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EBCT MULTIMEDIA WORKSHOP

Overview

"Beware of computer programmers that carry screwdrivers.” - Leonard Brandwein.

This workshop is intended to give you a brief overview of creating and using multimedia
files. Multimedia files may include text, spoken audio, music, images, animation and
video, and many of these can be used in your WebCT course.

After completing this module you will be able to:

¢+ Understand What Instructional Services Can Provide
+« Understand Multimedia Files

%+ Convert Power Point Files to PDF Format

+«+ Convert Power Point Files to HTML Format

¢ Understand Copyright Issues

Understanding what instructional services can provide

Instructional Services can provide a variety of services in the area of multimedia
formatting. A few are listed below:

% Assistance with creating video and audio presentations.
¢ Creating small video and audio clips for your class.

+ Copying material and designing the media into interactive Powerpoint files, PDF or
various formats.

+ Creating Flash animation and specialized graphics for your course.

Understanding Multimedia Files

The world of multimedia as it pertains to the Internet and computers, is a fast changing
area. There are many players and decidedly many options to choose from when
downloading video and audio files. We have compiled a list of file types and their
extensions so that you will have a better understanding of what these files are and how to
use them in your WebCT course.
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Video Files

% .avi - Audio Video Interleaved. AVI is a Microsoft multimedia file format, similar to
MPEG and QuickTime, used by Video for Windows. In AVI, audio and video
elements are interleaved (stored in alternate segments) in the file.

< .mov - Movie - QuickTime.

« .mpg - MPEG encoded file. This file is an MPEG movie, and can be played with
QuickTime or Windows Media Player.

% .wmv - Windows Media Video (This is the most commonly used video format in
WebCT at Colorado State University).

< .rm - Real Media file.

«» .aiff - Audio Interchange File Format. An uncompressed sound format developed by
Apple Computer for storing high-quality sampled audio and musical instrument
information. It can be played on PC and Mac, using QuickTime or Sound Player.

Audio Files

% .wav - A digitized audio file format for Microsoft Windows that stores sound as
waveforms. It has ".wav" as the filename extension. A .wav file is easy to create with
most Windows operating systems.

< .wma - Windows Media Audio files.

< .mp3 - MP3 stands for Motion Picture Experts Group, Audio Layer 3; thisis a
popular download format for music. MP3 compression can produce CD-quality
music in a format that can be quickly transferred from machine to machine, played on
any MP3 player or on any computer system that is running MP3 player software,
such as Nullsoft Winamp, RealPlayer or Windows Media Player.

+» Graphic Files
«» .ai - Adobe lllustrator Document - Vector format.

« .eps - Encapsulated PostScript format. Keeps image details in vector format for use
in Hlustrator or PhotoShop.

+«» .psd - Photoshop Document. Used with PhotoShop while editing the image. Tends to
be a large file - not intended for use on the Web.

«» .pdf - The file extension for a Portable Document Format file. Portable Document
Format was designed by Adobe Systems, Inc. In order to view a .pdf file the user will
need Adobe Acrobat Reader, a freeware product available for download via the Web.

«» .gif - Graphics Interchange Format. A format used for displaying bitmap images on
World Wide Web pages, usually called a "gif" because .gif is the filename extension.
These files use lossless compression and can have up to 256 colors. JPEG and GIF
are commonly used for images on the Web; JPEG is considered best for photos and
GIF for other graphic images. This format is used when creating a graphic that only
contains text and is also used for graphic animations (animated .gifs).

« .jpg - file extension for JPEG (Joint Photographic Experts Group). A file stored in

*,
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JPEG format. JPEG,an ISO/ITU standard for storing images with high compression
capability, uses a discreet cosine transform that can achieve compression rates of
100:1 (significant loss of data from original) and 20:1 (minimal loss).C-Cube
Microsystems introduced the first JPEG chip. This format is mainly used when
saving a photographic image in detailed multicolor.

tif - TIFF graphics file (filename extension). Compressed image file.
.bmp - Bitmap. Very compressed.

.png - 1.Portable Network Graphics bitmap (filename extension). 2.Paint Shop Pro
Browser (filename extension).

.pct - PC Paint. Generally not a file extension that you will use for most useful
media output.
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Converting Power Point to PDF Format

In the interest of making your large PowerPoint presentations easy to access, you might
consider converting them to PDF or HTML format. Converting these files can reduce the

size and make it easier for users to access.

