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The Avenue Desk

The Avenue Desk allows instructors to access cloud storage. This will provide instructors space to
store, organize and quickly access their teaching files.

Using the Desk

1. Go to Avenue.ca.
2. Click on the Login link.

3. Enter your username and password.
beverlydavis@fakemail.ca

4. Click on the Log In button.

Note: The Avenue menu choices appear across the banner.

5. Click on the Desk option.
The Desk window opens. This window is the Avenue cloud storage solution.
Instructors can store and organize files here just as they do on their own computers.
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Desk Features

There are six Desk screen areas.

1. Avenue links — These links allow users to jump to other Avenue resources quickly. These links
include Avenue Classroom, Portal, Search, Notifications and Contacts.

2. View mode — Users can view the files and folders as a grid of icons or as a list.

File viewing area — All files and folders appear in the centre of this window.

4. File organization — Users can organize their digital files by displaying Recent files, Favourites,

Shared files, Tags, and External storages.

Additional Settings — Allows users to see hidden files and remotely access their Cloud files.

6. Add a new file icon — Users can upload files and folders, create folders, or generate word
processed documents, presentations and spreadsheets in the cloud itself.
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Creating a folder

When instructors open their Desk, the file viewing area is empty. Follow these steps to create a folder.
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+

1. On the Desk, click on the Add icon.

2. Adrop-down menu appears. & +

3. Click on the option New folder.

I+

Upload file

Im MNew folder

MNew text file

Document
B Spreadsheet

B Presentation

4. In the textbox that appears, click on New folder.

|~ JiNew folder ->

5. Type the name of your folder. In this example it is CLB 567.
vp y P M | CLS 567 -
6. Click on the Arrow icon.
Note: The folder appears in the viewing area.
] Name = Size Modified
- CLB 567 <5 "ee 0 KB seconds ago
7. Click on the folder icon to open the folder. & CLB 567
Note: When the folder is open, the breadcrumbs menu displays the
folder name.

Uploading a file

+
1. To add afile into this folder, click on the Add icon.
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2. Click on the Upload file option.

3. Inthe directory that appears, select a file from your computer.

4. Click on the Open (OK on some operating systems) button.
Note: The uploaded file should appear in the file viewing area.

' 3 CLB 567 + am
[] Name = Size Meodified
Zog  Unit Plan.pdf Ly 106 KB seconds ago

Uploading files (Drag and Drop)

When uploading multiple files, it is more efficient to use the drag and drop method.

1. Open your Avenue Desk.
Note: several files will be uploaded into the CLB 567 folder.

2. Locate the files to be copied on your hard drive through a File directory.

3. Select these files.

4. Drag the files into a white space and release the mouse.

v O Search Unit 1 2

# Quick access

: CLB 567 +

(2 1_Making_Intraductions H5P HsP

8 Desttop [ & 2_starting_A_Conversation_H5P H5P Fi
¥ Downlosds [F1& 3_Keeping_A_Conversation_Going_HSP  H3P Fi
Documents 12 4_Ending_A_Conversation_H5P HSP Fi
=] Pictures ' 12 5_Small_Talk_Topics_H5P HsP F
O 5+ [ Assessment Tasks Micros
|| AVENUE [ Audio and Video Transcripts Micros
| | Course Management () MM Scenario Cards Micros:

\ Unit Pla o =
|| NEW Avenue MOVIE Btz Unit Plan icrogbft Edg

5. The files are now in your Avenue Desk.
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Note: The uploaded files appear in the open folder. (In this example, CLB 567)
Note: There are two different kinds of files. These are PDF documents and interactive H5P files.
To follow good practice, these files should be organized into two sub-folders.

