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Uploading Documents to AMPSonline

STEP 1 – Log in (you need the correct permissions)

STEP 2 – Click AMPS Library 

STEP 3 – Click Upload New Document, on right hand side


STEP 4 – Click Browse and select the file you want to upload

STEP 5 – Give the file a title.  I tend to use the file name, but deleting the file extension.  I often preface the file name with the year to aid sorting.
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STEP 6 – Add a description if you want.  I don’t usually.

STEP 7 – Select Committee Member in the “Who can box” unless you want others to e able to view.  If you want all members (i.e. full, associate and life) to view, select “Life Members”.  If you want anyone to view, select “Public”.

STEP 8 – Select which folder you want the file to be saved in.  This doesn’t affect permissions, so if you select “Committee Business” but don’t select view level as “Committee Members”, non-Committee members will be able to view.
STEP 9 – Click Upload – and file should then be uploaded.
[image: image2.png]AMI
Go-

[&] hto: s ampsorine.co uk/Resources NewDocument

e it

Vew Favortes Tods

% & [ aups Onine brary | avps crine

[

e W e e L LT

I S N R
Upload a document to the Library

Fie

THe

Descripton

WY Documents AUPS el Documeisiaced]_Browse.. |

[2010 ANPS nformal Accounts 2005-10

Latest Posts

#52 Newsletter No.
52-AGM utes

Newsloter By Andraw Robers

i Nov 2010 12:00
Thank you to allthose who attended
the AGH carler tis month.&nbsp;
The minutes are attached and the
Honorary Secretary woud welcome
any comments wihin a morth
(more)

In This Section

.+ search Documents
 Upload llew Document

Adda Link

‘Add Link

Add an Atachment

Consultation

Securty. Fusic v
Folder R

Who can view

Folder

Commites Hember

T |

Upload

Cancel

document uploads

News Pest on 14t D20 2010 1200

1have now uploaded various.
consutation documents that have
appeared over the summer o the
Consutation Responses section of
the AIIPS Library, avaiabl for
Members to view. Snbsp; This
includes the Hil. (more)

Finance Bill 2011

‘Add Aftachment

(5 @ et





3





2





5





4





8





7





9








1
3
www.ampsonline.co.uk


