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Note:  The treasurer report is only available for Tulsa Chapter Members; therefore it is only placed in a location that is for members only.
If you have receive the treasurer report in an email from someone and need to upload it to the Tulsa Chapter website these are the steps you need to take:
1.  The very first thing you must do is be sure the report is saved on your computer because you will be asked to locate it.  (I often place it on my desktop and then go in and delete it from my desktop later.)
2. Go to:  www.iaap-tulsa.org
3. Click on the link above the tab “calendar” that reads “Login to see members only content”
4. Login with your username and password and click the button “sign on”
5. Click on the tab “Professional Resources” at the top of the page
6. Choose “Search Library” 
7. Type “Tulsa Treasurer Reports” in the “search term” box and then click on the button labeled “search” just down below “ the blue box that reads “search tags”
8. Scroll down until you see my picture and “July 2009 - June 2010 Fiscal Year Treasurer Reports (Tulsa Chapter)”
· First time:  Before you click into the file to edit it, take a moment to click on “Add to Favorites” on the right-hand side
· Note:  From this point on, you can just go to “my favorites” instead of searching for the file.  (This will cut out step 5 and 6 above.)
9. Now, click on the hyper-linked words “July 2009 - June 2010 Fiscal Year Treasurer Reports (Tulsa Chapter)”
10. Click on the word “Edit” on the right-hand side
11. Scroll down to step 2 and click on “browse”
12. Locate the report from your computer and choose “open”
13. Click in the box next to “file name” and name the document similar to what the others are named 
14. Click “upload”
15. Scroll to the bottom of the page and click on “continue”
To start a new file for the new year:
1. Go to:  www.iaap-tulsa.org
2. Click on the link above the tab “calendar” that reads “Login to see members only content”
3. Login with your username and password and click the button “sign on”
4. Click on the tab “Professional Resources” at the top of the page
5. Choose “add a document” 
6. Type the name of the document in the box next to “title” (example:  July 2010 - June 2011 Fiscal Year Treasurer Reports (Tulsa Chapter))
7. Click the dropdown box next to “library”
8. Select “Tulsa/Tulsa, OK”
9. Upload your first file and click on “continue at the bottom of the page”
10. Note:  At this point, you will need to copy the url location of your file for the second step.
Second step:
1. Go back to the first page of the website and make sure you are still logged in to be able to edit it.
2. Click on “edit this page” located on the right-hand side just above the word “welcome”
3. Click on the blue link entitled “navigation”
4. Click on the plus sign next to “About Us”
5. Click on the plus sign next to “Tulsa Chapter Members Only”
6. Click on the plus sign next to “Treasurer Reports”
7. Click on the file “Chapter Minutes”
8. Highlight the last file, which in this case is “2009 – 2010”
9. Go to the top and click the button “new” located under the category “navigation”
10. Type in the name of your file, which in this case would be “2010- 2011”
11. Now look toward the top right-hand side of the page under the word “content” and click on the “new” button”
12. Unclick the button under “show”
13. Click the button called “hyperlink” under type of content
14. Paste the url of the library file that you just created
15. Click “save”
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