
 FileTree Module 
 

Adding the FileTree module 
 

Put the page into edit mode once logged in (the pencil on the admin bar on the le�) 

Click on the “Add new module” buton 

 

Select the FileTree module from the pop-up window 



 

Drag this onto the page where you would  like it to sit. 

 

 
 

  



Configuring the FileTree 
 

Either select a folder from the drop-down menu and click on the set buton 

OR 

Enter a folder name and click on the set buton 

 

This will create a folder on the system and load the file management: 

 

  



Uploading Files 
 

You can either select mul�ple files from your PC and drag them onto the “Drop files here…” box 

OR 

Click on the “Drop file here…” box to select one or more files from your PC. 

Once files are dropped/selected you will see the upload icon for each file 

 

Once these have completed (and there are no errors) the page will reload and the files will be 
shown: 

 

 

  



Create a Sub Folder 
 

Enter the name of the sub folder into the text box under the “Add a new folder to…” box and click on 
the Add. This will add the new folder and reload the page. 

 

 

Uploading Files to a Sub Folder 
 

Click on the sub folder, note that the “Upload files to…” and “Add a new folder to…” entries change 
showing that any files will be uploaded to the sub folder. Add files as before. 

NOTE: once uploaded the page will be reloaded which will reset the FileTree, always check you are 
uploading to the correct folder before adding new files. 

 

  



Dele�ng Files  
 

Select the files to delete by �cking the checkbox next to the file. Once they are all selected click on 
the “delete selected files” buton. They will be permanently deleted from the system. 

NOTE: Deleted files cannot be recovered from the recycle bin. 
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