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I nt roduct ion 
 

This document is a step-by-step guide to introduce you to the process required to 
contribute your resources to USG SHARE. When you have completed the steps in 
this guide you will be able to:  
 
1. Prepare resources for uploading 
2. Upload resources to the repository 
3. Provide descriptive information to make your resource available in the repository 
4. Edit previous submissions or submissions in draft. 

Set t ing up an Account  
 
 

In order to submit resources to USG SHARE, you must have a valid USG SHARE 
account. 
 
To get an USG SHARE account, please contact your USG SHARE Campus 
Coordinator to request an account. If you do not know who your Campus Coordinator 
is you may contact lor@usg.edu to request that information. You may expect a slight 
delay while your request to be added to USG SHARE is validated and processed. 
This is necessary in order to ensure only valid USG educators are able to contribute 
resources to USG SHARE. You will receive an email from us providing you with your 
username and password. Once you receive this information, please return to the site 
(http://usgshare.org/usg/logon.do), log in with your user name and password, and 
you will see Contribute options in the left navigation bar on the home page. 
 
If you already have a USG SHARE account, then login with your user name and id. 
You will see Contribute options in the left navigation bar on the home page.  
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Prepari ng Resources for  Upload  
 

Before you contribute your resources to USG SHARE, you need to prepare them in 
order to ensure a successful upload. Following are the things you need to do:  

Det erm ine  your  r ight s t o share t he resour ce 
Be sure that you have checked your institution's policies for Intellectual Property and 
Copyright to determine whether you have the rights to share your content in the 
repository.  
 
All the resources that contain third party copyrighted materials should be cleared for 
use before you submit them to USG SHARE. You must ensure that you clear the 
copyright for your own use and for display within the repository. For further 
information see the USG SHARE Evaluation Criteria, Section 8: Intellectual Property 
and Copyright.   

Det erm ine  t he cond it ions und er w hi ch ot he rs may use your  w ork 
In USG SHARE you must indicate the conditions under which others may use your 
works. If you choose to use a Creative Commons license read, "Things to Think 
About Before Licensing" from the Creative Commons website: 
http://wiki.creativecommons.org/Before_Licensing. 

I nd icat e cond it ions for  use no t ice int o t he cont ent  
It is recommended that you include a copyright notice and terms for use in your 
resource indicating the conditions under which others may use your work.  
 
If you are using Creative Commons to share your resource you may want to visit the 
Creative Commons license generator at http://creativecommons.org/license/ to 
produce a machine readable code based on your chosen license, and then paste it 
into your content in appropriate locations to denote the license under which your 
content is available. 
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Evalua t e your  resource w it h t he USG SHARE Evalua t ion Cr iter ia 
Checklist   

This evaluation criteria checklist is designed for peer-review purposes and as a 
guideline for contributors to self-evaluate. It is available in USG SHARE. 

Det erm ine  t he best  format  for your  resour ce 
USG SHARE will accept the following types of files for uploading: 
 
 - Zip files 
 - Individual files (Word, PDF, PowerPoint, html, Excel etc.) 
 - URLs 
 - IMS/SCORM content 
 
 
The best format to use will depend on the nature of your resource. If you have a 
stand-alone resource made up of more than one file, combine these into a Zip file. 
This will make upload and download of these resources easier.  

Cont r ibut ing Resources  
 

Contributing Resources to USG SHARE involves using a wizard tool to upload and 
add descriptive information about the resource. This descriptive information is called 
metadata. When users search for a topic in the repository the metadata information 
helps narrow their search and return the content that matches their search criteria. It 
also helps the users gain a brief overview and decide if they want to further explore 
the resource. 
 
Adding descriptive information is required for each resource contributed to the USG 
SHARE and is a simple, straight-forward process. There are some fields in the wizard 
(with a red asterisk beside it) that are ÔrequiredÕ in order to complete the submission 
process. You should fill in what is required and as much as you can of the optional 
items.  

 
NOTE: Follow the prompts on each screen to enter the 
appropriate information. You may wish to copy and paste 
information from another source into the text boxes. 

 

The Cont r ibut ion Wizard  
 

Click on the ÔContributeÕ link on the left-hand menu. Then click on USG Collections to 
expand the list then on USG Collection.  
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This will open the Upload screen which will ask you to specify the resource type. 
  

NOTE: This is a wizard and the navigation buttons at the bottom 
with take you through. Next will take you forward to the next 
window, Prev, Cancel, Preview, and Save Draft are also 
available. You may also navigate with the tabs at the top of the 
window. 

