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http://www.eshare.edgehill.ac.uk/

You can find eShare at www.eshare.edgehill.ac.uk

Find eShare

Preparing your items

Adding material is very straightforward.
e 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).

e Please ensure that items conform to The Public Sector Bodies Accessibility

Regulations 2018. You need to take a few simple steps to create accessible
documents. For guidance please see the Learning Services Wiki pages on

Creating Accessible Content.

e Have the material you want to add in a place where you can easily access it —
on your desktop, on a flash drive or in your usual server space.
e You can read the ‘Terms and Conditions’ for use of eShare — accessible from

the foot of the eShare homepage.

eShare Login

Login to eShare with your University username and password.

Edge Hill University eShare

Home  Browse  About Ahancea search

Login Link to eShare login box

Click on ‘My Resources’ to add an item

Edge Hill University eShare
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Uploading a new item
Click on My Resources and choose New Resource.
Files and Links
Click on File to select the item you want to upload.

[l Fites & Links

To upload a document to this repository, click the Browse button below to select the file and the Upload button to upload it to the
archive. You may then add additional files to the document (such as images for HTML files) or upload more files to create additional

documents.

File From URL

Choose File | No file chosen

Each document or link you upload will appear beneath the box:

. Text P

Making Caorrections - using software. docx '!: = '._'ag_ 1 -

i a a 3 r

=l 2wm8 & —
/ Show options

If you are uploading more than one document, Click Show options beneath the file
to give each document a separate title in the ‘description’ box.

Hide options G

_' Type: Text v B

Description: a

License: | UNSPECIFIED M a
Update Metadata

Use the dropdown menu to select the appropriate Creative Commons licence for

each document. (If you are unsure, choose the top option: ‘Attribution-no derivative
works’.)

Click Update

Metadata

If you have uploaded several documents ‘_'
you can re-order them using the blue arrows.
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Resource information

Complete information about the item. Additional guidance can be obtained by
clicking on the question mark next to the field you are completing.

Tags

Title - concise title for the item.

Description — A description of the resource and its files. State what type of file
it is, and the size.

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

Corporate Authors - Please give your department as Corporate Author.

Advice for reuse - this tells others how to make best use of the item.

. Resource Information

) Title: a
7]
Description:
First name Family Hame Email address E
Authors:
1. v] ?]
2 ug
Corporate Authors:
po 3 up
a

Advice for reuse:

Tags are essential to help users find the resource. A drop-down box will show you
tags already in use — where possible re-use a tag rather than creating a new one.

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

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. ‘technology enhanced learning’ | might also be called
‘TEL'.
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e |tis not necessary to tag information that appears in the title or description of
the item — all this metadata is picked up in free text searching.

. Tags H

Policy Management
Code of Practice
Student Finance
Student Funding

Tags: Add

Choaose from your own tags

Viewing & Editing permissions

Set the permission level according to who should be able to access the item. The
default is ‘university’.

You are advised to give editing permissions to at least two members of your team.

. (_) Viewing permissions B‘
You need to choose one of the options helow. It is not possible to combine these options.

Just me Selected users University  World

This item will be online at: http:/feshare.edgehill.ac.uk/M3951/

Surname:
-or- Email:

Users allowed to view this share:

Heather Johnston (Heather Johnston@eadgehill. ac.uk)

. & Editing permissions. It is advisable to give editing permissions to several of your colleagues. ﬂ|

Don’t forget to Save. /
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Your item in eShare

This is how the item will be displayed in eShare:

Home Browse

g

Help

1 file in this rezource

A Thera k= ne preview awalianie for thes Sle Dut you can download 1.

= || Teut

e

Download

eShare user guide: uploading resources
for PMG

A POF dpage slepby-clep quide lo the process of
uploading ilems into e Share

Advice for reuse

Tor use when uploading policy dotuments b eShare

Adided By: E Ilichglia O'Cenngl

Dhate Added: 16 Jan 2015 10008

umars Micnaia O Connsl

Taps: poicy dorument, eShare guide
Viewing
i 5 Unisersily

Link: hitp-feshare edgehil s ukidepint'14235

Dawilsals
A Views

Actions [login required)

’jv‘lnw ]
L*

Toolbox

Edt Rem
Dowinload &3 zip
Lise &3 template
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This is how the metadata will appear in eShare:

eShare user guide: uploading resources
for PMG

A PDF 4-page step-by-step guide to the process of
uploading items into eShare

Advice for reuse

for use when uploading policy documents to eShare.

Added By: E Michelle O'Connell

Date Added: 16 Jan 2013 10:09

Authors ) )
Name: E Michelle O'Connell

Tags: policy document, eShare quide

Viewing ; ;

pPermissions: University

Link: hitp:ifeshare edgehill ac. ul/idieprint/ 14235

Downloads
& Views

Actions (login required)

.@Wew Item

Toolbox

Edit item
Download as zip
Use as template
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Linking to items

In My Resources, your uploaded items will be displayed (newest at the top). Click
on the title to see information about the resource.

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

e Preview the resource and click on the individual document (so that it is
highlighted in purple like the document called ‘Introduction to this topic’ in the
screenshot below).

