
2.  The path to your document will appear in the form field next to the 
on your computer but can be accessed via the web you can also type in the URL in the second form 
field. The third form field allows you to change the name before uploading. When you have completed 
these steps you will click on the Upload File 

4. Your file should now appear in your main window. 

You can even email in your document.  See Image below

Activity 3: Uploading a Document 

1. In order to upload an existing document you just 
need to click on the Upload button on the Menu bar. 
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