
      

      
  
  Skip to main content


  
    
        
          
            
          
        
    


  





    
      
          
            UVACollab Help

          

          
              
  
    Search term
    
    
    
  




          

        



  
    
      UVACollab HelpUVACollab DocumentationSite ToolsLessonsHow do I embed and edit a PDF on a page in Lessons?

    

    
      
  


  

    How do I embed and edit a PDF on a page in Lessons?

    
          
  
    You can embed PDF files on a page in Lessons to allow site participants to view documents, such as research articles, diagrams, or reports, without having to leave the page.

There are three ways you can embed a PDF on a page in Lessons:

	Embed a PDF file from a computer.
	Embed a PDF file from Resources.
	Embed a PDF file from a URL.


To adjust the properties of an embedded file, you can edit the embedded PDF.

  




      
      
        

        Embed a PDF file from a computer.

        
      
        

        Go to Lessons.

      
  


 
      
  
    Select the Title of the page (e.g., Lessons, Activities, Week: 1) from the tool menu in your site.

  



 
  

 
        
      
        

        Select Add Content.

  

 
      
  


 
        
      
        

        Select Embed content on page.

      
  


 
      
  
    In the window that pops up, select Embed content on page. 

  



 
  

 
        
      
        

        Upload the PDF.

      
  


 
      
  
    	Select Choose Files to browse for and open a file.
	Select Save to embed the content on the page.


  



 
  

 
  


      
      
        

        Embed a PDF file from Resources.

        
      
        

        Go to Lessons.

      
  


 
      
  
    Select the Title of the page (e.g., Lessons, Activities, Week: 1) from the tool menu in your site.

  



 
  

 
        
      
        

        Select Add Content.

  

 
      
  


 
        
      
        

        Select Embed content on page.

      
  


 
      
  
    In the window that pops up, select Embed content on page. 

  



 
  

 
        
      
        

        Choose to select a file from Resources.

      
  


 
      
  
    Select the Or select existing files from Resources link.

  



 
  

 
        
      
        

        Select a file.

      
  


 
      
  
    In the Actions column, choose Select in the row of the file you would like to embed.

  



 
  

 
        
      
        

        Confirm the file you will embed.

      
  


 
      
  
    	The name of the file to embed appears in the Items to attach column.
	Remove any file that you would not like to add to your page by selecting Remove in the same row as the file name.
	Select Continue to embed the file.


  



 
      
  
    Tip: You may embed more than one file on your page at once by using the Select button for each file.

  



 
  

 
  


      
      
        

        Embed a PDF file from a web link or URL.

        
      
        

        Go to Lessons.

      
  


 
      
  
    Select the Title of the page (e.g., Lessons, Activities, Week: 1) from the tool menu in your site.

  



 
  

 
        
      
        

        Select Add Content.

  

 
      
  


 
        
      
        

        Select Embed content on page.

      
  


 
      
  
    In the window that pops up, select Embed content on page. 

  



 
  

 
        
      
        

        Enter the link to the PDF file.

      
  


 
      
  
    	Enter the content link into the URL field.
	Select Save.



  



 
  

 
  


      
      
        

        Edit an embedded PDF file.

        
      
        

        Go to Lessons.

      
  


 
      
  
    Select the Title of the page (e.g., Lessons, Activities, Week: 1) from the tool menu in your site.

  



 
  

 
        
      
        

        Select Edit.

      
  


 
      
  
    To edit embedded content, select the pencil and paper (Edit) icon to the right of the content.

  



 
  

 
        
      
        

        Adjust the embedded file properties.

      
  


 
      
  
    	Enter a width and height in pixels (px), such as "600", to adjust the size of the frame of the embedded PDF. 
	Enter a description of the PDF file in the Item Description field. This description will appear below the embedded PDF on the page.
	To change the file that is embedded, select Change File or URL. Follow the steps in the sections above to select a new file.
	Release this file to specific groups in your site by selecting Edit the groups for which this item should be shown. In the list of groups that appears, select the checkbox next to each group that should see the PDF.
	To prevent the release of the PDF file until all required items above it have been completed, select Don't Release Item Until All Prerequisites are Completed. For more information, see How do I ensure that lesson items are completed in a particular order?

	Select Update Item.
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        How do I embed and edit a YouTube video or other web video on a page in Lessons?
      