# = CLB567 = + s
HaP
] Name = activities | . Modified
F . 1_Making_Introductions_HSP.h5p ! s e 14 MB an hour age
. 2_5tarting_A_Conversation_H5P.h5p s e 9.9 MB an hour age
. 3_Keeping_A_Conversation_Going_HS5P.h5p - e 14.9 MB an hour age
. 4_Ending_A_Conversation_H5P.h5p s “ea 13.1 ME an hour ago
. 5_5Small_Talk_Topics_H5P.h5p c MEB an hour ago
PDF
documents
Assezsment Tasks.pdf 9 KB an hour ago
L Audio and Video Transcripts.pdf - ses 239 KB an hour ago
il Scenario Cards.pdf - ses 91 KB an hour agoe
28 Unit Plan.pdf - ses 106 KB 5 minutes ago
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Creating a sub-folder

1. In afolder, click on the Add icon.

% CLB 567 <+>
2. Click on the New Folder icon.

4  Upload file

. MNew folder

3. Type the name of your folder. In this example it is
PDFs.

4. Click on the Arrow icon.
Note: The PDF sub-folder appears.

g rors g—"

. 1_Making_Introductions_HSP.h5p

Moving Files

1. Inthe left column of the file directory, check each of the files to be moved.

. 5_5Small_Talk_T....h5p oy 13.5 MB an hour ago
Assessment Ta...pdf <y e 249 KB an hour ago

Audio and Vid... .pdf < es 239 KB an hour ago

Scenario Cards.pdf < es 91 KB an hour ago
Unit Plan.pdf <5 es 106 KB 20 minutes ago
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2. Across the top of the Cloud directory, ensure that the number of selected files is accurate. In

this case, there are 4 files.

% CLB 567 + /

[] 4 files »++ Actions 685 KB

3. Click on the ...Actions link.

4. In the drop-down list, click on the Move or copy option. 2% AcHians
@ move or copy
¥ Download

L' Select file range

¥ Delete

Note: The Choose target folder pop-up appears.

Choose target folder

4 = CLB 567 + as

NBV Size Modified
G 0 KB

15 minutes ago

o CD

5. Choose the target folder.
6. Click on the Move to button.
Note: The Move to button adds the name of the destination folder. In this
Move to PDFs

example, it is the Move to PDFs button.

7. The selected files move into the destination folder.
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8. In this example, the teacher repeats these steps to move the H5P files into a folder named

H5Ps.
Note: The file viewing area is more organized.

% CLB 567 +

| IGEE <

Size Modified

65.5 MB seconds ago

685 KB 31 minutes ago

Deleting Files

1. Locate the folder with a file to remove.

Note: In this example, the file Summer Holiday photos.pdf is personal and should be deleted

from this folder.

* - 4
[] Mame -
n Unit Plan.pdf -3
n Summer Holiday photos.pdf -t
n Scenario Cards.pdf <t
n Audio and Video Transcripts.pdf <5
n Assessment Tasks.pdf <t

Size

106 KB

249 KB

01 KB

239 KB

249 KB

Modified

2 days ago

seconds ago

2 days ago

2 days ago

2 days ago
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2. Inthe left column of the file directory, check the file to be deleted.

n Summer Holiday photos.pdf

3. At the top of the Cloud directory, ensure that the number of selected files is accurate. In this

case, there is 1 file.

4. Click on the ...Actions link.

5. Inthe drop-down, choose the Delete file option.

T Delete file

Note: The file disappears from the file directory.

Recovering Deleted files

1. Open the Cloud file directory.

2. If you wish to locate a deleted file, click on the Deleted files link in the bottom left corner of the

Avenue cloud window.

3. All deleted files appear in a list. Beside the file to be restored,
click on the Restore link.

¥ Deleted fi|E5/

© 2.7 MB of 10 GB used

n Summer Holiday photos.pdf \ A Restore

4. The file returns to its folder. Multiple files can be restored this way as well.

Renaming files and folders

1. Open the file directory.

2. Locate a file to be renamed. Click on the file/folder’s ellipsis icon. EI

Note: A drop-down menu appears.
3. Click on the Rename option.

4. Click in the file name textbox.

#  Rename
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5. Type in the new name.

Perscnal Files,pdf

n Summer Holiday picturﬁ.pdfi ‘— n

6. Press the Enter key.
Note: The file name has been changed and will be sorted
alphabetically.

n Personal Files.pdf

Note: Changing a folder name is the same process as changing a file name.

