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Choose  
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Create a Folder 
 
Choose  
 
 
 
 
 
 
 
 
 
 
Enter a folder  
name:  
 
Select a location for 
the folder  
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Open a Folder 
 
Click on a folder to 
open  
 
 
 
 
 
 
Folder opened  
 
 
 
 
 
 
 

Delete a Folder 
 

Click the  for the 
folder to delete 
 
 
 
 
Under  
Options: Folders,   
choose  
 
 

Rename a Folder 
 

Under Options: Folders, 
choose  
 
 

 

 
 

 
 

 
 

 
 
 



 

Authored by Lea A. Mabry, MEd Copyright ©2004  
All RIGHTS RESERVED  The content of this document, or any part thereof, may not be reproduced or transmitted in any form  
or by any means, electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, 
without prior written permission of the copyright holder.  Contact Office of Educational Development, University of Arkansas for 
Medical Sciences, Lea Mabry, M.Ed. at (501) 296-1087 or lamabry@uams.edu for permissions. 
 

3

Enter a new name 
 
Choose  
 
 

Files 
 

Create a File 
 
Under Options: Files 
choose  
 
 
 
 
 
 
 
 
 
 
Enter a filename 
 
Select a folder 
location 
 
Enter the  
file content 
 
To access the html 
editor,  
choose  
 
When complete, 
choose  
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Edit a file 
 

Click the  for the 
file to edit 
 
Under Options: Files, 
choose  
 
OR choose the  next 
to the file  
to edit 
 
 
 
 
 
 
 
 
 
Edit the file  
as needed 
 
 
 
When all editing is 
complete,  
Choose  
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View a File 
 

Choose next to the 
file to view  
 
 
 
 
 
 
 
 

Delete a File 
 

Click the  for the 
file to delete 
 
 
 
 
Under Options: Files, 
choose  
 
 
 
 
 
 
 
 
 
Confirm the file  
to be deleted is 
correct 
 
 
Choose  
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Upload a File 
 

Under Options: Files, 
choose  
 
 
 
 
 
 
 
Choose  
 
  
 
 
 
Select the file to 
upload 
 
Choose   
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the destination 
folder 
 
Choose  
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Unzip Files 
 

Click the  for the 
.zip file to unzip 
 
 
 
 
 
 
 
Under Options: Files 
choose  
 
 
 
 
Select the folder in 
which to unzip  
the file 
 
Choose  
 
 
 
 
The files are  
unzipped. 
 
NOTE: Once the file is 
unzipped, be sure to 
delete the original .zip 
file to save server 
space. 
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Zip files 
 

To zip files in 
preparation for 
downloading,  
click the  for the 
files to zip 
 
 
Choose  
 
 
 
 
Confirm the correct 
files have been 
selected 
 
 
 
Select the folder to 
zip the files to 
 
 
 
Enter a filename for 
the zip file 
 
Choose  
 
 

Download Files 
 
Click the  for the 
files to download 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 
 

 
 



 

Authored by Lea A. Mabry, MEd Copyright ©2004  
All RIGHTS RESERVED  The content of this document, or any part thereof, may not be reproduced or transmitted in any form  
or by any means, electronic or mechanical, including photocopying, recording, storage in an information retrieval system or otherwise, 
without prior written permission of the copyright holder.  Contact Office of Educational Development, University of Arkansas for 
Medical Sciences, Lea Mabry, M.Ed. at (501) 296-1087 or lamabry@uams.edu for permissions. 
 

9

 
 
 
Choose  
 
 
 
 
 
Choose  
 
 
Choose  
 
 
 
 
 
 
 
 
 
 
Select a  
file location 
 
Choose  

 

 
 
 

 
 
 

 
 

 
 
 
 


