Instructions for Uploading Files to your Tapped In Office
Note: files are only accessible from the office they were upload to.
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Click Files in the left column of your office welcome screen
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Go to [ Me: Files ta see a list of aif your personal files. Only the parsonal files you are currently sharing in your office are listed below.

0 KB of your 3 MB of parsonal file quota has bean used.
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0 KB of your 3 MB of personal file quota has been used.
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Click Browse to select 3 file to upload. If you do not ses the Browse button, vour browser does not support file uploading.
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Click on Browse and navigate to the file you want to upload

Type a description of the file (good place to put someone’s name if the file belongs to someone else.
Be sure to check “Have this file appear in your personal office”
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0 KB of your 3 MB of personal file quota has been used,
File Name: Ci\imet_drmghirmetd\assessmentigraphicerganizerxls
Click Browse to select a file to upload. If you do not see the Browse button, your brawser does not support file uploading.
Description: Ciana's Graphic Grganize
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Click Upload
The file should then be viewable when you click the File ink in the left column.



