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LiveText - Accessing Files from the Uploaded Zip Folder

Once you have uploaded your ddplastname.zip folder (i.e. ddpsmith.zip) to LiveText File Manager, the files within the folder
will always be available to you. To access the individual files from the ddpsmith.zip folder, the files have to be extracted and
uploaded to the LiveText File Manager individually as needed.

Part 1 - Unzipping Your DDP.zip Folder (steps 1-24)

Part 2 — Uploading Individual files to LiveText (steps 1-14)

R

Part 1 - Unzipping Your DDP.zip Folder
1. Log into LiveText using the Firefox browser.
2. Click the Login button.

teststu1 sssnsel .’ Forg
a ™

Livelext OVERVIEW PARTNERSHIPS NEWS & EVENTS

ABOUT

3. Click on the Tools menu.

Dashboard Courses Documents Reviews Forms Community Tools

ormation Active Assignments | Active Documents | Active Reviews

AC-101 - Section 01

4. In Quick Links, select File Manager.

Tools

Quick Links

Q Groups
V° visitor Passes

Support

B studentFAQ
7] support@livetext.com
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' d
Reports  Standards & Outcomes “ Flie Manager
H : : @) File Manager 4
5. In the list of the Uncategorized tab, you will see - g ¢
h . f I Uncategorized ives Trash 1§ < Upload Files/images  Cloud Import
t ezip older. s 123 4|5/ Next
@
Apply Label ® X Delete Q search
Elle Name EileType  Size @ DateUploaded  Actions
,‘ zip 24.48Mb  4:03PM /‘Rename
4

O Essay Feedback.docx

docx 11Kb Jun1 # Rename | Download

W

?m'T 1 : ImlsI Help
6- If y0U dO nOt see the Rename and Download w  Tookbars — v hail € 10L [ Alvemo College Intranet ) The Launchpad [ Library J Technology Services £ Alveno College - Technol...
Quick tabs Cerl+Q
buttons (circled in red) to the right of the zip I bpere o ' UE Sl U=E)
Goto ¥
folder: I sop b
) . B Refresh [ Community
1. click on the View menu I Zoomas% < 2 ) | zomn s
Tet size »|  Zoomout - 3
2. Select Zoom ;Mmg s ~
3. Select Zoom out |
File Name File Type Size & Date Uploaded Actions
@ ddpsmith.zip zip 24.48Mb  Jun4 # Rename M D
7. You have access to both buttons without having L) File Nam FlleType  Size o Date Uploaded  Actions
to scroll to the right. ﬂ . ) ; :
0 8 ddpsmithzip o %4Mb  Jund W

5
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| ddpsmithzip
x = which is: Compressed (zipped) Folder (245 MB)
Apply Label ® Delete from: htps://college.livetext.com Q, search
In Firefox: - What should Firefox do with this file? =
Eile Name s ) IF Actions

8. Click on the Download button. ® ddpsmith.zip i 7 4 z ,.Renam
9. Select Save File, and click the OK button. O Essay Feedback.d D e oty fo s B i roma icw Vo # Rename M Download

Essay Assignmen!

Q # Rename M Download
H capturedvideo.Mc ‘ L_@_l(md # Rename M Download

H i maaT991a anT00ANT o Annvec vislAas P I~ _a

Organize ~ Mew folder ﬁ; - @

e -
| Libraries

_IJ System Folder
el

. . . 5_-. ecent Places [ | Computer
10. Click on the Desktop, flash drive, etc. This area Hreenecs | g e
will be backup for all your DDP files. e 9 e
. 1% Computer
11. Click the Save button. i

]

239 bytes

£ Local Disk (C3) ) The Launchpad |
Int: t Shortcut
3 BATCHVIDEOS [\ ™ #ﬁ. et snerey 2
e ddpsmith.zip) -
Save as type: [Compre;;ed (zipped) Folder (*.zip) v]

“ Hide Folders ‘ Save ’ Cancel

12. Right click on your zip folder.
13. Click on Extract All...

Open
[ Scan with System Center 2012 Endpoint Protection...
Open with...

Restore previous versions

Send tn 3

e
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Extract §sed Foldel
Select a Destination and Extract Files
Files will be extracted to this folder:
Browse..
14. In the popup window, click on the Extract B e A e
button.
o)
15. Once the extraction is complete, double click on
the DDP_Download folder. e —————.
Organize « Include in library = Share with = = 4=
- Favorites EE
B Desktop . DDP_Deownload
4. Downloads
2| Recent Places
- Libraries
. ¢ ddpsmith » DDP_Download » w | +4 M Search DD... O
View Tools Help
Include in library = Share with = » == « [ @
16. Click on the start_here.html file. B Name Date modifi
ip : 6,/9/2015 9:
pads @ start_here.html 6/9/2015 9:
tPlaces

o015
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17. Your Portfolio will open. Notice, that you only
see two tabs, the My Portfolio and the My
Resources. You have access to all completed key
performances and any files you have uploaded to
your My Resources.

