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Before you Begin J Collect all the files you want to import into a zip file.
: 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 Edit B Export Fotder

. f{-u!-u*nlmu @ & Inspirational Art
@ roelit B8 e i i
Quin g b PAZeGEMArRE 0BG 2 Click the Gallery to which you want to
e Dugrions Gty | 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 P [ ] 5
o The Unpack Option page appears.
L mmmmmm———— 6 Ensure that the Extract and import
= - S— multiple files option is selected.
6 @ D gt mal
7 Click Next. The Edit Details page
& v wno (7 appears.

J
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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
i ~ if necessary.
postman_roulinjpg
9 W hchair iog ' 11 Click Next.
® a1 of oreanjog '
mesn Tinle :[TRTE of green 10
ploughmen jpg
e Title [ Eoughmen |
O Privisut Maat 11
12 Click Finish. The items are added to the
Gallery and the Gallery Overview page
appears.
© ha-yion sinkeh & 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 ! aw Activities
Qe @ (v o fAZecms e o8 2 Click the Gallery to which you want to
—g — ; add an item.
Vam Cogb Callery 2 BIEMM By Teucher Tooy B T
J
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shaow  Search Gallery
Van Gogh Gallery coie e 1oy

Description 5 in this Calery
A gallery of the weorks of Van Gagh, oil on camas PAINtings pertrait self

..... Romraik

ﬂ o
Teacher, Tony
sunflpwers

& Add hem 3

= Uplcad File:

Upload file:

{Croase File ) o fia seieciss v N
import filets: | () bmgesat file from slocker 4
% Cancel
Import Fram eLocker
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@nmu i w Fodder: Lotk
i - File Biag.
Enalish [
) e B toborn st P — 7]
b, e (=08 0 & e 30/06/200% snia
‘ Syl tulders Bl | B gl Teme e 30/06/2029 L1230
E'.nmm sosher 1 B o couhe /0717008 w5 u
[ /02 (2008 7.07 il g
Coemivity slocker -
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> Umul Lisgraturs 'K}
- I g Lesning Raseurces 3 &

b L
> ‘shory Story elocker ¥ 3
m_} * Uphoad new item 1 tmport selected tems

L Unlead File-
Uplaad File

] Unpack Dpsisn:
=

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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Tag these Items

Select ltems

Select the e you weik 10 wpload, System and hidden files have been befe usclecsed by default

N
”postman_roulin.jng

9 g-.. Tiale [ hoarman_reulis ]
vangoughchair.jpg
Iem Title *[Fangoughehar
field of green.jpg
e Tirle :~[TalE of grmen ]

ploughmen.jpg

e Tinke [ ploughmen |

»
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N

8 In the Tags field, type any general tags
for the items.

9 Ensure the items that you want to add
are selected.

10 Inthe Item Title fields, edit the item titles
if necessary.

11 Click Next. The Preview Items page
appears.

12 Click Finish. The items are added to the
Gallery and the Gallery Overview page
appears.
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