Downloading a file

1. To download a file to your computer or device, check the checkbox to the left of the file name.

n Unit Plan.pdf

2. Click on the file’s ellipsis icon.  [-]
Note: A drop-down menu appears.

3. Click on the Download option. | ¥+ Download

4. A pop-up appears. Choose the Save File option.
5. Click on the OK button.

6. The file downloads to your computer or device.
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Downloading Multiple files

1. Open the directory that contains the files to download.

2. To download multiple files to your device, check the checkboxes to the left of the file names.

3. A faster method is to check the Select All

checkbox above the files. h > files wo Actions
m Unit Plan.pdf
n Scenario Cards.pdf
n Personal Files.pdf
n Audio and Video Transcripts.pdf
n Assessment Tasks.pdf

4. Click on checkboxes to uncheck files that are not to be downloaded.

L] 3 files -+ Actions
n Unit Plan.pdf \
n Scenario Cards.pdf
n Personal Files.pdf
n Audio and Video Transcripts.pdf
n Assessment Tasks.pdf
5. Above the files, click on the ...Actions link.
Note: A drop-down menu appears.
6. Click on the Download option. |4 Download
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7. A pop-up appears. Choose the Save File option.
Note: That the file is going to be downloaded in Zip or compressed format.

Opening CLB 567.zip x

You have chosen to open:

¢ CLB567.zip
which is: Compressed (zipped) Folder

from: https://avenue.ca

What should Firefox do with this file?

O Open with | Windows Explorer (default) w

(@) Save File

(8] 4 Cancel

8. Click on the OK button.

9. The file downloads to your computer or device.
Note: You must unZip or Extract a compressed file to use it on your computer.

Adding a Text Document

Note: A text document has no formatting features or multimedia.

+
1. On the Desk, click on the Add icon. % +
2. Adrop-down menu appears. Click on the New text file option. 4  Upload file
Il New folder
3. Change the default file name to a suitable one for your course.
(e.g.Welcome.txt) B New text file
= | Welcomeltxt -
B Document

4. Click on the Arrow icon.
B Spreadsheet

B Presentation
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5. Atext editor appears. Type in your information.

r
Welcome.txt X

Welcome to Ms. Beverly's LINC & class. I am excited to begin the 2828 school year at Medium Bay centre. I look
forward to seeing some familiar faces and meeting new ones online this term.

Teaching you is a big responsibility and I will do my best to ensure that each student has a safe and motivating
learning experience in this uwpcoming term. Howewver I cannot do this without the help of you, the learners. HWe
are partners in the learning process.

I believe that the student-teacher relationships is necessary for maximum school success. Throughout the year I will
communicate through teh learning management system, online chats, telephone calla, emails and Big Blue Button
meetings. I encourage you to contact me if you have any gquestions for concerns at any time. It is best if you
send me an email or a message on A\.renue.l

6. After the document is completed, click on the close icon. (X)

7. Thefile is saved and stored on your cloud file directory.

L] Mame - Size Modified
Welcome.txt et < 1KB 2 days ago
- PDFs <5 2 MB 2 hours ago
Bl ceser .. 934KE  anhourago
+

8. To create a more complex document, click on the Add icon.

9. Adrop-down menu appears. Click on the Document option. B Document

10. Change the default file name to a suitable one for your course.

11. Click on the Arrow icon.
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Note: A familiar text editor appears. It is very similar to Microsoft Word.
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Z Al Steps

13. In the Document Menu bar, click on the File option.
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14. Click on the Save Copy as... option.

15. Click on the file type icon. In this case, the teacher chooses PDF.
16. Select a folder. In this example, it is the PDFs folder.

17. Click on the Choose button.
Note: The file is converted and saved.

18. At the top of the screen, click on the Files icon. _
19. In the cloud directory, the new PDF document can be found in the PDFs sub-folder.