  



    

  


    
  
  Topics

  	
          
            
              Site Settings
               22
            
            	
                  What is the Site Settings tool?
                
	
                  How do I edit the site information?
                
	
                  How do I add a tool to my site?
                
	
                  How do I remove a tool from my site?
                
	
                  How do I enable and use LaTeX math in my site?
                
	
                  How do I rearrange or rename the items in the tool menu?
                
	
                  How do I hide or show items in the tool menu?
                
	
                  How do I manually add people to my site?
                
	
                  How do I remove people from my course or collaboration site?
                
	
                  How do I recover missing content from participants who have left my site?
                
	
                  How do I change participant roles within a site?
                
	
                  How do I add a class roster?
                
	
                  How do I remove a class roster?
                
	
                  How do I use the Date Manager to edit dates for items across tools in the site?
                
	
                  How do I create groups?
                
	
                  How do I use groups?
                
	
                  How do I join a group?
                
	
                  How do I unjoin a group?
                
	
                  How do I control site access?
                
	
                  How do I import content from one site to another?
                
	
                  What is the User Audit Log?
                
	
                  How do I transfer ownership of a site?
                


          
        
	
          
            
              Overview
               4
            
            	
                  How do I introduce myself to students using Overview?
                
	
                  How do I view announcements?
                
	
                  How do I customize my Calendar display in a site's Overview page?
                
	
                  What are the Message Center Notifications?
                


          
        
	
          
            
              Announcements
               9
            
            	
                  What is the Announcements tool?
                
	
                  How do I add an announcement? 
                
	
                  How do I edit an announcement?
                
	
                  How do I delete an announcement?
                
	
                  How do I merge announcements?
                
	
                  How do I reorder announcements?
                
	
                  How do I change Announcements tool permissions?
                
	
                  How do I view announcements?
                
	
                  How do I check if email notification was sent for an announcement?
                


          
        
	
          
            
              Anonymous Feedback
               3
            
            	
                  What is the Anonymous Feedback tool?
                
	
                  How do I submit anonymous feedback to my instructor?
                
	
                  How do I view anonymous feedback from my students?
                


          
        
	
          
            
              Assignments
               17
            
            	
                  What is the Assignments tool?
                
	
                  How do I add an assignment?
                
	
                  How do I set up a video or audio assignment using Media Gallery?
                
	
                  How do I edit an existing assignment?
                
	
                  How do I delete an assignment?
                
	
                  How do I extend an assignment date for a specific student?
                
	
                  How do I grade an assignment? 
                
	
                  How do I grade an assignment using File Preview?
                
	
                  How do I download assignments for grading offline?
                
	
                  How do I upload graded assignment submissions and feedback?
                
	
                  How do I release assignment grades?
                
	
                  How do I submit an assignment on behalf of a student?
                
	
                  How do I submit an assignment?
                
	
                  How do I complete a peer assessment assignment?
                
	
                  How do I view my assignment feedback?
                
	
                  How does the Peer Assessment feature work? 
                
	
                  How do I restore deleted assignments?
                


          
        
	
          
            
              Calendar
               13
            
            	
                  What is the Calendar tool?
                
	
                  How do I customize my Calendar display in a site's Overview page?
                
	
                  How do I view calendar item details?
                
	
                  How do I change the calendar view?
                
	
                  How do I add items to the Calendar? 
                
	
                  How do I edit a calendar item?
                
	
                  How do I delete a calendar item?
                
	
                  How do I print the Calendar?
                
	
                  How do I merge events in the Calendar with another site's Calendar?
                
	
                  How do I import Calendar entries from a file?
                
	
                  How do I modify Calendar permissions?
                
	
                  How do I publish a calendar so that users can subscribe to it?
                
	
                  How do I subscribe to an external calendar?
                


          
        
	
          
            
              Chat
               6
            
            	
                  What is the Chat tool?
                
	
                  How do I add a chat room?
                
	
                  How do I delete a chat room?
                
	
                  How do I clear the chat history?
                
	
                  How do I change the Chat tool permissions?
                
	
                  How do I read, post, or delete chat messages?
                


          
        
	
          
            
              Course Evaluations
               0
            
            

          
        
	
          
            
              Discussions
               19
            
            	
                  What is the Discussions tool?
                
