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Instructions for BIH SharePoint Access and Use

Overview

The California Department of Public Health (CDPH), Maternal Child Adolescent Health (MCAH) Division
utilizes and hosts a SharePoint Site for the Black Infant Health Program.

This document serves as a general guide for establishing a CDPH SharePoint account and password, and
accessing BIH SharePoint Site
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Instructions for BIH SharePoint Access and Use

Purpose and Overview

e SharePoint is an online tool that provides a central location to submit and access documents.
e BIH Agencies will use the BIH SharePoint Site hosted on the MCAH Extranet to submit their quarterly and
annual reports, as well as a BIH programmatic and data resource center.
e To use the BIH SharePoint site you will need:
0 Internet Explorer and the Windows operating system.
O A CDPH SharePoint Portal User Name and password (provided by MCAH).

SharePoint Trouble Shooting

e Users can use the link below to reset or change their CDPH password. Links to reset your password after
a lock-out or to reset an expired password are available on the CDPH Extranet Information website under
Important Links (you will need your security question and answer which you will establish in step 5 of
creating your MCAH Extranet account).

https://selfservice.cdph.ca.gov

e If the information found on the above website is not sufficient to reset your password contact your
Program Consultant.

e Contact your Program Consultant if you need additional assistance accessing or using the BIH SharePoint
site.

Creating MCAH SharePoint Account

e You will receive an encrypted email from No-Reply@cdph.ca.gov, click on the attachment
message_zdm.html
e If you do not have a Microsoft Encryption Account you will be asked to set one up.
0 Link to setup encryption account http://www.voltage.com/vsn/vsn-zdm-demo.htm

B Mo-Reply@cdph. ca.gow

SharePoint Mew User [secure]

a

e Once your Microsoft Encryption Account is setup you will be able to retrieve your encrypted email which
contains your new User Name and Temporary Password.

no-reply@cdph.ca.gov (Authenticated by encryption.messaging.microsoft.com) & Walid Signature
(Help)

To: | |

From:

Sent: Wed Jul 16, 2014 10:28 AM (40 minutes ago)

Subject: SharePoint New User [secure]

Flease register your account at https://selfzervice.cdph.ca.gov/showlLogin.cc

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

If vou need assistance please contact CDPH Service Desk at (855) 500-0016 or
cdphitservicedeslk@cdph.ca.gov

UserMName:rtest2
Password: 2UlcGeHM



https://selfservice.cdph.ca.gov/
mailto:No-Reply@cdph.ca.gov
http://www.voltage.com/vsn/vsn-zdm-demo.htm

Instructions for BIH SharePoint Access and Use

e You will need to register your account before you login into the BIH SharePoint site.
e Follow the link from your email or use the following link to register your account:

https://selfservice.cdph.ca.gov/showlogin.cc

e Enter your User Name and Temporary Password to start the registration process

Califemia Department of

FUbieHeaith 3

Update Your Profile Efficiently :

User Registration
Establish your identity via registration

Self Update
Update your contact information

Change Password
Change your password using current password

@ Reset Password
Reset your forgotten password

Unlock Account

Unlock your locked out account

Sign in

User Name:

Password:

e Once logged in you will need to set your new password.

P

Domain Password Policy Reguirements

The minimum password age is 0
The maximum password age is 74
The minimum password length is &
Mo. of Password Remembered is 24

The password complexity property is Enabled

Old Password

New Password

Confirm New Password

Password Criteria

Mirmimum passwerd length
Maximum password length

Mo. of special characters

3

12

1



https://selfservice.cdph.ca.gov/showLogin.cc

Instructions for BIH SharePoint Access and Use

e After the password is changed you will be prompted to setup security questions:

ageEngine ! Welcome, mgtest

ADSelfService Plus Siaaout

Change Password

My Info

User Registration

The information you provide here would be used to authenticate you when attempt to reset password or unlock your account.

Sacurity Questions Verification Code

Length Specification

* The minimum length of the answer(s) should be 2 characters and maximum allowed is 32 characters

Register Your Security Que & Ans

Quet | ==----- Please Select a Question-------
Quet | =------ Please Select a Question-------
Qua: | ==—---- Please Select a Question-------

Hide Answer(s]

Click Enroll

After you are registered you will be able to use the CDPH Self-Service site to reset or change your
password by answering the security questions you setup or by a verification code through email.

Gaining Access to the BIH SharePoint Site

e Access the BIH SharePoint at:
https://partners.cdph.ca.gov/sites/BIHTeamSite/Local

e Enter your User name and Password to gain access
to the BIH site.

e It may be useful to bookmark the website.

[}

Resources are available by clicking the BIH State
Program Materials link on the left side of the page.