Note: Similarly, teachers can add an Excel spreadsheet and a PowerPoint presentation
document to their Avenue cloud directory.
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Editing Word and PowerPoint files

Note: Existing Word, Excel and PowerPoint files can be edited in the Avenue Cloud.

Creating or editing Word, Excel or PowerPoint documents on the Avenue Cloud is a convenience
for those who are away from their workstations but require efficient access to Office software
while working on Avenue. It also helps those who want to coedit documents in the Cloud and/or
instructors who simply want access to sophisticated tools for no cost.

1. In this example, two files have been uploaded into the Teacher directory.

#* Teacher

|Powerpoint | MS Word

O MName = / Size Modified

: 1a PPT How to Write an Email 1 Basicg#£LB S.pptx = -« 468 KE 2 minutes ago

E 1 Grammar Word Order 5 MNotes.docx =2 - 93KB secondsago

2. Click on the MS Word file link. .
Note: A fully featured MS Word editor appears.

3. This editor offers many options to manipulate the file.

R g
F N

== ONLYOFFICE

& B @ | cai R Evi=v%-3 3 I+ & BH- -
“

B« ~|BruUusraeaso- B=E=s 9 o @ | Mo Footerinio

[e] 'IZIII‘IIIE"'N“‘.5\.'.°.II-T-'I.8.I.IS M0 T 2 A3 e 108 1 Line Spacing
Q Multiple v 108 -I
@ |8 Editing features Paragraph Spacing

s Before After
) - Name Date 042em D 0.28em O

- Don't add interval between
- E parsgraphs of the same style
= | -
ol p7, CLB 5 Word Order in English: SVOPT e

; Show advanced settings

o The English language follows a basic word order for making sentences. Understandin

- word order will help you learn the important patterns in English.

m

N Instructions:

N 1. Read about SVOPT.

: @ Word

o 2. Do practice exercises. document
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Note: The editor is context sensitive. In the example blow, a table is selected. Note that the modifiers

in the right column are table editing features.

Collaboration .
2 B @ & = = .
_ = & = < Collaboration tools [
B Cal Co-editing Mode ~ ‘Comment Track Changes Display Mode ~  Previou at F
L |Il2k'1rlﬁ-l-1-l-2-l-3-lﬁ:-l-ﬁ-l-ﬂ-l-?-l-iIlﬂ'IIIUIIIHIII‘I P13 118 1150 | moe Columns
Q g I'he English language tollows a basic word order for making sentences. Understandin 'V Header ¥ First
= word order will help you learn the important patterns in English. [ iotai |
2 : Instructions: ¥ Banced | Bandes
@ - 1. Read about SVOPT. e
= . 2. Do practice exercises. v
s Table editing
©® ol - tools Borders Style
‘ USE:
The basic word order in English is Subject-Verb-Object, or SVO for short. English | coter |
Table affirmative sentences generally follow the SVO structure. Select borders you want to change
applying style chosen above
selected LI B who does the action (Subject) @ + O
. 2 what they do (Verb) -
il . 3 what they do it to (Object) Dj{mj{a =)
= the Background Color |[—|
. Look at examples below:
: [
- m v.'b m Rows & Columns BE=-
_'j‘_ Example 1 Jennifer ate {unch. Cell Size
- Height .
- Example 2 We played the piano. Wit -
B Example 3 The boys read the job ads. Distribute rows
; Distribute columns

4. Documents on the Avenue cloud are saved frequently. You do not have to save them as with
your desktop/laptop Word documents.

5. To stop editing and leave the document, simply click on the Avenue Files Home icon at the top
of the screen.

m & @
F

= ONLYOFFICE File Home Insert Layout References  Collaboration

6. All of your edits will be saved when you open the document again.

7. To save the document in a different file format, click on the File link in the menu bar.
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8. Click on the Save Copy as ... link.

9. A menu appears with various file format options.

10. Choose the file type icon from the Menu.

W
<A

Print

Save Copy as...
Document Info...

Advanced Settings..

DOTX
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