One way to accomplish this is to install Acrobat Distiller. Distiller converts PostScript
language into Portable Document Format (PDF), which is the native format of the Adobe
Acrobat. If you do not have Adobe Distiller installed, there is a University-wide license
that you can acquire through the Software Cellar or through your department’s computer

administrator.
To create a PDF file, do the following:

1. Save your file as a ppt.

|E7] Fle Edit ¥ew Insert Format Tools SideShow Window Help Acrobat

=181x|

order to follow along with
the instructions.
+ (2 Setting Up Your Browser
+ Access 10 the Library's
Online Resources is via the
Wweb
A browser is used to view
iteme on the web
+ Configurations to your
browser are needed o be
able to view all available
library resources
5 (O Instructions for Setting Up
Your Browser
+ Go o the Library's
Homepage, located at
it /i o o)
+ Look around the page and
familiarize yourself with the

B O In this unit, we will walk through the steps

|0 D tiew w |- BN O[Ea e - B,
JTE'Bgi: CtrHo Is—‘glgg ‘55 EE‘A A“ oo |;1,§; gommDnTasksvv‘
J—E & save Ctrls
T veas
2 g Save as web Page...
Pack and Go. ..
Web Pags Praview A .
E Page Setup... U t O
" o T nic VVerview
Send To 3
Properties
1 unitane.pat
3 Presentationl.ppt - & . I
£\ e o s . of getting you set up with the library’s
Exit 2
another browser window in onllne resou rces-

layout,
s Click 00 & tn 7 Site Tndey ﬂ
aEoEl D

Click to add notes

=

2. Go to File > Print. The print screen appears:
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2l x|

—Printer

Marne: Properties |

Skatus: Idle

Type: Adobe POF Converter

Where: My Documents)* . pdf

Comment: Creates Adobe PDF I Prirt b File
—Prink range —Copies

Al " Current slide Selection Murnber of copies:

= Custom Show; | j |1 E

© slides: | ﬂl

Enter slide nurbers andfor slide ranges. For example,

1,3,5-12 v Collate
Print what: Handouts
II—E“-"jD"”:s j Slides per page: IEv 'I % %

Crder:  Horigonkal & Wertical | [(=1[E]

[ Grayscale ™ scale to fit paper
[ Pure black and white |+ Frame slides
™| Include animations ™| Print hidden slides Ok I Cancel

3. Select Acrobat Distiller at the print option.

4. Click the Properties tab on the on the Print screen. The Acrobat Distiller Document
Properties screen appears:
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0’0

0’0

R/
0’0

&® Adobe PDF Document Properties

Layout | Paper/Quality Adobe PDF Seftings |

Add Cugtom Page...

21|

Adobe PDF Page Size: ILetter j

—Adobe PDF Conversion Settings

printing of business documents. The PDF documents can be opened with Acrobat

@ Uze these settings o create POF documents suitable for reliable viewing and
and Reader 5.0 and later.

v ‘iew Adobe PDF results

[ Prompt for &dobe POF filename

v Add Document |nformation

Default Settings: |EEEET Edit... |

Adabe PDF Security: | None =1f e

v Do not send fonts to "édobe PDF"
v Delete log files for successful jobs

[ Ask to Beplace existing PDF file

(1] 4 I Cancel

Select the Adobe PDF Page Size.

Under Adobe PDF Conversion Settings, select the best option to save the colors and
styles of the PDF file. You also have the ability to convert the PDF file to a smaller

file and keep the integrity of the original PowerPoint presentation.

On this screen you also have the option to select the Adobe PDF Security that might

be helpful if you want to restrict your students from printing the document.

