How to Share a Resource

1. Within ACHA Connect, members are able to share resources, including documents such as standing orders or
policies, images, videos, or articles. There are several ways to share a resource. One of the simplest ways is to
click on “Resource Library” on the blue navigational toolbar.
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2. Onthis screen you will see the resource library folders. Clicking on a folder will show you all the shared
resources that have previously been uploaded. Click on the green “Create New Library Entry” button.
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How to use the resource library

When in the folder view, select a folder in the left column to see the contents in the right column. Double clicking on a resource title will take you to the download page. To search for files within the

library, use the search bar below. If you would like to search for previous discussion threads as well as library resources, use the site search bar on the blue navigation bar above.
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3. A content window will appear where you can enter a title and description. In the “Library” drop-down, select
the community where you'd like to have your resource posted.
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4. Select the type of entry you will create.
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5. Onthe next screen, you will be asked to upload the file.
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6. Once you've selected and uploaded your file, click the “Finish” button. You will then be taken to a webpage
where you can see your completed resource upload.



