How To Upload Your Newsletter

From the American Mensa website (https://www.us.mensa.org/ ), log in using your email
address and whatever password you have established.

Before you upload your Local Group newsletter, it must be saved as a PDF or the upload will
not be successful

Click on the “Lead” tab, then “Local Group Resources.”
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Newsletter Uploads is in the menu on the left side.
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Make all your selections in the drop down menus. You can add a note in the editor’s section:
“Enjoy your latest issue of ...... Don’t forget to check out ....... on page ....”

Newsletter uploads

Publication Year & Month: | Year v | Month

Group:| Select a Group v
Newsletter: | Select a Newsletter v

Select File to Upload: | Choose File | No file chosen

Newsletter Plus - This newsletter content not available in the standard mailed version or has additional

features or articles not otherwize present in the standard mailed version

Newsletter Supplement - This upload is a non-standard, off-cycle or supplemental publication to the
standard monthly newsletter When listed, it will appear by itself or as a companion to the given menth's
standard group newsletter.

Editor's Notes - This text will appear in the email to ePublication subscribers.

v

Notify ePublication Subscribers - Send a notification that the upleaded issue is now available through the

site.

CC Me - Send the same notification that the ePublication subscribers receive to my email address on file.

UPLOAD NEWSLETTER

If you want the notification that your newsletter is uploaded and available sent to your
electronic subscribers, you must click the notify ePublication box (green arrow). If you don’t
click the box, the newsletter is just uploaded to the Mensa website. It’s also a good idea to
send a verification copy to yourself. (orange arrow).

Newsletter uploads

Publication Year & Month: | Year v ||Month v

Group: | Select a Group v
Newsletter: | Select a Newsletter v

Select File to Upload:| Choose File | No file chosen

Newsletter Plus - This newsletter content not available in the standard mailed version or has additional
features or articles not otherwze present in the standard mailed version

Newsletter Supplement - This upload is a non-standard, off-cycle or supplemental publication to the
standard monthly newsletter When listed, it will appear by itself or as a companion to the given month's
standard group newsletter.

Editor's Notes - This text will appear in the email to ePublication subscribers.
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