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[bookmark: _Toc240175541]Introduction to SharePoint
[bookmark: _Toc240175542]Requesting Access to SharePoint
· Please fill out the SharePoint Access Request Form on the HR website at http: [URL to be determined] and email to Ed Soledad (soledad@uwp.edu)
· Please provide a minimum of 3 days advance notice.
· You will receive an email when the access form is being processed.
· All committee members and support staff will receive an email when the SharePoint site is set up.

[bookmark: _Toc240175543]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. 
· You will be asked for your user name and password.    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 have to put UWP\ before your user name, as shown below.
[image: ]
· Go to the search and screen tab at the top of the screen and select your recruitment.
[image: ]
· 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.
[bookmark: _Toc240175544]Recruitment Page
· The sample page 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	
[image: ]
[bookmark: _Toc240175545]
Shared Documents
This section is where most of the work will be done.  Once you receive the confirmation email from HR, the shared documents area will look very similar to the sample page below.  It will contain a folder for each committee member labeled with their name, and a folder labeled “Support” for your use.
All documentation for an individual committee member should go in their named folder.  Other committee members will not have access to this folder; only you and the committee member can use it.
As you receive materials from applicants, you will create folders for each applicant, using their applicant number and name, and place the materials in the applicant folder.
Please put all documents pertaining to a specific person into a folder; do not leave them in the main Shared Documents area.  Only files common to all applicants and committee members (e.g.  blank evaluation forms) should be left in the main Shared Documents area.
[image: ]


[bookmark: _Toc240175546]Setting Up Your Site
[bookmark: _Toc240175547]Placing Announcements
· To place an announcement, click on the words “Add new announcement” at the bottom of the Announcements section on the front page.
· Enter the title of the announcement and the message body.
· Once the announcement is entered, click the OK button.
· The new announcement will appear in the Announcements section.
[image: ]


[bookmark: _Toc240175548]Placing Meetings
· To place a meeting, click on the words “Add new event” at the bottom of the Calendar section on the front page.
· Enter the title, location, start time, end time, and description.
· Once this information has been entered, click the OK button.
· The new meeting will appear in the Calendar section.

[image: ]


[bookmark: _Toc240175549]Creating New Folders
· Select the pull-down menu next to the word “New” and select “New Folder”.
· On the next screen, enter the folder name into the “Name” box.
· If you are creating an applicant folder, you should use the applicant number and name.  Applicant numbers should be given sequentially starting with 1.
· Filenames may not include the following characters: ~ " # % & * : < > ? / \ { | }.
· The filename cannot begin or end with dot and cannot contain consecutive dots.
· Click the “OK” button once you have entered the filename.

[image: ]




[bookmark: _Toc240175550]Uploading Documents
· Navigate to the correct folder by clicking on the folder icon next to the correct folder 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 the folder.
[image: ]              File to Open
Open Button
· If you need to rename the document, see the “Renaming Documents” section on page 12.
· If you need to move or delete a document, see “Moving/Deleting Document” on page 13.

[bookmark: _Toc240175551]Maintaining Your Site
[bookmark: _Toc240175552]Modifying/Deleting Announcements and Meetings
· To modify or delete an announcement or meeting, click on the title on the front page.  
· You will then see a screen similar to the screenshot below.
· Select the Edit Item link to modify the item, or Delete Item to remove the item.
[image: ]





· Modifying the item will allow you to re-edit the item you originally placed.  Make your changes then click “OK”.           If you don’t want to save the changes, click “Cancel” and the original item will be kept.

[image: ]


[bookmark: _Toc240175553]Renaming Documents
· Position the mouse over the filename you wish to change.
· You will see a pulldown menu button appear to the right of the filename.
· Click on the button to get the menu, then select “Edit Properties”
[image: ]

· Change the name field to the new filename, and click “OK”.  To revert back, click “Cancel”
[image: ]


[bookmark: _Toc240175554]Moving Documents
· If you have placed a document in the wrong folder, you can move the document to the correct folder.
· Position the mouse over the filename of the document to be moved.
· You will see a pulldown menu button appear to the right of the filename.
· Click on the button to get the menu, then select “Send To”, and then select “Other Location”.
[image: ]
· Click in the text box under “Destination document library or folder”, and move the cursor all the way to the right.
· While keeping all of the text already in the box in place, add /Shared Documents/foldername to the text, where foldername is the name of the folder you wish to move the document to.
[image: ]
· You will be asked to confirm the copy, click “OK” to continue, “Cancel” to cancel.
· A screen will then come up showing the results of the copy.  Click on “Done”.
· Go to the folder containing the new document,  select the new document, and edit the properties (the same procedure as renaming the document).
· Above the properties, you will see a message that this item is a copy of another document.  Click on the word “Unlink”.  You will be asked to verify that you want to do this.  Please click “OK”.
[image: ]

· Once you’ve verified that the document is copied, and unlinked, delete the original document.  (See next page for procedure)




[bookmark: _Toc240175555]Deleting Documents
· Position the mouse over the filename you wish to delete.
· You will see a pulldown menu button appear to the right of the filename.
· Click on the button to get the menu, then select “Delete”.
· You will be asked if you are sure.  If you are sure, click “OK”.
· If you delete something by accident, you can go into the 				  Recycle Bin and restore it.

[image: ]

[bookmark: _Toc240175556]Restoring from the Recycle Bin
· Check the checkbox next to the item and click “Restore Selection”.
[image: ]

[bookmark: _Toc240175557]Procedures
[bookmark: _Toc240175558]Initial Setup
· Place any meetings already scheduled onto the calendar.
· Upload common documents, such as blank evaluation forms, into the Shared Documents folder.

[bookmark: _Toc240175559]When a New Applicant is Received
· Create a new folder for them.  The folder name should be the applicant’s number.
· Place all received materials inside the folder, renaming files if necessary.
· If materials come in electronically, upload the files directly
· If materials come in on paper, scan them, then upload the images	

[bookmark: _Toc240175560]When New Materials Arrive for an Applicant
· If materials come in electronically, upload the files into the applicant’s folder, renaming files if necessary.
· If materials come in on paper, scan the materials, the upload the images into the applicant’s folder, renaming if necessary.
· It is very important that each candidate’s materials have their correct applicant number on them.

[bookmark: _Toc240175561]When a Meeting is Scheduled
· Place the meeting in the calendar section
· If a committee member asks for you to provide printed copies of any electronic documents, please have them ready for the meeting.  They have been instructed to give you advance notice of any copies they may need.
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