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Uploading Files and Images using File Manager 

 
File Manager Feature allows you to upload and organize the attachments (files and images) 
that you wish to upload for your Live Text documents. To upload attachments into File Manager, 
please follow the steps outlined below: 
 
Step 1 Please click the File Manager quick link on the right side of Dashboard.  
 

*You may also go to Tools Tab and access File Manager from it.  
 
Step 2  To upload the file or image please click Upload Files/Images button.  
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Step 3  On the next screen please click the Browse button, as it’s shown below: 
 
 

 
 
 

Step 4 The window with all your computer drives will open. You may upload something from 
your flash drive as well. Select the file you need and click Open button: 
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Step 5  The file path will appear in the textbox next to the Browse button on your Live 
Text screen: 

 

 
 
Step 6  Click Upload File button. 
 
Step 7  If the file is uploaded successfully the Status will show Completed: 
 
 

 
 
You may repeat these steps to upload as many files as you need. 
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Step 8 To view the list of the files you’ve uploaded, click on the Uncategorized 
button of the File Manager. It will bring you to the following screen: 

 
 

 
 

 
 
If you wish to open and view the file simply click Download button.  
 
 
To delete files you’ve uploaded in the File Manager, please checkmark the file and hit Delete 
button: 
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Organizing File Manager Files Using Labels 

 
You may organize the files and images in the File Manager by creating Labels.  
Click on the Manage Labels Tab within File Manager.  
 
 

 
 
On the next screen click the New button: 
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Enter a Name for your Label and hit OK: 
 
 

 
 
 
 
For example on the screen below the Label Spring 2009 was created: 
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To apply the label to the files please go to Uncategorized tab within File Manager. 
Checkmark the files that you wish to apply the label to.  
Hit the button Apply Label and select the label from the drop-down list.  
 

  
 
You may also create a new label by selecting New Label option.  
 
After applying the label the Label link e.g. Spring 2009 will show up on the right side of 
the screen. Click on the label link to view a list of files under the label selected. 
 

 


