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    Chapter 1 - Why MobilEcho?


    MobilEcho is Mobile File Management (MFM) software for iPad users. MobilEcho enables staff and students to access shared network drivess, eliminating the need for work-arounds like emailing files to yourself.


    This gives authenticated users privileges to:


    
      	Access the shared Student (X:) drive


      	Access and upload files to your H: drive


      	Access and upload student work to shared directories

    


    MobilEcho is available to all staff and students through the “Self Service” app. It is under the recommended apps section. You can also download it directly from the App Store by typing in “MobilEcho”. Either way, it is a free app.


    Please note that to access all of these network directories, you must be within the school network. You will still not be able to access your H: drive from home.

  


  
    Chapter 2 - Creating a connection


    When you first open MobilEcho, you will be presented with a screen like the one below. As we don’t need to change any settings, just tap on the “Home” link.


    



    [image: Initial%20screen.png]


    



    Now that we are back to the main screen, we want to set up a new network connection in order to access our network drives. This can be done by clicking on the plus (+) symbol down towards the bottom left of your iPad’s screen.
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    Now we need to add the settings in order to access our network drives. For users at the Pakenham Campus, please use the following settings:


    
      	Server name or IP address: Valley01:444


      	Display name: Your choice (You can see I used “Mr Parker”. This won’t affect you access rights)


      	Username: Beaconhills\tpr (Change “tpr” to your 3 letter staff code)

      


    


    Here is how my settings appear on the iPad:
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    Please ensure that you use a backslash (\) for Beaconhills\Username. A forward slash will not work!


    Click “Save” up the top right, and you will now have a new location under the heading “Network folders & servers”.
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    Click on the new network directory (See above) and you will be prompted to “Enter your server password”. This is just the password that you use to login to the school network, so type it in:
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    Now you will see all of the network drives that you have access to. This will most likely include the following:
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    To open any of these directories, just tap on the name.


    Here is a quick explanation of each:


    



    Classes


    This directory is what we know as the X: drive. It contains the folders and files that staff and/or students have created.


    



    Staff home


    This is your H: drive. You will see that they are organised alphabetically by your 3 letter staff code, so you will need to scroll down to find yours (Unless you are lucky enough to have a code that starts with an “A”!). Here you can access all folders and files that you have stored on your H: drive.


    



    Staff share


    This is the S: drive. This contains all faculty documentation, semester planners and anything else that your Head of Department may have saved there.


    



    Student home


    This is a really handy directory. It is the students’ H: drives. Here you can access their work directly rather than students having to email it to you or putting it in a shared dropbox. Student directories are organised by the year that they will finish. For example, it is 2012, so if you select the directory “Year 2012” you will have all of the Year 12’s H: drives. “Year 2013” will be all of the Year 11’s H: drives, and “Year 2019” will be the Year 5’s H: drives.


    



    Navigating the folders


    Now that you have been able to access the folders, you may want to go back to your main directory and navigate to a different folder. To do this in whichever folder you are currently in, there will be a button you can tap up the top to go back a directory. For example, if I went in to the “student home” directory, my button up the top will say “Mr Parker”, as this is the directory that is back a step:


    



    [image: Student%20directories.png]


    



    To follow along with the rest of the chapters in this book (And if you haven’t already done so), please go to your iPad and download MobilEcho and follow the aforementioned steps in order to set up your network access.

  


  
    Chapter 3 - Opening files


    You have probably already used your iPad to open files, but here is a quick rundown on how to do it it MobilEcho:


    



    Find the file that you would like to open and tap on it. This will bring up some options, and as usual you tap on “Open In...”.
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    If it is a larger file (Like a video), it may take a short amount of time to give you the options of which app you would like to open it in. You know that it is still working though (Don’t close MobilEcho in frustration!) because a progress bar will appear to the right of the file that you are attempting to open:
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    Here are some commonly used file formats and which apps you will generally open them in:


    



    Video


    Firstly you need to find a video file in your directory. These will have extensions like .mp4, .mov or .avi. The app that we use at Beaconhills to open video files is AVPlayerHD. The only other app you may open a video in is iMovie if it is going to be part of a larger movie, or if you would like to edit it.
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    Portable Document Format (PDF)


    We use a number of apps to open PDFs. If you just want to read it (i.e. If it’s a textbook) you can open it in iBooks. If you would like to do annotations, you can either open it in iAnnotate or GoodReader.
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    Slideshow presentations


    If you would like to open a slideshow presentation, you will most likely have created in in Microsoft PowerPoint. It will have the file extension of .pptx (Or just .ppt if you have used an older version of PowerPoint). We open these in Keynote, and when you select this, it will automatically convert the file to the Keynote format. Please be aware that it may give you a warning that some fonts have been substituted, but it always looks ok!


