Procedures for Submitting Officer & Committee Reports to ALA Connect

1. Confirm that you are a member of the New Members Round Table (NMRT) Board and Committee Chairs Community (http://connect.ala.org/node/112954) 

2. If you are not a member, click on the Request Membership link on the right hand navigation.  You will be prompted to confirm your membership by clicking on the Join button on the next page. 

3. Reference the Committee & Officer Reports templates on the wiki (http://wikis.ala.org/nmrt/index.php/Section_2:_Policies%2C_Procedures%2C_Guidelines%2C_and_Forms) 

4. Open the appropriate template and fill out the sections accordingly.

5. Create a new Online Document and attach your report. 
How to Create a New Online Document
· Once in that group, click on the [add] link next to the Online Docs bullet on the right hand navigation right under the search box.

· You’ll see a new page called Create Online Doc. 

· Fill in the Title field, scroll down and select the Public check box under Groups and then click on the Add File Attachments section.

· Click on the Browse button and navigate to where you have the Progress Report stored on your computer, select the file and then click the Attach button. 

· Click on the Submit button and the page will be saved. 
6. Update the master listing within the ALA Connect group. 
How to update the master listing
· Open the appropriate summary post

· Scroll down and click on the Add a new comment link

· Fill in the Subject field and within the Comment section paste a link to the new Online Document you just created.

· Click the Save button.

