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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 email; example below. 

Example Username 

Change Password Link 

 

Example Temporary 

Password 



SharePoint User Name & 
Password cont. 

• The link will access the change password 

screen. 

 

 



SharePoint User Name & 
Password cont. 

• „dhsextra\‟ is not part of the user name 

 

The password must include: 

• 1 UPPERCASE 

• 1 lowercase 

• 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 



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. 

 



Navigating SharePoint cont. 
• From the „Upload‟ tab in your organization's 

folder, click „Upload Document‟ from the drop 

down menu (shown below). 

 



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 

separately.  

 



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, 

and clicking „Sign Out‟. 

 



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 

• If you have questions about SharePoint, 

contact Alexis.Narodovich@cdph.ca.gov.  

• If you have questions about the SAPR, 

contact your assigned Network Program 

Manager.  
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