Minnesota Department of Transportation

SharePoint Site for
Schedule Baseline

Prepared by: Project Management Unit, Office Project Management Technical Support
2/23/2015

Minnesota Department of Transportation
395 John Ireland Boulevard
Saint Paul, Minnesota 55155

Phone: 800-657-3774
800-627-3529 (TTY, Voice, ASCII)
www.mndot.gov



SharePoint Site for Schedule Baseline Page 1 of 7
Updated 20150223

TABLE OF CONTENTS

1.0 GeNEral INFOrMATION ....coiiiii e sttt r e et e ere e 2
2.0 Finding the P6 Schedule Baseline Shar€PoiNT SIte.........cuivieiiiiiiciiee e e e e e ennns 2
3.0 Adding a DOCUMENE t0 SNAMEPOINT ........cceviiiciie ettt et et et sresteeseesaeseessessessenses 2
3.0 HOW t0 Sarch for @ DOCUMENT ....cc.eiiiiiieiietieteeeetes ettt st st sb ettt sbe et e e e st e sbee b e e beeabesbeenbean 4
4.0 Other Useful Actions iN SHArEPOINT .....c..eoiiiiieieeeee ettt et sttt ettt sbe et e et saeesbeenbeens 5

N:\OPMTS Project Management\Project Management Unit\P6 Implementation\Documents\ReferenceDocuments\RD-00-15_SharePoint Site for
Schedule Baseline.docx



SharePoint Site for Schedule Baseline Page 2 of 7
Updated 20150223

1.0 GENERAL INFORMATION

The purpose of this document is to provide guidance on how to access, upload files and search the P6 Schedule
Baseline SharePoint site.

2.0 FINDING THE P6 SCHEDULE BASELINE

SHAREPOINT SITE

Finding the P6 Schedule Baseline SharePoint from the link:

Click on the following link, it will direct you to the Home page on the P6 Schedule Baseline SharePoint.

httEJs://connect.mn.qov/sites/mndot-teams3/4dx/Proiects%20Documentation/Forms/AIIItems.aspx

SharePoint Newsfeed OneDrive Sites Nancy Hanzlik»  $

BROWSE  SHOWME () share ¥y Fouow Cg smic
WIG oy [ search ths site 0|
P6 Schedule Baseline <V;
Announcements @ new document
All Announcements All Documents  AGA  Bridge  «er Find a file o
Libraries
L v D FY SP Org Document ID Name Title Modified Medified By
Public Library
Lists FYl6 1603- D1 DOTTEAM- 1603-48 Updated_Scoping Report- === 1603-48 Updated_Scoping Report- 3 days ago Derek Fredrickson
48 211-118 PMP PMP
Calend
encar B s D1 DOTTEAM-  2713-107 e SP2713-107 Jdaysago 10 Curt Fakler
Links 211-63
Discussions E Fylé 3109- D2 DOTTEAM- 3109-40 ProjectScopingReport «ss  3109-40 ProjectScopingReport 3 daysago M Rachel Hoff
40 211-50

Public Discussion

3.0 ADDING A DOCUMENT TO SHAREPOINT

ocate the Scoping Document and Work with SSC staff to create the files to be uploaded to SharePoint
ite
Naming Convention for FY 16 files on SharePoint site:
Gantt Chart = SPXXXX_XX_Gantt_Chart.pdf
Relationship Report = SPXXXX_XX_Relationships.pdf

Roles Report = SPXXXX-XX_Role_Report.pdf
Scoping Document = originally named by district
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On the P6 Schedule Baseline SharePoint site select the “new document” button
Note: the “new document” button will only be in place if you have the rights to upload a document on

SharePoint.

Mewsfeed OneDrive  Sites  [ENEURHITEVGTIENE o 3

SharePoint

BROWSE  SHOWME | FLES  LIERARY O smne Yy rowow G s

@f'}ﬁ Srarch this site il
o=
Anncuncements &) new document
All Anncuncements ” = Find a fie o
Libearies
v DRr w oy DocumentlD  Mame Tite Modifed  Wofied By
Public Library
Lets & e 1605 01 DOTIEAM-  1603-48 Updated_Sccping Report- e 1603-98 Updated Scoping Report-  3daysage W Derek Fredrickson
a8 211118 BN BN
Calendar B s o1 DOTTEAM: 2783107 e SP2T13-207 Idaysage M Curt Fakler
Links 21163
Drsausson B Fe swe o2 DOTIEAM-  3109-40 ProjectscepingRepont e 3109-40 ProjectscepingReport 3daysago W Rachel Hoff
a0 21150
Publc Discussion

Add a document

Choose a file |

Upload files using Windows Explorer instead
Click Browse to find the

document you wish to

Add as a new version to existing files

upload.

