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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. 

3 

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 
questions 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. 

4 After the account is created, this link can be used to receive a temporary password, initially or at 
any time needed:  https://receivepw.orau.org. 

5 

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.  
 
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. 
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Changing Password while in SharePoint 

SharePoint passwords may be reset from within a SharePoint site. 

Step Action 

1 After accessing the SharePoint site, click the Reset SharePoint Password link under the Links 
section on the right side of the page. 

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

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.  
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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. 
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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. 

Tip 
Another way to create a shortcut is to drag the icon on the left side of the address bar (located at 
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 
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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. 

2 
The Top Link Bar displays a row of tabs at the top of every page in the site that help users navigate 
to other sites in the site collection (if there are any).  The first tab on the left-hand side is the Home 
tab. 

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

6 
The options on the Site Actions Menu can be viewed by clicking the down arrow beside it.  The 
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. 

8 The Ribbon Tab(s) assist in navigating among pages on the site.  Most SharePoint sites have the 
Browse Tab turned on by default. 

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

10 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. 
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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 

1 
Click the first tab in the Top Link Bar (the group name), use Back Arrow at top of the browser, or 
use the Navigate Up Icon.  
Tip:  You can also click the EMI SIG logo or the group name beside it. 
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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. 
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Announcements 

This list is used to share quick news items.  The user may attach one or more files.  If the user includes 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. 

2 
Enter information and click Save to keep the announcement.  Note:  Adding an Expires Date for 
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.   

 

 

 

 

 

EMI SIG SharePoint Reference Guide 14 11/2013 



 
Calendars 

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

Open the Calendar 

Step Action 

1 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. 
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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 

2 

In the Calendar – New Item screen, key in the title of the event (required field designated by an 
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. 
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Print a Calendar Event 

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

2 Right click the event screen to obtain the Print menu.  Tip:  Ctrl+P can be used instead of Steps 2 
and 3. 

3 Select Print. 
4 On the print screen, click Print. 
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Print a Calendar View 

Step Action 
1 Open the calendar (instructions on page 15) 
2 Select Calendar from the Calendar Tools tabs. 
3 Select the view (Day, Week, or Month) you want to print. 
4 Click the File tab.  Note:  Ctrl+P can be used instead of Steps 2 and 3. 
5 Select Print. 
6 On the print screen, click Print. 
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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). 
2 Click the Calendar under the Calendar Tools tab. 
3 Click Connect to Outlook in the Connect & Export Group. 
4 Click Allow. 
5 Click Allow again. 
6 Click Advanced. 
7 Click OK. 
8 Click Yes. 
9 Key in your FirstName.LastName, enter your password, and then click OK. 
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Discussions 

Create a New Discussion Topic 

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

Step Action 

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

2 Click Create. 
3 Click Discussion Board. 
4 Enter Name of discussion and click Create. 
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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. 
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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. 
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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 

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

2 Click the document. 
3 Click the Open in Word tab. 

4 
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. 
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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 
Click Documents Library (or subset) on the Quick Launch Bar and click the library containing the 
document you want to check out. 

2 Point to the document name and click on the box in front of the document name. 
3 Click the list arrow that appears. 
4 Select Check Out from the list. 
5 Click OK.    

6 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. 
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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. 

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

3 Point to the document name and click on the box in front of the document name. 
4 Point to the document name and click the list arrow that appears. 
5 Select Check In from the list. 

6 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.   
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Create a New Document 

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

Step Action 
1 Navigate to the library or folder in which you want to create a document. 
2 Click the Documents tab on the Library Tools Ribbon.  
3 Click the New Document drop-down arrow in the New group.  
4 Click New Document to open a new Word file.   
5 Click OK.  Click Save when you have finished the Word document. 
6 Enter a name for the file in the File Name box and click Save. 

7 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. 
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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. 
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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.  

8 
Click OK to upload the document to the designated library folder.  Note:  You may also upload a 
document through the use of the Library Tools ribbon tab.  The use of this tab is illustrated in the 
upload multiple documents instructions. 
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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 From the Quick Launch Bar, click the name of the Documents Library where you want to add 
the documents. 

2 Click Documents on the Library Tools ribbon tab and click the Upload Document drop-down 
menu arrow under the New group. 

3 Select Upload Multiple Documents. 

4 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.   

5 Click Choose Folder to select the SharePoint destination folder.  
6 When you are finished adding files and the destination, click OK. 
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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. 
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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. 

2 Click the name of the list to open it. 
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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. 
3 Click Save. 
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Add a New Item to a List (2) 

Step Action 
1 Click the name of the list to open it. 
2 Click Items on the List Tools Tab. 
3 Click New Item icon. 
4 Enter the information for the new item. 
5 Click Save. 
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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. 
2 Point to the list item and click the list arrow. 
3 Select Delete Item from the list  
4 Click OK. 
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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. 
2 Click the check box next to each item you want to restore. 
3 Click Restore Selection on the toolbar. 
4 Click OK. 
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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. 
2 Click Create to create a new folder.   
3 On the Create screen, click Picture Library icon. 
4 Key in a name for the folder.  Select Create. 
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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. 

 

 

 

  

EMI SIG SharePoint Reference Guide 46 11/2013 



 
Upload a Single Picture 

Step Action 
1 Click the link to Photo Library (or subset) link on the Quick Launch Bar. 
2 Click Upload arrow.  
3 Select Upload Picture. 
4 On the Select Picture screen, click Browse to select the picture to upload. 
5 Navigate to the Destination Folder. 
6 Click OK. 
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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. 

2 Click Upload (not the arrow).  
3 Select Upload Multiple Files link. 

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

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

2 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. 

6 

Note:  If you want to send the picture into an open Microsoft Outlook message, Word document, 
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. 
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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. 
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Links 

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. 
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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). 

2 

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; 
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.  

5 

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. 
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Surveys 

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 

1 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. 
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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. 
2 Click Respond to this Survey. 
3 Follow instructions to respond to each survey question.  
4 After completing all questions, click Finish to save your responses. 
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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.  In an 
open list item, find the specified text. CTRL+F 

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.  In an 
open list item, find the specified text. CTRL+F 

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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