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TitanFiles is a web-based file storage and collaboration system. You can save documents to a secure
environment that can be accessed anywhere at any time via the web. The following will explain the
Titan Files user interface and methods for using the program as a single user.
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Titan Files Environment
Titan Files is a Web-based Document Management System used by UW Oshkosh. Users are able to save
documents to a secure environment that can be accessed anywhere at anytime, not only by you but by
others; allowing for greater ability to collaborate on projects with those on and off campus.
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Document Manager
This is the area where you can store your files, similar to the way you store files on your computer. Just
like your computer’s hard drive can have folders, subfolders, and documents, the same is true in the
Titan Files environment. To see what documents are contained in a folder, simply double-click the Title
of the folder.
Adding Folders
. o
1. Click the New Folder Button [ tew Folder
2. Type a name for the folder in the space provided
3. Click Finish to create the folder.
Note: Clicking next will lead the user through the sharing wizard. Sharing is covered in more
detail in the following class.
4. The directory will appear in the File Management portion of Titan Files.
Adding Single Files
1. Click the Upload button [uek:d
2. Click the Add Files button
3. An Open dialog box will appear, locate Raut e Bemove
the appropriate file and click Open ACLG Mesting Minutes,doc 435K8 ®
4. The file will be added to a list of files to
upload. (See picture at right.)
5. Continue adding files as necessary.
. 43.5 KB Total
6. Click Start Upload o
7. Your document will be added to the Cancel Remove all | StartUpload

Titan Files Folder currently being
viewed.




Adding Multiple Files

Nouwuvs

2
Click the Upload button Uﬁoad
If necessary, download the Java plug-in. The link is located directly beneath the blue bar with
the breadcrumbs.

Note: You will only have to download the plug-in once.

Drag files, or folders from your desktop, my computer window, etc. onto the space provided in
Titan Files.

The file will be added to a list of files to upload.

Continue adding files or folders as necessary.

Click Start Upload

Your documents will be added to the Titan Files Folder currently being viewed. If a folder was
added, documents will retain the hierarchy.

Deleting Items

1. Click the check box next to the item to be deleted.
~
2. Click the Delete button. [o=kte
3. The deleted item will be sent to the Trash Folder
Note: the Trash folder should be emptied periodically.
Emptying Trash Folder
1. Double Click the Trash Folder
2. Click the Empty Trash button.
Copying Items
1. Click the check box next to the item you would like to copy.
Note: If a folder that contains documents is copied, all the documents contained in the folder
will also be copied.
2. Click the Copy button on the toolbar.
3. Click the dropdown icon next to the Destination box.
4. Click the appropriate folders until the Destination box is filled in with the pathway to the new
location of the copied item.
5. Click OK.

Moving Items

1.

vk wnN

Click the check box next to the item you would like to move.

Click the move button l:‘ on the Navigation bar.

The “Move” dialog box will appear.

Click the dropdown icon next to the Destination box.

Navigate to the appropriate destination. Notice how the destination box populates as you click
through folders.

Click OK.



Renaming Items
1. Click the check box next to the item you would like to rename.

Lo
—

Click the rename button on the Navigation toolbar.
The “Rename” dialog box will open.

Enter the new name of the item into the space provided
Click OK

vk wn

Viewing documents

1. Double Click the title of an item to view it.
2. Folders can also be opened by double clicking the title.

Navigating

Drilling down into Folders
1. Double Click a folder name to view the contents. Continue double clicking folder names until
the desired document is visible.

Going Up through Folders

-
1. Click the Up button in the upper left part of your screen to move up through folders one at
a time.

Using the Breadcrumbs

1. The breadcrumbs in the navigation bar are useful when needing to move back through several
folders. Instead of moving one level at a time, the user is quicly able to move to a much earlier

| W users ¥ training * Training Manuals » Word 2007k

level with one click.
! Breadcrumbs I
%
The Home Button

1. The Home button is located on the gray bar in the upper left corner of your screen. It will
immediately take you back to your home folder in TitanFiles.

Note: When modifying settings in Titan Files, the home button will return the user to the
Document Manager view.

