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Logging into UAS  

 
 

1.  You can access  UAS directly at  
  http://soe.uhcl.edu/uas   

 

or from the School of Educations website by clicking on the tab marked  UAS   
 http://soe.uhcl.edu/    

 

2.  Once you have accessed the UAS webpage, click on the Student Login button.  
 

 
 

 
 

 
 

 
 
 

http://soe.uhcl.edu/uas
http://soe.uhcl.edu/
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Logging into UAS continued é 
 

 

3.  You will be taken to the Sign - In page shown below. Enter your PCLAB user id and 

password  in the fields provided. Your user id is the same as you would use to login to 
a campus computer or access your student e -mail account.   By default, your 

password  is a lowercase ópô followed by your seven-digit student id number.  
  
    * If you have any problems with your login, please call the Support Center at 281-283-2828 

 

 
 

4.  Once you have successfully logged in to UAS you should see a screen which looks 

some thing like the one below:  
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Accessing the  File  Manager in  UAS  
 

1.  To get to the assignment file manager, you must click the File Manager Button  to the right of an 
assignment on the Course Screen.   

 

 
 
2.  The File Manager will display a screen like the one below and will have the following features 

available for you:  

 
 Add Folder 

 Add File 

 Rename 

 Delete 

 Replace 

 Mark as Homepage 

 Clear Homepage 

 Delete All Files 
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Using the File Manager: Adding Folders   

 
1.  To add a folder to a course, you must first click  on the Add Folder button from within the File 

Manager.   
 

 
 
2.  The  Add Folder dialog box will appear at the top of your screen.  This is where you will 

decide the L ocation and Folder Name for your new folder.   
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3.   First  you must select the location for your folder.  Your default folder location is your File 
Manager, and is represented by the slash ñ/ò character. Using the drop-down menu, you can 

decide where your new folder will be located.   
 

*If you have not already created a folder in your File Ma nager for this course , you will only be 
able to select the ñ/ò area.  
 

 
 

 

 

4.  Once you have selected the location for your folder, you must type in the name for your new 

folder.   
 

* You are not allowed to use  special characters (such as $ % @ ^) when nami ng your folder.  If 
you get an error while creating your folder, chances are you have used a special character.  
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5.  Once you ha ve decided your location and folder name, click Submit to add your folder.  
 

 
 

6.  When your folder is added, you will see the  new  folder appear in your File Manager . 

 

 
 
7.  When you are f inished adding  folders,  or would like to cancel adding a folder,  click  the Cancel  
button to return to  your main File Manager  screen . 
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Using the File Manager: Adding F ile s   

 
 

1.  To add a f ile  to a course, you must first click on the Add F ile  button from within the File 

Manager.   
**Note: File uploads are limited to 5MB per upload  

 

 
 
2.   The Add File  dialog box will appear  at the top of your screen.  This  is where you will :  

 Determine  the locati on of your new file  
 Browse for your file  

 Select the checkbox to unzip a zipped file (if necessary)  
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3.  Select the folder  where your file will be uploaded to  using the Location drop -down menu . 
 

*  Your default folder location is your File Manager, and is  represented by the slash ñ/ò 
character.  If you have not already created a folder in your File Manager for this course , 

you will only be able to select the ñ/ò area.  
 

 
 

4.  Click on the Browse button next to New File to open a Windows search screen, sele ct the 
file you wish to add, and click the Open button.  
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5.  If your file needs to be unzipped, click the Yes box near Unzip, otherwise click on Submit.  

 
 

 
 

6.  When you have successfully uploaded a file, you should get a confirmation message at th e 
top of the screen  such as the one below:  

 

 
 

7.  When you are finished adding files,  or would like to cancel adding a file, click  the Cancel  
button to return to  your main File Manager  screen .  
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Using the File Manager: Renaming  File s and Folders   

 

 
1.  To rename a file or a folder that exists in your File Manager , you must first click the radio 

button next to the item to be changed, and then  click the Rename button on the File Manager 
menu.  
 

 
 

2.  The Rename File dialog box will appear.  Once you hav e changed the name, click on the 
Submit button to update your folder or file name.   If you do not wish to change the file name, 

click Cancel.  
 

** Special characters are not allowed in file or folder names, and you may not repeat the  

same file names within  a folder.  
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Using the File Manager: Deleting  File s and Folders   

 

 
1.  To delete a file or a folder that exists in your File Manager , you must first click the radio 

button next to the item to be deleted, and then click the Delete button on the File Ma nager 
menu.  

 

 
 

2.    The Delete dialog box will appear. You must confirm your choice (once to delete files , and 
twice to delete folders )  before your files or folders are deleted.  

 

 
 

  
 

 
3.  You will be notified  when you have successfully deleted a file  or folder.  
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Using the File Manager: Replacing  File s   

 
 

1.  To replace  a file that exists in your File Manager with another file on your computer , you 
must first click the radio button next to the file  to be replaced , and then click the Replace  button 

on the File Manager menu.  
 

 
 

2.  The Replace File dialog box will appear .  Click the  Browse button to locate  your new file.  

 

   
 

3.  Once you have selected your file, click Submit to replace your file.   If you do not wish to 
replace your file, click on th e Cancel button.  
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Using the File Manager: Marking a File as the Homepage   

 
Generally, m arking a file as a Homepage is used when you are uploading a website for your 
instructor.  If you are not uploading a website, you probably do not need to mark a hom epage.  

Check with your instructor for details.  
 

1.  To Mark a file as a homepage , you must first click the radio button next to the file to be 
mark ed, and then click the Mark As Homepage  button on the File Manager menu.  
 

 
 
2.  When you have successfully marke d a file as a homepage, the file will be denoted  with a  star  

( )  symbol.  

 

 
 


