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1 Introduction to SharePoint

SharePoint Server is a platform used to securely store, organize, share, and access
information from almost any device.
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1.1 SharePoint Products

m  SharePoint Server Organizations can deploy and manage SharePoint Server
on-premises. It offers additional features and capabilities, such as Enterprise Content
Management, business intelligence, enterprise search, personal sites, and Newsfeed.

m SharePoint Online A cloud-based service, hosted by Microsoft for businesses of all
sizes. Instead of installing and deploying SharePoint Server on-premises, any business
can subscribe to an Office 365 plan or to the standalone SharePoint Online service.
Your employees can create sites to share documents and information with
colleagues, partners, and customers.

m  OneDrive for Business Sync A desktop program that you can use to sync
documents from a team site or OneDrive for Business to your computer for
offline use.

1.2 Training Requirements
m Laptop or desktop connected to the ACHPR network

m A web browser such as Microsoft Edge, Internet Explorer 11, Internet Explorer 10,
Latest Chrome version, Latest Firefox version and latest Apple Safari version



1.3 ACHPR

SharePoint has been introduced into the ACHPR as a tool for collaborative tasks on

files and documents. SharePoint is not a file storage system.

1.4 SharePoint Terminology

SharePoint Site

The SharePoint site is the overall ACHPR SharePoint site
from which department and team sites are created.

Primary Site Collection

Each team or department site is a site collection.

Subsite A team site within an existing primary site collection.
Library A library can be created to hold a certain type of file

or document or relate to a particular project or task.
Folder Folders can be used to group documents and files.
Permissions These are set by the Site Owner and will determine what

libraries, folders or documents a SharePoint user can
share, edit or view.

Collaboration

Sharing work in SharePoint. Most collaboration will be
on shared documents where several SharePoint users
may be updating the same documents.

Document Sharing

To share a file or document with a SharePoint
Admin for collaborative working or just to view the
content.

SharePoint End Admin

Everyone who has permissions to use the content of a site,
other than the Site Owner.




SharePoint Calendar

A shared calendar for everyone in the SharePoint team
to view.

SharePoint Tasks

Shared tasks for everyone in the SharePoint team. Can
be used to keep track of group projects and assign tasks
to a particular SharePoint user.

Contacts Shared contacts for everyone in the SharePoint team to
use. Can be exported and used in Outlook if required.
Ribbon A context sensitive menu bar which appears at the top

of a SharePoint page.

SharePoint Page

A SharePoint screen of information.

Lists

A list of contacts or tasks within SharePoint.

2 Understanding the SharePoint Interface

| Log into the SharePoint Portal by typing in
https://africaunion.sharepoint.com/sites/ACHPRDMS in the browser address bar

Press the enter

The browser should load the image the below



https://africaunion.sharepoint.com/sites/ACHPRDMS
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2.1  Logging out SharePoint

[ Click on your user name at the top right- hand corner of the SharePoint team
site window

[ Click Sign out
Close your browser
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3.1  Whatis available on the home page

When you get your new SharePoint site, most of the features you need to use
will already be there. As you will see from the top navigation menu, you have:



[ | Documents
[ | Sessions

[ ] Resources
[ Links

These items are ready to use, and when you click, the Home page will be replaced by the page you
select.
On the right of the home page itself, you will see quicklinks to these pages:

[ Sessions Management
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Welcome to ACHRP Library. You can browse through
our collection of 3967 physical books.
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3.2 Document Library Tiles
These tiles on the Homepage take members to different document libraries within the ACHPR website.
Members can view document libraries for the units they have permissions for. Document libraries can
be assessed by either of these 2 options



m By Unit
m By Category

Document Library By Unit

DOCUMENT LIBRARIES BY UNIT
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When members click on any unit, they are redirected to the unit’s page from where they can see its document library
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On clicking, users are directed to a particular document library under its specified unit.



it SharePoint O Search this library
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3.3 Sharepoint Page Content

m To Edit Site Pages
m At the top right corner of the sharepoint ribbon, click on Edit

G Edit v A

m  Add a section by clicking on the Eicon on the left

Save as ¢

m Hover at the center top of the section to add a web part



Add a new web part in column one
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m Select the web part you want to add and click on the % icon to edit it
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m Click on Republish to save changes

Your draft has been saved [ Republish

3.4  Sharepoint site permissions

m  On your site, go to the £x settings icon and select Site permissions

I - BXS
Settings X

SharePoint
Add a page
Add an app
Site contents

Site information
~  Apply a site template
Site usage
Site performance
Schedule site launch
- Change the look

" Microsoft 365

© Viewall

m Click on a user role to see the users under it



I Permissions X

Manage who has access to this site.

e
Site owners - full contro| ©
- ~  Site members - limited control ©
~ Site visitors - no control ©
Site Sharing

Change how members can share

Guest Expiration

~ Your organization does not require guest
access to expire.

