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Agenda

» Overview of SharePoint Collaboration
Site
> Accessing SharePoint

» Group Learning Exercise
- Navigating SharePoint site
- Creating a new folder
- Uploading files

» Registering for SharePoint
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Overview of SharePoint
Collaboration Site

» Web-Based Portal

» Work closely with our stakeholders
» Events

» Data Library (180 Days)

» No Personal Information
(Pl)/Protected Health Information
(PHI)
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Accessing SharePoint

» Web-Browser (Internet Explorer, Chrome,
Firefox).

» SharePoint Account

» SharePoint Access
> Assigned unique URL address
o Access to your region’s folder

& . @PHCS




Site Actions ~

Home

Libraries
Site Pages
Shared Documents

SMAA

Lists
Calendar

Tasks

Discussions

Team Discussicn

& Recydle Bin
34 ANl site Content

Accessing SharePoint Continue...

Library Tools

Browse Documents Library

Administrative Claiming Local and School Services » SMAA » ... Contra Costa *» Jll Documents

Active user

Folder Location

Your Region

Yanes, Francisc

[ Type

]
3

gk Add document

Add documents

Search this site... F-T 7 |

Modified Modified By
1/23/2014 10:11 AM ‘Yanes,Francisco

1/23/2014 10:12 AM ‘Yanes,Francisco

Interim Claiming folder

Reasonableness Test Criteria folder
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Group Learning Exercise
» Contra Costa LEC - ABC USD Interim Claiming

Libraries ] Type Mame Modified

] @ 1/23/2014 10:11 AM

Shasdibooumenc =] RTC 1/23/2014 10:12 AM

Team Discussion SEIeCt Ic

Search tt el (2]
Maodified By
Yanes ,Francisco
Yanes Francisco
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Group Learning Exercise Continue...

Contra Costa LEC - Interim Claiming Documents for Fiscal Year
2013/2014 Quarter 2 for ABC USD

[[] Type Name Modified
- 1/23/2014 10:12 AM
- 3143 1/23/2014 10:12 AM
d 3_14_4 23/2014 10:12 AM

Select13_14 2
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Group Learning Exercise Continue...

» This directory will be empty upon first visit

» You will need to create a new folder for your claiming
unit’s files

Administrative Claiming Local and Schoaol Services » SMAA » ... 13_14_2 » All Documents

Libraries [ Type Name Modified Modified By
Shared Documents There are no items to show in this view of the "SMAA" document library
SMAA

Lists
Calendar

Tasks

Discussions




Group Learning Exercise Continue...

» This directory will be empty upon first visit

» You will need to create a new folder for your claiming
unit’s files

Administrative Claiming Local and SchoolServices » SMAA » ... 13_14_2 » All Documents

Search tt p @
Libraries [ Type Name Modified Modified By
Shared Documents There are no items to show in this view of the "SMAA" document library
SMAA

1. Select documents

Lists
Calendar

Tasks

Discussions




Group Learning Exercise Continue...

Documents Library

ﬁ Check Out Wersion History Send To Unpublish
CheckIn ‘o Document Permissions Manage Copies = Approve/Reject
2 Upload MNew Edit View Edit E-mail a Download a Workflows Publish
Document » Documentl :Foldegd Document Discard Check Qut  Properties Properties ¢ Delete Document Link opy Go To Source Cancel Approval
MNew R Open & Check Out Manage Share & Track Copies Workflows

Libraries il ) Name Modified Modified By

Shared Documents Create a new folder | is library. view of the "SMAA" document library

SMAA

Lists

Calendar

Tasks

Discussions

Team Discussion

2. Select New Folder

3 all site Content
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Group Learning Exercise Continue...

» Input claiming unit name — Select Save

- Verify the folder name matches the Participant
Universe Grid claiming unit name

New Folder

Edit

HB8 5
j =3 Copy

Save Cancel Paste

Commit Clipboard

Mame * ABC USDl

— | Save | Cancel
Select Save
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Group Learning Exercise Continue...

