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/FRD/FY%2015%20Asbestos%20Liability/F

orms/Allltems.aspx

Note: There are two sampling folders for FY15 asbestos testing.
Please select the appropriate folder.
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https://portal.doi.net/OS/PMB/PFM/FRD/FY%2015%20Asbestos%20Liability/Forms/AllItems.aspx
https://portal.doi.net/OS/PMB/PFM/FRD/FY%2015%20Asbestos%20Liability/Forms/AllItems.aspx
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2. Select your Bureau'’s folder.
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3. Within your Bureau’s folder, create a sub-folder for each sample. - ——— e e e
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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6. Inthe New Folder window, assign the folder name. The name
should be the sample’s ID number. In this example, “XXX” is
used to represent a three digit sample ID number.

Click the Save 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.
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8. Within the folder, click the Add document link to upload a DOI ) PORTAL
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Upload Document

9. Inthe 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.
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12. SharePoint has successfully uploaded your document when it
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Browse to the document you intend to upload.
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appears in the folder on your screen.
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