Manage

There are additional groups or people with
permissions on this ste. To see them, please
visit Advanced permissions settings.

m Click on the arrow v beside the user’s name to edit their permissions or remove them

Permissions X

Manage who has access to this site.

~  Site owners - full control ©

achpr.cms
Full control

M Read

Edit

<5 Remove

m Click on Advanced permission settings at the bottom to see all site permissions
ct
There are additional groups or people with

permissions on this site. To see them, please
visit Advanced permissions settings.

m Click on Permission levels at the top of the Sharepoint ribbon

SharePoint

BROWSE PERMISSIONS
&7 Permission Levels
& o Q =
+ o8 57 Access Request Settings

Create  Edit User Remove User  Check
>ermissions  Group  Permissions Permissions  Permissions [T Site Collection Administrators

Grant Modify Check Manage

m Configure Permission Levels

# EDIT LINKS

Permissions » Permission Levels o

HOME
Add a Permission Level | X Delete Selected Permission Levels
DOCUMENTS
Permission Level Description
SESSIONS
RESOURCES Full Control Has full control.
STAFF LIST Design Can view, add, update, delete, approve, and customize.
LINKS Edit Can add, edit and delete lists; can view, add, update and delete list items and documents.
gﬁgE MANAGEMENT Contribute Can view, add, update, and delete list items and documents.
YSTEM
Read Can view pages and list items and download documents.
LIBRARY MANAGEMENT
SYSTEM O esic
WEBSITE O asicview VIEW PAGE IN A WEBSITE
TO PROVIDE BASIC ACCESS FOR ALL STAFF
ONE-DRIVE NO ACCESS TO DOC LIBRARIES

3.5  Creating Custom Permission levels

m  Go to settings and select Site Permissions



m Click on Advanced permission settings at the bottom to see all site permissions
m Click on Permission levels at the top of the Sharepoint ribbon
m Click Add a Permission level

ZAdd a Permission Level |
Permission Level

m  Customize the new permission level and click Create

([ Manage Alerts - Manage alerts for all users of the Web site.

([0 Use Remote Interfaces - Use SOAP, Web DAYV, the Client Object Model or SharePoint Designer interfaces to access the Web
site.

([ Use Client Integration Features - Use features which launch client applications. Without this permission, users will have to
work on documents locally and upload their changes.

(W] Open - Allows users to open a Web site, list, or folder in order to access items inside that container.

([ Edit Personal User Information - Allows a user to change his or her own user information, such as adding a picture.
Personal Permissions

[J Manage Personal Views - Create, change, and delete personal views of lists.

[J Add/Remove Personal Web Parts - Add or remove personal Web Parts on a Web Part Page.

([J Update Personal Web Parts - Update Web Parts to display personalized information.

‘ Create ‘ Cancel

3.6 Adding new user to a site

m Click on Settings on the site and go to site permissions
m Click on Advanced Permission Settings
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m Click on the permission level you want to add the user to
m Click on New and select Add users

# EDIT LINKS

W) People and Groups » A(

Groups New ~  Actions ~ Settings ~
ACHPR DMS
Members Add Users ’
Add users to this group.
ACHPR DMS Visitors (@) Abiola mowu-L_Md Users
ACHPR DMS Owners — ArLIRP Linie, T

m Invite the user you want to add and click Share



3.7

Share 'ACHPR DMS' x

Invite people
REREEET Enter names or email addresses.

Shared with

Include a personal message with this invitation (Optional).

SHOW OPTIONS

Site Collection features

Site collection features determine everything from the use of workflows to the online help
collection that should be available to users. Most site collection features are turned off by

default, but you can easily change that.

Add features to your site

Go to Settings and Select Site contents in the top menu bar

Settings X

SharePoint

Add an app
Site contents

Site information

Site permissions
Apply a site template
Site usage

Site performance
Schedule site launch
Change the look

Click Site settings at the top right corner of the sharepoint ribbon

&) HOME DOCUMENTS SESSIONS RESOURCES LINKS Edit

-+ New v 4 Siteusage (> Site workflows

Contents  Subsites

Click Site collection features under the Site Collection Administration heading.

