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Publishing Audio or Video Files to Edline 

1. Log onto Edline. 

2. Select a class where students will post and/or access audio or video files. 

3. In the Contents region, click Edit button. 

 

 

Creating a new folder … 

4. It is recommended that you create a folder where you and your students can store audio 

or video files. From the drop-down menu, select Folder and click the Add button. 

 
5. In the Folder Infomraiton region, enter a folder name and a folder description. Then click 

the Folder Policies button under Folder Management region. 
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6. If you want students to post their audio or video files in this new folder, you will need to give 

them permission by selecting the check box next to Students. Then click the Update button. 

 

7. You will return to the Create Folder page. Click the Save & Return button to save the 

record.  
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8. The new folder will appear in the Contents region of the selected class. 

 

Posting an Audio or a Video file to the Folder… 

9. Click the newly created folder link under the Contents region. 

10. Select Document from the drop-down menu and click the Add button. 

 



Created by  

Department of Technology Consulting  4 

 

11. In the Summary Information area, enter Document Title and Document Summary. 

12. In the Add Content area, click the Browse button to locate an existing file on your 

computer.  

13. (optional) In the Multiple Posting area, choose any additional groups/classes that you wish 

to multi-post the document to, and add them to the "Additional Posted Groups" box. 

14. Click the Save & Return button to save the record. 

 

15. The file you posted will appear in that folder. Click the Done button. 

 

 


