Meredith Digital Locker
What is Digital Locker?

Digital Locker is a web-based tool that allows users to transfer personal files on a server for storage, sharing and collaboration with other users.  Users may use Digital Locker to store copies of important documents and have those files accessible both on and off campus via a web browser. 

Available Space

Each user has 50 megabytes of disk space to upload files.
Logging into Digital Locker 
Point your web browser to http://files.meredith.edu
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The Username that you will use is the same as the username of your Meredith email account. The Password that you will use is the same as your password for your Meredith email account.
Username:  username of Meredith Email (e.g., smithj)

Password:   your Meredith email password
Any user wishing to change his or her Digital Locker password may do so by filling out the following form: http://www.meredith.edu/techserv/xythos_password.htm
If you are not able to login to Digital Locker, please contact the Technology Services Helpdesk at 760-2323.

Accessing Your Digital Locker Account

After logging into Digital Locker, you will see various tools for navigating through your directories and managing your account, including Bookmarks, Searches, and Utilities. (The Workflow option is not enabled and any items within this option do not function.) For ease of reference, consider that “directories” function on Digital Locker as folders function on your personal computer.
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Bookmarks
Bookmarks are convenient shortcuts to more commonly used directories (folders) within your Digital Locker account, and they are links to other users' directories for which you have been granted permission to access.

Searches
There are two types of searches: Basic and Advanced. Basic Searches are file searches based on the file name only. Advanced Searches can be conducted based on multiple file criteria, including partial file names. You may both save and edit advanced searches. 
Utilities
Utilities allow you to set your Preferences, maintain your Contacts and Groups, and empty your Trash can.
Main Toolbar
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File Management 
This area displays the contents of the current directory. Use the Navigation Toolbar to navigate to a different directory, create a new directory, add new files to your account (upload), transfer files to your local hard drive from the server (download), perform file organization functions, or email a link to a file or directory. 
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Manage - This button will allow you to manage the collaboration properties of your files. 
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Lock - This button will lock a folder so no one can access the contents
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Share - You can share your files and directories by granting permission(s) to other users. (Note, this icon will change depending on the share permissions you have set.)
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Delete - This button will allow you the delete folders and/or files.

Uploading Files

To add a new file from your computer to your web-based account, use the Upload button in the navigation toolbar. 

1. Navigate to the directory in which you wish to upload your file(s). 

2. Click on the "Upload" button in the navigation toolbar.
[image: image4.png]Upload.




3. Choose the file you wish to upload.

a. To upload 1 file, either type in the exact path or browse to find the file on your computer. 

b. To upload multiple files, first change the "Change the number of files to upload" option to be the number of files you wish to upload. Choose up to 20 files. Next, either type in the exact path or browse to select the files you wish to upload. 
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4. Click "Ok". You are returned to the original folder in which you began.

How To Make a New Directory
1. Click on the “New Directory” button in the navigation toolbar. 
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2. Type in the name of the new folder and select OK.
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3. To open the directory, just click on the directory name. You may begin adding files it at this point.
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Managing Your Files

From the File Management area, click on the Manage icon ([image: image9.png]


) beside the file name of the file you want to manage. This will open a window where you can edit the collaboration properties of the file. 

The collaboration properties are the properties used to keep track and manage your files in regard to how other users are accessing those files. You can use the collaboration properties to keep track of how, when, and what was done to the file over time. You may also use these properties to share your files with other users as well as with other people who are not users in the system.

Sharing Your Files

From the File Management area, click on the Sharing icon ([image: image10.png]


) beside the file name of the file you want to share. This will open a window where you can edit the permissions granted to other users. 
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Users with accounts - users on Meredith’s campus with accounts on Digital Locker 

Public – users without an account on the system. Consider “public” access available to anyone with internet access and knowledge of the URL.
In this window you can add a specific user or group that you want to share your files with. 
Please note: Permissions are set individually on directories and files. For example, if a file exists inside a directory where read access has been granted but the file itself does not have read permissions assigned to it for a specific user or group, the file will not be readable.
Tickets
In addition, you can open a “ticket” that sends notification to a user to look at a file or a directory in your directory on the system once permission has been granted to the item. These items would be available to users outside of the Meredith community but not available to “public” views. For instance, to collaborate with a peer at another institution, you may want to grant access to a file for a week or a month.
Tickets allow both non-Digital Locker and Digital Locker users access to your directories by creating a direct link to your directory or files. There are several ways in which tickets can be created and used. Tickets can be created for one file or directory, or any combination of multiple files and multiple directories.
To create a ticket:
After following this set of instructions, the system will automatically create a group corresponding to this ticket and will automatically add that group/ticket to the directory's or file's permissions table. 

1. Navigate to the directory or file for which you wish to create a ticket. 

2. Click on the Manage icon ([image: image12.png]


) for the respective directory or file. 

3. Click on the "Tickets" link in the Collaboration area. 
[image: image13.png]Manage: facultyl/Publictest _ (directory)

Collaboration

Locks: Notlncked
Sharing: Shared to some users
Default Versionin






4. Click on the "Create Ticket" button in the top toolbar. 
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5. At this point, you may choose the "OK" button and accept the default values of the ticket. If you wish to change the default values, change the edit ticket mode from Basic to Advanced by clicking on the drop-down menu in the upper left-hand corner of the page. 
[image: image15.png]Create Ticket for: faculty1/Publictest (directory)

Basic ]

Define Permissions: @ Read Only  C Read and Write

Lifetime: o day(s)

Loz ) oo |






6. Click "Ok" to create your ticket. You are then shown the URL that can be used to share this directory or file through the ticket to other users. You may choose the "Email Link" button to send this link to other users using your default mail application. Or, you may use this link at a later date. As long as the ticket exists, you can find this link on the Manage Tickets page. 

How to Download Files

From the File Management area of any directory, click on the file name of any file you want to save. This will open file in the appropriate application and allow you to save it on your hard drive. Multiple files may be downloaded by selecting the check boxes next to the files and then clicking “Download” on the navigation toolbar. This will put the selected files into a zip file which can then be saved to your computer.
