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Procedures

As main editor the editing of the contents for your institution is up to you. 

The administrator of your institution will create the account for you. 

You will create and update the following contents: 

Content-Pool
Categories•	
Resources (Texts) •	
Multimedia (Video/Animation)•	
Possibly: German Language Modules (Animation)•	

Tasks
•	 Global Tasks

•	 Event Tasks

Newsletters
Sending central newsletters to all registered users. 

Universities
Partner universities that are on the registration form and are an option for the students to pick 
during the registration.

In case you have questions, you can contact us at any time.

Your 

Open DC Team

Center for Digital Systems (CeDiS)

Freie Universität Berlin
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1	 Technical Requirements

Videos/Audios: Real Media Plug-in necessary  •	
Download: http://de.real.com/realplayer
Animation: Flash Plug-in necessary •	
Download: http://www.adobe.com/de/products/flashplayer
PDF-documents: Acrobat Reader necessary •	
Download: http://www.adobe.com/de/products/reader
Browser (PC User): MS Internet explorer 6 or higher•	
Browser (Mac User):  Firefox, Mozilla•	
Activate java script in the browser: •	
IE: Extras g Internet options g Security g adapt steps g scripting: Activate active scripting; acti-
vate script from Java Applets g establish with OK  
Firefox: Extras g Preferences g Web-Features: activate Java/ Java Script g establish with OK 
Mozilla: Extras g Preferences g advanced g scripte and plugins: activate Javascript for all 
areas g establish with OK

2. 	 Account

The Open DC administrator grants access to your platform. Please give the following data: (self-
chosen) Username, (self-chosen) temporary password (8 characters), first-and last name, and 
email address. After the release of your account, the administrator will email you. 

The DC administrator grants access to Distributed Campus. Please give the following data: (self-
chosen) Username, (self-chosen) temporary password (8 characters), first-and last name, and 
email address. After the release of your account, the administrator will email you. 

3. 	 General Details

Navigation
Please do not use the forward-backward buttons in your browser. Doing this can lose any editing 
and confirmations. Instead navigate with the embedded buttons in the program. 

Editing
Before adding texts to Open DC it is recommended to save the text in a word document. Please 
do not use formatting, as this will get lost in the WYSIWYG-Editor (What You See is What You 
Get). 

Language Settings
The switch between German and English is done through the German/English buttons on the 
top right. Also watch this while editing bi-lingual texts. 

Time-Out
After around 10 min. the Open DC will automatically log you out. If you have been editing and 
did not save your work there will be a pop-up window warning you that the session will be logged 
out and the editing should be saved. 

Informing Group-Editors
The group-specific editors at your university will receive their login data with editorial accounts 
from your user administrator.
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4. Navigation Elements 

Once you have received your editor account information, log in at your platform.

As soon as you log in a personal welcome site appears: 

In the middle area of the content, you can see the main editor’s newly created and updated con-
tents. 

Over the “New Content Fader” that you can move left and right with the cursor, you can change 
the preview of the new and updated content. 

The translation function on the upper right hand corner is connected with the Online Translation 
Machine LEO. Write the word into the translation field, click “translate” and the LEO translation 
will open in a new window. 

NOTE:
The search engine is dependent on the language that your browser is set to, either 
English or German. 
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4.1. Personal Data

Under Personal Data in the Header in the upper right hand corner you can change your pass-
word and address information among other things. 

4.2. Task Editing.

Tasks, so called “To-Do’s” are ordered on a timeline, according to when they have to be done. 
The group specific timelines and the tasks that are linked to them (both created by the group 
editor) are like a real-time checklist that reminds students at certain times to prepare for a certain 
subject. 

The tasks will be given to students by certain statuses:

Future (these tasks are due in the future)•	
To do (these tasks need to be done immediately)•	
Overdue (these tasks are overdue)•	
Done (these tasks are completed)•	

The establishment of tasks, as well as the overview of the group specific tasks can be found under 
“task editing” in the left navigation. 

