How do | create folders?

Go to Resources.

®, Discussions

& FResources

B Assignments
Select the Resources tool from the Tool Menu of your site.

Click Actions, and then select Create Folders.

All site files = TEST 002 025 Spring 2020 Resources

Display Columns ~

" Title A Access Created By Modified Size
& TEST 002 025 Spring 2020 Resources I
B Lessons Ade x ‘ Entire site Demo Instructor Mar 7, 2020 4:43 pm 2 items
Lessons Upload files | Entiresite  Demo Instructor Mar 4, 2020 11:27 am 5 items
Create Folders
Podcasts €@ Add Web Links (URLS) ‘ Public Demo Instructor Mar 10, 2020 9:15 pm 3 items
S Create Text Document '
JEST 002 025 Spring 2020 Entire site Demo Student 1 Mar 6, 2020 9:30 am 2 items
Create HTML Page
() download.gif Create Citation List ‘ Entire site Demao Instructor Feb 18, 2020 10:26 am 2MB
[irating-postem-test002025.csy  Actians ‘ Entire site Dema Instructor Feb 7, 2020 1:59 pm 222 bytes
» Copy Content from My Other Sites Copy
Edit Details
Reorder
Compress to ZIP Archive Copyright 2003-2020 The Aperec Faundation. All rights reserved,
Gateway Accessibility Information The 53 .
Maove Powered by < Sakai

Move to Trash

Edit Folder Permissicns

Make Web Content Link H

To the right of the site's root folder, from the Actions drop-down menu, and select Create
Folders.

This displays the Create Folders page.
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Enter the name of the folder.

Create Folders
Location: / TEST 002 025 Spring 2020

Create as many folders as you like! If you change your mind about needing one of your folders, click the X" icon beside it. Press the 'Create Folders Mow' button when you have
finished.

Folder Name Syllabus and Guidelinesl Add details for this itern

Add Another Folder

CREATE FOLDERS NOW Cancel

Enter the name of the folder into the Folder Name text box.

Add multiple folders. (Optional)

Create Folders
Location: ~ TEST 002 025 Spring 2020

Create as many folders as you like! If you change your mind about needing one of your folders, click the 'X"icon beside it. Press the 'Create Folders Now' button when you have
finished,

Folder Name syllabus and Guidelines Add details for this itern

Folder Name Reading Add details for this itermn

Folder Name Websites Add details for this item %

Add Another Folder
CREATE FOLDERS NOW Cancel

If you would like to create multiple folders, click Add another folder.

Note: You can add as many folders as you want by clicking "Add another folder."

Click Create Folders Now.

CREATE FOLDERS NOW Cancel

To create the folder(s) in Resources, click Create Folders Now.
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This returns the display to the Resources page with the newly created folder(s) displayed.

View folders in Resources.

" Title A Access
%5 TEST 002 025 Spring 2020 Resources

B8 Lessons Entire site
B8 Lessons Entire site
B Podcasts @ Public

[ Reading Entire site
[0 Syllabus and Guidelines Entire site
#3 TEST 002 025 Spring 2020 Entire site
[ Websites Entire site
4] download. gif Entire site
[ rating-postem-test002025.csv [m Entire site

Created By

Demao Instructor

Demo Instructor

Demao Instructor

Demao Instructor

Demao Instructor

Demo Student 1

Demao Instructor

Demao Instructor

Dema Instructar

Modified

Mar 7, 2020 4:43 pm
Mar 4, 2020 11:27 am
Mar 10, 2020 9:15 pm
Mar 13, 2020 12:23 pm
Mar 13, 2020 12:23 pm
Mar &, 2020 9:30 am
Mar 13, 2020 12:23 pm
Feb 18, 2020 10:26 am

Feb 7, 2020 1:59 pm

Notice that the folders are displayed slightly indented to the root folder.

Create subfolders. (Optional)

OO Reading

Do syllabus and Guidelines

B® TEST 002 025 Spring 2020

O Websites
k) download.gif

(Y rating-postem-test002025.csy

To create a subfolder within a folder, from the Actions drop-down menu to the right of the

parent folder, select Create Folders.

This displays the Create Folders page.
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Enter a title for the subfolder.

