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UPOLADING FILES TO THE STUDENT PORTAL   

 

 

UPLOADING DOCUMENTS TO THE STUDENT PORTAL 

Step 1.  

-In the club page, select the File tab 
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UPOLADING FILES TO THE STUDENT PORTAL   

Step 2.  

-Click on the ‘add’ button 
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UPOLADING FILES TO THE STUDENT PORTAL   

Step 3. Please ensure: 

-The correct parent folder is selected (sub folders can be placed under newly created parent folders. HOWEVER, Root will 

always be the main and default parent folder). 

-There are no spaces in the folder name 

-There are no symbols in the folder name 

-The folder name is titled appropriately  
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UPOLADING FILES TO THE STUDENT PORTAL   

Step 4. Please ensure: 

-The correct parent folder is selected 

-There are no spaces in the file name 

-There are no symbols in the file name 

-The file name is titled appropriately  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


