Instructions for Uploading Documentation to SharePoint

Bureau audit points of contact (POC) should follow the steps below to upload the requested sample documentation to the PFM SharePoint site.
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1. Use your internet browser to access the following link:
https://portal.doi.net/OS/PMB/PEM/Asbestos%20Liability/Forms/Allitems.aspx

% EBrowse |

Department of the Interior Enterprise Collaboration

DOI ) PORTAL

Office of Financial Management » Asbestos Liability » All Documents

Asbestos Liability Statistical Sampling

DOI Portal  Bureaus+  Offices ~ Seard
Documents ] Type Name Modified Modified By
Agency Financial 2I1E S . Was -
Reports =] BLM /16/2013 2:43 PM Washington, Charles
Audit Follow-up =] FWS 7/16/2013 2:48 PM Washington, Charles
Guidance Ea ey 7/16/2013 2:51 PM washington, Charles
A-123

] NPS 7/16/2013 2:50 PM Washington, Charles
A-133 Single Audit
Reports ] UsGs 7/16/2013 2:50 PM Washington, Charles
NFR.
0IG Climate Change
Audit

PFM Policy
Asbestos Liability

2. Select your Bureau’s folder.
The instructions use “NPS” as an example.
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https://portal.doi.net/OS/PMB/PFM/Asbestos%20Liability/Forms/AllItems.aspx
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3. Within your Bureau’s folder, create a sub-folder for each sample.
Steps 4 through 7 describe the process for creating a sub-folder.
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4. Click on the Documents menu item.
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5. Click the New Folder button.
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7. SharePoint creates the folder and returns you to the main
screen. To upload documents to the folder, select the folder.
Steps 8 through 12 describe the process for uploading
documents.
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8. Within the folder, click the Add document link to upload a
document. You may also use the Upload Document button in
the menu bar to upload multiple documents at once.
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9. In the Upload Document window, click the Choose File button.
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10. Select the file you want to upload and click the Open button.
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11. In the Upload Document window, click the OK button. Upload Document
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