How to Use iTunes U ( A tutorial for Instructors)
1. Go to your course site, and click “Control Panel”.
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2. Click “Manage Tools” under “Course Options” panel.

Course Options

Manaqge Course Menu Course Copy

Import Course Cartridge
Import Package

Export Course
Recycle Course Archive Course

3. Click “Building Block Tool Availability”.

SAWVPLE COURSE FOR FACULTY TUTORIALS (VC SAMPLE COURSE FACULTY) » CONMTROL PANEL > MANAGE TOOLS
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4. The “Available” column is for enabling different tools.

—
Building Block Tool Availability

Tool Allow Guest

5. Enable “iTunes U” by checking the checkbox next to “iTunes U Course Application”.

Add Users by Role

Add Users by Fole [
iTunesl Course Application

iTunesll Course Application

List All Users n
List All Users

6. Click “Submit”.

Click Submit to finish. Click Cancel to quit.

Cancel ) m

~—_
7. You will see a confirmation message.

I | _ -
ﬂ Building Block Tool Availability
AT e,

Receipt: Success

The atternpted action was successful

2009-06-29 10:30:31 A
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8. Go to “Manage Tools” again. Click “Content Type Availability”.

SAWVPLE COURSE FOR FACULTY TUTORIALS (VC SAMPLE COURSE FACULTY) » CONMTROL PANEL > MANAGE TOOLS
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P Tool Availability
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& Content Type Availabilily >
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9. Check the checkbox next to the “iTunes U Link” to enable iTunes U content, and then
click “Submit”.

MERLOT Search

ITunes U Link

Click Submit to finish. Click Cancel to quit.

10. You will see a confirmation message.

E Content Type Availability

Receipt: Success
The attempted action was successful,

2009-06-29 10:36:233 A
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11. Go back to the “Control Panel”, and add a link to iTunes U course site under any of the
“Content Areas”.
For example, click “Course Documents”.

Content Areas

Course Information Assignments

( External Links

12. Select “iTunes U Link” from the dropdown box, and click “Go”.
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13. Fill in the information and set up options for your “iTunes U” link, and click “Submit”

@ iTunesU Link Infermation
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€ Submit
Click Submit to finish, Click Cancel to guit.
Caneel Submit )

14. You will see a confirmation message, click “OK”.

%£ iTunes U Link Created

Content successfully created.
hbonday, June 29, 20089 11:40:37 A4 EOT
oK )

15. You will see the “iTunes U” link on the “Course Documents” page.

(F e E@m Folder @@ External Link  [E=Zs Course Link Test @ Select: | Learning Linit V| Ga
doclify | Manage | Copy | Remove |
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16. Before clicking that link to connect to iTunes, make sure that you have iTunes installed
on your computer. You can download it for free at
http://www.apple.com/itunes/download/

17. Click the Course Podcast link (the one in step 15) and you will see the following message.
If you are a first-time user of iTunes, you need to click “Agree” on terms of condition

popup page.

One Moment Please.

Connecting to iTunes L

Loading

Haixing Li
Sample Course for
Faculty Tutorials

[fiTunes doesn't open, click the iTunes application icon inyoor
Dock orWwindows Task Bar.
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18. iTunes application will open and displays your course home page. You will notice that
the course name is the same as that on the Blackboard course site.
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'L Radio #fgk“;ﬁﬁ'gi‘;uﬁﬂ” . 209' 200 | UPLOAD AND MANAGE FILES
STORE [ ITunES U SUPPORT
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gy iTunes 01
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19. “Group 1" and “Group 2" are the default tabs under which you can upload audio files or
video files. Your students have only download access to the files from these two tabs.
Sample Course for Faculty Tutorials
Haixing Li (EDIT PAGE _,|
Lazt Modified: Jun 29, 2009 - -
e I e s 2 0 | UPLOAD AND MANAGE FILES )
| ITUNES U SUPPORT )
[ LogouT .,|
Group 1 |
—
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20. Click “Edit Page” to edit your name, change the display picture, add a description of the
course, and to add “Drop Box” tab or “Shared” tab.
“Drop Box” tab allows your students to upload their audio or video files that can only be
viewed by you, while “Shared” tab allows them to upload and to share their files.

