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Getting Started
· If possible use Internet Explorer (IE) as your web browser. Other web browsers may have compatibility issues (e.g., viewing discussion threads may not be user friendly. and Mozilla Firefox only allows uploading of one document at a time). These compatibility issues may be fixed in the next version of SharePoint. If you cannot use IE and are having problems with the site, please contact RPPM (rppm@dot.gov) at USDOT RITA for technical assistance.
· Be aware that some screens are wider than can be viewed without scrolling (e.g., document upload page).
· Note when opening documents or changing to Explorer View, you will have to log in again or click cancel. This is a limitation in the current version of SharePoint.
· You will need to change your password at least every 90 days.

Documents
· Documents to Post
· Post documents related to research program and project management, if you feel others would be interested in such documents.
· If documents fit into more than one category, post them to all applicable categories.
· If you don’t see a logical spot for a document you want to post or do not have the time to post relevant documents, send the documents or links to the documents (if the files are large) to Sue Sillick (ssillick@mt.gov) and Linda Preisen (lpreisen@umn.edu). 
· Document Formats
· Documents should be posted as .PDF or .MHT, unless collaborative work is expected. .MHT files are documents saved from HTML website pages.
· When collaborative work is expected, use document formats that are widely accessible (e.g., Microsoft Documents such as Word, Excel, and PowerPoint).
· Do not post Microsoft Access database files, as the data can become corrupted by SharePoint.
· Unless approval is given, do not post copyrighted reports, papers, or other materials directly to the site. Instead, insert the web link (in hyperlink format) of the published document into a Word file in reverse chronological publication date order. Post the Word document to the RPPM site; some document listings already have a Word file with links to documents. If this is the case, add in reverse chronological publication date order to that document rather than creating an additional Word document. When posting links to TRB documents (do not download and post the .PDF file); rather, link to the TRB and FHWA “blurb” page for that document (for example, see http://trb.org/Publications/Blurbs/Recommended_Procedures_for_Testing_and_Evaluating_163989.aspx), as often there is additional information on this “blurb” page that is not available in the .PDF document.
· Uploading Documents
· Documents cannot be added to first level pages (i.e., left-hand menu pages), but they can be added to all other pages.
· Navigate to the page where you would like to post a document.
· Click on the Upload down arrow and choose Upload Document or Upload Multiple Documents. 
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· Click on Browse or Upload Multiple Files. Note Overwrite Existing Files is checked by default.
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· Navigate to the file(s) you wish to upload and click OK.
· Enter data on the file(s) you are uploading. Complete each field.
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· File Name: A specific file naming convention for documents is not required. However, File Names should be descriptive of the document’s content, to the extent possible. File Names should be brief. Do not use spaces to separate words in file names. Rather, use underscores or hyphens. Use initial caps. If available, add the document publication date/year to the document Name.
· Title: All files require both a Title and a File Name. Provide descriptive titles (unless a title is too long, give the link the actual document title) to help users understand, at first glance, the type of information contained in the document. Use initial caps (the first letter is in upper case for each word) in titles. If available, add the document publication date/year to the document Title.
· Contact Name: This is the person to be contacted regarding the document and will be viewed associated with the file in the Documents Section (see the first figure on page 2).This person does not need a log in to the RPPM site.
· Contact E-mail: This is the e-mail address for the person to be contacted regarding the document (Contact Name) and will be viewed associated with the file in the Documents Section (see first figure on page 2).
· Contact: This is the person who posted the document and may or may not be the same person who should be contacted regarding the document (Contact Name and Contact E-mail). The Contact must have a log in to the RPPM site. To locate Contacts, you can type the name (with or without Checking the name) or browse for names. Check Name and Browse are the two icons to the right of the field. If this name is not recognized as a user with a log in, you will not be able to save the changes.
· E-mail: This is the e-mail address for the person who posted the document (Contact).

NOTE: The last two fields are used for managing the RPPM site and are can only be viewed by going into “view properties” or “edit properties”.

· Editing Document Fields: To edit document fields, move your mouse over the Name, click on the down arrow, and click on Edit Properties. You can also View Properties and Delete the file, among other options.
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· Opening Files: To open a file, click on the hyperlinked file Name in the Documents Section. Note: You will have the option to open the file in Read-Only or Edit mode, and you will need to log in again or click cancel on the log in dialog box. Again, this is a limitation with the current version of SharePoint.
· Document Updates
Those who have posted documents to the site are responsible for replacing outdated documents on a regular basis. The RPPM Working Group will provide periodic reminders to review your posts and replace outdated materials with updated document versions.
· Modifying Documents
· When modifying a document, you must first Check Out the document.
· To Check Out documents, move your mouse over the Name of the document you want to modify. Click on the down arrow. Finally, click on Check Out (see figure immediately above). A green arrow should appear on the file type icon. When you see this green arrow, you will know it is currently Checked Out and cannot be modified by someone else until it is Checked In.

[image: ]

· After you Check Out a document, you may then click on the Name to open the document.
· When you are finished modifying a document, you must Check In the document.
· To Check In a document, save and close the modified document. The program in which you edited the document may provide a pop-up box upon closing the document and exiting the program asking if you want to Check In the document. Click "Yes' and add any comments as appropriate. If you are not prompted to Check In the document upon closing the editing software, go back to the RPPM site. Then move your mouse over the Name of the document you Checked Out. Click on the down arrow. Then click on Check In. The green down arrow should no longer be associated with the file icon.

Announcements
· Posting Announcements
· Announcements can be posted on first level (left-hand menu) pages only.
· To post an Announcement, click on the Add New Announcement link, just below the Announcements Section on the page of interest. 
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· When posting announcements, enter a Title, description in the Body Section, and an expiration date so that Announcements can be effectively managed. Complete all fields.
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· Opening Announcements: To open an Announcement, click on the hyperlinked Announcement of interest.

Recent Discussion Topics
· Posting Discussion Topics
· Discussion Topics can be posted on first level (left-hand menu) pages only.
· To post a Discussion Topic, click on the Add New Discussion link, just below the Recent Discussion Topics Section on the page of interest. 
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· When posting Discussion Topics, enter the Subject and the discussion in the Body field. Complete all fields.
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· To view a discussion thread or respond to a Discussion Topic, click on the topic link.

Links
· Do not add documents as links. Rather, download the files to your computer, and then upload the files to the RPPM site or add the link to a Word file and post the Word file as a document (see above instructions for posting documents).
· Links can be posted on first level (left-hand menu) pages only.
· To post a Link, click on the Add New Link, just below the Link’s Section on the page of interest.
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· Copy and paste the URL and add a Description. Add Notes if applicable.
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Team Collaboration Site
· On the Team Collaboration site, you can add links to other teams.
· To add a new Team Collaboration site, click on Add New Link just below the Research Team Sites Section.
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· Complete all fields: URL (copied and pasted to ensure accuracy), Description, Notes (if applicable), Contact Name, Contact E-mail, Contact, and E-Mail. See instructions for Contact Name, Contact E-Mail, Contact, and E-mail in the Documents section above.

Alerts
· When you sign up for access to any of the Transportation Research Collaboration sites, you are automatically signed up for alerts. This means you will receive an e-mail when a new item (Document, Announcement, Discussion Topic, Link, or Research Team Site) is added or modified.
· You can control alerts by clicking on the documents page, Announcement, Recent Discussion Topic, Link, or Research Team Sites. Then, click on Actions and Alert Me.
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