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Introduction

This user’s guide is designed to provide Administrators of the LCCD-WA website, guidance on how to use the
appropriate tools to setup, configure and use the LCCD-WA website and all of its Utilities.




Overview
The RFPCA WEB Site is used by the public to view local current affairs and events, and to provide a Local Enterprise
Business Directory. The website consists of public pages as described below:

¢ Home Page: Used as a main entry page. Main features are short listed news stories and events.

Sponsors

The Lower Coastal Community
Directory (LCCD-WA) would like to
thank and acknowledge the following
sponsors, without there support this
WEB Site would not be possible -
Please support those who
support you.

COMING S00N:
Reserved for local advertising:

COMING SOO0N:
Reserved for local advertising:

ARATRIS OOkl

Recent news

30/08/2009 Lot 3 proposed development

Lot 3 proposed development We where informed that the
proposed new estate will contain approx 226— 1 hectare lots
and be classed as Sovereign Hill Estate, it will also have 2
entries from Sovereign Hill and 1 from Sandalwood Drive
Redfield Park — stocking rates to be in line with read more =

Read all news articles :=

Upcoming Events

10:00 AM -
3:00 PM

Guilderton Visitors

i
27/09/2009 (14 centre fete

View all events =
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The Guilderton
Community Hall

e Events Page: Shows a calendar of events entered by Association Administrators.
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Sponsors

The Lower Coastal Community
Directory (LCCD-WA) would lke to
thank and acknowledge the following
sponsors, without there support this
WEB Site would not be possible -
Please support those who
support you.

COMING SO0N:
Reserved for local advertising:

News Articles List
Page: 1
30/08/2009 Lot 3 proposed development

Lot 3 proposed development We where informed that the proposed new
estate will contain approx 226— 1 hectare lots and be dassed as
Sovereign Hill Estate, it will also have 2 entries from Sovereign Hill and 1
from Sandalwood Drive Redfield Park — stocking rates to be in line with
read more »

Page: 1

e Photos Page: Shows the albums of photos available to be viewed.

Sponsors

The Lower Coastal Community
Directory (LCCD-WA) would like to
thank and acknowledge the following
sponsars, without there support this
WEB Site would not be possible -
Please support those who
support you.

COMING S0O0N:
Reserved for local advertising:

Photo Albums
Page: 1
Associations
RPCA Xmas party ld‘"‘f','l*%.-- Album contains 1

Album contains 0 images.

ark ,\%& images.
'II11.II:I]'r_!' 7

Page: 1

e Sponsors Page: Shows a Local Enterprise Business Directory.

Sponsors

The Lower Coastal Community
Directory (LCCD-WA) would like to
thank and acknowledge the following
sponsors, without there support this
WEB Site would not be possible -
Please support those who
support you.

Page: 1

The Guilderton Community Hall

Features: Hotplates Oven Microwave oven Refrigerator On site parking No
Smoking read more »

Page: 1
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e News Page: Shows a brief preview of the local news stories entered by Association Administrators.
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e About Page: Provides information on the LCCD-WA website and documents.

About LCCD-WA
The Lower Coastal Community Directory {LCCD) website has been designed by Steve's PC's to provide first-hand information
—in real time -

regarding the positions of the local community, It also provides practical information to cover local increasing needs pertaining to day-to-day
issues within the community. Our new site will also serve as a platform for local e-commerce, which is taking on an ever-greater strategic role in
our local community.

Our world is changing rapidly. The internet has become an indispensable tool, drastically altering the way people communicate, work and do
business, as well as being the most effident way in which future perspectives are shaped. Public Diplomacy and Education helps to effectively
promote & community’s positions so that they can be better understood and, ultimately join together to promote prosperity within their families

lives.

At the Lower Coastal Community Directory (LCCD), we believe we must capitalise on the opportunities opened up to us by the digital revelution.
A website evolves constantly — it cannot be static, We would like to take this opportunity to stress that this effort on the part of the Lower
Coastal Community Directory will be ongoing so that we can constantly enhance and enrich this site with useful and interesting insights into our
community and local activities in an ever-changing world of opportunities and challenges.

LCCD-WA Documentation

General Associations Sponsors

Association Registration Form.pdf
lccdwa Privacy Policy.pdf Association Acceptable Use Policy.pdf
Association Relationship Agreement.pdf

Contact US

We would like to take this opportunity to encourage the public to send us an e-mail with your thoughts, suggestions and
idea's. Our goal is to reply to every email within 2 business days.

Click Here To Send E-Mail!

NOTE: Many other features will become available as they are developed by the LCCD-WA team.

