Adding Files in Your
Cloud Workspace

Click on the folder you would like to add files to
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A) Click File, then
B) click Upload Files
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A pop-up will appear allowing you to search your computer for files. You can
choose multiple files by holding down the Control key.
Once the files are chosen, click Open
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File name: | “ARC_Contact_List.pdf” “ARC_Contact_List.xls”

Open Cancel

Once all your files have been chosen, click Upload

Available free space (19038.58 MB): @)
In case of duplicate document : Create New Copy V¥
Filename State Size Progress
ARC_Contact_List.pdf Uploading 55.44 KB 3
ARC_Contact_List.xls Uploading 53.93 KB ®
Files: 0 Uploaded: 58.98 K
Select Files Upload Clear

All your files will now be listed
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