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Glossary

The glossary tool allows instructors to build a glossary of terms for students. Terms can be
added one at a time, or uploaded in bulk from a spreadsheet file.

Adding the Glossary tool to a course:

1. Once inside your course, make sure Edit Mode (upper right corner) has been turned ‘On.’

Ediit Mode is: m

2. Click the ‘plus sign’ at the top of the course menu and select ‘Create Tool Link.’
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3. Give the glossary a name and choose ‘Glossary’ for the tool type. Check the box to make it
available to users and click Submit.
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4. Once added to the course menu, click on the link to access the glossary.
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Adding a single term to the glossary:

1. Select the glossary tool and click the ‘Create Term’ button at the top.

2. Fill in the term and definition. Click Submit.

Define Term

Enter the Yferm and definition. Adding @ termm which already exdsts in the Glossary in upper, lower, or mixed case wall
overwrite the extsting definition of the term.
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the study of or a collection of techriques, a particular technological concept, the body of tools and other
tnplements produced by a given soc:ietyi
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Click Submit to finish. Click Cancel to quit,



3. The term will appear in the list. Use the option menu to edit or delete the entry.

T
Edit or delete Term Definition
entry ~~__ technology the study of or a collection of technigues; a patticular technological concept, the body oftools and other
implements produced by a given saciety

Uploading multiple terms to the glossary:

Multiple terms can be uploaded to the glossary in a comma or tab delimited file format (.csv or
Ixt).

e If working in a spreadsheet program such as Excel, the first column displays the term,
and the second column displays the definition:
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1 lettuce agreenvegetable
2 apple a red fruit
3 banana ayellow fruit
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Save the Excel file as a .csv file.

e If working in a text editor, such as Notepad, the term and definition are separated by a
comma and each entry is separated by a hard return. It’s also a good idea to put each
item in quotes:

"apple","a red fruit"

"banana", "a yellow fruit"

Save the Notepad file as a .txt file.

1. Once the .csv or .txt glossary file has been created and saved, click the
Upload/Download button at the top of the screen and select ‘Upload Glossary.’
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2. Click Browse and navigate to your .csv or .txt glossary file.



Locate Upload File

Ppload a THT (fab-delirited) or CRV (Corrna-Separated Value) flle.

The flle must be q texd flle that condaing a term and a definifion on each Ine. The fermn and the definitio

separated by q comma In a comma-delimited file or separated by a tab in q fob-delimited file. The terr
any specific order.

Click Browse to locate the file to upload.
2= File

¢ Attach File

Selected File

Do nat attach

File Mame

3. Choose whether to add the new items to the existing glossary, or replace the existing

glossary with the new items. Click Submit.

Save Current Terms

Ifterrns are present in the uploaded file which already exdst in the Glossary in upper, lower, or mired case, the
defTrifions in the uploaded file will replace those In the Glossary. If duplicate ferrs exist within in the uploaded

Jlle, the last definition in the file will be used.

Select the processing method for this uploaded file
(% Add the Termns in this File to the Glossary

() Delete all Glossary Terms and Replace with the Terms in this File

Submit

Click Submit to finish. Click Cancel fo guit,

4. The new items should appear in the glossary.
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To download the glossary:

1. From inside the glossary, click the Upload/Download button and select ‘Download
Glossary.’
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2. Click the ‘Download’ button.

Download

3. Open or save the file on your computer.

Opening glossany_export.xls @

You have chosen to open

&) glossary_export.xls

which is & Microsoft Office Excel 97-2003 Woarksheet (502 bytes)
From: https:/ bbdey.jhu.edu

What should Firefoe: do with this File?

() Save File
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