
Direction to Updating Board Information on the GSM web site. 

 

 

 

Receive Board information in a Word 

Documents to update to update the 

GSM web site.  



 

GSM board document opened 



 

Login into the GSM web site using users ID “Board Member”, 

then click “Board Documents”.  



 

After clicking the “Board Documents” 

click the tab “Board” 



 

Click on the “Start Date” column on the row 

that is Active. 



 

First part of the request Board 

Information pages is displayed, then 

click the “Edit” tab. 



 

Edit mode is displayed. Move to next 

page. 



  

 

In the frame under “Board message” click on the “Maximize” 

button this put the editor in full screen mode.  



 

Display of the Board Information that will be 

replaced in full screen mode.  Next page back to 

Board information Word document. 



 

Highlight the Board Message part of the Word document, 

do a ctrl c (Copy) . Next page back to Board Message field 

on the GSM site with full screen editor. 



 

On the full screen editor on the web 

site do a ctrl a (select all), then do a 

do a ctrl v (paste)   



 

Updated data after the ctrl v (paste) 



 

After pasting copy document click on the 

“Minimize” button.  



 

Click Save.  Board Message is updated. 



Updating Current Board Members 

 

Back to the GSM board Word 

document.  Find the “Current GSM 

Board membership:” section.  

 



 

Back to the first part of the request Board 

Information pages, that is displayed, then 

click the “Edit” tab. 

 



 

Edit mode is displayed. Move to next 

page. 



  

 

In the frame under “Current Board Members” click on the 

“Maximize” button this put the editor in full screen mode.  



 

Display of the Current GSM Board membership: 

that will be replaced in full screen mode.  Next 

page back to Board information Word document 

displaying the Current GSM Board membership:. 



 

Find and Highlight the “Current GSM Board Membership:”  

part of the Word document, do a ctrl c (Copy) . Next page 

back to Board Message field on the GSM site with full 

screen editor. 



 

  

On the full screen editor on the web 

site do a ctrl a (select all), then do a 

do a ctrl v (paste)   



 

 

 

 

 

After pasting copy document click on the 

“Minimize” button.  



 

Click Save.  Current GSM Board 

membership is updated. 



 


