Instructions for getting saved SSG files and other resource documents from their source to BIVIO files
1. BI online Stock Selection Guide (SSG) documents
   Create or update a complete SSG    
If new SSG, click on SAVE when completed (then proceed to Click on File)
   If recent existing SSG, click on DATA…click on Refresh Study Data…files will be saved with
         Ticker, stock ID code and current date)
    Click on File
   Click on Export ITK file
   Click SAVE in your computer file folder
1A.  PDF version (to view from a computer that does not have ITK or SSG software)
   Click on Print…Check data boxes to include in file
   Click on Generate PDF
   Click SAVE in your computer file folder

2. BIVIO
Login with your user name or email and Password to get to MICNOVA
Click on Communications…Click on Files…Click on gold box to left of Public
Click on gold box to left of Club Portfolio to open list of stocks
Click on box to left of your stock name to view sub-folders
 A.  Current SSG – Both ITK and PDF
       Click on Modify button at end of the line
       In popup box, click on Delete…click OK…repeat for all old versions
       Go back to Current SSG line and click on Modify button at end of the line
       Click on choose file
       In popup box, browse to folder where you saved ITK and PDF SSGs
       Highlight one at a time…Click on new file…Click OK…Repeat for 2nd SSG file
  B.  Original SSG
        Have presenter of stock email the SSG (both ITK and PDF version) to save in your computer
        download files as above 

C. Quarterly Report (I like to keep current and prior version)      
Delete old version as above
 Add new version as above
D. Research Reports – Value Line, Morningstar, Standard and Poors, etc
 Delete old versions as above
 Add new versions as above
E.  Education, Minutes and New Stock Presentations
 Click on gold box to left to view years
 Click on Modify at end of chosen year
 Click on Choose File to add file to a year
 In popup box, browse to folder where you saved file…Click OK

F. To Add Subfolder
Click on Modify at end of Prime Folder
Click on Add Subfolder
In popup box, type in name of new subfolder…Click OK
G. To Rename Folder
Click on Modify at end of Folder to be Renamed
Click on Rename Folder
In popup box, type in new folder name…Click OK
H. To Move Folder
Click on Modify at end of Folder to be Moved
Click on Move Folder
In popup box, browse to folder where you want folder moved…Click OK To Delete
I. Click on Modify at end of Folder or File to be Deleted
Click on Delete…click OK


   
