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Reference Guide B i orconens

Welcome to the EMI SIG SharePoint Reference Guide for
Emergency Management Issues Special Interest Group (EMI SIG)
members. This document includes basic commands and activities e
for 2010 SharePoint. It is not intended for those who develop How to Use This Guide
SharePoint sites but rather addresses the use of SharePoint for Access
members to retrieve, use, and share information. SharePoint Navigation
All Site Content
Announcements
Calendars
Discussions
Documents
Lists
Photo Library
Recycle Bin
Links
Setting Alerts
Surveys

Keyboard Shortcuts




The Oak Ridge Institute for Science and Education (ORISE) is a U.S. Department of Energy institute focusing on
scientific initiatives to research health risks from occupational hazards, assess environmental cleanup, respond
to radiation medical emergencies, support national security and emergency preparedness, and educate the
next generation of scientists. ORISE is managed by Oak Ridge Associated Universities (ORAU).

This document was produced under contract number DE-AC05-060R23100 between the U.S. Department of
Energy and Oak Ridge Associated Universities.
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Introduction

This EMI SIG SharePoint Reference Guide is designed to help EMI SIG members understand basic tools for
access and navigation of the EMI SIG SharePoint sites. Even though EMI SIG subcommittees or working groups
may have different displays of information, all SharePoint sites have common navigation tools.

SharePoint is a Microsoft web application. The EMI SIG SharePoint sites have been developed as a tool for
information sharing within a subcommittee or working group. This can include documents, calendars, lists,
photos/graphics, discussion boards, and more.

SharePoint provides a common collaboration platform to access and manage documents so that users no
longer need to use email as a method of version control and storage by sending documents back and forth to
each other.

Once given permission to access SharePoint, the users are responsible for ensuring that any content they
share is properly reviewed for classification and redacted before release to protect confidential material.

How to Use This Guide

This Guide is divided into common tasks that can be performed by the user. It first leads the user in how to
gain access to a SharePoint site and obtain or update a password. The user is then provided information on
how to use SharePoint’s navigation tools. Finally, the Guide provides step-by-step instructions for common
SharePoint tasks to retrieve and use information.

As a SharePoint user, you can view items and pages, open items and documents, as well as add, edit, and
delete items in existing lists and document libraries. This Guide is designed to assist the user with specific
tasks or to be used in its entirety as a learning tool.

Note: Follow the numbered steps in each table. The screen shots include corresponding numbers and are
provided to visually guide you through each task. To enlarge the screen shots, use the View tab and click on
Zoom to increase the graphic size.

Questions or comments regarding this document should be sent to Becky.Bullard@orau.org.
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Access

Request Access and Password for SharePoint

EMI SIG Membership is required before access can be granted to EMI SIG SharePoint sites. Also, a SharePoint
Collaboration Agreement (SCA) must be completed and submitted for approval before an External ORAU
SharePoint Account can be created for the user.

Step Action

1 Go to this link: https://sca.orau.org to complete and submit your SCA.

2 Click SharePoint Collaboration Agreement to go to the SCA form.
Follow instructions to complete the form’s required fields. The SCA form will require the name and
email of your ORAU sponsor. Please use: Wyatt, Louise; louise.wyatt@orau.org.
Upon completion of the fields, click Continue to Security Questions. Enter your responses to
3 guestions and click Submit.
Note: After your SCA is submitted and approved, account information will be forwarded to you by
the EMI SIG Website/SharePoint Administrator. Once you receive your account information, you
can proceed to steps 4 and 5.
After the account is created, this link can be used to receive a temporary password, initially or at

4 any time needed: https://receivepw.orau.org.
After you receive a SharePoint password, you will be required to change it every 180 days. You will
receive an email notification from the ORAU SharePoint Administrator 15 days prior to password
expiration.

5

You can use this link https://vision.orau.org/password to change it. If your password expires or
your account becomes inactive, you will be required to complete a new SCA, and the process will
be the same as the initial account activation.

& Home - SharePoint Collaboration Agreement - Wl'ndows Internet Explorer provided by ORAU "™~ i

— — - o ™
@L https://sca.orau.org/default.aspx  lf—————— a h” % | +y ‘ A H Bing L~

File Edit View Favorites Tools Help

¢ Favorites | 9% ﬁhttp--wwwpmi.org-(ertiﬁ‘.‘ ﬁhttp--wwwpmi.org-(ertiﬁ‘.‘ ﬁhttp--wwwpmi.org-(ertiﬁ‘.‘ ﬁhttp--wwwpmi.org-(ertifi.” @ | http--www.fbi (2)

A % >
Home - SharePoint Collaboration Agr... }"’I\ - Ea v (=] @ v Page~ Safety~ Tools~ ‘9"

OMU SharePoint Collaboration Agreement

Home | ORAU/ORISE Privacy Notice Search this site. o 9

(3 a1 site content

Welcome to ORAU SharePoint Sites! A SharePoint 4’)
SN

Collaboration Agreement must be completed and

approved before an account can be provided for access to

ORAU SharePoint Sites. Please complete the information,

and your request will be processed for approval. Once

your request has been approved, you will be contacted

with user information.

SharePoint Collaboration Agreement+— @
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I=h B =0 3 copy [ Print Preview
:% = ¥ cut  CurrentView

Submit  Close Paste
SCA_Agreement -
Commit
ORAU SharePoint Collaboration Agreement
‘ ’ Oak Ridge Associated Universities
Nz
ORAU

If you are requesting access to one of the following sites, please click on the appropriate link or else continue to complete the form below
* Access to AMR
® Access to CHEMPACK
* Accessto SNS

This agreement is a prerequisite to providing access to a SharePoint collaboration site, which resides on an Oak Ridge Associated Universities [ORAU)/Oak
Ridge Institute (ORISE) server. Access to publish content on an ORAU/ORISE server is a service provided by The ORAU Information Technology Services (ITS)
department. In requesting an account on the ORAU SharePoint server, you are agreeing to abide by the following:

d as moderate:

* ASharePoint site which contains any of the following DOE information types must be class

Personally Identifiable Information (P11}

Proprietary (business confidential such as: payroll, travel, human resources, finance, and procurement information
Official Use Only (OUO)

Unclassified Controlled Nuclear Information (UCNI)

Naval Nuclear Propulsion Information (NNP1)

DOE mission critical/mission essential information

In order for a foreign national to have access to a moderate site they must completed Safeguards and Securities’ Unclassified Foreign Visits &
Assignments (FV & A) approval process

ASharePoint site which contains ORAU Business Sens
is @ NEED TO KNOW and approval has been granted

e informatien and is classified as a moderate site may have foreign natienal access if there

1 will not publish any person's phota, phone number, e-mail address without his/her permission or without prior authorization by the
Sponsor/information Owner.

| will not deliberately publish any false or inaccurate information about ORAU, ORISE, Department of Energy, or other Federal or State
Agency.

1 will not use obscene or intolerant language; offensive graphics; or video images that are inappropriate for electronic or any other forms of
organization discourse. The determination of what is obscene, offensive, or intolerant is at the discretion of ORAU management.

1 will not publish copyrighted information to the SharePoint without first obtaining the permission of the original creator and giving
acknowledgment where required by applicable law.

1 will take responsibil ity for maintaining the content | publish and keeping all directories on the SharePoint Collaboration server assigned to me
cleaned up and free of old files and information.

This agreement is valid for the duration of the site from date of approval. | agree to the above requirements.

Please check one of the following:

M 1 am a Us Citizen

I™ 1 am NOT a US Citizen \

Name: * (Last Name, First Name) e CompIEte
_ fields, plus

Date:
o enter Sponsor

Phone: (Please include Area Code) 4_* . B

) . information.
E-Mail Address:
Name of ORAU Sponsor: Wyatt Louise (Last Name, First Name] /

ORAU Sponsor E-Mail Address: louise.wyati@orau.org

In order to safely administer passwords the requestor must answer the following security questions: (Please note the answers as you will have to
remember them to renew your password.)

Upon compIEtlon Of ontinue to Securi uestions ancel
fields, click this button—— | cerinusesauityQuesions | [ cance

12/03/2012
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-
@v | https:.-’e’reteivepw.urau.org.-’SQges.-’—O"ne‘asax

3 [o]x|[Esm

.¢ Favorites | 9% % http--www.pmi.org-Certifi... ﬁhttp—-www.pmi.urg-Certifi..‘ m http--www.pmi.org-Certifi...

ORAU Password - Home

http--www.pmi.org-Certifi... fé_[ http--www.fbi (2)

Page v Safety ¥ Tools ~ | )

OW ORAU Password » Home

Home

ORISE/ORAU Privacy

Notice O A‘

[y A1l site content

\U

Password Site

Collaboration Agreement at https://sca.orau.org.
Once the password is displayed, yoy may use it as is, or you may change it at
https://vision.orau.org/password. é

For further assistance, please contact your ORAU Representative.

*
User Name

Security Question #1: /112" = the name of your
Answer #1 *

What is the name of your

Security Question #2: ;=0 2 T8 T

Answer #2 %

What is the name of your

Security Question #3:;_ 2% 1% 112

Answer #3 *

(=) Required Fislds
Submit Clear

Changing Password while in SharePoint

SharePoint passwords may be reset from within a SharePoint site.

Use this site to generate an ORAU password by providing the information requested below.
have forgotten the answers to your security questions, you must submit a new SharePoint

Please note that you will be required to change your password every 180 days. You will receive an
email notification from ORAU SharePoint Administrator 15 days prior to password expiration.

1

Step Action

1
section on the right side of the page.

After accessing the SharePoint site, click the Reset SharePoint Password link under the Links

2 Follow instructions on the Welcome to ORAU/ORISE Change Password Site.

Links - [

g EMI 51G

8 Pandemic Influenza

o Executive Order-Medical Countermeasures Following 2
Biclogical Attack

8 Homeland Security Information for First Responders on
Mazintaining Operational Capabilities during 2 Pandemic

o

Critical Infrastructure Protection: Emergency Management and
Response - Information Sharing and Anzbhysis Canter (EMR-
TSAC)

o Privacy/Security Notice

O Reset SharePoint Password *——_ o

g http

vifema.gov/guidance-directives

4 Add new link
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Changing Password without Accessing SharePoint

SharePoint passwords may be changed without accessing the SharePoint site.

Step Action
1 Navigate to https://vision.orau.org/password in your internet browser.
2 Key in your user name and password. Select OK.
3 Follow the instructions on the Welcome to ORAU/ORISE Change Password Site.

g —
m‘.— ‘ ﬂ' https://vision.orau.org/password a

B ERIE

-

-

Windows Security XS
The server vision.orau.org at web requires a username and password.
| Becky.Bullard | e
w.......... |
|:| Remember my credentials
l OK ]l Cancel

EMI SIG SharePoint Reference Guide 5
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Forgot SharePoint Password?

If your password has expired or your account is inactive, you will be required to complete a new SCA, and the
process will be the same as the initial account activation. Otherwise, you may proceed with the instructions

provided below:

Step Action
1 Navigate to https://receivepw.orau.org in your Internet browser.
2 Key in your user name (e.g., FirstName.LastName)
3 Follow instructions and then click Submit.
4 Enter your email to change your password, and then click the Submit. Follow instructions.

: - - - -
@v ‘ hrtps:.:'.:'receivepw‘orau‘org_f’ages.-"fome.asox w7 % ‘ +y | A || Bing

L~
¥
1 Favorites | 9 ﬁ‘{\‘ http--www.pmi.org-Certifi.. ﬁhttp--www‘pmi‘org—CerTifiu. ﬁhttp——www‘pmi.org—CerTifim ﬁhrtp——www.pmi.org—(:er‘tiﬁ... fé_]hrtp——www.fbi (2)
P >
ORAU Password - Home JM;i" A E_a v =] M ~ Page~ Safetyv Tools~¥ Eﬂiv

Site Actions » [ Page Pubiish

OW ORAU Password » Home

Home

ORISE/ORAU Privacy

Notice O A

[ Al site content

\U

Use this site to generate an ORAU password by providing the information requested below. If you
have forgotten the answers to your security questions, you must submit a new SharePoint
Collaboration Agreement at https://sca.orau.org.

Once the password is displayed, you may use it as is, or you may change it at
https://vision.orau.org/password.

Password Site

Please note that you will be required to change your password every 180 days. You will receive an
email notification from ORAU SharePoint Administrator 15 days prior to password expiration.

For further assistance, please contact your ORAU Representative.

*
User Name e

What is Y
Security Question #1:?;‘*“::“'; tmhsrl‘:,me of your
Answer *1*

) What is the name of your
Security Question #2:_ =0 % ©% 1
Answer #2*

What is the name of your

Security Question #3: ¢ 2L = | 1= 12

*
Answer #3

e (%) Required Fialds
Submit

Clear

Search this site...

1

EMI SIG SharePoint Reference Guide 6
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LogIn

You must log in to enter an EMI SIG SharePoint site.

Step Action
1 Navigate to http://orise.orau.gov/emi/default.htm.

