eSchoolBook
This training guide explains how to upload files in eSchoolBook.

You can upload files to eSchoolBook in order to make them available for parents and students. After
uploading a file, you have the option to attach a file to an assignment or to a calendar event.

To upload files in eSchoolBook:

1. Upon logging into eSchoolBook, click on the Files tab.

Schedule

| Activities | Calendars | Conferences | Files | ’

2. Click Add New File. Calendars Conferences

Records 0 to 0 of 0

Add a File to your Personal Filing Cabinet

3. Enter a File Name (this .
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uploading a lot of files, — : : :
X ) This is the syllbus for Introduction to Business Online

using these features will

help organize.
5. Then Browse to locate

your file.
6. Check the Make Public

box only if you want the

file to be available to WEWIGTNTE E108-09_schaolyear\iBintroBusOnline_Syllabus_pdf

other staff members. Additional Link:

Make Public: File will be available to other staff members (view only - they cannot update)

7. Click Add (add) [ cancel |

This training document was prepared by Donna Spear.
If you have any further questions, please direct them to her.




8. Your files will be listed like this:

Add New File

Filing Cabinet Records 1 to 13 of 1:
AT My Files (13) - oEITN I Fll Al My Categories =

Flowame — [Cwtegoy  Jowner | Creaed |
Business Plan Rubric IntroBus 11/11/2009
Enroll Instructions BusTech 01/14/2010
Enrollment Instructions IntroBus 08/07/2009
First Week Checklist BusTech 01/16/2010
Plagiarism Contract IntroBus 08/07/2009
Syllabus IntroBus 08/05/2009
Week 2 Checklist BusTech 01/24/2010
Week 3 Checklist BusTech 01/31/2010
Week 4 Checklist BusTech 02/09/2010
Week 5 Checklist BusTech 02/15/2010
Week 6 Checklist BusTech 02/20/2010
Week 7 Checklist BusTech 02/27/2010
Week 8§ Checklist BusTech 03/07/2010

Click on a File Name to view/update the information

9. You can add unlimited files to eSchoolBook. And these files will remain from school year to school
year.

10. When you add an assignment to eSchoolBook, you can choose any files you have uploaded to be
attached to the assignment. Here’s an example of adding an assignment:

B Foint System o
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Return Signed Syllsbus

Date Assigned
(mmJddiyyyy):

Date Due
(mmdddiyyyy):
Marking Period: JRESETEIE SRS -

82472008

2/3072008

Recurring*

Will Assignment be Graded > [i#
10.00
Extra Credit Points:
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Students must r=ad and return the class syllbus with parent signstur=. | \WWhen you drop
down the list to
Attach File, you will
see all of your
uploaded files.
Note: Currently,
e Office 07 files are
not able to be
uploaded to
eSchoolBook. Use
Office 03 or PDF
files.
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Description:

Attach File: jiSyliabus
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