
 

 

Uploading and Managing Files in D2L 

This tutorial will show how to manage and upload files in D2L. 

Getting to Managing Folders 

 

 

After preparing your course syllabus, 
uploading and managing files is the 
next step to start designing your online 
course. It is highly recommended to 
prepare all the instructional materials 

     
    

To manage your files, please click Edit Course 
in the top right hand corner of your screen. 



 

 

 

  

In the next page, please click “Manage Files” 
in the tools subsection. 



 

 

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. 

 

 

 

In order to create a folder, please 
click “New Folder” located at the 
top of the window. 

Then, enter the name of your new 
folder into the textbox and press Enter. 



 

 

 

 

 

Please follow the same steps to 
create the other folders. The 
more folders you have, the 
more organized you will be. 

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. 

When you click the pull-down arrow, you will see 
additional buttons which will allow you to rename, 
copy, cut, and delete the folder. 



 

 

 

 

 

If you click the Rename button, it will 
activate the name textbox of the 
particular file where you can rename it. 

If 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. 



 

 

In order to copy or cut multiple items, you need to select these 
items and use the buttons located at the top menu. 

If you would like to delete a 
particular item, you can use 
the down arrow  

 



 

 

 

If you follow this tutorial you be able to setup and manage your folders in your D2L course. 

 

The system will ask for 
your confirmation 
before erasing the files. 

Or the trash can icon to delete several folders at once.  


