GETTING STARTED WITH SHAREPOINT
Group: Assessment Initiatives Subcommittee [secure site]
Purpose: For subcommittee members to share documents, download documents, and upload documents.  The site was primarily set up to upload Course Set Review reports from the various ASC units, for subcommittee users to download, and for users to upload their comments/feedback so that the subcommittee chair can use them to craft the committee feedback letters.
How to get there: Cut and paste this URL into your web browser.

https://sharepoint.asc.ohio-state.edu/sites/curriculum_assessment/AsmntSubcom/default.aspx
How to login: Your username is:   

asc\[first initial][last name]
So, for instance, John Doe would login as:   
asc\jdoe

[Note that the slash above is \ and not /]
Your password is: 



[last name]2008

So, John Doe’s password is:


doe2008

Finding Reports: Click on the “Shared Documents” link on the left-hand toolbar.  You will see the primary folder that this subcommittee will use: “GEC Course Set Reports”.  Click on the folder and you will see multiple folders organized by Department name and course number.  Click on one of the folders and you will see the report(s) associated with that course.
Uploading Your Feedback: The secondary tool you might want to learn is the upload link.  Here is where you can upload your report feedback so that the subcommittee chair can craft the feedback letters.  The most systematic way to do this is to click on the folder for the report you are reviewing.  Once in that folder, click “Upload”, choose “Browse”, locate your document (letter, notes, etc.) in your computer’s drive, click on that document, and then choose “OK”.  You should now see your uploaded feedback document in the folder you chose.