{ ’ 3 . .
.
\~z Site Settings
HOME Users and Permissions Look and Feel
DOCUMENTS People and groups Title, description, and logo
Site permissions Quick launch
SESSIONS Access requests and invitations Change the look
Site collection administrators
RESOURCES Site app permissions
STAFF LiST Site Actions
. X Manage site features
LINKS Web Designer Galleries Enable search configuration export
Site columns Delete this site
(CASE MANAGEMENT
G Site content types
LIBRARY MANAGEMENT Site Collection Administration
e Site Administration Recyde bin
Regional settings Search Result Sources
WEBSITE Language settings Search Result Types
y Export Translations Search Query Rules
ONE-DRIVE Import Translations Search Schema
Recent User alerts Search Settings
Search Configuration Import
. Workfiow settings Search Configuration Export
/' EDITLINKS Term store management Site collection features

Site hierarchy
Site collection Activate or deactivate features that provide
Search Portal site con additional Web Parts, pages, and other
Result Sources Content Type | functionaltyto ites in tis site collection.
ome features may require activation at the
Result Types Storage Metric
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5@2 Site settings



m Click Activate to enable the site collection feature of your choice

LINKS

Settings » Site Collection Features

Name st
Aggregated Business Calendar

Activate
Displays multiple business calendars in an overlay alongside Exchange and SharePoint calendars

Content Type Syndication Hub
Activate
Provisions a site to be Enterprise Metadata hub site.

Cross-Site Collection Publishing
Enables site collection to designate lists and document libraries as catalog sources for Cross-Site Collection Publishing.

Activate

Ll I o A

Custom Site Collection Help
Creates a Help library that can be used to store custom help for this site collection.

Activate

Disposition Approval Workflow

€

Activate
Manages document expiration and retention by allowing participants to decide whether to retain or delete expired documents.

Document ID Service
Activate

E

Assigns IDs to documents in the Site Collection, which can be used to retrieve items independent of their current location.

Document Sets

B2 ] provides the content types required for creating and using document sets. Create a document set when you want to manage multiple documents as a single work Activate
product.

m Click Deactivate to disable the site collection feature.

3.8  Navigating around your SharePoint Site

Use the top navigation menu or quicklinks to move through the various pages of the site.
To Return to the home page

m Click the “Home” link, which is in the top left-hand corner.

4 Working with Document Libraries

4.1  To create a library

m Click on New at the top left of the page
m Click Document Library from the drop-down menu



SharePoint P search this site

\"!__ HOME DOCUMENTS SESSIONS RESQURCES ~ LINKS ~ sdit

+ Mew P Translation 3 Pagedetsils [ Analytics

List
Doeument library AFRICAN COMMISSION ON HUMAN AND PEOPLE'S RI

Page

m =z @ & =

Space

MNews post

©)

News link

App

SESSIONS MANAGEMENT

Enter =

m Create a name for your document library
m Click Create

3! SharePoint £ search this site

HOME

Create document library

Y | Etwell
é Name

AFRICAN COMMISSION ON HUMAN AND PEOPLE'S RIGHTS: DOCUMENT MANAGEMENT PORTAL

ie

Description

Show in site navigation

Cancel

TENT SYSTEN

Only Admins with permission can create document libraries

4.2  Toremove a SharePoint library

m Open the library you want to delete

m Click on the £} icon at the top right of the Screen to go to Library Settings

i Starepoint el -

OFFICE OF THE SECRETARY TO THE COMMISSION [l ~

Y Name Medified Modified 8y Add column

Agends

®@ @ o @ & ©

Annual Work Plan

End-of-year Performance Report

Settings X

SharePoint

Add a page

Add an app

Site contents
Library settings
Restore this library
Site information
Site permissions
Apply 3 site template
Site usage
Change the look



4.3

Click on Library Settings

Click on More Library Settings

l O search this library < el 2 (a)

RCES LINKS

Library settings X
o Sync ] Add shortcut to OneDrive T Pin to Quick access i Export to Excel
Name *
| OFFICE OF THE SECRETARY TO THE COMMIS |
VIISSION @i
Description
Modified Modified By Add column

Office of the secretary to the commission ‘

More library settings

m ‘ Cancel

Click on Delete this document library

General Settings Permissions and Management Communications
8 1ist name, description and navigation 8 Delete this document library B KSS seftings

2 Versioning settings 8 Permissions for this document library

8 Advanced settings 8 Manage files which have no checked in version

= Validation settings = Enterprise Metadata and Keywords Settings

8 Column default value serrings 8 Informarion management policy sefrings

= Audience targeting settings

= Form settings

Columns

A column stores information about each document in the document library. The following columns are currently available in this document library:

Column (click to edit) Type Required
Title single line of text
Description Multiple lines of text

Click OK on the dialogue box that pops up to complete the action

Create a folder

Folders can help to organize documents in a library and will help the team

to find the documents they need to work on.