	
                  How do I create a forum?
                
	
                  How do I create a topic?
                
	
                  How do I organize forums and topics?
                
	
                  How do I navigate forums and topics?
                
	
                  How do I post to a forum?
                
	
                  How do I reply to a forum post (in a conversation)?
                
	
                  How do I delete a forum post?
                
	
                  What makes a forum post count as read?
                
	
                  How do I email a forum post author?
                
	
                  How do I moderate a topic?
                
	
                  How do I view statistics and grade in Discussions?
                
	
                  How do I grade by forum or topic?
                
	
                  How do I grade discussion forums by student?
                
	
                  How do I move a thread to a different topic?
                
	
                  How do I delete a topic?
                
	
                  How do I delete a forum?
                
	
                  How do I modify forum Template Settings?
                
	
                  How do I subscribe to receive email notifications from forums and topics?
                


          
        
	
          
            
              File Drop
               17
            
            	
                  What is the File Drop tool?
                
	
                  What are quotas and upload limits?
                
	
                  How do I create folders in File Drop?
                
	
                  How can students and site members add items to their File Drop folders?
                
	
                  How do I upload files to Resources or File Drop?
                
	
                  How do I upload a file to multiple File Drop folders?
                
	
                  How do I upload a new version of a file in Resources or File Drop?
                
	
                  How do I add a web link or URL to Resources or File Drop?
                
	
                  How do I create a plain text document in Resources or File Drop?
                
	
                  How do I create an HTML page in Resources or File Drop?
                
	
                  How do I create a citation list in Resources or File Drop?
                
	
                  How do I notify site participants or receive notification that content has been added to File Drop?
                
	
                  How do I unzip a zip file in a Resources or File Drop folder?
                
	
                  How do I create a zip file of items in Resources or File Drop?
                
	
                  How do I remove (delete) a file or folder in Resources or File Drop?
                
	
                  How do I restore a deleted file in Resources or File Drop?
                
	
                  How do I add and display more information about a file or folder in Resources or File Drop?
                


          
        
	
          
            
              Gradebook
               25
            
            	
                  What is the Gradebook tool?
                
	
                  How do I set up my Gradebook?
                
	
                  How do I add an item to the Gradebook?
                
	
                  How do I edit or delete a gradebook item?
                
	
                  How do I bulk edit gradebook items?
                
	
                  How do I add and edit gradebook items from Assignments, Tests & Quizzes, or Lessons?
                
	
                  How do I enter and/or edit grades in Gradebook?
                
	
                  How do I excuse a grade for a particular student?
                
	
                  How are grades calculated in a points Gradebook? 
                
	
                  How are grades calculated in a percentage Gradebook?
                
	
                  How does extra credit work in Gradebook?
                
	
                  How does Gradebook calculate automatically dropped grades?
                
	
                  How does Gradebook calculate grades with an equal weight category?
                
	
                  How do I display the course grade to students in Gradebook?
                
	
                  How do I override a course grade in Gradebook?
                
	
                  How do I view the course grade override log in Gradebook?
                
	
                  How can instructors customize their Gradebook display?
                
	
                  How do I view grade statistics?
                
	
                  How do I view an individual student's grades?
                
	
                  How do I export grades from Gradebook?
                
	
                  How do I format my file for importing grades into Gradebook?
                
	
                  How do I import grades into Gradebook? 
                
	
                  How do I import final letter grades into Gradebook?
                
	
                  How do I edit Gradebook permissions for Teaching Assistants?
                
	
                  How do I view my grades in the Gradebook?
                


          
        
	
          
            
              Lessons
               46
            
            	
                  What is the Lessons tool?
                
	
                  How do I add a page in Lessons?
                
	
                  How do I add rich text content to a page in Lessons?
                
	
                  How do I embed and edit an image on a page in Lessons?
                
	
                  How do I embed a Media Gallery file on a page in Lessons?
                
	
                  How do I embed and edit a PDF on a page in Lessons?
                
	
                  How do I embed and edit a YouTube video or other web video on a page in Lessons?
                
	
                  How do I add a file from the Resources folder to a page in Lessons?
                
	
                  How do I upload a file and create a link to it on a page in Lessons?
                
	
                  How do I add and edit a web link on a page in Lessons?
                
