How to save a file to your my.sinclair account


FIRST: In order to transfer a file to the online drop box, you must save it on a flash drive or on the desktop.
                To save a file on the desktop:
1. Click the office button in the upper left corner of the screen.
2. Click Save as.
3. Click Desktop on the list at the left of the saving window.
4. Click Save. 

 
To save a document to your my.sinclair account:

1. Go to the Sinclair Community College website: www.sinclair.edu. 
2. Log in to your my.sinclair account. 
3. Under ANGEL Courses, click Go 
4. Scroll down to find the Tool Box section of your home page. (It will be on the right hand side of the screen.) 
5. In the Tool Box menu, click Files. 
6. Click Add Content. (This is in the upper left of your screen.) 
7. Click Upload Files. 
8. Click Browse. 
9. A new window will open. Select your document from the list, and then click Open. (If you have just saved your document, it should appear on the list automatically. Otherwise, select the drive on which you saved your file from the dropdown menu.) 
10. Click Upload file. 
11. Click Done. 

The name of your document will appear on the Files screen. It is now saved to your my.sinclair account, and you can access it from any computer connected to the internet, on or off campus.
 
To access files saved to your my.sinclair account:

1. Log in to your my.sinclair account. 
2. Under ANGEL Courses, click Go 
3. Select Files in the Toolbox menu on the right hand side of your homepage. 
4. Click on the name of your document. 
5. Click Open or Save: 
· Click Open to view or print your document. 
· Click Save to transfer your document to a new location or to make changes.
