SharePoint - Updated August 2020

***You need to use Google Chrome for SharePoint to work properly***

When you open the SharePoint link follow the page so it appears in your “Following list”.
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Syncing SharePoint to Your Computer

Syncing SharePoint to your computer allows you to easily create folders and upload/download files.

When you open your department page click on the “Documents” tab
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This will bring up the RTP folders we have set up for your Department. Now you will want to click the
“Sync” button.
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Home Documents Pages Site contents Edit

2 Search Documents -+ New ~ T Upload » & Quick ec B Export to Excel o~ Flow

It will now prompt you to open Microsoft OneDrive. Follow the instructions on the screen. You may be
required to update OneDrive. At the end tour will give you the option to open the folder. Once you open
the folder remember to “Pin to quick access” so you can easily find the folder. You can do this by right
clicking the folder name will “Queen’s University” and then clicking “Pin to Quick Access”.
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**|f you notice that SharePoint browser hasn’t synced with the computer (or vise versa) after you
upload documents click the “Sync” button again” in the SharePoint browser**
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{:} OneDrive is updating files...

From your desktop you can also manage SharePoint. Once

Queen's University

Processing 2 changes

Open your OneDrive - Queen's University folder

Open your Queen's University folder

Settings

View online
Pause syncing
Manage storage
Get help

Send feedback

Close OneDrive

synced to your computer it should show up as a blue cloud
in the bottom right hand side.

The box that appears will give you options on managing
OneDrive and will show you the how many, if any,
documents it is processing (i.e., syncing)

You can click “View Online’ to be taken directly to the web
browser for SharePoint. This brings you to your personal
OneDrive. You will have to click your RTP Library located on
the left of the browser. This version of SharePoint does not
allow you to manage permissions. To manage permissions,
you will then want to click “Go to site” in the top right side
(see below image).

Clicking “Open Folder” will open your personal OneDrive
storage and NOT the RTP SharePoint folder. To open the

RTP folder click “More” and then from the menu that pops
up click “Open your Queen’s University folder”.

Open folder
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it OneDrive
D Search everything

Crystal Tripple

RTP-FHS-OTOL

Documents

Shared libraries
Name - OTOL - RTP Process

Ll RTP-FHS-OTOL

ﬂ RTP Resource Repository
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Granting Permissions

Using the Ticket Option — This will allow you to easily share the files with individuals outside of
Queen’s.

e Select the file or folder you wish to share.

e Click “Copy link”

e A menu will appear and will automatically have the permission set as “People with existing
access can use the link”. To change this, click on it.

e More options will appear. You want to select “Anyone with the link”. Then ass in an expiration
date for the link and a password. No one should be given access to “allow editing”.

RTP‘FHS'CCM Internal
Home Dy X
~ Link settings
I Share @wnk Who would you like this link to work for? tename

Learn mare

Anyone with the link

Documents @ People in Queen's University
with the link

D Name People with existing access

@ *2019-202¢ Specific paople

[} 72020-2021 Qther settings

[T Set expiration date X

B Set password

Using Groups

e Using Groups — Section A Step 3 in Provost Handout titled “Recommended Electronic Renewal,
Tenure and Promotion (RTP) File Process using Microsoft SharePoint Online Communication
Sites”

e Colleagues — Creating a Group

o You can only add individuals to a group if they have a Queen’s email
o Click the gear
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o Then Site Permissions
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Settings

SharePoint
Add a page
Add an app

Site contents
Site information
Site usage
Change the look
Site designs

X

o Then advanced permissions settings

Site permissions

Manage site permissions or invite others

to collaborate

A Site owners
Katie Roberts
Gl Full control

Patricia Sherwin
Full control

~ Site members
None

. Site visitors
None

Create Group
BRUWXE FEKMISSIUNS
®
a&fy

o mon\ S

Grant

Modify

Home
Documents
Pages

Site contents

# EDIT LINKS

Advanced permissions settings

&% Permission Levels

Q ,“:4 Access Request Settings

Edit User Remove User  Check
Permissions  Permissions  Permissions ﬁS\leColactlo"Admmstr

Check Manage

Y\ There are limited access users on t

Name
RTP-FHS-OTOL Members
RTP-FHS-OTOL Owners

RTP-FHS-QTOL Visitors

o Add the name and the information in the “About Me” section. Leave the rest of the

O

options as they are.

In the name | suggest adding the initials of the applicant this group is for.

