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4.3.11. Allocating Contents to a Category 

When creating content, the following types will automatically be taken over by the categories: 

Resources (Text) in A-Z categories•	
Multimedia Resources (animation, video) in multimedia categories•	
Deutschmodule (animation) in German lessons category •	

Contents can be added to other categories, generally content modules can be allocated to several 
categories. 

The allocation is done over “add to category” in the view option or the edit option:

By clicking “add to category” you will see an overall list of categories:

Pick the desired category•	
Save by clicking •	 “add to”
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4.4. 	 Universities

The foreign students of your institution must register under their home universities.

The institutions must be added to your partnership with your institutions in order to manage 
that take the following steps: 

4.4.1. Establishing New University Names

Click the •	 “create new university” button

Enter the name of the university and click •	 “save”

In order to edit the university name click “edit”, in order to delete click on “delete”.
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4.5. 	 Sending Overall Group Newsletters (Newsletter Sending) 

As the main editor you have the option to send a newsletter to all users, users of single groups, 
all editors, to all students that are registered or to those registered to the newsletter.

Open the newsletter sending option in the navigation bar•	
“Select recipients”•	
“Further recipients”•	  if there are users that you would like to manually add, such as people who are 
not registered
Add the title and the newsletter text•	

Click •	 “send”
Afterward you will receive a confirmation•	

The newsletter will be saved as a text resource, but must be published if it is to be visible by all 
users. 

Warning:
Please do not make use of any formatting in the newsletter.
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4.6 	 Community

In the forum information can be exchanged between editors and students. The forum moderati-
on is up to you as main editor. 

4.7 	 Link Validation

With the help of this function the external links can be checked:

Open the link validation over the navigation bar•	
Click •	 “new link validation”
Do not log out while the link validation is running•	
After the ending of the checking process all the links that are not functional will be shown, by cli-•	
cking the affected link it can be corrected

4.8 	 File Manager

In the File Manager gives an overview of all uploaded files that can be viewed.

Files can be deleted or uploaded from this page, the necessary buttons can be found at the bot-
tom of the screen. 

Warning:
Documents deleted this way are finally and definitely deleted!
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5. 	 Note concerning the Use of the WYSIWYG Editor

You have the possibility to add pictures or Flash animations / videos directly to the content body:

Click on •	 “edit” for editing the text content and put the curser to the
place in the text where you intend adding the picture.•	
Then click on •	 “add picture” in the icon bar of the WYSIWYG editor. A
pop-up opens:•	
Click on •	 “search server”. Another pop-up opens in which you can choose
the picture form your local storage.•	
Upload the picture to the file manager•	
Choose the picture by clicking on it•	
Save it to the content with •	 “ok”

Please pursue the same way for adding a Flash animation / video by

starting to click on the Flash symbol in the icon bar.