Library Tools

Site Actions ~ @Y IS Documents Library

Administrative Claiming Local and School Services » SMAA » ... 13_14_2 » All Documents

Search this site... yel (7]

Libraries [ Type Name Modified Modified By

Shared Documents Ea 1/23/2014 11:21 AM ‘Yanes,Francisco
SMAA

Lists
Calendar

Tasks
Discussions

Team Discussion

[ Al site Content

Select ABC USD folder
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Group Learning Exercise Continue...

» This is the location where the files (grid &
supporting docs) are uploaded

LIDrary & ools

Site Actions ~ B,(W‘

Yanes,Francisco -~

ﬁ ot Check Out Version Histary Send To Unpublish
] OT) . | e
CheckIn Document Permissions Manage Copies Approve/Reject
Mew Upload Mew Edit ™ Edit E-mail a Download a Workflows Publish
Document » Document » Folder Document Discard Check Qut ~ Prope Properties Delete Document ink opy Go To Source Cancel Approval
Mew Open & Check Out Share & Track Copies Workflows
Libraries Type Name Medified Modified By
Site Pages There are no items to gdd a new item, click "New" or "Upload"

Shared Documents &
. Add document

1. Select documents

Tasks

Discussions

Team Discussion

4l Recycle Bin

2 Al site Content




Group Learning Exercise Continue...

» This is the location where the files(grid &
supporting docs) are uploaded

Library Tools X
- . s Yanes,Franc
Site Actions ~ m% . Browse Documents
] 'I} ] Check Out Version History Send To Unpublish
Check In o Document Permissions = Manage Copies o Approve/Reject
MNew Upload Edit View . E-mail a Download a Workflows Publish
Document} Documeny~ P gt Discard Check Out ~ Properties Properties X Delete Document Link Copy Go To Source Cancel Approval
'li pload Document ut Manage Share & Track Copies Waorkflows
. . Upload a document from your - -
Libraries computer to this library. Name Modified Maodified By

Shared Do s j.ﬂ Upload Multiple Documents AA" document library

SMAA Upload multiple d-:c_un]ents from
your computer to this library.

Lists
Calendar

Tasks

Discussions

Team Discussion

@ A1 st Conent 1. Select Upload Document
2. Select Upload Multiple
Documents

N

1

N
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Group Learning Exercise Continue...

SMAA - Upload Multiple Documents

1
==ﬂDrag Files and Folders Here

Browse for files instead

2. Select Browse for files instead. Select files to be uploaded

0 out of 0 files uploaded
Total upload size: 0 KB

Cancel
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Group Learning Exercise Continue...

SMAA - Upload Multiple Documents B x
Type MName Size Status
@ ABC Backing.pdf 413 KB Remowve
T ABC Grid.pdf 413 KB Remove

0 out of 2 files uploaded
Total upload size: 825 KB

Select OK then select done [F] Overwite existing fles
\ /_\
[ oK
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Group Learning Exercise Continue...

Library Tools

Site Actions ~ @ AN Documents Library

Yanes,Francisco -

Administrative Claiming Local and School Services » SMAA + .. ABC USD » All Documents

Libraries [ Type Name Modified

Shared Documents 3

1/23/2014 11:36 AM

ABC Backing mew

SMAA

ABC Grid @ new

Lists
Calendar

Tasks

Discussions

Team Discussion

3 Al site Content Documents will appear here

Modified By

Yanes,Francisco

Yanes,Francisco

Search thi

PDHCS




Group Learning Exercise Continue...