=  FHS-RTP-OTOL-CT-Colleagues

FHS-RTP-OTOL-Committee

4|Page



SharePoint - Updated August 2020

o Then click “Create”.

i SharePoint i \\—\ o
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People and Groups » Create Group

Home Name and About Me Description
. Type 2 name and description for the group. yﬁs
Documents
Pages About Me:
Site contents
.
Click for help about adding HTML formatting.
Owner
Tre oy m

Group Settings
Sped Who can vikthe membership of the group?

® Group Mangers Everyone
Who can edit the memgrship of the group?

® Group Owner Group Members

Allow requests to join/leave this group?
Yes

Auto-accept requests?
Yes

Send membership requests to the following pfail address

o Once you click “Create it should take you to the Group you just created. From here click
“New” and add in the Queen’s emails that you want to give access.

=  From this page you can also remove users, which you can do under the
“Actions” tab

_ People and Groups + FHS_RTP_OTOL- CT - Colleagues s
@ tions «  Settings ~ & View: Detail View -

o

FHs_RTP_OTOL- €T
Colleagues

o Enterin all of the names of the people you want to add to this Group. Click the “Show
Options” button. Unclick “Send an email invitation” — you will send an invitation when
you link the Group to the folder you want them to have access to. Then click “Share”
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Share 'RTP-FHS-OTOL' X

Invite people
peop Enter names or email addresses,

Shared with

HIDE OPTIONS

Send an emall invitation

conee

o If you were not taken directly to the Group you created, or need to go back to later, go
to “Site Contents”. Then click on “site settings”

i SharePoint —\\ N , - 0 & 7 @
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Contents  Subsites

o Under “Users and Permission” click on “People and Groups”

# EDITLINKS

Site Settings

Home Users and Permissions Look and Fes
ol I - tle descript A oo
Documents == Pegple ar.d groups T\.g. description, and loge
Site permissions Quick launch
Pages Access requests and invitations Change the lock

Site collection administrators
Site contents . i
Site app permissions
Site Actions
# EDITLINKS Manage site featuras
Enable search configuration export
Delete this site

Site content types

o Click on the group you want to edit from the left hand side. This will open the list of
individuals who have access.
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# eoru - . -p
_ People and Groups + RTP-RTP-TEST @
e To delete a group Click the “Settings” tab and then click “Group Settings”.
# EDIT LINKS
People and Groups » FHS_RTP_OTOL- CT - Colleagues o
Groups New - Actions ~ aSEtWQS -
RTP-FHS-OTOL
Members e Name Group Settings tme Department
Manage settings such as group name and permissions.
RTP-FHS-OTOL Crystal Tripple Health Sciences - Faculty of
Visitors View Group Permissions
View permissions this group has on sites, lists, and items.

RTP-FHS-QTOL

Owners Make Default Group
FHS_RTP_OTOL- CT Make this group the default group for this site.
- Colleagues
List Settings
More...

Manage settings such as columns and views.

Home

o Then click “delete”

_ People and Groups » Change Group Settings «

e Linking the Group to the Folder — Do only when you want to START giving access to the folder
o Gotothe “Documents” page —located either on the left hand side of the page (as in
above image) or on the top under the site name (as in below image).
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o Click the circle beside the folder/file name, it should turn blue with a white check mark.
o On the right side details about the folder/file should appear. If not click the button with

the ‘i’ in a circle. Then click “Manage access”.

s o -

uments 2 Share

Documents
/\/o 2
o Next click “Grant Access”
= Note —in some cases the “Grant Access” button
is not appearing on the top. Instead a button
will appear beside the “Direct Access” row
lower down in the menu. Click the plus sign and
then grant access. Click that and then follow the
next steps below.
RTP-FHS-OTOL
Documents
o Type in the Group name (or person) that you want to
give access and adjust the access permission to “Can
view”. Be sure to add in a message before clicking the
“Grant Access” button. **This will only work if they
have a Queen’s University email**
RTP-FHS-OTOL
Documents
o

Manage Access

e

If you do not have “Notify People” checked, or need to resend the link you can click the
folder/file you want to share and then click the “Copy Link” button which you can send

to them through your email

e Groups — Removing access
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o Click the circle beside the folder/file name, it should turn blue with a white check mark,
then go to “Manage access” — see the first image in linking groups to folders.

o Find the group you want to stop sharing with. Click the downward arrow to the right of
their name. Then click “Stop sharing”.

o The group will be removed from the list.

e Groups — Checking Permissions

RTP-FHs-OTOL

o First go to “Site Contents” then go to “Site Settings”

f Mew

o Click “Site Permissions”

_ Site Settings

Home
Documents
Pages

Site contents

SharePoint

BROWSE PERMISSIONS

[ 4 ¢ ]
& s
Grant Create

Permissions  Group

Grant

Home
Documents
Pages

Site contents

# EDIT1INKS

Ed
Permr

Users and Permissions

tion, and loge

People and groups
& Site permizsions —m—
s requests and invitations
administrators
ssions.

