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Student Directions: Sharing Files in the My Folder area
The My Folders area of Educator is the space provided for you to upload and store files.

Instructors have the ability to lock and unlock the main Student Folder. The main Student Folder
contains each individual student’s My Folder for that course.

e The default permission for the main Student Folder is locked. If the main Student Folder is
locked, only the instructor (or TA) and you will be able to see the contents of your individual
folder. However, you can grant access to your files to specific students even if the main Student
Folder is locked.

e |f the main Student Folder is unlocked, all other students in the course can have access to your
files if you unlock both your folder and the files you are uploading.

To upload and share a file if My Folders is locked:
1. Log into Educator and enter the course where you want to share the file
2. Click the Course Materials link

3. Click the My Folders link

e

My Folders

Packets User: Jane Student
Gloszaries In Course: Sample Course [ test 2 ong)
l—'-' load Canter Instructor: Anita i, Eikens

External Links
Discussion/Groups 1

Quizzes 2 Jane Student Folder S

E-Mail Show all files

4. Click the folder with your name on it. (In the picture above the student’s name is Jane Student. The
closed padlock by the folder name indicates that the folder is locked.)
5. Scroll down and click Upload to This Folder

| Discussion/Groups | FILE UPLOAD
Quizzes

| t— E]Jane Student Folder i (File will be uploaded into this falder

| E-Mail

| e File names should contain no non-alphanumeric characters other than periods, spaces and
underscores!

| Wwhiteboard

| Students File: | Browse... |

|TechnicaISu ort Upload File! | Reset Farm | -

| Grades/Profile

| Course Manager Upload multiple files
| Logoff Manually add text or html file

6. Click the Browse button and locate the file you want to upload. Make sure your file name meets the
requirements noted on the screen.

7. Click the Upload File Button

8. The Submitted Thank you screen will appear. On the next screen, click the Grant access to
specific classmates/groups link
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‘ Discussion/Groups L ﬁ?Jane Student Folder & --> Testuploaddocument. doc &
‘ Quizzes
Testuploaddocument.doc (24064 bytes)
E-Mail
‘ e — Lacked files will anly be viewable by you and your instructor. Unlocked files are viewahble to all ather
students.
| Whiteboard
‘ Students Options E-mail this file
‘ Technical Support Remaove file
‘ Grades/Profile
Copy file to common folders
‘ Course Manager
‘ Logoff Grant access to specific classmates/groups

9. Scroll down to the Permissions section and put a checkmark by each student that you want to have
rights to view your file.
10. Click Submit

To view files to which other students have granted you access:

1. Log into Educator and enter the appropriate course

2. Click Course Materials

3. Click My Folders

4. Click the folder with your name

5. Scroll down to the section at the bottom of the screen with the heading Files selectively opened to

you by classmates. (In the picture below Mary Test is ready to view a file opened to her by Jane

Student.)

padl) S

| Discussion/Groups & E?Mary Test Folder &

| Quizzes
FOLDER SETTINGS
| E-Mail
Folder Name: dahlys
| Chatroom Lahel: Mary Test Folder
| Whiteboard Comments: Locked
| Students

DID ¥OU KNOW?: Rernaving files from your course(s) that you no longer need helps this system run
| Technical Support maore efficiently and allows backups to occur mare frequently. Please remave files once you no langer
have a need for them.

| Grades/Profile

Upload to this folder

| Course Manager
| Logoff Madify folder

New subfolder

Download folder to Desktop

| There are no items in this fnlcler' |

FILES SELFCTIVELY OPENED TO YOU BY CI ASSMATES

Jane Student: Testuploaddocument doc

6. Click the file name TWICE (once on this screen and once on the next one) to view the file
7. Click the Back button to return to Educator
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To upload and share a file with everyone in your class if your instructor has unlocked My Folders:

If your instructor has unlocked the main Student Folder, you must unlock both your individual My
Folder and any files that you want other students to see.

1. Log into Educator and enter the course where you want to share the file

2. Click the Course Materials link
3. Click the My Folders link

| Course Materials

Course Folders
My Folders

External Links

- T § e =

Fackets User: Jane Student
Slossaries In Course: Sample Course ( test 2 ong)
’—U reri] Cfier Instructor: Anita . Eikens

-

C OLLEGE

Discussion/Groups

Quizzes

E] Jane Student Folder &

E-Mail Show all files

4. Click the folder with your name on it. (In the picture above the student’s name is Jane Student. The

closed padlock by the folder name indicates that the folder is locked.)
Click Modify Folder link.
Change the folder status from Locked to Unlocked

oo

7. Click the Modify Folder button

||_n. ||||||||||||

| Discussion/Groups

| Quizzes

L a.]ane Student Folder S

| E-Mail

Folder Hame

test1_ac

| Chatroom

Label

| Whiteboard

Status

Unlocked i

Jane Student ly

| Students

Comments

| Technical Support

| Grades/Profile

| Course Manager

“Qﬁ/ Spell Check

| Logoff

[ Modify Folder | Feset |

8. Click Upload to this folder
9. Click the Browse button and locate the file you want to upload. Make sure your file name meets the
requirements noted on the screen.

Discussion/Groups

FILE UPLOAD

| Grades/Profile

| Course Manager

| Logoff

Quizzes

| ‘L Ea..lane Student Folder 2 {File will be uploaded inta this folder)

| E-Mail

| e File names should contain no non-alphanumeric characters other than periods, spaces and
underscores!

| Whiteboard

| Students File: | Browse. .. |

| Technical Support Upload File! | Reset Form |

Upload multiple files

Manually add text or html file
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10. Click the Upload File Button
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11. The Submitted. Thank you screen will appear. When the next screen appears, scroll down and
change the file status from Locked to Unlocked
12. Click Submit. Your file can now be viewed by everyone in your class.

[roreres
Testuploaddocument.doc (24064 bytes) =
| E-Mail
‘ T — Locked files will only be viewable by you and your instructor. Unlocked files are viewable to all other
— students.
| Whiteboard
‘ Students Options E-mail this file
‘ Technical Support Remove file
‘ Grades/Profile
Copy file to common folders
‘ Course Manager
‘ Logoff Grant access to specific classmates/groups
File Hame |Testup|oaddc:cument.du:uc
Label |
Object ID s93
{Use the command <object: 593> to embed object)
My Comments |=]
[
“'{‘/ Spell Check
Status Locked =
File Type |MS YWord Document j
Submit | Reset
_Subrit |_Peset | ~

To view files for which other students have granted you access when your instructor has unlocked

the main Student Folder:

Click Course Materials
Click Student Folder

oakrwdE
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Log into Educator and enter the appropriate course

Click the folder with the name of the student whose files you want to view.
Click the file name TWICE--once on this screen and once on the next one--to view the file
Click the Back button to return to Educator
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