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This document describes use of the Online File Sharing System at firsttorontocrc.org.  
The most common type of document in this system will be the weekly bulletins.  
 
 
Screen Tour 
 
The first screen you encounter after logging in will look similar to the following. 
 

 

1. Directories for each type of file 
(bulletins, documents, photos, 
etc.).  Click the directory of 
choice to find files of that type. 

2. Files for the selected 
directory will appear here once 
the directory is selected 

 
 
 
 
 



 
  
 
 

 

Example of when the 'bulletin' directory was selected on the previous screen. 

Sort files by Name, 
Size, Modified date, 
etc. by clicking on 
column headings. 

Return to the top level by clicking the 
folder icon labeled '.' 

Return one level 
up by clicking the 
folder icon  
labeled '..' 

Alternative way to navigate among 
folders (folder hierarchy) 

If there are any 
subfolders for the 
currently viewed folder, 
they will appear on the 
left side of the screen 
below the '..' folder icon. 

To download (open/save) file click the 
download icon for the file you want. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 

Example of when the 'photos' directory was selected on the first screen. 

With files such as photos you can view 
them (without downloading them) by 
clicking the view icon or clicking the 
filename. 

 



 

Example of when a photo was selected on the previous screen. 

Zoom in/out on photo or view at original 
size 

Return to directory view 

View next/previous photo 

 
 
 
Problem Opening Files? 
 
If, when attempting to open a file (i.e. clicking the download icon and then selecting 
Open when prompted by your browser), you get an error message, try saving the file first 
(selecting Save instead of Open) and then opening the file from where you saved it on 
your computer. 
 
 
Questions/Comments? 
 
email webmaster@firsttorontocrc.org 
 
 


