Uploading Documentsto Google Docs

Go tohttps://www.google.com/a/brf.org
Log in to access your account

Click onDocuments
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Depending on whether your view is set to the “Nesok” :
Click on the Upload button
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or if you are using the “Classic view”:
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Click on this Upload button

If you want to upload a single or just a few filehposeFiles from the dropdown list.
Browse to the folder where your files are savedhl hown the Ctrl key and click once on
each file you want to upload. Cli@pen Click Start upload

Your file/files will upload — it may take a few mites to see them in your list of files.

You can also upload a whole folder at once. Tohd, tgo toUpload, then choose
Enablefolder upload. Click onInstall applet. Once the applet installs, click aipload
again and you will now have a choiceFofesand Folders. To upload a whole folder,



browse to where the folder is and click on it tteseit. ClickSdect. Click Start
upload.

A box will come up in the lower right corner of teereen showing the progress. If there
are any errors, they will show.
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Settings v Conversion: on

ﬁ Google Docs.doc Coaonverted Share
B Using Webaccess
Errars Retry
(16 succeeded, 1 failed)
Click on the worcerrorsto see which files failed.
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Upload problems

There were problems uploading the following files:

Thumbs.db

N Senver rejected
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The report will list the files that failed and giaaeason. In this case, the thumbs.db file
is a small file that exists in almost every folded is used by Windows — Google docs
does not need it and apparently doesn’t want itailing to upload is not a problem. If a
file that you need fails, then you will have to trgloading it again, individually.



