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SHARE POINT 3.0 MANUAL

This document contains the basic instructions on how to access Share Point 3.0, and how to
view and upload documents. Note: The only people that can access SharePoint are the
Content Manager and Administrators that have permissions from the SharePoint Administrator.

There are two means to access SharePoint: You may use the following URL:
https://sharepoint.ttuhsc.edu/sites/TTUHSC/elpaso/dme/default.aspx or click on

_____http://www.ttuhsc.edu/elpaso/ and select El Paso Administration, Items of General
Interest, and Curriculum Development SharePoint Main site.
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If you have access to SharePoint, you will be asked to enter your eRaider and Password.
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The main SharePoint home page.

Home - Department of Medical Education - Microsoft Internet Explorer

Fle Edt Wiew Favorites Tools  Help

00 N @O P fomer B0 L - I B

Address Ia https: ffsharepaint. thuhsc. eduf SITES tbuhsc/elpasodme/default. aspx

j Gu |L\nks #

TTUHSC Main Website = TTUHSC El Paso Campus = Department of Medical Education

‘Welcome Romero, Hottencia = |
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TEXAS TECH UNIVERSITY . ,
HEALTH SCIENCES CENTER® Department of Medical Education
LT S Department of Medical Education
Documents .
Courses v Links v
# Shared Documents
a Scientific Principles of Medicine Th th f . o SharePoint Help and Tutorigls
Pictures a Medical Skils €se are the tour main aSharePoint Manual
Lists o society Community and the Individual
i Courses & Add new link
® Cantacts o Masters Colloguium
DT = addnewne |
Discussions Add Links
» General Discussion Ahnouncements M
Unit 4 Pre-Surgical Exam Archived | vew 10/28/2008 12:44 PM
1
TGS by Maldonada, Frankj
o] Recycle Bin Pre-Surgical Exam has been Archived! An agresment between Unit Directors and Clinicians was made to

archive this clinical presentation. Please note that on Unit 4 Main Menu you will see an Archive Folder, the
presentation is there for you bo use as ..,

New area for graphics, images, etc. 10/20{2008 5:27 PM
by GGuerra, Martha

Sawve your images, graphics, of any other media to this folder and link directly from the Document Content
Spreadsheet or any other area of Sharepoint,

The link to this Folder is right under the Document Conkent Spreadsheet fink on the left of ..

STEPS TO USE CHECK OUT AND CHECK IN PROCEDURE IN SHAREPDINT 10/812008 11:49 AM
by Romero, Hortencia

Take advantage of this Check In and Check Out procedure when you are warking on a specific
document. Take full command of & document and enjoy working in privacy. INSTRUCTIONS on how to
Check In and Check Out a document are under Shared Document.

MINIMIZING THE USERNAME AND LOGIN PROMPT 6/2/2003 5:54 PM
by Acosta, Andrea

Below are instructions on how to add SharePoint as a trusted website o Internet Explorer which wil reduce
the amount of login prompts received,

Steps:

|@ Etror on page.

Various Links for Information
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This menu will direct you to
all the working areas. The
first on the list is “View All
Site Content”.

Jeparkment of Medical Education = All Site Conte

All Site Content |

[ame

Document Libraries
[a] Shared Documents

Picture Libraries

There are no picture libraries,

Lists

[&] Annauncements

|85 Contacts

[=] Caurses

[d Events
[=] Links

. Tasks
This menu reflects all @ Tes

locations within — 5 Discussion Boards
SharePoint @] General Discussion

Surveys

There are no surveys,

Sites and Workspaces

ﬁ Document Content Spreadsheet

ﬁ Graphics and Images

ﬁ Masters Colloquium

ﬁ Medical Skills

ﬁ Scientific Principles of Medicine

ﬁ Society Community and the Individual

Recycle Bin

=] Recyels Bin




When you select the Department of Medical Education, you are able to view Courses,
Announcements, and Links. In this|section, you are able to upload documents and navigate
throughout the site.
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= Shared Documents
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Pictures o Medical Skils Th ere are u SharePaint Manual
Lists = Society Community and the Individual .
. . = Add new link
= Contacks = Masters Callogquium numerous LI n ks
TS & Add new link
Discussions un d er eac h
= Genetal Discussion Announcements F
Cardiac Arrest Moved 11/3j2008 6:29 FM

by Maldonado, Frankj
A reminder to all that Cardiac Arrest has been moved to Unit 5 Intergrative Systems I

Unit 4 Pre-Surgical Exam Archived 10/25/2005 12:44 PM
by Maldonado, Frankj

Pre-Surgical Exam has been Archived! An agreement between Unit Directors and Clinicians was made to
archive this clinical presentation. Please note that on Unit 4 Main Menu you will see an Archive Folder, the
presentation is there For wou to use as a...

