Updating Documents Section

Step 1: Go to https://eku.campuslabs.com/engage/ and click “Sign In” at the top right corner (as
seen below).
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Step 2: Enter your EKU Email credentials to log into the system.
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Step 3: Find the organization you would like to manage on the left menu.

= ENe a search..
0
& Explore Eastern Kentucky University
B Memberships
B
1 e Greek Week Committee @ Marketing Club Maroon Platoon
o Sigma Nu Student Government Association Student Life & First-Year

e ﬁ @ e Experience

Student Life & First-Year i Young Americans for Liberty

Experience Engage Site

&

Q All Events VIEW MORE EVENTS |
@ —_—

© BIGE WY AM BGE  BIGE

9 WELCOME WELCOME WELCOME WELCOME

OPTIONAL PROGRAMMING P FOR G STUDENTS OPTIONAL PROGRAMMING OPTIONAL PROGRAMMING

Placement Testing Day 1 Big E Beginnings Day 1 Welcome Home Social Day 1 Placement Testing Day 2
8 Wednesday, August 10 at 9:00AM EDT B Wednesday, August 10 at 8:00AM EDT B Wednesday, August 10 at 7:00PM EDT 8 Thursday, August 11 at 9:00AM EDT
9 Whitlock 340 9 Alumni Coliseum 9 EKU Residence Halls 9 Whitlock 340

Step 4: Click the organization on the left menu and click the “Documents” button.
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Step 5: From here you will be able to see the documents your organization has uploaded or add
files to your site by clicking the “Add File” button at the top right. You can also create folders to
organize your documents. By clicking the 3 dots by the document you can edit it individually or

delete File.
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Step 6: You can upload files directly from your computer, create a title for the file, and select

what type of file you are adding.

Upload New File to Main Drive Form Fields Marked with an asterisk (*) are required.

*SelectFile  (Maximum file size 10MB}

Accepted file types - DOC, DOCX, XLS, XLSX, PPT, PPTX, PDF, TXT, RTF, CSV, JPG,
JPEG, GIF, PNG, TIF, TIFF, SVG, WPS, WPD

| Choose File | No file chosen
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