SACSCOC SharePoint Instructions

The SharePoint Working Folders can be found at the following location:
https://sharepointsecure.louisville.edu/sites/OAPA SACS/Sitepages/Home.aspx

You may be asked to sign in. If so, you will see the box below. You will need to sign in with your ULINK user name
and password.

’ L _
Authentication Required g 4 E

0 Enter username and password for https://sharepointsecure.louisville.edu

User Name: ot il

Password: eeeesscee

| ok || cance

on your And day.
In SharePoint, you will see the home page or main menu for the SACSCOC Reaffirmation Site.

[} 2017 SACS reports » Home

Libraries
Comphance Certification
Team - Co-Chairs

Compliance Certification
Team - Commission
Policies

Educational Programs
Faculty
Francial Resources 2017 SACSCOC Reaffirmation Site

é’,‘;‘:;‘,’&;,":;, The University of Louisville reaffirms its ongoing commitment to academic excellence and innovation by demonstrating: 1) compliance
with the accreditation standards and 2) positive impact on the student learning environment. Each Reaffirmation Committee has a

Lesdershin Tea SharePoint document library to organize the work of their group:

Library/Learning

Information Resources
Quality Enhancement
Plan Development
Committes

Physical Resources
Student Services

Lists
Calendar
Tasks

4 Recycle Bin
) All Site Content

Compliance Certification Team - Co-Chairs
Compliance Certification Team - Commission Policies
Educational Programs

Faculty

Financial Resources

Governance

Institutional Effectiveness

Leadership Team

Library/Leaming Information Resources

Physical Resources

Quality Enhancement Plan Development Committee

Student Services

To access your committee's working folders, click on the document library (folder) assigned to your committee.
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Inside of your committee’s library, you will find a group of folders already set up for your committee (see below).
You may add additional folders as needed.

] Type Name Modified
F | Committee Notes 1/26/2015 10:59 AM
Ca Documentation 2/4/2015 10:36 AM
Ca Report Templates 1/30/2015 3:04 PM
| Supplemental Materials 1/26/2015 10:59 AM
| Web Links 1/26/2015 10:59 AM
s Committee Folder Link 1/30/2015 3:27 PM
&J‘)‘.l Link to Financial Resouces Calendar 2/6/2015 12:02 PM

4¢ Add document

Explanation of what goes in each folder:

Committee Notes: Save meeting agendas and notes in this folder; create a new folder named with the data of each
meeting; save the agenda, meeting notes, and any handouts from the meeting in the folder.

Documentation : Save documentation materials (i.e., endnotes) that will be included in the final version of your
report in this folder; see the "Endnotes/Documentation" section of the UofL SACS Styleguide for
information on filenames.

Report Templates: Type your report in the files in this folder.

Supplemental Materials: Save information you want to make available to other committee members in this folder.

Web Links: Save links to items on the Internet in this folder.

Committee Folder Link: Takes you to your committee's folder on the OAPA SACSCOC Accreditation webpage.

Link to Financial Resources Calendar: Takes you to your committee's calendar.

1. To Create a New Folder in Sharepoint

Click on the document library (folder) assigned to your committee. Click on the "Documents" tab, then on the "New
Folder" icon.

Site Actions ~ #¥  Browse [OLIONIINS

4 1 4 Check Out
1 U
p

; Check In
New Upload New Edit View Edit
Document~+ Document~ Folder Document Discard Check Out  Properties Propertie
New Open & Check Out

Libraries | Type Name

Compliance Certification " -

T et | Committee Notes

Compliance Certification d Report Templates
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When the box below appears, name the new folder and click save.

H J 4 Cut

=2 Copy
Save Cancel Paste

Commit Clipboard

Name * New|

[ Save ] [ Cancel ]

2. To Add Documents to SharePoint

Compliance Certification
Team - Co-Chairs

Compliance Certification Ca Report Templates 1/30/2015 3:02 PM
Team - Commission : )

Policies | Supplemental Materials 1/26/2015 10:58 AM
Educational Programs I - Web Links 1/26/2015 10:58 AM
Faculty -I’EJ Committee Folder Link 1/30/2015 3:26 PM

To add files to a document library (folder), click on "Add document." This will allow you to upload a document.

There are no items to showv in this view of the "Stude

%k Add document

Click "Browse" and then locate and select the document you want to upload. Click Open. Then Click "OK."

Upload Document

Upload Document
Name:

Browse to the document you
intend to upload. | Browse...
Upload Multiple Files...

[¥] Add as a new version to existing files
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Please note: You will need to click on "check in" to complete the upload of the document. The
document will then show up in the folder.

Note: If you don't click "check in" when uploading, the document will not be visible to others.

_

w8 0O, X

<2 Copy

Check Cancel Paste Delete
In Item
Commit Clipboard Actions

o The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all required
fields are filled out. The file will not be accessible to other users until you check in.