2 In the upper right-hand corner, click SharePoint Sites.

3 Click the EMI SIG SharePoint site of interest.

4

When the Windows Security screen pops up, key in your user name (FirstName.LastName) and
password, then click OK.

@ Emergency Management Issu‘e.s Special Interest Group (EMI SIG) - Windows Internet Explorer provided by ORAU r . . | = __ 2%
= BE
S hd | WY| http://orise.orau.gov/emi/defaulthtm 4—“ v| kA ‘ TN ‘ pd H | Bing L~

U Favorites | 38 % http--www.pmi.org-Certifi... % http--www.pmi.org-Certifi... % http--www.pmi.org-Certifi... % http--www.pmi.org-Certifi... fé_] http--www.fbi (2)

| Emergency Management Issues Speci. - v [E] fé-] ~ Page~ Safety ~ Tools~ (@~

About EMI 5IG Cunigct Us _ SharePoint Sites  Site Map
Search this site SEARC!

Subcommitts orking Groups Membership/Directory Annual Meeting Training & Products

EMI SIG SharePoint Sites

SharePoint is a collaborative content management system that allows 2
groups to set up a centralized, password-protected space for document Windows Security P
sharing, discussions, and posting events.

The server vision.orau.org at web requires a username and password.

| Becky.Bullard | e

EMI SIG SharePoint Sites

Annual Meeting Presenters

Continuity of Operations Subcommittee (COOPSC)

DOE Meteorological Coordinating Council (DMCC)

Emergency Public Information Subcommittee (EPISC)

Exercise and Drill Subcommittee (EXDSC) o
First and Field Responders Subcommittee (FFRSC)

Hazards Assessment Subcommittee (HASC)

Subcommittee on Consequence Assessment and Protective
Actions (SCAPA) [ (]9 ] l Cancel
Technology Working Group (TECHWG)
Training Subcommittee (TSC)

D Remember my credentials

Forgotten Password

If you already have an ORAU External SharePoint account but have
forgotten your password, you can receive a new one by using this link
https://receivepw.orau.org and entering the answers to your security
questions.

SharePoint Access Information

A completed and approved SharePoint Collaboration Agreement (SCA) is
required before access can be granted to ORAU SharePoint Sites.
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Log Out

These are the steps to signing out of a SharePoint site.

Step Action
1 Close the browser or click Your Last Name, First Name in the upper right-hand corner of the home
screen for the option of signing out.
2 Click Sign Out.

@ Home - Continuity of Operations Subcommittee (COOPSC) - Windows Internet Explorer provided by ORAU

Q‘ ] ‘ https://vision.orau.org/NSEMP/EML/COOPWG/default.aspx

=

Home - Continuity of Operations Sub...

f':l\ - E] v [ 0 v Page~ Safety~ Tn!lsv 'Q'V §

Continuitv of Operations Subcommittee (COOPSC)

My Settings
Update your user information,
regional settings, and alerts.

Sign in as Different User
Login with a different account.

Fequest Access
Email the site administrator to
request additional permissions.

Sign Cut
Logout of this site.

Personalize this Page
2dd, remove, or update Web
Parts on this page.

EMI SIG SharePoint Reference Guide
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Create a Shortcut

These instructions can be used to create a shortcut to your group’s SharePoint home page.

Step Action
1 Open the page for which you want to create a shortcut.
2 Click the URL to select it.
3 Right-click and choose Copy.
4 Go to the location where you want the shortcut.
5 Right-click and choose New and then Shortcut.
6 Paste the URL and click Next to continue.
7 Key in a name for this shortcut then click Finish.
Another way to create a shortcut is to drag the icon on the left side of the address bar (located at
Tip the top of the window) to a location, such as the Desktop. This is a quick way to create a shortcut
to the location that you currently have open

& Home - gaatinuity of Operations Subcommittee (COOPSC) - Windows Internet Explorer provided by ORAU .

= [
https://vision.orau.org/NSEMP/EML/COOPWG/default.aspx| 2 o ;
3 — ndo
File Edit View Favorites Tools Help Cut
Ly Favorites | 922 g“ghrtp——mwv.pmi.org{er‘tiﬁ... %hnp——w.pmi.org— Copy{—e To--www.pr
H Continuity of Operations Sub rete B -
ome - Continuity of Operations Sub... . Delete

Right to left Reading order
Show Unicode control characters
Insert Unicode control character 4

Open IME
Reconversion

Continuity of Operations Subcommittee (COOPSC)
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SharePoint Navigation

Navigation Tools

SharePoint sites work just like any other sites on the Internet. Click a hyperlink to view items of interest.

Step Navigation Tools
1 To navigate in a SharePoint site, click a hyperlink to view the page or item.
The Top Link Bar displays a row of tabs at the top of every page in the site that help users navigate
2 to other sites in the site collection (if there are any). The first tab on the left-hand side is the Home
tab.

The Quick Launch Bar typically is displayed on the left side of the page and highlights important

3 content in the current site, such as Lists, Discussions, Photo Library, and Documents Library.

4 The Recycle Bin is where deleted information is stored.

5 The All Site Content allows the user to view all content in the current site.
The options on the Site Actions Menu can be viewed by clicking the down arrow beside it. The

6 options will vary according to the user’s permission level and could include: Edit Page, Sync to
SharePoint Workspace, New Page, New Document Library, View All Site Content, etc.

7 The Navigate Up Icon (folder with and upward green arrow) allows the user to see the current
page location in the hierarchy of pages and navigate from there.

g The Ribbon Tab(s) assist in navigating among pages on the site. Most SharePoint sites have the

Browse Tab turned on by default.

Last Name, First Name of User, also known as the Welcome User Menu, opens a menu to change
9 user settings, sign in as a different user, request access to additional permissions, sign out, or
personalize this page.

To search this site, click in the Search Box at the right-hand side of the Top Link Bar. Key in the
search word or term and click the Magnifier Icon or the Enter Key to begin the search.

11 For help, click the Question Mark Icon in the right corner of the Top Link Bar.

10
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Bullard, Becl

Continuity of Oparations Subcommittae (COOPSC)

Important SharePoint Information 0 Hyperllnks

Surveys

EMI SIG COOPSC Survey
for 2012 Fall Workshop
Conferencing

Fall Conference Call
Topics

Lists
COOFP Points of Contact

Action Items

Discussions
coor

COOP Photo Library
Photo/Images

COOP Documents
Library

COOP Subcommittee
Documents

Templates
Lessons Learned
HQs Plans
Site Plans
HQs Procedures

Site Procedures

Quick Launch Bar

HQs Exarcise Package:
Site Exarcise Packages
HQs AARS

Site AARS

HQs Training

Site Training

COOP Coordinator
Highlights

DOECAST Messages

COOP FAQs

—_—
& Recycle BinQ
2 i site contant a

Welcome User Menu Q

Search

Search this site... 2

Link Bar

Reference Links

= EMISIG

‘Password every 180¥qys. You will receive an email notification from ORAU/ORISE

password expiration.

You are required to change your SharePoj
SharePoint Administrator 15 days prioy,

@ Pandemic Influenza

For further assistance, please ‘ct your ORAU/ORISE Representative,wquise Wyatt, at 865-576-3087 or email

lovise.wyatt@orise.orau.gov.

To change your current password, visit https:/ fvision.orau.org/password and folloWghe instructions there.
@ Homeland Security Information for First Responders on

Maintsining Operational Capabilties during a Par

Introduction e

B

Critical Infrastructure Protection: Emergency Management and
Response - Infarmation Sharing and Analysis Center (EMR-
1SAC)

The SharePoint Site vill allow sites/organization to collaborate and are infarmation more freely an
information on the SharePoint Site, it allows a wider audience to review, obtain, and use the infarmatia
programs or bacome more knowledgeable in a particular area.

ively. When user:
enhance their respactiy

Privacy/Security Notk

Reset SharePoint Passward

Subcommittee Announcements

COOP Contractor Training Course and associated EOTA LMS tutorial 0 ractives

by Bullard, Becky
Dear EMI SIG COOPSC Members,

4k Add new link

Please see Melissa Otero’s message below and the attached file in regard to COOP Contractor Trai

ing Course.

Becky Bullard, ORISE Coordinator for COOPSC

From: Otero, Melissa [mailto:motero@eota.energy.gov]
Sent:

Mew Items!
by Church, Avery

Continuity of operations plans
by Church, Avery

The current COOP plans h
avery.church@nnsa.dos.

ed under the “H: on the left. 1f there

lans" or “Site: Plans

been pos

re any issues, pl

Subcommittee Documents

OOP Subcommittee Documents, It contains folders for Teleconference Highlights, Annuzl Conference, Fa

{More Announcements...)

4 Add new announcement

COOPSC Calendar

M COOPWG Conference Call
M COOPWG Conference Call
M COOPWG Canference Call
COOPWE Canference Call
COOPWG Canference Call
COOPWE Canference Call
COOPWE Canference Call
COOPWG Canference Call
COOPWG Conference Call
COOPWG Conference Call

(Mors Events...)

4 Add new event

EMI SIG SharePoint Reference Guide
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Return to SharePoint Site Home Page

Use these instructions to return to the home page from other locations within the SharePoint site.

Step Action
Click the first tab in the Top Link Bar (the group name), use Back Arrow at top of the browser, or

1 use the Navigate Up Icon.
Tip: You can also click the EMI SIG logo or the group name beside it.

% All Site Content - Windows Internet Explorer provided by ORA|

s onurauurge’\SE\-‘3.’5'\/‘,.-"(@%9’, ayouts/viewlsts.aspx?BaseType=4

/ /I = e —— e =
i mhttp--www.pmi‘org-Certiﬁ‘.‘ 'v_-;}\ http--www.pmi.org-Certifi... mhttp--www.pmi‘org-Certifi‘.. fé_[ http--www.fbi (2)
fﬁj 57 ~ = géa ~ Page~ Safety> Tools~ ov

View Favorites Tools Help

7.4 Favorites ™\ ﬁhnp--www.pmi.mg-c fi

Bullard, Backy ~

Continuity of Operations Subcommittee (COOPSC) 4""0 Choose first tab in the Top Link Search this site... P (7]
- Bar, Back Arrow at top of
Surveys .
browser, or Navigate Up Icon
EMI SIG COOPSC Survey

for 2012 Fall Workshop Items Last Modified
Conferencing

View: | Surveys =

Fall Conference Call

Topics Surveys

EMI SIG COOPSC 2013 Ths EMI SIG COOPSC is looking into doing = live mesting in place of holding

Fall Live Meating [] w516 Co0REC 2013 Fall Lve Mesting = Fall workshop due to budgst cuts. Please take = few minutes to provide e —
LT ST S D it el SR e S [T SSmE AT
organization.

Lists The EMI SIG COOPSC is laoking into alternative means for communicating in

EMI S5IG COOPSC Survey for 2012 Fall Workshop place of holding a Fall workshop dus to budgst cuts. Please take a faw _
- g = 12 3 weeks age

Conferancing minutes to provide your suggestions on what would bensfit you and your

continuity organization and how we tan communicate vith you.

COOP Points of Contact | [&]

Action Items
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All Site Content

Use All Site Content to view all content on the SharePoint site by major navigation elements, such as

document libraries, picture libraries, lists, discussion boards, or surveys, and when the items were last

modified.

Step

Action

1 Click All Site Content.

2 Click item of interest.

Discussions
coop

COOP Photo Library
Photo/Images

COOP Documents
Library

COOP Subcommittee
Documents

Templates

Lessons Learned

HQs= Plans

Site Plans

HQ=s Procedures

Site Procedures

HQ= Exercize Packages

Site Exercise Packages

Site Training

COOP Coordinator
Highlights

DOECAST Messages

g Recycle Bin
[ AN site Content

COOP FAQs

All Site Content

Displays all sites, lists, and libraries in this

Continuity of Operations Subcommittee [COOPSC)

Surveys

Fall Conference Call
Topics

EMI 5IG COOPSC 2013
Fall Live Mesting

Lists
COOP Points of Contact

Action Items

Discussions
cooP

COOP Photo Library
Photo/Images

CQOP Documents
Library

COOP Subcommittee
Documents

Templates

Lessons Learned

HQs Flans

Site Plans

HQs Procedures

Site Procedures

HQs Exercise Packages

Site Exercise Packages

h]
a
a
a
a
a
a
a
=4
a
a
a
a
a
a
a
a

G/) Site Workdflows

Document Libraries

COOP Coordinator Highlights

COOP FAQs

DOECAST Messages
HQ= AAR=

HQs Exercise Packages
HQs Plans

HQ= Procedures

HQs Training

Lessons Learned

sita.

Select item of

Site AARS=

Site Exercise Packages
Site Images

Site Plans

Site Procedures

Site Training
Subcommittes Documents

Templates

Picture Libraries

=]

Photo/Images

Lists

3

Action Items

interest
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Announcements

This list is used to share quick news items. The user may attach one or more files. If the userincludes an
expiration date, the item will automatically go to the recycle bin after the expiration date.

