Presenters - How to Upload Session Handouts

Presenters, if you have not used a wiki before, uploading and attaching your presentations and supplemental information will not be difficult.
Below are step by step instructions for attaching any handouts or information you would like to share in your sessions.

If you have any difficulties please email Scott Weidig at scottweidig@me.com

Step 1: On the right side of the screen in the "Navigate

Navigate pages | Site Map
Pages" menu click on the "+" next to Session Handouts -
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Step 2: Click on the appropriate session day (Thursday or = Thursday Sessions

Friday). This will bring you to that days session matrix. =f° Friday Sessions

Photeos and Videos
GlobalLinks
Highlights

CustomBottomPanel

ICE Conference 2009 Page 1


mailto:scottweidig@me.com

Presenters - How to Upload Session Handouts

Connectingto the World of Tomorrow
ekl ’

Step 3: Click on the "Edit" button to begin editing the wiki
page. If there is an empty row of cells, begin adding your

ICE Conference Wiki > Session Handouts > Thursday Sessions

information there in the appropriate columns. If there is &' e —
. L . Thursday Sessions
not an empty row, simply click into the session handout e

link cell for the last session, and hit the "Tab" key to
Placeholder for the Thursday February 26, 2009 Sessions

create a new row of cells.

Session Name Presenter(s) Location / Time Presenter Handouts
Sample Session Presenter / Co Presenter Room - Time of session Link to attached Handouts
- Example Session Example Presenter Example Room Sample Handout

Thursday Sessions

Step 4: After you have entered your session information, +Tags:
be sure that your cursor is in the "Link to Attached 0@ B (vedane :lopt  :lnomal B[ 7]/ == === EE
Handouts" 3 W Was Bie) Wb @ d & @ kol
Placeholder for the Thursday February 26, 2009 Sessicns
Session Name Presenter(s) Location / Time Presenter Handouts
Click on the "Insert Web Link" icon in the editor to Sample Session B s R Timeiof aaaidn Link to attached Handouts
begin attaching your files and creating a link to them. - Example Session Example Presenter ExaipleRoom /'|
Be sure your cursor is here before clicking the "Link" icon above.
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Step 5: Click on the "Attachments" tab under Insert /
Modify Link window.

Now click on the "New Attachments" hyperlink.

Note: If you receive a windows popup about navigating
away from the page, click "Continue" - This will not effect
the page you are editing.

Click on the "Attachments' tab
Insert/Modify Link ‘

URL Existing \Wiki Page Attachments E-mail Address New Wiki Page Anchors
SexchAltachment || | (search ] New Attachment

Text l J \

Title (tooltip): e — Now click on the "New
Attachment" link to begin the
file upload process.

Target: \ None (use implicit) v/

[ ok ][ cancel |

Windows Internet Explorer

2 Are you sure you want to navigate away from this page?

»—o

You are leaving out from the Zoho wiki editor. Unsaved contents will be lost, if you leave without saving the page.

Press OK to continue, or Cancel to stay on the current page.

@) cancel |
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Step 6: Click on the "Browse" button and locate your
presentation on your computer.

-Enter a description for the presentation, and then click
on "Upload File" to save your presentation to the wiki.

Step 7: Last Step! After you have clicked the "Upload File"
button you will be brought back to the "Attachments"
tab. Unfortunately you will now need to "search" for the
file you just uploaded. To do this, enter a couple of
characters from the file name of your presentation and
then click "Search."

Your presentation should appear with a radio button in
front of it. Click on the radio button (it will be marked

with a green dot after you click on it).

Now you just need to enter the "Text" that you would like
attendees to click on to download your presentation.

Now Click "OK" and you will see the text you entered as a

Insert/Modify Link

URL Existing Wiki Page Attachments E-mail Address New Wiki Page Anchors
Search Attachment 'J New Attachment
] Browse to where you have
| Maximum total disk space : 4.00 GB your presentauon o your Close
3 computer
1 Select file =
File \ Enter a description here I S
description haracters a ed

Click "Upload File" ——j»

Session Name Presenter(s) Location / Time Presenter Handouts

Link to attached Handouts

™

After typing the
presentation
information, be sure
your cursor is here.

Sample Session Presenter / Co Presenter Reom - Time of session

- Example Session Example Presenter Example Room

Enter a some of the
file name for your
presentation here URL

and click "search" m : -
Then C"Ck the radio / (® 1to1 Does it work white paper.pdf

button next to your Showing 1- 1of 1

Insert/Modify Link

Existing Wiki Page Attachments E-mail Address New Wiki Page Anchors

New Attachment

p;:se:tattien Enter the text that
ANAOULS Text samperencot | === attendees should click on
Comments Title (tooltin): 1to1 Does it work nhite | to download your

presentation

st a comment

1)

arges: None (use implicit) v
ok JJ concel

tachments (1)
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hyperlink to your file.

Scroll up to the top of the page and click

m Session Name Presenter(s) Location / Time Presenter Handouts

Sample Session Presenter / Co Presenter Room - Time of session Link to attached Handouts
. . . [
Be sure to check your link! Click on your link to ensure - Example Session Example Presenter Example Room Sample Handout

that it begins a download. If you have any issues, please
email scottweidig@me.com
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