Navigate back to the main Print screen and at the bottom select the

this format for note taking.
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—Printer
Marne: Adobe POF j Propertics |
Skakus: Idle
Type: Adobe POF Converter
Where: My Documents)* . pdf

Comment: Creates Adobe POF I Print b File
—Prink range —_opies
L " Current slide ¢ Selection Mumber of copies:

i 1] =

R

) Gustom Show: I

{~ slides: I

Enter slide nurbers andfor slide ranges. For example,

1,3,5-12 v cCollate
Fint wehat: \— Handauts
||-|‘E“-":|D"'ts Slides per page: |Ef Ol=
Lzl =
crders € Horizontal €% Yertical Gl=

[™ scale ko fit paper
v Frame slides
™| Print hidden slides

[ Grayscale
[ Pure black and white
™| Include animations

o]

5. Click OK. The Save PDF File As screen appears:

Cancel |

Save PDF File As

Save jn; Er Dezktop j

2

- My Computer

My Metwork Places

& 4 Shellent Product Daocs
|:I Powerpaintl

1 Premedica

1 TCPIP tools

File name: IDrientatiDn_wk'I pf

j Save I

Save az type: IF'DF filez [*.POF]

- Cancel
I e |

6. Save your file to your local drive. If you selected to preview the PDF it will be

displayed in Adobe Acrobat Reader.
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Converting Power Point to HTML Format

You can also convert your Powerpoint file to HTML format. By converting your
Powerpoint to this format you can reduce the file size and also keep the image quality the
same at the Powerpoint file.

To save your Powerpoint as a web page, do the following:
1. Open the Powerpoint file that you would like to convert in the Powerpoint program.

2. Select File > Save as Web page. The Save As screen appears:

2]

Save in: I[:l Powerpainkl j &= ‘ @ }( @ - Tools =

My Documents

Sawve a copy and customize its conkents m.

Fawaorites

ﬁ Page title: Urit One: Getking Started Change Title. ., |
. . File: nare: IIecturelZlhtm j EH save I
Save as kype: IWeb Page (*.htm; * . html) j Cancel |

3. Enter a file name for your presentation.

Note: If you have any illegal characters in the filename of your Powerpoint presentation (i.e.
I*$7%$#@!), your presentation will not be viewable in a web browser.

4. After you have entered a file name, click the Publish button. The Publish as Web
Page screen appears:

Page 8 of 16
© Office of Instructional Services, Colorado State University
http://www.ois.colostate.edu



http://www.ois.colostate.edu

Publish as Web Page ﬂﬂ

—Publish what?

i+ Zomplete presentation

= slide number I 5 through I E
€ Custom show; I j
" Display speaker notes - Ghoﬂﬁe_ ]I'IDU_I:_-____._ Web Options. .. |
2. Select your Web Options
browser su
—Bru:w\FEr suppork

\L ¥ Microsoft Internet Explarer 4.0 of later (high Fidelity)

™ Microsoft Internet Explorer or Metscape Mavigator 3.0 or later

" all browsers listed above (creates larger files) 3. Change the
Fage Tltle

4. Browse to choose
where to save

Page title:  Unit One: Getting Started the _html file \ Change |

File name: ||SEttII‘lI;IS'I,EnlmmD'l,DESktDp'l,PDWEprlnt1'I,|EEtLIrElZ.htI‘I'|\*~ Browse, .,

—Publish a copy as

¥ Dpen published Web page in browser: Publish I Cancel |
. §_if you would Tike fo

preview the Web page,
select this option

Selecting the Web Options

Select your Web Options, and then select the browser options and file directory.
To accomplish this, following the steps below:

1. Select the Web Options button to choose your appearance, files, and target monitor.
The Web Options screen is displayed:
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Web Dptions - 21|

Generall Files IF‘iu:I:ures Encoding

Appearance

Iv 1add slide navigation controls

Colors:  [Black text on white || sample

[ show slide animation while browsing

¥ Resize graphics to fik browser window

(0] 4 I Cancel

On the General tab, make sure that “Resize graphics to fit browser window” is
checked on this screen.

If you would like to insert the navigation controls option on your presentation, select
the Add slide navigation controls.

Click on the Files tab, the Files screen appears:

General Files | Pictures | Encoding |

File names and locations

[ organize supparting files in a Falder
¥ Use long file names whenever possible

[ Update links on save

Default editar

[ iEheck if Office is the defadlt editor For Web pages created in Office

(0] 4 I Cancel

Make sure that Use long filenames whenever possible is the only thing checked on
this screen.

Click the Pictures tab, the Pictures screen appears:
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7.
8.

10.
11.

12.

13.

