




COLLEGE OF THE ARTS

DIGITAL AND HARD-COPY SUBMISSION INSTRUCTIONS 
2008—2009 FERGUS MEMORIAL SCHOLARSHIP 

ACCESS and PREPARATION OF YOUR SUBMISSION
First and foremost, make sure you have an active Lab Account.  You can verify this by contacting the Arts Technology Services Office at:
	 cotatech@osu.edu   or   614-292-1059   or  440 Hopkins Hall

Once you have your ID and password, you can login at any of the stations in the ETS Lab in 346 Hopkins Hall. The default login 
instructions are posted. (For a complete list of software available to you for preparing your work for submission, please visit our web-
site at:  http://ets.osu.edu/  Select “Facilities and Equipment” at the top of the page. If you need to use Final Cut Pro, you can use 
any of the 25 stations on the “classroom” side of the ETS lab or either of the designated video editing stations on the “research” side.)  

CREATE YOUR FOLDER
When you are ready to submit your work, create a folder on your desktop named with your OSU e-mail name.#.  If your 
OSU e-mail address is “tressel.1@osu.edu” then you would name your folder “tressel.1”.  Copy all of your work into this 
folder.  You can create as many sub-folders inside of the “name.#” as you feel are necessary, but please try to keep it as 
straightforward as possible. Make sure that each of your total of six stills or video (see Submission Guidelines Ctite-
ria) and any necessary subfolders are numbered in accordance with your printed application form (1, 2, 3, 4, 5, 6).

Before proceeding to the next step: 
Please verify that everything works and meets the required specifications in the Guidelines Submission Criteria.

You can only submit your work ONCE. 

CREATE YOUR HARD COPY
Once you have 100% of your submission (including any audio, video, photos, documentation, etc...) 
within your “name.#” folder, burn it onto a CD or DVD to turn in with your printed application form.   

BEGIN ONLINE SUBMISSION
Now it is time to connect to the “Courses” share on our file server.  Since the “Courses” share is configured to automatically 
connect when you login, it should already have appeared on your desktop.  If you complete the next step and “Courses” is 
grayed-out, then that indicates it is already connected—look on your desktop again or open a Finder window to locate it.

 

If “Courses” is not connected—from Finder select 
the “Go” menu and click “Connect to Server...”

PLEASE READ CAREFULLY!
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CONFIRMATION:
That’s all there is to it! You should receive an e-mail confirmation within two working days that your ONLINE submission 
has been received.

LAST STEP:
Take your hardcopy CD or DVD along with your completed application form to the College of the Arts, Dean’s 
Office, Room 152 Hopkins Hall beofre 4pm, Wednesday January 14th. DO NOT WAIT UNTIL THE LAST MINUTE.

You may be prompted for your user ID and password 
(as described at the beginning of this tutorial).  Dou-
ble c l ick on “Courses” to connect to the share.

In the box that appears, type in either  “file.arts.ohio-state.
edu” or  “128.146.45.4”, or just “file” and then press “Connect”

If “Courses” appears grayed-out (as depict-
ed on the left) then it is already connected.

The “Fergus Competition” folder should now be visible.  
Double click on it.  A “Drop Box” folder is visible inside. This 
is a special “submission only” folder that you cannot view.  
Drag your “name.#” folder onto the “Drop Box” folder and let 
go.  Finder will inform you that you cannot see the results of 
the operation; select yes/continue.  You may briefly see the 
files copy (depending on the total size of your submission). 

REMEMBER: you can only submit to the “Drop Box” ONCE—
make sure everything is ready, labeled, complete and inside 
your one “name.#” folder BEFORE you drag it to the “Drop Box”.

SUBMIT TO “DROP BOX”
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