To create a folder

Open the library where you want to create a folder

Click on New
Click Folder



iii  SharePoint

/O Search this library

@ HOME DOCUMENTS SESSIONS RESOURCES LINKS
Folder
&
@ Word document ‘TARY TO THE COMMISSION %
B Excel workbook
Modified
=] & PowerPoint presentation
November 13, 2022
i OneNote notebook
@ @ Visio drawing an November 13, 2022
@ Link formance Report November 13, 2022
£ Edit New menu Jles November 13, 2022

-+ Add template

[ SN——

m Type the name of the Folder
m Click Create

Create a folder

Rluambar 12 2032

Edit

Modified By

achpr.cms

achpr.cms

achpr.cms

achpr.cms

2 mrn e

Enter your folder name

You will now see your new folder listed in the Library.

4.4 Delete a Folder

To delete a folder:

m Open the library containing the folder

+ Add column

m Click on the ellipses B icon or right click on the folder you want to delete

T Upload ~ [ Editingridview 2 Sync 5] Add shortcut to OneDrive  F Pin to Quick access 6l Export to Excel
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Share
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Copy link

[ Name - Manage access lodified By + Add colum

& B ... Download P
©® Agenda 2 & P

Add shortcut to OneDrive

T Annual Work Plan hpr.cms
Delete

__ End-of-year Performance Report thpr.cms
Automate >

T Meeting Schedules thpr.cms
Rename

T Mid-Year Performance Report Pin to top hpr.cms

T Minutes of Meetings Move to ihpr.cms
Copy to

T Strategic Plan 24 hpr.cms
Alert me

wg Time-Table for ACHPR SharePoint.docx hpr.cms
More >
Details

m Select Delete from options displayed

m Click Delete on the popup dialogue box to complete the action

Delete? X

Are you sure you want to send this item to the site recycle bin?

4.5  To sync a library with your computer

m  Open the library you want to sync
m Click on Sync. Ensure you are signed into OneDrive.

SharePoint L Search this library

@ HOME DOCUMENTS SESSIONS RESOURCES LINKS + Edit

T Upload v B Editingridview Z@ Sync 5] Add shortcut to OneDrive

m At the Prompt, click Sync now to start syncing



4.6  Upload a document into SharePoint
m To upload a document into SharePoint:
m  Goto the library you want to upload the document to

m  Click on Upload at the top right of the screen
m  Select File

& HOME DOCUMENTS SESSIONS RESOURCES LINKS Edit

1T Upload ~  E5 Editingridview Z& Sync ) Add shortcut to OneDrive  F Pin to Quick access

Files
OFFICE OF TI Folder HE COMMISSION IV ~
Template
[ Newe Modified Modified By + Add column
Agenda November 13, 2022 achpr.cms
Annual Work Plan November 13, 2022 achpr.cms

m  Select the File you want to upload from your computer

Click Open
X @ is creating a training me X
> Do.. » OAGF.. v @] Search OAGF Scans P
der =- 0 @
O Name Date modified Type
G how_.. 6/20/2023 1:48 PM Chrome HTML
~ Earlier this month Drive L Pin to Quick access Ex
G BCG-l... 6/13/2023 4:38 PM Chrome HTML
G PLAT.. 6/13/2023 4:38 PM Chrome HTML
@ 2023.. 6/12/2023 2:45 PM Chrome HTML
G Plate..  6/9/2023 5:23 PM Chrome HTML Select a file to
@ Plate..  6/9/2023 5:18 PM Chrome HTML preview. g o " add column
@ Inves... 6/9/2023 5:17 PM Chrome HTML
G Inves... 6/9/2023 5:09 PM Chrome HTML
@ wWw.. 6/9/2023 416 PM Chrome HTML
» Last month
G LG In.. 5/16/2023 5:19 PM Chrome HTML
1ame: | v | All Files v

Cancel

Your file or document will now be copied to SharePoint

» To upload multiple documents to SharePoint:

m  Open your folder in SharePoint and open Windows Explorer

M E



m In Windows Explorer, navigate to the group of files you wish
to upload to SharePoint and select them

