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NCLOR Contribution Wizard 
A GUIDE TO ASSIST WITH THE CONTRIBUTION PROCESS 

 

I. Introduction 
Items are contributed to the LOR through the Contribution Wizard.  The wizard 
guides you through several steps that define the metadata for the item you are 
contributing.  This metadata is used to identify who can find the item and how.  
It’s important to note that you do not have to complete the wizard at one time.  
You can save your item as a draft [discussed in Section III of this document] and 
then complete the wizard later.  You can also make changes to the item until it is 
live. 

II. Contributing 
Contribute 
The Contribution Wizard consists of eight steps, each of which is explained in 
detail in this section. 

1. Audience 
2. Copyright 
3. DRM - Details 
4. Upload 
5. Basic Info 
6. Discipline 
7. Instructional Info 
8. Review 

To access the Contribution Wizard, click on the link under Contribute on the left 
hand navigation. 

 
 
Select a Group of Educators 
This selection identifies the audience who will be able to find the item you are 
contributing.  The options you see here depend on your permissions, but will 
typically include Higher Education account holders only or K-12 account holders 
only, and All NCLOR account holders.  To make an item available to all users, 
select All NCLOR account holders. 
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Audience 
The first tab in the Contribution Wizard is Audience.  The questions on the 
audience tab further define the group to whom you want to make this item 
available.   
 
The first question is Should guests to the NCLOR be able to access this item?  
Guests [who do not have an account to login to the LOR] will only be able to 
access items where the answer to this question is Yes.  Selecting No will prompt 
you to answer another question, Is this item intended for just you and/or a few 
others to collaborate?  If you are working on material in partnership with others 
[whether they have an account for the LOR or not], you can collaborate with them 
in LOR in a few different ways.  Selecting Yes for this question will provide you 
with instructions on how to do so. 
 
The second question on this page asks if your item should be available to partner 
repositories.  Partner repositories [like those you can choose from when 
searching other repositories] can only access items where the answer to this 
question is Yes. For a list of partner repositories, click partner as indicated below.   
 
The final question on this page asks if you would like NCLOR members to be 
able to contact you regarding your item.  You can enter your email address in the 
box provided to allow them to do so.  Your email address will then be visible 
when others find your item and they may reach out to you about the item itself or 
a common interest you may share.  When you have completed the first tab, and 
as you complete subsequent tabs, click the Next link [also shown below]. 
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Copyright 
The copyright agreement for the LOR is defined in this step.  Additional 
information on some of the terms can be obtained by clicking on the hyperlinks 
throughout the paragraphs.  Select the appropriate copyright statement(s) and 
then indicate your agreement at the bottom of the page as shown below.  Please 
note, you must agree to the copyright statement if you wish your item to be made 
live in the LOR.  If you do not agree, you may still save the item in draft form.  
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DRM - Details 
DRM stands for Digital Rights Management.  While this information is different 
than the copyright, it is equally important because it identifies to whom the item 
belongs as well as the privileges granted to someone who wishes to use it [in its 
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live state].  If the item was created by several people, they can be listed here.  
The questions on this tab include: 

• Who created this item? 
• Other creators or contributors 
• What rights should the end user be provided? 

o Allow users to only take and use this item - requires users to agree 
to the following before accessing the item: 

 This item may freely be displayed, executed, played, printed  
 On reuse of this item you must attribute ownership to the 

original owners listed below [your name and email address] 
o Allow users to take, use and modify this item if required - includes 

the following agreement: 
 This item may freely be displayed, executed, played, printed  
 Additionally, you as the user may modify, remove excerpts 

from, annotate and/or aggregate this item  
 On reuse of this item you must attribute ownership to the 

original owners listed below [your name and email address] 
o Specify custom usage and reusage permissions - allows you, as 

the owner of the item, to determine which of the actions in the 
bulleted items above are allowed 
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Upload 
The next tab is the Upload tab.  Here you select the type of item you are 
contributing to the LOR.  The options include: 

• File (Word document, PowerPoint, etc.) 
• Group of files 
• Link to website (www.nclor.its.state.nc.us, www.cnn.com, etc.) 
• IMS/SCORM package 

Simply select the appropriate option and follow the instructions. 