Version Comments

‘ 0K ‘ | Cancel ‘

Click OK.

A New Pop-up box will appear
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P6 Schedule Baseline - SP 1406-66.pdf

SHOWME EDIT

5
@ 8 Bao X
Name your = D Ba Copy Give your
document Check Cancel  Paste Delete Document a
according to the '" e Title.
naming Commit Clipboard Actions
convention. The document was uploaded successfully and is checked out to you. Check that fhe fields below
are correct and that all required fields are filled out. The file will not be accessilfe to other users
See step 1. until you check in.
Name * SP 1406-66 pdf
Title ~
Org * [Da v l&— Pick your
] District or
Fy = v \ Organization.
SP @ | v
M Pick your
Specify your own value: documents < 3
FY.
A
= L4
Version: 0.1 S . |
Created at 9/15/2014 8:30 AM by ] Darren Jensen i ———
. Last modified at 9/ 014 8:30 ANffoy (] Darren Jensen
Pick your
documents SP
number.
Click Save.

Ty \u
3.0 HOW TO SEARCH FOR A DOCUMENT

Searching for a Document:

Site Actions ~ ¥ Browse  ShowMe | Documents
:_-:fl ﬁ |, LiyChedkout B 3/:. 1 Version History [‘j 4 ]SendTo C) 5 L{)Unput
3 == mm 4 §

A 4 CheckIn - = & Document Permissions 2| 4 5 Manage Copies O 9 appro

Mew Upload New Edit iew Edi E-maila Alert Download a ‘Workflows Publish
Document » Document~ Folder Document :,i Discard Check Out ~ Properties Properties < Delete Document Link Me -~ Copy 4 Go To Source Aj Cancel

New Opei kOt Magags BaceSoliack Copies Workflows
‘ Announcements Type FY -|sp Org Document ID Name

Use the drop down
arrows to search for
FY, SP number,
Organization,
Document ID or
Name.
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You may also want to organize the documents by:

P—
Biowne | srowiie

WIG - Projects Documentation = Al Documents

wig
ArTrEncemEnts Tree r 5 ars Docament ID Hame T l

You may also organize the
documents in SharePoint by
when they were modified and by
who modified them.

Opening a document:

Library Tools

e ShowMe m Library Click on the

[ show Task Pane ;;3 > Modify View - Current View: Q j .* S_“l t‘ lg—l Connect to Cutlook ) document name to
b ¢ |—@ @Expnrttn Excel 3 Open it.

L

_I‘_EJ Show Totals Creste Column | All Documents =
Create E-maila Alert RS5 Syncto SharePoint Connect to
2] Refresh Data View [ 3 Navigate Up 4 Current Page link  Me. Feed Workspace Office - E; Open with Explarer L
Datasheet Manage Views Share & Track Connect & Export Custor
|:| Type FY SP Org Document ID Name /
1} N/A Tech Support DOTTEAM-211-5 [ Projects Documentation SharePoint Lavout ]

4 Add document

4.0 OTHER USEFUL ACTIONS IN SHAREPOINT

To learn more about share point:

Libran Is

Site Actions ~ [ Documents Library

First click on the
ShowMe tab at the top
of the home Screen.

-Time Learning

Announcements [ Type FY SP Crg

All Anpouncements N/& Tech Support

Then Click the All
Categories tab on the
top left hand corner of
the page.
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A pop-up window will appear with a list of multiple categories you can use in SharePoint.

ShowMe S|

Library: | SharePoint 2010[=] Q &
All Categories

= | B [

List Items Documents Creating Lists

|| T

List Settings Library Settings Web Pages Workflows

@E' <,

—

SharePoint Connecting to SharePoint Publishing Sites
Workspace Office Designer

e | ?

My Sites Security

Library: | SharePont 2010[=] '\ﬁfg a

All Categories » Docurments
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Click the play button on a video to view it.

IS How to: Add Documents to a Library by Using the Ribhon

Page 7 of 7

To add the video to
your My Learning
tab, click on the Add
to My Learning
button on the top of

the window.

To reference the saved video in your My Learning tab:

L —
X
All L

v o

Most

Categorie§ Learning JRelevant

Just-i

ing

/N
Announcements [ Type FY SP Crg
All Announcements @._] N/A Tech Support

Then Click the My
Learning tab on the
top left hand corner of
the page.

First click on the

ShowMe tab at the top

of the home Screen.

A pop-up will appear with the list of videos you have added to your My Learning.

ShowMe SharePoint

Library: | SharePoint 2010 [~]
All Categories > My Learning

The videos you have
recently viewed will also
show up on this page.
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