Add New Announcement

Step Action
1 Click on Add new announcement on the home screen.
Enter information and click Save to keep the announcement. Note: Adding an Expires Date for
2 the announcement is optional. To add a date, click the calendar next to the Expires Field and click
the desired date for the announcement to end.

Subcommittee Documents 11f25/2011 10:38 AM
by Whyatt, Louise
A new document library has been crested for COOP Subcommittes Documents, 1t contsins folders for Teleconference Highlights, Annual Conference, Fa

Workshop, and 2017 Deliverables.
{Mars Announcements...)

O

4F Add new announcement

Subcommittee Announcements - New Item

Editing Tools

Format Text || Insert

Verdana ~  Bpt M= {& =
f— ==
B 7 U ae x, x° == J
Paste = Styles Speling Markup
- hd a - - 2 hd - -
9. w.A- b (1]
Cipboard Font Paragraph Styles Speliing

Title * COOPSC November Conference Call
Body / Diear COOPSC Members,
The November COOPSC Conference Call will be held on Noevember 7,
e ’ 2013 instead of November 14, 2013,

Please note the change of date and mark your calendars for our
2:00 p.m. Eastern call on November 7| 2013.

Becky Bullard, ORISE Coordinator for COOPSC

Expires :ﬁ

ST — | ——
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The calendar is for managing events. Use it to keep informed of upcoming meetings, deadlines, and other
important events.

Open the Calendar

Step Action
Click the Calendar link on the Quick Launch Bar. Note: Some sites also have the calendar
displayed on the home page where a link is also available for opening it.

1

Bullard, Becky +

Continuity of Operations Subcommittee (COOPSC) Search this site... p (2]

Surveys :
Important SharePoint Information Links

EMI 5IG COOPSC Survey

for 2012 Fall Workshop

Conferencing You are required to change your SharePoint password every 180 days. You will receive an email notification from ORAU/ORISE o EMEE

SharePoint Administrator 15 days prior to password expiration, L
Fall Conference Call o Pandemic Influenza =
Topics For further assistance, please contact your ORAU/ORISE Representative, Louise Wyatt, at 865-576-3087 or email

louise. wyatt@orise.orau.gov.
EMI SIG COOPSC 2013 L

Fall Live Meeting To change your current password, visit https:/ /vision.orau.org/password and follow the instructions there.

COOP Virtual Tabletop . o
Introduction

Infrastructure Protecti

Lists The SharePoint Site will allow sites/erganization to collaberate and share information mere freely and effactively. Whan us, - Information Sharin
_ information on the SharePaint Site, it allows a wider sudience to review. obtain, and use the information to enhance their re v
COOCP Paints of Contact  5rograms or become more knowledgeabls in a particular ar=a. o Privacy/Security Netice

Action Items

Calendar of— 0 Subcommittee Announcements

Subcommittee
Announcements

Reset SharePoint Password

B

Agenda for Dec 12, 2013 COOPSC Conference Call and Nowv Highlights &2 New a
by Bullard, Becky

o hitp:/

inks
Hn Dear EMI SIG COOPSC Members,
4F Add new link
Discussions . Ly - - .
Attached is the agenda with instructions for joining the Emergency Management Issues Special Interest Group
coor

(EMI SIG) Continuity of Operations Subcommittee (COOPSC) conference call on Thursday, December 12, 2013 at
3:00...
COOP Photo Library

Photo/Images

COOP Contractor Training Course and associsted EOTA LMS tutorial 0
EMI SIG Annual Meetings £ Bullard, Becky

LANL Picturas Dear EMI SIG COOPSC Members,

COOP Documents Please see Melissa Otero’s message below and the attached file in regard to COOP Contractor Training Course.

Library

COOP Subcommittes Becky Bullard, ORISE Coordinator for COOPSC

Documents

Templates From: Otero, Melissa [mailto:motero@eota.energy.gov]

o oo Sent:... i
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Add New Event

Step Action
1 When the calendar is open, an event can be added by clicking the Events Tab under Calendar
Tools, and then clicking New Event
In the Calendar — New Item screen, key in the title of the event (required field designated by an
5 asterisk), location (not a required field), start time, end time, and provide a brief description of the
event. If this is an all-day event, click the All Day Event Box. If the event repeats, click the
Recurrence Box. Click Save to complete the addition of the event.

#  December, 2013

Calendar

Complete fields
and then Save.

=4 [F]oal=]
Esm [w]ocle]
—H—* Sirvn Canoel
16 11/2013
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Print a Calendar Event

Step

Action

1

With the calendar open, double left click the event to open it.

and 3.

Right click the event screen to obtain the Print menu. Tip: Ctrl+P can be used instead of Steps 2

Select Print.

2
3
4

On the print screen, click Print.

L) Calendar - Calendar

E;j A gj -~ [ géa v Page > Safety > Tools~ '9"'

Bullard, Becky -

| I l Slq Continuity of Operations Subcommittee (COOPSC) » Calendar * Calendar

Use the Calendar list to keep informed of upcoming mestings, deadlines, and other important events

Double left click the

Continuity of Operations Subcommittee (COQPSC)

4 2012 » D b 2013
o . e ) [+ December,
Apr May Jun
Sunday Monday Tuesday Wednesday
Jul Aug Sep
1 2 3 4
oct Nov Dec
Today is Thursday, December
8 Calendars in View 8 s 10 i
Calendar
Surveys 15 16 17 18
Fall Conference Call o o ) o=
Topics
EMI 5IG COOPSC 2013
Fall Live Meeting
COOP Virtual Tabletop
29 30 31 1

Lists
COOP Foints of Contact

il Alert Me
Edit Edit
Itern  Series X Delete Item
Mzanage Actions

Title COOPSC Conference Call

Location

Start Time 12/12/2012 2:00 PM

End Time 12/12/2013 4:00 PM nght click
Description on mls
Categery screen.
All Day Event

Recurrence Every 1 month(s) on the second Thursday
Workspace
Content Type: Event
Created at 2/10/2010 2:52 PM by Wyatt, Louise
Last modified st 12/10/2013 3:54 PM by Wyatt, Louise

event to open it. Search this site...
Thursday Friday
5 6
1z 13
3:00 pm - 4:00 pm
COOPSC Confarence Call
19 20
26 27
2 3

Select All

;:@‘} Blog with Windows Live
=1 E-mail with Windows Live

a}) Translate with Bing

All Accelerators

Create Shortcut
Add to Favorites...
View Source

Encoding
appears.

print. 4——Select Print.

Print Preview...
Refresh

Export to Microsoft Excel
Send to OneNote

Properties

This screen ,

21

28

Saturday

i

EMI SIG

SharePoint Reference Guide 17

11/2013




- _— :
General Options

Select Printer

% Fax a Microsoft Office Live Meeting 2C
ise; HP LaserJet 1020 L Microsoft XPS Document Writer
= HP Laserlet 1020 (Copy 1) = Send To OneMote 2010

‘ [R—T— b
Location:
Comment

Page Range
@Al Number of copies: 1 E
-._:_.-Selection -._:_.-CurrentF‘age

() Pages: 1 [Icoliate S
. - . 14| 512)) 3|3
Enter either a single page number or a single

page range. Forexample, 5-12

I Print I ’ Cancel l | Apply |

EMI SIG SharePoint Reference Guide 18
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Print a Calendar View

Step Action
1 Open the calendar (instructions on page 15)
Select Calendar from the Calendar Tools tabs.
Select the view (Day, Week, or Month) you want to print.
Click the File tab. Note: Ctrl+P can be used instead of Steps 2 and 3.
Select Print.
On the print screen, click Print.

| lwWIN

Bullard, Backy -

Continuity of Operations Subcommittee (COOPSC) » Calendar » Calendar

Use the Calendar list to keep informed of upcoming mestings, deadlines, and other important events.

Continuity of Operations Subcommittee (COOPSC) Search this site... o 7]

! s * (s December, 2014

Jan Feb Mar ecemper,

Al M. 3

> =7 o Sunday Monday Tuesday Wednesday Thursday Friday Szturday

Jul Aug Sep

20 1 2 2 4 5 6

Oct Nov Dac
Todzy is Friday, December 13, =
2013
B8 calendars in View 7 E s 10 1 2 13

calendar 3:00 pm - 4:00 pm
COOPSC Conference Call
Surveys 14 15 16 17 i8 19 20

EMI SIG COOPSC Survey
for 2012 Fall Workshop
Conferencing

Fall Conference Call 21 22 23 24 25 26 27
Topics

EMI 5IG COOPSC 2012
Fall Live Meating

COOP Virtuzl Tabletop

Lists
COOP Points of Contact

ﬁ ﬁ Eﬁ U Creste View Current View: Q ) @ ‘J ] ¥ Bxport to Excel @Warkﬁa‘.\- Serings «
= T Modify View ~+ - A 7% L_,H L gg

A
Calendar —#Y (R Open with Access G List Permissions

Expand Collzpse Calendars E-mailz  Alert RSS Connect to Edit  Form Web List
Al Al Orverlay J]] Create Column Link Me - Feed Outlook List Partz - Settings
Expand Manage Share 8 Track Connect & Export Customize List Settings

indows Internet E:
f\f Q ) https:/fvision

e FTTpE &
.orau.org/MSE ‘E!-;P”nt'

S |

Edit View Favorites Tools Help General | Options

New Tab Ctrl=T Select Printer

Duplicate Tab Ctrl+K &4 Fax = Microsoft Office Live Meeting 2C
New Window Ctrl+N iy HP Laserlet 1020 i Microsoft XPS Document Writer
New Session =% HP Laserlet 1020 (Copy 1) = Send To OneNote 2010

Open.. Ctrl+O I a wm v

Edit with Microsoft Word

Save Ctrl+S Status: Ready [ Print o file

Location:
2ave s Comment:
Close Tab Ctrl+W
Page Setup... Page Range
Print... «f— Cirl+P @Al Number of copies: 1 =
Print Preview... Selection Current Page

(C)Pages: 1 Collate

13 —

send . . 111 5121 33
Import and Expart... Enter either a single page number or a single

page range. Forexample, 5-12 e

Properties
Work Offline : *—I [

Print Cancel Apply
Exit rin ancel Apply
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Synchronize the SharePoint Calendar with Your Outlook Calendar

Synchronizing the SharePoint Calendar with your Outlook Calendar can help you keep track of new events on
the calendar.

Step

Action

1

Open the Calendar from the Quick Launch Bar (instructions on page 15).

Click the Calendar under the Calendar Tools tab.

Click Connect to Outlook in the Connect & Export Group.

Click Allow

Click Allow

again.

Click Advanced.

Click OK.

Click Yes.

VCi|IN|OOLn|bd|W

Key in your FirstName.LastName, enter your password, and then click OK.

Continuity of Operations Subco

4 2014 3

Jan Feb Mar £
Apr May Jun
Jul Aug Sep
Oct Nav D

Today is Friday, December 13,
2013
[ calendars in view

Calendar

Surveys

EMI SIG COOPSC Survey
for 2012 Fall Workshop
Conferencing

ce Call
EMI SIG COOPSC 2013
Fall Live Mesting
COOP Virtusl Tabletop

Lists
COOP Points of Contact

Site Actions -

@t

Browse

Use the Calendar list to keep informed of upcoming meetings, deadline

mmittee (COOPSC)

+ December, 2014

Sunday Monday
30 1 2

Tuesday

14 15 16
21 23 23
28 29 30

Calendar Tools

Events Calendar

EEE e B o
izzz: & T Modify View -
Day Week Manth Expand Collapse Cslendars

All All Overlzy  [l] Creste Column
Scope Expand Manage V

=, and other important events.

Wednesday Thursday
3 4
0 11
3:00 pm - 4:00 pm
COOPSC Conference Call
17 18
24 25
31 1

Current View:

= @

Calendar w
E-maila  Alent
Link Me »
fiews Share 8 Track

Bullard, Backy ~

Search this site... 2 Q
Friday Saturday
3 e L
12 13
19 20
28 27 L4
2 3

\J - H._T.I Export to Excel
i ] )
— R @ Open with Access

Connect to
Outlook "‘-—-—.

Connect & Export

RSS
Feed
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Internet Explorer 28

- Do you want to allow this website to open a program on your
V 1 computer?

Program: Microsoft Qutlook

Address: stssyncy/sts/?ver=1.18&type=calendar&cmd=add- -
folder&base-url=https%3A%2F%2Fvision%2Eorau -

[] Atways ask before opening this type of address

o —_— l Allow ] l Cancel

potentially harm your computer. Do not allow it unless you trust the

;- Allowing web content to open a program can be useful, butitcan
b j source ofthe content What's the risk?

Internet Explorer Security 2L

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.

EI Mame: Microsoft Outiook
Publisher:  Microsoft Corporation a

[ | po not show me the warning for this program again

(=) Details Allowy ] [ Don't allow l

Microsoft Qutlook : M

—

Connect this SharePoint Calendar to Outlook?
You should only connect lists from sources you know and trust.

