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Technical Committees
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activities, the Home has developed a more efficient and direct manner for them to
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website.

This posting system responds2 G KS ySSR SELINBaaSR i !t!5LQa
meeting in Buenos Aires, Argentina, in 20atid would allow the technical committees to
disseminate information about their activities.

This manual has the purpose of providing a complete explanation about the use of this
tool to make it even easier for its users.

In order to use the toolgach committee president will be assigned a usernaand a

password. Each representative has to change the password after receiving it. This will
guarantee full confidentiality in the handling of the information posted on the website it
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If you have questions, please contact us at upadi@upadisede.org
consejotecnicoupadi@cfia.or.cr, aarias@cfia.er by SKYPE (upadi.sede.costa.rica).
You may also call us at (506) 228800, extension 3979 or 4075.



I. ACCESSINIBIE TOOL
1. First, open your favorite browser.

2. Then, enter the URail.upadisede.orgn the address bar, as shown:

When the page is complete, you will see the page shown below:
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3. The next step is to enter your username and password.

These data will belg2 A RSR (2 GKS GSOKyAOIFf O2YYAUOGSS
change the password. The president, as the password holder, will be responsible for
the information posted by the committee.

(The use of the tool will be explained using an example.)

In the example, we will assume that the watershed committee we will be uploading a
document. So, we after entering its username and password, we select the option
accederfaccess] as shown next
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1. When accessing theght website, you will see the homepage. Look for the
option Docsand click on it, as shown below
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2. On the next screen, you will see different folders to store the uploaded
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3. To upload the documents, click Subir[upload]
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4. On the next screen, click on the opti@eleccionar archivos para suljgelect
files to upload]; a dialog box will open. Find the right file.
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5. Once you have identified the file, select it and clickAdmmir [open].
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6. Click onniciar la subiddstart uploading]. Wait for a few seconds while the file is
being uploaded. When the upload is complete, teeumenQ & Yy I YS gAff 6 S
on the screen with a check indicating that the upload was successful
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« Volver a Google Docs
Subir archivos

Seleccionar archivos

En este momento estas utilizando 0 MB (0%) de tus 1024 MB.

Puedes subir archivos de hasta 1024 MB. El limite de los archivos convertidos al formato de Google Docs es inferior.
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6.2. Upload
Successful

Subida completada

18 Subir més archivos

7 Findly, click oniVolver aGoogle Doc$return to Google Docs].
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7. Click.
Subir archivos

Seleccionar archivos
En este momento estas utilizando 0 MB (0%) de tus 1024 MB.
Puedes subir archivos de hasta 1024 MB. El limite de los archivos convertidos al formato de Google Docs es inferior.
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Subida completada
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[ll. TO VIEW THEOCUMEIRt

After the previous steps, the main page will be displayed. There, cliSopel
propietario [| am the owner] to view the document(s) uploaded to your account
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1. On the box on the left, select the name of the document you want to move to
the subfolder

2. Click orcarpetasffolders].

[@ Google Docs - Soy el propietario - Windows Internet Explorer provided by CFIA

= )[@ =]
@\) ~ [ @ nttpy//docs.google.com/a/upadisede.org/#owned-by-me

«[42] x ][ Live search o -

W | & Google Docs - Soy el propietario | n - v d v b Pagina v {J Heramientas v
Correo Calendar Docs Sites Mas v Nuevas i |

org | C: on v | Ayuda | Salir
L o [ Buscar en tus documentos I Buscar en los de org ) wostrar spcionss 46 bsqusds

WEAD

Crear nuevov | | Subir... Soy el propietario Actualizar

Todos los elementos SR Compartirv Suprimir | Cambiar nombre | | Mas acciones v 1-2de2 | Uttima modificacion v = 28

Soy el propietario bre Carpetas / Uso c Fecha +

Abierto por mi

Compartido conmigo HyoaU T 12:52

DRatstes w/| cuencas hidrograficas.docx & yo @ Upadisede.org yo

Oculto S ANTIGUOS

Papelera ] w] informe anual.docx

(&) INFORME DE TRABAJO yo para

1 colaborado 28/11/10 yo

Elementos por tipo v
Mas busquedas v

2. Click

¥ Mis carpetas

No folders
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1. Select

3. When the menu is displayed, under the optiGarpetas CompartidasgBmigo
[shared folders], click on the name of the corresponding committee. By doing
so, you will be able to see the four (4) committee subfolders.

4. Select the folder where you wish to post the document.



5. Click on the buttoraplicar cambiogapply changes].

The next snapshot illustrates this procedure:
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Cancelar
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ick

6. confirmation message will be displayed indicating that the document has been

added to the desired folder, as shown below:
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7. If you want to open the document, just click on its name and it will ispldyed
on the screen
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8. Finally, click on Pagina principal de la lista de documentos [document list main
page] to return to the main page
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V.DELETING A DOCUMENT AFTER POSTING IT.

You may delete any document from the document main page.
1. Seletthe desired document.
2. Click orsuprimir [delete].

3. A dialog box will be displayed; there, clickgapelera para todogrecycle
bin].

4. A confirmation message will immediately appear on the top of the page
5. Finally, ick onSalir[exit] to log off.

The follaving snapshots illustrate this procedure
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