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Upload Center

The Upload Center is used to transfer a file from your computer to your Educator course
folder. This is a private area only you and your instructor can see.

To access the Upload Center, click on the Course Materials link on the left side of your 
screen. Next, click on the Upload Center sublink. 

Next, click on the name of the folder that you wish to upload the file to.

Click on the [Browse] button. 
 
Locate your file in the drive and directory you saved it. 
 
Double-click the filename to make it appear in the upload window (or alternatively,
highlight the filename and then click on the [Open] button). 
 
Click on the [Upload File!] button. 
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To confirm that your file was successfully uploaded, you may click on the folder name to
view the contents. If you can see your file listed, so can your instructor.

 Helpful Tip:  You can either upload a file directly into your folder or  through an
external assignment link. The latter is recommended if the file actually is an assignment
you're submitting for a grade. This way, the file will be identified as belonging to that
assignment and your instructor will easily find and grade it.

 

 


