
 
 

Handout Upload Instructions 
 

PLEASE UPLOAD HANDOUTS BY THE DEADLINE INDICATED ON THE CONFERENCE WEBSITE 

 

We highly recommend that you upload handouts for your presentation.  NACADA will not duplicate handouts in 

paper format; therefore you should bring copies to the conference in addition to uploading the handouts here if 

you prefer to do so.  Please keep in mind that the content of handouts should reflect the level of 

professionalism expected by NACADA.  Uploading your handouts by the deadline will assure that participants 

have access to them prior to their departure for the conference. 

 

*These steps can only be performed from within your Presentation Information webpage.  You may upload up 

to six (6) handouts.  The following file formats are acceptable: 'doc', 'docx', 'flv', 'gif' ,'jpg', 'jpeg',  'png', 'ppt', 

'pptx', 'pub', 'pubx', 'rtf', 'swf', 'xls', 'xlsx',  and 'pdf'. 

1 To upload a handout, start by clicking on the “Choose File” button and an open file dialog window will 

appear.  Browse to your file and double-click it or select it and click “Open”.  The system will 

automatically assign a File Name, which you will be unable to change. 

a Note: Your “Choose File” may look like this: .  If this is the case, 

select “Browse…” 

 

 
 



2 Enter a description for the handout in the text input to the right.  This will provide a brief explanation of 

the specific handout content (i.e. PowerPoint Presentation, Advising Matrix, References).   

 

 
 

 

 

3 Click “Upload” to upload the handout and save the description.  Once the upload is complete, you will 

see a confirmation alert and your handout will appear in the list of uploaded handouts. 

 

 
 

 

 

 

*Delete a Handout 
 

1 Click the “Delete” text to the right of any previously uploaded handout to have the handout file deleted 

and the handout entry erased.  A confirmation dialog will appear; click “OK” to continue with the delete 

process or click “Cancel” to stop it.  Once you click “OK”, the handout will be instantly removed from the 

handout list.   

 

 

 



 
 

 
Copyright 
The individual(s) listed on the presentation grants NACADA permission to reprint the indicated document(s) on 
the NACADA Website and provides permission for all who access the document to reprint and distribute the 
document with proper citation. In uploading this document the individual indicates that they have institutional 
permission to grant right to reprint and that posting of documents by NACADA and reprint of said documents 
by those accessing the document on the NACADA Website does not infringe on any copyright or the 
proprietary rights of the institution or other publications and that NACADA will be held harmless for reprinting of 
the document(s). 

 

 


