Managing Files on Connect
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Steps:
1. Go to the Club Home Page
2. On the Dashboard, Click 'Files'
3. To Upload a File, Click Upload at the top right of the page
4. To create a Folder to sort the Files into, Click 'New Folder' at the top right
of the page

5. To Delete a File, Check the File and Click 'Delete' on the right side of the
page

6. To move a Files into Folders, Check the File and Click 'Move' then select the
desired Folder

7. To adjust Access Rights to a File, Click 'Privacy' and 'Publish'

8. Click the 3 Dot Tab to Rename, Download, Delete, or Adjust Privacy of a File
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Steps:
1. Go to the Club Home Page

2. On the Dashboard, Click 'Officers'
3. Update the Position for that Officer

4. If they are no longer an Officer, uncheck 'Active Officer'

5. Check 'Main Contact' for the Officer you want individuals to reach out
to when asking about the club

Need to Add a new Officer?
Click ( @auoricer . located at the top right of the page




