Accessing Sharepoint
· Start Internet Explorer and go to http://sharepoint.uwp.edu/HR
· Make sure you’re using Internet Explorer.  While Mozilla Firefox works for most functions, you are not able to edit files online unless you use Internet Explorer. 
· If you are logged in on a UW-Parkside computer under your name and password, you may be asked for your user name and password, or you may be automatically logged in. The user name and password are the same ones you use to log into your computer in the morning.
· If you are logging in from off campus, you will be asked for your user name and password.    You will have to put UWP\ before your user name, as shown below.  
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· Go to the search and screen tab at the top of the screen and select your recruitment.
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· Once you’ve selected your recruitment, you will go to the specific page for your recruitment.  
· If you bookmark the specific page, you will not have to select your recruitment in the future.






Recruitment Page
· The sample page below shows some of the features available:
· Shared Documents – This is where most of the content is.  See the next page for details.
· Announcements  - Any relevant news from HR or the committee chair will be placed here  
· Calendar – Upcoming meetings may be placed here
· Sign Out Menu – Click on the triangle next to your name to open the menu containing the sign out button.  Close your browser after you’ve signed out.
Shared Documents 		Announcements		Calendar   		Sign Out Menu	
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Shared Documents
The shared documents page will contain a number of folders.  Each candidate will have a folder containing all documents received from that candidate.  You may review candidate materials by opening the folder and opening the documents inside.  You will not be able to save anything in candidate folders.
There will also be a folder with your name on it.  You may save items in this folder if you choose.  You may also place your own notes in your named folder by providing them to the support staff, or uploading them directly (see the next page for instructions).  Other committee members will not have access to your named folder.
There will be some files outside of the folders.  These files are forms you can use for your search, such as evaluation tools.  If you want to save these files, you will have to save a copy to your named folder.
The support person will provide a laptop and projector to allow for viewing of candidate files during committee meetings.  If you want to access information in your named folder during meetings, you will need to either ask your support person to provide you with copies beforehand, or bring a laptop with internet access so you can access your folder directly.  If you are asking for printed copies, please allow the support person plenty of advance notice.
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[bookmark: _Toc240175550]Uploading Documents into Your Folder
· Navigate to your named folder by clicking on the folder icon next to your name.
· Select the pull-down menu next to the word “Upload” and select “Upload Document”.
[image: ]
· You will get a screen that looks like the sample screen on the next page.
· To select the file to upload, click on the “Browse…” button.
Select the file by clicking here:
[image: ]
· Select the file you wish to upload and click “Open”.  The file will then appear in your folder.[image: ]              


File to Open



Open Button
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