Dean’s Office Arts and Sciences—8/8/2014

Instructions for Secure Upload of Dossiers
via ELearning Commons New (eLC-New)

https://uga.view.usg.edu/

CREATE FOLDER FOR EACH CANDIDATE: On your own computer, create
a folder for each candidate for promotion and tenure using the following naming
structure using underscores in place of spaces:

lastname_firstname category (per 2nd column below).
(e.g., Smith_John_asop_tenure)

RECOMMENDATION CATEGORY FOR FOLDER NAME
Associate Professor with Tenure asop_tenure
Associate Professor (promotion only) asop
Professor with Tenure prof_tenure
Professor (promotion only) prof
Tenure only tenure
Clinical Associate Professor clinical_asop
Clinical Professor clinical_prof
Senior Lecturer sr_lecturer
Academic Professional acad_prof
Senior Academic Professional sr_acad_prof

1. INDIVIDUAL FILE NAMES SHOULD BE PDFS IN THIS FORMAT:

1_Smith_John_Transmittal_Ltr.pdf
2_Smith_John_TOC.pdf
3_Smith_John_|_Rec_Forms.pdf

4 Smith_John_IlI_Cover_Ltrs.pdf

5 _Smith_John_lll_Unit_Criteria.pdf
6_Smith_John_IV_Vita Accomplishments.pdf
7_Smith_John_V_Achievements.pdf

8 Smith_John_VI_Offer Ltr 3™ Yr_ Review.pdf
9 Smith_John_VII_External_Letters.pdf

2. ONCE YOU HAVE PLACED the NINE FILES INTO EACH DOSSIER FOLDER YOU WILL
SELECT ALL OF YOUR DOSSIER FOLDERS AND SAVE THEM AS ONE ZIP FILE FOR
UPLOAD TO eLC-New.

On a Windows computer 1) select your folder or folders; 2) right click the selections; 3) when
the menu comes up select “send to0”; 4) select "compressed zipped folder.”

Please consult your Department IT support if you need assistance with creating the zip file.
1


https://uga.view.usg.edu/
https://uga.view.usg.edu/
https://uga.view.usg.edu

Dean'’s Office Arts and Sciences—8/8/2014

3. Go to eLC-New homepage at https://uga.view.usg.edu/ and login using your UGA
MyID and Password:

[~Firefoc ] =@ x|

J % University of Georgia Online Courses I e |
€ B httpsi//ugaview.usg.edu | (2~ Google Pl A B~
Weicome
Username : Welcome 3 3 y
<mithil eLC-New is the next generation online learning management system
) at the University of Georgia, and is jointly supported by Enterprise
Password : Information Technology Services and The Center for Teaching and
ssessssee Learning.
Please note your Select courses will be taught here beginning in January 2013. For
D cate more information, including implementation timelines and frequently
iy asked questions, see http://ctl.uga.edu/elc.
Login Login Problems
\_l Manage your UGA MyID & password at mvid.uga.edu. If you can
access other UGA services, but not eLC, contact the EITS Helpdesk.
If your User Name is NOT a UGA MyID and you forgot vour
password, you can receive a new password via e-mail.
Please click here for a System Check before you log in.
Desil
Copyright © 2013 Desire2Learn Incorporated. Al rights reserved
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4. SELECT your P&T Course: The Dean’s Office has created a “course” site for each
school/department for secure file upload. Choose your Promotion and Tenure file
from “My Courses”: For demonstration, we will use Arts & Sciences’ course site:
“OFA Arts and Sciences”
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5. SELECT MANAGE FILES: From the Course Homepage, select “Manage Files”

from the top left menu.

J “ ¥ OFA Arts and Sciences - University of Ge... I B
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6 @ https://uga.view.usg.edu/d2l/Ip/homepage/home.d2i?oL 5 7

# | & My Home

@ Course Home | @Q Manage Files

C | |29~ Google
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M Logout 2

% Edit Course | E} Logout

News B
= < M8 8 @ -2
There is no news to display. Click New Item to add a new item. .,
Admin Tools (Instructor View Only) :
& 8 | -
6. SELECT UPLOAD: To upload your .ZIP FOLDER
[FrTc =13
] “ % Manage Files - OFA Arts and Sciences - ... Iil
6 @ https://uga.view.usg.edu/d2l/Ip/navbars/navbars/externalLink.d: i c| ':.," Google Pl A B~
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B Logout

