Course Schedule for: All Terms
n

Exam Schecules
es

Courses I'm Taking:
Tuition ang Fe

2007-2008 Term 1:
Computer Applications

2007 Spring & Summer Term 1
E@© TRAIN102 Presentation Technclogy

2005-2006 Term 2:
[=orr B Microcomputers in Agriculture

Continued on the next page



Hand-In Folders in PAWS: continued

The result:
COU I‘SG Homepage = TRAIN102 Presentation Technology

Your Location: Course Homepage

Course Tools | Announcements
Homepage
There are no announcements.
Anmouncements
Mews
Photos
Links

Files

 More announcements... * Send announcement

Message Board Message Board Topics

Calendgar There are no message board topics.
E-mail

m * More topics... * Post a topic

Surveys
Members

How to Hand-In a File

Locate Correct
Hand-In Folder
and Submit a
File

Your instructor must build the hand-in folders and make them available before
you will be able to see the folders and submit assignments. Access the Hand-In
folders, locate the correct available folder from the dropdown list, browse for
your file and submit your electronic file.

Please note: Save the file you are required to submit in a location on
your computer (ex. desktop), and quit the program (ex. MS Word,
Excel etc) in which you were working on the file before submitting
the file.

Step

Action

1

Click the words “Hand-In Folders” from the left side of Course
Homepage.

2

A new page or tabbed page should open within the browser:

Hand-in Folders for TRNG 102 (01)

Hand in a File

Files You Have Handed In
Folder Name Filename Size Date/Time Handed In

No previously handed-in files were found.

Click on “Hand in a File”.

Continued on the next page



How to Hand-In a File; continued

4 | The result:

Please Note:

® The maximum size of files to be handed in is 25MB.
® Large files may take a few minutes to upload. Please be patient.

® This system allows you to overwrite existing files by uploading a file with the same name.
It will not warn you that you are doing so. Please ensure that you are uploading the file you want.

® You are not able to delete files once they are uploaded. Again, please ensure you only
upload files you wish to hand in.

Class Hand-in Folder: I Please choose... |
File to Uplnad:l Browse... |
Hand in this File |] Cancel |

5. |Choose a folder from the Class Hand-in Folder drop down list.
The due date for the folder is listed.

Please Note:

* The maximum size of files to be handed in is 25MB.
® |arge files may take a few minutes to upload. Please be patient.

® This systern allows you to overwrite existing files by uploading a file with the same name.
It will not warn you that you are doing so. Please ensure that you are uploading the file you want.

* You are not able to delete files once they are uploaded. Again, please ensure you only
upload files you wish to hand in.

Class Hand-in Folder: EAssignmenl 1...(deadline Jan 17, 2008 - 12:00 AM) j

File to Upluad:l Browse... |
Hand in this File | Cancel |

6. |Select the Browse button and navigate to your saved file. (Please
remember to QUIT the program that you were using to create the file
before Browsing for the file.)

7. | Select Hand in this File.

Note: If you have inadvertently selected the incorrect file, you may
select Cancel. Cancelling will take you back to the Hand-In folders
screen and you will be required to start at step 3 again.

Continued on the next page



How to Hand-In a File; continued

8. | Once you have submitted a file, you will see the Hand-In folders
screen. You may hand in a file again at this time.

Hand-in Folders for TRNG 102 (01)

Hand in a File

Files You Have Handed In
Folder Name  Filename Size Date/Time Handed In
Assignment 1 Class ListArcGlSjanl4.pdf 40.0 KB Jan 14, 2008 06:01 pm

9 |To go back to the Course Homepage, select the PAWS tab in the
browser window. You may also close the PAWS Tools: Hand-in

Folders by clicking the X in the right corner of that tab.
E3 ™ pAWS Tools : Hand-in Folders [ ]
) UNIVERSITY OF SASKATCHEWAN
Hand-in Folde

Additional Information

Additional Additional information on PAWS Course Tools, file management and working
Information with operating systems may be obtained from ITS Training Services.

Contact us at its.training@usask.ca, or call 966-4866.

Visit http://focus.usask.ca/training for a list of our training offerings.







