Uploading/Editing Club Magazines on CMC Website

1. Go to CMC Website — http://www.councilofmotoringclubs.asn.au

2. Click on Club Login enter your credentials and then click on Login



3. Select Magazine Upload from User Menu

4. To add a magazine for a Club that does not have one on the website, select Submit File.

Before progressing, ensure the magazine file is a pdf file and is appropriately
named: magazine _aaaa.pdf, where aaaa is the club initials. This is to help
manage files on the server.



5. Ensure Upload a file from your computer is selected, then click on Next

6. Click on Browse to select the file to upload.



7. Navigate to the desired file on your computer, click on the file name and then click on Open




8. You will now see the file name you selected next to Browse, now click on Upload

9. This screen will be seen while the file is being uploaded. May take a minute or so, if the file is large.
(10Mb maximum file size)



10. Now change the Title to the Club Name.




11. You can add some info to the Description if you wish, e.g. Date of Magazine.

12. Finally Click on Save.




13. Your newly added magazine will now appear in the list.




14. To Upload a magazine for Club that already has one on the website, you need to Update the existing
entry.

Click on Update below the name of the desired club.

Again ensure the magazine file is a pdf file and is appropriately named:
magazine_aaaa.pdf, where aaaa is the club initials. This is to help manage
files on the server.




15. You will now see a familiar screen, with the only difference being the Update Document heading
instead of Submit a Document

16. Continue as you did with Steps 5 to 12



