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INSTRUCTORS GUIDE- COURSE FILES DIGITIZATION_2017-18 

1- NEW tab 

From NEW tab you can create new folder or document,…… ( if signed in with a university 

account i.e. ……@cu.edu.eg) 

 

Note if there is no university account, it is preferable to create the folder on the PC and 

upload it using the upload tab as in point 2 

2- UPLOAD tab 

From UPLOAD tab you can upload files of folders 

 

 



 

3- Note about Sharing: you can share the course folder with your TA by forwarding the 

mail received from the Champion. 

4- Edit a file 

You can open the uploaded file online by clicking on it and edit as shown in the following 

photos. 

 

 

 

 

 

 

 



5- Check list 

You have to download it then modify according to what is added in the course folder, then 

upload it again with replacement. 

- Download 

 

- Edit on PC 

 

-  
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- Upload with replacement 

 

 

 

 

Important NOTE about "Ref. Template" folder  

This folder contains all the needed templates in the course files and program files. 

For Fall 2017, for your convenience, you can upload the files in any format that you 

have already used; but for Spring 2018, instructors are kindly requested to follow 

these templates. 

 


