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How-to Guide: Uploading and Downloading Files

This support guide provides information about uploading and downloading files to technology
platforms such as: emails, cloud-based services, browsers, and Desire2Learn (D2L).

What is the difference between uploading and downloading files?

Uploading is sending files and visuals from your computer/device to a cloud-based service, such as
Office 365 or D2L Locker

e For example: Upload assignments to D2L to be graded
Downloading saves files and visuals from the internet to your own computer/device

e For example: Download a syllabus from D2L to any personal device to see when assignments
are due

Where to Download and Upload a File?

It is important to know where to save or send files. Download and upload files and visuals from a
personal computer, cloud-based services, email, or D2L.

To download a file, click the download button, download symbol, or “Save Page As” in a D2L shell,
email, or Microsoft Office 365.
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To upload a file, click the upload button, upload symbol, “Attach,” or “Add a File” in the D2L shell,
email, and Microsoft Office 365.

& Upload f @J Add a File
M
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How-to Download Files
Download from D2L

1. Select the desired module and topic on the class’s D2L shell. Scroll down to the bottom of the
document and click on Download.
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2. In the dialog box, “What should Firefox do with this file?” choose “Save File” and click “OK”.

Opening Digital Profile Rubric.docx X

You have chosen to cpen:
f1=| Digital Profile Rubric.docx

which is: Microsoft Word Document (19.0 KB)
from: https://ccd.desire2learn.com

‘What should Firefox do with this file?
(@) Open with | Microsoft Word (default) w

Do this automatically for files like this from now on.

Cancel

3. In the upper right corner of Firefox’s task bar, click the download symbol. Click the File symbol
to save the desired file to the personal device.
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4. The downloaded file will appear in the File Explorer.

¥ [ = | C\Users Downloads
Home Share View
A ; » This PC » Windows (C:) » Users 3 » Downloads
- 30 Objects " Marme B Date modified

I Desktop Digital Profile Rubric.docx 12/9/2019 10:06 AM

Iif' Documents z Lhgita elling - - 333 PMazip 11/4/2019 3:33 PM
* Downloads [=) OT W2 Upload vs. Download.ppix 11/7/2019 4:24 PM
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Download from Email

1. Select the desired email message with an attachment from the inbox.
Then, click the download symbol located at the bottom right of the attachment.
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C@ Upload vs. Download.dogy
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2. When the dialog box appears, choose “Save File”.

COpening Upload vs. Download.docx x

You have chosen to open:
15| Upload vs. Download.docx

which is: Microsoft Word Document
from: https://attachments.office.net

‘What should Firefox do with this file?
] DOpenwith | Microsoft Word (default) i

(®):Save File

[] Do this automatically for files like this from now on.

Cancel

3. In the upper right corner of Firefox’s task bar, click Download. Click the File symbol to save the
desired file to the personal device.
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a Upload vs. Dommlosd(2} docx

Shorer All Downdoads

4. The downloaded file will appear in the File Explorer.

‘ ' |ﬂ = | Ch\Users yDownloads
Home Share Wiew
A * » ThisPC » Windows (5] » Users » » Downloads
~ Mame B Date modified

#F Quick access

B Desktop
‘ Downloads

12/9/2079 10:41 AM
12/9/2019 10:33 AM
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Download from Microsoft Office 365: One Drive
1. Click the circle to select the desired file.

[ Name Maodified

|| :A55ignment5 |~ A few seconds ago

2. Select “Download” on gray task bar under the purple ribbon.

SHAREPOINT | )
HOMEPAGE OneDrive

L Search everything |& Share @ Copy link

i Download

3. When the dialog box appears, choose “Save File.”
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Opening Assignments.zip x

You have chosen to open:
Assignments.zip
which is: Compressed (zipped) Folder

from: https://northcentralus-mediap.svems

What should Firefox do with this file?
(O Openwith | Windows Explorer (default) R

[] Do this automatically for files like this from now on.