¢ Right click on ‘Download’

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

1ays: DUIICY GOCOTTTENT, ESiiare guine
Introduction to this topic Viewina ...
Text Open link in new tab
Cpen link in new window [y

Cpen link in incognito window

- o | o |

Save link as..
Introduction to this | The main points of the References and further Copy link address
topic subject reading PY
Inspect
™ O
3 files in this resource X View Item

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

e Preview the resource.

Testing Fake News

A Word document full of ideas

H‘ There is no preview available for this file but you can download it.

Advice for reuse

geglﬂﬂe word file Suitable for librarians creating pre-eniry modules

|
(@) oo |
]
Download Added By: ﬁ\ Michelle O'Connell
Ay
Date Added: 05 Qct2017 1428
Authors \1
. %) Michelle O'Connell
Name: !gﬂ
Viewing Selected users
permissions: N
Link: hitp:/feshare edgehill.ac.uk/fid/ieprint/1335)
» word file Download
B

Gl e | (M8) | Downloads h
& Views

e Copy the Link on the right-hand side of the resource preview page.
e Paste this link into your document / webpages.
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How to edit or update items in eShare

*This guide is available as a video: eShare: how to edit items

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.

Open eshare, www.eshare.edgehill.ac.uk and login.

Resource
w Edge Hill resources for 5t Helen's College students
s Guidance on how to search the library catalogue and e-resources when off campus. Answers to specific queries
ﬂ Michelle O'Connell Shared with: University

This list was generated on Thu May 17 11:31:01 2012 15T.

Click on the resource title to open it.

Home Browse About Help - Advanced search

Profile My Saved Logout

Description

Guidance on how to search the library catalogue and
e-resources when off campus. Answers to specific

T\ Thereis no preview available for this file butyou can download it
L] queries.

Edge_Hill_Resources_for_students_at St Helen.docx Advice for reuse
1| | Microsoft Word

Document created for the specific use of students at St
Helen's College

Download
Resource details
Added By: j Michelle OConnell
Added On: 01 Mar 201210:19
Authors:  Michelle O'Connell
Edge_Hill_Resources_for_students_at_St Helen.docx
M\gos_uﬂWl_)rd T sl Download Tags: StHelen's College, Library catalogue,
e-baoks
Module
codos: FDH1101

Edge_Hill_Resource Permissions: University

Link: http:ifwww.eshare. edgehill. ac.uk/1374/
1file in this resource
Downloads:
Comments & Notes
Comments Motes
Toolbox
Edititem
Bookmark thide]
Download as zip
Add Comment Use as template

To edit or replace an item, go to the toolbox and choose ‘edit item’.
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Then click on the File icon.

Save and Retum

Il Fites & Links

To upload a document to this repasitory, click the Browse button below to s®Nect the file and the Upload button to upload it to the
archive. You may then add additional files to the document (such as images fIONATML files) or upload more files to create additional

documents.
File From URL
Cheose File | No file chosen
Text
= 22,  [EEh =

Edge_Hil_Resources_for_students_st_St_Helen.docx Clbe, |, "
Restricted to Registered users only & ' I_Ii
546kB

Show options E3

Click on ‘click to add supplementary files to this document’

Text
Edge_Hill_Resources_for_students_st_St_Helen.docx

Restricted to Registered users only
546k

Add or remove files, change the main file for this document or fix an incorrectly iflentified MIME-type.

. File T Checksum

File name size Mime-Type type
Edge_Hill_Resources_for_students_at St Helen.docx: 546kB application/vnd. openxmlform: MD5

Click to add supplementary files to this document

File checksum

And choose OK when you get the pop-up warning message:

eshare.edgehill.ac.uk says:

Wait! Are you really sure you want to add another file to this document?
Only do this if the file is directly required by the document. For example an
image required by an HTML decumnent. If you are sure you want to then
click OK. Most of the time you want to click Cancel then use the New

Document field above.

Then choose your replacement file and Upload:

Choose File |Mo file chosen Upload additional file

Click Apply
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You will be returned to the Details screen. Click on the File icon once again:

Il Fies & Links

To upload a document to this repository, click the Browse button below to select the file and the Upload button to upload it to the
archive. You may then add additional files to the doecument (such as images for HTML files) or upload more files to create additio

dotuments.
File From URL
| Choose File | No file chosen
Text
20, [l .
Edge_Hil_Resources_for_students_st_St_Halen docx % | " [_
Restricted to Registered users only ﬁé’} _U
540KkB
Hide options B
'..-_-)Type: Text v 2]
Description: 7]
License: | UNSPECIFIED M a

Update Metadata

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

Text
Edge_Hill_Resources_for_students_at_St_Helen.docx
Restricted to Registered users only

549kB

Add or remove files, change the main file for this document or fix an incorrectly identified MIME-type.

File name F.'IE Mime-Type Checksum File checksum M.aln Delete
size type file
Edge_Hill_Resources_for_students_at_St_Helen.docx: ; 546kB; application/vnd.cpenxmiform:; MD5 d06f535fb00c1b0e2d299430b64c7
6 Version 6.pdf: ; 2kB . application/pdf MD5 fd4cc6c273b68be6b55296c024669810 @
Apply
| Choose File | No file chosen Upload additional file

You can then delete the old version by clicking the blue crossed box. This is the
preferred option. If you need to keep an archive of previous versions make sure that
the latest version is the Main File.

Go to the bottom of the screen and click Save and Return.
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