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MY FILES

Have you ever wished you could get to important files that were only on your hard drive? When you
save files to your My Files Personal Tool, you can access them from any computer with an Internet
connection! Files stored here can also be accessed as attachments for your E-mail. Click the Files

icon in the QuickBar to get started!

The Usage Bar shows how The Title onscreen tells To delete items, check desired items and then click
much space your current files |} | you which folder you are i=IDelete or ='Delete Folder. Use care when
and folders are using. currently viewing. deleting folders: all contents within are also deleted!

root folder; all folders you create | || P

are sub-folders within it.
[ My Files

. . —  hyCaliser = Personal Tools = My Files My Files toolbar
The I My Files folder is your [Personai Tools =] | pq L S
.é
= Delete Folder| (&Re
|

|@Upluad Files [TMHew Folder name Folder Tl Empty Folder |

o E Iterns: 3 Size: 11K © Delete | ®[Gelected Items. =]
S5aYS
You can create as many levels o E;IYQ apolng W “ File Hame size Last Modified
of sub-folders as desired. ] el - e | icnige Contents of the
1 Drats I |c3|LocalBands currently highlighted Jan 21,2004 11:01 AM
[ Final Copias = P folder are displayed REEE———
[T Textual Studies in Poe S in the table here Gl :
Clicke)‘nctchsifjgnig::ﬁhz File ‘ (333) O ListOfF avariteBands b 11kb | Jan 21, 2004 11:03 AM
Music = . -
Folders box, or a folder listed in 3 Locaganas i A
the table.  The currently viewed i 1
folder is highlighted. & Cukeiioli e  Click I to return to the parent folder
e Click Cd to view folder details
[Mew Falder] . Click @ to view file details

CREATE A FOLDER \

1. Access the folder in which the new folder should be UPLOAD FILES TO A FOLDER IN My FILES

created. 1
2. Click [New Folder] in the File Folders box or (1 ’
New Folder in the toolbar.

Script Prampt:

Pleaze enter a folder name
Cancel |

Access the folder in which you want to upload new files
and then click ® Upload Files to access the File
Upload utility.

_ Click Remove to
File Upload clear the file from

From My Computer the upload.

Step 1:
Flease click Browse... to select a file

Browse...

Step 2 :
Upload File

3. Enter the name and click OK.

Files that have been
included in the
upload are listed in
the table below.

Total Size Allowed : 5017K
Selected Files (maximum 100

File Name Action

DowNLOAD FILES FROM MY FILES

Step 3 :

Donel Cancel |

1. Access a folder to display the folder’s contents.

2. Inthe table, click on a file name. . .
2. Click Browse... to select a file from your computer.

3. When your system’s file utility appears, click Open to 3. When the desired file is found, click Upload File.
open the file, or Save to save it to your hard drive. 4. When all desired files have been collected, click Done.
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MESSAGE BOARD

Message Boards are available in communities for members and from the Campus tab > General
sub-tab for campus members. The board is categorized into Forums, which are in turn divided into
specific discussion Topics. Posts comprise discussions; a sequence of posted responses to an initial
post is a Thread. When you access the Message Board, the Forums tab is displayed first.

Click the Latest Messages tab to

Forums see the latest messages throughout
Forums the entire Message Board.

Find Forums :

The Topics tab displays all of the Forum’s Topics.
Click a Topic to see all related posts.

Topics

JTopicsH Latest Messages of thq Forum|

1-30f3

Find Topics :

I act Pact —

byITD hic j | 6o |

The Forums tab displays all
Forums in the Message Board. # New Topic
Click a Forum to see its Topics. Started Fy Last Post » Replies Action

Homecoming Parade

" g my. Keep up to d
the latest plans.

Campus Movies

Let's distuss which movies would be good for
Campus Movie Night!

01021/2004 0431 PM | 0 | = Resl
01/21/2004 04:00 PM 2 |=Ren ||

Floats - a guestion

General Discussion 2 1 0172172004 03:37 PM

The View by Date tab shows
related posts oldest to newest;
THE POST MESSAGE PAGE IS SHOWN WHEN YOU... ctick L8l Sort by Date to reverse
, , ) . . . = i Vi
Click E=2 Reply in the “Action” column of a Topic to reply to that Topic | View by Date || Miew by Thread the order v
Click =1 Post Reply; you will be replying to the Post Find Messages:
Click =1 Reply to Post from the desired Post | by | Subiect 7]
Click =1 Reply to Topic; you will be replying to the Topic oo ¥ TORIE_ I ReEN 10 Topic
Post Message E SortbyDate » | ™ Sort by Subject
|View by Date H\fiew by Thread| Amir Salim Floats - a question
“ 3. o (01/21/2004 D3:06
Indicates required fields. Ehiy Can our own Student Activities Board have a float, or are we just helping others to
Reply Message . = Rephvio Post gettheirs in the parade?
* Subject : IR - Floats - i Posted By : Aptil Swenson T — : : ;
ubject : e: Floats - a guestion (0472112004 ampus Re: Floats - a guestion
alor
Detail: ;I Lo F) (01/21/2004 03:57 ‘Wi can, but | doubtwe're going ta — iaiels s h
If desired, you can edit the Subject: Re: Floats-a Fhi) others registered, assist with foat These links access the
. ti ddoth k that
Subject. Then type your post Juestion EIRep 0 PoSt | ———— Message Board Detail
here, and click Post Reply. i April Swenson R Flosts - a guesﬁg page, yvhere links to other
start tfor our own org, (01/21/2004 04:00 posts in the Thread are
| | count@int i) Amir, ifyoute wanting to stata o} -~ shown below messaae text.
= Replyio Post
PostReply | _Resetfom | Original post shown here. ‘
Message Board Detail
‘View by Date H\Iiew by Threadl
OTHER MESSAGE BOARD FUNCTIONS essagas #3 e RO
e Edit Message - Message editing is only possible if two criteria Posted by April SWANSON ( 617242004 040 Pbt 3
are met: Subject: Re:Floats - a guestion
1 The editor iS the Original author Amir, ifyou're wanting to start a float for our own org, count me inl
2. No posts have been made in response to the original post e ey B AR
= Hide thread wiew
e Hide Message - Available to the community host; hides message Subject _ Posted By L ——
content, and inserts the following for the message title: A-Elbate=a tieston AN
"Original . | ilable." R S Campus 0142142004 03:57PM
ginal message is no longer available. Agministatar _
3 Re: Floats - 3 quastion #oril Swensan O21/2004:04:00RM
e Delete Message - Available at any time to community host;
deletes current message and all replies to it down the
hierarchical tree. USING OTHER TABS IN THE MESSAGE BOARD
e Retract Message - Available at any time to message author; e Latest Messages of the Forum — see latest messages
original title remains in place, but message but message within a single Forum ‘ ‘
content is replaced with "Message was retracted by author!" * View by Thread — see only the thread view of a Topic
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