Change the lock

Tita Actions

o Now click on “Check Permissions”, this will open up a pop up. Enter the user name or
the Group you want to check the permissions for and click “Check Now”. You will now
see a list of all permissions that person or group has.

\\ S RTP-FHS-OTOL: Check Permissions * '
1

&% Permission Levels

[3 Access Request Settings
it User  Rem
Perr

nissions

[7 site Collection Administrators

Manage R | | |
: 3cﬂ=;< Now Close B

/A Some content on this site has different permissions from what youl Eermizsion levels given te Crystal Tripple (0= fimembershipl i ®gusansu.cs)
There are limited access users on this site. Users may have limited acces
& Tired of approving requests? Allow members to share with othersy

Modify

Name

RTP-FH5-OTOL Members

e Referees — Granting access

o You will have to send referees the link one at a time to ensure they are anonymous. If
you add all of the e-mail addresses at once everyone who is sent the link will be able to
see each other.
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o Go to the folder or file you want to share and click the circle on the left side of the
name. Then click “Share”. The access is default to only allow them to view the
documents.

= As per Article 30.8.11 in the collective agreement Referees should only be
gaining access to:
e Candidates full curriculum vitae
e Teaching dossier
e Scholarly work
o Enter the individuals email.

o Click the Outlook button. This will bring you to the web browser version of Outlook and
an email will be generated (second picture below). Add a subject and a message to the

referee.
= [fyou do not click the Outlook button and send the message directly from
SharePoint the email will go into the referee’s junk mail.

=  We recommend that you always send the email through Outlook to prevent the
message from going to junk mail/spam as well as it provides a more professional

appearance.
= Please remind referees that once they open the link they will be sent a

verification code to their email that they have to type in. This code lasts only 15

minutes and is usually sent to spam/junk mail.
o You must do the above for each referee, the link that is generated is specific to the
email address you enter into SharePoint.

SharePoint = e
= Send B Attach v Protect Discard ]
Only people with existing access can view Section C - Application. Try clicking the link to change its permissions.

Cc

https://queensuca.sharepoint.com/:f:/s/RTP-FHS-OTOL/EUWHR7hK7hSOv_cHkImQE-wBJUIG_h0q-ZTvENFYITXLXg?email=af136%40queensu.ca&e=PsOnvs

Section C - Application v X

—  Sha

n

Crystal Tripple

Staffing Assistant

Faculty of Health Sciences
Macklem House, 18 Barrie Street
Queen's University

Kingston ON K7L 3N6

Tel: 613.533.6000 ext. 77563

**The contents of this e-mail are confidential to the addressee and are intended solely for the recipients use. If you are not the addressee and you have received this e-mail in error, any
disclosure, copying, distribution or action taken in reliance on it is prohibited and may be unlawful.**
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e Referees — Removing access

o If you made a new folder for referees all you have to do is delete the folder.

o Toremove access to the links given, you will want to click the circle beside the
folder/file name, it should turn blue with a white check mark, then go to “Manage
access”.

o Under “Links Giving Access” you will want to click the downward facing arrow, then the
list of people with access will appear.

o Click the ‘X’ beside the individual’s name you want to remove access to. A pop up will
appear, click remove.
o Access is now removed.

RTP-FHS-OTOL B e

Manage Access

wcevdl™
crystaltripple12. D 2

e Committee Member Access to the RTP Site
o Do once the committee needs access.
o To grant the committee access to the whole site go to “Site Contents” Then click on “site
settings”. This will give them view access to the ENTIRE site and this access needs to be
removed before the file is given to the Department head.

222 iSharepdint e Sy, e

RTP-FHS-OTOL i . vty

Contents S

o Under “Users and Permission” click on “People and Groups”

_ Site Settings

Home Users and Permissions

o r -
Documents === Paople ar.c\ groups

Site permissions
Pages requests and invitations

llection administrators
permissions

Site contents

# EDITLINKS

Delete this site

Site content types
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o Then click on the RTP-FHS-‘department name’ — Visitors. Then click “New” and add all of
the emails (must be Queen’s emails). Add in a message. If you click “Show Options” it

will default to sending an e-mail invitation. If you are ready to give the committee access
just click “Share”.

_ People and Groups + RTP-FHS-OTOL Visitors a
Al

o Before the folder is given to the Department head the committees access needs to be
removed. To do this go to the group, click the box beside the names of the people you
want to remove access. Then click “Actions”. Then “Remove User from Group”.

_ People and Groups » RTP-FHS-OTOL Visitors «
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