 

 
 

Upload Tab 
This screen will require you to select the type of resource you are uploading. There 
are three options for classifying your resource type and uploading the resources:  

¥ Single or ZIP file, 
¥ IMS/SCORM Package 
¥ Remote Website (URL)   

Click the option that best describes your resource. You will be presented with further 
options for uploading your resource to the USG SHARE server. 



Guide to Contr ibuting Resources in USG SHARE Ð v 1.1 

 

      7 

 
Single or Zip File 
Choose this resource type when your assets do not clearly belong to the other two 
categories of IMS/SCORM package and Remote website. Your assets could be 
individual files in the form of word document, power point presentation, a webpage, a 
flash animation or collection of web pages. You may upload them as individual files 
but as specified before if you have multiple resources, combining them into a zip file 
will make uploading and downloading them easier. 
  
Place a check mark in the box next to Single or ZIP file. Browse for the file on your 
hard drive, and then click the ÔAttachÕ button to upload it to the USG SHARE server. 

 

 
 

The system will automatically take the name of your file as the display name for 
attachment. You may change the name of the display name if you like.  
 

NOTE: If you have made an error in selecting your file, you can 
Detach the file or Replace it with another. 

 
Upload Single File Ð Al low  Fi le Conversion 
If you are uploading a Word, PowerPoint, Excel file, or most image files check the 
option for Allow File Conversion?. This will allow the file to be viewable for preview 
from within the repository.  
 
Upload Zip Fi le 
Uploading zip files offers one additional feature; the zip file is unzipped on the USG 
SHARE server, and you can chose which file should be used as the initial page for 
users to preview the contents. By clicking on ÔChoose FilesÓ a small window will pop-
up displaying the contents of the zip file and allow you to select which files should be 
available for dynamic preview in USG SHARE.  
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Select the .zip version to include the option for users to download a zip package of 
the files.  
 

 
 
 

IMS/SCORM Package 
If you wish to upload an IMS/SCORM package, then choose this resource type in the 
checkbox.  The resources in this case will be in the zip format.  
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Remote Website URL 
If your resource is in the form of a URL that is pointing to another resource on the 
web, then you must choose the ÒRemote website (URL)Ó category.  

 
¥ Enter the URL and a description for the resource. The description is the title 

that will appear as a link in the repository.  
¥ Click Add to add the URL. Click on the item in the text box to remove or edit 

the link.  
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In all the above cases, once you have uploaded the files, click the ÔNextÕ link to 
advance in the process.  

 
Note: At any time you can choose the Save Draft link to save 
what you have done so far to continue at a later time. 

General Tab  
The General tab requires you to give the title of your resource, a general description, 
and keywords to identify the resource.  
 
Enter your own keywords into the window and then click the ADD button to move 
them to the keyword box. You may also click the LOOKUP button to search the ERIC 
Thesaurus to find appropriate keywords. 

 
Note: The more comprehensive  your list of keywords, the easier 
it will be for users to find your resource. 
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Note: At any time you can choose the Save Draft link at the 
bottom of the page to save what you have done so far to 
continue at a later time. 

 
Access Tab 

Under the Access tab you will choose who you wish to have access to this resource. 
You may give access to: 

 
¥ USG faculty and staff only. This option makes the resource available only 

in the USG System Collection. Only users with valid USG SHARE user IDs 
can access the content 

¥ To the Public. This option makes the resource available to anyone who 
accesses the repository, including guests.  

¥ To SREB-SCORE Members. In addition to the above options you may 
choose to share your resource with SREB-SCORE members.  
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Note: If you choose to share your work with SREB-SCORE 
members the resource will go into a workflow for a quality review 
process using the Evaluation Criteria for SREB-SCORE Learning 
Objects before being made available to SCORE members. This 
evaluation criteria checklist is available in USG SHARE. 

 

 
 

Right s Tab 
The Rights tab allows you to indicate the conditions under which others may use your 
work. You must make a selection here and add the appropriate information for the 
resource even though you may have already indicated the rights to use statement 
within the resource itself. The options you select here will tag the resource 
appropriately within the repository.  

 

 
   

If you choose to share under a Creative Commons license you will see several 
options to indicate the conditions you have selected for your work. This license 
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generator is used to describe the resource for the repository only and will not tag your 
actual resource. Please be sure to choose the options that reflect the license you 
selected and that will be used within your resource. 

