
•Where they are 
•How to download (save) them for your self 
•How to upload them (share) them with others 
 

Photos 

What is in this overview 



In your group, go to “Files” 





You can down 
load one or many 
photos. Follow 
the instructions 
for how many 
photos you want 
to download.  
Depending on 
how many you 
select, you should 
remember to 
check your 
internet 
connection as 
these may take 
time to download 



Be careful about 
selecting “ALL”. 
Doing so will 
mean will 
download every 
picture in the 
gallery. This will 
take time and 
disk space. Make 
sure you have 
the disk space 
and the internet 
bandwidth to 
complete the 
download.  



Select “save file”. 
This will save the 
files to your 
temporary folder on 
your computer. 
Know where this is 
so you can go back 
and place them in 
your photo folder of 
choice.  



Do NOT interrupt the download 
process. Wait until the download 
process is complete. 



To download 
just ONE photo, 
right click on 
the photo 
  

Here is a 
second method 
to download 
ONE photo 



Select save as 



Chose where you 
want to save it on 
your computer 



Remember where 
you have saved it! 



Confirm the 
download is 
complete 



When you join 
a course or 
group you may 
want to share 
your photos 



Navigate to 
the “files” tab 



To share your 
photo, click on the 
“add files” tab 



This screen will come up. 
Click on “add files” 



Select the photo you 
want to share 



Next, click on “start upload” 



Wait until you see 
the status as 
“100%” and the 
green check mark. 
Do not interrupt 
the download until 
you see this check 
mark. 

Once you see the green 
check mark, click “next” 



After you click “next” this window 
will come up. Wait for your picture 
to be populated 



Your photo will show 
in the folder 