	
                  How do I add subpages to a page in Lessons?
                
	
                  How do I add links to assignments, forums, or quizzes to a page in Lessons?
                
	
                  How do I update a link to an assignment, discussion forum or topic, and assessment in Lessons?
                
	
                  How do I add a checklist to a page in Lessons?
                
	
                  How do I add a question to a page in Lessons?
                
	
                  How do I allow comments to be posted on a page in Lessons?
                
	
                  How do I allow students to add content to pages in Lessons?
                
	
                  How do students add and organize content on pages in Lessons?
                
	
                  How do I add a peer review rubric to student pages?
                
	
                  How do I add an external tool to a page in Lessons?
                
	
                  How do I add a VoiceThread link to a page in Lessons?
                
	
                  How do I add a VoiceThread assignment to a page in Lessons?
                
	
                  How do I add a MATLAB Grader assignment to a page in Lessons?
                
	
                  How do I add a Gradescope assignment to a page in Lessons?
                
	
                  How do I reorder items on a page in Lessons?
                
	
                  How do I view the index of pages in Lessons?
                
	
                  How do I delete items on a page in Lessons?
                
	
                  How do I set group access to items in Lessons?
                
	
                  How do I require completion of an item on a page in Lessons?
                
	
                  How do I require completion of a page in Lessons?
                
	
                  How do I ensure that items are completed in a particular order on a page in Lessons?
                
	
                  How do I edit the settings of a page in Lessons?
                
	
                  How do I hide or control the visibility of a page in Lessons?
                
	
                  How do I rename a page in Lessons?
                
	
                  How do I delete a page in Lessons?
                
	
                  How do I delete a subpage in Lessons?
                
	
                  How do I export content from the Lessons tool?
                
	
                  How do I import content into Lessons?
                
	
                  How do I copy content from one page in Lessons to another?
                
	
                  How do I add section titles to a page in Lessons?
                
	
                  How do I create multiple columns on a page in Lessons?
                
	
                  How do I create multiple sections on a page in Lessons?
                
	
                  How do I merge columns and sections on a page in Lessons?
                
	
                  How do I change section or column backgrounds on a page in Lessons?
                
	
                  How do I customize the look and feel of pages in Lessons?
                
	
                  How do I embed a video from a computer on a page in Lessons?
                


          
        
	
          
            
              Messages
               8
            
            	
                  What is the Messages tool?
                
	
                  How do I access messages?
                
	
                  How do I send messages?
                
	
                  How do I reply to messages?
                
	
                  How do I create a messages folder?
                
	
                  How do I move messages?
                
	
                  How do I delete messages?
                
	
                  How do I change message permissions for participants in different roles?
                


          
        
	
          
            
              Newsfeed
               1
            
            	
                  What is the Newsfeed tool?
                


          
        
	
          
            
              Polls
               5
            
            	
                  What is the Polls tool?
                
	
                  How do I add a poll in the Polls tool?
                
	
                  How do I take a poll in the Polls tool?
                
	
                  How do I view the results of a poll in the Polls tool?
                
	
                  How do I allow participants to create and manage polls in the Polls tool?
                


          
        
	
          
            
              Resources
               34
            
            	
                  What is the Resources tool?
                
	
                  How do I navigate in the Resources tool?
                
	
                  How do I create folders in Resources?
                
	
                  How do I upload files to Resources or File Drop?
                
	
                  What are quotas and upload limits?
                
	
                  Why aren't my folders or uploaded files working?
                
	
                  How do I unzip a zip file in a Resources or File Drop folder?
                
	
                  How do I create a zip file of items in Resources or File Drop?
                
	
                  How do I add a web link or URL to Resources or File Drop?
                
	
                  How do I create a plain text document in Resources or File Drop?
                
	
                  How do I create an HTML page in Resources or File Drop?
                
	
                  How do I create a citation list in Resources or File Drop?
                
	
                  How do I move a file or folder within Resources in the same site?
                
	
                  How do I copy a file or folder within Resources in the same site?
                
	
                  How do I copy a Resources file or folder from one site to another site?
                
	
                  How do I reorder files or folders within Resources?
                
	
                  How do I upload a new version of a file in Resources or File Drop?
                
	
                  How do I hide Resources files and folders?
                
