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Uploading Files to Manage Files — D2L Tutorial

This tutorial is designed for faculty who have previous experience using D2L. For further information or
assistance, go to our Team Dynamix Support portal and click the appropriate Category to submit a ticket.

Scenario

This tutorial will cover the steps involved in creating new folders in the Manage Files area of your D2L
course site.

Steps
1. Go tothe Manage Files area in your course.

2. Click on the title folder to which you want to upload files — this will open that folder on the right.

Training Course 04 Course Home Collaborate My Tools »  Edit Course n

Content Manage Files Course Builder

Location: contentl» training * TRAIN_04 » Module 1

Hide Tree B New File I New Folder & Upload

=" = /contenfltraining/ TRAIN_0Q4,

Name & Size Type Last Modified Date

& &= Module 2 This folder is empty.

[ Module 3
@ [y Module 4

" 5 thenewtemplate

December 2021 Page 1

This content is licensed under a Creative Commons Attribution 4.0 International Licence.lcons by the Noun Project.



https://creativecommons.org/licenses/by/4.0/
https://creativecommons.org/website-icons/
https://camosun.teamdynamix.com/TDClient/67/Portal/Requests/ServiceCatalog?CategoryID=523

3. Click Upload.
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4. In the Upload pop-up box, click Upload.
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You can upload files up to a maximum of 1 GB.
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5. Select the file you want to upload and click Open. Note that you can select multiple files to upload

if you like.
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6. Click Save. Your file will then appear listed in the Manage Files folder you uploaded it to.
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Drop files here, or click below!

D Upload

You can upload files up to a maximum of 1 GB.
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Things to Remember

If you upload your file(s) to the wrong folder, you can move it to another folder. See the tutorial Moving
Folders and Files in Manage Files for more information.
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