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Uploading Files
This tutorial shows how to upload files.

Uploading Files Tutorial

Files can be uploaded in the Assignments drop box, Discussions, and Mail tools.
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Uploading Files

Browse for Recipients. ..

*To: | |

Taylor, Sharon <sharontaylor> 53
GG | |

Click the Add Attachments button to | |
UPLOAD a file in the Mail, *Subject: |Enterthe Subject Text |
Discussion, and Assignments tools. *Message: [ High priorty

HTML Creator O On & Off

LledLe viessaye fmi=1}

ﬂ < Your location: Assignments » Edit Submissfon
ﬁ Edit Submission: Unit 2 B-Plan Segments [|Attempt 1 } 0 : K
I Use HTML | Insert equatlon:| MNew V| ¥
Instructions: Status: Attachments:) | add attachments %
@ ; 5 In Progress (Attempt 1)
We will be writing a business plan in FOUR -
SEGMENTS (due in Units 1-4) for this Subrmission: I send I | LU | | ancel ‘ | Sews o [ |
? course, each of which will be graded_and HTML Creator O on @ off * Required field
A returned with feedback to integrate into
B | theFINAL cue at the end of Unit 5. prafessar,
g H Download and use the Unit 2 Business Blan My Unit 2 business plan segments are attached. R I
J Segments Outline (Unit 2 Business Plan eply
— Segments Outline.doc) file located in the Dermo Student *subiect: -
a Attachments zrea, balow. ubject: Re:Personal Experiences
[
— Complete the segments required for Unit 2, E .
then submit your assignment by uploading it .j Yse HIML MESSE!I_:]E. HTML Creator O on @ Off
— into the Unit 2 Business Plan Segments add Attachmentsl
Assignment Drop-Box, Be sure to label your L Hello A”J
file with your last name (e.g., Smith Unit
B Add Comment: I am the sole proprietor of a small busir=ss.
Attachments: ‘ Submit ‘ | Gancel ‘ ‘ Save as Draft
Unit 2 Business Plan Segments
Nutline doe g
Cuse HTML i Insert equation:| New | ¥
Attachments: I Add Attachments I%

[Post | | preview | | cancel | | | save as Draft |

* Required field
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The Get Files window will be displayed. Files stored in the file manager (in the blue
Title and Type box below) can be attached, or files can be uploaded that are stored
In your computer.

Get Files
[@] Your location: My Files
Mg.lr Filas Filter content: | all Types v P
u My Files ] Title Type
This folder contains no entries.
My Computer

Double LEFT click your mouse on the My Computer icon to get externally stored files
from your computer.
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Look in the folder where your file is stored by clicking the pulldown button.

Get Files
% Upleoad Files from Your Computer
My Files :
i 3 Open @

> [t | i et s tmener: [ V9 2@
- 5 ] Taylr r
Wy Computer k

My Recenk
Documents

[

Desktop
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My Documents
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o o
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! File name: | Tavlor Unit 1 B-Plan.doc Cpen (
My Metwork, :
Places Files of typei |4l Files N Cancel
@"I javascripk:changeAreal'MyCOMPLUTER") B Internet

LEFT click on the name of the file to select it, and it will appear in the File name field.
Click the Open button from your computer, then wait for the file to attach.
SHORTCUT: Double LEFT click on the file name and it will automatically upload.
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v Lolleges Wnline

Attached files appear with the name of file, your name, and date/time the file was

uploaded.

< Your location: Assignments » Edit Submission » My Files

i Edit Submission: Unit 2 B-Plan Segments {Attempt 1 }

=

Instructions: Status:

4@ We will be writing a business plan in FOUR LRy

] SEGMENTS (due in Units 1-4) for this Submission:
course, each of which will be graded and HTML Creator O on @ [Off

% returned with feedback to integrate into

B the FIMAL, due at the end of Unit &, Professar,

¢ ” Download and use the Unit 2 Business Plan My Unit 2 business plan segments are attached.

=] b Segments Outline {Unit 2 Business Plan
Segments Outline.dac) file located in the Demo Student

Attachments area, below,

@ Complete the segments required far Unit 2, = P A 4

then submit your assignment by uploading it = = _
into the Unit 2 Business Plan Segments Demo St Unit 2 B-Plan.doc Demo Student 11107161011 - May 18, 2005
sssignment Drop-Box, Be sure to label your 12:46 P
file with wour last name (e.g., Smith Unit | Add Att_aﬂwments |
23,

Add Commant:

Attachments:

Unit 2 Business Plan Segments

Mutlinag dae

Submit | | ancel | | Save as Draft

Files can be deleted by clicking the Remove button.

© 2006 Colorado Community Colleges Online