 
 
Basic Info 
The Basic Info tab includes the following fields: 
Field Description 
Title Title is displayed with the item and included in searches 
Description Description is displayed with the item and included in searches 
Keywords The Keywords field contains important information since it is the 

primary field used in basic searches [the most commonly used 
search option] 

Description of use 
of this item 

This field explains how the item is used in the classroom [or 
other learning environment] 

Date created This is the date the item was originally created [not the date it 
was contributed to the LOR] 

Language Default language is English 
Technical 
Requirements  

Any special plug-ins or programs [Macromedia Flash, Adobe 
Acrobat Reader, etc.], which are required to view the item you 
are contributing.  Anything else that might affect one’s ability to 
use the item should also be included here. 
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Discipline 
The Discipline tab allows you to select the Discipline(s) or Subject(s) associated 
with the item you are contributing.  These metadata fields are categorizations 
used when searching the LOR, so it’s important to select appropriately. 
 
Many, if not all, of the disciplines have subdisciplines available.  You will see the 
available subdisciplines after you have selected the discipline.  The example 
below shows the subdisciplines for Agricultural and Natural Sciences.  Please 
note that the disciplines shown in these images may be different from those 
available when you are contributing an item. 
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In addition to the disciplines and subdisciplines, you may also add course 
information.  If the item you are contributing is designed for use with a particular 
course, you can include that with your item.  This gives others the ability to 
search the repository for course-specific material.  First select your institution [for 
universities] or NCCCS Common Course Library [for community colleges].  Then 
enter the course number in the box provided [ex. ANT 210]. 
 
Instructional Info 
Like the Discipline tab, the Instructional Info tab contains metadata information 
which will be used when searching the LOR.  The information includes: 

• Learning Resource Type – description of the item [Figure, Image, 
Syllabus, etc.]. 

• Level – the instructional level to which the item applies 
In between these two fields is a question asking if your item is a structured 
learning object.  The answer to this question will define the review process for an 
item.  Structured learning objects will undergo a more thorough review process 
before being made live.  The definition of a learning object is provided, and you 
simply need to select Yes or No.   
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Review 
The last step in the Contribution Wizard is the Review.  Here you can view the 
information you provided in previous steps. 



  North Carolina Learning Object Repository 
 

 
 Page 10 of 14 

 
 
You can also share ownership of the item with other NCLOR users by clicking on 
the Share Ownership button.  A new window will open as you see below.  Enter 
the person’s name and click Search.  When you see them listed in the box on the 
left, click once on their name and again on the single arrow pointing to the right.  
You should now see the person’s name in the box on the right.  Repeat this 
process to add additional names and click OK when you have finished. 
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III. Saving 
When you have either completed the wizard or would like to stop working on an 
unfinished item, click the Save link.  Another set of options will appear as shown 
below. 

 
If you have completed the wizard and are ready to submit your item for 
moderation [in order to make it live], click the Submit For Moderation link.  If you 
do not want your item to be searchable, or would like to come back to it later, 
click Save Draft. 

 
 

IV. Editing 
As previously mentioned you can return back to a saved item at any time.  The 
link to access items you have contributed is called View/Edit My Items and is 
located directly below the Contribute link you used to begin the Contribution 
Wizard.   
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After you have clicked on View/Edit My Items, links to the items you have in 
various states will display.  If you have items in draft form, you can access them 
by clicking In Draft as shown below.   

 
You may have multiple items saved as drafts.  Select the item you wish to edit by 
clicking on View more details as you see below. 

 
A summary with the metadata associated with your item will display.  To make 
any changes click the Administer tab.   
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The next screen will look similar to the one below.  Click on the Edit link to begin 
editing your item. 

 
When editing your item, you have returned to the Contribution Wizard.  Please 
refer to sections II and III of this guide for assistance in editing or saving your 
item. 
 
Other Options for Saved Items 
If your item is live, or if you wish to make changes without modifying the existing 
copy, you can do several things: 

• Create a New Version 
• Clone the item 
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As the owner of the item, you can also delete it or reassign it to someone else [if 
it is in draft form] by clicking the corresponding option [see image above]. 
 
 
 
 
 
 
 
 


