Quick Guide to Photo File Management

Step 1 - EOS_DIGITAL
Insert your SD Card into
the Card Reader Slot on
the back of your o

computer. e
An SD Card icon will
appear on your desktop.

Open the icon and find
your photos files.
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Step 2

Create a new folder, by

= M either using File in the
S top toolbar or by holding
-~ Control on your keyboard

and clicking on the
: desktop.

Rename your folder with

. today’s date, something
that makes sense to you.
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Move your files into your
H00060000 » 509 OFS /(0 S nam .U new folder.
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Step 3

Go into your web browser
and head to Hello, Welcome back.
www. offi ce. com Sign in as MGoldsack@sd35.bc.ca
(this link and info is
available on my website)

Sign into your Office 365
account.

Follow Office jn £ W © B
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Step 4

Navigate to_m.e left side
of your screen.

Look for an icon that is a
Blue Cloud - this is your
OneDrive Account.

Click on this icon.
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Step 6

A new window will
appear.

Navigate to the location
of your folder of photos.

Select the folder and™
ress Choose for Upload.
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Step 6

Your window will now
show the files in your

OneDrive.

Along the top of this
window choose
Upload -> Folder.
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Step 7

In the upper-left hand
corner status message
for your upload will : .
appear. =
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Close or minimize your
window and return to the
SD Card.

Select and move the files
from it into the Trash Can.
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Step 9

Open the Trash and press
Empty in the top right

corner of the window.

Once empty, you can
eject the SD Card.

You now have a suc-
cessful transfer ed and
backed up your

photo files. AB0060000 » 59 XS /0 SO0 nnnw .¥




