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Responsibilities of Historian

An individual from our organization will be selected to act as the Historian.  This individual 
should have some basic knowledge of computers, be well-organized and diplomatic in his 
dealings with other members of the organization.

The Historian’s responsibilities are to:
1- collect all material that is pertinent to our organization 
2- maintain that material in an orderly manner
3- be able to access that material quickly and efficiency
4- upload that material in a timely manner to our Livingston Old Guard cloud account, 

and 
5- notify the Web-master or his assistance that material has been uploaded to the 

cloud.

Over the course of the year, numerous materials and documents are generated that should be 
maintained and then accessed for future reference.  It is the responsibility of this individual to 
collect all material that is pertinent to our organization.  This task, while sounding simple, 
requires the Historian to thoroughly know our organization, be comfortable in dealing with other 
members, and be aware of what information needs to be maintained for our organization.  Once 
this information is collected the Historian then has to convert any word or excel file to a PDF 
format.  Photos may have to be reduced for storage purposes.  

Some of these documents maybe needed by our web-master to update the Old Guard Web-
site.  The historian will communicate with the web-master when these type of documents are 
uploaded to the cloud so the web-master can take the necessary actions needed on their part to 
maintain our web-site.

After converting the word or excel information to a PDF format or reducing the size of the JPEG, 
the Historian will upload that information to the Old Guard cloud account.  

To access the cloud account the Historian, if he have not already, the Historian will:
1. Type “google” on the brower
2. On the top right an icon appears asking you to sign in
3. Click on that icon
4. Then there is a place to enter your email or phone number
5. Enter “livingstonoldguard64@gmail.com” in that space
6. Then hit “next”
7. Then enter the password (provided to the Historian privately)
8. Now at the top right a letter “L” will appear which indicates that you now have access to 

the Old Guard cloud account
9. To gain access to that account click on the nine dot square located on the left of the 

letter L
10. Then click on the icon “drive”
11. You are now in our cloud account



If the Historian has established access to the Old Guard cloud account the letter “L” will appear 
on the top right hand side of the computer.  If the Historian signs out of this account, to resign in 
the Historian will have to follow the procedures outlined above.

To add a new folder the Historian will:
1. click on the “New” button on the left hand side of the screen
2. then click on folder and when prompted entered the name of the new folder and
3. click on “create”. 

To add new documents to an existing folder: 
1. open the folder the document will be displayed 
2. again click on the “New’ button on the left hand side of the screen 
3. click on file upload 
4. locate the file you want to upload 
5. once located, click on open and that document will be uploaded to the cloud into that 

folder. 

All pertinent information pertaining to our organization should be housed on this site.    


