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Contributor Guide to Adding Resources  
 
 
eShare allows you to manage the resources you produce for teaching and learning. 
Make your resources visible to your colleagues and students across the university 
and the world. Link your resources to multiple locations. 
Share lecture notes, session outlines, slides, video and audio materials with others. 
 
 
1. You can find eShare at www.eshare.edgehill.ac.uk 
 
Adding material is very straightforward. Just follow some simple guidance and you 
will be contributing to the benefit of the whole community in no time!  
 
To begin adding content, get the material you want to add in a place where you can 
easily access it – on your desktop, on a flash drive or just in your usual server space. 
Please save documents as a PDF before uploading to eShare (users of devices that 
do not run on Windows, such as iPads, for example, cannot open documents saved 
in Microsoft packages, but can open PDFs). In addition, you need your University 
network username and password. 
 
At the eShare homepage, click on the Login link and login with your university 
username and password. 
 

 

 

 

 

Enter your 
university 
Username 
and 

password 

http://www.eshare.edgehill.ac.uk/
http://www.eshare.edgehill.ac.uk/
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2. When you login for the first time, and until you have added content to eShare, 
you will see this screen: 

 
 

 
If you are depositing resources into eShare make sure you update your profile      
information and upload a profile photo. 
 
You can read about the “Terms and Conditions” for use of eShare as a contributor to 
the content – accessible from the foot of the eShare homepage. 
 
 
3. Clicking on “My Resources” will present you with a list of options for uploading 

resources that you wish to add to eShare. Additional help can be obtained by 

clicking on the question mark next to the field you are completing.  
 
If you have a zip file of resources that you wish to add in one single operation as 
multiple resources, then select the ‘Bulk Upload’ tab. If, however, you want to add 
a package of resources which rely on each other to work, select the ‘Zip File’ 
option after clicking on the New Resource tab. 

 
 

 

 
 

Click here 
to start 
depositing 
a new 

resource. 

Click here to upload 
a zip file of 
resources from 
which single 
resources will be 
created. 

Click here to 
create a 
collection from 
resources you 
have uploaded 
to eShare. 

Click here to add your 

photo to your profile 

Click on  
‘My Resources’ 
to start adding  
a resource to 
eShare. 

 

Click here to update 

profile information 

http://www.eshare.edgehill.ac.uk/cgi/users/home?screen=EPrint::Edit&eprintid=616&stage=core
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To begin adding a resource to eShare click on the New Resources tab. Begin 
by browsing for and locating the file you wish to upload, highlight the title of it, 
and follow your operating system rules for adding an item. This will present the 
resource to eShare. 
 
Finally, you also need to click on the “Upload” button, in eShare, to complete the 
process of adding any resource into eShare. 

 
 
 

 
 
 
4. If you want to add a URL link to eShare in addition to a file, or simply on its own, 

you should locate and copy the URL and then paste it into a box labelled “Enter 
URL”. Remember, the URL must start with http:// 

 

 
 

Click here to 

add a URL  

Click here to add 

a single file 

Click here to 

add a zip file 
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5. If you wish to “Upload” a single file to eShare, a “Description” box is presented 

which allows you to add the title of that individual file. In addition, you are 
presented with a box labelled “Licence” for associating a licence for the use/re-
use by others of the resource. 

 

  
 
 
 
 
6. There is only a single field of data which you have to provide before completing 

the process of adding content to eShare. This is the Title field.  
 

 
 
 

 
Please make the title of the resource as meaningful as possible for other users. 
The long description should give the type of file and its size – for example ‘a 5-
slide Powerpoint’ – as well as what it contains.  
 
The Authors are the people who have produced and/or contributed to these 
resources you are adding. These may be people within the University, as well as  
people working in other organisations. 
 

A concise title of the resource. 

A description of the resource 
and its files. Ideally, state what 

type of file it is, and the size. 

People who have created the 
resource. 
Click on ‘more input rows’ for 
additional authors. 

A short explanation of the  

file and what it is about. 

Where appropriate select 
a licence for the resource.  
 

  Use the help link to 

assist you in your choice.  

You can convert this 
document to another 
format. The conversion 
will create a new 
document – your old 

document will not be lost. 

Advice for re-use tells others 
how to make best use of the 
resource.  

Please give your department as 

Corporate Author 

http://www.eshare.edgehill.ac.uk/cgi/users/home?screen=EPrint::Edit&eprintid=616&stage=core
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Please give your department as Corporate Author. 
 
