How to upload your
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Assignment to our
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Name and save your document
to your drive.

Since everyone’s doing something different for this Unit 3 project, there isn’t one correct way
to upload. It depends on what you have created.

SAVE your document(s) as PDF unless they are video or audio files—keep in mind that it needs
to be something | can easily access.

* Written or visual files (like posters, other artwork, PowerPoints, blog posts, speeches,
transcripts, artist’s statements) should be saved as PDF; if the PowerPoint or blog has sound
or movement, then you should talk to me before submitting. Instructions on how to save
documents as PDF follow this slide.

* Videos or podcasts need to be saved in a program that | can access—like a YouTube video or
podcast—again, talk to me about it.

NAME your submission with your name and the Unit name.

* For example, if | were saving this project, I'd name it Jessica Penner, Unit 3 Writing
Assignment.

* If you have two documents (like a PowerPoint and its transcript), save them like this: Jessica
Penner, Unit 3 Writing Assignment 1 and Jessica Penner, Unit 3 Writing Assignment 2
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How to create a PDF. Name and save your
correctly formatted document as you see below.
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Go to File, then Download, then click on PDF.
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ave the PDF to your drive.
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Go to the website dashboard and create 3
post under Unit 3 Work.
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Save Draft! Click on + and scroll down to File.
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Click on Upload.
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Find your document(s). Hit Open.
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lf yo U h dVveE * For example, if you created a PowerPoint
resentation, that would be one file.
more than one P

* The transcript of what you would say during the

d ocume nt, p ut presentation would be on another file.
- e But both files should be saved under the same
th em In th e post—that way, I'll see them both at the same

time!

same post!



Add Tag: Unit 3 Writing Assignment.
Hit Preview.

1 Inbox (8) - jess X | 1 Inbox - creative X | [ Inbox - engl1? X | & My Drive - Goo % | 5 student Name X | @ Student Name X | I Inbox-englls X | @ EditPost-ENC X | 4+ - 0
<« C & openlab.citytech.cuny.edu/pennereng1121ol12fall2020mw/wp-admin/post.php?post=1299&action=edit QA % 0O N ﬂ :
BHiAppr MGM G G @FE WT VvV ENT NN [BCT = BofA & Openlab [[) 32801 P Panders NV @1 e A0r M B G @z B Bb @ CUNYIobs »

@ OPENLAE pVIGHEIE 4 = =+ ENGI121EnglishCompesionz ~ @ @& @ ©@ 2@ Hi, Jessica Penner | Log Out

Save draft Preview Publish H ﬂ

& Dashboard s o« O]

) Posts - dent Work "
All Posts Search for a block fo) Discussions
Add N Final Portfolic Work
Blocks Patterns Reusable StUdent Na me, U n It 3 ertl ng Final Reflection Work
ASSi nm e nt |:| Introductory Work
4 Unit 1 Wark
OpenLab — -
GradeBook . -
Add Mew Category
. al .‘— A ategory
Media
B = Gallery Audio . ey ® T -~
? Links Student Name, Unit 3 Writing e
Forms _ : Add New Tag
p L ' - ASSIgn ment Unit 1 Writing Assignment €3
s fe - Start writing or type / to choose a block
Comments
ate with commas or the Enter key.
TablePress Separate with commas or the Enter ke)
Appearance Featured image ~
Plugins -
nEcieh M v 4
Users Document — Paragraph -
[€] student-Name-Un..pdf ~ Show all ¥




Hit Publish!l!
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Make sure the Download works!
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ABOUT

Student Name, Unit 3 Writing
Assignment

Professor: Jessica Penner

Email: eng1121.citytech1l@gmail.com

Student Name, Unit 3 Writing
Download
Assignment -

Edit
Office Hours: 1 to 2 PM on Tuesdays,

Wednesdays, and Fridays. I'll be available
through Zoom and will send an invitation

E Student Worle, Unit 1 Work through email each week. Try to join my
meeting at the start of the hour, not at

the end—since | may be talking to other
students or have another appointment
after the hour is up. If the above times

PREVIOUS POST don'twork for you, we can schedule a

Hasimiou Jalloh- Micro-Activity #7 different time. This means you'll have to

schedule an appointment in advance via
email.