MNew area for graphics, images, etc. 10{20/2008 5:27 PM
by Guerra, Martha

Save your images, graphics, or any other media to this folder and link directly from the Document Content:
Spreadsheet or any other area of Sharepoint,

The link to this folder is right under the Document Content Spreadsheet link on the left of ...

STEPS TO USE CHECK OUT AND CHECK IN PROCEDURE IN SHAREPOINT 1082008 11:49 AM
by Romero, Hortencia

Take adwantage of this Check In and Check Out procedure when vou are warking on a specific
document. Take full command of a document and enjoy working in privacy, INSTRUCTIONS on how to
Check In and Check Out a document are under Shared Document.

MINIMIZING THE USERNAME AND LOGIN PROMPT 6/2/2008 5:54 PM

T e



Documents: Library of folders related to the Course.

Shared Documents: Various documents related to the Course

Units: All Units related to the Course.

When you select Documents, Shared Documents, or Units, you are able to Insert New
Document, Upload Document, Actions for interface with other applications, and Settings
for your preference on viewing your screen.
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HEALTH SCIENCYES CENTER™ Scientific Principles of

Site Ackions ~

Scientific Principles of Medicine > All Site Conkent

I_HEI'_: All Site Content
Wiew All Site Conkent fij Create / Wiews: | Document Libraries —
Documents tame Description Items  Last Modified
= Shared Documents
= Unit 1 Host-Defense Document Libraries
= Unit 2 (3] shared Documents Share a document with the team by adding it ta this 133 21 hours ago
Musculoskeletalfieuralogical document library,
Stysterns [&5] Unit 1 Host-Defense 194 9 days ago
= Unit 3 GIfHematalogy (L3l Unit 10 Inkegrative 2= 2 + Review of all CP's in 79 &days ago
= Unit 4 C¥/ Respiratory 1st and 2nd year
= Unit 6 Renalf Endocrine (&3] unit 2 Musculoskeletsl/reurological Systems 571 &days ago
= Unit 7 Repraduction [E5] Unit 3 GLHematology 602 &days ago
= Unit & The Mind and Human (Ea] Unit 4 O} Respiratory 471 2 days ago
Development i i .
i iy (58] Unit § Integrative: Clinical Presentation= 3 Sdaysago
= Unit 3 Special Sensas Review of all Lst yar CP's =
= Unit § Integrative: Clinical (5] Unit & Renalf Endocrine 720  &days ago
Presentation= Review of 2l
1st yar CP's (&) Unit 7 Reproduction 449 2 days ago
= Unit 10 Inkearative 2= 2 + (58] Unit & The Mind and Human Development 634 2 days ago
Review of all CF's in 1st and
o P (8] Unit 9 Special Senses 461 9 days ago
Pictures
Lists
= Conkacts
= Tasks
| = calendar
| = Everts ~
&1 [& [¥3 Local intranet

To return to the home page of the Main Menu, select Home at the top of the left menu. To
return to the main Share Point site select Department of Medical Education at the top of the
window.



To Log-out, point to the top right corner Welcome Last Name, First Name select the down
arrow and view your selections.
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= My Settings
TEXAS TECH UNIVERSITY . . & Update your user information, zl
HEAILTH SCIENCES CENTER® Department of Medical Education regional settings, and alerts,

Sign in as Different User

E Lagin with a different accaunt,

Access I—

Wigww All Site Content . . Em;l the site administrator to request
Department of Medical Education additional permissions.

Documents Courses .

= Shared Documents Sign Du: b
o Scientific Principles of Medicine Logout of this site.

Pictures o Medical Skills Personalize this Page

Lists o Socieky Community and the Individual @ Sf_'dl remove, or update ieb Parts on

is page.

= Cortacts o Masters Colloquium pag

i & Add new link

Discussions

= General Discussion Announcements -
Cardiac Arrest Moved 11/3/2008 6:29 PM

5

WA= by Maldonada, Frankj

|&] Recycle Bin A reminder to all that Cardiac Arrest has been moved ta Unit 5 Intergrative Systems I,

Unit 4 Pre-Surgical Exam Archived 10/28(2008 12:44 PM

by Maldonada, Frankj

Pre-surgical Exam has been aArchived! An agreement between Unit Directors and Clinicians was made to
archive this clinical presentation. Please note that an Unit 4 Main Meno you will see an Archive Folder, the
presentation is there for you ta use as a...

