
Create an online space in 2 mins  

and make sure it’s public and available to other Midwheb users 

 

1  
Create the folder  

– navigate to your own space > my folder > add new 

 
 

2  
> select folder (you can see here that once the folder is created there is much more  content that can go inside) 

 
 



 

3. Name the folder a suitable name that will house your module / course material > click ‘save’ 

 

 

4 IMPORTANT !  
Once the folder is created it is still private to all midwheb users – you must remember to change the state  to 

published before any other users can access or read it’s contents 

 
5 Now you add upload and edit  any new materials to this folder but remember again that each new item will still be 

private until you change it’s state to published – this includes all new uploads into the folder 

 
 


