SharePoint Bridges Agency User Training

SharePoint 2010

What is SharePoint?

SharePoint was designed to assist organizations in sharing various types of content and
information.

SharePoint 2010 allows you to manage content and business processes while simplifying how
people find and share information. Simplify compliance efforts and keep business information
more secure through a comprehensive set of tools to manage and control content. Simplify
compliance efforts and keep business information more secure with comprehensive tools.

Some examples of what can be done with SharePoint include:

e Organize group activities with shared calendars

e Share Documents

e Collaborate via a secure website anytime, anywhere
o Discuss and Manage projects with sub sites

¢ Exchange Data with Other Office Applications

e Transfer documents using your web browser

e Collect Customer Data with Live Forms

e Interactive surveys and data analyses

How does SharePoint work?

SharePoint is organized into Sites, Web Part Pages, Lists and Libraries. Sites group together
content from lists and libraries and deliver the content via Web Part Pages.

Web Part Pages contain web parts, which are special page components that let visitors view
content.

Content is stored in lists and libraries, and SharePoint offers plenty of built-in lists and libraries
to help you add content to your pages.

Each list or library in SharePoint also has a corresponding web part that can be reused
throughout SharePoint site. Along with web parts for each list, there are also special purpose
web parts that can further enhance a site including media web parts and content editor web
parts to name a few.
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Central Florida Enhancing Behavioral Health

Behavioral Health . ..
Network, Inc. for our Central Florida Communities

.-\ 3 5 Your Sites

<4, CFBHN becomes the managing entity for the

[ ~ Below is a list of links that you can use to access any sites

e

l SUHCO&St Reglon where you may have content at CFEHN. Information for your
The Suncoast Managing Entity contract was signed by the Department of Children and Families (DCF) and Central agency will be stored in this area.
Florida Behavioral Health Metwork {CFBHN) Wednesday, June 30, 2010,
Site

CFBHN News i i

Agency for Community Treatment Services
Inddent Reporting Made Easy P .

(“{N"} Critical Incident Reports have gone electronic, Aging Solutions

Baycare Behavioral Helath

Contract Renewals Bayside Center for Behavioral Health
- CFBHM Contracts department is currently distributing contracts for FY 10/11. Benedict Haven

Agency Extranet Available
CFBHM Bridges SharePoint Agency Portal is now available to the network agencies.
Online Forms

Other News (&) Inddent Report

Resources
SAMHSA's New Publications

=4 Program Availability

Quick Guide for Mental Health Professionals Based on TIP 42; Substance Abuse Treatment for Persons With Co-

Agency Contacts
Occurring Disorders O

Treatment Episode Data Set (TEDS) 2007 Discharges from Substance Abuse Treatment Services (5-51)
The TEDS Report July 1, 2010: Homeless Adult Treatment Admissions @) General Discussions

= SROrE U, SR Homeisss oung AU Treatment Admissions General discussions on using the CFBHN Agency Portal.
The NSDUH Report June 2010: State Estimates of Adolescent Cigarette Use and Perceptions of Risk from Smoking

KAP Keys for Clinicians Based on TIP 49: Incorporating Alcohol Pharmacotherapies Into Medical Practice

L
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Navigating SharePoint Bridges Home Page:
Right side:

Provides links to news, updates and other pertinent information provided by CFBHN and other
sources

Left side:

1. Your Sites, will display a link to your agencies secure SharePoint Portal Site

2. Online Forms, lists any electronic forms that have been made available to all users
3. Resources, displays links to other features available to all users
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Home
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Behavih){al Health
Network, Inc.

Agency for Community Treatment Services » Home
ACTS Agency Worksite

Agency Portal
Libraries

Documents

Lists
Tasks

Discussions

Discussion

5‘ Recycle Bin

1 Al Site Content
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Welcome to your agency portal site. This area will contain documents, information and resources provided to you by CFBHN. You also have the ability to provide documents and
information to CFEHN using this site. If you hawve questions or comments about the site, please contact CFEHN.

2

Announcements
O @ Title Modified

There are no items to show in this view of the "Announcements” list. To add a new item, dlick "New",

g Add new announcement

Navigating SharePoint Bridges Agency Page:
Right Side:

Navigation provides links to the Home Page, libraries and other lists.
Middle:
Displays Announcements posted by CFBHN staff to your agency
Left Side:

Shows the document libraries available to the Agency users:

1. Documents
2. Document Drop Off

Review the following documents provided by CFBHN.

Documents

O Tyvee MName Modified Modified By

There are no items to show in this view of the "Documents” document library. To add a new item,
click ™ew” or "Upload™,

dh Add document

The following area is provided for you to provide documents to CFEHN.

