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Uploading a File

Uploading a File

There are two ways to upload a file in Digication
1. Asan Object — the file will appear in a Window
2. As a Link —the file will appear as a Link

1. To upload afile to Digication as an Object (file shows in window)

Step 1: Click on the blue + icon located at the bottom right of the page to go to “Content Library”

Step 2: Click on Upload File
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Step 4: Browse your computer, select the file and click Open

- -

Name Date moc

5 updated CV
" updated CV 2/23/201¢

m

m

~ | AllFiles -

o 1) [ ]

New Digication — Uploading a File



Step 5: Click Upload

Step 6: You will see the file loaded as an object. Place your cursor over the bottom right corner of the file,
click, hold and drag to resize the file:

FIRST NAME LAST NAME

Address - Phone
Email - LinkedIn Profile - Twitter/Blog/Portfolio
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To replace this text with your own, just click it and start typing. Briefly state your career objective, or
summarize what makes you stand out. Use language from the job description as keywords.

EXPERIENCE

DATES FROM-TO

JOB TITLE, COMPANY

Describe your responsibilities and achievernents in terms of impact and results. Use examples,
but keep it short.

DATES FROM-TO

JOB TITLE, COMPANY

Describe your responsibilities and achievements in terms of impact and results. Use examples,
but keep it short.

EDUCATION

MONTH YEAR
DEGREE TITLE, SCHOOL

It's okay to brag about your GPA, awards, and honors. Feel free to summarize your coursework Q
100, Wzé

2. To upload a file to Digication as Link (file shows as a Link)

Step 1: Within a Text Box, type in a phrase that identifies the file name.

Step 2: Highlight the phrase and choose the Paper Clip Tool:
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Step 3: Choose Upload File:
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Step 4: Click on Choose files:
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Step 5: Click on File and choose Open:
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Step 6: Choose Upload
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Date Modified

Today, 2:17 PM
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Jun 18, 2018, 3:36 PM
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File will now appear as a Link:

Syllabus

PUBLISH THE PAGES:

PUBLISH THIS PAGE
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5% ORGANIZE

@ MAKE A COPY

SAVE AS TEMPLATE

Step 8: Click Publish

CANCEL PUBLISH
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