 

 
 
 

If you choose not to use the Creative Commons license you may select other options 
to describe the conditions for the reuse of your work. You are required to specify the 
cost, copyright and other restrictions of the resources. Please be sure to choose the 
options that reflect the copyright statement you selected and that is used within your 
resource. Include the copyright statement you attached to your resource. 
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Life Cycle Tab 
In Life Cycle you are asked to provide the role and names of people or organizations 
who contributed to the development of the resource. You are required to provide the 
name of an individual. Typically this will be the primary authors and/or developers. 
Optionally, you may specify the role of the person/organization.  
 

¥ Click the Add button to add additional contributors. 
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Techni cal Tab 
The Technical tab asks you to indicate whether there are specific software and hardware 
requirements to view your resource. This information is desirable but not required. 
 



Guide to Contr ibuting Resources in USG SHARE Ð v 1.1 

 

      16 

 

 
       

Educat iona l Tab 
Under the Educational tab you need to specify the interactivity type, learning 
resource type, end user role, educational use description, and context. Learning 
Resource Type and Context are required fields; other information is desirable and 
helpful for users to evaluate the resource for their needs.  
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Classif icat ion Tab 
The Classification tab requires you to classify the resource by discipline area.  
 

¥ Click on the ÔAddÕ button to open a pop up window that will give you the 
option to choose the appropriate discipline of your resource. You may select 
multiple discipline categories as needed for your resource. 

 
¥ Click Remove to remove unwanted classifications. 

 

 
 

When you have finished adding your options click Save. 
 

 
 



Guide to Contr ibuting Resources in USG SHARE Ð v 1.1 

 

      19 

Review  Tab 
This section will let you review the submission of your resources. You may check for 
the correctness of the submission. If there is an inconsistency, you may retrace the 
steps or click on the relevant tab to correct the entry. 

 
NOTE: This is the final step of the wizard. If any required item is 
not complete you will not be able to submit the resource and the 
resource will be saved in Draft state. It will not become live 
(available) in the repository until all required information has 
been completed. 

 
To get an idea of where the information is missing look at the tabs at the top of the 
page. You will see a star next to the name of the step that is incomplete. You may 
click on the tab to return to the page with missing information.  

 
 

 
 

On the wizard page with the missing information the incomplete item will display a 
prompt in red text indicating where the information is missing. You may need to scroll 
to find this on the page. 
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Once you have added the required information click on Preview or Next to move 
through the wizard to the Preview tab. Click the link ÒSubmit for ModerationÓ at the 
bottom of the page 

 
NOTE: Submit for Moderation means that your item will go into 
the repository for others to discover and use. However, at the 
same time it will go into metadata review so that USG SHARE 
staff can ensure that all appropriate metadata have been 
included for this resource. Support staff for USG SHARE will 
review metadata and contact you if necessary for further 
information. 
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Edit ing Submissions 
 

There are several reasons that you may want to find and edit a resource that you 
have previously submitted to the repository.  
 

¥ You may wish to continue an unfinished submission that is in a draft state in 
the repository.   

¥ You may wish to edit the metadata for an item that you have submitted 
previously.   

¥ You may wish to update a resource with a new version of the content.  

View / Edit  My I tems 
 

To edit an item you have submitted to the repository choose View/Edit My Items from 
the Contribute section of the navigation bar on the Home page. You will  see your 
opt ions for viewing and edit ing t he it ems you have cont ributed to t he repository.   
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Edit ing  Unf ini shed Sub missions in Draf t  
If you were unable to finish a submission process and selected to ÒSave DraftÓ you 
will need to locate your resource to edit and continue the submission process and 
make the item live. Until you complete the process your item will be in draft state.  
 

¥ From the My Items page click on the link ÒIn DraftÓ to edit an item. The item 
will also be found under the ÒAllÓ link.  

 
¥ Find your resource and click the ÒView More DetailsÓ link. 
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¥ This will show tabs at the top of the page. Click on the Administer tab. 
 

 
 

¥ Click on Edit, which will take you back to the contribution wizard.  
 

 
 

To complete the submission process, move through the pages of the contribution 
wizard and complete the required information for each page.  
 
Once you have added the required information click on Preview or Next to move 
through the wizard to the Preview tab. Click the link ÒSubmit for ModerationÓ at the 
bottom of the page 

 
NOTE: Submit for Moderation means that your item will go into 
the repository for others to discover and use. However, at the 
same time it will go into metadata review so that USG SHARE 
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staff can ensure that all appropriate metadata have been 
included for this resource. Support staff for USG SHARE will 
review metadata and contact you if necessary for further 
information. 
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