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To perform the same action to more 
than one file, select the files you need by 
checking the box on the left side and 
either right click to open the actions 
menu, or select the option you need on 
the top navigation.

To get to the actions menu, simply right 
click on the file you would like to work 
with on your “My Files” page. There you 
will see a variety of options, such as 
View, Move, Rename, make file Public 
or Private and more.
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