Continuity of Operations Subcommittee (COOPSC) -

rf
\Tn configure this Calendar, click Advanced. |

] e

E https://vision.orau.org/NSEMP/EML/COOPWG/Lists/Calenda
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T T T ———

— e m sl i

SharePaint List Options

'} Use the choices below to configure options for this SharePoint list.

General
Folder Name: Continuity of Operations Subcommittee (COOPSC) - Calendar
List Mame: Calendar
Type: Calendar
Location: https://vision.orau.org/NSEMP/EML/COOPWG/Lists/Calendar/
Server Version: Not Available
Permissions: Read
Description:

Display this list on other computers with the account: ~ Becky.Bullard@orise.orau.gov

Update Limit

Update this subscription with the publisher's recommendation. Send/Receive groups
do not update more frequently than the recommended limit to prevent your
subscription from possibly being cancelled by the content provider.

Current provider limit: Mot published.

Microsoft Outlook __— u

——— —— . .

Connect this SharePoint Calendar to Outlook?

You should only connect lists from sources you know and trust.
Continuity of Operations Subcommittee (COOPSC) -

https://vision.orau.org/NSEMP/EML/COOPWG/ Lists/Calenda
rf

To configure this Calendar, click Advanced.
(v [ ]

P ————————————

Connecting to vision.orau.org
Enter your credentials

’ - - 4
' | firsthame.lastname ]/

[T Remember my credentials

EMI SIG SharePoint Reference Guide 22
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Discussions

Create a New Discussion Topic

A discussion board area allows for managing a forum type of discussion.

Step Action

Click Discussions (if available) on the Quick Launch Bar. Note: If Discussions is not available on
1 the Quick Launch Bar, steps 2 through 4 can be performed after clicking Lists from the Quick
Launch Bar.

2 Click Create.

Click Discussion Board.

4 Enter Name of discussion and click Create.

w

Continuity of Operations Subcommittee (COOPSC)

mmilles (COOPSC) Srveh Heix 2 ¥} a@

1 days. Tou will recaive an snnd notification from DAL/ QRIS

e, Lowise Wyakt, at 803-570-3087 or email

ssward, visit hitpa:/ [vision.arau.crg/ passward and follow the instructions thars,

_:":'---<:."‘f;, Site Werkilor iem | Diagussi
eshop e ftams Last Modified

Create

Browse From: Search Instalied items F

Installed Ttems > . . 700

Discussion Board
Filter By: a

Type: List

All Types > Categories: Communication
= 2 E|
Library w ('.‘,')‘ = A place to have newsgroup-style

discussions. Discussion boards make it

bl

List easy to manage discussion threads and
Page Announcements Asset Library Calendar Contacts can be configured to require approval
for all posts
All Categories >

Blank & Custom { Beyond Design Basis
] ﬁ_ 5
Collaboration E Q_J 1= (e -
! , ) e
Communication ! p
Content Custom List Custom List in Data Connection Discussion Board
ot Datasheet View Library ‘\\ 0
ata

e
L] QJ = 9‘ 1 Select Enter name

Discussion  of discussion
Document Library External List Form Library Import Spreadsheet Board and click
Create.

Issue Tracking Languages and Links. Page
Translators
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Reply to a Discussion Topic

Replying to a discussion topic allows the user to provide their viewpoint on a topic for group discussion.

Step Action
1 Click Discussions (or any subsets under Discussions) on the Quick Launch Bar.
2 Click the discussion subject to which you want to reply.
3 Click Reply associated with the post to which you are replying.
4 Enter your response in the Discussion New Item Box and click Save.

Site Actions ~ il

COOP - New Item
Continuity of Operations Subcommittee [COOPSC)

Editing Tc

Format Test Insert

=i & cu
You are required to cha H B _j %

SharePoint Administrat Save  Cancel Paste Attach Speliing
Fall Conference Call K File -

Surveys )
) Important SharePoir

Topics For further assistance,

lovise.wyatt@orise.orai 21 Actions  Spelling

\e /-v B

EMI 51G COOPSC 2013

Fall Live Maating To change your current

Lists
COOP Points of Contact

Introduction

The SharePaint Site will
information on the Shar

Enter your
response and
click Save

From: Marrison, Jeff
Posted: 5/25/2012 1:47 FM
Subject: Could work stoppage result in a COOP declaration?

Action Items = - X
programs or become m Tonya,
X X I agree with you. Work stoppages in general wouldn't drive a coop
Discussions Subcommittee Anno situation. If the stoppage directly affected the MEFs/ESAs then by
all means it is COOP.
COoOOoP

Respond to EMI SIG COOP
by Bullard, Becky

COOP Photo Library
Photo/Images

Dear EMI 5I1G COC

Pleace take a few r

Bullard, Becky +

] I | Slq Continuity of Operations Subcommittee (COOPSC) » COOP » Subject

Use the Team Discussion list to hold newsgroup-style discussions on topics relevant to your team.

Cantinuity of Operations Subcommittee (COOPSC)

Search this site... P (7]
Surveys [[] subject e Created By Replies Last Updated
EMI SIG COOPSC Survey o Pick a tOpIC . L
for 2012 Fall Workshop subcentractor continuity dause Helkie, Heidi 0 2/6/2013 11:24 AM
Confersncing R .
Could work stoppage result in 2 COOP declaration? ¥ Bullard, Becky 2 8/5/2012 11:33 AM
Fall Canference Call

Posted: 5/23/2012 1:47 PM View Properties [ Reply

I agree with you. Work stoppages in general wouldn't drive = coop situation. 1f the stoppage directly affected the MEFs/ESAs then by all means it is COOP.

Click Reply

Marrisan, Jeff ¥ Show Quotad Massages
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Add a Table, Picture, Link, or Upload a File to a Discussion Post

Being able to add more information through a table, picture, link, or file allows users to enhance their replies.

Step Action
1 In the Discussion New Item Box, click Insert in the Editing Tools Tab.
2 Key in a message (optional).
3 Click Table, Picture, Link, or Upload a File.
4 Create the table, browse for the picture or file, or enter the link information.
5 Click OK (Depending on which item you selected). Click Save.

COOP - New Item

H Q __A_ ii; @j ,3& (P Click Insert

m ch SpEIIIr‘g

Actions  Spelling

Save Cancel  Pasie
Commit Ciipbaard
Body

From: Nelkie, Heidi
Posted: 2/6/2012 11:24 AM
Subject: subcontractor continuity clause

Hello, dees anyons have = balnket template subcontractor
continuity clause they are willing to share? If so, please send it to
me at hnelkie@lbl.gov

Save ] [ Cancel

COOP - New Item

Editing Tools

o [

Picture /i

ble
Table:

=G D

COOP - New Item

Upload
File

A o A

\‘\
Add a table,
picture, link, or

upload a file to
your reply.

e Type a message. (optional)

From: Nelkie, Heidi
Posted: 2/6/2013 11:24 AM
Subject: subcontractor continuity clause

Hello, does anyone have a balnket template subcontractor
continuity clause they are willing to share? If so, please send it to
me at hnelkie@lbl.gov

Save ] Cancsl
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Documents

There are two primary ways to work with documents on a SharePoint site. A document library lets users
share, collaborate, collect, and manage files with others. A document workspace has tools to help a team
develop and prepare one or more documents.

Open and Edit a Shared Document

Use this to open and read the document or make edits to a document.

Step Action

Click Documents Library (or subset) on the Quick Launch bar and click the library containing the
document you want to open or edit.

Click the document.

Click the Open in Word tab.

In the Open Document dialog box that appears, click Read Only to open the document, or click
Edit to edit the document.

5 Click OK.

1

Library Tools

Bullard, Backy ~

Documents  Library

Slq Continuity of Operations Subcommittee (COOPSC) » Templates * All Documents

Search this site... el (7]

Continuity of Oparations Subcommittee (COOPSC)

Surveys [ Type Name Modified Modified By

EMI SIG COOPSC Survey

for 2012 Fall Workshop Ca COOP Banchmark Survey Responsas Morrison, Jaff

Conferencing .
Ca COOP Benchmark Survey Template Morrison, Jeff

Fall Conference Call

Topics ] COOP Bencmark Survey Results Morrison, Jeff

EMI 51G COOPSC 2013 @
Fall Live Mesting

ANL COOP Benchmark Survey Gaff, Jonathan

Photo/Images

COOP Documents
Library

Documents
Templates

Lessons Learnad

4k Add document

E Banc ey 020810 Marris t
COOP Virtual Tablstop i COOP Banchmark Survey 020810 dorrison, Je :
@ COOP Banchmark Survey 022210 - NSTec Morrison, Jeff
Lists i COOP Benchmark Survey 022210 Morrison, Jeff
COOP Points of Contact @ COOP IP Template Field e ) Bullard, Becky
Action Items @ ©OOP 1P Template HQ M| Bullard, Becky
i Delegation of Authority - Develution 7 Church, y
Discussions
i Devolution Templats 11 Church, Avery
coop
i LANL COOP Benchmark Survey 4/7 Senutovitch, Dians
COOP Photo Library o] SRS COOP Benchmark Survey41310 4f
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Bullard, Becky -

Continuity of Operations Subcommittee (COOPSC) » Templates » COOP IP Template Field.docx
Micros: Web A ? x

Page 1 ofs4 4 P

E (W] Openinword | U4 Editin Browser (J Fina | 1008 -

I
e

COOQOP Implementation Plan
Template

You are aboutto open:
Name: _IP Template Field.docx

From:  vision.orau.org

How would you like to open this file?

® ReadOnly =™ e Select
¢ Edit —_— one

e\
o

Some files can harm your computer. If this information looks suspicious, or you do
not fully trust the source, do not open the file.
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Check Out a Document

The Check Out option locks a file for editing by a single user. If other users attempt to save back to the file,

they’ll be notified that they can’t make changes until the user who has the file checked out currently checks it

back in and makes it available for editing.

Step

Action

1

document you want to check out.

Click Documents Library (or subset) on the Quick Launch Bar and click the library containing the

Point to the document name and click on the box in front of the document name.

Click the list arrow that appears.

Select Check Out from the list.

Click OK.

o UL W|N

Note: You will notice while the document is checked out that a green arrow appears on the type
icon located next to the name of the file. Click the document to open it.

Library Tooks

0 0w

Check Out =l
E.S) sé’

heck In = : & Decument Permissions

3 & ]5end Tow @
B Mansge Copies

Unpubiish

EMI 51G COOPSC Survey
for 2012 Fall Workshop =
Conferencing

) =3
Fall Conference Call
Topics Ea
EMI 5IG COOPSC 2013 o]

Fall Live Mesting

@

COOP Virtual Tableto
@
Lists [

COOP Paints of Contact |

©OOP Benchmark Survey Responses
©OOP Benchmark Survey Template

€OOP Bencmark Survey Results

ANL €COOP Benchmark Survey 4

€OOP Benchmark Survey 020810 2

€OOP Benchmark Survey 022210 - NSTec e 4

€OOP Benchmark Survey 022210 2/22/20
- |5,

€OOP IP Template Field

Action Items &)

' @
Discussions &
i

coop 2

COOP Photo Library m
Photo/Imzges

COOP Documents
Library

COOP Subcommittee

Lessons Learned

Templates

cumen

New Uplosd New Edit View Edit E-msiz At Downlosd 2 Workflows Pubiish
Document» Document~ Folder  Document [l by sk Out  Propaties Properties 3 Dalete Document link  Mew Copy Go To Source

New Open & Che Manage Share & Track
Surveys [] Type Name Modified Modified By

Morrison, Jeff

¥ Bullard, Bacley

/12/2011 1:3:
€OOP IP Template HQ View Propartias 1

Delegation of Authority - Devolution 5 Edit Properties

Devolution Template View in Brovser
Edit in Browser

@] Edit in Microsoft Word

[ Check Out o= e
Compliance Details
& Workflovs
Alert M

LANL COOP Benchmark Survey

SRS COOP Benchmark Survey41210

Send To 3

¥ Delets

H Bullard, Becky
Church, Avery
Church, Avery
Senutovitch, Diane

O'sShaughnessy, Michele

-

Microsoft Internet Explorer

You are aboutto check out
Mame: ... Template Field.docx
From:  wvision.orau.org

| Use my local drafis folder

0K Cancel

Some files can harm your computer. If this information looks suspicious, or

you do not fully trustthe source, do not open the file.
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Library Tools

Site Actions ~ [l Browse Documents

MNew Upload MNew Edit

L)J Document Permissions

. ﬂ 7 _,'_‘Cr‘zcl: Cut \ Versicn History
j [ £ .
{5 Check In 3

9 Add document

COOP Documents
Library

COOP Subcommittes
Documents

Templates

Lessons Learned

Edit
Document » Document -  Folder Document | &, Discard Check Out rties Properties }-( Delete Document
MNew Open & Check Dut Manage
Surveys [] Type Name
EMI S5IG COOPSC Survey
for 2012 Fall Warkshop Ca COOP Benchmark Survey Responses
Conferencin
2 Ca COOP Benchmark Survey Templats

Fall Conference Call
Topics Ca COOP Bencmark Survey Results
EMI 5IG COOPSC 2013 [EII_] AML COOP Benchmark Survey
Fall Live Mesting
COOP Virtual Tabletop [EII_] COOP Benchmark Survey 020810

@._] COOP Benchmark Survey 022210 - NS5Tec
Lists [EII_] COOP Benchmark Survey 022210
COOP Points of Contact @& COOP IP Template Fiald
ctionjltems | COOP 1P Template HO

[EII_] Delegation of Authority - Devolution
Discussions

[EII_] Devolution Template
COoP

[EII_] LAML COOP Benchmark Survey
COOP Phato Library @] SRS COOP Benchmark Survey41310
Photo/Images
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Check In a Document

To check in a document or discard a check-out if you made no changes, follow these steps.