¢ | @ My Home
@ Course Home | S8 Manage Files

Manage Files

Location: content » enforced » 290536-OFAArtsandSciences

@LCNeW OFA Arts and Sciences

@ edit course | P Logout |

[A| Hide Tree {7 New File == New Folder [ Paste | (&) Upload |} Manage Content
) feontent/enforced/290 | [ % [ i © ¥ &
Nam A Size Type Last Modified Date
This folder is empty.
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8. LOCATE YOUR “ZIPPED FOLDER.” IF THE UPLOAD BOX says “Drop Files here”
then your browser allows you to drag the zipped folder into the box without using
the upload browse option. If it doesn’t support drag & drop, click upload, and select
your zipped folder. Next Click “SAVE.”

(Occasionally | have gotten an error message when uploading on some browsers
but the folders still will appear. You can always click “manage files” to refresh the
screen back to folder view.)

Upload

@ Upload

®

Destination Folder
/content/enforced/250536-OFAArtsandSciences/

9. MOVE YOUR CURSOR ON THE ZIPPED FILE NAME; CLICK ON THE DOWN
ARROW THAT APPEARS TO THE RIGHT; THEN SELECT UNZIP:

J‘;-: Manage Files - OFA Arts and Sciences - ... | =+ | -
6 @ https://uga.view.usg.edu/d2l/Ip/navbars/navbars/externallink.d21?o1 c 7'," Google A A B~
& | & My Home E» Logout
@LCNeW OFA Arts and Sciences
@ Course Home | @8 Manage Files (%9 Edit Course | @ Logout
Manage Files iZn Rename

[}] Copy

Location: content » enforced » 29 ’}6 Cut

== Z Delete
|A| Hide Tree | 7| New File = = New L / |..} Manage Content

B :éj Unzip
'~ [content/enforced/2905 | [7] © Download

ﬁj Add Content Topic 4 Size Type Last Modified Date

(] gj B Hﬂpressed Mar 20, 2013 11:00
Smith John regents prof(1).zip File AM
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10. FOLDERS AND FILES ARE NOW UPLOADED TO eLC-New:
You can click on the folder name in left column and individual files in that folder
are displayed in the right column.

(EREEETEE [ESEEol )
| “¥ Manage Files - OFA Arts and Sciences -... | + |
€ @ uga.view.usg.edu/d2l/Ip/nav < Ll A B~
|
| ® | # My Home P Logout
|
| @LCNeW OFA Arts and Sciences
| @ course Home | S8 Manage Files @ Eedit cou E» Logout
Manage Files
N Location: content » enforced » 290536-OFAAFtsandSciences » Moore_Tina_asop_tenure
| Hide Tree = 7] New File | = New Folder Paste | (@) Upload [.L} Manage Content
3-& /content/enforced/290536-0OF; B 0o ¥ 5
| (& Brown_aAnn_prof Name -  size Type Last Modified Date
'~ Moore_Tina_asop_tenure :
= il [} Moore Tina a Transmittal Ltr.pdf 344.36 KB | Adobe Acrobat Document | Mar 20, 2013 11:10 AM
Smith_John_regents_prof
| ] [} Mcore Tina b TOC.pdf 50.18 KB Adobe Acrobat Document = Mar 20, 2013 11:10 AM
|
| = [} Moore Tina I Rec Forms.pdf 641.5 KB Adobe Acrobat Document | Mar 20, 2013 11:10 AM
|
@l [} Moore Tina II Cover Ltrs.pdf 1.72 M8 Adobe Acrobat Document | Mar 20, 2013 11:10 AM
|
= [} Moore Tina III Unit Criteria.pdf 79.23 KB Adobe Acrobat Document = Mar 20, 2013 11:10 AM
|
| @) [} Moore Tina IV Vita-A s.pdf 275.12KB | Adobe Acrobat Document | Mar 20, 2013 11:10 AM
|
| = [} Moore Tina V Achievements.pdf 344.26 KB = Adobe Acrobat Document | Mar 20, 2013 11:10 AM
|
| (=] [} Mcore Tina VI Offer Ltr 3rd Yr R w.pdf 179.84 KB | Adobe Acrobat Document | Mar 20, 2013 11:10 AM
|
| = [2} Moore Tina VII External Letters.pdf 686.37 KB Adobe Acrobat Document | Mar 20, 2013 11:10 AM
i = 9 files, 0 folders
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