    



    [image: PPT.png]


    



    Word processed documents


    Again, when you have created a word processed document in the past, you have probably used Microsoft Word. When you wish to open a word processed document, you follow the same process, but the app that you use to open it in is Pages. This will automatically convert your Microsoft Word document to the Pages format, however just like some other apps it may not contain some fonts that you have used and substitute others in. You probably won’t notice the difference as they are always similar!
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    Chapter 4 - Creating and deleting folders


    Just like when you access your H: drive on a computer, you can create and delete folders using MobilEcho.


    



    Adding a new folder


    To add a new folder, all you need to do is navigate to the directory where you wish to place the folder (Mine is just going in my main H: drive), then tap on the “Actions” icon at the bottom right of the screen (Looks like a box with an arrow coming out) and select “Add new folder”.
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    Once you have selected this, it will prompt you to name the new folder. Type in the name that you would like for it (I have chosen “Curriculum documents”) and tap on “Ok”.
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    Now the folder that you have just created will appear in your directory.
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    Renaming a folder


    If you wish to rename a folder, just navigate to it and again click on the “Actions” button (Bottom right of your screen) and tap on the option “Rename this folder”.
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    Now it will prompt you to enter a new name. Let’s assume that I don’t think “Curriculum documents” was professional enough so I have choces to change it to “Curriculum stuff”, I just delete the name, write “Curriculum stuff” and tap on “Ok”.
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    Now I can look back at my directories and see that the folder’s name has changed.
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    If you would like to move, copy or delete a folder, these can all be done using exactly the same process that you would use for individual files, so if you would like to know this then please commence reading chapter 5!


    

  


  
    Chapter 5 - Moving, copying and deleting files and folders


    Many actions that can be performed on individual files can also be performed on folders, so we will look at these together in this chapter. Actions include moving, copying and deletion.


    



    To begin any of these three actions, you first need to have the file or folder selected, and this is always the same process. Firstly, you need to enable editing. To do this, navigate to your desired directory and tap on “Edit”, which is located in the top right corner of your screen.
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    Once you have pressed “Edit”, squares will appear next to all of your files and folders. Click on one of these squares to select a file/folder. You can see that I have selected the top file in the image below.
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    As you can see, when I select a file/folder it gives me three options at the bottom of the screen: Copy, Move and Delete. Please note that you can select multiple files/folders at once.


    



    Moving and copying files and folders


    If you would like to copy your selected file/folder to another location, select “Copy”. Please note that by copying a file or folder to another location means that it will still be located in the original location as well as the new location. This means that you will have duplicate copies of the same file/folder. If you would like to move it to a new location completely, choose “Move”.


    



    Once you have selected “Copy” or “Move”, you will see that it has been copied to the clipboard.


    



    [image: Copy%20and%20move.png]


    



    Now you can navigate to the directory that you wish to copy the file/folder to. Once you are in your targeted directory, click on your clipboard (Down the bottom of your screen) and select “Paste all”.
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    Now your file/folder will be in the new chosen location, and if you selected “Copy” it will also still be located in its original location.


    



    Deleting files and folders


    Once you have identified your folder/file that you wish to delete (See the start of this chapter), it is a very simple process. Just tap on “Delete” at the bottom of your screen and you will see the following message:
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    Tap on “Continue” and the file will be deleted. Remember that this will permanently delete the file and/or folder from your network drive, so make sure that it’s one that you no longer need!

  


  
    Chapter 6 - Uploading documents to network drives


    Most apps on the iPad have an “Open In...” dialog box, that when tapped on gives the user a range of apps that the file can be opened in. Should you wish to send a file from one of these apps to MobilEcho then it is quite a simple process.


    



    Firstly, open the app that your file is stored in and click “Open In...”. Then choose “MobilEcho”. In the screenshot below I have opened a slideshow presentation that I have stored in GoodReader.
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    When you select “mobilEcho” it will automatically open up mobilEcho. The location that it will open is your File Inbox.


    



    [image: File%20inbox.png]


    



    As you can see, this is under the heading “On this device”. We want to put our files onto our network drives so we can access them from any device, so again we need to hit “Edit” (Up the top right) and select the file that we want to move.


    



    [image: Edit%20and%20copy.png]


    



    Just like in the last chapter, this will bring up the three options down the bottom: Copy, Move and Delete. Unless you want to copy the file to multiple locations, I recommend using “Move” which not only takes it to your destination, but removes it from your inbox, meaning that you won’t have to come back and delete it later.


    



    Now that you have your file selected and have chosen “Move” or “Copy”, you can follow exactly the same process as in chapter 5 to save it to your chosen location.


    



    Remember that if you chose “Copy”, you will still have the file in your inbox and may need to come back and delete it.


    



    That’s all folks!


    This was a quick introduction to mobilEcho, and remember that if you have any problems with this app or anything else iPad or ICT related, please contact Travis Parker:


    
      	travis.parker@beaconhills.vic.edu.au


      	Phone extension 3016


      	Office PS77

    


    I am open to bribes of coffee or chocolate.
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