Customizing the Document Manager
Titan Files allows you to modify the appearance of the document manager, so that you only have to see
the pieces of information or commands that you use most often.

Modify the toolbar

1. Click the link in the upper right corner of your screen
2. Select “Toolbar buttons” from the navigation bar on the left side of the screen.



Ok

3. Check the boxes next to the commands you would like to appear on the toolbar. Unchecked
commands will remain hidden.

4. When finished, click Apply.

5. Click the link in the upper left corner of the screen to return to the Document Manager.

Add/Removye Columns
Modifying the Document Manager columns

1. Click the view button in the upper right corner of A;,‘:::: ;:'""m | c,:'a'r:';co'""m |
your screen

2. Select the “Add/Remove columns” option. e a1

3. The window pictured at right will appear. j

4. Options in the left column are all the options
available. The options in the right column are o o
properties that currently appear in the document
manager. Cancal

5. To add additional property columns to the document manager, click the desired property in the
left column, then click the arrow to move it to the right column.

6. To remove properties from the document manager, click the desired property in the right
column, then click the arrow to move it to the left column.

7. When all the properties you would like included in the document management screen are listed
in the right column, Click OK.

Bookmarks

Once several directories and documents have been added to Titan Files you may find it difficult to
quickly navigate to the particular file you want to access. Bookmarks can save a place in Titan Files so
you can get to a file quickly without having to click through several levels of folders.

Click the staricon "

in the upper left corner of the screen to access bookmarks. There are two

bookmarks that are included by default, they can not be deleted or altered in any way.

My Home Folder: This is your home directory. When you click this
bookmark it will take you to the top directory of your personal files
Root: This is the campus directory. When you click this bookmark,
three subdirectories will appear in the document management
section.

0 Courses: Instructors who would like to have course
materials available to students can add those items to this
folder. If you are interested in doing so, please contact the
Academic Computing Help Desk at x3020

Bookmarks
Iy Home Folder

R.ook
Manage Bookmarks

Searches

Manage Searches

0 Groups: Individuals on campus who would like to share documents with others can add
those documents to the Groups directory. OSA might use this to share a survey or
campus departments can store items that are used by multiple people here. If you are
interested in doing so, please contact the academic computing help desk at x3020




0 Users: This folder is for person-to-person use. When somebody shares a document with
you, their name is listed under the Users directory. To find the item they shared, simply
drill down through appropriate folders.

Custom Bookmarks: Once custom bookmarks are added (see below for instructions), those will
also appear in the bookmarks list.

Bookmark Button

1. Navigate to the folder or document you would like to bookmark.
2. Click the Checkbox next to the desired item
3. Click the Add Bookmark button ' *“ at the top right of the screen.
4. The Bookmark Dialog Box will appear
a. Bookmark Name: Enter an identifying name for the bookmark
b. Full Path: The pathway to the desired bookmark will appear, if it doesn’t, click the
dropdown to navigate to the correct folder
5. Click OK
6. Your bookmark will be added to the bookmark list referenced in the previous section.
Bookmark ey

Bookmark Name: [Training Manials

Full Path: If Liserstraining, Training Manuals v

Cancel

(94

Bookmarks with Right Click

1.

NoukwnN

Navigate to the file you would like to bookmark.

Right click the item.

Select “Bookmark”

The Bookmark dialog box will appear

The Bookmark Name and Full Path fields will already be filled in, make adjustments if necessary.
Click OK

The bookmark will be added to the bookmark list referenced in a previous section.

Modifying or Deleting Bookmarks

PwNPE

Click the bookmarks button " in the upper left corner of the screen.

Click “Manage bookmarks”

A screen will appear that lists all the bookmarks you have set.

To modify the name or bookmark location, click the checkbox next to the appropriate bookmark
and click the “Edit” button.

To delete a bookmark, click the checkbox next to the appropriate bookmark and click the
“Delete” button.

Click Finish to return to your Home Folder.



Searching.
Once a lot of files have been added to your Titan Files account, you may find it difficult to remember
exactly where a file is. Titan Files has a search function that will easily locate a document.