Mew area for graphics, images, etc. 10/20/2008 5:27 PM
by Guerra, Martha

Sawe your images, graphics, or any ather media to this Falder and link directly from the Document Content
Spreadsheet or any other area of Sharepaint.

The link ko this falder is right under the Document Content Spreadsheet link on the left of ...

STEPS TO USE CHECK OUT AND CHECK IN PROCEDURE IN SHAREPOINT 1052005 11:49 AM
by Romera, Hartendia

Take adwantage of this Check In and Check Out procedure when ywou are working on a specific
document. Take full command of a document and enjoy warking in privacy. INSTRUCTIONS on how to
Check In and Check Dut a document are under Shared Document.

MINIMIZING THE USERNAME AND LOGIN PROMPT /22008 5:54 P

| Done l_ l_ l_ l_ rg g Local intranet




1. Select the
“Document
Content
Spreadsheet
“link

STEPS TO CHECK IN AND CHECK OUT A SPREADSHEET IN SHAREPOINT

Content - Microsoft Internet Explorer

J File Edit WYew Favortes Tools Help

J@Ba"‘ i @ ) E‘j @ @‘pSearch *Favurites .@| 8, & T

J Address I@ https: ffsharepoint. ttuhse.eduysites| TTUHSCelpasofdme]_layoutsviewlsts.aspx
PICCOTE CIGTSTIES

® Tasks There are no picture libraries,

Discussions
Lists

= General Discussion

E Announcements Use the Announcements list ko post messages on &6  2daysago
Surveys the home page of your site.
= - |82 Contacts Use the Contacts list For information about people 1 2 weeks ago
2/ Recycle Bin that your team works with,
[=] Courses 4 Zweeks ago
[Z8] Everts Use the Events list to keep informed of upcoming 0 2 weseks ago
meetings, deadines, and other impartant events.
[=] Links Use the Links list Far links to Web pages that your 2 Zweeks ago
team members will find interesting or useful.
(2] Tasks Use the Tasks list ta keep track of work that you or 1 2 weeks ago

wour team needs ko complete.

Discussion Boards

Use the General Discussion ko hold newsgroup- 0 2 weeks ago

style discussions on topics relewant to your team.

@] General Discussion

Surveys

There are no surveys.

s and Workspaces
g4 Document Content Spreadsheet

2 minutes ago

Save your images and graphics, 2 wesks ago
EH Masters Colloguium 2 wesks ago
G Medical Skils 2 weeks ago
ﬁ Scientific Principles of Medicine 3 hours ago
ﬁ Society Community and the Individual 2 weeks ago

Recycle Bin

Use this page to restore items that you have 1]
deleted From this site, or to empty deleted items.
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Recycle Bin
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Eile  Edit  Wiew
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TTUHSC Main Website > TTUHSC El Paso Campus > Department of Medical Education > Document Content Spreadsheet

TEXAS TECH UNIVERSITY

HEALTH SCIENCES CENTER™

Document Content
Spreadsheet

2. Select
“Shared
Documents”

Document Content Spreadshest > Shared Documents

Shared Documents

Wiews All Site Content Share a document with the team by adding it to this document library
Mew * Upload + | Actions View:  All Documents -
< = Shared Documents Type  Name Modifisd ) Madified By Checked Out To
Pictures Cad Unit 1 Host Defense 10j29{2008 9:43 AM Guerra, Martha
3 Unit 2 Musculoskeletal and Neurological Systems 11)5/2008 3:14 PM Guerra, Martha
= Contacks C3  Unit 3 Gastroenterological and Hematological Systems 11/5(2008 3:13 PM Guerra, Martha
= Tasks Cd Unit 4 Cardiovascular and Pulmonary Systems 11/5(2008 3:13 PM Guerra, Martha
Discussions 4 Unit 5Integrative Systems I 11j5/2008 3:13 PM Guerra, Martha
= General Discussion Ea Unit & Renal and Endocrine Systems 11)5/2008 3:13 PM Guerra, Martha
Surveys 3 Unit 7 Reproduction 11/5/2008 3:13 PM Guerra, Martha
& Recycle Bin 4 Unit & The Mind and Human Development 11j5/2008 3:13 PM Guerra, Martha
4  Unit 9 Special Senses 11J5(2008 3:12 PM Guerrs, Martha
3 Unit 10 Integrative Systems 1T 11)5/2008 3:12 PM Guerra, Martha
3 1T TESTIMG FOLDER - HER 9j24{2008 3:50 PM Romera, Hortencia
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s ||unks »

