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How to Share a File with a Learner 

Quick Reference Guide 
 

Overview 
Once you have created a Note, you can attach a file to it and share it with a learner. This guide will show 

you how to attach the file and turn on sharing with the learner.  

 

This guide does not cover how to create a note. For help with creating a note, please use the quick 

reference guide “How to Add a Note.”  

 

Learning Outcomes 
This quick reference guide will enable you to:  

1. Attach a File to a Note 

2. Share the File with a Learner 

3. Understand how a Learner accesses a shared file 

 

How to Share a File 
Log into Pirate360 and follow the instructions below: 

1. Navigate to the Note you want to attach a file to.  

2. Click the “Upload File” button on the Note record 

 
 

3. In the file upload pop-up, find the file you want to share and click on it. 

4. Click the “Open” button.  
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Note: This image shows steps 3 and 4 on an Apple operating system. Windows will look slightly 

different, but the steps are the same. 

 
 

5. Wait for the file upload to complete, then click “Done.” 

 
 

 

 

6. You will now see the file listed on the Note record under “Files.” As long as this Note is shared with 

the Learner, they will now be able to access the file.  
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How a Learner Can Access a Shared File 
To access a shared file, a learner will log into Learner360 and follow these steps. 

 

7. Click on the “My Notes” tab 

8. Select the note they wish to look at from the list below 

 
 

9. From the Note record, click on the “Related” tab. 

10. They will see the file under “Notes & Attachments.” They can click the name of the file to open it.  
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