Step

Action

1

Make sure the document is not open in another program.

Click Libraries Document (or subset) on the Quick Launch Bar and click the library containing the
document you want to check in.

Point to the document name and click on the box in front of the document name.

Point to the document name and click the list arrow that appears.

Select Check In from the list.

a Lk lw| N

In the Check-in dialog box, ensure that you select No to remove your check out, key in comments
describing what was changed. Click OK.

SteActons ~ B Brow

ﬁ Check Ou
0 D & L

|ig Check In
Hew Uplozd New Edit
Document - Document» Folder  Document |y

Library Tools

E-mail 2

Alert
Link  Me

Bullard, Backy =

New Open & Share & Track opies

Surveys [ Type Name Modified

EMI S1G COOPSC Survey o, ~

for 2012 Fall wWorkshop (o] COOP Benchmark Survey 5/6/2010 11:27 AM

Conferencing o, ~
(=] COOP Benchmark Si 5/6/2010 11:27 AM

Fall Conference Call

Topics Ea COOP Bencmark Survey 5/6/2010 11:25 AM

EMI SIG COOPSC 2013 @ ANL COOP Benchmark Survey 4/9/2010 11:36 AM Gaff, Jonathan

Fall Live Meeting

OO Virtual Tablstop (] COOP Benchmark Survey 020810 2/18/2010 6:18 PM Morrison, Jeff
1) COOP Banchmark Survey 022210 - NSTac 4/2/2010 12:00 PM Morrison, Jeff

Lists \
COOP Points of Contact )

Action Items

Discussions
coop

COOP Photo Library

Photo/Images

COOP Documents
Library

COOP Subcommittee
Documents

Templates

Lessons Learne d

@ COOP Benchmark Survey 022210

COOP IP Template Fisld

@_] COOP IP Template HQ

|E_] Delegation of Authority - Devolution
|E_] Devolution Template

E_l] LANL COOP Benchmark Survey

p_i_l] SRS COOP Benchmark Survey41310

4 Add document

Check in

Retain Check Out

%

@ &g E

x

View Properties
Edit Properties
View in Brovser

Edit in Brovser

Edit in Microsof ft Word
Check 1n ="
Discard Cheack Out
Compliance Details
Warkflovs

Alert M=

Send To

Delete

2/22/2010 7:57 PM

~ |5/12/2011 1:38 PM

Morrison, Jaff

™

Bullard, Backy

5/12/2011 1:38 PM
7/11/2013 4:04 PM
11/29/2011 1:03 PM
4/7/2010 4:21 PM

4/15/2010 10:14 PM

Retain your check out after checking in?

Other users will not see your
changes until you check in. If
you wish to continue editing,
you can retain your check out
after checking in.

Comments

Comments:

- es 6 Mo

L]

Bullard, Backy

Church, Avery

Senutovitch, Diane

©'shaughnessy, Michele

Type comments describing what
has changed in this version.

Type in your ¢——mmow - e
comments

OK

Cancel
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Create a New Document

This allows the development of a new document in a Word file.

Step

Action

Navigate to the library or folder in which you want to create a document.

Click the Documents tab on the Library Tools Ribbon.

Click the New Document drop-down arrow in the New group.

Click New Document to open a new Word file.

Click OK. Click Save when you have finished the Word document.

Enter a name for the file in the File Name box and click Save.

N o WIN(Ek

Click Close to close the Word document. Note: The user will need to navigate out of the current
listing and then return to the listing to see the new document has been added to the list.

Library Tools

Site Actions ~ [l Erowse

j 1}j | ;"C lcn'v'- Version History

g Document Permissions

Mew Upload Mew Edit Wigw Edit
Document » Document -~  Folder Document Discard Check Out erties Properties X Delete Document
* Mew Open & Check Qut Manzge
\ ~
sSurveys [] Type Hame
EMI SIG COOPSC Survey i
for 2012 Fall Workshop Ca 2012 Deliverables SEIECt
Conferencing _
(] Annual Conference
Fall Conference Call
Topics [ ] Businaess Continuity Certifications
(] COOP Training Games
Ca Fall Waorkshop
Lists Ca Teleconference Highlights

COOP Points of Contact
pinks ot onta 98 Add document

Action Items

Discussions
coop

COOP Photo Library

Photo/Images

COOP Documents

Library Efo Navigate to Library

COOP Subcommitte
Documents
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Library Tools

Site Actions = [l Browse
2 ek 1 Yercio e
i ﬂji : ) g Check Out ] | Version History
L _"_‘Cr‘_;cl_'lr' L :,“ Document Permissions
MNew Upload MNew Edit | Edit
Document » Document - Folder Dg 1ent |y Discard Check Out es Properties }-( Delete Document

en & Check Out IManzge
| @_‘ Mew Document -‘——" P 9
= | Creste 3 new document in this Tbran.

— Name
EMI 5IG COOPSC Survey
for 2012 Fall Workshop
Conferencing

2012 Deliverables

Annual Conference
Fall Conference Call

Topics Business Continuity Certifications

EMI 51G COOPSC 2013

CO0OP Training Games
Fall Live Mesting

Fall Waorkshop

Teleconferance Highlights

(N W W W

Lists

COOP Point f Contact
oinks ot bonta 9 Add document
Action Items

Discussions
cooe

COOP Photo Library
Photo/Images

COOP Documents
Library

COOP Subcommittee
Documents:

Open Document ﬂ

Some files can harm your computer. If the file information below
looks suspicious, or you do not fully trust the source, do not open
the file.

File Name; template.doc

From: vision.orau.org a

0K | Cancel
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T . S dVTISS 7 S > N

. - :
@7| | <« COOPWG » Subcommittee Documents » - ‘ +3 |I’_Search Subcommittee D... P
lE Microsoft Word il |@| Continuity of Operatiur}s Subcommittee (COOPSC)
R Templates ' Subcommittee Documents
=| Type Name Modified By Modified
« Favorites Ea 2012 Deliverables Wyatt, Louise 11/29/2011 10:28 AM
M Desktop | Annual Conference Wyatt, Louise 11/29/2011 9:37 AM
}+ Downloads Ea Business Continuity Bullard, Becky 4/17/2012 5:35 PM
I Certifications
== Recent Places - toviteh
& Computer Ca COOP Training Games D;’;L; oIttt 8/5/2012 11:11 AM
3 Fall Workshop Whyatt, Louise 11/29/2011 9:38 AM
;':3 Libraries [ Teleconference Highlights Whyatt, Louise 11/29/2011 10:34 AM
_“. Documents
‘.h hflnicir N
ER =Rl T his is a new document.docxiiie | < -
Save as type: [Word Document (*.docx) -
Authors: Bullardb Tags: Add atag
Maintain Save Thumbnail
compatibility with
previous versions of
Word
(= Hide Folders Tools ~ Save | Cancel
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Create a New Folder

Step Action
1 Click the name of the Documents Library from the Quick Launch Bar where you want to create a
new folder.
2 Click the Documents tab in the Library Tools on the Ribbon.
3 Click New Folder in the New group.
4 Enter a folder name and click Save.

2 Library Tools

Site Actions = [l

1iF Check Out ] Version History
'l L
Check In

4 Document Permissions

MNew Upload MNew Edit View Edit
Document » Document -  Folder Document Discard Check Out Properties Properties X' Delete Document
MNew Open & Check Dut Manage

Surveys e [] Type Name

EMI 5IG COOPSC Survey
for 2012 Fall Workshop
Conferencing

2012 Deliverables

Annual Conference
Fall Conference Call

Topics Business Continuity Certifications

EMI 51G COOPSC 2013

CO0OP Training Games
Fall Live Mesting

Fall Waorkshop
Lists Teleconferance Highlights

COOP Points of Contact

(L W Wy W W

This is 2 new document B HEW
Action Items
9 Add document

Discussions
cooe

COOP Photo Library
Photo/Images

COOP Documents
Library

COOP Subcommittee
Documents

Mew Folder

Save Cancel Pzste
Commit Clipboard
e
Mame * | .‘_"‘" l

[ Save ] | Cancel
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Upload (Add) a Single Document

Most SharePoint users have contribution privileges and may add documents.

Step Action

1 From the Quick Launch Bar, click the name of the Documents Library where you want to add a
document.

2 Click Add Document to go to an Upload Document screen.

3 Click Browse on the Upload Document screen to find the document you wish to add.

4 Right click the document name from your computer files to highlight it and then click Open to
select it.

5 When the name of the document is on the Upload Document screen, click Choose Folder to select
the SharePoint destination folder.

6 If there are subfolders, you will need to click on the + sign to drill down to the subfolders.

7 When the Destination Folder is identified, right click to highlight it, and then click OK.
Click OK to upload the document to the designated library folder. Note: You may also upload a

8 document through the use of the Library Tools ribbon tab. The use of this tab is illustrated in the

upload multiple documents instructions.

Centinuity of Oparations Subcommittee (COOPSC)

Surveys .
Important SharePoint Information

EMI SIG COOPSC Survey

for 2012 Fall Workshop i i

Conferencing You are required to change your SharePoint password every 180 da
SharePoint Administrator 15 days prior to password expiration.

Fall Conference Call

Topics For further assistance, please contact your ORAU/ORISE Represen
louise.wyatt@orise.orau.gov.

EMI SIG COOPSC 2012

Fall Live Meeting To change your current password, visit https:/ [vision.orau.org/pas

e Introduction

COOP Points of Contact

Action Items

Discussions
coor

COOP Photo Library

Photo/Images

COOFP Documents
Library

COOP Subcommittee

Documents ‘-..‘
Templates

Lessons Learned

The SharePoint Site will allow sites/organization to collaborate and st
information on the SharePoint Site, it allows 2 wider audience to revi
programs or become more knowledgeable in a particular area

Ssubcommittee Announcements
Respond to EMI SIG COOPSC 2013 Fall Live Meeting Survey
by Bullard, Becky (B

Dear EMI SIG COOPSC Members,

Please take a few minutes to respond to the EMI SIG (
COOPSC SharePoint site.

Your input will help the Leadership Team to decide a

COOP Contractor Training Course and associated EOTA LMS tutorial "]
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€ Subcommittee Documents - All Documents - Windows Internet Explorer provided by ORAU

L) httpsy//vision.orau.org/NSEMP/EML/COOPWG/Subcommittee%20Documents/Forms/Allltems.aspx

File Edit View Favorites Tools Help

4 Favorites ‘ 1‘5 ﬁ http--www.pmi.org-Certifi... ﬁ http--www.pmi.org-Certifi... ﬁhttp——www.pmi‘nrg{ertifi..‘

|u_¢ Subcommittee Documents - All Docu... ‘

Continuity of Operations Subcommittee (COOPSC)

Modified

Search this site...

Modified By

ﬁ http--www.pmi.org-Certifi.. @ | http--www.fbi (2)

ﬁ[ - ~ [ gga ~ Page >~ Safety> Tools~ @v

Bullai

Action Items

Discussions
coop

COOP Photo Library
Photo/Images

COOP Documents
Library

COOP Subcommittee
Documents

Templates

Lessons Learned

COOP Points of Contact

Surveys [ Type Name
Ea 2012 Deliverables
ca Annual Conference
Fall Conference Call
Topics Ea Business Continuity Certifications
EMI SIG COOPSC 2013 Ea COOP Training Games
Fall Live Mesting
] Fall Workshop
Lists =] Teleconference Highlights

& Add decument — e

Upload Document

Upload Document

Brovise to the document you
intend to upload.

Destination Folder

SpecHy the folder in this
document lbrary where the
document should be saved.

