Educator Development and Feedback System Guidance Document (EDFS)

Email eval@boston.k12.ma.us with questions about EDFS


EDFS Tips and Tricks
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 How do I copy and paste successfully in EDFS?
If you are typing notes in a Microsoft document such as Word or Outlook, when you paste these notes into EDFS you will see additional text that is difficult to read.  We have purchased software to keep this from happening- but until this software is fully added to the website, here are some tips to paste successfully.  Depending on what type of computer you are using and what browser you are using, some of these tips may work better than others:  
· When you go to paste into EDFS, Right Click and select Paste Plain text if that is an option available to you.

· Select inside the text box you want to paste in, then select Control+Shift+V to paste without formatting.
· Save the text in Microsoft word as a text file.  Paste into Word, then select Save As type .txt Plain Text.  Or, try saving in another word document (not Word) as a plain text file. If you want to add formatting, first paste into EDFS and then add the formatting.
· BEST OPTION: Type directly into EDFS. We know this can be difficult if you don’t always have wi-fi available, but if you do have internet this is your best option.
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 How do I upload a file as an artifact in EDFS?

· Always make sure the file ends with a file extension (example: .doc, .pdf).
· Your file name (any information BEFORE the file extension) should only be a series of letters/numbers and should not include periods or spaces.

· The entire title cannot exceed 32 characters.

	Ex. Incorrect file name
	How to fix your file name
	Ex. Corrected file name

	Lesson Plan.doc
	Remove the space
	LessonPlan.doc

	LessonPlan12.10.12.doc
	Remove the periods in the file name (do not remove the .doc file extension!)
	LessonPlanDec12.doc

	Katies Lesson Plan January 10 2012.doc
	Remove the Spaces and make the file name shorter (it exceeds 32 characters)
	KatieLPJan10.doc
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Why is this helpful?  








EDFS is still a work in progress as our Instructional Technology department develops the site.  As we continue to enhance the website, these tips will allow the site to work best for you.
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