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1.  Go to “Tools” and select “Send Email.”

2.  Select “All Instructor Users.”

3.  Enter “File ID” format into  
“Subject” information.
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4.  Go to “Attachments” and select 
“Attach a file.”

5.  Select “Choose File.”

6.  Navigate to latest version of  
“.psd” format and choose file.
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7.  Go to “Attachments” and select 
“Attach Another File.”

8.  Select “Choose File.”

9.  Navigate to latest version of  
“.eps” format and choose file.
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10.  Go to “Submit” and  
select “Submit.”

11.  Verify at top of “Tools” that 
the files were sent to Instructor.