@ Choose File to Upload

11/29/2011 10:28 AM [ wyatt, Lovise

11/29/2011 9:37 AM [ wyatt, Louise

4/17/2012 5:35 PM (¥ Bullard, Becky

8/5/2012 11:11 AM Senutovitch, Dians

11/29/2011 9:38 AM [ wyatt, Louise

11/29/2011 10:34 AM (W wyatt, Louise

0 x
Name:
| Browse
Uplazd Multiple Fiks...
Overwrite existing fles
Folder:
/
[ oK Il Cancel ]

Organize ~ New folder = j;| G
< Recent Places “*  Name Date modified
& Computer

‘ Hj Meeting Packet List.docx 4/30/2013 10:14

. . B MJ PacketlLabels.docx 3/20/2013 1:25

=l Libraries
. Documents e
. Music . .

o Right click document from your
&8 Pictures | computer files to highlight it and
& videos = then click Open to select it.
‘& Computer
& Local Disk (C)
— bullardb (\orau.net\files\users) (X:| |
‘& groups (\\Oxygen) (Y:)
~ | I 1] »
File name: Meeting Packet Listdocx - [AuFid ¢ -
[ Opx |vl I Cancel l

EMI SIG SharePoint Reference Guide

36

11/2013



Upload Document

Upload Document
MName:

e e et ey ¥ \Trade\EMISIG\ANNUAL MEETINGS\2(

Upload Multiple Files...
Owervirite existing files

Destination Folder e

Folder:
Specify the folder in this

document library where the /
document should be saved,

oK Il Cancel

& | Choose Folder -- Webpage Dialot u & | Choose Folder -- Webpage Dialot

Eﬁ Specify the folder in this Document Library where the document should be saved.

Eﬁ Specify the folder in this Document Library where the document should be saved.

= [} Subcommittes Documents
[CJ 2012 Deliverables o
3 Annual Conference /

3 Business Continuity Certifications

|y subcommittes Documents

e Double click the + sign to “l & [3 COOP Training Games Select folder
drill down to the subfolder. 3 Fall Workshop and then click
I 3 Teleconference Highlights OK

[ 0K ] [ Cancel ] [ OK ] [ Cancel
Upload Document i
Upload Document
Mame:
B e yementye Y:A\Trade\EMISIGIANNUAL MEETINGS\2(

intend to upload.
Upload Multiple Files...

Owerwirite existing files

Destination Folder
Folder:

Specify the folder in this

document library whers the
document should be saved. /Annual Conference

Q— « -
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Upload Multiple Documents

A user can add more than one document at a time, and even drag files from Windows Explorer.

Step

Action

1
the documents.

From the Quick Launch Bar, click the name of the Documents Library where you want to add

menu arrow under the New group.

Click Documents on the Library Tools ribbon tab and click the Upload Document drop-down

Select Upload Multiple Documents.

Drag and drop files in the Upload Multiple Documents dialog box or open Windows Explorer
by clicking the Browse for files instead link to navigate to the documents you want to upload.

Click Choose Folder to select the SharePoint destination folder.

2
3
4
5
6

When you are finished adding files and the destination, click OK.

Library Tools

ﬁ Check Out
' ) |

Check In

Site Actions -+

r

Mew Upload Mew
Document » |Document ~|  Folder

vers | 1)
Surveys

[

Edit

Document

Discard Check Out

Upload Document

Uplozd 2 document from your computer to
this fibrary. — i
EMI SIG C _ﬁ Upload Multiple Documents e Deliv
'gr 2_01‘2 5 Upload muliple documents from your :
EL=EE computer to this Ii";' Ll Con
Fall Conference Call
Topics (] Business C
EMI 5IG COOPSC 2013 Ca COOP Trai
Fall Live Meating
| Fall Works
Lists | Teleconfer

COOP Points of Contact 4 Add document

Action ITtems

Discussions
cooP

COOP Photo Library

Photo/Images

COOP Documents

Upload Multiple Documents o x
Deestination Folder l
Felder:
Specify the folder in this document library where the documeant
!
8| Drag Files and Folder:
Browse for files instead H’
0 out of 0 files uploaded
Total upload size: 0 KB
e,

Library

COOP Subcommittee
Documents
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Delete a Document

When the user chooses to delete a document, a confirmation prompt will appear to ensure the user wants to

delete the document. A copy is stored in the site’s Recycle Bin and can be restored if necessary.

Step Action

1 Point to a file and then select the check box that appears next to the file.

2 On the Documents tab on the ribbon, click Delete Document.

3 Click OK.

Bullard, Backy

Ly Check Out =l = = story ) BsendTo -
BER = = IES @
¢ Check In - L 2 Document Permissions 5 Manage Copies
New Uplozd New Edit View Edit Emalz  Alet  Download 2 Workflows  Pubiish
Document » Document» Folder  Document ckQut  Properties Properies X Delete Document Link Me v Copy Source
New Open & Check Out Manage Share & Track Copies Warkfiows Tags =

Surveys [ Type Name N\ Modified Medified By
EMI SIG COOPSC Survey e N
for 2012 Fall Workshop ™ 2012 Deliverables 11/29/2011 10:28 AM Wystt, Louise
Conferencing . ’ -

(=] Annual Conference 11/29/2011 9:37 AM Wyatt, Louise
Fall Conference Call
Topics (] Business Continuity Certifications 4/17/2012 5:35 PM M Bullard, Becky
EMI SIG COOPSC 2013 (] COOP Trainin g Games 8/5/2012 11:11 AM Senutovitch, Diane
Fall Live Mesting

Ea Fall Warkshop 11/25/2011 9:38 AM Wyatt, Louise
Lists Ea Telaconfarance Highlights 11/25/2011 10:34 AM Wyatt, Louise
COOP Points of Contact | {[¥]: (@l This is a new document i HEW 10/10/2013 3:41 PM ¥ Bullard, Backy
Action Itermns

% Add document

Message from webpage @

'e. Are you sure you want to send the item(s) to the site Recycle Bin?

e\‘i —|

Cancel
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Lists

Where can I find a List?

A list is a website component where you can store, share, and manage information.

Step

Action

1

On the SharePoint site, look for the name of the list in the Quick Launch Bar, or click All Site
Content.

Click the name of the list to open it.

» Q

Surveys Vigw: | All Site Content »

EMI SIG COOPSC Survey
for 2012 Fall Workshop Leme Lest Modified
Conferendng = b=

Fall Conference Call Docurnent Libraries

Topics
EMI SIG COOPSC 2013 }} COOP Coordinator Highlights 10 S days ago
el e (== % COOP FAQs 1 4 yesrs ago
[E} DOECAST Messages 1 4 years ago
Lists
 Has AARs 1 2 years ago
COOP Points of Contact
3 HQs Exsrcise Packages 0 4 years ago

Action Ttems
HQs Plans 44 2 years ago

4 2 months age

Discussions 3
oo [Ey HQs Training 0 4 years 2go
} Lessons Learned 1 4 days ago
ite AARS 12 2 years ago
COOP Photo Library | [0 Site A4Rs 0 17 e g
PhatofImages [C} site Exerciss Packages 25 2 years ago
§ sit= Images Click Lists or All Site Content 1 4years ago
COOP Documents My SteePlars allows the user to see all the 41 13 months 2go
Library (L} site Procedures lists on the site 4 3 months age
gfifﬂi‘: 3 Site Training 0 4 years 200
Templates [Ey subcommittee Documents 87 4 days ago
Lessons Learned j Templates 16 3 months ago
HQs Plans Picture Libraries
Site Plans T
g Photo/Images 14 9 months ago
HQs Procadures
Site Procadur. Lists e
Packages (& Action Items 4 7 days ago
Packages 2] Calendar CI|Ck on L|51- Use the Calendar list to keep informed of upcoming meetings, deadlines 15 7 days =ac
Uf interest and other important events
83 CooP Points of Contact 35 10 months ago
HQs Training B, tinks Use the Lin pages that your team members vill find & 7 wecks ago
interesting or u
i Us= th t= list to post the b £
. == the Announcements list to post messages on the home page of your - _
A = =
TEEP @ &) Subcommittes Announcements —— 84 5 days ago
Highlights .
S Tasks the Tasks list to keep track of work that you or your team needs to 0 4 men
DOECAST Messages [ Tasks ste 0osme
COOP FAQs

Discussion Boards

5] coor Use the Team sion list to hold nevsgroup-style dis ns on topics
relevant to your team.

w

3 days 200
Recycle Bin =

@

-
All Site Content =T

The EMI SIG COOPSC is looking into doing a live meeting in place of holding
a Fall hop due to budgst cuts. Please take a few minutes to provide
youl ans on what would benefit you and your continuity
organization.

[=] EmI s16 coOPSC 2013 Fall Live Meating 1 7 days ago

The EMI SIG
EMI SIG COOPSC Survey for 2012 Fall Workshop
Conferancing

In order to plan for the Fall conferencs call in Novembar, pleass provids

[=| Fall Conference Call Topics further details on what you vent to di or want to present for the topics in 3 7 days ago
this survey.
Sites and Workspaces
Recycle Bin
Use t page to restore items that you have deleted from this site, or to
Recycle Bin - 1
empty deleted items.
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Add a New Item to a List (1)

There are two ways to add a new item to a List: (1) Use the link at the bottom of the list; (2) Use the List Tools

Tab.

Step

Action

1

At the bottom of the list where you want to add an item, click Add new item.

2

Enter the information for the new item.

Click Save.

Action Items - All Tasks

fé}; - E:j > [ Eé_] v Page > Safety~ Tools~

Continuity of Operations Subcommittee (COOPSC)

Surveys [[] Action Item #
EMI SIG COOPSC Survey

for 2012 Fall Workshop 0s-01
Conferencing

Fall Conference Call 11.15.2011
Topics

EMI S5IG COOPSC 2013 11.16.2011

Fall Live Mesting

Send COOP Exercise
Lists and Drill Objectives to
Backy Bullard
COOP Points of Contact

Action Items

Discussions & Add new item a
coorP

Action Items -

l I I Slq Continuity of Operations Subcommittee (COOPSC) » Action Items » All Tasks

Search this
Description Assigned Te Status Pririty
Send comments on draft charter to Becky.Bullard@orise.orau.gov. The draft Completed (2)
charter was approved without changes on 10/01/03 Hormal
Update the Essentiz| Functions spreadsheet and re-post on EMI-SIG SharePoint Senutovitch, Disne  Completad (2)
for other sites to updste their dats. Hormal
Refresh-update COOP Jeopardy Game and post. Senutovitch, Disne  In (2)
Progress  Normal
All, In (2)
Progress  Hormal

Please send me your COOP Exercise and Drill Objectives vith evaluation criteris to
Backy Bullard at Backy.Bullard@orise.orau.gov or upload them to the COOPSC
SharePoint Site under Subcommittee Documents for FY 2011 Deliverables.

New Item

Commit

B0y @

Pazte Attach Speliing

o Enter Information

Acticns Speliing

Description *

Assigned To

Status

% Complete
Priority
Start Date
Due Date

Predecessors

Action Item # *

VA A/

-
Enter users separated with semicfflons. g‘/lm
Not Started
%
(2] NormalEl
10/21/2013 =
=
11.15.2011
11.16.2011
Send COOP Exercise and
Cancsl

Due Date

10/1/2009

12/23/2011

12/23/2011

4/13/2012

Bullard, Becl

»r

% Complete
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Add a New Item to a List (2)

Step Action

1 Click the name of the list to open it.

Click Items on the List Tools Tab.

Click New Item icon.

Enter the information for the new item.

b w|N

Click Save.

Action Items - New Item

HE8 B O v
] g com

Save Cancel Paste Attach Speliing

File -

Commit Clipboard Actions Speliing

Enter
Information

Action Item # * &

Description *

-
Assigned To |
Enter users separated with semicolons. 9./|Lﬂ
Status Not Started [=]
% Complete o
Priarity (2) Normal El
Start Date 11/11/2013 Eo
Due Date HHE
Predecessors
11.15.2011
11.16.2011
Send COOP Exercise and [ Add = ]
e _-—.‘[ Save ] [ Cancel

= )
2 A
he v
ns  Share & Track
Surveys [ Action Item # Description Assigned To Status Priority  Dus Date % Complets 0 —
EMI S1G COOPSC Survey _ . . s
for 2012 Fall Workshop 09-01 Send comments on draft charter to Becky.Bullard@orise.orau.gov. The draft Completed (2} 10/1/2009
Canferancing charter was approved without changes on 10/01/09. Hormal
Fall Conference Call 11.15.2011 Update the ntial Functions spreadsheat and re-post on EMI-SIG SharePaint Senutovitch, Diane  Complated (2] 12/23/2011
Topics for other si o update their data. Hormal
EMI SIG COOPSC 2013 11.16.2011 Refresh-update COOP Jeopardy Game and post. Senutovitch, Diane  In (2) 12/23/2011
Fall Live Mesting Progress  Normal
COOP Virtusl Tablstop Send COOP Exercise Al Hendersen, Samusl  In (2) 4/13/2012
and Drill Objectives to n Progress  Normal
Backy Bullard Please send me your COOP Exercise and Drill Objectives with evaluation criteria to  Ohlsen, Richard
Lists Becky Bullard at Becky.Bullard@orise.orau.gov or upload them to the COOPSC
SharePoint Site under Subcommittee Documents for FY 2011 Deliverables.
COOP Points of Contact
Action Ttems e =
&k Add new item
Discussions
coop
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Delete an Item in a List

After a confirmation prompt, the item is deleted and a copy is stored in the site’s Recycle Bin.

