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What is SharePoint?

« SharePoint is a website that provides a
central location for Network contractors

to submit the Semi-Annual Progress
Report (SAPR).



SharePoint:
Existing Users

« Existing SharePoint users should log
Into their account to ensure it is active.
https://portal.dhs.ca.gov/sites/ccbnetwor
k/default.aspx
— Passwords expire after 3 months of

Inactivity.

 Email Alexis.Narodovich@cdph.ca.gov if

your password has expired.



https://portal.dhs.ca.gov/sites/ccbnetwork/default.aspx
https://portal.dhs.ca.gov/sites/ccbnetwork/default.aspx
mailto:Alexis.Narodovich@cdph.ca.gov

SharePoint:
New Users

« Each organization will identify 1-2 users.

 New users will receive an email from
Priya Bacharaja with the subject “ATF
Web Admin Utility Notification [secure]”
containing their user name and a
temporary password.



SharePoint User Name &

Password

* You must reset the password within 4 days
of receiving the email.

« Click the link in the emaill; example below.

Subject: CCEMetwork Web Admin Utility Motification [secure]

-i"'I'"1"'I"'2"'I"'3"'I"'4"'I"'5'"I"'E."'I"'}'"'I"'
I_l I 1 I 1 1 1 1 1 1 I 1 I 1 I 1

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

Example Username Your User name is: dhsextra\anarodov
ExamEp'e Temporary Your New Temporary Password is: 8Lt%MS4g]

Please click the link below to update vour account information and to create vour permanent password.

Change Password Link N .
https:/'www ext.dhs.ca gov/iisadmpwd

[f the above link is not clickable then copy and paste it into vour web browsers address bar.

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




SharePoint User Name &

Password cont.

The link will access the change password
screen.

DHECS 115 « Authentication Manager - Windows internet Explorar
c.;;' 0. hign cagw v ilhy

W Faormes L B COPY HOme @ CPNVS Margage 0 Fres Hoamal @
19 0HCS 1 « Athortcaton Manager

DHCS Internet Service Manager

Passwords must bo O characters or more and costals af least)
o LUPPERCASE

¢ 1 numeric charnacter

NOTE: Do not wiw a space or a sumber as (e fest ch ot of your pas d

Your password has expired. You can change it now,

Account L
Old password

New password

Confirm pew password

[ Swme |[ Cancel |[ ClenrFom |




SharePoint User Name &
Password cont.

« ‘dhsextra\’ is not part of the user name

The password must include:
1 UPPERCASE
 1lowercase

1 numeric character



SharePoint User Name &
Password cont.

Once the password is changed, click
‘Submit’ at the bottom of the screen.

DO NOT click the link at the bottom of
the screen.

Exit out of the screen altogether.




Using SharePoint to Submit

 When the password is successfully
updated, log into SharePoint
https://portal.dhs.ca.gov/sites/ccbnetwo
rk/default.aspx

— It may be helpful to bookmark this
website.

« Enter your user name & password.

* You will be directed to the SharePoint
home page, as seen on the next slide.



https://portal.dhs.ca.gov/sites/ccbnetwork/default.aspx
https://portal.dhs.ca.gov/sites/ccbnetwork/default.aspx

Navigating SharePoint
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Navigating SharePoint cont.

« Two tabs in the top left corner; ‘Home’ & ‘ATF’.

 Choose the ‘ATF’ tab and click your organization’s
name (folder) in the left-hand margin.

CCB Metwork

Welcome MNarodovich,Alexis = | @

This site | v | | o

Site Actions ~

5 - Gold Coast
Regional Metwork

6 - Gold Country
Regional Network

7 - Los Angeles
Regional Network

8 - Morth Coast
Regional Network

9 - Orange County
Regional Metwork

10 - San Diego &
Imperial Regional
Metwork

11 -Sierra Cascade
Regioinal Metwork
12 - ABC Unified
School District

13 - alameda County
Community Food Bank
14 - Alameda County
Health Care Services
Agency

15 - Alameda County
Office of Education
(Coalition’}

16 - Alameda Point
Collaborative

CCB MNetwork > ATF

Technical Support -

ATF Extranet Site

Uploading Documents to a Document Library

To add documents to a Document Library on the site., you must upload them from a LAN or local computer to the Library.
Go to the appropriate Document Library.