TTUHSC Main Website > TTUHSC El Past Carmpus > Department of Medical Education > Document Content Spreadshest Weleome Romers, Hortendis ~ | @ =)

[This List =] P

TEXAS TECH UNIVERSITY Document Content

3.5 | @l HEALTH SCIENCES CENTER® Spreadsheet
. Select -
| niomee
. Document Conkent Spreadsheet > Shared Documents
the Unit @ Shared Documents
| #EENgocument with the team by adding it to this decument library.

Mew -\up\nad - | actions ~ view: | all Documents -
Nai Modified ) Modified By Checked Out Ta

View All Sike Conkent

folder you S

= Shared Docurments

wa nt to Pictures

Lists

Host Defense 10/28/2008 9:43 AM Guerra, Martha
usculoskeletal and Neurological Systems 11/5/2008 3:14 PM Guerra, Martha
= Contacts

check out owee

Discussions

astroenteralogical and Hematalogical Systems 11/5/2008 3:13 PM Guerra, Martha
ardiovascular and Pulmonary Systems 11/5/2008 3:13 PM Guerra, Martha
teqrative Systems I 11/5/2008 3:13 PM Guerra, Martha

= General Discussion enal and Endocring Systems 11/5{2008 3:13 PM Guerra, Martha

eproduction 11/5/2008 3:13 P Guerra, Martha

Surveys

11/5/2008 3:13 P Guerra, Martha
11/5/2008 3:12 P Guerra, Martha
11/5/2008 3:12 P

/24/200% 3,50 P

he Mind and Human Development

& Recycle Bin

Guerra, Martha

Romero, Hortencia
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The screen below shows the first clinical presentations with the dropdown menu. Click on the
scroll down menu and select Check out.
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Address [@] herps://sharepoint. truhse edujsites/ TTUHSC jelpasafdme, spreadsheet Shar ed%20Document s{Forms/Allltems, aspx?RootFolder— .2 stes = | Go | |Links >

=

Shared Documents - Microsoft Internet Explorer

TTUHSC Main Website = TTUHSC El Paso Campus > Departrent of Medical Education > Document Content Spreadshest Welcome Romero, Horkencia + |
This List =
TEXAS TECH UNIVERSITY Document Content [T st =1 | ]|
HEALTH SCIENCES CENTER™ Spreadsheet
Document Content Spreadsheet > Shared Documents > Unit 1 Host Defense
Shared Documents
wiews All Site Content Share a document with the team by adding it to this document library.,
IBEL TS Mew ~ | Upload ~ | Actions ~ tiew: | All Documents =
= shared Documents Type Name Modified ) Modified By Checked Out To
Pictures 5 allergic Reactions and Atopy ~ | 11/5f2008 3:09 PM sanchez, Marta
Lists 2 Sore Throat and L View Properties 11/5/2008 2:53 PM Sanchez, Marta
= Contacts < Temperature Abnol 23 | Edit Properties 11/5/2008 3:08 PM Sanchez, Marta
o Tedls 1 wiork Physical Exar Edit in Microsoft Office Excel 11f5/2008 11:32 aM Sanchez, Marta
Discussions Bl 3 Periodic HeslthExs 3 | Delete 11/5/2008 3:02 FM Sanchez, Marta
= General Discussion v
Surveys

18] Recycle Bin

Alert Me

[T [ [ [S3tocal neranet




In the window below note your name will appear next to the document that you checked out. This
notifies everyone that you are currently working on the spreadsheet. When you check out a document,
you are the only person that has access to the document. If someone else tries to open a document, it
will give them a notice that you have the document checked out.

<2} Shared Documents - Microsoft Internet Explorer

| File Edit Wew Favorites Tools  Help | e
s = = . 5 - — i

J ek -~ D - [x] [Z] T | ) search 5 ¢ Faverites €‘3| I T TR - B, 8

| Address [&] https: ffsharepaint.ttuhsc . edu/sites/ TTUHSC jelpaso/dmef spreadshestfShared s 20Document sfFormsyallltems , aspx?RootFolder=%2fsitess = | Go |J Links **

TTUHSC Main Website = TTUHSC El Paso Campus > Department of Medical Education = Document Content Spreadshest wWelcome Romero, Horkencia | ;I
= =

