Tenderloin Technology Lab		2018
Lesson 10: Downloading & Updating Files Handout
Downloading & Uploading Files
While exploring the Internet, you’ve probably seen the terms downloading and uploading.
Downloading: Receiving data or a file from the Internet on your computer.
Uploading: Sending data or a file from your computer to somewhere on the Internet.

[image: ]Uploading a File:
1. When you’re using social media or are on a website for a job application, you might see an option to add a file or photo. Each website handles this process differently, but you should see a button that prompts you to add a file. It might say: “Upload,” “Add,” “Browse,” or “Attach.” Or it might be an icon of a camera, for example, on a website like Facebook.
[image: Choose a file to upload on Facebook]
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2. [image: ]After clicking this button to begin the process, you should see a box pop up. This box asks you to select a file. In this box, you can browse different locations on your computer to see where your files are stored. Scroll up and down on the left navigation bar to see all the locations on the computer where your files might be stored. Your file might be saved on the “Desktop”, a flash drive, or elsewhere. A flash drive will have a name like “REMOVEABLE DISK” or “USB DRIVE.” Or its name might be the brand of your flash drive.

3. Click on the location where your file is saved, then find the file itself. You might have saved it in a folder, and in that case you’d double-click on the folder to open it. When you find your file, click on it to select it, then click the “Open” button.

4. [image: ]Depending on the website, your file might automatically upload. However, on some sites (like the example below) you might see an additional button saying “Attach” or “Upload” after you’ve already chosen a file. Click this button to complete the uploading process!First I clicked “Browse,” chose my file, and clicked “Open.” Now I’m at this screen, and I’ll click “Attach” to finish uploading my file.


____________________________________________________________________________________
[image: ]Examples of file upload buttons on other websites:
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[image: Screenshot of Gmail]
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· Attaching a file through email









Downloading a File:
1. Usually when you download a file, you will start by clicking a link to that file. Again, each website handles this process a little differently. Sometimes you click on a link, which might be the name of a file. In other situations, look for an icon with a downward-facing arrow and click on it. Try clicking around or moving your mouse around the screen to see what options are available to you.
[image: ][image: ]

[image: http://www.psdgraphics.com/wp-content/uploads/2010/01/pointer-icon.jpg]


2. The exact steps to download a document depend on the Internet browser you’re using. The first step is to click the download link or the downward-facing arrow. In some Internet browsers, next you’ll see a pop-up box that asks you if you’d like to open or save your file. You may see this in Mozilla Firefox. Choose “Open with” to download the file and immediately open it in the specified program on your computer (in this case, Adobe Acrobat). You might have to click this option and then click an “OK” button (see example below). “Save File” will download the file and save it on your computer. These are often automatically saved to the Downloads folder, or you might be asked to choose a place to save the file (like on your computer or flash drive).
[image: ]


[image: C:\Users\mcleary\AppData\Local\Temp\firefox_logo-wordmark-horiz_RGB.png]
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3. [image: http://winsupersite.com/site-files/winsupersite.com/files/uploads/2015/12/iereminderhero.png][image: ]In Internet Explorer, you may see a yellow bar. Like Firefox, Internet Explorer will ask you if you want to open or save the file. Click the one that works for you.
4. In other Internet browsers, like Google Chrome, you might see a gray bar at the bottom of your screen that has an icon of the file after it’s been downloaded. If you click on this icon, it will open on your computer in a program.
[image: ]Click this to open your downloaded file


[image: http://logok.org/wp-content/uploads/2014/12/Chrome-Logo-wordmark.png][image: ]




[bookmark: _GoBack]Downloaded files often go into the Downloads folder on your computer, so if you’re having trouble finding what you downloaded, look here! The Downloads folder is often accessible from the Desktop. You can also find it by going to the Start menu and choosing “Computer” or “This PC,” then looking for the Downloads folder.
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"ULL TIME Event Center Attendant & Janitor (western addition)

‘The Cathedral of Saint Mary of the Assumption of San Francisco is a City landmark building, hosting
thousands of tourists a day as well as holding multiple Masses a week in an active parish community
The Cathedral Event Center is an active space hosting receptions, meetings and other Church related
ministries. The Cathedral is scarching for a full time Event Center Attendant and Janitor who will
perform customer service, setup and take down of tables, chairs and some janitorial tas!

Job Summary: Under general supervision of the Event Center Manager and Supervisor, perform
customer service, setup and take down of Event Center tables and chairs, and some janitorial tasks
Perform related work as required on a flexible schedule. Must work all shifts, including nights and
weekends. However, this position will generally work Monday thru Friday, 40 hours per week with
regular hours. Some overtime, night and weekend work will be required of all applicants.

Responsibilities

Setup and take down tables, chairs, audio-visual equipment and other related material and equipment
Assist in opening and closing procedures for Event Center.