Requirements

Assumptions

The reader has at least superficial knowledge of internet browsing.
The reader has read the following associated Documentation:
e Association Acceptable Use Policy; and

e Association Relationship Agreement.
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Requirements

Deliverables described in this document have the following requirements:

e Internet Browser;
o Internet Explorer 7 or higher;
o Safari 4 or higher;
o Opera 3.5 or higher;
o Firefox 3.5 Or higher; and

o Google Chrome 2 or higher.

Conventions Used In this Document

The following have been used in this document:

e Special notes for each item in the guide are in red and start with the following word;
NOTE:
¢ All names of importance have been Bolded for the convenience of the reader;

e Screenshots have been resized where required;

¢ All text input used in the screen shots are suggested and not to be considered as compulsory; and
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Administration Guide

The following is the suggested guide to be used by administrators to operate the LCCD-WA website, and all the
Utilities. Below each item is a small explanation of the item and process.

Home Page

The Home page can be viewed by any one who accesses the website. Used as a main entry page, the Main features
are short listed news stories and events. There are no features which needs administering as the short listed news
stories and events are automatically updated.

Events Page
To update the Events pages and Calendar do as follows:
e Login to the website as an Administrator;

NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username

is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against
any News entries, photos etc :) is created for legal purposes.

Logout
Welcome rfpca . You are logged in. |

e Navigate to the Events page;

e Click the Add New Event button.

Add New Event
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e This will open the Event Details page as shown below;

Add New Event

Event Details

Add Event Cancel

Event Heading: | |

Lirtk: [[Juse a link instead of inline content for this anouncement:

Link: | |

Location:

No location Selected
The Guilderton Community Hall

Description:

Event Date:

Start Date: |9/9/2009 [+]  [o:s0Pu [~]

End Date: |9/10/2009 [»]  [1250 a0 [+]

s5e ECIE!

Upload new image Pick an existing image Clear selection

Photo:

Description:

o Event Heading: Enter the title to be given to the even.

o Link: Tick this box if you would rather show a link to the events web page, rather then the
information you enter here. Enter the http: address for the event organisers.
NOTE: Example address = http://www.lccdwa.com

o Location: If available in the list select the location of the event.
NOTE: If a location is not in the list, after creating the event, please send the location details to
info@Ilccdwa.com requesting to have them entered in the list. The location can be entered for the
event later.

o Description: Give a description of the event.

o Event Date & Time: Enter the start and finish dates and times for the event.

o Photo: Upload or select any event image/images you wish to show.

NOTE: Images are explained in a later section of this guide.

e To complete the process click the Add Event button.
NOTE: The details can be modified at a later date if needed.
e The event will be displayed on the Main page, Events List page and also in the Event Calendar.


mailto:info@lccdwa.com
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e To edit or remove an event use the Edit and Remove buttons located on the Events List page, as shown
below:

Sponsors

The Lower Coastal Community
Directory (LCCD-WA) would like to
thank and acknowledge the following Upcomming events
sponsors, without there support this
VEB Site would not be possible -
Please support those who Page: 1

support you.
5/ 20/ 2555 Guiderton Visitors centre fete m

Events List Events Calender

COMING S00N: B Goes from 10am til 3pm fiyer circulated — Fete to have bouncy castle, mini _
Reserved for local advertising: train, Hot Rods in attendance to be held at the Guilderton Community Hall
read more: »
COMIMNG S00N:
Reserved for local advertising: Page: 1

NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA
Staff, so do not rely on the website as a long term storage area.

News Page
To update the News pages do as follows:
e Login to the website as an Administrator;

NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username
is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against
any News entries, photos etc :) is created for legal purposes.

|

Welcome rfpca . You are logged in.

e Navigate to the News page;

e Click the Add New Article button.

Add new Article

Page:

Page:
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e This will open the New News Article page as shown below;

New News Article
Article Title: | |
Link: D Use a link instead of inline content for this article,
URL: | |
Description:
Article Date The news artide will not be visible to users until after this date,
Date: [11/09/2008 Time: [11:44 Al
Photo:
selecie
Pick an existing image
Phato Album Optionally, the news artide can be assoiated with a photo album,
No Album Selected RPCA Xmas party
RPCA Xmas party
Associations
Enter some info here, kool!
Album contains 0 images. View Album
Cancel

Description:

o Article Title: Enter the title to be given to the even.

o Link: Tick this box if you would rather show a link to the articles web page, rather then the
information you enter here. Enter the http: address for the article organisers.
NOTE: Example address = http://www.lccdwa.com

o Description: Give a description of the event.

o Atrticle Date & Time: Enter the date and time of the event.

o Photo: Upload or select any event image/images you wish to show.
NOTE: Images are explained in a later section of this guide.
NOTE: If there is no image to put with the story please use your associations logo.

o Photo Album: Select from a list of all public photo albums. The photos in the album will be

associated with the News Story.