» Email a link to your analyst

library Tools
Warren,Jedidiah ~

Site Actions ~ g @ Documents Library

Administrative Claiming Lodg| and School Services » SMAA » ... ABC Unified school district » All Documents

Home Search this site... Pl (7]
Libraries Type  Mame Modified Medified By
Site Pages =] ABC Backing & Hew 1/24/2014 1:36 PM Warren,Jedidiah
sh d D ts . -

ared bocuments 3 ABC Grid @ new 1/24/2014 1:36 PM Warren,Jedidiah
SMAA

4k Add document

Lists
Calendar

Tasks Select Documents

Discussions

Team Discussion

\a/ Recycle Bin

) all site Content
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» Select one document then select E-mail a Link

Site Actions - §f

0 N &

Group Learning Exercise Continue...

Library Tools

Documents

g Check Out

] E
CheckIn - o

Wersion History

Document Permissions

,ajSEm:ITov Unpublish

(=

_“j Manage Copies

Shared Documents

SMARA

Lists
Calendar

Tasks

Discussions
Team Discussion
'al Recycle Bin

) &l site Content

ABC Backing & Hew

L Approve/Reject
Mew Uploa MNew Edit View Edit E-mail a Cownload a Waorkflows Publish
Document ~ Docume Folder Document Discard Check Qut ~ Properties Properties )( Delete Document Link Cop Go To Source Cancel Approval
New Open & Check Qut Manage re & Tri Copies Workflows
Libraries Type  MName Modi\&d Modified By
Site Pages

1/24/714 1:36 PM warren,Jedidiah

fob

document

ABC Grid mwew

1. Select Document

Warren,Jedidizh

2. Select E-mail a Link
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=)
Message

Group Learning Exercise Continue...

E-mail link to your analyst

Untitled - Message (HTML)

@ j’ ¥ Follow Up ~

Insert Options Format Text Review
M A A |iE-=
Paste B J U | =
Clipboard Basic Text
To... Warren, Jedidiah (DHCS-SNFD) <Jedidiah.Warren @dhes.ca.gov>; |
¥
=1 (e
Sen
Subject:

Attach Attach Signature

¥ HighImportance
J LowImportance

Tags Zoom

https://eportal.dhes.ca.gov/dhes/ACLSS/SMAA/LEC/Contra%20Costa/IC/13 14 2/ABC%20Unified%20school%20district/ABC%20Backing. pdf
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Group Learning Exercise Continue...

Library Tools : X
Yanes,Francisco -
Drocuments Library
is page locathag is:
Admi Ls Administrative ClaimiMeocal and School Services vices » SMAA » ... ABC USD *+ All Documents
L sman
L tec Search this site... 2 0
Libraries L+ Contra Costa Madified Maodified By
Shared Docur] b 1c ting &R 1/23/2014 11:36 AM ‘Yanes,Francisco
Shad L A I HEW 1/23/2014 11:36 AM Yanes,Francisco
L aBC USD o '
Lists
Calendar
Tasks
s To navigate between your folders, select the Navigate Up icon
[ and then select the appropriate folder. Selecting anything above
. your region may result in an error.
=l All Site Content
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Group Learning Exercise Continue...

You may accidentally select a folder you do not have
permission to access. Select your back key or close browser
and reopen your unique URL address

e Error: Access Denied

E Current User

You are currently signed in as: DHSEXTRA\fyanes

Sign in as a different user

4 G0 back to site
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SharePoint Registration

» You will receive an email with instructions to register for
SharePoint

/| Message | & message_zdm.html (16 KB}

This is a secure, encrypted message.

To view this secure message:

Desktop users:
Open the attachment (message_zdm.html) and follow the
instructions.

Email Security Powered by Voltage IBE™ Legal | Privacy

@DPHCS
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SharePoint Registration Continue...

» Step 1: Double click the attachment

Open attachment

&

This is a secure, encrypted message.

To view this secure message:

Desktop users: :
Open the attachment (message_zdm.html) and follow the
instructions.
0 owered by Voltage IBE™ Legal | Privacy
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SharePoint Registration Continue...

