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Logging onto the Site 
 

STEP 1 
 

To enter the site, go to https://ecs.austin.utexas.edu/HRShare/HR_Forum/default.aspx and press Enter. 
 

STEP 2 
 

 
A pop-up screen that looks like the one above should appear. In the box next to ñUser nameò type Austin\YOUR 

EID  and then press the Tab key. Your cursor will move to the box next to ñPassword.ò In this box type your EID 

password (this is case sensitive). Next, click the ñOKò button or just press the Enter key. 

 

Note: If your screen shows three fields for you to input information, type ñAustinò in the first box, your EID in 

the second box, and your password in the third box. 
 

STEP 3 
 

Once you have completed STEP 2, your screen should look like the one below. Congratulations! You have 

successfully logged onto the HR Forum SharePoint site.  

 
 

https://ecs.austin.utexas.edu/HRShare/HR_Forum/default.aspx


Editing Your  User Profile 
 

STEP 1 

To make changes to your user profile, go to https://mysite.austin.utexas.edu/_layouts/EditProfile.aspx and press Enter. 

 

STEP 2 
 

A pop-up screen that looks like the one below should appear. In the box next to ñUser nameò type Austin\YOUR 

EID  and then press the Tab key. Your cursor will move to the box next to ñPassword.ò In this box type your EID 

password (this is case sensitive) and click the ñOKò button or just press the Enter key on your keyboard. 
 

 

 

 

 

 

 

 

 

 

 

 

Note: If your screen shows three fields for you to input information, type ñAustinò in the first box, your EID in 

the second box, and your password in the third box. 

 

STEP 3 
 

Once you have completed STEP 2, your screen should look like the one below. Update the fields you want to on this 

screen and then press ñSave and Closeò when you are finished.  

 

Note: Updating your user profile is necessary for being able to use the Alert function mentioned in the next section. 

 

 

 

 

 

  

https://mysite.austin.utexas.edu/_layouts/EditProfile.aspx
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Posting Content on the Main Page 
(Announcements, New Discussion Items, Etc.) 

 

 

STEP 1 

To add new items to ñWeb Partsò (Web Parts are those categories on the center of the main page such as ñWhatôs 

New?ò/Announcements, ñWhatôs Happening?ò/Calendar, Shared Documents, & Links), simply click the hyperlink 

on the toolbar of that Web Part that says ñNewò and then hit choose ñNew Item/Discussion.ò 

 

 
 

This is the screen you would see next.   
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Posting Content on the Main Page 
(Announcements, New Discussion Items, Etc.) 

 
STEP 2 

TITLE: 

Give your new announcement a title by typing that into the box next to the word ñTitle.ò The red asterisk next to 

the word ñTitleò indicates that this is a required field.  
 

BODY: 

Next, place your cursor in the box next to the word ñBody.ò Here you may enter the content of your new 

announcement.  
 

EXPIRES:  

You may also choose to give your announcement an expiration date in the box next to the word ñExpires.ò By 

clicking on the icon to the right of the box, a calendar of the current month appears. You may add an expiration date 

to your announcement this way, if you choose, or you may simply enter a date manually in the following format 

mm/dd/year. Having an expiration date on an announcement allows you to determine how long you want your 

announcement to be posted on the site. 
 

When you are finished with the content of your new ñannouncementò (in this example), you may then press ñOK,ò 

and you will then be taken back to the home page where your newly posted announcement will appear. 

 

Posting an Item for Discussion 
 

STEP 1 

To post an item for discussion, go to the word ñNewò on the tool bar just underneath ñLetôs Talk About Itò/(Team 

Discussion) and click here. 
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Posting an Item for Discussion 
 

STEP 2 

Below is a picture of the screen that appears next. In the box next to the word ñSubjectò type in the subject of your 

discussion. In the box next to the word ñBodyò type in the content of the discussion item. When you are finished, hit 

ñOKò to post. 
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Replying to a Discussion Item 
 

STEP 1 

To respond to an item posted for discussion select the discussion topic that you are interested in replying to on this 

screen or click on the words ñLetôs Talk About Itò/Team Discussion to view all previously posted discussion topics and 

choose the subject matter you wish to post a reply to here. 

 

 

STEP 2 

Once youôve chosen the subject matter you wish to reply to, look for the word ñReplyò to the right of the discussion 

item and click there. 

 

 
 

 

 

 