Choose "Upload Document” from the Library List Toolbar.

In the Upload Document dialog. enter a "Title" for the document and then click OK.

o 0 0 0

Technical Assistance -

Technical support -
e« How to change your password
e Forgot your password
e ATF Instructions

Technical Assistance Contacts:
Alexis NMardowvich {Locals) - (916)650-6905

Ewvan Talmage (Locals) - (916)449-5407

Emma White (Regional Networks) - (916)449-5432

Priva Bacharaja (IT Support) - (916)449-5397




Navigating SharePoint cont.

 From the ‘Upload’ tab in your organization's
folder, click ‘Upload Document’ from the drop
down menu (shown below).

Welcome Narodavich,Alexis * | @

CCB Netwark
¢ ATr [ This List ¥] | P
o i
— CCB Network > ATF > 12 - ABC Unified School District
D 12 - ABC Unified School District
View All Site Content New » |Upload v Adionsv  Settings v View: AlDocuments
e 2 Modfied By

s 1 - Bay Area Regional
Netwark

» 2- Central Coast
Regional Netwark

® 3 - Central Valley
Regional Network

* 4 - Desert Sierra
Regional Network

1 5- Gold Coast Regional
Network

Type 3 Upload Document

j Upload a document from y
Therearen "L computer to this libray.

ﬂ Upload Multiple Documents

ent library. To create a new item, click "New" or "Upload" above,

Upload multiple documents from your
computer to this library.
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Navigating SharePoint cont.
Select the ‘Browse’ button to find each SAPR
document from your computer.

Once the file is found, click ‘OK’ to upload and
save the document to SharePoint.

 Note: each SAPR document will be uploaded

parately.

CCBMNetwork>ATF . \elcome Narodovich Aexse | @
§ ATF

HHHH - [ e

nified School D Upload D

F> ent
Upload Document 12 - ABC Un|f|ed School District

Upload Document Name:

rowse to the document you intend to upload. |




Navigating SharePoint cont.

 To verify that all of the SAPR documents
are uploaded, click the ‘ATF’ tab as you
did when you first logged on.

» Click your organization’s name (folder).

« All of the documents that you uploaded
will be listed in your folder.



Navigating SharePoint cont.

 Once all SAPR documents are uploaded, log
out by selecting the drop down menu by your
name at the top right-hand side of the screen,
andl

e

u I Ll
wWindows erne

ng ‘Sign Out’

2]

G@ - |§'| htips : /fportal dhe.ca.gov/sites/ccbnetwork fdefault aspx "l %‘El ‘z‘

File Edit Wiew Favorites Tools Help

5 Favorites ‘ 95 & CDPH Home &) CPNS Mainpage & | Free Hotmail & web Slice Gallery «

[@Home - CCB Metwork ] | b - B [ d=n - Page > Safety > Tools v i@~
CCB Metwork [ welcome Narodovich, Alexis ~
- My Settings
g# cCB Network & Update your user information,
| jtome| ATr regional settings, and alerts.
- - Sign in as Different User
A e CCB Network Login with a different account.
Documents
Announcements - L= TR lreees D)
= Shared Documents Email the site administrator to request
There are currently no active announcements. To add a new announcement, click "Add new announcement" additional permissions.
= Test_Priya belovs.
Sign Out
Lists = add new announcement Logout of this site.
= Calendar Personalize this Page
= Tasks Calendar - IE Add, remove, or update Web Parts on
this page.
T There are currently no upcoming events. To add a new event, click "Add new event” belavs. Links -
= Team Discussion = Add new event There are currently no favorite links to
display. To add a new link, click "Add newr
Sites link" belowr.
= G = Add new link 1

People and Groups

2 Recycle Bin

Iz

= z = =




SAPR Documents

Submit all required SAPR documents to
SharePoint by April 16, 2012:

1. Coversheet and Checklist
2. Semi-Annual Progress Report Form

3. Activity Tracking Form (10/1/11-
3/31/12)

Do not forget to complete the
surveymonkey component of the SAPR.



Questions & Technical
Assistance

* |f you have questions about SharePoint,
contact Alexis.Narodovich@cdph.ca.gov.

* |If you have questions about the SAPR,
contact your assigned Network Program

Manager.



mailto:Alexis.Narodovich@cdph.ca.gov