Step

Action

1

Click Lists on the Quick Launch Bar and open the list that contains the item you want to delete.

Point to the list item and click the list arrow.

Select Delete Item from the list

2
3
4

Click OK.

Surveys

EMI SIG COOPSC Survey
for 2012 Fall Workshop
Conferencing

Fall Confarence Call
Topics

EMI SIG COOPSC 2013
Fall Live Meeting

Lists
COOP Points of Contact
Action Items <

Discussions
coop

COOP Photo Library

Photo/Images

Continuity of Operations Subcommittee (COOPSC)

[[] Action Ttem #

09-01
11.15.2011
11.16.2011

Send COOP Exarcise
and Drill Objectives to
Becky Bullard

View Item
|:_} Edit Item

Compliancs Details

Alert Me

Delate Item f—

Search this

Description Assigned To Status Briority

Completed (2)
Normal

Send comments on draft charter to Becky.Bullard@orise.orau.gov. The draft
charter was approved without changes on 10/01/09.
Senutovitch, Diane

Update the Essential Functions spreadsheet and re-post on EMI-SIG SharePoint Completed (2)

for other sites to update their data. Normal

Refresh-update COOP Jeopardy Game and post. Senutovitch, Diane  In (2)
Progress  Normal

All, n (2)
Progress  Normal

Please send me your COOP Exercise and Drill Objectives with evaluation criteria to
v Becky Bullard at Becky.Bullard@orise.orau.gov or uplozd them to the COOPSC
SharePoint Site under Subcommittee Documents for FY 2011 Deliverables.

Bullard, Becky

2

Due Date % Complete

10/1/2009

12/23/2011

12/23/2011

4/13/2012

Message from webpage

=)

'e. Are you sure you want to send the item(s) to the site Recycle Bin?

e\l[ oK H Cancel

m
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Restore an Item

Restore removes an item from the Recycle Bin and restores it to its original location.

Step

Action

1 Click Recycle Bin on the Quick Launch Bar.

Click the check box next to each item you want to restore.

on the toolbar.

2
3 Click Restore Selection
4 Click OK.

COOP Documents
Library

COOP Subcommittee
Documents

Templates

Lessons Learned

HQs Plans

Site Plans

HQs Procedures

Site Procedures

HQs Exercise Packages

Site Exercise Packages

HOQs=s AARS
Site AARS=

HQs Training
Site Training

COOP Coordinator
Highlights

DOECAST Messages

COOP FAQs o
e

4l Recycle Bin

[ all site Content

Continuity of Operations Subcommittee (COOPSC)
Surveys @

EMI SIG COOPSC Survey
for 2012 Fall Workshop
Conferencing

Fall Conference Call

0@

EMI SIG COOPSC 2013
Fall Live Meeting

-

Use this page to restore items that you have deleted from this site or to empty deleted items. Ttems that were deleted more than 20 day(s)

This is a new document.doox

Message from webpage

e

Original Location Created By Deletad!
/HSEMP/EML/COOPWG /Action Bullard, Backy 10/23/2013 10:37 AM
Tkems

/NSEMB/EML/COOPWG/Subcommittee  Bullard, Backy 10/10/2012 5:15 PM

Documents

L)

Are you sure you want to restore "Send COOP Exercise and Drill
Objectives to Becky Bullard"?

(2]

l oK l l Cancel

Search this site...

Bullard, Backy ~

ago vill be sutomatically emptied.

EMI SIG SharePoint Reference Guide

44

11/2013



Photo Library

A photo library is used to manage graphic image files and automatically creates thumbnail views of the

images.

Create a New Picture Library Folder

Step

Action

1

Click the link to Photo Library (or subset) on the Quick Launch Bar.

Click Create to create a new folder.

On the Create screen, click Picture Library icon.

2
3
4

Key in a name for the folder. Select Create.

Ste Actions ~

Bullard, Backy -

Displays all sites, lists, and libraries i

Continuity of Operations Subcommittee (COOPSC)

Surveys '..J.lt---‘-?'e i
EMI SIG COOPSC Survey K

for 2012 Fall Workshop
Conferancing

Fall Conference Call

opics
EMI SIG COOPSC 2013 &
Fall Live Meeting

=]

€OOP Virtual Tabletop

Lists
COOP Points of Contact

Action Items

Discussions
coop

Picture Libraries

Photo/Images

& sit= Workflovs

folder.

EMI SIG Annual Meetings

4———— Current Folders

COOP Photo Library =" o

Photo/Images

EMI SIG Annual Meetings

Create a new

Continuity of Operations Subcommittee (COOPSC) » All Site Content
n this sita.

Search this site...

Items Last Modified

21 19 minutes age

s

10 months ago

iew: | Picture Libraries «

» @

m

Browse From:

Installed Items >

All Types b3
Library
List
Page

All Categories >

Blank & Custom
Collaboration
Communication
Content

Data

Tracking

Title = Type
S|

Custom List

]

Document Library

Izt

Issue Tracking

"o

Picture Library

Sl

BB

Custom List in
Datasheet View

2|

External List

Languages and
Translators

=
(]

Project Tasks

4

Data Connection
Library

E)

Form Library

Report Library

v

=5

Discussion Board

Import Spreadsheet

Slide Library

Picture Library

Type: Library
Categories: Content

eA place to upload and share pictures.

More Options
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Add a New Picture Library Folder to an Existing Folder

Step Action
1 Click the link to Photo Library (or subset) link on the Quick Launch Bar.
2 Click the New arrow and click New Folder.
3 On the New Folder screen, key in a name for the folder then click Save.
Site Actions ~ gl
] I l Slq Continuity of Operations Subcommittee (COOPSC) »
EMERG I SSUES
Continuity of Operations Subcommittee [COOPSC)
Mew ~ Upload = Actions -~ Settings ~
Surveys New Folder
EMI 51G COOPSC Survey Add a new folder to this picture
for 2012 Fall Workshop library.
Conferencing i
Fall Conference Call
Topics e
EMI SIG COOPSC 2013
Fall Live Mesating _‘J
COOP Virtual Tabletop
Lists
COOP Points of Contact 2013 EMI SIG Annual M_.
Action Items
Discussions
CoOoP
COOP Photo Library
Photo/Images
EMI SIG Annual .‘——l—'—"
Meetings
New Folder
Save Cancel Paste
Commit Clipboard
Name *
e/'
\ P ][ =
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Upload a Single Picture

Step

Action

1

Click the link to Photo Library (or subset) link on the Quick Launch Bar.

Click Upload arrow.

Select Upload Picture.

On the Select Picture screen, click Browse to select the picture to upload.

Navigate to the Destination Folder.

| lwWIN

Click OK.

New -
Surveys

EMI 5IG COOPSC Survey
for 2012 Fall Workshap
Conferencing

Fall Conference Call
Topics

EMI 5IG COOPSC 2013
Fall Live Maeting

COOP Virtual Tabletop

Lists
COOP Points of Contact

Action Items

Discussions
COOP

COOP Photo Library

Photo/Images

EMI SIG Annual 4"'/

Meetings

LANL Pictures

Select Picture

Upload Document

Browse to the picture you
intend to uplozad.

Destination Folder

Folder:
Specify the folder in this
document library where the I}
document should be saved. ’

Upload

Continuity of Operations Subcommittee (COOPSC) e

- Actions -

Settings «
Upload Picture ,‘_————- e

Upload a picture from your
computer to this library.

Upload Multiple Pictures
Upload multiple pictures from
your computer to this library.

2013 EMI SIG Annual M.

m|

R T

Upload Multiple Files...
Owerwrite existing files

@—— -

Il Cancel
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Upload Multiple Pictures

There are several ways to upload multiple pictures. The following is a stream-lined approach to adding

multiple pictures to a photo library.

Step

Action

1

Click the link to Photo Library (or subset) link on the Quick Launch Bar. Click to open the subset

link folder.

Click Upload (not the arrow).

Select Upload Multiple Files link.

On the Select Picture screen drag files and folder from your computer to this screen and then click

OK.

vl b~ (WIN

Files will begin to load and status will change from Remove to Done. Click Done.

] I l Slq Continuity of Operations Subcommittee (COOPSC)

Continuity of Operations Subcommittee (COOPSC) e

Mewi = ipload - Actions -
surveys
EMI SIG COOPSC Survey Type
for 2012 Fall Workshop

Conferencing There are no pictures to show in this view. To ad

Fzll Conference Call
Topics

EMI 5IG COOPSC 2013
Fall Live Meeting

COOP Virtual Tabletop

Lists
COOP Points of Contact

Action Items

Discussions
coop

COOP Photo Library

Photo/Images

EMI 5IG Annual Meetings o
LANL Picturas 4"'"--_-—

d 2 new picture, cick "Upload”,

Upload Document

Mame:

Browse to the picture you |

intend to upload.
e __*- Upload Multiple Files...

Overwrite existing files

Browse...

[ oK

Cancel
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Select Picture

werwrite existing files

_"ﬂ Drag Files and Folder:

0 out of 0 files uploaded
Total upload size: 0 KB

Cancel
Select Picture g x
Owerwrite existing files
Type MName Size Status
- 7678604844_02024c3618.jpg 169 KB Remove
- 8285007735_b5e19070bc.jpg 88 KB Remove
= EOCjpg Drag files to this 31 KB  Remove
i fire.jpg area from your 45 KB Remove
computer then
click OK.
! 0 out of 4 files uploaded
e Total upload size: 333 KB
\
Select Picture O x
Owerwrite existing files
Type Name Size Status
= ) Status
[ 7678604844_02024c3618.jpa 169 KB  Done
- 8285007739_b5el19070bc.j 88 KB D Changes
- _ —0oe cJpg °"® " to Done
= E.OC_.]pg 31KB  Done \ pon files
- fire.jpg 45 KB Done are
uploaded.
4 out of 4 files uploaded
Total upload size: 333 KB
Select Done to e
finish uploading.
T e |
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Download a Copy of a Picture to Your Computer

There are several ways to download a picture.

Step Action

1 Click the link to Photo Library (or subset) link on the Quick Launch Bar. Click to open the folder.

5 Locate the picture you want to download and click the box next to the file name. A check mark
will appear in the box. Note: You can select as many pictures as you want.

3 Click Actions arrow.

4 Select Download.

5 Select the size of the picture.
Note: If you want to send the picture into an open Microsoft Outlook message, Word document,

6 PowerPoint presentation, or Excel worksheet, click Send picture to. If you want to download the
picture to other places on your computer, click Download and follow Download Pictures screen
instructions to save the selected picture.

7 If you use Send picture to, select one open software to insert the picture and then click Send.

Site Actions = il

Slq Continuity of Operations Subcommittee (COOPSC) » EMI SIG Annual Meetings *
JES

©

Continuity of Operations Subcommittee (COOPSC)

New = Upload - Actions - Settings -
Surveys
e | Edit
EMI 5IG COOPSC Survey /_/‘ Open pictures in a picture
for 2012 Fall Workshop : editor.

Conferancing Delat
=late

Delete selected pictures.
Download *-_—-_——- e

Fall Conference Call
Topics

EMI 5IG COOPSC 2013
Fall Live Meeting | Copy pictures from this library
to your computer.
COOP Virtual Tabletop
Send To
Insert pictures inte an e-mail or
. document.
Lists
COOP Points of Contact [] 13-EMI-D1-040 = View Slide Show [[] 13-EMI-D1-043
View pictures in a slide show
Action ITtems = 5N format.
Open with Windows Explorar
. . Drag and drop files into this
Discussions library.
COoOoP

Connect to Outlook
Synchronize items and make
them available offline.

COOP Photo Library

Photo/Images

Sync To Computer

Make a synchronized copy of
this library available on your
computer.

EMI 5IG Annual
Meetings

i 3 13-EMI-D1-051 ) View RSS Feed 13-EMI-D1-069
LAULIEIC urss o O Ezi Syndicate items with an RSS ‘-\N
reader. e

Alert Me
Egop Documents 5_ Receive notifications when
1orary ‘.‘a itemns change.
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Surveys

EMI 5IG COOPSC Survey
for 2012 Fall Workshop
Conferencing

Fall Canfarence Call
Topics

EMI SIG COOPSC 2013
Fall Live Meeting

COOP Virtusl Tabletop

Lists
COOP Points of Contact

Action [tems

Discussions
coop

COOP Photo Library
Photo/Images

EMI SIG Annual Meetings

LAMNL Pictures

[ I I Slq Continuity of Operations Subcommittee (COOPSC) » EMI SIG Annual Meetings: Download Pictures

Continuity of Operations Subcommittee (COOPSC)

Use this page to select the desired size for the picture you are about to download. Click set advanced download options if you want to set a custom picture size or format.

Select size e

~

Download Pictures Select = sz

Select & size or set advanced download options.