Advice for re-use field is the place to help others understand how they can 
make best use of what you are sharing with them. So, if something works well 
with small groups of 4 people, for instance; or a resource is particularly useful as 
an interactive and dynamic way to help students new to study at a University, 
then tell others here. 
 

7. Tagging is used to help users find the resource and is not to supplement or 
duplicate description information. Tagging is important for the longer term 
searching and visibility of resources, but it is wise to be selective and clear in our 
choices to ensure we avoid an unwieldy and confused browser list.   

 

 Focus your tagging on what is most important about the resource: themes 
and disciplines. 

 When adding tags take the time to view the predictive text that appears 

and select a keyword that already exists if it is suitable. Admittedly the 

existing options don’t appear until after you’ve typed in the whole keyword, 

but an extra couple of seconds could avoid unnecessary duplications and 

errors ... and please check spellings! 

 Select tags that sum up the main content of the resource: it is not 

necessary to set up tags for terms, dates, names, etc that already appear 

in either the title or description of the resource: all this metadata is picked 

up in free text searching.     

 Think from the top down – start with the relevant subject or field, for 

example, Education, then work down to the subject/focus of the resource. 

Try to think of the terms a user may search and use the various different 

ways a concept can be expressed – e.g. ‘primary’ school might also be 

called ‘elementary’ school. 

 

8. The final element of information you can add to the resource record you are 
creating is to set the permission level of whom would be able to access this 
resource. You need to choose one of the options. Please remember that it is not 
possible to combine these options.  

 
 
9. Now you can complete your work of presenting and describing your resource by 

clicking on “Save”. 

Viewing permissions are pre-set to 
University and can be changed by 
selecting the relevant tab. 

Editing permissions for the resource 
record are given to the author /s by 
default. Ideally, add one or more of 

your team/colleagues. 
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10.  Linking to your resources.  
 

You have three options: 
 

Option 1: 
This option will link directly to the resource and you will not see the eShare preview 
screen.  
 

 Preview the resource 

 Right click on the ‘Download’ link 
 
 

 
 

 Select  ‘Copy Link Address’ or ‘Copy Shortcut’, then paste the URL into your 
document / Blackboard page etc. 
 

Option 2: 
 
This option will link directly to the preview page where data about the resource will 
be available to the user. 
 

 Preview the resource 
 

 
 
 

 Copy the Link on the right-hand side of the resource preview page. Paste this 
link into your document / Blackboard page etc. 

Right click download link to 
copy resource link 
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11.  When you next login to eShare, you will be presented with a list of items you 
have added in “My Resources” with your most recent resource right at the top.  

 
 

12. If you need to alter any of the information about the resource, change the viewing 
permissions, etc. then simply click on the “Edit” link shown. 

 
 
 

 
 
 

13. If you need to change the resource itself, for example to an updated version, 
please carefully follow the steps given in ‘How to edit or update items in eShare’ 
below.   

 
 
 

Thank you for sharing your resources across the academic community. 
You might want to tell your friends and colleagues how good this feels and how 
easy it is to do! 

Click here 
to edit the 
record for 
this 
resource. 

http://www.eshare.edgehill.ac.uk/1733/
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How to edit or update items in eShare 
 
A resource in eShare cannot be removed, and its URL is permanent. An item within 
that resource, however, can be deleted or replaced but its URL will change each 
time unless you use the following method. 
 
First, save a copy of the new version of your document with a slightly different name 
(e.g.add the current version or month/year of update to the document name). 
 
Open eshare,  www.eshare.edgehill.ac.uk and login. 

 
 
Click on the resource title to open it. 
 

 
 
 
To edit or replace an item, go to the toolbox and choose ‘edit item’.  
 
 
 
 
 

http://www.eshare.edgehill.ac.uk/
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Then go click on the Files tab.  
 
 

 
 
Click on ‘need to add additional files to this document’ 
 

 
 
 
And click ‘ok’ in the dialogue box:  
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Go to Browse and choose the replacement document then click on ‘upload additional 
file’.  
 

 
 
 
Click on the ‘files’ tab:  
 

 
 
 
 
Under ‘main file’, choose the new version of your document.  
 

 
 
 
You can then delete the old version by clicking the blue crossed box. 
 
Go to the bottom of the screen and click SAVE. 


