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Bulk Uploads 

 

Bulk Uploads: Uploading multiple images or documents to Cascade can be done by first creating a folder 

on your hard drive that you will put all of your properly sized images or your documents into. 

 

For example, you have images of several staff members you need to upload: 

 

Create a folder on your hard drive called “staff”. Put all of the 115px x 150px images of each staff 

member into that folder. When you are ready to upload the folder: 

 

1. Alternate click on the folder 

2. Click on “Send to” 

3. Click on “Compressed (zipped) folder” 
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A new folder will be created – in this example “staff.zip” 

 

 
 

In Cascade, highlight the folder you want to upload your zipped folder into. In this example we are 

uploading images so we will highlight the “img” folder in Cascade. Then click “Add Content” the same as 

you did for adding a single image. You can drag and drop the zipped file or click “choose which will allow 

you to search on your hard drive for the file. Once you find the file, click on it and hit open or double 

click. 

 

 
 

The file will show as “Received”. 

 

Change “Would you like to extract and save all of the contents into the current directory?” to “Yes” and 

then click “Unpack”. 
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The Zip Archive Report will show that the file was successfully unpacked and list the images that were 

unpacked. If will also show if there were any errors unpacking the file. 

 

 

 
 

The new “staff” folder containing all of your images will appear in the “img” folder in Cascade. 

 

 

 

 

The new “staff” folder will be in the “img” folder. 