To complete the process click the Add Article button.

NOTE: The details can be modified at a later date if needed.

The news articles will be displayed on the Main page and also in the News Articles List.

Page 10
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e To edit or remove an event use the Edit and Remove buttons located on the Events List page, as shown
below:

Logo
Welcome rfpca . You are logged in. gout
Sponsors News Articles List
‘The Lower Coastal Community Add new Article
Directory (LCCD-WA) would like to
thank and acknowledge the following
sponsors, without there support this Page: 1
WEB Site would not be possible -
Please support those who |
support you. H
SUjejesus s proposed development dﬁe!'rl»_s: ™
ark .
Lot 3 proposed development We where informed that the proposed new TG
estate will contain approx 226— 1 hectare lots and be dassed as
COMING S00M: Sovereign Hill Estate, it will also have 2 entries from Sovereign Hill and 1
Reserved for local advertising: from Sandalwood Drive Redfield Park — stocking rates to be in line with read more =
COMING 500M: Page: 1
Reserved for local advertising:

NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA
Staff, so do not rely on the website as a long term storage area.

Photos Page
To update the Photos pages do as follows:
e Login to the website as an Administrator;

NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username
is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against
any News entries, photos etc :) is created for legal purposes.

|

Welcome rfpca . You are logged in.

¢ Navigate to the Photos page;

e Click the Add New Album button.

Page:

Add new Album

Page:

e This will open the Add New Album page as shown below;

Add new Album

Add Album
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Description:
o Album Name: Enter the title to be given to the new album.

e To complete the process click the Add Album button.
e To edit the albums details and add and delete photos click the album. This will open the selected Album
Contents page as shown below:

Album Contents Album Associations
roN
dfield-}

ark

Redﬁel;j Park « previous photo next photo »
me
Assocation Selected Photo: Redfield Park Community

Association

Sponsors

The Lower Coastal Community
Directory (LCCD-WA) would like to
thank and acknowledge the following
sponsors, without there support this
WEB Site would not be possible -
Please support those who
support you.

COMING SOON:
Reserved for local advertising:

Download full size image
P
COMING SOON: Edit Photo Details
Reserved for local advertising:

« previous photo next photo

COMING SOON:
Reserved for local advertising:

Upload Photo

e { |(Browse...
COMING SOON: —_ = - :
Reserved for local advertising: Image title: L ]
Up|o ad

e To upload an image click the Browse button, locate the image in the file system browser. Give the image an
Image Title and click the Upload button. The image will upload to the website ready for use.

e To edit the album details click the Edit Album Details button. The album details section will expand allowing
you to edit the album details.

Album Name

Notes

Apply Change

e Once all details have been entered click Apply Changes to save the changes.

NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA
Staff, so do not rely on the website as a long term storage area.

Page 12
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Associating images to Events and News Articles

To associate images to events and news articles, do as follows:
e Login to the website as an Administrator;

NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username

is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against
any News entries, photos etc :) is created for legal purposes.

Logo
Welcome rfpca . You are logged in. |

e Start the process of entering a new Event or News Article;

On both information entry pages you are presented with an area allowing you to pick or upload an image to
be associated with the new Event or News Article, as shown below;

se ECIE!

Upload new image Pick an existing image

e To upload an image do the following, click the Upload new image button. The section will expand as shown

below;

Select a file using the browse button, enter a caption title and dick Upload Image.

File: Browse...

Upload Image Cancel upload

NOTE: For a list of supported formats please see Appendix A: Supported Image File Formats.

Description:
o Album to upload to: Select an album to upload the image to.

RPCA Xmas party ‘v} l
RPCA Xmas pa ’l
Associations s

o File: Browse your computer for the location of the image file.
o Image Title: Give the image a name.

o To complete the process click the Upload Image button.
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e To pick from the existing images do the following, click the Pick an existing image button. The section will
expand as shown below;

Select an image:

'dﬁe!g:}‘._

ark .9

munity £

Redfield Park
Communitee

NOTE: Association logos should be used where no other images are available. These will be located in the
Associations Album, which is not for public viewing and the album can’t be seen from the Photos Page.
Description:

o Select the image to use, as shown below.

Photo album: | Associations ¥
ldﬁeld?»l-
e

ark .
muniey f

Redfield Park
Con]mnihee

o To complete the process click the Use selection button.

NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA
Staff, so do not rely on the website as a long term storage area.
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Your Association’s LCCD-WA Web Page

Within the LCCD-WA website your association is given its own web page to conduct Association business with. On this
page your members have the ability to participate in a live forum and download any documents available, as shown
below.

Redfield Park Community Association

PO Box 31, Gulkderton WA 6041
1

Welcome Message

nmunily

Document Downloads

fy Misanies 13th Segt 2009 od!

Mission And Vision Statement
The Commitee Members

Discussion Forum

Pastesd iyt stephenh
otz S0/ 1/ 2000 1230025 AM

Wetmme 1w the Reiisy Fart i, h

Comrrighl & 2010 Bwev's PO

Your Association page has three security levels.

e The Public view, as shown above which is seen by anyone who opens the page.




Redfield Park Community Association

Copyright © 2010, Steve’s PC’s

The Members view as shown below, which allows the member to participate in the live forum;

PO Bozs 31, Gulkberton WA 6041

Welcome Message

Document Downloads

The Commitee Members

Fresmdent

Erer faarme Heve

Frenjent:

Erbar Name Here

Enter Contact Mere

Secmtary

Ercer Name Ners
Entec Cortact Her
Treamye

Enter Name Here

Enter Contact Mere

«oDer of tha Radhiaks Fars Cenmeun iy AScieniao %

YOu MS D6 2
Discussion Forum SONBALE 0 TG e
Enter A Message

Pusted By stuphenh
b 10U 3/ 700% 1:20:25 AM

WaIOma 10 D RedNald Past fhraty, %000 @y On Wil Lontidute 308 reks

Coparight § 2050 Jtevw's PCe
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¢ The Administrators view as shown below, which allows the administrators to participate in the live forum,
upload documents and update the content on the page;

Redfield Park Community Association

PO Bow 31, Guiderton WA 4041

Document Downloads

rm
Welcome Message

N

~
Edit
The Commites Members

Frasdect.

Eilm Name e
Enter Contact Heare
Ve Mresdein

It Name Pl

Ender Contact Here

Letsetary

et Hane Pl
Lrtet Contad baeie
Temuin

Al v Pwie

Lnder Contact ere

A

Discussion Forum

Fusted By stephenty

st MO/ 0/ 2009 10025 AN

Wakame tr D Radhodd Park fanum, dDog

080 will cortribute 30d Mok 1Ml b Bomgr aren = |

Towyright @ 29IW Sheea's T

VL OUT s o

Updating the Content

As stated before the three main text areas on your Associations Webpage can be updated in real time and has the
ability to produce text output for two security levels (Public, Members). This is done by:
e Click on the Edit button in the area you wish to edit, as shown below.

1' Blcome Message

Hello, welcome to the our home page. You are welcome to browse the public
documents listed below, just click the document you are interested in to
download and read. If you wish to become a member of our association please
e-mail one of our commitee members. Being a member will give you access to
our Forum as well. Thank you for your patronage and we hope you find what

your looking for.
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¢ The Content page will open for the text content area as shown below;

What the MENMBERS will see:

Welcome Message

Hello, welcome to the cur home page. You are welcome to browse the public documents lsted below, just click the document you are interested in
to download and read If you wish to become a member of our assoczation please e-mnad one of owr commites members Being a member will gve
you access to owr Forum as well. Thank you for your patronage and we bope you find what your lookang for

I

What the GENERAL PUBLIC will see:

Welcome Message
Helo, wekome to the our home page You are welcome to browse the public documnents ksted below, just click the document vou are interested
m 10 download and read If you wish to become a member of our assoczation please e-mad coe of our commites members Being a member will
gve you access to our Forum as well Thank you for your patronage and we hope you find what your looking for

B

[ Boack |

It should be noted how the page is divided into three sections, one for each of the three security levels.

What is entered in each of these areas is what the user will see on the Association page according to what
security level they have.

e To edit an area click the Edit button for that area, the area will change into text boxes allowing you to
modify the text. Once completed click the Update button as shown below. You can use a text editor like
Microsoft Word to prepare the information to entered then copy and paste into the text box.

What the MEMBERS will see:
Heading:
Welcome Message H H ‘
Text:

You are welcome to browse the public documents listed below, just
click the document wyou are interested in to download and read. If vou wish to become a member of our
association please e-mail one of our commitee members. Being a member will give you access to our Forum
as well. Thank you for your patronage and we hope you find what your looking for.

Hello, welcome to the our home page.

