Steps for Uploading Clubhouse Training Documents
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Welcome to your individual Portal library of documents and links related to your user account.
Click on the appropriate subject tab to add., edit or delete any of your documents.
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Step Two:

Once you land on the My
Documents page, select
Training, then select
Upload Resource.
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Title:

\ you press “Upload")
Three-Week Comprehensive Training (Nov. 2023)

Seminars & Conferences

My Clubhouse w

(note: The resource TITLE will be automatically prefixed with your clubhouse name and ID when

Resources

Category:
Membership Communications Employment Accreditation
\ v/ Training CPQ/Research Conferences Other

Description; ’
\ Three-Week Comprehensive Training Notes and Action Plan
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Step Three:
Label your document so you can find
it again:

1.

Give it a title, e.g., Three-Week
Comprehensive Training (Nov.
2023)

Select the document Category,
e.g, Training

Enter a brief Description of what
the document contains, e.g.,
Three-Week Comprehensive
Training Notes and Action Plan
See next page for upload
instructions
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‘ 1. Enter alink (if you have it on a
Description: .
Three-Week Comprehensive Training Notes and Action Plan Shareable Google drlve Or
internal website that has a url
- address) and click Upload; OR
N 2. Upload a PDF from the My

Documents folder on your

o computer. Click Choose File,

File H

G o e crosen select your document and click
Upload
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