Adding and Using iTunesU

iTunesU allows instructors to easily post media or PDF files online for students to
easily access at any time using iTunes. Access to your iTunesU site is restricted to
members of your CTools course only, so all content remains private.

1. Add the iTunesU tool to your CTools site

Log in to CTools and select the appropriate course. Click on “Site Info” from the
links on the left and then go to “Edit Tools” from the links at the top. Check the box
for “iTunesU” and click continue. Follow the prompts to finish adding iTunesU to
your course.

9 Site Info ?

Course Site Tools

Choose tools to include on your site...

W Home For displaying the site description and recent activity
# Announcements For posting information

] Assignments For private submission and grading of coursework
] Chat Room For posting messages among site participants in real time
) Discussion For posting topics and responses

) Drop Box For private file sharing between instructors and students
] Email Archive For displaying email sent to the site

) Engineering Honor Code For displaying your course honor policy (Engineering courses only)

—] Forums For posting topics and responses

W Gradebook For posting grades, either entered directly or imported from other tools
@ For distributing me@

[ Library Help For instant-messaging with a UM librarian

(] Library Reserves For displaying items on UM Libraries Course Reserves

[ Messages For posting messages directly to individual site participants

When finished, an iTunesU link should appear with your other tools on the left, like
below:
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2. Edit the description and information in your iTunesU site.

Click on the iTunesU link in CTools. This will launch iTunes (you and your students
will need to have the application installed on your computer in order to use this
tool). iTunes should open to a page that looks like this:
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A iTunes U > Lauren Atkins Budde@Michigan > Podcast 101 001 SpSu08 - CTools iTunesU
Podcast 101 001 SpSu08
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Lauren Atkins Budde
e o o 50 [UPLOAD AND MANAGE FILES ]
Tracks in CTools TunesU: 2 [ITunES U suPPORT ]
((GET TRACKS [tocour ]
(_SUBSCRIBE )
|
| LNKs 12
Apple Podcast 2+
Contact me. 7+
DESCRIPTION
This course will provide basic and advanced i on creating, toand

zmg podcasts and will detail everything you will need in terms of skill, hardware and software.

& PO '« | Faculty spotlight #
Name A Time Artist Album Price
2 applause ) 1:20 latkins latkins's Album Free (_cer
1 CTools iTunesu Help Docu CTools Michigan Free (__cer

To edit the information on your page, click the “Edit Page” link on the top right. You
can edit the title, description or links by clicking on the pencil icon near any of those
sections. This will open a text box in which you can adjust, delete or edit
information. When you are finished, click the check mark icon to save.

iTunesU allows you to create multiple tabs under which you can store various files.
For instance, you might have a homework tab an exams tab, or perhaps decide to
divide your media by type and create an audio tab, a video tab, and a print materials
tab. To create a new tab, click on the plus icon just above the file area on the left.

7 | CTools iTunes@‘ New Group #

Name A Time Artist Album Price
6 Ctools-MPEG-4 - Webcast... [+] 4:16 Michigan Free (_GET MOVIE
1 IntroNTSC-MPEG-4 - Web... © 1.57 Michigan Free (_GEL MOVIE
5 Jing captures-MPEG-4 - W... © 8:25 Michigan Free (_GEL MOVIE
2 Lecture Notes-MPEG-4 - .. © 5:14 Michigan Free (_GEL MOVIE
4 Pre-lab assignments-MPE... (] 4:06 Michigan Free (_GEL MOVIE
3 Qwizdom in Lecture-MPE... (] 7:40 Michigan Free (_GET MOVIE

To edit an existing tab, click on the pencil icon next to the tab name.

When you have finished editing your page’s basic information and tabs, click the
“End Editing” link at the top to save.

3. Add files

Click on the “Upload and Manage Files” link on the right. This will open a page in
your internet browser where you can upload and manage files. It will have tabs
corresponding to the ones in your iTunes site and look like the image below:
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Upload and Manage Files

To upload a file, click Add New File and select the file. To delete files or move files to another group, select the files' checkboxes and choose the appropriate action from the Choose Action pop-up menu.

Faculty Spotlight | CTools iTunesU | New Group

Name Artist
(] IntroNTSC-MPEG-4 - Webcasting 4 v1r0
4 - Webcasting 4AVLOQ
MPEG-4 - Webcasting sAV1O
~MPEG-4 - Webcasting s AV 10

[ Jing captures-MPEG-4 - Webcasting 2AV1OQ
() Ctools-MPEG-4 - Webcasting /A 10

Click on the tab to which you would like to add a file and then click the “Add New
File” link at the bottom of the page. Click “Browse,” locate your file and click “Open.”
The browser will immediately add the file to its “queue” and begin uploading. You
do not have to wait for the file to have fully loaded before adding another; the
system will just continue to add new files to the queue and add them automatically
when ready.

Files must be less than 1GB in size and the supported formats are the following:

For audio files: AAC or MP3 with appropriate file extensions (.m4a, .mp3)
For video files: MPEG-4 with H.264 compression with appropriate file extensions
(.mp4, .m4v, .mov)

To delete or move multiple files, check the box next to each file name and then
choose the desired action from the drop down box at the bottom of the page.

To edit an individual file name, click the pencil icon next to that file.
4

Click the up arrow icon to move it up in the list, and the down arrow to move it
down in the list.

AY

To replace a file with a newer version, click the thin up arrow and use the “Browse”
button that appears to locate and upload the new version.

T

To delete an individual file, click the circle with the slash through it.
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When you are all set managing files, click “Done.”

Your students can now access and download all these materials simply by clicking
on the iTunesU link in your CTools course.

Questions? Email, Stop by or give us a call.

LSA Instructional Support Services
Instructional Consulting
issinstruction@umich.edu
G333 Mason Hall
734.615.0099




