How to Upload Your SSLC Minutes and Agendas onto the SSLC Portal
A really easy process that will allow your SSLC representatives, and the student body to view what is being discussed in the SSLC meetings. Before uploading any file, make sure that document is saved on your hard drive. 
1. Go to the SSLC main page at http://www2.warwick.ac.uk/sunion/sslc 
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Welcome to the SSLC portal where you will find all the information you need about the SSLC system, including
important information about the committees in your department. Please let us know what you think about this
portal by emailing the Teaching Quality Team or the Students' Union.
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2. Click on Sign In next to the ‘Text Only’ option towards the top right hand corner of the screen. Your new screen will look like this 
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Web Sign-on » www2.warwick.ac.uk

Web Sign-on iat is Web Sign-on?

+.<b Sign-on is a simple way to sign in to most of Warwick's online services. Just use a single usemame and
password and you'll be securely signed in all day long.

Username
1f you experience any problems please read the FAQs or contact the IT service desk
Password

Continue without signing in

[] Remember me FAOs

Privacy policy
Change vour password

Check vour browser/caokie settings if vou are having login problems
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3. Enter your username and password. Click Sign In and the screen will return to the SSLC main portal page as in point one. If the SSLC main page does not appear, you have not got permissions to edit the site. Please contact Tim Sansom at tsansom@sunion.warwick.ac.uk
4. To upload files to your SSLC page, choose your department pages from the menu to the left of the screen and go to the minutes and agendas page.  The Centre for American Studies page looks like this 
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5. Click on the edit link on the right hand side of the page and click on upload files. The screen will look like this  
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6. ‘Browse’ for the correct file in the hard drive location and press ‘Insert.’ The file details will appear in the box next to the Select file to upload option

a. In the Link Caption box, title the document “Agenda/Minutes of the SSLC Meeting of DATE”
b. Add keywords (metadata) in the Keywords Box so this document can be accessed by a search engine of an external user. For example the Centre for American Studies SSLC minutes for the 10th December meeting could be SSLC, Minutes, Centre, For, American, Studies, December, 2007.

c. Press ‘Upload.’ Your file will be uploaded and will appear on the screen like this 
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For more information regarding Sitebuilder visit http://www2.warwick.ac.uk/services/its/servicessupport/web/sitebuilder2 

Any Problems- contact Tim Sansom (Academic Representation Coordinator) at tsansom@sunion.warwick.ac.uk 