Collaboration Portal

. L . User name:|
\NJV Password:

O)CBPH

Change Password SignIn

WARNING: This is a State of California computer system that is for official use
by authorized users and is subject to being monitored and/or restricted at any
time. Unauthorized or improper use of this system may result in administrative
disciplinary action and/or civil and criminal penalties. By continuing to use this
system you indicate your awareness of and consent to these terms and
conditions of use. LOG OFF IMMEDIATELY, if you do not agree to the
conditions stated in this warning.



https://partners.cdph.ca.gov/sites/BIHTeamSite/Local

Instructions for BIH SharePoint Access and Use

Navigating the BIH SharePoint Site

e The BIH SharePoint site will open to a home page. On this page you will find:
0 Alink to your individual agency BIH site,
= Note: Agencies only have access their own BIH site.
0 A place for BIH program announcements, program resources, and documents.
e Locate your site page in the left-hand menu, listed by County Name. Click the link with your site’s name
to access your page.

BROWSE PAGE

' Black Infant Health

Home

BIH State Program Announcements
Materials P—

Local Sites

Welcome to the BIH SharePoint Site!

Alameda Count -
: \

BROWSE PAGE

black BIH Home # EDIT LINKS

infant
neatthy Alameda County

Home

Ll Quarterly/Annual Reports
Data
Site Visit Information
BIH State Program Materials

e Onyour site’s home page there are links to:
» Quarterly/Annual Reports
» Data

» Site Visit Information

> BIH State Program Materials



Instructions for BIH SharePoint Access and Use

Quarterly/Annual Reports:
This library serves as a centralized location to T
submit BIH Quarterly and Annual Reports to Plack, B salctonme

infant
health
MCAH. eatthy  Alameda County

Home

0 This library contains folders for each fiscal
year

O Each fiscal year folder contains two ——
folders

1. Data from MCAH - this folder

s o ——3 Quarterly/Annual Reports

Site Visit Information
BIH State Program Materials

contains any data needed to complete the BIH annual report.

2. Submit to MCAH — BIH quarterly and annual report for each fiscal year will be uploaded

into this folders; document submission instruction are on pg.8.

SharePoint

BROWSE FILES LIBRARY

black BIH Home # EDIT LINKS

Alameda Home @ new document or drag files here

# EDIT LINKS All Documents === Find a file o

v [ Mame

I Data from MCAH I

Submif to MCAH

heatthy Quarterly/Annual Reporting - FY 2015-2016

SharePoint

BROWSE FILES LIBRARY

black BIH Home # EDIT LINKS

heatthy  FY 2015-2016 - Data from MCAH

Alameda Home (® new document or drag files here

# EDIT LINKS All Documents  «=- Find a file D

v O Name

A BIH Annual Report FY 15-16 Supplemental Report for Indicators-Alameda

o

[

E

1 Fidelty_Selected_160630_WIN_150701_160630_P.alameda #

[




Instructions for BIH SharePoint Access and Use

Data:
This library contains site-specific BIH data
fidelity monitoring reports.

;e.g.,

Any site-specific data, program-related or

surveillance, are housed in this folder.

Site Visit Information:

This library contains information regarding Site Visits conducted by MCAH, such as, guidance and
instructions prior to any site visits, and any findings

from MCAH.

SharePoint Alerts

SharePoint

BROWSE PAGE

black BIH Home # EDIT LINKS

infant
heathy  Alameda County

Home

Rl Quarterly/Annual Reports
—> Data
Site Visit Information
BIH State Program Materials

SharePoint

BROWSE PAGE

black BIH Home # EDIT LINKS

infant
heatthy  Alameda County

Home

R Quarterly/Annual Reports
Data
—> Site Visit Information
BIH State Program Materials

SharePoint alerts are email notifications that are sent by SharePoint when something changes in a library, e.g., a

new document is uploaded.

How to create SharePoint alerts on the list or document library

Navigate to the list or library you want to set an alert for (e.g., Fidelity Report Library).

e From the top ribbon, click on Library Tab:

SharePoint

BROWSE ‘ FILES

LIBRARY

black

Alameda Home

# EDIT LINKS

BIH Home

heatny  Fidelity Reports

G

# EDIT LINKS

(® new document or drag files here
All Documents === Find a file jol
v [ Name

Archived Fidelity Reports FY 2015-2016

Windowed Fidelity Reports




Instructions for BIH SharePoint Access and Use

e Click Alert Me --> Select Set alert on the library

SharePoint

BROWSE FILES LIBRARY

EENNIN

[i] Create Column

I:,- Madify View . Current View:

All Documents -

@ S N 3

View Quick Create Tags & E-mail a =~ Alert RSS  Most Popular
Edit View Mavigate Up Current Page Motes Link e - Feed Items
View Format Manage Views Tags and Notes Set alert on this liorary
. Manage Ny Alerts
Alameda Home (® new document or drag files here
# EDIT LINKS All Documents =+« Find a file 0o

e This screen pops up, where you setup all the characteristics of the alert you are setting up:

e Alert Title: name your alert;
whatever the name you give here
will appear in the subject and i
body of the alert email.

e Send Alerts to: pre-filled with your
email address. b

e Delivery method: default is E- b
mail, leave as is.

e Change Type: specify what kind of |
behavior should trigger an alert.

e Send alerts for these changes:
This is where you can filter the
alerts even further for editable
documents, e.g., word documents,
and be alerted if anything in the
document changes.

e When to Send Alerts: This is
where you set the frequency. If
you want an alert to be sent
immediately or once a day/week —
check off appropriate radio
button.

