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Teachers are able to share files with users associated with any course he/she teaches. To learn 

more about managing these files, see the instructions below. 

1. On the Courses menu in the left navigation menu, select the desired course. 

2. Select the Files menu. 

a. All files associated only with the selected course will display. 

3. Click on the All My Files button in the bottom right corner. 

 

 
 

a. A list of all courses the teacher is associated with as well as a folder called My 

Files will display.  

4. From here, the teacher is able to click on the title of any course, or click on My Files, to 

view any files that may have been added so far. To add a new file: 

a. Click on the title of the desired folder. 

b. Click the Upload button. 

c. Locate the desired file. 

d. Click Open. 

e. The file will then appear in the list of available files as published.  

i. Files added to the My Files folder will only be accessible by the user who 

uploaded it. All users will have their own My Files folder so that 

documents and assignments that are in progress can be saved and 

accessed from any computer with an internet connection. There is limited 

storage space in this folder. 

ii. Any published file added to a course folder will be visible to any user 

associated with that course including other teachers, teaching assistants, 

students, and parents/guardians of enrolled students, also called 

observers, as long as that course is accessible to that user. Users can 

see these files under the Files menu of the course. 

iii. To update a file so that it is not visible to all users, simply click the  

button, and select either Unpublish or Restricted Access. 

1. Unpublish will allow the file to be accessible by the teacher, but it 

will not be visible to other users in the course. 
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2. If Restricted Access is selected, more options will appear asking 

how the file should be restricted. Teachers can choose to allow 

students to access the file only if they have the direct link, or they 

can set a date range for when that file will be available to users. 

 

 
 

5. To edit a file, click on the  icon to the right of the  icon. Four options will appear: 

a. Download allows the user to save the file to their computer. 

b. Rename allows the teacher to rename the file. 

c. Move allows the teacher to move the file to a different course or into their My 

Files folder. 

d. Delete will completely remove the file from that folder permanently. 

 

 

 


