Copying material from your old Contribute 2 site to your new Contribute 3 site
The nitty-gritty….

Since the underlying organization of the Contribute sites has radically changed (for the better!), neither you nor the Contribute support staff can just copy your old pages to their new locations on the www server.

Instead, you must recreate your site using Contribute 3, your new Contribute 3 key and password, and some patience and time. Such is the life of a Pilot: this is the trade‑off for being on the cutting edge.

Actually, you can copy as long as you do it in bits and pieces. You can only paste into one editable area in Contribute at a time. For example, you can’t copy your entire Schedule table, or even a whole row from it and paste it all at once into your new index page. Since the cells are each an individual editable area, you must copy into each cell, one at a time. 

Practice for mentoring

This is an opportunity to sharpen your skills for the show-and-tell sessions involved in mentoring! The TLC is offering sessions before and after the Christmas break to help with both transferring your site and reminding you of the steps for creating a site.

Scheduled times as of this writing:

Friday, Nov 5, 1:30-3:30, R210

Tuesday, Nov 16, 2:30-4:30, R210

If you have a group of 3 or more who would like to schedule an additional session, email Vic (vfascio@ccsf.edu) or Carol (creitan@ccsf.edu).

Copying and Pasting

Copying places text in a holding area so that you can paste it to a new location.
To Copy: 

Highlight text to copy. Then:

· From the Menu bar: Click Edit ( Copy

· Keystroke: Ctrl-C (Windows) or Cmd (Apple key)-C (Mac)

To Paste:

After copying, place the cursor where you want the text to start. Then:

· From the Menu bar: Click Edit ( Copy

· Keystroke: Ctrl-V (Windows) or Cmd (Apple key)-V (Mac)
Preparations
Documents: Make sure that you have copies on a disk of all documents that you link to on your site: syllabus, schedule, whatever. The docs can be on the computer where Contribute 3 will be installed or on a Zip disk or CD. Using Contribute 3, you will have to redo links to these files so that Contribute can upload them to your new site.

Steps to take: See the accompanying document on transferring from Contribute 2 to Contribute 3 for a detailed timeline. Here are the steps that you should follow:
1. Call the Help Desk (239-3711) to schedule an appointment to have Contribute 2 uninstalled and Contribute 3 installed on your desktop or to bring in your laptop. 

2. Email Luis (lmuniz@ccsf.edu) or call or email Vic (452-5318; vfascio@ccsf.edu) to get your new Contribute 3 key and password. Luis will be away during November.

3. Activate your Contribute 3 key: Remember that you must login using your network (or Mac) account and then activate your new key on every CCSF computer on which you want to use Contribute 3. Store the emails with your Contribute 3 key and key passwords in an email folder.
4. Redo Contribute site using Contribute 3.
Remember those help and refresher sessions on Nov 5 and Nov 16!
5. Email Vic Fascio (vfascio@ccsf.edu) when you are ready to get your Contribute 3 site activated: the old C2 URL — http://www.ccsf.edu/yrlogin — will then point to your new Contribute 3 site.

· Informational: January 14 (Flex day): Contribute 2 sites deactivated/erased. 
Copying

After you have completed steps 1-3 in the list above, you are ready to re-create your old site in Contribute 3. Open Contribute 3 and click the connection to your new site. You start out again with only a generic index page with your name on it. You will have to create any other pages again in your new site. Refer to your help docs—and come to the hands-on help sessions—for assistance.
Summary

· Open Internet Explorer and copy text directly from your old site to editable portions of your new Contribute 3 site. 

· If you have links in the text to other pages on your old site, or to your own documents, you’ll have to re-create (not copy) these links on your new site.
· To copy tables or links to Web sites outside your own (e.g. tables of resource links), save a lot of effort by adding an intermediate step: 
· Copy the entire table or list of links from your old site in Internet Explorer to a Word document. 
· Then, in Word, select the entire table (on the menu bar, click  Table ( Select table) or list and paste it into an editable area in your new Contribute 3 site. This method preserves table structure and links so you don’t have to re-create them. 

· You can’t copy and paste material across several different editable areas (like the cells in a course table). You can only paste into one editable area at a time.
Copying plain text: Step-by-step

To Copy:

· Plain text

· Text with links to other Web pages in your Contribute 2 site

· Links to documents that you uploaded to your Contribute 2 site

1. With Contribute 3 and your new site open, browse to the page where you want to paste text. Click the Edit button to open an editable copy of the page.
2. Open Internet Explorer and browse to your Contribute 2 site (http://www.ccsf.edu/yrlogin).

3. In Internet Explorer, select the text for one editable area in your Contribute page. Since you can only paste into one editable area in Contribute at a time, you have to copy the text for each editable area separately.
4. Shift to your Contribute 3 site and paste the text into an editable area.

5. Re-create links to documents by clicking the Link icon and choosing File on My Computer.

6. Clean up formatting if necessary.

Copying tables or links to Web sites external to your own: Step-by-step
To Copy:
· Tables the you have inserted into an editable area in your Contribute site

· Text with links to Web sites/pages outside your site or email links.
1. With Contribute 3 and your new site open, browse to the page where you want to paste text. Click the Edit button to open an editable copy of the page.

2. Open Internet Explorer and browse to your Contribute 2 site (http://www.ccsf.edu/yrlogin).

3. Open a new blank Word document. 
4. Shift back to Internet Explorer. Select the text or list of links for one editable area in your Contribute page. If you are selecting a table, carefully select everything in that table.

5. Shift to Word and paste the table or list of links. Word should set up a table and preserve any links.

6. In your Word document, select the text to copy. If you are selecting a table, on the menu bar, click Table ( Select table.
7. Shift to your Contribute 3 site and paste the text into the appropriate editable area. 

8. This method preserves links along with text. If you highlight an entire table, it pastes in as a table.
· You may have to do some formatting to get things looking right. If you’ve got several paragraphs in the same cell, you may have to cut and paste text from one cell to another to get the layout you want.
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