Update Cancel

NOTE: Images can not be added to these text areas. To add an image you will need to contact the team at LCCD-WA.
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Uploading Documents
As stated before documents can be uploaded to your Associations Webpage in real time which then can be
downloaded by the public. This is done by:

e C(lick on the Up-load File button, as shown below.

Up-load File

Document Downloads Community Minutes 13th Sept 2009.pdf

e The File Up-Loader page will open which provides the tools needed to upload a document and a reminder of
the terms of use, as shown below. Click the Browse button to locate the document on your computer, then
click the Upload button to complete the process;

FILE UP-LOADER

The 8o o e uploadng nunt be m PDF format for the keedan FILE UP-LOADER to recogroe e Sle
If yoms try to wp-doad me odber fonust the o will £

Fides over 2 Mb (MegaByte) or 2088 kb (KilnBxte) will akio not be uploaded

( (s [ _]

Torms of Use Agreement

Use of he LOCD-WA Fie up-load

By nsing the LOCD Lok [ 3 Dacmares -] +EcED
5 1 Conmanty Mg _3 2% Segt 2003 08
ACKNOWLE L9 ¥ Tester :::mmt;! .
Steve's PC's and LOCD- WA provides The LCCDY oot = 1asy pocument ot
vin e dommm lecdwn cotn, and'oe my sccey t"”“"'"
‘Agreement”), any amendmenss w0 the Apecoest u
ngit, ot & acretion, 1o chasge, mockly, add o 1y [y
iy
B acceyang the Terms of Use, you agree 1o (3) po]
process, sad () 10 mazaae af My Docimene:

The Service includer aformation. views, opimons § SV

LCCD-WA asstanes no respondhidey for the ac
Service, sor does £ endorse asy OpIiOns OF TeCoe

ot wlle of any secirky of mvestmere. Y ou agree S WA::.“ Fie rvem [ - O |
Srovgh the Service You agree $hat vou shoud do Fime o e ™ <] Covesi |
by othey — —_—

NOTE: At this stage only PDF files, less then 2mb will be accepted, any file larger or not in the correct format
will fail to upload. You will also find that anything larger would take a long time to upload and the server
would time out not allowing it. (Remember most of the broadband plans that we get from our wonderful
providers might download at 100mb + per second, but | bet you will find they don’t upload at the same
speed)

NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all

preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA
Staff, so do not rely on the website as a long term storage area.

Page 19
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Enter Forum Messages
As stated before, members can participate in a live forum on your Associations Webpage in real time. This is done
by:

e C(Click on the Enter a Message button, as shown below.

You must be a member of the Redfield Park Community Association to
Discussion Forum :
Enter A Message

Posted By: stephenh
at: 10/3/2009 1:30:25 AM

Welcome to the Redfield Park forum, hope every one will contribute and make this a better area to live our lives in!

e The Forum Message Entry page will open which provides the tools needed to enter a message and a
reminder of the terms of use, as shown below. Click the Save button to complete the process;

Forum Message Entry

IMPORTANT

BY CLICKING THE SAVE BUTTON below, YOU ARE AGREEING TO BE BOUND BY Al 15 AND CONDITIONS 557
FORTH IN THIS LCCD-WA FORUM TERMS OF USE AGRES
R

Yorms of Uso Agrocment
Use of e LOCD-WAForean i an acceptance of these Termu of Use md all or sy sbsequest chasges
By wiing e LCCD-WA Foran, you agree 8o be bousd by hese Terms of Use

ACKNOWLEDGMENT AND ACCEPTANCE OF TERMS OF USE
Steve's PC's and LCCD. WA guovades The LOCD. WAF orum senvice via the Web site(s) owned an operated by LCCD- WA a0d accessed via
the domams kodwa com, and'or any ssccemsor URLs (the "Service”) inder The LOCD-WA Foran Terms of Use Agreement (the "Agreement”),
oy amendments to the Agrecment, and operating rdes and policies (colectvely, the "Tenms of Use™) LOCD- WA reserves the right, at s
discretion, to chasge, modify. add or remove all or part of the Terms of Use st my Sme LCCD-WA willl notfy you of changes to the Terms of
Use by postiag @ message ca the Service

NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA
Staff, so do not rely on the website as a long term storage area.
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Appendix A: Supported Image File Formats

16 Calor Bitmap [*.bmp;”. dib]

256 Color Bitmap [*.bmp:*.dib)
24-bit Bitmap [*.brmp;” dib)

JPEG [“JPG;JPEGJPE"JFIF]
GIF [*.GIF)

TIFF = TIF:TIFF)

PNG [*PMG])




