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This document describes how to save teacher or campus-created content on the HUB. This content
can be used to recreate courses on Canvas. Courses created by the district will be saved and
recreated in Canvas by the Curriculum Department and other Central Office staff.

Saving Folder Organization

1. Open a HUB Course and then click on the Resources tab to see one unit of study. Click on a folder to
see the folders contained inside.
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2. Click on the checkbox above the folders listed for the unit of study. Then click on Action and select
Download.
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3. The HUB prepares the folders and then a green download box appears on the bottom right of the
screen. Click the green Download button to save the folders in your computer’s downloads folder as a
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4. You can also click on the Windows File Explorer icon to find your downloaded files.
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5. Double click on the .zip folder to see the folder structure saved from the HUB.
Note: All these folders will be empty of content. You will need to download your actual HUB items and save them into this folder

structure.
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Saving Word, PowerPoint, and Excel Files

You will need to locate and download copies of any Microsoft Word, PowerPoint, or Excel files that you
created in the HUB.

Microsoft Word & Microsoft PowerPoint
1. Open the Word or PowerPoint documents you wish to copy to the downloads folder. Then click the
Download button.
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2. Access the PowerPoint and Word documents from the downloads bar or by opening the File Explorer.
You will be able move the files from the downloads to other folders, Google Drive or Microsoft

OneDrive.
L 2P 3 Extract Downloads
. Home Share View Compressed Folder Tools
B9  PowerPoint Exam...pptx A @ Word Doc Example.docx A
<« v o ¥ > Computer Na.. > Downloads > v L
D Name
£ Type here to search e
I Desktop s 7 Today (3)
| & Downloads @) PowerPoint Example (1)
@ Documents P @) Word Doc Example

HOUSTON INDEPENDENT SCHOOL DISTRICT

Hattie Mae White Educational Support Center « 4400 West 18" Street + Houston, Texas 77092-8501
www.HoustonlISD.org/InsTech « www.twitter.com/hisd_inst_tech




o The HUB

Academic |
Inst ti ° °
Technology Saving Folders and Files

EMPOWERING EDUCATION EVERY DAY

Microsoft Excel

1. Open the Excel spreadsheet you wish to copy to the downloads folder. Then click the File button.
Note: Excel files download differently than Word and PowerPoint documents.
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2. Click on Download a Copy.
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3. Open the File Explorer and then click on Downloads to see and move your Excel spreadsheet.
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Saving Image Files

You can download any images you wish to save from the HUB.
Note: Make sure you only download images with correct copyrights and save the citation information as well.

1. Open the image file you wish to copy.
2. Click on Download.
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3. Open the File Explorer and then click on Downloads to see and move your image file.
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Saving Google Workspace Files

Download a Google Workspace File as a PDF

1. Open an Assignment with a Google Workspace file attached to it. Click on Edit or Show.
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2. Click on the ellipsis and then click on Download.
Note: Downloading a Google Workspace file will convert it into a PDF file.
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3. Open the File Explorer and then click on Downloads to see your Google file as a PDF.
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Copy a Google Workspace File to Your Google Drive

1. You can make a copy of any Google Workspace file in the HUB by clicking View.
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2. Clicking View will open a webpage with the Google file. Click File, Make a copy, and then Entire

Presentation.
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3. Rename the document and then click on the arrow to choose a folder for the file. Choose a file folder
and then click Select. Finally, click OK to save the new copy in your folder.
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