14.

izeneral | Files EF'iEtLIrESE| Encoding |

File Formats

[~ Rely on ¥ML For displaving graphics in browsers
(Recammended For Micrasaft Inkernet Explorer 5.0 ar later)

[ allow PG as an oukput Format

Target monibor

Screen size: 00 x a00 j

(0] 4 I Cancel

Make sure that both check boxes are unset and that the Screen Size is 800 X 600.
Click OK.

You will be taken back to the Publish screen. You will then need to select the rest of
the Publishing options.

Under Browser Support, make sure you select either the Microsoft Internet
Explorer or Netscape Navigator 3.0 or later option.

Select the Change button under “Publish as Web page” to set your Page Title.

Click the Browse button to save the new files on your computer.

Note: When the PowerPoint presentation is saved as HTML, it creates multiple files (between
20 and 80 depending on how long your presentation is). Make sure to save the presentation to
an empty folder.

Check Open published Web page in browser, if you would like to preview
the web page as soon as it has been created.

Click the Publish button on the Publish As Web Page screen. The Powerpoint
program will create the HTML files in the folder you previously specified.

Open the directory that the files are saved in. It will look similar to the screen shot
below.
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[ |
i€ | Borsellino_Tomato_Sauce. hkm >

@Bnrse ino_Tomato_oauce_bokkons, gif
@Bn:nrsellinn:n_Tn:nmatn:n_Sauce_dsldDDD4_imageElDE.giF
2:]Bu:ursellinu:u_Tu:umatu:u_Sauu:e_erru:ur.htm
Borselino_Tomato_Sauce_Filelisk, xml
ffilBl:ursellinD_Tnmatl:u_Sauce_Frame.htm
EﬂEh:ursellinu:u_TDmatD_Sauce_Fullscreen.htm
ﬁ}jBu:ursellinu:u_Tu:umatu:u_Sauce_masterDZ.htm
2:]Bu:ursellinu:u_Tcumatcu_Sauce_masterD4.htm
Borselino_Tomato_Sauce_master0d, xmi
@Bn:nrsellinn:n_Tn:nmatD_Sauce_mastertlﬂ}_imagetllj1 aif
% Borsellino_Tomato_Sauce_masterld_skylesheet, css
EﬂEh:ursellinu:u_Tu:umatu:u_Sauu:e_masterElS.hI:m
Borselino_Tomato_Sauce_master0S, xml
EﬂEu:ursellinu:u_Tu:umatu:u_Sauce_nutIine.htm
Bu:ursellinu:u_Tu:umatu:u_Saw:EJ:ures.xml
Eh:ursellinD_TDmatD_SaUEEJ:ureview.me
Bu:ursellinu:u_Tu:umatu:u_Sauce_script.js
2:]Bn:nrsellinn:n_Tn:nmatn:n_Sauce_indeDDEI1 Rkm
ijBDFSE"iI‘ID_TDITlatD_SaLIEE_S"dEDUUE.|‘||:IT|
52:]Eh:ursellinu:u_Tu:umatD_Sauce_slideEIDEIS.hI:m
:'filBl:ursellin|:|_TDmatD_Sauce_slideDDD4.htm

Note: If you have selected the Open published Web page in browser in the Publish as Web
Page screen, you will be able to see the file that is the calling up the HTML pages. Usually, it
will be the main .htm file.

Zipping Your Files to Upload to WebCT

You will now need to upload these files into WebCT. The easiest way to get these files
into WebCT is to zip them into one file. To accomplish this, you need to have some
compression or zipping software like Winzip (www.winzip.com) installed. A free
evaluation download is available from the web site above. Below is a demonstration of
how this is accomplished with WinZip.

To zip the files, do the following:
1. After WinZip is installed, go the folder where the Powerpoint presentation is saved.
2. Highlight the files in the folder.

3. Click with the right mouse button over the files and the menu will appear:
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Scan for Viruses, ..

Cpen With. ..
30l WinZip e Add ko Zip file. .
30l Add to Powerpoint, zip

Send T

sne e &3 Add ko recently used Zip fle  »
Cuk &3 Zip and E-Mail Pavwerpaint. zip
Copy &3 Zip and E-Mail Flus. ..

Configure

Creake Shorbouk 2
Delete
Rename
Properties

4. Select Add to Zip, and click the left mouse button. The add screen appears:

Adding 22 files ()

Cancel |

Mew... Open... | Help |

Add to archive:

Action:

I.-'l'-.dd [and replace] files j

Compression;

INu:urmaI j

fultiple disk spanting:
I [removable media only] j

— Optiong
[ Save full path info
[ Store filenames in 8.3 format

— Attributes
[T Include anly i archive attibute is set
[ Reset archive attribute

W Include system and hidden files Paszward...

