
Engage Guides:

Managing Your Documents

Student Life & First-Year Experience

V.5.21.25



Table of Contents:

2

Navigating to the Manage Documents Home Page
Manage Documents Home Page
Adding a New Document
Creating a Folder
Moving a File

3-5
6
7
8
9



Step 1:
Find the organization you wish to manage from the left-side menu on your screen.
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Step 2: 
Click your org’s icon to open the management tab for your organization.
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Step 3: 
Click the “Documents” button in the management tab.
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Sort your files by using
the “Document Type”

dropdown menu.

Manage Documents Home Page: 
This is where all of your organization’s documents are displayed and managed.
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Click the “+ Add Folder”
button to create folders to
organize your documents.

Click the “+ Add File”
button to upload a
new document for
your organization.

Click the arrow in the
blue box next to one of

your files to download it.

To manage an existing
document, click the 3
dots next to the file to
open the management

dropdown menu.



The “Title” section is to change the
name of the file you are uploading.

Adding a New Document: 
To add a new file to your organization’s Engage site, click the “Choose File” button.
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To assign the file a
category, use the

“Type” section.

The “Permissions” section
controls the access level

needed to view the document.

“The Public” - anyone can view the document.
“Anyone on Campus” - function doesn’t work, do not use.

“Organization Roster” - only roster members can view.

“Specific Organization Positions” - pick the type of
members on your roster that can view the document.

Click the “Add” button
to upload your file.



“The Public” - anyone can view the document.
“Anyone on Campus” - function doesn’t work, do not use.

“Organization Roster” - only roster members can view.

“Specific Organization Positions” - pick the type of
members on your roster that can view the document.

Creating a Folder: 
To create a new folder in your organization’s documents, click the “+ Add Folder” button.
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The “Title” section is the
name for your new folder.

The “Permissions” section controls the
access level needed to view files in the folder.



Moving a File: 
To move a document to a different location, click the 3 dots next to the file to open the file management menu.
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Click the “Move” button to browse
storage locations for the file.

Choose the folder you want
to move the file to and then

click the “Move” button.



Have Questions? Need More Help?
Feel free to give us a call or send us an email!

(859) 622-3855 | studentlife@eku.edu
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