Cancel

4. In the upper right corner of Firefox’s task bar, click Download. Click the File symbol to save the
desired file to the personal device.

5. The downloaded file will appear in the File Explorer.

¥ [ 7 | ChlUsers Downloads
Home Share View
I ; » ThisPC » Windows (C) » Users » + Downloads
() Mame Date modified
7+ Quick access
Important Things 12/9/2019 10:41 AM
i I Desktop p .q )
‘ i Assignments.zip I 12/9/2019 2:05 PM
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How-to Upload Files

Upload to D2L

1. Select the desired module and topic on the class’s D2L shell. Click “Add a File.”
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Submit Assignment
Files to submit *

(0) file(s) to submit

A ) ding, you must click Submit to complete the submission.
ra =

2. In the dialog box, “Add a File - ....” Click on the desired storage location. For example, “My
Computer”.

Add a File - Digital Storytelling -

G My Computer

i My Locker
B3 Group Locker
mm cPortfolio

3. Click Upload.

Add a File - Digital Storytelling - Community College

Drop files here, or click below!

D Upload

You can upload files up to a maximum of 1 GB.

4. Select the file from the personal device’s File Explorer and click “Open”.
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@ File Upload

T |5 » ThisPC » Documents

Organize + Mew folder

. . Al Files (") v

& OneDrive Nama
B This PC Custom Office Templates “ Cancel
I @ Digital Profile Rubric.docx l

M I Clkiasts

5. Click Add in the bottom left corner of the dialog box.
Add a File - Digital Storytelling - Commnr

Drop files here, or click below!

[ &> Upload ]

You can upload files up to a maximum

E Digital Profile Rubric.docx (19.04 KB) X

‘ “ \ Back Cancel

6. The uploaded file will appear under “After uploading, you must click Submit to complete
the submission.”

Submit Assignment

Files to submit *

(1) file(s) to submit

After uploading, you must click Submit to complete the submission.

Add a File

Digital Profile Rubric.docx (19.04 KB) x

Source: My Computer
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Upload to Email

1. In the new message box, click on “Attach” symbol.

B Send ]E Discard =i

To Bee

Cc
Add a subject

2. Click on the desired storage location to upload the file. For example, “Browsed this computer”.

MJ Attach ™~ ]E Discard

El Browse this computer

™ Browse cloud locations

3. Select the file from the personal device’s File Explorer and click “Open”.

@ File Upload
A |E » ThisPC » Documents

Organize = Mew folder

. All Files [*) v

& Onelrive
Custormn Office Templates
I @ Digital Profile Rubric.docx I

M AN Nikiasbe

4. The uploaded file will appear under the subject line of the email message.
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B Send MJ Attach ]ﬁ[ Discard =
To Beco
Cc

Add a subject

Digital Profile Rubric.docx

19 KB

Upload to Microsoft Office 365

1. Select Upload in the gray task bar under the purple ribbon.

OneDrive

$ Upload

2. Click file or folder to send the selected file to the desired cloud-based service, like One Drive.

SHAREPOINT ‘

HOMEPAGE

£ Search everything + New v

+ New ~¥ 7T Upload ¥ & Share @ Copy link

Files > £ Folder

3. Select the file from the personal device’s File Explorer and click “Open”.

@ File Upload
A |5 » ThisPC » Documents

COrganize = Mew folder

N Al Files () v

& Onelrive
Custormn Office Templates
I @ Digital Profile Rubric.docx I

M AN Nikiaste
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4. The uploaded file will appear in the cloud-based service’s files.

-+ Mew ~ T Upload >~ ¥ Share %@ Copylink o Sync
P Py Y

Files > Assignments

[ Mame Modified

I m '\Digital Profile Rubric.docx I Afew seconds ...

Need more support?

e CCD’s recommends using Firefox for supporting the student resources, like CCDconnect, D2L

and Office 365
e To learn more about downloading or uploading from different browsers, meet with a Digital

Zone tutor for individualized support
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