5. Enter a name for your zip file by typing it at the end of the archive path.
6. Click Add.

7. The files are zipped and you should see a screen similar to the one shown below:
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!ﬂ]\'o'inZip {Ewaluation ¥ersion) - zipped.zip — | Ellll

File Actions Options  Help
; NS \ZiEi

Mew Qpen Favarites Add Extract Wiew CheckOut  Wizard
Mame | Modified | Size | Ratio | Packed | Path
@EBDrselIino_Tomato_Sauce_masterM.xml 2002-11-11 03:56 13,054 % 1,818
E’B0rselIinn_Tomato_Sauce_buttons.giF 2002-11-11 08:56 1,834 35% 1,193
E’BDrselIino_TomatD_Sauce_dsIdUDD4_imageDDZ.gif 2002-11-11 08:56 3,277 1% 3,294
ﬁﬂBorselIinn_Tomato_Sauce_error.htm 2002-11-11 08:56 741 45% 405
Borsellino_Tomato_Sauce_filelist, xml 2002-11-11 08:56 1,309 81% 255
ﬁﬂB0rseIIino_Tnmato_Sauce_Frame.htm 2002-11-11 08:56 1,401 59% 580
ﬂﬁlBDrselIinD_TDmato_Sauce_FuIIscreen.htm 2002-11-11 08:56 st 4E6%: 316
ﬂﬁBorsellino_Tomato_Sauce_masternz.htm 2002-11-11 08:56 5,883 T9% 1,239
ﬂﬁlBorsellino_Tomato_Sauce_masterD4.htm 2002-11-11 08:56 1,968 64%: 704
ﬂﬁBorsellinn_Tomato_Sauce.htm 2002-11-11 08:56 2,634 56% 1,151
@BDrselIinD_TDmato_Sauce_masterD4_imageDD1 .gif 2002-11-11 08:56 2,306 0% 2,306

Borseling_Tomato_Sauce_masterDd_skylesheet.css  2002-11-11 08:56 4,543 6% B46
& |Borselino_Tomato_Sauce_masters, htm 2002-11-11 08:56 1,870 64%: 682
Borselling_Tomato_Sauce_masker0s, xml 2002-11-11 08:56 13,107 6% 1,840
ﬂﬁlBDrselIino_Tomato_Sauce_outIine.htm 2002-11-11 08:56 13,128 TE%: 3,201
B0rselIino_Tnmato_Sauce;res.xrnl 2002-11-11 08:56 2,405 67% 79z
Borsellino_TUmato_SauceJ:review.wmf 2002-11-11 08:56 11,056 73%: 3,022
B0rselIino_Tomato_Sauce_script.js 2002-11-11 08:56 28,789 T1% 8,226
ﬂﬁlBDrseIIino_TDmato_Sauce_slideDDU1.htm 2002-11-11 08:56 10,732 0% 2,158
ﬂﬁBorsellino_Tomato_Sauce_indeDElD2.htm 2002-11-11 08:56 5,971 BE%Ys 2,002
@BDrseIIinU_TDmatD_Sauce_slideDDUS.htm 2002-11-11 08:56 7,674 T3% 2,079
ﬂﬁBorsellino_Tomato_Sauce_indeDElD4.htm 2002-11-11 08:56 5,615 65% 1,962
4] | |
|selected O files, 0 bytes [Tl 22 files, 137KB @D

8. You can close the window by clicking the X in the upper right hand corner of the
screen.

9. You can go back and take a look in the folder where you saved your html files. You
should see a .zip file in the directory. This file contains a compressed version of the
files in your folder that you will need to upload into WebCT.

Uploading the Presentation into WebCT

To upload the presentation into WebCT, do the following:
1. Click Control Panel button in the top left-hand area of the WebCT page.

