View >

Sort by e
Refresh
ly space to bring up this menu. From here
P der" to make a new folder.
Copy Link e

Manage access S ;
T ) - -~ | ‘l'l.. y
View online A0 u use

Always keep on this device

Free up space
Mew 2

1 Display settings

il Personalize
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™

Right Click on a folder (or on a file) to open up
this menu. From here you can open the folder, or
you can rename it, or cut/copy and paste it

somewhere else.

You can also open a folder if you double-click it
with the left mouse button.

9

=]

o n

« B’

Pin to Cuick access
& Add to VLC media player's Playlist
&, Play with VLC media player

& Share
Copy Link
Manage access
View online
Always keep on this device

Free up space
T-Zip
Give access to

Restore previous versions

ﬁ Combine files in Acrobat...

(8] Scan with ESET End point Antivirus

Advanced options

Include in library

Pin to Start
Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties
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@ MNew Tab

&

B Worksho ps

o
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M

M

Gmail

gmail - Google Sear

gmail login
gmail email login
gmail sign up

gmail inbox

nbox (1) - g.swarnadhipathi@gmail.com - Gmail - mail.google.cm/mail/u/0/7cgbl#inbox

nbox (1) - g.swarnadhipathi@gmail.com - Gmail - mail.google.cim/mail/u/0/?tab=rm&ogbl#inbox

nbox (1) - g.swarnadhipathi@gmail.com - Gmail - mail.google.clim/mail/7tab=rm&ogh

e iR &

Q, Search Google or type a URL

Home

o]

ingClub

Payworks

o

hitps:/fwww....

F L.-

Inter

+

Add shortout

W —

L

)

# Customize Chrome
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® Gmail X +

& C & accounts.google.com
P Digital Creativity [} Sectorknowledge || 1CA Comms/Info

s ) Workshops and Trai.. @ https//www.ocmsc... Faves - playlist by G.. Z Zoom [ Leamning Tools

From this spot you will Google

need to enter your
information (your email

and your password). a FEl

Forgot email?

Signin

to continue to Gmail

Not your computer? Use Guest mode to sign in privately.

e mere You will need to click
m ( this "next" button after
Create account
you enter your email,
and again after you enter
your password.

English (United States) - Help Privacy Terms
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! sponsorship forms - g.swamadh X +

< & # mail.google.com

5 v Worlkshops and Trai... & https://www.ocmsc... Faves - playlist by G... 2 Zoom |} Leaming Tools [J| Digital Creativity [} Sector knowledge [} ICA Comms/Info

= M| Gmail

Q  spo X 3 @ @

« B 0 m B 0 @& B8 D

N\
C]

sponsorship forms Inbox x C 8 B

o Raynah Mclvor & Tue, Mar 28, %:04PM ¥y @

Glen Swarnadhipathi & Tue Mar 28, $56PM <%
Virus-free www.avast. com On Tue, Mar 28, 2023 at 9:04 PM Raynah Mclvor <raynah mcivori@gmail.com:= wrote:

© % g

©

+ o Slf:.ns:::a:nadhipathi «g.swarnadhipathi@gmail.com> © Tue MarZ8 1010PM ¢ +
’ To download a file that someone emailed to you
Virus-free i avast com click the arrow that is pointing down.
One attachment - scanned by amail 0 @ BE CAREFUL, DO NOT DOWNLOAD A FILE FROM &
@ Mcivor,R. 2023 Sept- SOMEONE YOU DO NOT KNOW.
] Vv
[ € Reply l '.r—3'r Forward '
>
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! sponsorship forms - g.swamadh X +

< & # mail.google.com

5 v Worlkshops and Trai... & https://www.ocmsc... Faves - playlist by G... 2 Zoom |} Leaming Tools [J| Digital Creativity [} Sector knowledge [} ICA Comms/Info

