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Now that we have the FDR available to us, we can store files in one location and access them from 

multiple courses. Change the file once, and it is changed in every course that has access to it. This paper 

describes how to create a folder in the Public Access folder (www) of the FDR and move files to it from a 

WebCT course using WebDAV. 

 

See the white paper Using WebDAV  

(http:// www.ric.edu/faculty/revans/webct_files/Using WebDAV.mht )on accessing  your course using 

WebDAV, if you have not already done that. This paper assumes you have Windows explorer access to 

your WebCT file area. 

 

Drill down to the files you want to move. In this case I drilled down to my lectures folder. If you have not 

organized your files into folders and sub-folders, they may all be in the root folder. Simply, locate the 

files you want to move. 

http://www.ric.edu/faculty/revans/webct_files/Using%20WebDAV.mht


 

Open your WinSCP session, then double-click t the www folder to open it. 

 

Click the New Folder tool to create a folder to store the moved WebCT Files, and then open the folder. 



 

I named my folder 324 lectures; 324 is the course code and this will contain lectures from that course. 

Create a folder on your desktop named temp and open it. 

 

For easy access, place the three windows side by side 



 

Select the file or files to be moved.  

Note: To select one file, click it. To select a contiguous group of files, click the first file, hold down the 

shift key, then click the last and release the shift key. To select multiple non-contiguous files, click the 

first, hold the Ctrl key down, then one at a time click the other files to be selected. When all have been 

selected, release the Ctrl key. 

 

Drag and drop the selected file or files from the WebCT window to the temp folder. 

Note: files cannot be copied directly from the WebCT file area to the FDR. They must be copied to the 

local machine first, then they can be copied to the FDR. 



 

The files are now in both the WebCT file area and the temp folder on the local machine. They are still 

selected. (If not, Ctrl+A will select all of them) Drag them from the temp folder to the FDR folder. 

 

At the Copy dialog box, click Copy to allow the transfer. 

 

The files are copied 



 

The temp folder on the local machine may now be deleted. Once you have changed your WebCT course 

to access the files in your public folder on the FDR you may remove them from the WebCT file area. 

For information on using files on the FDR in your WebCT course, see the white paper called Linking from 

WebCT to the FDR 