4.2.1 Creating New Global Tasks (Task Examples)

As main editor you can give example tasks. These global tasks or example tasks can be used by 
the editors for their groups and be configured according to a specific timeline. 

New tasks are created as follows: 

Click the global task button on the left navigation bar•	
Click •	 “new task” 
Insert the content of the task title, task content and completion sentence •	
“Save”•	   

Once you return to the list of tasks, the newly established task can be viewed. 

WARNING:
If you want to create your tasks bi-lingual, then follow the above steps.
However, if you want to establish bi-lingual tasks, then make an English task first 
and save it. 
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The English version of the task will be created by clicking on English:

Open the English task•	
Click the German flag on the right next to the task title•	
Insert the title, content and completion sentence in German•	
“Save”•	

4.2.2 Editing the Created tasks

Open the existing task•	
Pick the task to be edited, and click •	 “edit”
Edit the task•	
“Save”•	

If you want to see the task after saving it, click the “view” button in the editing column:

4.2.3. Deleting Tasks 

Click the global task link in the navigation bar•	
Open the task list•	
Pick the task to be deleted•	
Click delete•	
Click okay when asked if you really want to delete•	

Warning:
The deleted task is definitely deleted once this is confirmed. 

4.2.4 Editing an Event Task

If an event is to be made known to the users an “Event Task” can be created. This event task 
will be published on the right hand of the platform main frame, not in the middle with the other 
tasks. 

In order for the students of each group to see the event task, the editor must adopt the event and 
save it to the group task list. 
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Creating an Event Task: 

Click the global task button in the navigation bar•	
Click •	 “new task” 
Scroll down until you reach the field time parameter in the editing bar and click •	 “enable event”:

Approve with okay•	
Insert the content in the task title and task content•	
Define the series definition of the event •	

Chose the calendar function and include the start-and end date•	
Insert the time of days in the “Every” slot•	
“Save”•	

The event will be visible in the time allotted for the students on the right side of the platform 
main page. 

If you want to turn the event task into a regular task just click the “enable time edition” and 
include the task time parameter.
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4.2.5 Add Related Links

External and internal links can be added to any task. These will be visible on the right side of the 
task. This way the students have a better overview of the contents. 

Warning:
Links to not published content will not be visible for your students.

The external links bring up other websites; the internal ones show content from the content pool. 

In order to create links follow these steps:

Click the global task button in the navigation bar•	
Click the task where you want to include a link and click the •	 “edit” button
Click •	 “create new link”:

Afterwards you get an overview that lets you chose the wanted link:

If you want to link content from the content pool then click •	 “resources” and chose the title from the 
A-Z list of titles. Click “save’n exit”
If you want to link to a Deutschmodul (German) of the Content pool, then click •	 “German” and pick 
the title of the A-Z list. Then “save’n exit”
If you want to link to a group specific task then click •	 “task” pick the title from the A-Z list and 
“save’n exit”
If you want to link to another website then click •	 “URL” and enter the link starting with www and 
the name of the link click “save’n exit” (to make sure that the URL is correct copy and paste is out 
of the browser heading)
If you want to link with a whole category, then open Category, choose one and click •	 “save’n exit”
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4.3 	 Content Pool

As a main editor you create a lot of content under many different categories. From this content 
the editors of the groups can publish the information relevant to their group.

4.3.1. Creating Content: Text (Resources)

To create a new text click the “create new text” button, this button can either be clicked over the 
welcome page or the content pool.

