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(=] Upload a Single File

1. Goto Edit Course — Manage Files Tools

@ Course Offering Information

Edit the Course Offering name or code, change the colors used for
this Course Offering, change the location where files are stored, or
modify other settings,

[ gMamage Files h
Uplnae files, create folders to organize files, or create

content topics from files.

2. Click Upload icon in the top right hand corner. _The:
| i

Surveys | Edit Course | Logout

= New @ upload i zip files ||create topics L{Manage content

Help

3. C"Ck BI’OWSE, f|nd the flle and C“Ck Upload -2 http:{/springboard. uakron.edu - Upload File - Microsoft Inte... E”E‘El
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Click Browse to select a file from your local hard disk, then click Upload:

| Ce=s I

Your file will be uplaaded ta:

/content/AdministrativeCourses/All_Instructars
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3 Upload Multiple Files at once
1. Onyour computer, select all the files/folders you want
to upload.
2. Right-click and select Send to — Compressed
Folder.
3. Perform steps 1-3 under Upload a Single File
4. In Manage Files, find the .zip file you just uploaded. oo | et Cource | oot
Click on the zip icon to the right of the filename. toad ) i s © creststopce “53”“’““““"““‘
Halp
Size Type Last Modified
v B - v Dec 18, 2007 4:52 PM
@ 0 1 KB Archive File Dec17, 2008 12:07 PM
1 KB

5. Click OK in the dialog box that pops up.

Microsoft Internet Explorer

?/' This compressed File will be expandad into the current Foldsr. YWould you ks ko continus?

s

6.  Your files will be unzipped in the current directory.
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