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Newsletter Photos are uploaded by authorized staff using an intranet-based application.  When new photos are added to the internet newsletter folder, the following procedures must be followed.

1. Open the web browser and select Administration from the pull-down menu.
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2. Login to the Intranet Security Page.  This password is not displayed when you type it so no one near you can read it, instead asterisks will appear.
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[User name is : news                           password is letter]

Click the login button and the security page will indicate you have succeeded in logging in.  Call Phil or John for password problems.  Click Enter to proceed.
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3. A failed username and/or password will result in an error message:
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Note: Three incorrect password will lock the account.

If the account is locked, contact Phil Parisi or John Rosengarten who can unlock it.

The user menu appears, including all application you have access to, a change password function and an exit function.  

Click the Photo Administration button to proceed.
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4. Options in the Photo Administration are Upload Newsletter Photo and Review Newsletter Photos.  Note the Main Menu and Logout buttons are also available within this application.  
Click Upload Newsletter Photo to proceed.
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5. The Upload Newsletter Photo option is a simple file browser and an upload button.

Click “Browse” to search for the file you wish to upload or, if you know the complete path and filename, you may type them in directly.
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6. Browse using standard Windows directory methods to locate the file you want to upload.  You may double click the desired file or click once to select then click OK to continue.

Here we see the “My Computer” view so we can select the correct drive to search for the file.
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7. The selected file path and name now appear in the file specification area.

Click Open to continue.
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The file path and name now appear in the file specification box. Click “Upload” to proceed.

9.  When the file completes, you will see a confirmation message.  Click OK to be returned to the Photo Administration screen.
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10.  From the Photo Administration screen you may look at the photos that are available for review.  Click View Photo Database to continue.

[image: image11.jpg]%]Pace Suburban Bus Intranet - Microsoft Internet Explorer

File Edit View Favorites Tools Help Links @] - Pace Bus - &) Google &) MSN &) Yahoo iy
Qsack - © - X @ % P search JrFavorites @ &

Poace | Adminitation | v][G0l] | Toesron

Logout Newsletter Photo Administration Menu

Address | €] http://192.168.245.21/ VB &

© Upload Newsletter Photo(s]
o Review Newsletter Photo(s]

4ant € 1936-2008 PACE Sueurcan Bus

Al ighss &

[X]
i

€] Done @ Trusted sites





11. You are now taken to the photo browsing application.  You may select the initial letter of the file you uploaded to bring up the newly-uploaded photo.  Verify the photo appears. 
To upload more photos, use the browser’s Back function and return to the Photo Administration screen.  You may logout or just close your browser to exit.
Review Newsletter Photos

Unavailable

Note: We regret that the function intended to permit you to review the files that are in the folder is not available because of the cyber security needs of the internet firewall and security requirements in general.

If you need to review photos in the collection please call John Rosengarten or Phil Parisi.             - May 9, 2005 JR
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