Sample Course for Faculty Tutorials

Haixing Li —_—) | EDIT PAGE :+:|
Last Maodified: Jun 28, 2009 - - - =
Tracks in Group 1: 0 | UPLOAD AND MANAGE FILES @ |
[ 1TUNES U SUPPORT @
[ Losour @ |

a. Edit the name field.

o Click “£" icon to edit your name or add your title.

Sample Course for Faculty Tutorials

Last Madified: Jun 29, 2003
Tracks in Group 1: 0

aixing Li | Enp EDITING

| UPLOAD AND MANAGE FILES

|
|
[ rTunEes v supPoRT |
|

[ Losour

[ Lmks |

DESCRIPTION

[+ ) Group 2 &
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e Type in your title, etc, and click “ & icon to save the new name.

Sample Course for Faculty Tutorials (e nthe newname

Agfiory
lane| mG
rorewes AHD MAHAGE FILES

Lazt Modifisd: Jun 29, 2009

Tracks in Group 1: 0 | ITUHES U SUPPORT

| LoGouT

| Links

DESCRIPTION

& F¢&@ Group1 .- Group 2 &

e The new name will be displayed on the home page.

Sample Course for Faculty Tutorials

| Enp EDITING
Listaatiée Jun 29, 2009

Tacks in Group 1: 0 | UPLOAD AHD MANAGE FILES

| ITUNES U SUPPORT

[ Locour

[ Lmks

DESCRIPTION

© k@ Groupi . Group 2 #
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b. Upload a display picture.
o Click ‘%" on the display picture.

Sample Course for Faculty Tutorials

Liane [ Enp EDITING

Last Modified: Jun 29, 2009

Tracks in Group 1: 0 | UPLOAD AND MAHAGE FILES

| ITUHES U SUPPORT

| LOGOUT

[ Lmks

DESCRIPTION

& ¢@ Group1 .- Group 2 #
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e Choose a new picture from you local computer by clicking “Browse”. The
acceptable formats of an image file are .png, .jpg, .jpeg, and .gif.

Upload Artwork

Images mustbe PNG, JPEG, or GIF and must also have the correct file extension (pho, jpg, jped, .gif.

Select a new Im3

Alt Text For Improved Accessibility

iTunes U provides default alt text for this image based on the page name where the image was uploaded. If the default alt text
does notapply aris incomplete, pravide your own concise description ofthe image. Before averriding the default alt text, see the
iTunes U documentation for help determining proper alt text format.

Alt Text: | Sample Course for Faculty Tutorials

You will see a message saying “In Queue”, meaning the iTunes is uploading the picture
to your course site on iTunes U.

Select a new Image:
o GEne
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You will see the picture when the upload is completed. Click “Done” if you decide to keep

this image.

Upload Artwork

Sample Course for Faculty Tutorials
Liane

Images rmust be PNG, JPEG, or GIF and must also have the correct file extension (png, Jpo, Jped, .oif).

Select a new Image:

" Browse..

Alt Text For Improved Accessibility

iTunes U provides default alttext far this image based an the page name where the image was uploaded. Ifthe default alt text does
not apply or is incomplete, provide your own concise description of the image. Before overriding the default alt text, see the iTunes
I documentation for help determining proper alt text farmat.

Alt Text: | Sample Course for Faculty Tutorials

This picture will become the new display picture of your course site.

Sample Course for Faculty Tutorials

Liane | Enp EDITIIG

Lazt Modified: Jul 1, 2009
Tracks in: 0

| UPLOAD AND MAHAGE FILES

|
|
[ ITUnES U SUPPORT |
| LOGOUT |

[ Lmks |

DESCRIPTION +

XM crow i # [ orowzo IR
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C. Edit description.
o Click “4 under “DESCRIPTION” to add or modify a description.