Subject:

ACLSS Web Admin Utility Motification [secure]

| Message G' message_zdm.html (16 KE)

5

| You should only open attachments from a trustworthy source,

Attachment: message_zdm.html from ACLSS Web Admin
Utility Motification [secure] - Message (HTML)

Would you like to open the file or save it to your computer?

Save Cancel

Always ask before opening this type of file

Opening Mail Attachment @

Email Security Powered by Voltage IBE™

Select Open

4. Legal

Privacy.

&R
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SharePoint Registration Continue...

Microsoft

Exchange _
Hosted Encryption

Click Read Message to open this secure email

(New users may need to verify their email address)

7 Crenavessage D

Select Read Message

Disclaimer:This email and any attachments are confidential and for the sole use of the recipients. If you
Email Security Powered by Voltage IBE™ Copyright 2011 Microsoft Corporation. All nghts reserved. Legal | Privacy
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SharePoint Registration Continue...

l\'Eticro-mrF1
Hosted Encryption
Create a password to continue:
Full Name: |
Email Address: mmt_jwarren1827645912372013@mgd.ces.ca.gov
Choose a Password:
Retype Password:
Caontinue
Exchange Hosted Encryption
Learn More
Email Security Powered by Voltage IBE™ Copyright 2011 Microseft Corparatien. All rights reserved. Legal

i@ Help

~N
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SharePoint Registration Continue...
» Fill in appropriate Fields
» Please note your information for future references

Micrasoft -
Exchange _ @ e
Hosted Encryption

Create a password to continue:

ledidiah Warren
mai : mmt_jwarren 182764912372013@mgd.ces.ca.gov
Retype Password:

Caontinue

Exchange Hosted Encryption
Learn More

Email Security Powered by Voltage IBE™ Copyright 2011 Microsoft Corporation. A ghts reserved. Legal | Privacy
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SharePoint Registration Continue...

Microsoft®

Exchange _
Hosted Encryption

Check Your Email

We have sent a message to vour email account with the subject:
Exchange Hosted Encryption Identity Verification - Do Not Reply

When you receive the message, click on the link to verify your email
address.

The link will expire for security purposes.
Mote: If you do not receive this message in your inbox within the next
few minutes, check your bulk/junk email folder.

You may now close this window.

The message will come from Microsoft Hosted Encryption
<hostedencryption@encryption. messaging. microsoft.com .

Exchange Hosted Encryption

Learn-More
Email Security Powered by Voltage IBE™ Copyright 2011 Microseft Corporation

@ Help

29




SharePoint Registration Continue...

» This is the email you will receive

Subject:

This lin feomee:

Email Security Powered by Voltage IBE™ Legal | Privacy

Exchange Hosted Encryption Identity Verification - Do Mot Reply

Welcome mmt jwarren182764912372013@magd.ces.ca.gov,

Follow the link below to verify your email address.
. L ———

apy.and paste the link into a browser.
Once you have followed the link, you should delete this temporary message, which is used only to verify your email address.

Keep the original encrypted message for access in the future.

Microsoft Select Link

This process was initiated on January 24, 2014 at 10:20 AM PST for: mmt jwarren182764912372013@mgd.ces.ca.gov.
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SharePoint Registration Continue...

» Please write down your username and temporary password

Microsoft* - -
mmt_jwarren182764912372013@mad.ces.ca.gov (@ Help = Sign Out
Exchange )

Hosted Encryption

Reply Reply to All Forward

Ern top.huynh@dhcs.ca.gov (Authenticated by encryption.messaging.microsoft.com) @ Valid Signature
’ (Help)

To: Jedidiah.Warren@dhcs.ca.gov

Sent: Fri Jan 24, 2014 8:31 AM (1 hour ago)

Subject: ACLSS Web Admin Utility Notification [secure]

Here is your User Name and new temporary password for your ACLSS Extranet
A L

Your User name is: dhsextra\jwarrens

Your New Temporary Password is: rEdSN6z{j?7

ar account information and to create your permanent password.

If the abowe link is not clickable then copy and paste it into vour web browsers address bar.

