EMSC Web Conference Board

Attaching Files to Topics

This is a very simple process, much like attaching a file to an email message.

But, there is one potentially confusing step in the process. Here is a step-by-step guide to help you along.

http://www.meddean.luc.edu:8080/~EMCS
1. A password pop-up window will appear.  Enter your User Name and Password, then click OK.
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2. A list of “conferences” appears on the left in bold font. “Topics” and related responses appear underneath conferences in regular font.  Click on the plus (+) symbol to the left of the chosen conference (e.g. Peds ED Care Guidelines) and then the + symbol to the left of the topic of your choice (e.g. Diabetes). If there are already responses to the topic, you will see them on the right side of your screen.
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3. You will see this screen.  If this is an ongoing Topic, the Topic field will already be filled in. Type your message in the larger box directly beneath.  Also, check the boxes for

        1) Preview message,

        2) Preview/Spell Check, and 

        3) Attach file or picture in the dark grey section.  

    Then, hit the Post button.
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4. This is the “preview” screen and your chance to double check the content and spelling of your message.  If you need to edit your message, hit the Cancel button. This will take you back one step where you can re-type your message (don’t forget to re-check the ‘Preview’ and ‘Attach file or picture’ boxes). 
If you are satisfied with the message, then hit the Post button.
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5. It’s at this step that you will attach your file or picture. 

1) Just as you would for an email message, use the Browse feature to locate the attachment in your computer files.  

2) Type a file description in the 2nd text box that briefly tells the other WebBoard users what this file contains.

3) Choose the type of file by clicking one of the radio buttons above the Browse text box.
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When you have attached the correct file, hit the Upload Now button.

Note: if you wish to attach more than one file to this message, click ‘Yes’ to the Upload another? until you have uploaded all you choose.  Then, hit the Upload Now button.

6. This is what you will see if you have successfully attached a file. Now, a WebBoard participant can open/save the file by clicking onto the underlined text on the right side of the screen. 
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You can refresh your screen by clicking any of the Conferences or Topics on the left side of the screen.

You will see your new message, with attachments, added to the chosen topic.

This concludes the introduction to Attaching Files to Topics on the EMSC Web Conference Board.

There are many more features in this system, such as starting a new topic and replying to an existing topic.  For more assistance, click the “Help” button found on the upper black bar next to the “Logoff” button or contact the EMSC office (dleonar@lumc.edu or kjanies@lumc.edu).





To post your own reply to this topic, click the Reply to “Diabetes” link on the bottom of the right-side screen.
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