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Before you Begin J Collect all the files you want to import into a zip file.
b Make sure that the zip file is accessible on your hard drive
\or network, or upload it to your eLocker.
( )
( Upload the Zip File J

1 Navigate to the Class or Group folder that
contains the Gallery.

Folders it B Export Fotder

. f{-u!-u*nlmu @ & Inspirational Art
@ roelit B8 e i i
Qruun gy Myl BAESEENAFEEIGRE 2 Click the Gallery to which you want to
e e R | add an item.

3 Click the Add Item button.

Calery Browse Gallary | View Slideshow | Search Gallery

Van Gogh Gallery coie e 1oy

ol an camas PAINKings portrait self

4 Click Choose File or Browse (depending
e | 4 Demman 5 on which operating system you use).
= Navigate to the zip file and select the file.

5  Click the Upload button.

4 D @2 5
e i bomsii The Unpack Option page appears.
L mmmmmm———— 6 Ensure that the Extract and import
Sl e e multiple files option is selected.
6 @ s et
7 Click Next. The Edit Details page
—— o 7 appears.
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8  Inthe Tags field, type any general tags
i T W for the items.
T e 9  Ensure the items that you want to upload
---------------- | — are selected.
Select ltems
10 Inthe Item Title fields, edit the item titles
= ~ if necessary.
postman_roulin.jpg
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12 Click Finish. The items are added to the
Gallery and the Gallery Overview page
appears.
o loa Finish 0 12
Import the File from your
eLocker
= 1 Navigate to the Class or Group folder that
g s @ @ Inspirational Art contains the Gallel’y
‘h ’’’’’ S ! B Y i
Qe @ (v o fAZesme e o8 2 Click the Gallery to which you want to
—g — ; add an item.
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Description 5 in this Calery
A gallery of the weorks of Van Gagh, oil on camas PAINtings pertrait self
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How would you like ta Impors this aip Ale?
6 @ Gtract and impart maltiple files

Imgar as Single file

© Previous Nexr © 7

3 Click the Add Item button.

4 Click the Import file from eLocker
button and locate the zip file.

5 Adjacent to the zip file, click the Import
from eLocker button &=.

The Unpack Options page appears.

6 Ensure that the Extract and import
multiple files option is selected.

7 Click Next. The Edit Details page
appears.
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8  Inthe Tags field, type any general tags
e Lo 7 for the items.
Tag these Items
: 9 Ensure the items that you want to add
; are selected.
Select ltems
10 Inthe Item Title fields, edit the item titles
¥ postman_roulinipg if necessary.
maea Tiaks ;<[ Eemiman reuie ]
9 Tunaaabciarics 11 Click Next. The Preview Items page
® a1 of oreanjog A\ appears.
mams Tinle o[ Taia ol green ]
e Title [ Eoughmen |
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o — 12 Click Finish. The items are added to the
o e Gallery and the Gallery Overview page
appears.
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