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Innovative Learning Technology

Students can use the Locker tool to upload and store files. Your personal locker files are
confidential, unless you choose to make them available to the public.

Your instructor(s) may create group locker areas, which allow you to work collaboratively
with others in the same group.

Students have access to 10MB of storage space in their locker. All locker files are stored in
the learning environment, which means you can access them from most computers with an
Internet connection.

This guide will get you started on how to:

* Access the Locker tool

* Create and manage content
o Create a new folder
o Create a new page
o Upload a file
o Download a file

Accessing the Locker tool...

To access your locker, click the Locker link on the navigation bar.
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Create and Manage Content...

Your personal locker area is NOT course specific. This 10 MB space is accessible to you
from anywhere in the learning environment.

To create a folder to organize your content or files:

1. Click the Locker link on the navigation bar.
2. From the My Locker page, select the New Folder icon.
Enter a folder name and click save.
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To create a new file from scratch:

1. From the My Locker page, click New File.
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2. Enter a file name.

3. Click Choose destination next to the Folder field to change or add which folder the
file should reside in.

4. Type a Description, if desired.
5. Click Create.
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Folder: /My Locker/ | Choose destination

I7‘) Collapse file description
Description:

Edit Contents: | gagic || Advanced

¥-IBIl Uls=3s|==%

Cancel Create

To upload (add) a file:

1. Click Upload Files.

2. Type a Description of the file, if desired.

3. Click the Browse button to locate the file you want to attach.
4

. Click the Add button to attach more files. Repeat steps 3 and 4 for each file you want
to attach.



5. Click Upload when complete.

File Properties
The following properties apply to all uploaded files:
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To download (save) a file to your computer:

1. Select the checkbox(es) beside the files you want to download or save to your
computer.

2. Click the Download the selected files/folders icon at the top or bottom of the file list.

3. Save a copy of the zip folder containing your files to your computer or other storage
device.
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For more help or information, please contact:

IT Help Center

M-F 8 a.m. to 4:30 p.m.

112 Stratton Administration Center
(610) 683-1511
helpcenter@kutztown.edu