Q) Fullsz=
~) Preview (690 x 480, JPEG)
{7} Thumbnail (160 x 120, IPEG)

Click below to send pictures into a document instead of downloading.

»

m

Dowvinload

J

e

Select either to send the picture to Microsoft
Qutlook, Word, PowerPoint, Excel
or
Download to another location on your computer.

Selected Pictures

13-EMI-D1-063.JPG

Send Pictures M

1 pictures selected
Where would you like to send these pictures?

Insert into an open file:

SharePointReferenceGuide-lw.doox

(=]

Select one and
then Send.

Microsoft Outlook message

Insert into a newy;

=

® ¥,

e

-
W‘l Microsoft Word document
® PUJ Microsoft PowerPoint presentation
_‘—u

Aw =1 Microsoft Excel worksheet

\ Options...

1“gend

l ’ Cancel
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Recycle Bin

Use the Recycle Bin to restore items that have been deleted from the site or to empty deleted items.

Step Action
1 Click Recycle Bin.
2 Click Item then select Restore Selection or Delete Selection.

COOP Documents
Library

COOP Subcommittee
Documents

Templates

Lessons Learned

HQs Plans

Site Plans

HQs Procedures

Site Procedures

HQs Exercise Packages
Site Exercise Packages
HOQs AARS

Site AARS

HGQs Training

Site Training
COOP Coordinator
Highlights
DOECAST Mess =
=ssage estore Selection X Delete Selection
COOP FAQs "\ ’
o I:‘ Type Name e Original Location Created By
X' This is a new dotUment.docx SNSEMB/EML/COOPWG/Subcommittee Bullard, Becky

4 Recycle Bin
L
= ! Documents

2 Al Site Content
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Use the Links list for displaying web page links that will be useful or interesting to the group members.

Add New Link

Step Action
1 Click add new link.
2 Key or paste in the web address (URL) and click Save.

Links - [

B EMI SIG

m

g Pandemic Influsnzs

Crrder-Medical Countermeasures Following a

8 Homeland Security Information for First Responders on
Mzintzining Operational Capabilities during 2 Pandemic

al Infrastructure Protection: Emergency Management and
- Information Sharing and Anahysis Center (EMR-

B Privacy/Security Motice
o Resst SharePoint Password

a http:/vvewe.fema.gov/guidance-directives

& Add new link A“"/’

Links - New Item

Save Cancel Paste Speling
Commit Clipb-oard Speling
URL * Type the Web address: (Click here to test)

Type the description:

Notes

Save ] | Cancel
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Setting Alerts

Setting up Email Alerts

Email alerts can be set to notify of additions or changes to any areas of the SharePoint site.

Step Action

1 Access the SharePoint site via the EMI SIG website or directly from your favorites (if saved).
Select SharePoint site link. The login screen will appear. Key in your SharePoint user name and
password. Note: Your password and user name will work for other EMI SIG SharePoint sites;

2 . )
however, you must contact Louise Wyatt at Louise.Wyatt@orau.org to request access to another
SharePoint site before logging in.

3 After logging in to the SharePoint site, you may update your user information by clicking your

Name (Last, First) in the upper right-hand corner of the screen and then clicking My Settings.

4 After opening My Settings, click My Alerts to open the alerts page.

In My Alerts, you will be able to set alerts to be notified by email when an item has been updated
or added. Click Add Alert to add or Delete Selected Alerts to delete an alert.

Note: Alerts must be added one at a time. Follow the screen prompts to set various alerts.

'- “‘W"' ‘@F'm'iw-‘  Internet Explorer provided b d —- ‘ -7 n
Q M http://orise.orau.gov/emi/defaulthtm - +s | X Ml =] Bing Jolmd

File Edit View Favorites Tools Help

. Favorites | 92 e Disaster Apps and Mobile... m http--www.pmi.org-Certifi... ﬁ http--www.pmi.org-Certifi.. ﬁ http--www.pmi.org-Certifi... m http--www.pmi.org-Certifi...

%] Emergency Management Issues Speci.. 5o~ v [=] mn v Page~ Safety~v Tools~ 0'

About EMI SIG  Centact Us _ SharePoint Sites  Site Map

0/5:”:ﬂ this site

Subcommittees & Working Groups Membership/Directory Annual Meeting Training & Products

EMI SIG SharePoint Sites

SharePoint is a collaborative content management system that allows
groups to set up a centralized, password-protected space for document

sharing, discussions, and posting events. e

EMI SIG SharePoint Sites

+ Annual Meeting Presenters

+ Continuity of Operations Subcommittee (COQPSC)
+ DOE Meteorological Coordinating Council (DMCC)
Emergency Public Information Subcommittee (EPI)
Exercise and Drill Subcommittee (EX-DRILL)

First and Field Responders Subcommittee (FFRSC)
Hazards Assessment Subcommittee (HASC)
Subcommittee on Consequence Assessment and Protective
Actions (SCAPA)

+ Technology Working Group (TECHWG)

Training Subcommittee (TS)

Select SharePoint site link.
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mailto:Louise.Wyatt@orau.org

@ My Regional Settings My Alerts‘-—- e

Account WEBA\becky.bullard

Name Bullard, Becky

Work e-mail becky.bullard@orise.crau.gov
About me

Picture

Department

Title

Bullard, Becky ~ (=g [
My Settings
%’ Update your i
& regional settings, an Last name Bullard

N
Sign in as Different User a Work phane

Login with a different account. Office

First name Becky

User name becky.bullard
Reguest Access
Email the site administrator to Web site

request additionzal permissions.
5 F Ask Me About
Sign Cut i
Logout of this site. Contact E-Mail Address

Maobile phone

Personalize this Page
| @ Add, remove, or update Web Crested =t 17/17/2007 2:43 PM by Cox, Terrie R. Chose
! Parts on this page. Last modified at 10/23/2013 11:00 AM by System Account

Bullard, Becky -

She Actions = g

| | | Slq Continuity of Operations Subcommittee (COOPSC) » My Alerts on this Site

Manage the settings of all your alerts for lists, libraries, and files on this site. Note that some alerts, such as

T = BT Eubcumm\ttaef%/ e Select to add or delete alerts. P>
Surveys

=i Add Alert X Delet= Selectad Alerts

stem generated task alerts, do not appear on this page.

EMI SIG COOPSC Survey
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Create a Survey

A list of questions and possible answers for surveying users may be created. This template allows for graphical
summary reports. Note: Most users do not have permission to create surveys. Please contact your ORISE
Coordinator for survey development.

Step Action

Click Surveys in the Quick Launch Bar. (If Surveys link not available in Quick Launch Bar, these
steps can be taken after clicking Lists from the Quick Launch Bar.

2 Click Create.

3 Scroll down and click Survey. Follow screen instructions to create and save the survey.

1

Displays all sites, lists, and libraries in this site.

Continuity of Operations Subcommittee (COOPSC)

Surveys = 0

EMI 5IG COOPSC Survey
for 2012 Fall Workshop
Conferencing

G_/) Site Worldflows

Fall Conference Call

Surves
Topics urveys

EMI SIG COOPSC 2013

Fall Live Mesting E=] Em1 s1G cooPSC 2013 Fall Live Measting

Lists
j EMI SIG COOPSC Survey for 2012 Fall Workshop
=l Ceonferencing

Action Items

. . ﬂ Fall Conference Call Topics
Discussions

coop

Browse From: Search Incta
Search Inst

Installed Items > Title « Type

. . N A Announcements
Filter By: Document Library External List Form Library Import Spreadsheet

Type: List

All Types > Categories: Communication
Library p— A list of news items, statuses and other
- k short bits of information.
List :7"-‘ ;
1% “
Page £ o

&= égg‘ | Name |
Issue Tracking Languages and Links Page More Options

Translators

All Categories

v

Blank & Custom
Collaboration

Communication

Content bl [ Use Scroll bar to
Data = select Survey
Tracking Picture Library Project Tasks Report Library Slide Library

He|

T
&

Status List Survey Tasks Translation
Management

=

Web Part Page Wiki Page Library -
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Respond to a Survey

Respond to a survey and view its results.

Step Action

1 Select and click the survey title in the Quick Launch Bar.

Click Respond to this Survey.

2
3 Follow instructions to respond to each survey question.
4 After completing all questions, click Finish to save your responses.

Bullard, Be:

Continuity of Operations Subcommittee (COOPSC) » EMI SIG COOPSC 2013 Fall Live Meeting » Overview

emi sig

benefit you and your continuity organization.

Continuity of Operations Subcommittee (COOPSC) e

Surveys =i Respond to this Survey Actions =
EMI 516 COOPSC Survay
for 2012 Fall Workshop
Conferencing

Survey Name: EMI SIG COOPSC 2013 Fall Live Meeting
_Fra”_CWFe"e”‘E call Surwey Description: The EMI SIG COOPSC is looking into doing a live meeting in place of
=L holding a Fall workshop due to budget cuts. Please take a faw

minutes to provide your suggestions on what would benefit you and

EMI SIG COOPSC 2013 Zire
your continuity organization.

Fall Live Mesting
Time Created: 10/1/2013 2:58 PM

Number of Responses: 1

Select survey
Lists

COOP Points of Contact

Action Items
E show a graphical summary of responses
) ) E show all respenses
Discussions
coopP

EMI SIG 013 Fall Live Meeting - New Item

o — Finish ] [ Cancel

Follow instructions to respond to each survey quegltniptggﬁéf:tu%r; oo

completing all questions, click Finish to save your responses.

Would you be able to attend an extended November 7, 2013 live meeting from one hour up to three
hours beginning at 1:00 p.m. Eastern time? Select yes or no.

What topic(s) would you like more information and for discussion? Select your top three choices
and/or identfy a different topic. *

[l eenchmarking
[#] Beyond Design Basis

[[] critical Infrastructure

D Continuity Readine issurance Report

I:‘ Epidemic and Pandemic Event Preparadness

D Planning: Basics of continuity planning

I:‘ Preparadness: Training, Testing, and Exercises

D Response: Motification, Activation and Relocation
Davalution of Contral and Direction

D Reconstitution: Pre-planning and coordination options

I:‘ Specify your own valua:

What guest speaker(s) would you suggest for the Fall live meeting? Please include name of person(s),
topic(s) and contact information.

I suggest Dale Leschnitzer from LANL would be a good speaker -
on the topic of Cyber Security.

m

View:

The EMI SI6 COOPSC is looking into doing a live meeting in place of holding a Fall workshop due to budget cuts. Please take a few minutes to provide your suggestions on what would

» (]

Overview +
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Keyboard Shortcuts

Common Keyboard Shortcuts

To Do This Press
Copy the selected item to the Clipboard. CTRL+C
Delete a document or selected item. CTRL+D
Export data to a List Data Archive file. CTRL+E
In a list view, find the next or previous item that contains the specified text. Inan CTRLA4F
open list item, find the specified text.
In an open list item, find the specified text, and replace it with specified text. CTRL+H
Import data from other sources. CTRL+I
Copy the selected item as a link. CTRL+L
Add an existing document to the workspace. CTRL+M
Print. CRL+P
Cut the selected item. CTRL+X
Paste from the Clipboard. CTRL+V
Undo the most recent action. CTRL+Z
Redo the most recent action. CTRL+Y
Go to the next item. F8
Go to the previous item. SHIFT+F8
Go to the next unread item. F4
Go to the previous unread item. SHIFT+F4
Mark the selected item read (remove unread markers). CTRL+F4
Mark all items read (remove all unread markers). CTRL+SHIFT+F4

Keyboard Shortcuts for Documents Tool

To Do This Press
Add an existing document to the workspace. CTRL+M
Delete a document. CTRL+D

Keyboard Shortcuts for Lists Tool

To Do This Press
Note: Keyboard shortcuts for 2010 Discussion tools are exactly the same as the 2010
Lists tool.
Delete the selected item. CTRL+D
Import data from other sources. CTRL+I
Export data to a List Data Archive file. CTRL+E
In a list view, find the next or previous item that contains the specified text. Inan CTRLA4F
open list item, find the specified text.
In an open list item, find the specified text, and replace it with specified text. CTRL+H
Enter the Designer to modify forms and views for this list. CTRL+SHIFT+S
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Keyboard Shortcuts for Calendar View

To Do This

Press

Create a new meeting.

ENTER (with no
meeting selected) or

CTRL+N
Open a selected meeting. ENTER
Save changes in a meeting without closing it. CTRL+S
Display the Month view. CTRL+1
Display the Week view. CTRL+2
Display the Day view. CTRL+3
Display the Work Week view. CTRL+4
Display the Work Month view. CTRL+5
Display all meetings in a list. CTRL+6
Display all active meetings in a list. CTRL+7
Go to a specific date. CTRL+D
Go to today. CTRL+T

Keyboard Shortcuts in an Open Calendar Meeting
To Do This Press

Display the meeting profile. CTRL+1
Display the meeting agenda. CTRL+2
Display the meeting notes. CTRL+3
Display the meeting summary. CTRL+4
Delete this meeting. CTRL+D
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