Sample Course for Faculty Tutorials

Liane [ Enp EDITING

i Last Modified: Jul 1, 2009

M Tracksin: 0 | UPLCAD AND MANAGE FILES

| ITUHES U SUPPORT

[ Logout

[ Lmks

e Type in description, and click @ icon to save the description.

Sample Course for Faculty Tutorials

DESCRIPTION *
Ll 0| Group1 # | Group2 & _

Liane [ Enp EDITING
) -ost Modifiedt LI, 2009 [ uPLOAD AND MANAGE FILES

| ITUHES U SUPPORT

| LOGOUT

[ Lmks

velcome to this course site.

A

[ Type in the description ]

Group 1 # I Group 2 # —

DESCRIPTION +
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d. Add more tabs

e You can add new tabs to your course site by clicking [ﬂ icon. The groups
include “Download”, “Drop Box” and “Shared”, etc.

Sample Course for Faculty Tutorials

[#] Liane [ Eno EmiTiG

W Laszt Modified: Jul 1, 2009
| Tracksin: 0O

[ UPLCAD AHND MANAGE FILES

’ ITUHES U SUPPORT

[ Losout

[Lmks ]
DESCRIPTION +

Welcome ta this course ste.

Gt ¢ [ w22

e Under “Access” area, Choose “Drop Box” from the Dropdown box tab to allow
your students to upload their files into this link. Only you can view the files on this
tab.

Group 1 @ Group 2 & Clazsic music

Mo Access

Lownioad
Shared
Edit

H Name ____ Time  Arkist | Album | Price | Inheri
nheri

o If “Shared” is selected, your students will be able to upload and download or play
each other’s files.

Mo Access
Download

__4 Name | Time Artist | Album | Price | ;nherit
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e Click to save settings for this new group.

e You can change the name of group by clicking E

I:l ﬂ Gruupi # ’ Group 2 # lCIassin:: MmLIZic n

e Type in new name, and click “.*..” icon to save the new name.
e SR Group 1 @ lpl:up musy @ Classic music # ]

[ Type in the name ]

21. Click “END EDITING” to exit from editing.

Sample Course for Faculty Tutorials

[#] Liane Ho eoimnG_J

Last Modified: Jul 1, 2009

Tracks in Pop music: 0 [ UPLOAD AND MAHAGE FILES

[ ITUHES U SUPPORT

[ Logout

[Lmks ]
DESCRIFPTION
Welcome to this course site.
£)

[+ N R m Pop music . Classic music &
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22. Click “UPLOAD AND MANAGE FILES” to upload audio or video files to your “iTunes U”
course site.

Sample Course for Faculty Tutorials

Liane | EDIT PAG @|

Last Madified: Jul 7, 2009 -
Tracks in Group 1 1 UPLOAD AND MANAGE FILES @|
GET TRACK [ imunEs u supporT @|

[ LogouT @)

DESCRIPTION

Wielcome to this course site.

m Pop music I Classic music ]

23. Click “Add New File”.

Upload and Manage Files
Sample Course for Faculty Tutorials
Liane

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

Groupd | Group 2 ]

Artist

grtly notracks inthis tak.

O Add Mew File
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24. Read “Note” about requirement for uploading a file first, and click “Browse”.