M Gmail Q  spo X 3 ® @

« B 0 m B 0 @& B8 D

2 )
o° sponsorship forms Inbox x C 8 B
w 0 Raynah Mclvor & Tue, Mar 28, 3:04PM ¥ @
C]
B &
Dl e Glen Swarnadhipathi & Tue, Mar 28, 9:56PM %
Virus-free www.avast. com On Tue, Mar 28, 2023 at 9:04 PM Raynah Mclvor <raynah mcivori@gmail.com:= wrote:

o Glen Swarnadhipathi <g.swarnadhipathi@gmail.com: After down load i ng, a bar Wi ll Open at the bOttom Tue, Mar 28, 10:10PM +f — - +
+ to Raynah - °
. of the screen. You can find where your download

went by clicking the small arrow next to the file
Viusiree s avest.com name and selecting "Show in Folder"
One attachment - Scannac a8 O This will open the folder that the file is currently &
in. From here you can copy and paste it to where
you want it to be saved.

)

L Lagre=ses

B3 McEbrR. 2023 Se... y
Open

Open with system viewer

Always open with system viewer

Show in folder

E Mclvor,R. 2023 Se....pdf W Show all x
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‘ [+] % | Downloads

Home Share

View

4 l, » This PC » Windows (2] » Users » GS5warnadhipathi ! CAVICTORIA » Downloads

7 Quick access
Desktop

[ZZ| Documents

" Downloads

= | Pictures

B Desktop
GlenSwarnadhipath

Images

Screenshots
& Onelrive - 1CA Victo
[ This PC

oF Metwork

18 items

Mame

~ Today (1)

[ Mclvor,R. 2023 Sept-Dec cleasponsorship..,

~ Earlier this week (5)

E@ Common shortcuts & Exce
E@ Garnechanger 2023 - Excell

)

Date modified

4/20/2023 1:12 PM

Type

Microsoft Edge P...

£33 LINC Class Schedule March EZ} Edit with Adobe Acrobat

&5 2023-01-03-5ET
[ 2022-12-22-5W15

~ Last week (7)

£33 LINC Class Schedule March
033 LINC Class Schedule March
[E Madiia LINC Form

|&] LINC3_studentregistration_|
0 _Stterhead_updated_2022-2
33 _engl-314-mccool_files_201
& Yasir Complaint letter from

~ Earlier this month (3]

B4 WorkshopsandTraining_Dig
FZ] Session_Search_2023-04-05
Fd5] Session_Search_2023-04-05

~ Last month (2)

= |CA loge - colour - vertical

| & ElQBoard-reg

1 itern selected 1.16 MEB

Open
& Move to Onelrive
Excel W...
T-Zip > .
Excel W...
Word D...
E Combine files in Acrobat... Edge P...
@) Share using Adobe Acrobat Edge P...
(8] Scan with ESET Endpoint Antivirus
Advanced options > [Word D...
|& Share Word D...
Open with > Edge P...
Give access to > Word Te
Restore previous versions PowerP...
Edge P...
Send to > ?
Cut
Copy e
Excel 97...
Create shortcut Excel 97...
Delete
Rename
Properties b owers

Size

1,189 KB

81 KB
21 KB
20 KB
141 KB
161 KB

20 KB
20 KB
KB
268 KB
1KB
1,502 KB

13 KB
14 KB

641 KB
1 KB

Search Downloads

Right Click on the File you want to move and
select Cut or Copy.

You can also Rename the file if you want to by
clicking "Rename"
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| 4 = | Example Folder - *

Haome Share Wiew e

A » Example Folder v QO © Search Example Folder

Mame Status Date modified Type Size
7 Quick access

Desktop - This folder is ernpty.

|£:-‘] Documents -+

; Downloa

&= Pictures

B Desktop View >
GlenSwarnadhipath Sort by >
Images Group by >
Screenshots Refresh

& Onelrive - 1CA Victo Customize this folder...

& This PC Paste
#nwor  This is the destination folder, you can find it by e e oz
going through the lists on the left OR if you kept | ® =
it on the desktop you can go there and open it. Manage acces

View online
Always keep on this device

Free up space

Give access to b
Mew >
Properties

Now you can right-click and select Paste to move
your downloaded file into this folder.

A720/2023



