
 

 

Share Files (PPT, PPTX, PNG, JPEG, GIF or PDF file) 

 
1. Click on the purple icon located in the bottom right of your screen to open the 

Collaborate Panel. 

 
2. Click on the Share Content button at the bottom of the collaborate panel. 

3. Click on Share Files. 

 

 
 

Note:  Word Documents (DOC) cannot currently be shared in Collaborate Ultra. Saving 

them as a PDF will allow you to share them.  

 

The Share Files window opens on the right.  

 

4. Drag the files you want to add to the grey box or click on Add Files Here.  

 

 



 

 

You will see a progress report of the upload as shown.   

 

5. Select the file you want to open.  

6. Click Share Now. 
 

 
If there is more than one page to your file, the thumbnails will show on the right.  
 

7. Click once on the slide or page you want to show. 
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