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Educational Technology Student Orientation to D2L 

Adding a File to Your D2L Locker 

Step 1 Use your locker to upload and store personal files. All files that are stored in the Locker 
are confidential (unless otherwise indicated by you) and can only be accessed by you. 
Your locker has a 10MB file limit. A storage space indicator bar allows you to gage the 
amount of space left in your locker. 
 
To access the Locker, CLICK the Locker link in the navigation bar. 

 

 
 

Step 2 To add a new file to your Locker, CLICK the Upload New File button from the main My 
Locker page. 

 
 

Step 3 The Upload New File page displays (see next page). 

• CLICK the Browse… button and locate the file you want to upload.  
 

• If you want the users to view your file, SELECT the Is Public checkbox. 
 

• ENTER a brief description (if you wish) of the file. 
 

• To complete your addition CLICK the Upload button. 
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Step 4 A confirmation page displays indicating the successful completion of the file upload to 
your locker.  

When you are done uploading files SELECT the Return to Locker button. 

 
 

Step 5 To view a file that you have uploaded, CLICK the file name. 

 
 

Click to Browse 
for file. Select if you 

want file to 
be public. 

Enter a 
Description. 

Click to Upload 
file to Locker. 

 


