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HOW TO ADD DOCUMENTS TO DIGICATION

Overview

Adding documents to Digication is easy. You can directly upload Microsoft Word Documents or PDFs to your e-
Portfolio.

Please note: You can easily add items like Powerpoints and other presentations by saving them as a PDF and

adding them in the method described here.

How to Add a PDF

[t is easy to add a PDF to your e-Portfolio by adding an ‘Image/Video/Audio’ module.

I. Within your e-Portfolio,

c"l:k lst ———> &) Add A Module

make sure you are in the

‘Edit’ mode and click the Basic Image/Video/Audio
. , Image/Video/Audio
Add a Module’ button. e _
] .
Select the === Click 2nd
Contact Form
‘Image/Video/Audio’ e
. . . Google
option. Then click ‘Add
Social
this Module.” Your new
mOdule Should populate This module allows you to display a single large piece of media, such
on your page as a movie, image, or audio file.
Click 3rd pe——p>| O Add This Module
2. Within the module, select 2ILLHALELTD | ARMEIWIBIET:
the ‘Replace ThlS Media, View Media Edit Settings Publish Delete Drag to reorder

DRAFT: This module has unpublished changes.

option.

Click to add your media




3. Within the pop-up
window, click the ‘From
My Computer’ tab. Click
‘Choose File’ and select
your PDF to upload.

Click ‘Done’ when
complete and your PDF
should appear. Make sure
you ‘Publish’ your page to
complete the process.

How to Add a Document

From My Computer

File

Media From Web Media From Web (new)

Your image, video, audio or pdf will be shown at most 500px wide.
Images will be resized to fit within this dimension, preserving their
original aspect ratio.

e File size limit: Each file must be 20MB or smaller.

* The following file types are accepted:

Images: bmp, gif, jpeg, jpg, png

Audio: mp3, wav

Video: avi, flv, mov, mp4, mpeg, mpg, swf, wmv
Other: pdf

Choose File | No file chosen

Pick your file

Click to complete

It is easy to add a document to your e-Portfolio through a ‘Rich Text’ module.

I. Within your e-Portfolio,
make sure you are in the
‘Edit’ mode and click the
‘Add a Module’ button.
Select the ‘Rich Text’
option. Then click ‘Add
this Module.” Your new
module should populate

on your page.

2. Within the module
editor, click the ‘Add a
File’ button.

| ClickFirst

r—-» ) Add A Module

Bosic Rich Text

Rich Text
Gallery

Contact Form

Click Second = e

Equation

Google

Social

This module provides a rich text area that can contain formatted text
and display links, files, and images inline.

l‘\-’ &) Add This Module

Click Third

View Text Edit Publish Delete

DRAFT: This module has unpublished changes.

This module was last edited on Aug 10, 2016 at 11:10 AM

v Save
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| Click to add a file




3. Within the pop-up SR T — ==

window, click ‘Choose From My Computer
File’ and Select our File « File size limit: Each file must be 20MB or smaller.
y « The following file types are acceptas
document. Click ‘Insert’ Al ew'scoptad) Click to choose
to add your file tO the e- Choose Filé file chosen ﬁle

Portfolio. The document
will now appear as a link

within your page. Make Click to insert

sure you ‘Publish’ your

page to complete the
process.

How to Get Additional Help

If you still have questions about how to add documents in Digication, please contact the ITS Helpdesk by calling
210-784-4357 (HELP).

Related Documents and Helpful Links
Digication FAQ

Feedhack

We welcome your feedback about this document. Please email ITSFeedback @tamusa.edu or use Twitter
@TAMUSA _ITS.
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