@ open X
< v~ E > Dowments > v O Search Documents »
Organize ~ New folder = - 1 o
~ . | commm—
@ OneDrive - Persor O Name Date modified Type SRS
.@ Deve.. 6/21/2023 4:57 PM Microsoft Word
&l Desktop » .@ Eliza..  6/20/2023 8:00 PM Microsoft Word
. Downloads # .e Eliza..  3/27/2023 11:54 PM Chrome HTML [
-] Documents  # @@ Gami.. 6/21/2023 457 PM Microsoft Word
q .
Sarah Millican 14 .c lhub ...  3/6/2023 5:59 PM Chrome HTML | son
6 Musi » .G Kevin... 5/30/2023 9:46 AM Chrome HTML [ WIN
usic =
u Meet.. 5/18/2023 1:28 PM Text Document E
i v
i3 videos * Nort..  9/13/2022 12:05 PM Microsoft Excel 4
Wotaku Koi wa# Nort. —0/12/2022 10:58 AM Microsoft Excel
Templates & @ Octo.. 6/19/2023 5:48 PM Microsoft Word
PR Pictures » @ PAT..  12/22/2022 843 AM Chrome HTML [
Yofukashi No Uta Phon.. 9/12/2022 6:18 PM Microsoft Excel
Screenshots @ pra .. 10/4/2022 1134 AM Chrome HTML |
L} -
File name: ‘"Kevin Werbach, Dan Hunter - For th ‘ All Files v
T Minutes of Meetings November 13, 2022 achpr.cms
m Click Open

4.7 Create Alerts for Document Libraries

This walk-through will show you how to create an alert for a document library to notify you when the
list is changed. This walk-through will only work if your SharePoint server is connected to a valid
email address.

m  Go to the library you want to create an alert for
Click on the ellipses [ at the top navigation ribbon
m Click on Alert me

SharePoint /O Search this library

) HOME  DOCUMENTS  SESSIONS ~ RESOURCES ~  LINKS v~ Edit

T Upload ~ B Editin grid view G Sync 51 Add shortcut to OneDrive  Fid Pin to Quick access 29 Automate v — All Document
B Integrate >
OFFICE OF THE SECRETARY TO THE COMMISSION [y ~ [ Alert me

[ Manage my alerts
] Name v Modified ~ Modified By ~ + Add column



m Specify the details of your alert click OK
Alert me when items change

OK Cancel

Alert Title

Enter the title for this alert. This is included in the STAFF LIST
subject of the notification sent for this alert.

Send Alerts To
Users:
You can enter user names or e-mail addresses.
Separate them with semicolons. achpr.cms x

Delivery Method
Send me alerts by:

@ E-mail achpr.cms@africa-union.org
Text Message (SMS)
Send URL in text message (SMS)

Specify how you want the alerts delivered.

Change Type

Only send me alerts when:
Specify the type of changes that you want to be
alerted to. @ All changes

(O New items are added
(O Existing items are modified
(O Items are deleted

4.8 Remove a document in SharePoint

Please note that if a document is deleted from SharePoint or placed in a different
library or folder, any shared links sent to someone outside of SharePoint will no
longer work. If a shared document is moved to a new location, a new share
invitation should be created so that a new link can be used.

m To remove a document in SharePoint:
m Open the document library or folder
m Select the document you want to delete

m Click on Delete at the top right

SharePoint L Search this library .

o \'_', HOME  DOCUMENTS  SESSIONS  RESOURCES v LINKS + Edit
® 8 Editin grid view Open v (& Share G Copylink | Download Yy Favorite  [i] Delete
OFFICE OF THE SECRETARY TO THE COMMISSION > Agenda
0
O Name v Modified Modified By v + Add column

=]

Test - Etwell November 22, 2022 achpr.cms
® @ o) ACHPR SharePoint Training.... & - November 22, 2022 achpr.cms

m Orclick on the ellipses & beside the chosen document or right click on the document

m Click Delete



it SharePoint O search this library _

Open >
o ® HOME  DOCUMENTS  SESSIONS  RESO Edit
Preview
® 3 Editingrid view Open v~ @& S| sh Download Yy Favorite T[] Delete X 1selected
are
® Copy link
OFFICE OF THE SECRETARY TO THE COMMISE
Manage access
0 Favorit
[y Name - avorite lodified By ~ + Add column
B Download
Test - Etwell shpr.cms
Delete
@ © [0 ACHPR SharePoint Training.... & - shpr.cms
Automate >
Rename
Pin to top
Move to
Copy to

Version history
Alert me
More >

Details

m Click OK to confirm deletion

5  Working with Lists

SharePoint lists are collections of information or items. Items can be referred to as metadata,
fields, or properties, while the rows in the list are referred to as the list.

5.1 Creating a new list

m Click on @ icon on the left navigation panel and choose list.

