
Adding and updating Treasure Report. 
First login to GSM web site 
 

 

 Click “Board Documents” 
Then 
“Treasure Reports” 



The Treasures Reports before adding new items. 
 

 
 
 
 



PDF Treasures reports to upload to the Treasures Report library on GSM web site. 
 

 



 
 
 
 
 
 
 

Click the tab “Add Item”, then click tab 
“Add Treasures Report”   



 

Unpopulated  Treasure Report form. 

Templet line for Links to Treasure 
Report.  



 

Enter a name of the treasures report entries in the Title field, 
the date of the reports in the Board Meeting Date and the 
name of the individual report that will have link to the report 
as a PDF.  Left click the line containing the report name, then 
highlight the line, then.  

Click the chain link icon  



 

The procedure to upload the treasures 
report documents are demonstrated in the 
next pages.  If the document is already 
upload use the same procedure minus 
upload of the document 

Click Browse Server 



 
 
 
 
 

This screen is displayed. 
Click on “GSM_Board” 

Click on “GSM_Treasures_Reports” 



 

 

Click “Upload” 

Click “Choose File” 



The Windows select directory and document menu windows is 
opened allowing you brows to the directory of the document 
to upload. 



 
 

 

Click on document to upload, 
then click “Open” 

Back to internet browser. 
Click “Upload” 



 
Document uploaded. 
Click “Insert File”  



 
 
 
 
 

The Insert File button puts the URL of the document 
uploaded to the GSM web into the URL field. 
Click “Target”  



 
 
 
 

Click “New Window (_blank)  
Then click “OK” 



 

The URL of the uploaded document is applied to the line 
“Click here to access GSM Treasures Report Balance FY 2019 



 

URL applied to document. 



 
 

After the URL is applied 
click “Treasure Reports” 



 

Document uploaded to the Treasures 
Report Library. 