Mote: Please change your password within four (4) days from today’s date or
your account may become inactive and your password will need to be reset.

Exchange Hosted Encryption Reply Reply to All Forward
Learn More - b -

Email Security Powered by Voltage IBE™

Legal | Privacy
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SharePoint Registration Continue...

Microsoft® . .
mmt_jwarrenl32764912372013@maod.ces.ca.gov @ Help  =ff Sign Out
E)(Chan e N

Hosted Encryption

Reply Reply to All Forward

From: top.huynh@dhcs.ca.gov (Authenticated by encryption.messaging.microsoft.com) & Valid Signature
) (Help)

To: Jedidiah.Warren@dhcs.ca.qgov

Sent: Fri Jan 24, 2014 8:31 AM (1 hour ago)

Subject: ACLSS Web Admin Utility Notification [secure]

Here is your User Name and new temporary password for your ACLSS Extranet
Account.

Select Link

Your User name is: dhsextra‘jwarren3

Your New Temporary Password is: rgdSNaz{j?7

eaze click the link below to upda infarmation and to create your permanent passwaord.
https:/ www.ext.dhs.ca.qov/iisadmpwd
en copy and paste it into your web browsers address bar.

Mote: Please change your password within four (4) days from today’s date or
your account may become inactive and your password will need to be reset.

Exchange Hosted Encryption Reply Reply to All Fomward
Learn More L 1L 1L

Email Security Powered by Voltage IBE™ Copyright 2011 Microsoft Corporation. All rights reserved. Legal | Privacy
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SharePoint Registration Continue...

» Input username and temporary password
» Select Log In

X [ httpsy//mww.extdhs.ca.gov/iisadmpwd
Authentication Required

The server https://www.ext.dhs.ca.govidd3 requires a
username and password, The server says:
www.est.dhs.ca.gov.

s @DHCS




SharePoint Registration Continue...

» Fill out the appropriate fields

DHCS Internet Service Manager

Passwords must be 9 characters or more and contain at least:

« 1 TUPPERCASE
+ ] lowercase
+ ] numeric character

NOTE: Do not use a space or a number as the first character of vour password.

Your password has expired. You can change it now.

User name dhsextra\jwarren3
Old' Temporary password
New password

Confirm new password

Submit Cancel Clear Farm
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SharePoint Registration Continue...

» Password Requirements

DHCS Internet Service Manager

Passwords must be 9 characters or more and contain at least:

+ 1 UPPERCASE
+* ] lowercase
¢+ 1 numeric character

NOTE: Do not use a space or a number as the first character of vour password.

Error: Invalid username or password

Back
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SharePoint Registration Continue...

DHCS Internet Service Manager

Passwords must be 9 characters or more and contain at least:

« 1 TUPPERCASE
+ 1 lowercase
+ 1 numeric character

NOTE: Do not use a space or a number as the first character of vour password.

Your password has expired. You can change it now.

User name dhsextra\jwarren3
Old Temporary password |ssssssss

New password =~ [se=seees

Confirm new password | -------- |
@ Cancel | Clear Form

Select Submit

s @DHCS




SharePoint Registration Continue...

DHCS Internet Service Manager

Passwords must be 9 characters or more and contain at least:

« 1 TUPPERCASE
* 1 lowercase
* ] numeric character

NOTE: Do not use a space or a number as the first character of vour password.

Password Successfully Changed

You may now close this window or browse to another web page
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SharePoint Registration Continue...

» You are now ready to log in to SharePoint
» You will receive a personal link to your region

» You will have access to your region only
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SharePoint Registration Continue...

» Example Contra Costa
o Select personal Link:
https://eportal.dhcs.ca.gov/contracosta

0 Log in W|th credentlals

[9 https://eportal.dhcs.ca.gov/dhes/ACLSS/SitePages/

Password:

username and pa:

ssword,

aaaaaa

@DPHCS




Questions?
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