SharePoint L Search this site
O Create o NS RESOURCES v  LNKS v Edit
® etails Analytics Published 28/04/2023 ()~ Etwell Karikoga is editing this page () Edit v
L e
. 'N ON HUMAN AND PEOPLE'S RIGHTS: DOCUMENT MANAGEMENT PORTAL
age
(] $ J Shagvepam!
5 D it
RN o :
E
|® *;‘? Spreadsheet SESSIONS MANAGEMENT
"*) Excel

ﬁ " Presentation
PowerPoint

e

CASE MANAGEMENT SYSTEM

ﬁ Notebook
OneNote
(= List

iy

LIBRARY MANAGEMENT SYSTEM

= Lists

m To create a list from scratch, Click on Blank List or import data from an existing list, Excel or CSV



Create a list X

+ = G

From existing

Blank list From Excel From CsV
Templates
From Mi From your
‘, !
CIE \\
(A
= bE i L
Issue tracker Employee onboarding Event itinerary Asset manager Recruitment tracker
Track issues and bring them to Manage your new employee's Organize all your important event Keep track of all devices in your Keep everyone informed as you
closure in this list. onboarding process from day 1. details in one place, so everythin organization, and when they are recruit, interview, and hire new.

To create a list using a template, Click on one of the templates available from Microsoft or From
your organization
Preview the template and click Use Template.

ﬂ Issue tracker x

Track issues and bring them to closure in this list.

o Issue Issue descripti... -~ Priority - Status Assigned to Date repor
P t% Illustration for empty state is wrong Design updated the Blocked 5/1120

illustration for empty
Employee onbo... state, but this page

still shows the old
illustration. Needs to
be updated asap.

Button has wrong color The new button is light In progress. 4/28/20
blue in color, it needs

to be a darker blue,

please look at the

style guide to find the
right color value for it

Hangs after saving Ul When an emal is Duplicate 4125/20
saved, the Ul hangs

and becomes

unresponsive for > 5

Asset manager minutes. This isn't a

good experience for

- - our users, we should
— ’A." try to give them an in-

< Back Use template Cancel

Customize your List and click Create.

Name *

Issue tracker

Description

What is your list about?

Choose a color

Choose anicon

Blesos+wvovois @
b @ & A & W =

Save to *

’ ® My lists v




5.2 Exporting List Data

m Click on Export at the top ribbon of the List
m Click on the format you want to export the data to

Microsoft Lists L Search this list

+ New F= Editin grid view 12 Share Export v #% Automate v [ Integrate

Export to CSV
ACHPR DMS

STAFF LIST Export to Power BI

Your list will be downloaded to your computer

5.3 Import Excel Spreadsheets to Lists

m Click on The List icon on the right panel and go to the list you want to import the sheet from

SharePoint

@ \!! m DOCUMENTS SESSIONS RESOURCES ~

S + New v @ Translation £ Page details Analytics
AFRICAN COMMISSION ON HUMAN

O

B8 wmylsts

®

m Click on New at the top left of the screen

Microsoft Lists L Search this list

] Editin grid view & Share K3 Export v  #% Automate ~ 7 Integrate

n ACHPR DMS

m Fill the details of the document and click on Attach file to select a document from your computer



B save X Cancel @ Copylink - X

NAME

Add column
TITLE

UNIT
E-MAIL

Attachments
th

U Attach file

Find items v

Select the spreadsheet you want to import. It should be a .xlsv file
Click Open to Complete the action

5.4 Add alerts for lists

m  Gotothelist
m Select the ... (ellipses), and then select Alert Me.

Microsoft Lists O search this list

+ New f5 Editin grid view 1 Share 3 Export ~  #% Automate v [ Integrate v

0 Alert me
ACHPR DMS

STAFF LIST >t [ Manage my alerts

m In the Alert me when items change dialog, select and change the options you want.

. X
Alert me when items change

Text Message (SMS)
Send URL in text message (SMS)

Change Type
Only send me alerts when:
Specify the type of changes that you want to be
alerted to. @ All changes
O New items are added
O Existing items are modified
O Items are deleted
Send Alerts for These Changes
Send me an alert when:
Specify whether to filter alerts based on specific .
riteri. You may also restrict your alerts to only @ Anything changes
include items that show in a particular view. O Someone else changes an item

O Someone else changes an item created by me
O Someone else changes an item last modified by me

When to Send Alerts
Specify how frequently you want to be alerted. @® Send notification immediately
(mobile alert is only available for immediately send) O Send a daily summary

O Send a weekly summary

Time:

oK Cancel

m To save, select OK.

5.5 Configure Content Approvals/ Version History

m  Gotothelist
m Select Settings on the sharepoint ribbon and then List settings.



= Merosontees o S

B Editingrid view 12> Share Il Export v £ Automate ~ [P Integrate -

Settings
ACHPR DMS
STAFF LIST 5t Microsoft Lists

Recycle Bin

List settings
UNIT Title TITLE v E-MAIL + Add column

m In the General settings section, select Versioning settings.

