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Uploading and Sharing of Files

This tutorial details the steps in uploading and sharing of files.

Upload Files

After logging in, one may upload files via My Private Files in the Dock, especially for files that are 

meant to be repeatedly shared with several classes or courses.  

Organize by Files or Folders

You may directly upload individual files or create a folder under which files can be uploaded.

Turn editing on before sharing files

Sharing of files starts by enabling Turn editing on, either under Course administration or on upper 

right panel. 
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Add a resource

Once Turn editing on is enabled, you'll see the Add a resource feature under the relevant topic. 

Sharing of your uploaded files can proceed either by clicking on the File or Folder option. 

Share a file

To share a file, fill out (1) Name of file. (2) Add a file directly or create a folder under which files can 

be added. To help deal with old browser plugins and incompatibilities, under Options, enable 

Force download. Do not forget to save the page once you're done.
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