Batch Upload for a single course:
· Log in to Sharefile and pull files out for course
· Create folder for course on flash drive
· Add files to flash drive
· Ensure files follow the CC BY Protocol Naming Convention
· Complete a course materials manifest that includes:
· Summary description of AMPed NH project
· College course comes from
· Title of course
· Description of course (from catalog)
· Course for which program is part of
· DoL Disclaimer statement
· AMPedNH Disclaimer statement
· Inventory describing what is within file
· For video and image files:
· Zip files into one folder
· Complete and add the Image and Video form
· ZIP all files into a folder with the college/course number/course name as the title
· Upload to Skills Commons
· Add note to Sharefile on course folder that says “Skills Commons Upload Status” as the title, and then add the date and link for the Skills Commons upload
· When all courses from a college have been uploaded, email the PC, President, and VPAA with this information
Keywords:
· Use keywords from Excel sheet I created
· Add the title of the course as a keyword
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