The text creation is set in the language to which the system is set:

Click •	 “create text”
Insert content and save•	
A dialogue window will open with the option ok and cancel. Pick the cancel button, because other-•	
wise the resource won’t be new but instead marked as an updated content 
To edit in the German version click German•	
Insert the German content•	
“Save”•	
A dialogue window will open with the option of ok and cancel, again cancel•	

WARNING: 
As a precaution you should save your text in a word document onto your PC. After 
you can copy the text through the button “insert from word” into the text field

After creating your resource click the “publish” button in order to make it visible to all editors.



open   distributedcampus Guideline for Content Creation and Configuration by the Main Editor 12

4.3.2. Editing Existing Resources

Open the resource and click •	 “edit”
Edit the resource•	
“Save”•	
A window will open with the options of ok and cancel, pick ok so that the update becomes visible as •	
updated

If you want to change the date that the resource was established, click below the WYSIWYG-
Editor in the edit mode and click “set new date-create date: today”.
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4.3.3. Adding Pictures to Text Resources

While creating/editing text resources, pictures can be included by clicking the right side bar up-
load picture option. These pictures will also randomly show up next to the text in the A-Z list. 

WARNING: 
These pictures must be in a .jpg format with no more than 224 pixels.

Adding pictures to the right column besides the text:

Give a title for the picture•	
Find the picture through the search engine on your computer•	
Click the save button to pick the picture•	

Adding pictures to the content:

Click •	 “insert image” in the iconbar of the WYSIWYG editor
in the pop-up: click •	 “search server”
upload the picture and save it with •	 “o.k.”

h

h
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4.3.4. Sending Contents by Newsletter

The main editor can send resources by using the newsletter function to the different groups and 
roles by following these steps:

Pick the resource to be send•	
“Edit”•	
Under the WYSIWYG-field click the •	 “send” button
The newsletter window will open•	
Pick the users and groups to which the content should be sent•	
The title and text has been automatically taken from the chosen content•	
“send”•	
Afterwards you will receive a confirmation that the newsletter was sent•	

4.3.5. Creating Content: Multimedia (Video, Animation)

Videos must be in Real Media rm format and animation in Flash swf format.

To include media follow these steps:

Click •	 “create media resource”
Enter the title•	
The “body” area will stay EMPTY•	
Upload through “Image/Icon for Gallery” the multimedia which will start the video and animation •	
when clicked on in the content pool: 
WARNING•	 : the size cannot be more than width 75pixel x height 79pixel 
Through “Multimedia File Appending” the file or animation can be uploaded through file upload•	
“Save”•	

Don’t forget to publish after the multimedia image is uploaded.
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4.3.6. Creating Content: Deutschmodule/German Lessons (Animation)

If you have made an animation that you want to add to the “German Lessons” in the content 
pool do as follows: 

•	 Click “create German lesson”
•	 Insert title

•	 The “body” and “Image/Icon for Gallery” stays EMPTY

•	 Upload using “Multimedia File Appending”

•	 “Save”
Don’t forget to publish this “German Lesson”.

4.3.7. Creating Content: Upload a PDF-Document

Enter PDF documents as follows:

Click •	 “create Media Resource”
Enter title•	
“Body”, “image/Icon for gallery” stay EMPTY•	
Upload the pdf by click on „search“ •	
“Save”•	

4.3.8 Publishing Content

Click content pool in the navigation bar•	
Pick a title from the A-Z list or any other category:•	
Through clicking the icon the publication status can be changed•	
If the icon is pale the resource is not published•	
If the icon is colored in heavily it is published •	
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4.3.9 Configuring the “Tip of the Day” 

Content can be marked as the tip of the day. Thus this content will be presented for a configured 
period of time in the right column of the portal.

Open the content in question and click under the WYSIWYG-editor on the series button.

You will get the following series definitions:

Enter the beginning and end dates•	
Define the repetitiveness in the Every column•	
On the day and month slot “No Choice” can remain•	
“Save”•	

When the content should no longer appear like tip of the day, then click the series button under 
the series definition again.
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4.3.10. Creating Categories

For organization purposes of the content pool the content can be put into several categories:

Click •	 “create new category”
Give the category name, and if want a description•	
Through searching upload a category image•	
Remember it cannot be bigger than 88x88 pixel•	
“Save”•	

Remember to publish the categories!



open   distributedcampus Guideline for Content Creation and Configuration by the Main Editor 19

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.


