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Uploading Your DDP to the LiveText File Manager

Once you have downloaded your DDP (the key performances from the My Portfolio tab and any files from the My Resources
tab), you may upload the .zip folder to your LiveText File Manager area. By uploading the .zip folder, all your files including
faculty feedback will be uploaded as one unit.

N

1. Log into LiveText using the Firefox browser. " feststut sosees 2
2. Click the Login button. Livelext OVERVIEW PARTNERSHIPS NEWS & EVENTS ABOUT

Dashboard Courses Documents Reviews Forms Community Tools

3. Click on the Tools menu. ormation Active Assighments | Active Documents | Active Reviews

AC-101 - Section 01

Tools

Quick Links

t Groups
4. In Quick Links, select File Manager. V_\vicitor Pacces

File Manager

B studentFAQ
7] support@livetext.com
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5. Select Upload FiIes/Images. Uncategorized | Archives Trash Manage Labels Gpload Files/Images } Cloud Import

6. When the File Manager opens, the requirement
limit is indicated as 1 Gigabyte.

7. Minimize Firefox.

i@l File Manager

Uncategorized Archives Trash Manage Labels | Upload Files/Images

Browse your computer to upload:

Browse.. | No file selected. The Portfolio.zip folder J

cannot be more than 1 GB
Up to 1 GBin size.

Extract All...
8. Find your Zip folder in the saved location. g P g
9. Right click on the folder, and click Properties.

aul at
Delete

Rename
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General | Security | Details | Previous Versions |

i _ ddpsmith _zip

The size of the ddpsmith.zip folder
Type offile:  Corr is well within the size requirement

of 1 GB.
Opens with: = Winoow

/ Change "

Location: CZ\U'ADESHDD

Size: 24 4 ME (25,669 636 bytes)
10. The size of the zip folder is well below the 1 GB Sizs ondisk: 244 MB (25,673,728 bytes)
limit.
Created: Yesterday, June 03, 2015, 8:16:11 AM

11. Click the OK button.

Modffied: Yesterday, June 03, 2015, 8:16:11 AM
Accessed: Yesterday, June 03, 2015, 8:16:01 AM

Attributes: [[|Readonly []Hidden
Security: This file came from another
computer and might be blocked to plghlock

help protect this computer.

Lok |) Cancad ][ ooy

il File Manager
Lo . Uncategorized Archives Trash Manage Labels | Upload Files/Images
12. Maximize Firefox.

13. Click the Browse button.
Browse your computer to upload:

0 file selected.

Up to 1 GB in size.
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— Michzscft Word Document
—| 147 KB

T
= Recent Places

—. DDPTentative question list
mE regarding DDP decemmissioning....
— | Microsoft Word Docurment

» = Libraries
14. Locate where you saved the folder (Desktop). 218 Computer
15. Click to select ddpsmith.zip folder. . &, Local Disk (G DownloadingPortfolieDirections.pd =

: f
16. Click the 0pen button. > 8 BATCHVIDEOS (\— Adobe Acrobat Document

» 8 Courses (Vistulse Dropbox
> # homes (\lasrv.al ‘E Shortcut
» o deptshar (Vidept: 985 bytes
> 69 staff2§ (\Wdeptsh = [——1» EDIToptions.docx

File name: ~ [ AllFiles ) - |

17. Depending on the size of the item, it could take

some time to upload. In this example, the upload

o h\k The file name and the
was mere seconds. Up to 1 GB in size. progress will appear.

ddpsmith.zip ( )

Browse your computer to upload:

18. Once the file is uploaded, you will see the No file selected.

CompIEtEd confirmation. @ ddpsmith.zip Completed X Remove
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