18. To view all your files uploaded to key
performances, click the down arrow in the
Completed Key Performances for box.

19. Select All Matrices.

.HH PDI'H-i:IIiﬂ My Resources

.AIl Matrices 3} |

Completed Key Performances for

Computing & Information Technology
Education

= =EF ™ = ducation Standards

Elective Studies - Support 4 ICM L4 Speech
ALG 051 seff Masters Communication Matrix uy .

o — | : Reading History
mee iz e sssessment - @ (5) ] Masters of Science Nursing D[s} ot
Spanish Language and Cultures [256 - Q (1P)

Business and Management b Resding Histary

PCM 130 1 ICM Final (S}
Assessment(S) MGT 210 1 Debste(S)
MGT 210 1 Debate(S)

Developing a Global
Pers ive

Effective Citizenship |

Aesthetic Engagement FII:}MD ng Hi

Placement here determined by student - all others are determined by Key Performance designer

Problem Solving
Waluing

MGT 210 1 Debate(S)

20. Select any key performance to access files for
upload to the LiveText File Manager.

My Portfolic > Key Performance List View

Completed Key Performances for |A” Matrices A

Key Performance Mame
AZ10A ICM L4 Speech

ALG 051 self assessmeant
CM 110 Communicsor

CM 212 WDC Level 3 Speech
€5 385 Final Project

ED 215 Secondary Level

Associated Matrices Owerall
Abilities Matrix IF
Abilities Matrix

Abilities Matrix

Abilities Matrix

Computing & Information Technology
Education

Education Standards

Elective Studies - Support

Abilities Matrix

Abilities Matrix

Business and Management

Mastars of Science Mursing

Abilities Matrix

Abilities Matrix

Spanish Language and Cultures
Masters Communication Matrix

ELS 111 ELS gssessment
EN 330 Reading History
MGT 210 1 Debate

MSHN 811 1 Learner Model

MT MT255

PCM 130 1 ICM Final Assessment
SLC 203 Un Show de Cocing
TLAS12 Case 2

G 0 @ w [\ n o [0 e W o W
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21. Click on the file.

22. Click Save As.

23. Click on the Desktop, flash drive, etc. This area
will be backup for all your DDP files.

24. Click the Save As button.

Moy Pacfarmance ind Assigned Campleted

r
CH 110 Comimunicator Coul Windows Internet Explorer h
Titha Firil Salf Adddddraal

Designer Cheis E Mizta

Description Evaluate your progress &

Criteria Maats the Lavel 2 Comem
DMLY OME

What do you want to do with
CM110CommunicatorSAdoc?
Size Z1.5 KB

From:
Calkersimanhofs\Deskt op' ddpsrmati\DDP_Dewnload files\kpdes.

% Open

Thie file wen't be saved autormatically,

3+ Save

Part 2 - Uploading individual files to LiveText
1. In Firefox, go to livetext.com.

2. Loginto LiveText.
3. Click on the Tools tab.
4. In Quick Links, click on File Manager.

Quick Links

'h Groups
V' visitor Passes

& File Manager

5. Click on the Upload Files/Images button.
Click on the Browse button to locate your file(s).

Tools
Reports Standards & Outcomes

&l File Manager

Uncategorized Archives Trash Manage Labels § Upload Files/Images J Cloud Import

gur computer to upload:

Visitor Passes File Manager
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Organce = Fiem toicher

1 (== vesitop ) “2  select the location to which
you saved your file(s):

NR——
7. Select the location where your file(s) is/are ~ e " ion desktop, fash drive, etc.
saved. S bt ' mf R
& Computer Ei
8. Select the file individually. & Locat Dk <)
9. Click the Open button.

LumAccessns do

A FOEBC docx
* BATCHVIDEDS ( m aprimioeiperr e
o* Courses (\stulw =| 1228

S homes [\lasevasl
‘x* degtihae (\\degt
o NS (Odeptsh ~

Fle name  vermcFDEX docx - AR Fdes )

AlvernolFDBE. docx {

10. Wait for the file to upload.
11. Confirmation of the upload will appear.

Upto 1 GB in Size.

2] AlvernoJF DEK doo Completed

X Bemave

Up o 1 OB in sie.

&l File Manager
Opening AlverncJFDEK.docx [ = |

Uncategorized ~ Archives : :

You have chosen to open:

13. Click on the OK button in the popup screen.

12. Make sure the file opens. Click on the file name.

Browse your computer to uj

Mo file selected.

) AlvernoJEDBK.docx

Up to 1 GB in size.

AlvernoJFDBK.docx

which is: Microsoft Word Document (12.7 KB)
from: https://college.livetext.com

What should Firefox do with this file?

@ Openwith | Microsoft Word (default) -

() Save File

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

‘ oK ' Cancel
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Uncategorized | Archives Trash Manage Labels Upload Files/images Cloud Import

14. Note: In this case the files are listed by date

Showing 1-2
| | \ if you are uploading several files individually, you will

uploaded, but you can have them listed by File . soe them isted nfhe Uncategorzed tab

. . .. Del
Name, File Type or Size by clicking on the Apply Label ¥ | 7 B€EEEE
heading. O File Name FileType  Size & Date Upload
. o (& N Alverno)FDBK.docx Inthis case. they are listed 13Kb 9:05AM

Remember: Files are uploaded individually only. o

based on the date uploaded.
B 0 M 212 speech for ddp.rm

1753Mb  7:41AM
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