—_— SHAREPOINT
u’ Saving Documents From Your “M” drive for use
& |
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LN

“Oh no!!!! | don’t have time to finish this document at school and | need for first thing
in the morning and | can’t find a disk to save it on.

The Middletown School Department now has SHAREPOINT. Through

SHAREPOINT you can upload your files and work on them anywhere there is
internet access. Just follow the easy directions below!

Click the SHAREPOINT button at the top of the MPS website.

http://www.ri.net/middletown/

OR by typing in the following address:

http://www.ri.net/middletown/sharepoint/index.html
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Middletown Public Schools
3 YN SharePoint Portal Access

Click on the District Portals and

My Sites (it’s in red in the center )
of the page)

Aquidneck Portal Forest Portal JFK Portal Sautel s Portal

Connect to districtportal. mpsri.net |E|E\
T
Type in your username@mpsrlnet Connecting to districtportal mpsti.net
(you MUST type in the mpsri.net!!!!) —

and your password and click OK Password: ]

[Cremember my passward
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You may need to scroll over (using the .- swmemesen L CNE
bottom scroll bar) until you see MY

SITES in the upper right corner of
window.

Middletown Public Schools Portal

Welcome

Click on MY SITES. You may haveto

type in your username@mpsri.net and i
password again. Mon Tue No‘.‘emr 2005 Thur Fri 8
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® Add new link

Click on DOCUMENTS AND :
LISTS

CCEEEERERE

v

Bla ks *

— |G| search = @ @SSb\ocked "‘}‘ Check = “&, Autolink = || Autorl EOptlons &
Hor e Documents and Lists Site Settings Help Up To districtportal

R Madifu My Danaw

Click on PRIVATE DOCUMENTS - use this if you don’t want anyone else to
view it.
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ws all the libraries, lists, discussion boards, and surveys in this Web site. Click the name of a library ar list to view its contents, To

create a newlibrary or list, click Create,

Docurnent Create
Libraries
Picture Libraries Document Drescription Itemns Last Modified
Lists 3] My Pad Use this Document Library to store your webPartPages, o 2 months ago
. They will autornatically be shared on your public home
Discussion page.
Boards
te Documents Use this document library for documents that you want to z Z days ago
Surveys keep private. They will only be visible to you.
3] shared Documents Use this document library to share a document with 1] Zz months ago
See Also others, Documents stored here will be shared on your

B Sites public home page,




Click the UPLOAD DOCUMENT button
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Private Documents: Upload Document
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e Save and Close | Go Back to Documnent Library

Cverwrite existing file(s)?

Narme * ‘\\mpsjfkloffice&broderiquas\YEP.doc
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[ Browse..

Upload Multiple Files...

Uploading a document is like attaching a file in e-mail. Click on the
BROWSE button and look for your document. Highlight the document and
click on the OPEN button on the Browse window.
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Click SAVE =
AN D CLOS E-g Back to Document Library

Overwrite existing file(s)?
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Upload Multiple Files. ..

* indicates a required field

Your document will now be in your PRIVATE DOCUMENTS LIBRARY. You
will be able to make revisions on it and save it from anywhere you have
internet access (even on that beach in Hawaii!!)



