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Distributing & Collecting Files






































Collect Files





Once file has been chosen it will appear in the white box.  Click Distribute and the file will be sent to all the home drives of the student in that class.








Open the class folder that was created when the files were collected.  


In that folder you will find all the collected files they will be named with the users name followed by the file name.





Explanation: You distributed a file to the students in 1st hour called “written test”.  Later you collected those files from your students (using WinClass).  When you go to your drive Z and open the folder called 1st hour you will find all those collected files.  They will have the students name followed by the file name.


 (Example Billy Smith-Written Test)

















Note:  To quicken the process and move a group of users at once:


Hold down the Ctrl key and click to highlight multiple users





Or to select a group of users in order:


Hold down the Shift key and click on the first user then click on the last user.  








Note:  A copy of the original file sent to the classes drive Z will stay there.  The user must delete it.











Click on Browse.  





The Select Files to Distribute window will open.  It will default to your drive Z.  Locate the file you want to distribute to your students.





Click Open








To collect files back to your drive Z.


Click on the collect tab 


Choose the file to collect (white box)


Click on the collect button to collect the files.








To view collected files open the appropriate software application (word etc).  Open your drive Z and locate the folder with the same name as the name of the class as it appeared in WinClass.  












































Right click on the class you want to distribute files to and then left click on Distribute/Collect Files.
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