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Downloading Files Tutorial

This tutorial shows how to upload and download files.

Files can be uploaded or downloaded from the Assignments drop box, Discussions,
Learning Modules, and Mail tools.
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Downloading Files

There are two ways to download files, the second of which is a shortcut.

The first way is to open a file by double clicking on the link with your LEFT mouse.

P I e
E Attachments|area, below.
{nr
) Complete the fegments required for Unit 2,
then submit ygur assignment by uploading it
o into the Unit 3 Business Plan Segments
@ Assignment Driop-Box, Be sure to label your
file with your last name (e.g., Smith Unit
2).
6, Y
‘= P |l Attachments:
2 Unit 2 Business Plan Segments
Outline.doc
Due Date

June 17, 2006 11:59 PM

Type:
Work individually

Grading Criteria:
out of 25

[Juse HTML |

| Add Attachments -

_Add Camment:

[ Submit ] | Cancel

[ Save as Draft I
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Click the Save button once with your LEFT mouse to save the file on your computer.

File Download [

Do you want to open or zave thiz fle?

@ j Mame: Unit 2 Business Plan Segments Qutline, doc
Type: Microsoft Word Document, 69.0 KB

From: wistathosting,webck,com

i *| Save || | Cancel

Always azk befare opening thiz type aof file

harm your cormputer. [F pou do not ozt the zource, do ot open or

@ While files from the Intemet can be uzeful, zome files can potentially
zave thiz file. \What s the rizk?
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Click the Save in pulldown button to select where to save the file on your computer.
Scroll through the choices and LEFT click once to select a folder or your desktop.

Save in: | [SFHAN2TE Small Busines: Managemert

'_2_ ﬂ_jTaylnr it 1 B-Plan

My Recent
Documents

Desktop

2

by Documents

ty Computer

File name: ) I [dnit 2 Buzinezs Plan Seaments Dutling b I I Save I(
by Metwork Save az lype: | Microsoft \word Document w | [ Cancel l

Retain the File name. Or, rename the file by clicking in the File name field,
deleting the current name, and typing in a new file name. Click the Save button

to download the file.
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The second way to download a file is a shortcut that eliminates opening and saving the
file (Steps 1 and 2 in the previous instructions).

Segments Outhne (Lnit 2 Business Plan
Segments Outline. doc) file located in the

Demo Studer

Attachments area, below. I::|I:|E|'|

Complete the segments required for Unit 2, i i

then submit your assignment by uploading it Cluse HTML |:||:IE!|'| I NEW I'."'.""‘I'j':"."‘.'
into the Unit 2 Business Plan Segments Add attachmen 5-3'-.-'E: Target ||:'|5

Azsignment Drop-Box, Be sure to label your
file with your last name (e.g., Smith Unit

Print Target

= Add Comment:
ﬂ
] g
Attachments: SO TAIE | | (EENEE
Unit 2 Business Plan Segment
Outline.doc Open Copy Shorkcut
Open in Mew Window %

Save Targek As...
Print Target

DOREEESERERER

Due Date
June 17, 2006 11:59 PM

Add ko Favarites, .,

Type: . . Copy Shorkouk
work individually

_ Converk link target ko Adobe PDF
Grading Criteria: Add to Pavorites. . ] -
out of 25 Corwert ink target to Adobe PDF Convert link target ko existing PDF

Corvert link target to existing PDF

Properties L F'r'DpEFlIIES

To shortcut the download process, hold your mouse over the link of the file you want to
save, then RIGHT click once to access the choices in the orange box, above.
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From the choices in the box, roll up or down to highlight Save Target As..., then LEFT
click your mouse once to select it.

I Dpen I(
Segments Outhne (Ut 2 Business Plan I:I

Demo Studer

Segments Outline.doc) file located in the B B
Attachments area, below. I:Il:len In NEW WIndDw
Caomplete the segments required for Unit 2, W ) Sa'l.l'E TargEt ||:'|5. .

then submit yvour assignment by uploading it S :

into the Unit 2 Business Plan Segments Add Attachmen Flr-"-It T-Elr'l;IE!t

Assignment Drop-Box. Be sure to label wour
file with your last name {e.g., Smith Unit

2, Add Comment:

-

-

Attachments: cance

Unit 2 Business Plan Segments§

Outline.doc Cpen
Qpen in Mew Window

Zopy Shorkcut

CEREEPRERERRR

Save Target As...

Due Date Print Target

June 17, 2006 11:59 PM

fdd ko Favarites., ..
Type: Copy Shorkcut %

work individually

T Zanvert link target to Adobe POF
G di Crit ia: o Favaorites., ., . . .
rading Criteria Comvert Ink targat to Adobe POF Zorvert link target ko existing POF

Converk link target to existing PDF

Propertiss

Froperties

If the Save Target As... is not an option, select Open, LEFT click once, and click
the Save button when prompted.
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Click the Save in pulldown button to select where to save the file on your computer.
Scroll through the choices and LEFT click once to select a folder or your desktop.

Save in: | [SFHAN2TE Small Busines: Managemert

'_2_ ﬂ_jTaylnr it 1 B-Plan

My Recent
Documents

Desktop

2

by Documents

ty Computer

File name: ) I [dnit 2 Buzinezs Plan Seaments Dutling b I I Save I(
by Metwork Save az lype: | Microsoft \word Document w | [ Cancel l

- Retain the File name. Or, rename the file by clicking in the File name field,
4. deleting the current name, and typing in a new file name. Click the Save button

to download the file.
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