
 

Adding/Uploading Files to Manage Files in 

D2L Brightspace  

1. Log in to Clayton State’s D2L Brightspace. 
2. Open your D2L course  
3. Look at the top navigation bar (Navbar). 
4. Select Course Admin (It will be visible on the Navbar or under the More 

Dropdown.) 

 

Or 

 

 

https://clayton.view.usg.edu/d2l/login


5. Once you find Course Admin and Select it. It will bring you to a page like this and you 
will select Manage Files. 

 

 

6. You will then see the following options to Create a New File, New Folder or Upload an 
existing document. 

 

7. The file, folder or uploaded document will appear in the list below. 



 

**Important ** The Items in Manage Files will not receive an Accessibility 
Report/Score 

 

Need Help with Adding or Uploading Files to Manage Files in D2L 
Brightspace? 
Support is available in a variety of ways. Our online help documents 
here are a great first step. If you need more assistance, we're happy 
to help by email, phone, or in person. 
 
Contact us at 678-466-4190, email CELT@clayton.edu, or Book a 
Consultation to get personalized support. 
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