Name * 4.9 Compliance Narrative .docx

Title

Version: 0.1
Created at 1/30/2015 1:32 PM by Kah,Amasetta Cathryn |
Last modified at 1/30/2015 1:32 PM by Kah,Amasetta Cathryn &

Check In ] l Cancel

3. To Edit a Document in SharePoint

"Checking Out" a Document. In order to edit a document in a folder you will need to "check out" the document.

Place the cursor over the document name, click on the drop down box to the right, choose "check out," then click
IIOK.II

Note: if you don't see "check out" in the drop down box you are probably at the folder level. These instructions
only work for opening documents.

‘ ] @J 4.9 Compliance Narrative = ntw |v 1/30/2015 1:35

View Properties
% Add document

2 Edit Properties

l'ﬂ_] Edit in Microsoft Word

‘ I _{#q Check Out
ol

Publish a Major Version

-'_:)] Version History

Compliance Details

Alert Me
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You will get a message that you are about to open a document. Click "OK."
Then click on the document to open it.
A green arrow will appear next to a document that has been checked out (see the example below).

Note: If you check out a document you must check it back in when you finish editing in order for the next person
to edit it.

If an item you are looking for has been checked out (i.e., has a green arrow), you will only be able to read the
document, not edit it, until it has been checked back in by the person who checked it out last.

Type Name

# I% 4.9 Compliance Narrative = HEw

% Add document

"Checking In" a Document. In order to "check in" the document you have been editing, choose File, Save as, Save.

You will be saving the document directly over the earlier version (do not give it a new name).

Note: If you check out a document you must check it back in when you finish editing in order for the next person
to edit it.

| Bl Desktcp =

|
| Type MName Modified By Modified

~a Libraries
B R e .9 Compliance Narrative ah,Amasetta Cathry 2/3/2015 11:3 !

,g“- Music

7 SACS reports

8. Olownloads Governance

.= Recent Places

m

&= Pictures

B videos

% Computer
&, o5 ()
# Data ()

L= Anns< (K

SO © Cormpiance Norrative

Save as type: [Word Document

il

Authors: Kah,Amasetta Cathryn Tags: Add atag

Save Thumbnail

= Hide Folders Tools ~ [ Save J [ Cancel
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When the box below appears, click "Yes."

LL
Microsoft Word g

= /I The fie 4 akready exists. Do you want to replace the existing fie? ‘

| [concel | [ tep |

nail

Click on the X in the top right corner to clost the document. When you close the document, you may also see the
box below. If so, click "Yes."

Other users cannot see your changes until you check in.
Do you want to check in now?

Loves | [t | [ concel ]

In the next box, always choose the first option "Minor version (draft)" (as shown below).

In the "version comments" box, be specific about the updates you made to the document. Then click OK.

[ CheckIn l 2 o]

Version Type
What kind of version would you like to check in?

L @ 0.2 Minor version (draft)

) 1.0 Major version (publish)

() 0.1 Qverwrite the current minor version

-

Version Comments
[ —

[7] Keep the document checked out after checking in this version.

Al

Lok ][ conce |
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If you haven't done any editing to the document you have checked out you can simply check it back in the way you
checked it out by using the drop down box and clicking "check in."

- s

] @JLI 4.9 Compliance Narrative v |2/3/2015 1:04 PM

4 Add document

View Properties

2 Edit Properties

@) Edit in Microsoft Word

B | 5 CheckIn
F

Discard Check Out

4. Adding Web links in SharePoint

Click on the "Documents" tab.

Site Actions ~ Browse

) N oo

New Upload New
Document~+ Document. Folder

New

lorary 100is

Documents m

_1 Check Out

l3 CheckIn
t View Edit
Do ent &l Discard Check Out Properties Propertie

Open & Check Out

Libraries [
Compliance Certification
Team - Co-Chairs

Compliance Certification

Type Name
Ca Committee Notes
Ca Report Templates

Click on the drop down arrow in the "New Document" box.

Kite Actions * @ Browse

) 1

New Upload New
Document » Document « Folder

%) Check Out
'3 CheckIn
Edit View Edit
Document &%, Discard Check Out Properties Properti
Open & Check Out Manage

t New
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Choose "Link to a document."

ite Actions ~ [ Browse Documents l
] | T
New Upload New Edit
document - Document - Folder Document
Document

=4 Create a new document.
L Image
Upload an image.

Link to a Document
Create a link to a document in a different

locatio{ Link to a Document l

Once you click on "Link to a Document," the box below will appear.

New link to a document =

Document Link

Document Name:
Specify the name and URL of
the document you want to
link to.

test

Document URL (Click here to test):

ipus-news/staff-honored- for- outstanding-performance- 1

oK I Cancel |

Give the link a name, then paste the link in the "Document URL" box and click "OK." The link will appear in the
folder.