TEXAS TECH UNIVERSITY Document Content [hi= st =1 | P|
HEALTH SCIENCES CENTER™ Spreadsheet
NS
— — Document Content Spreadsheet = Shared Documents = IT TESTING FOLDER - HER
[_—_?II Shared Documents
wiews All Site Content: Share a document with the team by adding it to this document library .
Documents Mew T uUpload - Actions - wisw: | Al Dy =
= Shared Decuments Type Mame Modifisd ' Modifisd By Checkad Out To
Pictures 3y Academic and Carser Advising of Students 11/5/2008 5:06 PM Romero, Hnrtenci@
Lists = Allergic Reactions atopy 11/S/2008 <:55 PM Romerao, Horkencia
O GanlEEEs =] Periodic Health Exam Growth and Development: 9/24/2008 12:10 PM Romero, Horkencia
= Tasks =] Sore Throat Infections of Upper Respiratory Track 10/27/2005 10:47 A Romero, Hortencia
Discussions =] Tempsraturs Abnormal Fever and or Chills 11/5{2008 5:02 PM Romero, Horkencia
= General Discussion =H work Physical 10/ 16/2006 2:42 PM Romerao, Horkencia
Surveys
&/ Recycle Bin
=l
[&] Done [ [ [ [& [N3Llocalintranet P

Once you are done working on the spreadsheet there are two means to Check in your document.

First, you save your changes. After you save, the following window will appear, please select “Yes”.

Microsoft Office Excel

» \  Other users cannok see your changes until you check in.
\"J Do wou want ko check in now?

[ Yes ] [ Mo ] [ Cancel ]




Second, “Check in” is by using the same menu that you used to “Check out”, next to the Clinical
Presentation title.

23 Shared Documents - Microsoft Internet Explorer i [=] 3]
JEi\e Edit Wiew Favorites Tools  Help | :,'

J @k - () - (%] [&] a| ) seaeh 5 Favortes €)| K- i - J & B

| press [] httosujsharcpoint tuhsc eustes TTUHSClelpasojdmeispreadshostfSharedt20Documents/Fomsjalltems. aspxRotFolder=tfstesto x| [ Go | |unks >

TTUHSC Main ‘Website = TTUHSC El Paso Campus = Department of Medical Education > Document Content Spreadshest ‘welcome Romera, Horkencia = | ;I

TEXAS TECH UNIVERSITY Docurnent Content [This List =] Pl
HEALTH SCIENCES CENTER™ Spreadsheet

- Document Content Spreadsheet = Shared Documents » 1T TESTING FOLDER - HER

[j Shared Documents
Yiew All Site Content Share a document with the team by adding it to this document: library,
Documents Mew v Upload = Actions = Wiew:  All Documents =
® Shared Documents Type  Hame Modified  Modified By Checked Out To
Pictures @ Academic and Career Advising of Students 11/5/2008 4:54 PM Romern, Horkencia
Lists EI_] Allergic Reactions Atopy 11/5/2008 4:55 PM Romera, Hartendia
= Contacts = | Periodic Health Exam Growth and Development - ‘ 10/27/2008 1:53 PM Romera, Hortenda  Romero, Hortencia
= Tasks E)  sare Throat Infec View Properties L0j27/2008 10:47 &M Romera, Hortencia
Discussions B Temperature Abne 3 Edit Froperties 10f6/2005 3:33 AM Ffarr, Curt
= Generl Discussion E]  workPhysical | & Edit in Micrasoft OFfice Excel L0f16{2008 2:42 PM Romera, Hortendia
Surveys W Delete

2] Recycle Bin 4
( Check In
ity ut

3] version History
Alert Me

5|
[&] pone lilililil—g Local intranet 4

To be notified when a document is available:

1. Open the document
2. Pressthe “Edit Workbook” button that appears on the top of the document

,_G} Server Workbook To modify this workbook, click Edit Workbool{ Edit Workbook

3. Inthe following window select “Notify” and keep spreadsheet open.

File in Use

Z 5ore Throat and Upper Respiratory Infeckions, xls is locked For editing

by 'TTUHSCrossanch',

Click. 'Makify' ta open a read-only copy of the document and receive

o i i Cancel
nokification when the document is no longer in use,




Once the faculty that was working with the spreadsheet is done and the document is checked-in, you
are going to receive the following message. Please select cancel at this time and close the document to
prevent overwriting of the spreadsheet.

File Mow Available

'z gore Throat and Upper Respiratory Infections, xls' is now available for
editing.
Choose Read-write to open it For editing.




