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How to Edit Tools on Your Sakai Site 

• You can change the order of a site’s tools on the 
left-hand toolbar.

• You can also change the title of tools, make tools 
invisible to students, and delete tools you no longer 
want on your site.

• In this example, we will be changing the position of 
the “Media Gallery” tool on the toolbar.



1. Select the Class Site, then choose
the “Site Info” tool on the left-hand side.



2. Click on the “Tool Order” tab
at the top of the page.



3. To change tool order, you can drag
individual tools by clicking and holding the
three lines on the left side of each toolbox.



4. Using the ‘drag’ icon (the three lines),
drag (click and hold) the selected toolbox

to the desired position.



5. Once you have dragged the toolbox
into the position you want,

let go of the toolbox’s ‘grip’ icon.



6. You can also click the cogwheel icon to:
(1) change a tool’s title, (2) make a tool

invisible to students, or (3) delete a tool.



7. Once you have finished editing
your tools, scroll to the bottom

of the page and click “Save”.



8. You can now see the changes you made.
In this example, the “Media Gallery” tool
is now third from the top on the toolbar.



Thank you!
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