5. Emailing from SharePoint

Sharepoint will not support committee group emailing. Outlook should be used to communicate with others on
your committee.
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6. Calendar in SharePoint

Each SharePoint committee folder also has a link to its own calendar within Sharepoint. To access the calendar, go
to your committee's library (folder) and click on "Link to Calendar."

X
0

Committee Notes
Documentation

Report Templates
Supplemental Materials
Web Links

™|

Committee Folder Link

SsEDERE

Link to Financial Resouces Calendar ©nw

The SharePoint Calendar will appear and it will look like the picture below. Double click on a date to add a meeting.

Calendar Tools
Events || Calendar

4}.._.] £ Create View Curent View: . o & Export to Excel sy & Workflow Settings .
| [P Modity View - Catendar -| bl 4 B 2 (W] Open with Access AN =l @ & List Permissions
Day Week |Month| Expand Collapse Calendars E-maila  Alent R55 Connectto Egit Form Web List
Fv} Al Overlay  [ifl Create Column Link  Me» Feed Outlook List Parts.  Settings
o P e Marios Views: =—— S Connact B Brports O e Lt Settings: =
“ 2015 »
+) (# February, 2015
3 e
Apr May Jun Sunday Mondey Tuesday Wednesday Thursday Friday
Mo omp Se ' 2 3 3 5 [Cr—
Oct Nov Dec
Today is Friday, February 06,
2015
8 calendars in View 8 9 10 11 12 13 14
Faculty Calendar
\rarias 5 16 17 18 ] 20 21
Compliance Cartificaticn
Team - Co-Chairs
Compliance Certificaticn = - = = < -~ =
Team =~ Commission 22 23 24 25 26 27 ]

Policies

Educational Programs

Faculty S g

You can also link your committee's calendar to your personal Outlook calendar. To do so, while in your committee's
calendar click on the calendar tab under "Calendar Tools" (see the blue arrow below).

Calendar Tools
Site Actions + #2  Browse Events | Calendar

112273 &) Create View Current View: — o |
ﬂ == %_,‘ﬂ (=] & @ %

) Modify View .  Calendar - -5/
Day Week [Month| Expand Co]farse Calendars E-maila Alert RSS Connect to
| Al Al Overlay  [if]] Create Column Link Me~ Feed Outlook
Scope Expand Manage Views Share & Track Con
Then click on the "Connect to Outlook" icon (see the red arrow above).
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The screen below will appear. Click on "Allow."

MILEIIIEL LA S

0:3 Dommt??dlwthswebﬂetowamm
i i your computer

Program: Microsoft Outlook

Address: stssync//sts/7
ver=1.1&type=calendar&cmd=add-

[/] Always ask before opening this type of address

[ Mow ] [ Concel |

I Allowing web content to open a program can be useful, but it can
@ potentially ham your computer. Do not allow it unless you trust
= the source of the content. What's the risk?

When the screen below appears, click on "Allow" again.

nternet Explorer Security i

A website wants to open web content using this
%/ program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

@ Name: Microsoft Outlook
Publisher:  Microsoft Corporation

|| Do not show me the warning for this program again

© Detais [L_aow ] ((mor'tslow ]

Next, your Outlook account will open and you will see the box below. Click on "Yes."

[ Microsoft Outiook =

- Connect this SharePoint Calendar to Outlook?
You should only connect lists from sources you know and trust.
2017 SACS reports - Faculty Calendar

https: //sharepointsecure.louisville.edu/sites [OAPA_SACS/Lis
ts/Faculty Calendar/

To configure this Calendar, dick Advanced.

1 [Advanced... | [ve J[ w ]
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Your personal Outlook calendar and the committee calendar in Sharepoint will then appear beside one another.

* February 01 - 07, 2015 Search Calendar (Ctri+E »
Calendar X 4 2017 SACS reports - Faculty Calendar X
1 Sun 2 Mon 3 Tue 4 Wed 5 Thu 6 Fn 7 Sat 1 Sun 2 Mon 3 Tue 4 Wed 5 Thu 6 Fn 7 sat
3 am -
3(3'3

Smart She
MITC_302,
300 Webb, Joa
Lo [‘comptian SACS Wor | | SACS Wor
Assist/SA MITC_302. | | MITC_302,
| KahAn Kah Amas: | Kah Amas

To close the SharePoint calendar, click on the X in the top right-hand corner. To open it again, find the calendar in
the left-hand list and click on the check box. To completely delete the calendar link in your Outlook account, in the
left-hand "My Calendars" list in your Outlook account, right-click on the calendar and choose "Delete Calendar,"

then "Yes."

Questions?

Contact Amy Kah (amasetta.kah@Iouisville.edu) with any questions about using SharePoint.
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