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How to lock folder under the file tab

Log into to ulwazi and after logging in click on the Dashboard, click on the course

Step 1: Click on files
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Step 2: Add a folder

— Shane Pachagadu's Sandbox Course > Files [

v 3 Shane Pachagadu's Sandl Name a
» & attachments
» £ cc-objects
» 3 Uploaded Media

Q 0 items selected -+ Folder

I Upload :

Date created Date modified Modifiedby  Size

AN
81.Bilingualanddeafeducation _1_... 19 Feb 2021 19 Feb 2021 1MB °
AN
art_10.1186_1477-7517-9-16.pdf 19 Feb 2021 19 Feb 2021 411 KB °
3 attachments 19 Feb 2021 )
AN
Benefits Bilingual.pdf 19 Feb 2021 19 Feb 2021 388 KB o
Bilingualism Pickersgill.pdf 19 Feb 2021 19 Feb 2021 7.2MB (]

7 )
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Step 3 Give a folder a name e.g (Exam Folder)

=— Shane Pachagadu's Sandbox Course > Files |
Search for files Q 0 items selected -+ Folder T Upload
v 3 Shane Pachagadu's Sand| Name a Date created Date modified Modified by  Size

» £ attachments

Exam Foldel] v X
» 1 cc-objects

» &5 Uploaded Media 81.Bilingualanddeafeducation _1_... 19 Feb 2021 19 Feb 2021 1MB o

art_10.1186_1477-7517-9-16.pdf 19 Feb2021 19 Feb 2021 411KB o

Ij attachments 19 Feb 2021 o

Benefits Bilingual.pdf 19 Feb2021 19 Feb 2021 388 KB o

Bilingualism Pickersgill.pdf 19 Feb2021 19 Feb 2021 7.2MB [

[N .

Step 4: Click on the green tick
}, DPN in SA.pdf 19 Feb 2021 19 Feb 2021 522 KB o
}. E Moffatt-Feldman Sign Bilinguali... 19 Feb 2021 19 Feb 2021 76 KB o
D Exam Folder 11:52 -- Q—

o= Foundations Sign Bilingual 2020.... 19 Feb 2021 19 Feb 2021 480 KB °
}., Gazette Norms.pdf 19 Feb 2021 19 Feb 2021 999 KB (]

Step 5: Choose Schedule student availability Set date and time and click on done when setting the
time

June 2021

Editing permissions for: Exam Folder We Th Fr

O @ Publish

O S Unpublish
O & Only availal 28
Schedule st Time: 9 :00  Done
Available from | 10 Jun 2021 09:
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Available until
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Step 6: Click on update to save your dates and time that are set

Editing permissions for: Exam Folder

@ Publish
 Unpublish

& Only available to students with link

@ O O O

Schedule student availability
Available from ' 10 Jun 2021 9:0
Thu, 10 Jun 2021 9:00

Available until 10 Jun 2021 12:

Thu, 10 Jun 2021 12:00

A
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Step 7: The Exams folder will be locked

[ PO e -

AN
E Moffatt-Feldman Sign Bilinguali... 19 Feb 2021 19 Feb 2021 76 KB °

Available after 10 Jun at 9:00 until 10 Jun at s
(3 exam Folder 11:52 12:00 el (—

AN
Foundations Sign Bilingual 2020.... 19 Feb 2021 19 Feb 2021 480 KB °

}, Gazette Norms.pdf 19 Feb 2021 19 Feb 2021 999 KB (]

Step 8: Click on the folder and upload the document.

108 =v | B3 1 Documents < Q & ExamOffic X | + o
s.ac.2 Favourites Name size Kind X @ R B
B Recents » [ PERSONAL -~ Folder
Ss e (_ Screenshot 2020-12-21 at 09.31.23 958KB  PNGinj Other Bookmarks Reading List
7 Applications — Screenshot 2020-12-21 at 09.29.08 213KB  PNGim
[ Desktop > [ Work 2020 -~ Folder
» 1% Mediasite Desktop Recordings -~ Folder &
[ Documents 3
» [ WhatsApp Video -~ Folder
nts © pownloads > WhatsApp Images --  Folder
OneDrive -... > Media -~ Folder
: > WhatsApp -~ Folder - Folder H
B creativecl.. | e o M
ocations B Book1.xlsx 11KB  Micros!
1 Shane's Ma... Book sites 810KB  PNGim
> [ Work 2019 -~ Folder
(2] Macintosh... _ Payment_Notification (14) 187KB  Adobe.
© Remote Disc __ Leveraging_Recorded_Mini-Lectures_to_Inc.pdf 40KB  Adobe.
> 1 Studies - Folder |
Tags > Signup -~ Folder
@ Rethinking...
Options Cancel m
Name a Date created Date modified Modifiedby Size

This folder is empty



Step 9: The document is now uploaded

— Shane Pachagadu's Sandbox Course > Files > Exam Folder [«

Search for files Q 0 items selected + Folder T Upload :

v 3 Shane Pachagadu's Sandbo Name & Date created Date modified Modified by  Size

N
» 03 attachments elea.2012.9.4.439.pdf 11:59 11:59 112 KB o —
» &3 cc-objects

v 35 Exam Folder

» &3 Uploaded Media

C— 1% of 5.2 GB used All my files

Step 10: Click on the assignment tool and create an assignment by clicking on the plus sign

\é/ — Shane Pachagadu's Sandbox Course > Assignments K~ 63 Student view

RAND.
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Step 11: Link the document from the course file
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Step 12: Search for the document and click on it and the document will be linked
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Step 13: Save the assignment settings.
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Assign
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() Anonymise all annotations made by instructors on
submissions for this assignment in DocViewer

Assign to
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Step 14: Publish the assignment

June Exam 1
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Step : click on student view (an icon that looks like spectacles) so you can see what the student

would be able to see

63 Student view



= Shane Pachagadu's Sandbox Course > Assignments
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Resetting the test student will clear all history for this student and ;
5 Reset student Leave student view
allow you to view the course as a brand new student.

currently logged in to student view

Step15: click on the file and see if it’s visible and a message will pop up saying the file has been
locked.

elea.2012.9.4.439 pdf

elea.2012.9.4.439.pdf

[The folder "Exam Folder," which includes this file, has been locked.

Resetting the test student will clear all history for this student and 5
5 Reset student Leave student view
allow you to view the course as a brand new student.

63 You are currently logged in to student view




