Moving Files in Chalk&Wire

Sometimes you may need to move files from one portfolio to another. This tutorial
will show you where files are stored, how to add them to a portfolio, and how to
hide portfolios from view.

Hiding a Duplicate Portfolio
In this example, the student has duplicaate portfolios.

1. After deciding which portfolio to keep, select the portfolio to hide.

2. Select Hide Portfolio.

» Tlable of
Mame Contents Workspace Department Modified
Caw Test - Master of
Master of Business i
Business Administration §
Administration Download As Zip
MBA Master of Download As PDF

Business
ﬁ Administration Hide Portfolio

Duplicate Portfolio

Click Hide Portfolio to confirm the action.

Note: The portfolio is NOT deleted, only hidden from view. Hidden portfolios may
be viewed by selecting Show Hidden on the My Coursework page.

v
Are you sure you want to hide MBA?

File Library

Every file you upload to Chalk&Wire is stored in your personal File Library. Access
the File Library from Menu / Work / File Library.

Here you may:
1. Search

2. Upload
3. View
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4. Download

5. Replace

6. Rename

7. Only files which are not part of a portfolio may be deleted.

o mba q Advanced &3 Upload Files

G MBA 505 Ethical Decisiun Making Analysis

- MBA 513 Executive Summary /
@ 2 0 plosded2minutesago
(5] - MBA 525 Oranizational Audit
2 B O ustosded 2 minutes ago

Add Files to a Portfolio from the File Library

From the My Cousework page, select the portfolio and click Edit Portfolio.

Table of . -
Contents Edit Portfolio

Caw Test - Master of St e

Master of
Business Administration Download As PDF
Admministration

Hide Portfolio

+ Previous Mext —+ Duplicate Portfolio

Select a section to work with.

g @ Master of Business Administration
4 [§ MBA Core Assessment
B @ 4BA 505 Ethical and Legal Environment of Business

Q MBA 505 Ethical Decision-Making Analysis Paper

F| [Zy MBA E Accounting: Fing Arnalveis for Decision Making
[ MBA 513 Executive Summary
B =] MBA 525 Leadersnip and Crganizaticnal Behavicor

% MBA 525 Crganizational Audit
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Select ADD CONTENT, then Add File.

T Text Block

¢ | ata Add File

A JOourmal Ennes

E| Form
¢ Link to a Portfolio Page

Select Insert Content Here

Want&nt Here

. ert Content Here

Select File from Library.

Add File FOSET TSR

rile from Library

(3|
Drag Files Here to Add

or

Add files...

Close

Select Search Files to view specific files, or select File Library to view all files.

Sources 3

Bscarch Files  Wlim—

e} Image Gallery

|:I Enter a new name

DFiI& Library h m
(5]

Dlmages
Elvideo 2]
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Drag a file to the Paragraph Files window.

} Search Paragraph Files

Add All

Type here...

<+ MBA 505 Ethical Decision

ing Analysis
MBA 513 Executive Summary #"I" MBA 513 Executive Surmmary

MBA 525 Oranizational Audit

Or select a file and click Add Selected

»  Search Paragraph Files

ﬁ Add Selected

Type here..

+  MBA 505 Ethical Decisicn

4  MBA 513 Executive Summary

Select Done.

Add File File from Library

Sources b Search Paragraph Files
Add Selected Delete All
& search Files Type here... MBA 513 Executive Summary
L P R

Repeat the process for other sections.

For further assistance please e-mail the Concordia Chalk&Wire Support

helpdesk OR check out more tutorials at
http://userguide.chalkandwire.com/m/Student AND http://wp.cune.edu/

chalkandwireresources/

ChalkandWire @cune.edu

Moving Files in Chalk&Wire

Page 4


http://userguide.chalkandwire.com/m/Student
http://wp.cune.edu/chalkandwireresources/
http://wp.cune.edu/chalkandwireresources/

	Hiding a Duplicate Portfolio
	File Library
	Add Files to a Portfolio from the File Library
	Repeat the process for other sections.