2. Select the Manage Files option under the Basic Control Panel. The Manage Files
screen appears:
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Test Course
T View ‘J Designer Options
Homepage = Basic Control Panel = Manage Files
Folders and Files 2| Actions
Click on a folder below to view its files, '!-“ mil'!‘cates_a ?‘3'5‘7'5'9” is required
rom the main frame.
Display this file information: ¥ Size W Date ¥ Time Llpdate. TF indicates multiple selections are
Name Size (bytes) Date Time allowed.
Options: Files
™ Z3AMy-Files
Create file
~ ﬂ @Chapterl.ppt 513024 June &, 2003 9:d4dam ==
Edit
Il g Bichinese.jpg 28729 December 2, 2003 9:37am
=
# Delete
[l g Biclass_movid.csy 154 Movember 18, 2003 &:58am =
- T Copy
Il Sj Bimobydick_guestion.doc 20480 June 6, 2003 8:49arm TFa Move
Il ﬂ Bimysteryrockl.jpg 11850 June 6, 2003 Gi14%am I+ Rename
- g Birmysteryrockz.jpg 8996 June &, 2003 &:49am T Zip
- Sj Bimystervrocks.jpg 15489 June 6, 2003 8:49arm ES Unzip
™ @] Bisyllabus bt 3216 June 6, 2003 9:38am Uplaad
™ [@] Bitectonic.fitml 2211 June &, 2003 G:49am [ Download]
Il gj Evanle.Jpg 33424 June 6, 2003 8:49am Options: Folders
[ (Qchat Create folder
[~ CdPowerPaintFiles T4 Delete
[T [(student_pres M
T+ zi
I~ [ whiteboard J

3. You will want to create a new folder in WebCT for each of your Powerpoint
presentations since the conversion process creates multiple files.

4. Under Options:folder, select Create folder. The following screen will appear:

Test Course

Homepage = Basic Control Panel = Manage Files = Create Folder

Create Folder

Create a folder named: |

Within the falder: | My-Files =]

Create| Canu:el|

After naming your folder, create Create. You are now ready to upload the
presentation.

Under Options:File, select Upload.

Select the Destination folder and click Browse to locate the .zip file we created
earlier.

Test Course

Hormepage = Basic Control Panel = Manage Files = Upload File

Upload File

Mote: Depending on the file size and network connection, this process may take several minutes.

Filemarne: I Browse. . I

Destination folder: |My-Files =1

Upload| | Cancel
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8. Click Upload.

9. After a few seconds the .zip file will be uploaded into the directory that you selected.

10. Navigate to this directory in WebCT and place a check mark next to the file.

11. After adding the check mark next to the .zip file, navigate to the top to the Manage

Files area and under the file option select Upzip.

Test Course
T Wiew ‘j Designer Options
Homepage = Basic Control Panel = Manage Files
TR L e = —
;I Actions
| g] B mobydick_question.doc 20480 June 6, 2003 gi49am I indicates a selection is required
from the main frame.
Il g| Bmysteryrockl.jpg 11850 June 6, 2003 g:49am T indicates multiple selections are
allowed,
] 8996 June 6, 2003 g:d49am
™ @] Bimysteryrockz ing ' Options: Files
|l g] Birnysteryrockd.jpg 15489 June 6, 2003 :49am P
r g] @syllabusl.html 3216 June 6, 2003 9:38am = Edit
r g] Rtectonic.html 2211 June 6, 2003 g:49am T Delete
™ @] Bvaniom.jpa 33424 June &, 2003 8:49am T Copy
- D chat T Move
T+
[~ ‘Sl Lectures Rename
=
W (@] Bllecturet.zip 1408531 March 3, 2004 11:24am [ zip
T Unzip
I~ [ PowerPaointFiles
Upload
student_pres
ra = % Download
[ [ whitebosrd

12. Click Go. You will be prompted to select where you want the .html files to be stored.

13. After selecting the destination folder of your files, click Unzip.

Note: If you have any illegal characters in the filename of your PowerPoint presentation

(,./&"%$#@!) you will get an error message when you try to upload a file with any illegal
characters or spaces.

Understanding Copyright Issues and Regulations

Copyright material is gauged on individual basis and depends on the following criteria:

Intent of use.
How much of the media is actually used.
Immediacy factor.

Effect it will have on the market.

Note: Anything Instructional Services develops is the property of Instructional Services. If
you do have time to get permission to use specific material you will need to do so. We are not
the final authority on the rules and regulations, but if you have specific questions about

copyright issues please call Christina Nimmao, Instructional Services (491-3731).
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