Fidelity Reports - New Alert

Alert Title
Enter the title for this
alert. This is included in

the subject of the
notification sent for this
alert.

Send Alerts To

You can enter user names
or e-mail add

Separate ther
semicolons.

Delivery Method

Specify how you want the
alerts delivered.

Change Type

Specify the type of
changes that you want to
be alerted to.

Send Alerts for These
Changes

Specify whether to filt
alerts based on s
criteria. You may also
restrict your alerts to only
include items that show in
a particular view.

er

When to Send Alerts

Specify how frequently
you want to be alerted.

0K

Fidelity Reports

Users:

Tufts, Margaret (COPH-CFH-MCAH-EAPD) x

Send me alerts by:
® E-mail Margaret. Tufts@cdph.ca.gov
Text Message (SMS5)

Send URL in text message (SMS)

Only send me alerts when:
@ All changes
(O Mew items are added
(O Existing items are modified

(O Items are deleted

Send me an alert when:
@ Anything changes
(O someone else changes a document
(O Someone else changes a document created by me

(O someone else changes a document last modified by me

@ Send notification immediately

M Zand a Adaihr commans

Cancel

L e e




Instructions for BIH SharePoint Access and Use

How to edit SharePoint alerts on the list or document library

Navigate to the ribbon as if you are setting up new alert, and select Manage My Alerts option.

SharePoint

BROWSE FILES LIBRARY

[T Modify View . Current View:
E il 5 a 9 =]
[ Create Column | All Documents =
View  Cuick Create
E

dit View

Tags & E-maila  Alert RS5  Most Popular
Mavigate Up Current Page Motes Link Me - Feed Items
View Format Manage Views Tags and Notes Set alert on this liorary
Alameda Home

. hanage My Alerts
(® new document or drag files hdee

# EDIT UNKS All Documents == Find a file ol \

e Click on the name of alert you want to modify or hit a checkbox next to it and click delete,
if you no longer want to receive notifications.

SharePoint

black BIH Home # EDIT LINKS

heattne My Alerts on this Site o

Contra Costa Home .o
# EDIT LINKS
Alert Title

Frequency: Immediate

O Fidelity Reports - Contra Costa
J PEP - Contra Costa

Uploading Documents into a SharePoint Library

Navigate to the library you wish to add documents to, e.g., Annual Report.
e Select New Document

SharePoint

BROWSE FILES I_'SRAR

# EDIT LINKS
infant
healthy Y 2010-2017 - Annual Report
Alameda Home (® new document]or drag files here
# ECIT LINKS

All Documents - Find a file j o

v D Name




Instructions for BIH SharePoint Access and Use

e Select Browse to locate the file, once you've selected the file or files to upload, click OK.

1
Add a document X
B
Choose a file
I Browse... e
Upload files using Windows Explorer instead
] Overwrite existing files
Destination Folder

/FY 2016-2017/Annual Report/ Choose Folder...

v

oK Cancel

SharePoint

Mewsfeed On
BROWSE | FILES  LIBRARY

black BIH Home

heathy 'Y 2016-2017 - Annual Report

(® new document or drag files here

All Documents  --- Find a file

o
# EDIT LINKS

v D Name Medified Modified By

@S TestUpload # A few seconds ago

Tufts, Margaret (CDPH-CFH-MCAH-EAPD)

A dialogue box will open where you can select the file from your local drive to upload to SharePoint




Instructions for BIH SharePoint Access and Use

Resetting SharePoint Password

e Go to CDPH Self-Service site: https://selfservice.cdph.ca.gov/showLogin.cc
e Click Reset Password and then enter in your User Name on the next screen

Calitarnia Department of

Public Heaith JCerii

Sign in

Update Your Profile Efficiently :

User Name: | |

Password: | |

User Registration _
Establish your identity via registration !

Salf Update
Update your contact information

Change Password
Change your password using current password

Reset Password

Reset your forgotten password
‘u Unlock Account

Unlack your locked out account

E http--www.sas.com-pro.. 2| Project Files 2 | Peeple and Groups Suggested Sites + 7 B = ~ Pagev Safety~ Tools
I

vlanageEngin;‘)
ADSelfService Plus

[ “  Please provide your user name and domain name.