Document Drop Off

Name Modified Modified By

[0 Tvpe

There are no items to show in this view of the "Document Drop Off” document library. To add a new
item, dick "Mew" or "Upload”.

dh Add document

By clicking on the title bar that's shows in blue, you can navigate directly to that specific area.

30f5



!

-y~ _ﬁﬁ—\
Central Florida SharePoint Bridges Agency User Training

Behavigral Health
PO T [ [ [N

Manage Content in a Document Library

Adding new documents to a library

Every agency site will contain a Document Drop Off (Agency to CFBHN) and a Documents and
Files (CFBHN to Agencies) library. These are libraries where documents may be stored in the
portal.

1. Click on Add Document beneath the Document Drop Off library.
2. Inthe dialog that appears, click browse and locate the file you wish to upload to the site.

Upload Document

Name:;
Browse ko the document P -
wou intend ta upload. Chlsersichrisguick\Documents\Clientshc

Upload Multiple Files. ..
Owerwrite existing files

[ QK ] [ Cancel ]

3. Click OK and the new document should now be listed in the document library.

Shared Documents

[ Type  Mame Maodified Modified By
@ zo10 6/16/2010 1:47 PM  TriBridge_chris
holidays
I HEM

dr Add docurnent

4. To upload multiple documents, when the dialog appears click on the link for Upload
Multiple Files.

5. In the dialog that appears, the folders on your local computer should be shown in the left
column. Navigate to the folder where documents are stored.

6. Select checkboxes in front of all the documents you wish to upload.

Upload Multiple Documents

V' Owverwribe existing files

0 | Name | Size | Modific +
O E041110 timesheet s 2TKB  4/28/
[0 ] 2010 helidays docx 9IKB BT/
=
[0 SB)ATTACHMENT B dacx 2TKB 6/2/2
a lﬂ__]L-I_F Subcortiact doc 21ER  B/2/2
N O SExhiit A dacs 21KB B2/ E
i @ Tribdidae a E_I]F shibit B, docy 2NKB €/2/2
E A = O MR Exkit D docs BEB B/2/2
Fl-5)) Graphics [0 B E kit G e B KE 2
Bl-g Music [ EEnbiic H s S5KB  6/2/2
- Videos FFLORIDALOGD nowpaionest 38610/
-2 Documents B ] personal holiday request doc 106KE 11414
el Pictures a @_]I'a\ el expense report DFS 44 15 18 188KE 6/7/2
-l Netyeorl = = "
|. Ok | l Cancel
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7. Click yes in the dialog that appears to begin uploading the documents.
'@' You are about to upload 3 file(s) to cfnet.cfbhn.org.

Do wou want to continue?

es | Mo I

8. The new documents should be displayed in the library.

Shared Documents

] Type Marne Maodified Modified By

(#h 2010 6/18/2010 1:47 PM TriBridge_Chris
halidays
25 HEW
r — o |
@ Z010 B1E/ 2010 149 PM TriBridge_Chris
payrall
schedule
25 HEW

L'ﬂ FLORID A 6/18/2010 1:49 FM TriBridge_Chris
-l -
M-
pantone
EE HEW

Iy personal £/18/2010 1:49 PM TriBridge_Chris
haliday

request
E# HEW

L -]
a0 4dd document

Download a document stored in you agencies SharePoint site

1. Asyou move your mouse over the documents stored in the library, a checkbox will
appear to the left of the document. Click on a single checkbox for a Word, Excel or
PowerPoint file.

_ §Fo . [ gcheck out : 4 E-mall a Link
zf' : j 1 #
| — _— it hedk B = e ol Adert s o oy
M Liplagea Hiptar Elit Wik i daridfiouwn Publiah Tiike  Tags
Oooument= Doocumert- Folder  Document Darcard Chieck Dut  Properties Proparties ¢ It Mites
s w1 B Chiek L8 Manags it & Trach Caiie ik e Tagh arid Miske
Libraris Type Mo Hadifed Modfiad By
Site Fages 2 % -
2010 holidays i A1A/2000 1A T P Frifradge_Chris
Shared Documerts £ y
2010 payroll schedule ows AL 10 P rifiridge_Chris
FLOBIDA-L OGS G-new-pantons 8 /e LI 1o BM riirdge_Chri
List
personal bolidey regquest o 18/201 19 P riiridge_Chri
Calerdar
Tamghs B hdd documesnt

You should also observe the ribbon changing based on your selection.
2. Click Download a Copy on the ribbon and make your changes to the document. Save
the document to your local file location.

50f5