General office janitorial duties, including but not limited to: trash removal, dusting, cleaning and restock
supplics in restrooms, break rooms, sweeping and mopping floors, vacuuming, window washing, buffing
floors, stripping and waxing floors and some carpet cleaning.

Ensure daily cleaning assignments are timely completed and routine checks are conducted to maintain
cleanliness of the Event Center.

Other dutics as assigned by supervisor.

Qualifications

Must be able to lift 50 Ibs. with work that requires frequent bending, lifting, stoopin;
pulling motions for a variety of required job tasks.

Able to speak and write English clearly, and follow written diagrams and instructions.
Positive and cooperative manner with multiple customers and demands at one time.
Work coliaborative in a team.

Neat and clean appearance, uniforms provided.

Punctual, responsible and takes initiative.

Must be able to pass a criminal background check

Catholic in good standing preferred, but not required.

Please email cover letter and resume t
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JOB ANNOUNCEMENT

POSITION: Clinical Social Worker SALARY: DOE + excellent benefits
WORK UNIT: Social Work Center GROUP: Programs/SWC
REPORTS TO: Program Manager HOURS: M-F, 40 hours per week

PRINCIPAL RESPONSIBILITY:

Under the direct supervision of the Social Work Center Program Manager, this position’s main
goal is to address the clients’ psychosocial needs through social service delivery that includes
counseling and/or case management, payee service, and referrals to other service providers.
This position will facilitate case reviews and consult on complex case management cases. This
position is also responsible for staff training as needed in areas related to direct service. The
Social Worker must demonstrate in their performance an adherence to established policies and

procedures exhibiting the defined characteristics associated with attendance and punctuality.

MAJOR DUTIES:

Work in an integrated setting with social workers via consultation, shared client visits, warm
hands off, or other forms of client care integration activity.

Develop and conduct educational trainings for all direct service staff.

Serve as a crisis counselor for clients, guests and assess for suicidal/homicidal ideation.
Facilitates case review meetings and consultations.

Work with existing resources within St. Anthony’s and in the community by exchanging
information (within legal parameters) with other health and.or rehabilitative agencies to
provide continuity of care for clients receiving services from more than one agency.
Responsible for all participant and/or program data tracked through the Efforts to Outcome
data base as required by the program.

Adhere to all other documentation/reporting requirements of the program in a timely manner.
Work as part of the Social Work Center team knowing your presence is an essential function
for the team to be successful.

Other tasks as assigned by the Social Work Center Manager.

MINIMUM QUALIFICATIONS:

e LCSW with 2 years post licensing experience required. Three or more years of
demonstrated experience in social service work, preferably with low income or homeless
populations, persons with mental health, substance abuse, HIV/AIDS, etc. Case
management background essential.
e 1BM
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collaboration with the Learning and Evaluation Department.

With the Workforce Development team, Father Alfred Center staff, and Dining Room staff, coordinates the
development of training positions, position specific performance objectives and standards, program guidelines and
feedback protocols.

Attends, participates in and/or facilitates relevant meetings including: Department meetings, Dining Room or FAC
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FULL TIME Event Center Attendant & Janitor (western addition)

‘The Cathedral of Saint Mary of the Assumption of San Francisco is a City landmark building, hosting
thousands of tourists a day as well as holding multiple Masses a week in an active parish community
The Cathedral Event Center is an active space hosting receptions, meetings and other Church related
ministries. The Cathedral is scarching for a full time Event Center Attendant and Janitor who will
perform customer service, sctup and take down of tables, chairs and some janitorial tasks.

Job Summary: Under general supervision of the Event Center Manager and Supervisor, perform
customer service, setup and take down of Event Center tables and chairs, and some janitorial task
Perform related work as required on a flexible schedule. Must work all shifts, including nights and
weekends. However, this position will generally work Monday thru Friday, 40 hours per week with
regular hours. Some overtime, night and weekend work will be required of all applicants

Responsibilities

Setup and take down tables, chairs, audio-visual equipment and other related material and equipment
Assist in opening and closing procedures for Event Center.

General office janitorial duties, including but not limited to: trash removal, dusting, cleaning and restock
supplies in restrooms, break rooms, sweeping and mopping floors, vacuuming, window washing, buffing
floors, stripping and waxing floors and some carpet cleaning

Ensure daily cleaning assignments are timely completed and routine checks are conducted to maintain
cleanliness of the Event Center.

Other dutics as assigned by supervisor.

Qualifications

Must be able to lift 50 Ibs. with work that requires frequent bending, lifting, stooping, pushing and
pulling motions for a variety of required job tasks

Able to speak and write English clearly, and follow written diagrams and instruction:

Positive and cooperative manner with multiple customers and demands at one time.

Work coliaborative in a team.

Neat and clean appearance, uniforms provided.

Punctual, responsible and takes initiative:

Must be able to pass a criminal background check

Catholic in good standing preferred, but not required.
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