COURSE MATERIALS _@J

Student Directions
Uploading Filesto My Folder

The My Folder area of Educator is the space provided for you to upload and store files. Asastudent, you
have control over your own Student Folder. Y ou can determineif the folder isLocked - only you and the
instructor can view the contents, or Unlocked — anyone in the class can view the contents. The default
permission islocked (only instructor and student owner can view files). If you want to share your files with
all other students in your class, you must change the default to unlocked. Y ou can also grant individual
students accessto afile from your My Folder evenif it islocked.

To Submit FilesTo My Folder:
1. Make sure you are logged into Educator and have entered the course to which you want to upload the
file. Note: If you are only in one cour se, that cour se will automatically come up.

2. Click on Course Materials navigational area. You will seeasublink - My Folders. You can aso click

the My Folder icon at the bottom of the screen i‘ﬂ . Depending on the course you are in, your screen
may look something like the following picture. Y our name will appear instead of Test Student.

Usger: Test] Avema
In Course: CS 27001 FADQZ[CS27001 2002FA]
Instructor: Linda Ehlew

Ea Testi Alverno Folder (5
SHOW ALL FILES
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3. Click on the folder with your name on it (in the picture above the student’s nameis Test1). You will see
something similar to:

Uaer: | &5l 1 Alvemo
InCourse CS270 01 FADZ[CS 270071 2002FA])
Inslructar: Lirida Ehley

L E/I'Igg.l f Ahvemo Folder !';.':Dl

FOLDER SETTINGS

Folder Hame: festl_ac
Label: Testf Ahvemao Folder

UPLOAD TO THIS FOLDER
MODIFY FOLDER
HEW SUBFOLDER

DOWNLOAD FOLDER o Destilop

Item ltem Type [ Size [Bytes)
Thars arg fo i08hE ol Folder
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4. Noticein the above picture Student FoldersisLocked. Instructors have the ability to lock and unlock
the main Student Folder. If itisunlocked al other studentsin the course can have accessto your files, if
you unlock the filesyou are uploading. If it islocked only the instructor (or TA) and you will be able to
see the contents of your individual folder. However, you can grant accessto your filesto specific
students by granting them permissions.

5. Let’sexperiment with uploading files to your Student Folder. Depending on where you are, you should
see either Student Folders, or My Folder, or a Folder with your name on it. The default view of a student
folder isMy Folder. You will see something like the picture on the following page:

LUaer; | &3l ! alvemio
In Course C35 27001 FADZ[CS 27001 2002FA) My Folder
Instructor: Linda Ehley

FOLDER SETTINGS

Folder Name: ifesit
Label: Testi A .rmnn"F plder

UPLOAD TO THIS FOLDER
MODIEY FOLDER
NEW SUBFOLDER

DOWNHLOAD FOLDEREoDesklop

Item llem Type [ Size [Bytes)
Thisne g fid IL8E i b Foldes

6. Noticethat in the picture above, my Student Folder (Test Student) islocked.

7. You can change the status of your student folder — from locked to unlocked. In the picture on the top of
the page, you can see that | am in my student folder (Test Student) and my folder islocked. To unlock
(or change the status), click on Modify Folder. You will see something similar to the picture below.
Change to Status to Unlocked and click Modify Folder. Y our student folder will now be unlocked.

Uzer: Test1 abenir
In Course:CS 27001 FAR2LCS 270 00 2002F4)
Inatruckor: Lings Ebley

.L DT est | Alyerno Folder (5

MODIFY FOLDER

Falder Mame el |_ae
Label Teat 1 sverwo Folder
Stales [Tocked =9
LComments
b
_‘““ Spell Check
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8. Upload afileto your student folder. Click on Upload To This Folder and you will see something
similar to the picture below. Notice you can upload multiple files (but you must indicate how many files

before you start) and can also manually enter text or HTML files.
Uzer: Test 1 Abetu
In Course: S5 27001 FADZ(CS 270 01 2002F4)
Inatructor: Linds Ehley

FILE UPLCAD

L E:in- Foider @ (File wil be uploadedinta thisfolder)

File names should contain no nen-alphanum eric characters other Lhan periods, spaces and underscaores)

[ 1gnere Yirus Scan

e |
TP

CLICK HERE fo uploadmuliple fes Lo thislolder

CLICK HERE Fo merneslby erdera TEXT or HTRL e bothis folder

9. Click on the Browse Button and locate afile on your disk or your home directory you want to upload.
Once you have located the file and the name of the file appearsin the File Box, click on Upload File.
Y our file will now be uploaded and you will see something similar to:
teolballield doc | 145450 byles)
E-AIL THIS FILE
CLICK HERE | o remove this lile
GRANT ACCESS TO SPECIFIC CLASSMATESIGROUPS

Locked iiles will wrly be viewabde Byyouand vourinstruchor. Unlockedliles are vigwsble 0o all olher students

File Mame [footballfield.doc

Label

Asgignment Associalion [ Hone il
Obiject 1D a1030

[UEe the conmand solpact:s ELI0: 1o embed objecty

iy C omm enls

LN
Status | Locksd = |
File Type [ P18 Wond Document =

| Bubmit | | Reaet |

10. From this screen you can make the file viewable to other students. Remember that the default for
each uploaded fileto the student folder islocked. This means that only the instructor and the owner of
the student folder can see thefile. If you want other students to see the file, you must change the status
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to Unlocked and click Submit. Y ou can also add comments as to what the fileis and what it isfor, in
the comments section.

11. Notice on the screen that thereis also alink Grant Access to Specific Classmates/Groups. If you click
on thislink, you go to a screen where you can unlock the file to make it viewable to all students, or select
students to allow access.

12. If this upload isto be associated with an already created Assignment, Y ou can pull down the
Assignment Association box (on the picture from Number 8 above, thisis None — click on the up and
down arrows). You will seealist of created assignments. Note: Thisoption isonly available when
your instructor has created a specific Assignment in Educator. Sometimes instructors will ask you to
just upload your assignment to your folder without creating a specific Educator Assignment

13. You can delete files from your Student Folder. You will need to open (click on) your Student Folder,
click on the file you want to remove. A screen similar to the one below will come up. Click on Click
Hereto removethisfile. Youwill goto ascreen to confirm the delete. Click Yesto delete thefile.

~

11/6/02
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E-MAIL THIS FILE

CLICK HERE loremove thislile

GRANT ACCESS TO SPECIAIC CLASSMATESIGROUPS

Locked files will pndy b viessalbde by you and vouringtructor. Unlock e d files are vigwable o ol ather sludenta

File Mame

Label

Assignment Associalion
Object 1D

by C oomurm erl s

Halus

File Type

[footballfield. doc

[ Haue 3

31030
(e the conmand solfactiz B0 10 enbed abjcrh

b Snell Chech

| Locksd & |

[ 118 Wond Document al

[ Subimit | | R:suj




