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Overview
All of the following file management tasks are carried out in the Manage Files area of WebCT. You can access this area by clicking on the Control Panel button and then Manage Files. On the Manage Files screen your files and folders are listed in the main frame in the My-Files folder. The panel (Actions) on the right-hand side of the screen displays a list of functions which you can perform on these files and folders. To return to your Home Page click on the Homepage link in the breadcrumbs.
	
	File Management functions can also be carried out using Web Folders. (Sheet 4: Setting up a Web Folder)
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The Manage Files screen

Moving Files between Folders
Note: moving files between directories will affect any links you have made to them from within your WebCT site, and these will need to be updated accordingly.

1. Click the checkbox/es next to the filename/s of any files you wish to move.

2. In the right-hand side panel, under Options: Files, click on Move.  The screen will list the files selected.

3. Under Select Destination Folder, use the drop down menu to select the folder to which you wish to move the file(s), and click Move.
4. If you wish to check that the procedure has been successful, click on the target folder to open it and display the files in their new location. 

5. Update or delete any links which refer to the original location of the file, to reflect its new location.
To Delete a File or Folder

Note: deleting files or folders will affect any links you have made to them from within your WebCT site, and these will need to be updated accordingly.

1. Click the checkbox/es next to the name/s of any files or folders you wish to delete. (You can delete either files or folders but not both at the same time).
2. For a file: In the right-hand side panel, under Options: Files, click on Delete.  The screen will list the files selected.

For a folder: In the right-hand side panel, under Options: Folders, click on Delete.  The screen will list the folders selected.
3. Click Delete again, to confirm deletion of the file(s) or folder(s).
4. Delete or update any links which refer to the file(s) or folder(s) which have been deleted. In the case of deleting a folder all links to all files which were within the folder will require updating.

To Rename a File or Folder

Note: renaming files or folders will affect any links you have made to them from within your WebCT site, and these will need to be updated accordingly.

1. Click the checkbox next to the name of the file or folder you wish to rename. 
2. For a file: In the right-hand side panel, under Options: Files, click on Rename. 
For a folder: In the right-hand side panel, under Options: Folders, click on Rename. 
3. Type the new name in the text box provided (including the file extension for files). Click Rename.
4. Update any links which refer to the file (or files within the folder) which has been renamed. 
Other File Management Functions

Create – Creates a new HTML file. You can create a new page by typing in HTML or using the HTML Editor.
Edit – Allows editing of HTML or plain text files. See Sheet 13: Editing Pages previously uploaded to WebCT.
Copy – Copies a file to another folder. 

Zip – Compresses multiple files within the manage file area into one “zip” file. 
Unzip – Extracts multiple files from a “zip” file. See Sheet 5: Using Manage Files - Uploading Files.
Download – Download a file from WebCT to your computer or file space.
My-Files: Lists all of your files and folders





Right-hand Panel (Actions): contains all the options for managing files and folders





'Breadcrumbs' 
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