
 

Instructions for Providing Images to Use During Your Segment 

1. GATHER ALL pictures, Logos, flyers and/or video files you want to send into one folder. 
2. You will then need to CREATE A ZIP FILE which includes those files. 

a. It takes two clicks and doesn’t require any additional software. 
b. Locate the file or folder that you want to zip. 
c. Right-click the file or folder, select SEND TO, and then select COMPRESSED (ZIPPED) FOLDER. 
d. A new zipped folder with the same name is created in the same location. To rename it, right-click the 

folder, select Rename if you need to, and then type the new name. 
3. Next locate the email with the File Sharing link sent to you by Jaine Andrews jandrews@keloland.com or Daniel 

Keller dkeller@keloland.com  
a. Select the LINK 
b. You should see this screen: 

 
c. Select BROWSE and locate the Zip file you wish to send 
d. You should see a window like this 

 
e. SELECT THE ZIP FILE you wish to send and select OPEN 
f. Your zip file will them be listed in the Upload Window: 

 
g. Select UPLOAD in the lower right-hand corner & You are Done! 

i. Depending on the size of the folder you send it could take several minutes to upload. 

Thank You!! 
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