How do | upload files?

Go to Resources.

Select the Resources tool from the Tool Menu of your site.

Click Add, then Upload Files.

Location: D Poetry 101 Resources

® - Title & Access
1 Poetry 101 Resources Add »  Actions ~
- Poems Add ~|  Actions ~ Entire site
] Poetimages Add *  Actions ¥ Entire site

] PowerPaints Entire site

ntire site

Create Folders

= |j Readings

} Copy Content from My Other Sites
Add Web Links (UBLs)

Create HTML Page

Create Text Document

Create Citation List

To the right of the folder you want to upload the file, from the Add drop-down menu,
select Upload file.

This displays the Upload Files page.


https://sakai.screenstepslive.com/s/sakai_help/m/13982/l/604865-how-do-i-upload-files/show_image?image_id=3510678

Click Browse.

Location: Poetry 101 / PowerPoints /

File To Upload o file selected.

Display Name _ | Add details for this item

Add Another File

Email Motification Mone - No notification

Cancel

Click Browse to locate and select the file on your computer.

Edit display name. (Optional)

Location: Poetry 101 / PowerPoints /

File To Upload | Browse... | Lecture0l_PoeticForms.ppt
Display Name [Leetre0 L Poeticrormapet 1) Add details for this item

Add Another File

Email Notification | None - No notification

Upload Files Now Cancel

By default, the Display Name is the same as the file name. You can edit the Display
name here.

Note: The selected file name will appear to the right of the Browse button.
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Click Add Another File. (Optional)

Location: Poatry 101 / PowerPoints /

File To Upload | Browse... | Lecture0l_PoeticForms.ppt

Display Name | Lecture01_PoeticForms.ppt | Add details for this item
Add Another File

Email Notification None - No notification =

Upload Files Now Cancel

You can upload as many files as you want (within the site's uploading size limit) by
clicking Add Another File.

Click Upload Files Now.

Location: Poetry 101 / PowerPoints /

File To Upload ‘Browse... | Lecture0l_PoeticForms.ppt

Display Name | Lecture01_PoeticForms.ppt I Add details for this item
File To Upload | Browse... | Lecture02_19thCenturyPoets.ppt

Display Name | Lecture02_19thCenturyPoets.ppt |  Add detalils for this item
File To Upload Browse... | Lecture03_20thCenturyPoets.ppt

Display Name | Lecture03_20thCenturyPoets.ppt | Add details for this item

Add Another File

Email Notification ._None - No notification

Upload Files Now Cancel
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View files in Resources.

Location: L:.l Poetry 101 Resources

$ L Titlesz Access
[C] Poetry 101 Resources Add v  Actions v

= (3] Poems Add ~ Actions v Entire site

= (] Poet images Add ¥  Actions ¥ Entire site

& PowerPoints Add ~  Actions v Entire site

- {@ Lecture01_PoeticForms.ppt Actions ¥  Entire site

@ Lecture02_19thCenturyPoets.ppt Actions v  Entire site

) {@ Lecture03_20thCenturyPoets.ppt Actions v  Entire site

(C] Readings Add v  Actions ¥ Entire site

» Copy Content from My Other Sites

The files are uploaded and placed within the selected folder.
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