1. Click the search dropdown to display the Search dialog box.
2. The search window appears
3. Enter information into necessary fields
a. The File or Folder Name: Type the file name, or a portion of the file name
b. File Content contains: This feature is not enabled and will not work
c. Add More Search Criteria: Use the property dropdown to select the type of property to
add, click Add. The property field will appear on the top half of the dialog box.

search "
search [ 2]
The file: or folder name [contains = | ~
File: content contains I ®
Add More Search Criteria | *
Choose Fram standard properties or a document class: Standard Properties
Select Property: | {SiRE Add
| where all these conditions are met 7| and order by: |Best Match x| | search

4. Click Search
5. Files that match the search criteria will be listed below the dialog box.
6. Click the search dropdown to collapse the dialog box.

Saving Search Results

In addition to saving searches, you can also save search results. When saving searches, you are really
saving the “rules” used in the search, therefore if new documents are added that fit the parameters they
will be included in subsequent searches. When saving Search Results, you are saving the output of the
results; any additional documents added would not be included.

1. When a search has been completed and there is a list of files that meet the specifications set,

click the Save Search Results button " in the upper right corner of your results panel.

In the box labeled “File Name” enter an identifying name for the search results

Click the Destination dropdown to navigate to the location where the results should be saved.
Click OK

The search results will be saved in the directory you chose with an icon that represents web

pages. *

vk wnN



Saving a Search
If you find yourself continuously running the same search over and over again, it may be helpful to save
the search. The rules of the search are saved so instead of having to enter new search parameters each

time, you can just hit one button and the search will run.

1. Use the instructions for searching to fill out the Search Dialog box.
2. Click Search

3. Click the Save Search button ™ in the upper right corner of your results panel
4. The Save Search dialog box will appear.

Save Search (=]

Saved Search Mame |Enter Identifying Mame for Search|

Cancel Ok
5. Enter a name for the search in the box provided.
6. Click OK
7. The saved search will be added to the list of bookmarks and saved searches.
8. To rerun the search, click the staricon '“* in the upper left corner of your screen and select the
search title.

Deleting Saved Searches

Saved searches are listed on the Bookmarks and Saved Searches dropdown button “*. The most recent
search is saved automatically and is listed as “Last Search.” To run the last search, simply click the
command. To modify a saved search....

Click the Bookmarks and Saved Searches dropdown button.
Click “Manage Searches”
To delete a search click the check box next to the appropriate search and click the delete button.

Click Finish.

PwnNPE

Saving Search Results

In addition to saving searches, you can also save search results. When saving searches, you are really
saving the “rules” used in the search, therefore if new documents are added that fit the parameters they
will be included in subsequent searches. When saving Search Results, you are saving the output of the
results; any additional documents added would not be included.

1. When a search has been completed and there is a list of files that meet the specifications, click

the Save Search Results button " in the upper right corner of your results panel.
2. The Save Search Results Dialog Box will appear.



Save Search Results (=]

File Marne IEnter a name for Search Results|

Destination |fusersfyourmame .

Cancel ok

In the box labeled “File Name” enter an identifying name for the search results
3. Click the Destination dropdown to navigate to the location where the results should be saved.

4. Click OK
5. The search results will be saved in the directory you chose with an icon that represents web

pages. ¥

Tags

Tags are extra pieces of information that can be added to files (not folders). They are most often used in
conjunction with searching. Instead of having to know the name of a file, a tag can be added to one or
more files and then a search can be run for that Tag. The results would display all items that had been

assigned that particular tag.

Adding Tags
1. Click the checkbox next to the item you would like to tag.

2. Click the tag button from the toolbar. :
3. The tag dialog box will appear.

Tag (2 BES
You may enter multiple tags by separating them with spaces. Mote this means a tag may not contain any spaces.
Add
Cancel 0K

4. Enter the desired tag into the space provided.
5. Click Add.
6. Each tag added will be listed towards the bottom of the dialog box.
Note: There is no limit on the number of characters used or the number of tags added.

However they can not contain spaces or the two words will be considered two separate tags.

7. When finished adding tags, click OK
Note: The tag dialog box can also be brought up by right clicking the item you want to tag and

selecting “Tag”



