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4. Select Multiple Files. 

5. On a local drive, open the folder containing the files and folders to upload. 

6. Select multiple files and folders at one time by holding down the CTRL key while clicking 
the files and folders to upload. 

7. Drag files and folders into the upload box. 

8. Files and folders appear in the upload box. Open another folder on a local drive and 
continue to add files and folders at this time, if desired. 

9.  Click Submit. A status bar will display the progress of the upload. 

Uploading Zipped Packages 

Files and folders can be zipped into a package and uploaded into Course Files. Zipped files can 
be automatically unzipped, keeping the folder structure and links intact. This is especially useful 
for developing a complete Web site or other linked content off line using an authoring tool and 
then uploading the entire site. Alternatively, keep the file zipped and use it as an attachment that 
can be downloaded and unzipped by users on their local drive. 

To upload and automatically unzip a package: 

1. Create a folder in Course Files for the contents of the zipped package. 

2.  Click the name of the new folder. 

3. On the Action Bar, point to Upload to access the drop-down list. 

4. Select Upload Package. 

5. Click Browse to locate the file on your local drive. 

6. Click Submit. The zipped package will automatically unzip in the selected folder. 

To link the unzipped content to a Content Area so that it will display as a unit, add the first or start 
page (for example index.html) as an attachment or file to a content item. Users click the link and 
the material will display with all the links, images, and navigation intact. 

To upload a zipped package without unzipping: 

1. Click the Course Files folder where the zipped package will be uploaded. 

2. On the Action Bar, point to Upload to access the drop-down list. 

3. Select Upload Files. 

4. Select Single File. 

5. On the Upload Single File page, click Browse to locate the zipped file on a local drive. 

6. Click Submit. 

Overwriting a File 

Files that are uploaded to Course Files that have the same name as an existing file will generate 
a prompt to overwrite the existing file with the new file. Overwriting a file is permanent and cannot 
be undone. To keep both versions, change the name of one file or add it to a different folder. 




