STC BERKELEY CHAPTER SECRETARY RESPONSIBILITIES

1. Attend monthly Board meeting held the second Monday of each month.

2. Take minutes. Samples are on http://stc-berkeley.org/Intranet/Secretary/minutes. (Instructions for logging in to this site are given in step 3 below.)

3. Record minutes of the meeting and post on the Intranet as follows:

· Enter http://www.stc-berkeley.org/control in your browser's URL line.

· Enter *** as the ID and *** as the password in the logon window that appears. NOTE:  If this password doesn't work, contact the STC Berkeley Chapter Webmaster for help in logging in.

· The Tierranet website appears. 

· Left click on "Edit my website using Webby."

· Navigate to Intranet/Secretary/minutes.

· Scroll down the page and click on the Browse button to find the file of the minutes to post.

· Click on the "Send these files" button.

· Click back to the Secretary folder and select index.shtml.

· Scroll down to the bottom of the file and copy last month's entry for the minutes. The entry will look something like:

<a href= "minutes/Board9-9-04.doc" target="_blank">September 9, 2005</a>

· Modify the entry to reflect this month's Minutes information.

· Click Save on the toolbar.

· Click View on the toolbar to ensure the file loaded properly. NOTE: Ignore any system message that says you cannot view the file.

· Enter http://stc-berkeley.org/Intranet in your browser's URL line

· Enter *** as the ID and *** as the password. 

· A link to the minutes you just posted should appear at the end of the page.

4. Send an email to the Board (board@stc-berkeley.org) letting them know that the minutes have been posted.

***Get User ID and Password from the Webmaster.
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