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What you need before you begin: 

■ Title

■ Author(s) Names and Email Address(es)

■ Abstract

■ Files*

■ Links to videos (if applicable)



Files

■ Digital Commons supports many different file types 
including .mov, .mp4, .jpeg, .png, .pptx, .docx, .xlsx, etc.  If 
you have questions about file types, contact Hope D. Alwine
or Mark Hamilton for more information.

■ Recommendation for Word documents and PowerPoint 
slides – convert them to PDF to make them available for 
download within Digital Commons.  

mailto:alwinehd@longwood.edu?subject=DC%20RCI%202020
mailto:hamiltonma@longwood.edu


NAVIGATE TO:

https://digitalcommons.longwood.edu/spring_showcase/2020

https://digitalcommons.longwood.edu/spring_showcase/2020








Title

To help with organization in Digital 
Commons, the administrators are asking 
faculty to put a course number (example 
ENGL 255) before the title of the student’s 
project.  Completing this will help group the 
presentations together in the separate 
project categories within Digital Commons.  
If your student is doing something separate 
outside of a course, you may disregard the 
course number requirement.

Example: ENGL 255: Literary Analysis of 
The Adventures of Tom Sawyer by Mark 
Twain

Author(s)
Digital Commons will automatically 
enter in your name and email as the 
author — you can either delete that 
entry or select the text and type 
over it.  You can add authors using 
the green plus in the lower right-
hand corner on the author box.  Be 
sure to input their email address as 
this is how they will receive the 
email with the URL for their project.  



Red X to delete an author and 
pencil to edit the author

Click to add authors



Project Category, Presentation Type, 
Discipline, and Description
■ Project Category:  Refers to the Longwood department or program.  Please 

select the one that applies to your student’s project. 

■ Presentation type:  Most projects will have multiple components but select the 
main portion of the project.  For example, if a student is giving a presentation 
of a poster, select Poster as the presentation type.  If you are unsure, please 
select other.  

■ Discipline selection:  This is how Digital Commons will sort it within the greater 
Digital Commons community.  You can select a broad topic or if you wish to be 
more specific, you can explore the drop downs.  Simply click the plus button to 
see more options.  

■ The Description field is where you will put the abstract for the project.  



Project Category, 
Presentation Type, 
Discipline, and 
Description

To expand the 
discipline, hit the 
plus. 

To minimize, hit 
the minus. 



Links & Files
■ There are two ways to upload presentation videos — the student can send the native 

file (usually .mp4 or .mov file extension) or send a link to an outside host such as 
YouTube or Vimeo.  If it is coming from an outside source, you will simply put the URL 
in the remote media file box.  Then on the drop down, select the source if it is listed 
and select other if it is not.  

■ If the student has more than one link, the administrators encourage putting the 
extra links in the comments box. 

■ Next is the Full Text of Presentation.  If the student has given you the video file and 
not a link, you will want to select that file here.  You can upload their PowerPoint or 
paper in the additional files (the next field).  If the student gave you a link and then a 
PowerPoint or paper, you will upload the file here. 

– Note: Word documents and PowerPoints are best converted into PDF format 
before uploading into Digital Commons



Linking with YouTube or Vimeo



Uploading Video

To upload a video directly 
into Digital Commons, 
simply upload the .mp4 or 
.mov file in the Full Text of 
Presentation field.  Digital 
Commons will convert it 
automatically. 



Successful Video Upload 



Additional 
File(s)

Make sure the files 
are checked and be 
sure to hit save!
After you save, then 
you can hit the 
Continue button. 



Success!
You have successfully 
uploaded into Digital 
Commons! 

If you have revisions that 
need to be made 
immediately for typos or 
small mistakes, you may 
Revise Submission. 

If you have more projects, 
you can Make another 
Submission and you will 
bypass the Submission 
agreement and be returned 
to a fresh submission page. 
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