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Upload Documents & Create Folders
Navigate to Your Course Documents
1. Click on the tab for the class you wish to edit.

2. Click on the Resources link on the left

Create a New Folder

Add ~ Actions =

Upload Files

Create Folders

Add Web Links (URLs)

Create HTML Page

Create Text Document

Add Citation List

1. To the left of your course resources folder, click Add, and choose the Create Folders option in
the dropdown menu

Create Folders
Create as many folders as you like! If you change your mind about needing one of your folders, click the X button.Press the ‘Add’ button when you have finished.

Location: Sakai 101/

Folder Mame Hide details for this item a2
Description Reading materials

Availability and Access

Choose who can see this folder and its contents.
@ Only members of this site can see this folder and its contents.
) This folder and its contents are publicly viewable

Folders and their contents can be scheduled to be visible between certain dates only. Site administrators will always be able to see hidden items, even when they are hidden from
other users.

@ Show this folder

[F] From

Date: Time:

SEP +» 14 v 200 ~[0 4 ~ 00 v pm ~
[T Until

Date: Time:

SEP » 21 v 200 (34 - 00 v pm ~
() Hide this folder and its contents

» Optional properties

Give your folder an intuitive name

If you wish to specify more parameters for this folder, click Add details for this item

You can type a description, limit access, and specify availability of the folder based on dates
Click Optional properties if you want to fill in more information about this folder
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Folder Name | Homewaork Add details for this item X

Add Another Folder 6

I 7
[ Create Folders Mow ][ Cancel ]

6. You can add multiple folders at once by clicking the Add Another Folder link

Create all folders by clicking the Create Folders Now button

8. You can edit the folder at any time by clicking the Actions dropdown for the folder you want to
change. You can Edit Details, or you can Edit Folder Permissions to choose who can perform
specific actions.

~

Upload a File

Add = Actions =

(_uptoad Fileg)

Create Folders

7

Add Web Links (URLs)

Create HTML Page

Create Text Document

Add Citation List

1. Click Add, and choose the Upload Files option in the dropdown menu

2. Click the Browse button to search your computer for the file you wish to upload. Select the file,
then click Open

3. Choose the name you'd like to display for the document

4. You can add multiple files at once by clicking the Add Another File link

Remove a File or Folder

Actions ~  Entire site

Copy
Edit Details

Upload New Version

Move

( Remove )

Duplicate

1. If you want to delete a file or folder, click the Actions dropdown for the item you wish to delete,
and select Remove
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( Hemovﬁ Mowve | Copy

- [l Title &

|;| Sakai 101 Resources Add - Actions
|® Homework 1 Actions |~
(] |#) Homework 2 Actions ~

2. Or, you can click the checkbox next to the item(s) you wish you remove, then click the Remove
option
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