Using SharePoint to Store Program Review Artifacts

We will be using SharePoint to organize artifacts in a uniform manner for the State Program Review.
SharePoint is a file management system that will enable you to upload content to a space that is accessible to
everyone involved in the Program Review process.

Accessing the Bullitt County SharePoint System

To access the SharePoint System follow the link below (also found on the BCPS site under Faculty/Staff):
http://sp.bullittschools.org/ProgramReview/Documents/Forms/Allltems.aspx

e Nolog-inis required from a computer on the district network. If you are accessing SharePoint from
outside the district network you will be required to supply your network username and password.

1. Clicking the above link brings you to this main Program Review screen.

Library Tools

Site Actions ~ B Browse Documents Library

BCPS Program Review » Documents » All Documents

Share a document with the team by adding it to this document library [
Home BCFS Program Review Search this site...
Libraries O Type Mame Modified Modified By
Documnents (] BCPS Program Review Staging Area i10/7/2011 2:20 PM BULLITT\andrew.hobbs
Lists
Tasks

Program Rewview Calendar

Click on BCPS Program Review Staging Area

2. Select your School by clicking on the school name.
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http://sp.bullittschools.org/ProgramReview/Documents/Forms/AllItems.aspx

3. Inside the School Folder you will find the four folders of Program Review Standards.

O Type

U EwEe

Mame Madified Modified By

1. Curriculum and Instruction 10/7/2011 3:22 PM BULLITT\SJenkins
2. Formative and Summative Assessment 10/7/2011 2:22 PM BULLITTYSlenkins
3. Professional Development and Support Services 10/7/2011 3:23 PM BULLITTYSJenkins
4. Admin Support and Monitoring 10/7/2011 3:23 PM BULLITTYSJenkins

Inside the school folder are folders for

the four critical Program Standards.

4. Select the Program Standard to get to the Program Area folders.

O] Type

L
L
L

Name

Arts and Humanities

Practical Living Career Studies

Writing

Modified Modified By
10/7/2011 3:14 PM BULLITT\SJenkins
10/7/2011 3:14 PM BULLITTSJenkins

. . . BULLITTYSJenkins
Selecting a standard will display

the three Program Review Areas.

5. Select the Program Area folder to display the Demonstrator folders within that area.

0 Type

Search this site... p (7]

Name Modified Modified By

1.Wariety of Assessment 10/7/2011 3:14 PM BULLITT\SJenkins
2.Expectations for Student Learning 10/7/2011 3:14 PM BULLITT\SJenkins
3.Response to Assessment 10/7/2011 3:14 PM BULLITT\SJenkins

Selecting a Program Area will display
the Demonstrators for that area.

6. Select a Demonstrator folder to begin uploading “evidence” to that folder.

B Type

Voot

Mame

Modified Modified By

1.Student Access 10/7/2011 3:17 PM BULLITT\SJenkins
2.Aligned and Rigerous Curriculum 10/7/2011 3:17 PM BULLITT\SJenkins

3.Instructional Strategies

4.5tudent Performance

Selecting a Demonstrator will L7 BULLITT\Slenkins

. 17 PM BULLITT\SJenkins
display a screen where you can add

evidence of that Demonstrator.




7. Once you navigate to the Demonstrator folder, click on the DOCUMENTS tab (under Library Tools) at
the top.

Library Tools

Site Actions » @ IS Documents Library

BCPS Program Review » Documents » ... 1.5tudent Access » All Documents

Share a document with the team by adding it to this document library.
Home BCPS Program Review

Libraries [ Type Mame

Documents There are no items to show in this view of the "Documents™ document library,

8. An “Editing Menu” pops up with three buttons initially available.

Library Tools
Site Actions - @  Browse Cocuments
j ﬂ- Check Out | Version History
Check In 9o Document Permissions
Mew Upload Mew Edit Wiew Edit '
Document » Document » Folder Document Discard Check Qut  Properties Properties X Delete Document
Mew Open & Check Out KManage

9. Uploading a Document/File to the Evidence Folder. NOTE: You can upload MULTIPLE Documents by
clicking on the “Upload Multiple Files...” button underneath the Name: blank.

a. Document / File Size is 1 GB.
b. Please DO NOT upload entire video segments or pictures that have not been compressed. See

your team leade(s) for compressing / cutting prior to uploading.

Upload Document Choose Browse to begin to choose a document/file to upload.

Upload Document

MName:
Checking this box will make a || |[ Browse. . |
new version of a previously Upload Multiple Files... <
uploaded file while keepin \ N
P . . ping Add as a new version to existing files
the old version (like save as).

You can upload multiple files at once by clicking here.

Destination Folder
Folder:

Specify the folder in this

document library where the /BCPS Program Review ¢ | choose Folder...
document should be saved.




10. Navigate to the desired document/file, select it, and choose OPEN.

Choose File to Upload

Look in: l 1ﬂ My Pictures Lj

{ '&)
My Recent
Documents

Desktop

=

My Documents

58

My Computer

My Network
Places

£y

D F E° [

TISLogosortasmall.ipg

Navigate to the desired file,
" select it, and choose Open.

TISLogoverysmall.jpg zms.bmp v
File name: lthe drum door.jpg k LI Open |
Files of type: [ Al Files 1 ~| Cancel |

11. Your document/file name will appear in the window under “Name:,” check or uncheck the “New
Version” box, then add “Version Comments” such as information needed and described by your
Program Review Team. Finally, CLICK OK to complete the upload process.

Upload Document

Upload Document

Name:

Browse to the document you

intend to upload.

Destination Folder

Specify the folder in this

0O X

\le071elocker3ileadershipSikeith barmnes\[_Browse...

Upload Multiple Files...

Add as a new version to existing files

Folder:

document library where the
document should be saved.

Version Comments

[BCPS Program Review ¢

Version Comments:

Type comments describing
what has changed in this

Version.

o~ .
1. Document/File appears under the
“Name:” window.
~2. Check or Uncheck “New Version” box.
3. _Add “Version Comments:” if applicable,
and click 9K to complete the upload.

oK

[ —




12. To finalize the process, you will need to Save the document.

Documents - the drum door.jpg

E’_I L_'] & cut x 1. Once this box appears, first make sure the NAME is correct.
e =3 Copy - 2. If you change the Name or Content Type (type of file), then
In frem click SAVE.
Commit Clipboard Actions

o The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all required
fields are filled out. The file will not be accessible to other users until you check in.

Content Type | Document v
Create a new document.

| Name = “the drum door Jpg

Title | |

Version: 0.1 l 2 T ] l Cancel ]
Created at 11/14/2011 10:55 AM by BULLITT \keith.barnes C

Last modified at 11/14/2011 10:55 AM by BULLITT \keith.barnes

13. The document/file will appear in the list and is now available for everyone to see (but ONLY can be
edited by your school personnel).

O Type Marme Modified Modified By

‘ﬁ the drum door & Hew 11/14/2011 11:33 AM BULLITT\keith.barnes

\ The document / file is now available to everyone.

NOTES:

e You can SEE but not edit all other schools to view the evidence they are choosing to upload.

e You can ONLY EDIT your school’s folders / evidence.

e You can edit/delete other people’s documents/files within your school...which means be careful NOT
to delete work unless you are doing it for a reason.

e You need to refer to your Program Review Team for your building for specific evidence questions. If
you have questions about uploading, please refer to your trained team members or your TIS.



