COMMUNITY EXCEL! ZONE

COLLEGE OF  Confluence Building — 4t floor

DENVER 800 Curtis St. Denver, CO 80204
303.352.6497 | ccd.excel@ccd.edu

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.
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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 upper right corner of the browser's taskbar, click the download symbol to open the file.
Or click the File symbol to save the desired file to the personal device.

3. The downloaded file will appear in the File Explorer.
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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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2. In the upper right corner of the browser's taskbar, click the Download icon to open the file. Or
click the File symbol to save the desired file to the personal device.
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3. The downloaded file will appear in the File Explorer.
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2. Select “Download” from the dropdown menu that appears.
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Copy link
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4. In the upper right corner of the browser's taskbar, click the Download icon to open the file. Or
click the File symbol to save the desired file to the personal device.

3. The downloaded file will appear in the File Explorer.
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How-to Upload Files

Upload to D2L through the Assignments tab

1. Select the “Assignments” tab to view assignments that are due for the class.
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O @icie  Learn D2L - CCD Student Support =2 & N l

Course Home Content Assignments Discussions Quizzes Grades Classlist More Tools- v Resources - v
Assignments

View History

Assignment Completion Status Score
MNo Category
Practice Assignment Folder Mot Submitted -/
®
2. Click on the Assignments name. In this example it is titled “Practice Assignment Folder”.
Assignment Completion Status
No Category
Practice Assignment Folder Mot Submitted

®

3. To upload your assignment, you must first click on “Add a File”.
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Assignments » Practice Assignment Folder

Practice Assignment Folder @
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Instructions

Please submit any files into this practice assignment folder. This is not a graded
assignment - it is just for practice.

Note that onfy your instructor can see the assignments you submit in your real
course(s).

Submit Assignment

Files to submit *

(0) file(s) to submit

After uploading, you must click Submit to complete the submission.
Record Audio Record Video
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4. In the dialog box, “Add a File - ....” Click on the desired storage location. For example, “My

Computer”.
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Add a File - Learn D2L - CCD Student Support - Colorado Community x
College System
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Cancel

5. Click “Upload”.

Drop files here, or click below!

You can upload files up to a maximum of 2 GB.

6. Select the file from the personal device’s File Explorer and click “Open”.
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7. Click “Add” in the bottom left corner of the dialog box.

Drop files here, or click below!

[ » Upload ]

You can upload files up to a maximum

B Digital Profile Rubric.docx (19.04 KB) X

‘ “ \ Back Cancel

8. 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

9. Click “Submit”.

Upload to D2L through an Assignment located in Content

1. Click on an assignment located within Content.
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Practice Assignment Folder - .

B, Assignment
Please submiL any tiles Into this practice assignment folder. This is not a graded assignment - it is
just for practice.

Note that on/y your instructor can see the assignments you submit in your real course(s).

Quizzes o @ Updated

@ Web Page

2. Click on “Upload”.
Practice Assignment Folder v & 1< >
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Instructions
Please submit any files into this practice assignment folder. This is not a graded assignment - it is just for practice.

Note that only your instructor can see the assignments you submit in your real course(s).

Submissions

Mo submissions yet. Drag and drop to upload your assignment below.

Drop files here. or click below!
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You can upload files up to a maximum of 2 GB.
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3. Your File Explorer will open, navigate to where your assignment is located. Click on the
location and file then click “Open”. In this example the assignment is in Documents, and is
titled “Instructions”.
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B Desktop »
l‘@ Instructions.docx

+ Downloads #

4. The uploaded file will appear under “You can upload files up to a maximum of 2 GB.”.

Submissions

Mo submissions yet. Drag and drop to upload your assignment below.

Drop files here, or click below!

¢ Upload Record Choose Existing

You can upload files up to a maximum of 2 GB.

B Instructions.docx (88.89 KB) X

5. Click “Submit”.

Upload a file attachment to an Email

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

B Send ] Discard - =1
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How-to Guide: Uploading and Downloading Files

2. Click on the storage location where the file is saved. For example, “Browse this computer”.

MJ Attach ]E Discard

L1l Browse this computer

™ Browse cloud locations

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

4. The uploaded file will appear under the subject line of the email.

B Send MJ Attach ]ﬁ[ Discard

To

Cc

Add a subject

Digital Profile Rubric.doox

19 KB

Upload to Microsoft Office 365

1. Select the blue circle with a plus inside.
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OneDrive

o For you

2. Click files upload or your preferred file format.
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3. Select the file from the personal device’s File Explorer and click “Open”.
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4. The uploaded file will appear in the cloud-based service’s files.

+ New ~ T Upload ~ & Share @ Copy link s Sync

Files > Assignments

[ mName Modified

I 5| ~Digital Profile Rubric.docx I Afew seconds ..

Need more support?

e CCD recommends using Firefox for supporting 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 located in the EXCEL! Zone on the 4" floor of the

Confluence Building.
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