	
                  How do I upload hidden files in Resources?
                
	
                  How do I un-hide (show) hidden files or folders in Resources?
                
	
                  How do I set the display of a Resources item to a specific time period?
                
	
                  How do I remove (delete) a file or folder in Resources or File Drop?
                
	
                  How do I restore a deleted file in Resources or File Drop?
                
	
                  How do I add and display more information about a file or folder in Resources or File Drop?
                
	
                  How do I notify site participants that content has been added to Resources?
                
	
                  How do I obtain the link (URL) for a file or folder in Resources?
                
	
                  How do I make a link to a Resources folder appear in the tool menu?
                
	
                  How do I create a group folder in Resources?
                
	
                  How do I allow students to upload and modify content in a Resources folder?
                
	
                  How do I make a Resources file or folder viewable by logged-in users?
                
	
                  How do I make a Resources file or folder publicly viewable?
                
	
                  What is the Resources quota?
                
	
                  How do I attach files from My Resources to submissions in my other sites?
                
	
                  How do I upload or download files using WebDAV?
                


          
        
	
          
            
              Roster
               8
            
            	
                  What is the Roster tool?
                
	
                  What viewing formats are available for the roster?
                
	
                  How do I search the roster?
                
	
                  How do I view group membership through the roster?
                
	
                  How do I email individual participants through the roster?
                
	
                  How do I hide participant photos while viewing the roster?
                
	
                  How do I print the roster?
                
	
                  How do I export the roster?
                


          
        
	
          
            
              Sign Up
               11
            
            	
                  What is the Sign Up tool?
                
	
                  What are Sign Up meeting types?
                
	
                  How can I use the Sign Up tool in my site?
                
	
                  How do I view meetings in Sign Up?
                
	
                  How do I create a meeting?
                
	
                  How do I copy a meeting?
                
	
                  How do I edit a meeting?
                
	
                  How do participants sign up for meetings?
                
	
                  How do I export meeting data?
                
	
                  How do I manually add participants to meetings?
                
	
                  How do I add meetings to the site's Calendar?
                


          
        
	
          
            
              Site Email
               7
            
            	
                  What is the Site Email tool?
                
	
                  How do I view messages sent to Site Email?
                
	
                  How do I send messages to the Site Email address?
                
	
                  How do I modify the Site Email options?
                
	
                  How do I change the Site Email permissions?
                
	
                  Why can't I receive emails from UVACollab sites?
                
	
                  Why doesn't my Site Email address contain my site title, and what can I do?
                


          
        
	
          
            
              Statistics
               14
            
            	
                  What is the Statistics tool?
                
	
                  How do I view summary reports in the Statistics tool?
                
	
                  What does the Visits summary display?
                
	
                  What does the Activity summary display?
                
	
                  What does the Resources summary display?
                
	
                  What does the Lesson Pages summary display?
                
	
                  How do I view user activity in my site? 
                
	
                  How do I modify preferences in the Statistics tool?
                
	
                  How do I create and run a report?
                
	
                  How do I duplicate a report?
                
	
                  How do I edit a report?
                
	
                  How do I delete a report?
                
	
                  How do I print a report?
                
	
                  How do I export a report?
                


          
        
	
          
            
              Syllabus
               10
            
            	
                  What is the Syllabus tool?
                
	
                  How do I add a syllabus as a file attachment?
                
	
                  How do I create a syllabus item?
                
	
                  How do I edit a syllabus item?
                
	
                  How do I create a syllabus item from an existing file?
                
	
                  How do I create and edit multiple syllabus items?
                
	
                  How do I create and edit multiple syllabus items associated with particular dates and times?
                
	
                  How do I use an external webpage as a syllabus?
                
	
                  How do I print the syllabus?
                
	
                  How do I create a link to a syllabus item in SIS?
                


          
        
	
          
            
              Tests & Quizzes
               61
            
            	
                  What is the Tests & Quizzes tool?
                
	
                  Essential Tips for Taking Online Tests in UVACollab
                
	
                  How do I take a test, quiz, or survey?
                
	
                  Best Practices for Delivering Online Tests & Quizzes
                
	
                  Frequently Asked Questions about Tests & Quizzes
                
	
                  What types of questions can I incorporate into my assessments?
                
	
                  How do I create an assessment in Tests & Quizzes?
                