("""' \ # EDIT LINKS
) ,
s~ STAFF LIST » Settings
HOME List Information
DOCUMENTS Name: STAF
Web Address: https
SESSIONS Description:
RESOURCES
STAFF LIST General Settings
LINKS
CASE MANAGEMENT @ List name, description and navigation
SYSTEM = Versioning settings
LIBRARY MANAGEMENT 8 Advanced settings
SYSTEM = Validation settings
WEBSITE = Audience targeting settings
ONE-DRIVE o Form settings

m Inthe Content Approval section, select Yes in answer to the Require content approval for
submitted items?

m Inthe Item Version History section, specify whether you want to create versions each time an
item is edited. You can also choose to limit the number of versions that are retained.

m Inthe Draft Item Security section, determine which users can see draft items in the list.

m  You can choose the option you want

Content Approval

Specify whether new items or changes to existng items shoul reman in 3 raft sate unti they have been approved. Learn about requrin
approval. y ? ! o cauiing Require content approval for submitted items?

O Yes @ N

Item Version History
Create a version each time you edit an item in this list?

Specify whether a version is created each time you editan ftem in thislst. Lear about versions. °
@ Yes O No

Keep the following number of versions:
50
Keep drafts for the following number of approved versions:

Dratt Item Security

Drafts are minor

 versions or items which have not been approved. Specify which users should be able to view drafts in this list. - Learn about
specifying who can view and edit drafts,

Who should see draft items in this list?
Any user who can read items
Only users who can edit items
Only users who can approve items (and the author of the item)

oK Cancel

m Select OK.

6  Working with Views

You can create custom views of lists to organize and show items that are most important to
you.

6.1 Select a View

m Go to the list and click More Options at the top right side of the navigation panel
m Click on the type of view you want



i Microsoft Lists P search this list

BT (5 Editingridview & Share (@l Export v £% Automate v [ Integrate v - = Alltems® v Y

v = List

ACHPR DMS

STAFF LIST + = Compact List

£ Gallery

uNIT Title TITLE E-MAIL Add column
v Allltems

Receptior Eugenie Colley

Create new view

Office of the STC Lindiwe Khumalo Ag.sTC

Save view as
Edit current view
Ofice of the STC Ayeisha George Secretary 0STC
Format current view
Office of the STC Faye Manneh Driver
Office of the STC Claude-Annia KOUADIO Project Assistant
osTc
Legal Department Abiola Idowu-Ojo2 Senior Legal Officer

Irene Eleke Legal Officer
Legal Department Pedro Rosa Co Senor Legal Officer
Legal Department Anita Bagona Senior Legal Officer  BagonaA@africa-

6.2 Create a View

m  Goto Allitems in the library and click Create new view

m To create a personal view, uncheck the box for public view. Public views (Shared views) can be
visited by anyone with access to the list

m Customize view details and click Create

Create view X
View name *

Add a view name here

Show as

fZ calendar H callery A Board

Visibility ()

Make this a public view

Cancel

6.3 Change Default View

m  Go to All Items in the library and click Edit current view for the view you want to make the default
m  On the Edit View page, select the Make this the default view check box and then OK.

7  Working With Sites
7.1 Creating Team Sites

m Inthe top left corner of the page, select the SharePoint tile E
m At the top of the SharePoint page, click on Create site and choose the Team site option

-+ Create site ‘

m Select a team site template, or create a team site from scratch by selecting the Team



collaboration template..
m Edit your new site details and click Next

Create a team site

Site name *

o
Add real-time chat. Learr Site description

4

m choose either Public - anyone in the organization can access this site or Private - only members
can access this site to control who has access to your site.
m  Add members you want to access the site and click Finish

Add site owners and members Ms Marketing strategy team

ial \ Internal
least one additional site owner to help manage team

Learn more

Add members

Site owners have

settings, site sett

Site members can ec

pages, lists, and navigati

£

7.2 Creating Subsites: Blog

m  Go to the SharePoint Online site that you want to use to create your blog.
m Click on the £ settings icon and select Site Contents



Settings X

SharePoint

Add an app

Site contents
Site information
Site permissions
Apply a site template
Site usage

. Site performance
Schedule site launch
Change the look

Microsoft 365

View all

m At the top left Click on New and select Subsite.

SharePoint

(3  HOME  DOCUMEN
—+ New v

List

Page

Document library

App

Subsite

Enter the name you want for your blog and add a description.

Go to the Collaboration tab and select Blog.

Enter the end of the URL that you want to use for the blog in the Web Site Address.

Set user permissions. You can either use inherited permissions from the parent site or unique

permissions. Unique permissions are set up after building the blog.

m Click Create to finalize your blog.

Navigation
0 Display this site on the Quick Launch of the parent site?

O Yes ® No
=—
Display this site on the top link bar of the parent site?
@ Yes O No

Navigation Inheritance
Use the top link bar from the parent site?