Domain User Name | (Esample + Ismith)

==

e You will then have two options to reset your password:
0 Verification code 2. Answer security questions

@ {"Send veritication code to my

) send verification code to my

@  Email 1d Margaret. Tufts@cdph.ca.gov - @  Email 1d Margaret. Tufts @cdph.ca.gov -

@ @) Use my security answer to verify my identity ? @ {"lise my security answer to verity my identity

Type the characters you see in the picture below. Type the characters you see in the picture below.

qtiiga atligy

-
e L3
Letters are not case-sensitive Letters are not case-sensitive

Continue Cancel Continue Cancel

10


https://selfservice.cdph.ca.gov/showLogin.cc

Instructions for BIH SharePoint Access and Use

Resetting SharePoint Password — Verification Code
e You will receive an email from noreply_self_service@cdph.ca.gov

From: M noreply_self_service@cdph.ca.gov
To:
Cc

Subject: [Secure] Password Reset Confirmation

= A

e Open the attachment in the encrypted email (message_zdm.html)
e Login with your Microsoft Encryption account
e Copy the verification code from the email to the CDPH Self-Service site

H e O« (= [Secure] F;;a;w{_:rd-ise-t_(:;ﬁrmaﬁnn —-Mssage (Plain Text) El&u

m Message Adobe PDF @ 9
E.a"._;‘ QREPU’ a LE Mave ta: 7 Tﬂj g' %Markumead a'tb 2 Q

Q Reply All Q To Manager - E Categorize ~
&v Delete - . - Move Translate Zaoom
i3 Forward (& Team E-mail v + [~ | ¥ Followup~ . g -
Delete | Respond | Quick Steps T | Move | Tags T | Editing | Zoom |
From: noreply_self_service @cdph.ca.gov Sent: Tue 11/4/2014 3:18 PM
To: Tufts, Margaret (COPH-MCAH)
Cc
Subject: [Secure] Password Reset Confirmation
i)
Dear Margaret Tufts, N

We understand that you want to reset your password/unlock account. To prevent eavesdropping and
substantiate your identity, please enter this verification code in the password reset/unlock account page:
43113942

Regards, . S - -
CDPH Administratar A verification code ensures that it is indeed "you" that we are talking with

Please check your email / mobile phone

A wverification code has been dispatched to your email / maobile phone, depending on your choice. Please
ack.

Once yol sive the code, enter it in the textbox given below:

Verification Code :

Type the characters you see in the picture below.

e You will then be prompted to create

a new password qb)Q}b

[ ] -~
£ 0 L
Letters are not case-sensitive

Cancel

Please enter a new password in the boxes below:

Passwords must maest the following minimum raquirements:

Cannot contain the user's account name or parts of the user's full name that exceed two consecutive characters
Cannot use your previous 24 passwords
Be at least 8 characters in length
Contain characters from three of the following four categories:

& English uppercase characters (A through 2}
# English lowercase characters (a through =)
# Base 10 digits (0 through 3)
#* Non-alphabetic characters (for example, !, 5. #, %)

Reset Password

Mew Password : | |

11

Confirm New Password : | |



mailto:noreply_self_service@cdph.ca.gov
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Resetting SharePoint Password — Security Questions

You will be asked to answer your security questions that you setup during registration

Select one of the option below to prove you ntity

’ “  This process ensures that it is indeed "you" that we are talking with

g @ Send verification code to my

) Email 1d Margaret Tufts@cdph.ca.gov =~ ¥

? @ {"iise my security to werity my identity |

Type the characters you see in the picture below.

Cm}gz;

(3
Letters are not case-sensitive

‘Continue Cancel

[
%

Security Questions

Please answer the following question(s) as per your enrollment profile to reset your password

Answer the below question(s)

Whiat is your maother’'s maiden name 7

What is your favourite colour 7

Type the characters you see in the picture below.

2Qq2¢j8 )

Letters are not case-sensitive

o

Once you answered your security questions correctly then you will be prompted to setup your

password

" Reset Password

' “  Please enter a new password in the boxes below:

Passwords must meet the following minimum requirements:
Cannot contain the user's account name or parts of the user's full name that exceed two consecutive characters
Cannot use your previous 24 passwords
Be =zt least 8 characters in length
Contain characters from three of the following four categories:

& English upparcase characters (A through 2}
® English lowercase characters (a through =)
# Base 10 digits (0 through 3)
# MNon-zalphabetic characters (for example, |, §, #, %)

Reset Password

New Password : | |

Confirm New Password : | |

new

12



Instructions for BIH SharePoint Access and Use

e After you have completed resetting your password access the BIH website using your username and new
password.

https://partners.cdph.ca.gov/sites/BIHTeamSite/Local

e Contact your Program Consultant if you need any additional assistance accessing or using the BIH
SharePoint site.

13
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