	
                  How do I add a new question (with the assessment builder)?
                
	
                  How do I add assessment questions using markup text or cut and paste?
                
	
                  What is a minimum point value?
                
	
                  How do I create a multiple choice question?
                
	
                  How do I create a true false question?
                
	
                  How do I create a short answer/essay question?
                
	
                  How do I create a file upload question?
                
	
                  How do I create a matching question?
                
	
                  How do I create a fill in the blank question?
                
	
                  How do I create a numeric response question?
                
	
                  How do I create a calculated question?
                
	
                  How do I create a student audio response question?
                
	
                  How do I create a survey question?
                
	
                  How do I create a survey - matrix of choices question?
                
	
                  How do I add an image in an assessment question?
                
	
                  How do I use and edit assessment parts?
                
	
                  How do I set up a random question set?
                
	
                  How do I give students a choice of questions to answer in an assessment?
                
	
                  How do I change the numbering of assessment questions or parts?
                
	
                  How do I edit assessment question point values?
                
	
                  How do I inspect and adjust the settings of an assessment?
                
	
                  How do I edit my assessment title or description, or add an Honor Pledge check box?
                
	
                  How do I enable and use question metadata for assessment Statistics?
                
	
                  What are the Availability and Submissions options for an assessment?
                
	
                  How do I give specific students different date or time settings on an assessment?
                
	
                  What are the Grading and Feedback options for an assessment?
                
	
                  How do I adjust the layout and appearance of an assessment?
                
	
                  How do I preview an assessment (i.e. test or quiz)?
                
	
                  How do I print an assessment (i.e. test or quiz)?
                
	
                  How do I publish an assessment (i.e. test or quiz)? 
                
	
                  How do I duplicate an assessment (i.e. test or quiz)?
                
	
                  How do I export and import assessments?
                
	
                  How do I create a mid-semester evaluation for my course?
                
	
                  What is a question pool?
                
	
                  How do I add, copy, move, or remove a question pool?
                
	
                  How do I add a question to a question pool?
                
	
                  How do I copy questions to an assessment from a question pool?
                
	
                  How do I import a question pool?
                
	
                  How do I share or revoke access to a question pool?
                
	
                  How do I transfer ownership of a question pool?
                
	
                  How do I allow a student to retake a test or quiz?
                
	
                  How do I grade in Tests & Quizzes? 
                
	
                  How do I grade Tests & Quizzes submissions by student?
                
	
                  How do I grade Tests & Quizzes submissions by question?
                
	
                  How do I download submissions to file upload questions?
                
	
                  How do I give the same score (e.g., 0) to all students with no submission to an assessment?
                
	
                  How do I export a spreadsheet with assessment scores and student responses?
                
	
                  How do I view statistics about a completed assessment?
                
	
                  What is the Tests & Quizzes Event Log?
                
	
                  How does Automatic Submission work in Tests & Quizzes?
                
	
                  What is the Tests & Quizzes User Activity Report?
                
	
                  What information is in a Tests & Quizzes email notification?
                
	
                  What notifications can I get when I submit a test or quiz?
                
	
                  How do I view the feedback on my assessment (i.e., test or quiz)?
                


          
        
	
          
            
              Web Link
               6
            
            	
                  What is the Web Link tool?
                
	
                  How do I make a link to a web page appear in the Tool Menu?
                
	
                  How do I make a link to a Resources folder appear in the tool menu?
                
	
                  How do I edit a Web Link?
                
	
                  How do I delete a Web Link?
                
	
                  How do I customize the icon for Web Link?
                


          
        
	
          
            
              Wiki
               9
            
            	
                  What is the Wiki tool?
                
	
                  How do I view wiki pages?
                
	
                  How do I create wiki pages?
                
	
                  How do I edit wiki pages?
                
	
                  How do I add images or attachments to wiki pages?
                
	
                  How do I watch wiki pages? 
                
	
                  How do I access the revision history of wiki pages?
                
	
                  How do I view settings, preferences, and options for wiki pages?
                
	
                  How do I view and modify permissions for particular wiki pages, or for the entire tool?
                


          
        





  Last Updated
Aug 18, 2021


  

  	  
        
      

      
        Generate Article PDF



	
        Print Article
      











      
    



    


  