O Yes @ No

Create Cancel

m Create your first blog post by clicking Create post.

Under Navigation Inheritance, select Yes or No to use the top navigation bar from the parent site.

8 Searching for a document or file in SharePoint

You can search for any document or item in your site easily by its name or part of

its name.



8.1 To search the entire site:
m Click on the search box, which is located at the top right of the page

m  Type in your search text to look for any content on the site containing this text

m Press Enter

SharePoint L Search this site -

G_D (\!l ﬂ DOCUMENTS SESSIONS RESOURCES v LINKS v Edit

® + New v &5 Translation €3 Page details Analytics Published 28/04/2023
AFRICAN COMMISSION ON HUMAN AND PEOPLE'S RIGHTS: DOCUMENT M,

0

Search Result Example
) sha =

Organization > ACHPRDMs

Al Files  Sites  News Images & Feedback

Filters  Filetype v Last modified v

IDOC
ACHPR DMS
achpr.ems modified on November 13, 2022
ALL DOCUMENTS LIBRARY MANAGEMENT SHARED DOCUMENT PLATFORM INFORMATION AND DOCUMENTATION SERVICES MANAGEMENT OF
KNOWLEDGE PROCESSES, WORKFLOWS AND CONTROLS ARCHIVING DOCUMENTS.

® B o ® & o

] 1poc

jion sharepoint. i 0C p
Modified on May 4

ACHPR DMS
https://africaunion.sharepoint.com/sites/ACHPRDMS
DOCUMENT MANAGEMENT SYSTEM FOR THE AFRICAN COMMISSION ON HUMAN AND PEOPLE'S RIGHTS

-] 1DOC Library

4 on Newemher 23 2027

8.2 To search the contents of a library or folder:

Go to the library you want to search
Click on the search box, which is located above the document list

m Type in your search text in the search box located above the document list

m Press Enter

SharePoint L Search this library

0o Q,r HOME  DOCUMENTS  SESSIONS  RESOURCES LINKS ~ Edit
@ T Upload B Editin grid view ] Sync &) Add shortcut to OneDrive  Flid Pin to Quick access 23 Autorr
OFFICE OF THE SECRETARY TO THE COMMISSION [y v
O
Y Name v Modified v Modified By v + Add column
B8

' Maimoaboas 49 20NN T



m The listed content of the library or folder will condense to show only

the results.

8.3  To Search By Property

Search Property

Syntax (property: value)

Filename Type filename:"Budget" to find a file named "Budget.xIsx"
File type Append filetype:xlsx to your query to display only search results that are Excel workbooks.
Wildcards Use an asterisk "*" for a prefix match with a keyword or property to find documents

Search on different
properties

Space between searched terms are interpreted as an AND so title:budget filetype:xIsx search
will return only Excel workbooks with titles that begin with the word "Budget."

Exclude certain
search results

To exclude search results that contain certain terms, use a minus sign (-) before the term that
you want to exclude.

Search for alternate
values for the same
property

Spaces between terms that use the same property are interpreted so author:"John Smith"
author:"David Jones" will return items that were created by either person.

Date/time

Any date/time property in any format can be used with relational or logical operators to form
a query so specs modified=7/8/09 will return items modified on July 8, 2009.

again:

8.4 To see the full content of the library or folder

Click on X next to the search text

Monitoring Site Activity

As a Microsoft 365 admin, the Reports dashboard shows you the activity overview across various
products in your organization. It enables you to drill in to get more granular insight about specific site

activity.

9.1 View Site usage

m Go to Settings and click on Site Contents




I - B2
Settings X

SharePoint
[Add a page|

Add an app

Site contents

Site information

Site permissions
Apply a site template
Site usage

Site performance
Schedule site launch
Change the look

m  On the top right of the Sharepoint ribbon, click on Site Usage

SharePOInt p — —

\L HOME DOCUMENTS SESSIONS RESOURCES v/ LINKS ~ Edit
+ New v A Siteusage (. Site workflows

m View Site Usage Analytics

Site usage analytics o)
Overall traffic Last [l 30 90 days
Unique viewers Site visits Avg time spent per user

5 4 67% since last week 110 4 oo since tostweek 6M 255 v 52 since st week

9.2 Create Activity Reports

Click on Site Contents

Click on Site Usage

Scroll to the bottom of the Site Usage Analytics Page
Click on Run Report

Shared with external users

[3 Run report

This site has no shared files or folders that people
outside your organization have accessed

m Select the destination to save the report and Click Save



+ New v

ACHPR DMS > DOCUMENTS

Choose a destination to save this report

[ Name Modified

Modified by

Cancel
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