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HOW TO UPLOAD YOUR CASE
TO THE WIKIPAGE
FOR GROUP DISCUSSION



STEP 1 - UPLOADING YOUR CASE
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How to Upload Your Case

Click here for detailed instructions on how to upload your case for group discussion.

Click the orange ‘Pages’ button at the top left of the page.
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How to Upload Your Case

Click here for detailed instructions on how to upload your case for group discussion.

The list of names in your group will appear in grey — click on your name from the
list
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To upload your case — select ‘Edit’ from the right hand side of the screen.
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Copy and paste your lcase report info the text editor.....

Tags

Save Cancel

Copy and paste your case from your Word document into the text editor. Click
‘Save’ to save your updates and ‘Save & Exit’ to save and exit the page once you

have finished.



STEP 5 — UPLOADING AN IMAGE
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To upload an image — Put your cursor in the appropriate spot in your case and
click the image icon from the toolbar (1) then select the upload button (2) and
find the file from your computer. Click ‘OK’ to upload the image.

Tip (3): An image for a case should be a maximum of 500x500 pixels or around
150 kb in size (just set the width at 500 and let it keep dimensions in proportion)



STEP 6 — COMMENTING ON OTHER CASES
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To comment on a colleague’s case — Follow Steps 1&2 and then select one of
your colleague’s from the list of names. When the page loads, scroll to the end
of their case and click on ‘Viewer Comments’. You will then be able to add your
comments to their case.



STEP 7 — SUBSCRIBING TO YOUR WIKIPAGE

To receive an email notification each time someone comments on your case you will
need to subscribe to your wikipage:

1. Once you are in your wikipage, click ‘Settings’ from the top right of the page and select
‘Subscribe’.
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2. This will now open the email notifications page - tick the box to receive emails and
‘Submit Query’.

subscribed to

Email Notifications eive periodic emails summarizing the latest activity
' ou'll receive emails, at most once an hour, that summarize the latest activity in content you're

Submit Query Cancel



