l e Uploading and Managing Files in D2L
Black Hills

State University
-'Trﬂtt‘r!:ur#ﬂl'lu"tj: Lives-

This tutorial will show how to manage and upload files in D2L.
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prepare all the instructional materials

To manage your files, please click Edit Course

in the top right hand corner of your screen.

Updates

= mee =
=RELN.

I

I Role Switch .



Creats, #dit or delete =idgets. Share widgets acrom the orfanization,
Upload thumbnails for custom widgats.

¢ work arsas. Tools

é} Import / Export / Copv Components

2%, or chanze metadata Import course components from a file or copy them from another orz
uanil; export componsnts to a sip s

Intelligent Agents

Craate agents to notify vsers of activite

In the next page, please click “Manage Files”

Y . Fi
@ gj in the tools subsection.
TUpload lete flss, creats

soateat topics from file,

R

Confgore salf regutration settings for thu Covrse Offenng, changs the
ragistration form, réview and approve enroliments, mansally ensoll or
unenroll users, or view an enrcllment report.

‘::33 View User Progress

View naar activity for itndividoal vsers enrolled in this Coorse Offering,
including [ogen hitory, participation tn dscoaxions, content accen, and
Erades.




Setting Up Folders

Before uploading your files, you may want to spend some time on how you would like to
organize your files. Effective organization of your files will help you to save tremendous
amounts of time in the long run. In our sample course, we will have reading materials,
PowerPoint presentations, and course administration related files such as a syllabus and rubric.
Therefore, we will create three folders to collect different documents for the course. You may

also prefer to create folders for each week if it is how you would like to organize your materials.
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Manage Files
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At some point if you make a mistake while naming the file, you can
always click the down arrow located to the right of each folder. The

arrow will appear when you drag your cursor to the folder.
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If you click the Rename button, it will
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activate the name textbox of the

particular file where you can rename it.

f you click cut or copy, you will see the paste

button activated with the number of items

copied or cut next to the button.

Clicking the paste button will paste the

items you have copied or cut. If you
access these buttons located next to
each item, it will only allow you to cut

or copy the particular item.
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If you follow this tutorial you be able to setup and manage your folders in your D2L course.



