
Uploading a Document to the Web Site 
 
Note that you first must have permission to do so. 
The first step is to upload the file – to the website: 

• Open the Dashboard 
• Select Media/Add New 
• You will see a page like this.  

 
• Drag or Select the files) you want to upload to the box from your device. 

 
• You can check that the file is uploaded by viewing Media/Library.  

 
Adding uploaded files to Folders.  
For example if you are uploading a map after uploading you can move it into the Maps 
Folder by dragging it to the maps folder. The files stay where they are in the Library but 
can also be accessed by clicking on a folder. 
 



 
 
The next step is to create a Document that will be added to the list of Documents 
accessible from Member Resources/Club Documents. 
 
How to Create a New Document Once you have uploaded a file. 
(Note if you have done this before it is also possible to create a new document by 
modifying an old Document or Duplicating an existing Document – Highlight an 
existing Document and select Duplicate Club Document.) 

• Go to the Dashboard 
• Select Club Documents/Add New 

 
• You will see something like the image below. 



 
 

• Enter a title 
• Add a file by clicking the Add File Box. You will see a page like that below. 

Highlight the file you want to access from the Document. 
• Note if you want to create a Parent Document with nested Documents you need 

to create a short pdf file with the name of the document and upload it to the 
website. (One of the idiosyncrasies of the Plugin.) You can then create other 
documents that are under this parent document. 



 
 

• Next select a Parent, if desired, by clicking in the Parent Box on the right-hand side. 
 

• Once you are ready click on Publish. 
 
You can go back to the home page and then check by going to Member Resources/Club 
Documents. 