Upload and Manage Files

ple Course for Faculty Tutorials

Liane

To upload a file, click Add Mew File and select the file. To delete files ar mave files to another group, selectthe files' checkboxes
and choose the appropriate action from the Choose Action pop-up menu.
Note: iTunes U only accepts files for upload that areless than 1 digabyte (GEY Audio files mustbe aither AAC or kP 3 with
appropriate file extensions (mda,_mp3). To use specific cover arbwork with an audio track, use the AAC file type format Cmda).
YWideo files must be MPEG-4 with H.264 compression with appropriate file extensions (mpd, rmdv .mov). Ifyou are using
QuickTime to create and editvideo content, expart your videos by choosing Maovie to iPod fram the Export pop-up menu in

QuickTime Pra.

|uGrupdy] Group 2

PMarme

Artist

There are currently no tracks in this tab.

| (l[ Browse.. l

@ Add Mew File

25. Choose a video or audio file from your computer, click “Open”.

File Upload

Loak in: | |7 Best Mp3

v| Q F £ -

'.J @ 03 02.Because OF You.mda
Recent
?[‘:

Desktop

-~

by Documents

by Computer

-

File name: |EIS 02 Becauze Of You.mda b | (’ Open L
My Metwork Files of type: Al Files

g

N -
W | [ Cancel ]




26. You will see the progress of uploading the file.

There are currertly no tracks in this tab.

061 of 3.31MB

27. You will see the file listed once it is on the iTunes U server. Click “Done” when you finish
uploading all of the files.

Upload and Manage Files

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

Group 1 Group 2

Mame Artist
e [] 02 Because Of You ork College & + @

W A Mew File
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28. The audio or video file will be listed on your iTunes U course home page of the selected
tab.

l - | [ ] l # iTunes ) > Instructor@york College » we_sample_course_faculty - Pop music J

Sample Course for Faculty Tutorials

Liane | EDIT PAGE
Last Modified: Jul 1, 2009 - -
THETES (0 B s § | UPLOAD AND MANAGE FILES
T [ ITUNES U SUPPORT
[ Losout
DESCRIPTION
‘Welcome to this course ste.
Group 1 Pop music Classic music
4 Mame Time Artist Album Price
1 02.Because OF Vou [+] 341 vork Caollege Best MP3 A SEEIRE. .. Free (___GEL___)

29. If you want to modify the metadata of your audio or video file, click “UPLOAD AND
MANAGE FILES".

Sample Course for Faculty Tutorials
Liane (EniT PAGE

Tracks in Group 1; 1

| ITUHES U SUPPORT

GET TRACK.

| LOGOUT

DESCRIPTION

Welcome to this course site.

m Pop music ] Classic music ]

(O]
Last Modifisd: Jul 2, 2009
JAD AND MAHAGE FILES ke

30. Click “# ” icon to edit the information about the file.

Mame Artizt

@)

Because ou ork College
02 By Of Work Colleg,

W Add Mew File

T



31. Type in new information, and click “f

[ New information

Name o~~~ Artist /\
O |Because OFYau > |Ke||y Clarkzon l\v + @
@ add New File

32. Click “ T " icon to replace the current file.

Mame Artist
O |Because Ofvou |Ke||y Clarkzon

@ add New File

33. Choose a file, and click “Open”.

File Upload

. Symphony Mo, 9 (Scherzo)
(newtie F—>
@ Add New File

Look ir: | () 2 & 6 Sinforia Disc 1 v O @
01 Symphony Mo, 2 {Scherzo).mta
Recent
Deszktop
by Documents
dy Computer
P ——
- N\
Q File narne: |EI'I Symphory Mo, 9 [Scherzo).mda W | Open )
kA M etwiork Files of type: |,-i'-,|| Files " | ancel
34. You will see the new file listed.
Maine Artist
York Colege & +Q
—
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35. Click “@” icon to delete a file.

Mame Artist

O |Because OFYau | |Ke||y Clarkzan

Q@ 2dd New Fils

36. Click “OK” to confirm.

The page at hitps:f{deimos.apple.com says:

9 This File will be deleted immediately, Are you sure wou want ko delete?

| ok Cancel

37. Click “Done” to save all of your editing.

Upload and Manage Files
Sample Course for Faculty Tutorials
Liane

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

[ Group 1 ] Fop music ] Classic music

Mame Artist

There are currertly no tracks in this takb.

O Add Mew File

&
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