Create Folders
Location: / TEST 002 025 Spring 2020 / Reading

Create as many folders as you like! If you change your mind about needing one of your felders, click the 'X' icon beside it. Press the 'Create Folders Now' button when you have
finished.

Folder Name |U nit 1| Add details for this item

Add Another Folder

CREATE FOLDERS NOW Cancel

Create multiple subfolders. (Optional)

Create Folders
Location: © TEST 002 025 Spring 2020 / Reading

Create as many folders a5 you like! If you change your mind about needing one of your folders, click the 'X' icon beside it. Press the 'Create Folders Now' button when you have
finished.

Add details for this item

Folder Name Unit 1

Add Another Folder
CREATE FOLDERS NOW Cancel

If you would like to create multiple subfolders, click Add Another Folder.

Note: You can add as many subfolders of a folder as you want by clicking "Add Another Folder."
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Click Create Folders Now.

Create Folders

Location: / TEST 002 025 Spring 2020 ~ Reading

Create as many folders as you like! If you change your mind about needing one of your folders, dlick the X’ icon beside it. Press the 'Create Folders Now’ button when you have
finished.

Folder Name Unit 1 Add details for this item %

Folder Name Unit 2| Add details for this item %

Add Another Folder

CREATE FOLDERS NOw  [ReTeY ‘

To create the subfolder(s) in Resources, click Create Folders Now.

This returns the display to the Resources page with the newly subfolder(s) displayed within the
main folder.

View in Resources.

" Title A Access Created By Modified Size
& TEST 002 025 Spring 2020 Resources Actions ~
B3 Lessons Actions = | Entire site Demo Instructor Mar 7, 2020 4:43 pm 2 items
E® | essons Actions ~ | Entire site Demo Instructor Mar 4, 2020 11:27 am 5items
B8 Podcasts @ Actions = | Public Demo Instructor Mar 10, 2020 9:15 pm 3items
'Bieading Actions ~ | Entire site Demo Instructor Mar 13, 2020 12:23 pm 2items
[ Syllabus and Guidelines Actions ~ | Entire site Demo Instructor Mar 13, 2020 12:23 pm 0 itemms
&8 TEST 002 025 Spring 2020 (Actions~| Entiresite  DemoStudent1  Mar 6, 2020 9:30 am 2items
O Websites Actions =~ | Entire site Demo Instructor Mar 13, 2020 12:23 pm Oitems

Once a folder contains subfolders, the folder icon will appear with a plus sign on the it.
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View subfolder.

s Title A Access
& TEST 002 025 Spring 2020 Resources Actions ~
B3 Lessons Actions ~ | Entire site
83 Lessons Actions ~ | Entire site
B3 Podcasts @ Actions ~ | Public
g Actions ~ | Entire site
O Unit1 Actions ~ | Entire site
OUnit2 Actions ~ | Entire site
O syllabus and Guidelines Actions ~ | Entire site
€3 TEST 002 025 Spring 2020 Actions ~ | Entire site

O Websites Actions ~ | Entire site

Created By

Demo Instructor

Demeo Instructor

Demo Instructor

Demo Instructor

Demo Instructor

Demo Instructor

Demo Instructor

Demo Student 1

Demo Instructor

Modified

Mar 7, 2020 4:43 pm
Mar 4, 2020 11:27 am
Mar 10, 2020 9:15 pm
Mar 13, 2020 12:23 pm
Mar 13, 2020 12:32 pm
Mar 13, 2020 12:32 pm
Mar 13, 2020 12:23 pm
Mar 6, 2020 9:30 am

Mar 13, 2020 12:23 pm

L]
N
m

2 items

5items

3 items

2 items

0 items

0items

0items

2 items

0items

Click the folder icon with the plus sign to view the folder contents. Notice that the subfolders

are displayed slightly indented to the parent folder.

How do | create folders?

Page 6

This work is licensed under a Creative Commons Attribution 4.0 Intl. License. http://creativecommons.org/licenses/by/4.0/



	Go to Resources.
	Click Actions, and then select Create Folders.
	Enter the name of the folder.
	Add multiple folders. (Optional)
	Click Create Folders Now.
	View folders in Resources.
	Create subfolders. (Optional)
	Enter a title for the subfolder.
	Create multiple subfolders. (Optional)
	Click Create Folders Now.
	View in Resources.
	View subfolder.


