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Downloading Files Tutorial

Downloading Files
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

The first way is to open a file by double clicking on the link with your LEFT mouse.1.

There are two ways to download files, the second of which is a shortcut.
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2. Click the Save button once with your LEFT mouse to save the file on your computer.  
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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. 

3.

4.

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.
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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).

1. 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.

2.

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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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. 

3.

4.

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.
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