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Introduction  
 
One of the responsibilities of ALSC committee chairs is to post minutes from meetings to the 
group ALA Connect page. This ensures that members have on-going access to the file and that 
the committee’s actions are maintained as an archive for future committees.  
 
This video is a short introduction to posting minutes to ALA Connect. You can also use this 
video to help you post agendas to your ALA Connect committee page. 
 

Step 1 – Saving your file 
 
You’ve created your minutes and you’ve saved them in your file structure. Remember 
where you’re saved them because you’ll need to find them again to post them to ALA 
Connect.  
 
Step 2 – Signing in to ALA Connect 
 
The next step is to locate ALA Connect. You can type in http://connect.ala.org. You can 
also navigate from the ALSC homepage: http://www.ala.org/alsc. Just click the 
“Members” tab and then “ALSC Social Networks” and finally “ALA Connect.” 
 
Once you’re at the ALA Connect homepage, log-in with your username and password.  
 
Step 3 – Finding your committee space 
 
Once you’ve signed in, you can find your committees on the lefthand-navigation menu. 
You should be able to see your committee name. Click on it.  
 
Step 4 – Exploring your toolbar  
 
While you’re in your committee space, take a look around. You’ll notice a tool bar 
underneath the committee’s title. This title includes icons for discussions, online 
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documents, files, etc. Each of these will allow you to find your committee’s posted 
materials.  
 
You can add a new file, by choosing the “Add New” button. This brings up a drop-down 
menu from which you can choose “File.”  
 
Step 5 – Creating a file 
 
This brings you to a page called “Create File.” Notice the button that says “Choose files.” 
By clicking that button you are opening a file box to access your computers file structure. 
Find your file and click “Open.”  
 
You can choose to rename your file or add a new folder. You can choose to play around 
with the settings, but make sure that you end by clicking the “Save” button at the bottom. 
 
Step 6 – Using your file 
 
Once your file is posted, you will be able to see it at the top of your committee’s file 
page. You should be able to right-click on the title and select “Copy link address.” This 
will provide your file’s direct URL address. You can copy and paste that into an email to 
your committee members.  
 
 


