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Logging onto the Site

STEP 1
To enter the site, go tatps://ecs.austin.utexas.edu/HRShare/HR_Forum/defaultaaspgress Enter.

STEP 2

Connect to ecs.austin. utexas.edu

I'F ?l‘
e
A

Connecting to ecs,auskin,ukexas, edu,

User name: | € AUSTIN|gu3SE v |

Passward: | T |

[ ]remember my password

[ Ok ][ Cancel ]

A pop-up screen that looks like the cakoves houl d appear . Usermanteh ¢ Augtie\YOURe X t
EID and then press the Tab key. Your cursor will move ¢o thb 0 x  Baeswadrd Ih this Hoxtype your EID
password(this is case sensitiyeNext,c | i ck t he AOKO button or just pr e

Note:l f your screen shows three fields for you to |
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 Geluyvatulations¥ou have
successfully logged onto ti¢R Forum SharePoirsite.

2 Home - HR Forum - Windows Internet Explorer

==X
@_\:.} | [] https:fjecs. austin.utexas. edufHRShare/HR,_FarumfdeFault.aspx 21 8 ] (%2 [%] [tve search £~
File Edit Visw Favortes Tools Help & -
— — - . »
W & Ea 'X@Hnme-HR Farum x [@Manaqers | Huran Resource. . [ \ fEi Home  ~ [ Fe=ds () d=hPrint ~ |=p Page ~ i) Tooks -
ECS HRSharepaint HR Forum ® ol @
} = [ This site: HR Farum ] A
Human Resource Services 4 eorum
Commizard 1o Emmploges and Orgaizaion Efficrivenes
HR Forum
el S cogtent This site is for HR Forum members.
Sites ,
e What's New? M
ple and Groups
= New |~ Actions = l.u
] Recycle Bin [.' 7
There are currently no active announcements. To add a new announcement, cick "Add new announcement” below. ycaore
Windows
What's Happening? . SharePoint Services
New = | Actions =
5/13/2009 10:00 AM HR Forum Shared Documents
(More Events..) New = | Upload - | Actions ~
Type Name ' Modified By

Let's Talk About It There are no items to show in this view of the "Shared
e — Documents” document library. To create a new item, dick
New Actions “Add new document” below.

Subject

There are no items to show in this view of the “Team Discussion” discussion board. To create a new item, dick “Add new discussion” below. Links

New = | Actions ~

@ HR Forum Notes
@ HR Forms



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

Editing Your User Profile

STEP 1
To make changes to your user profge,tohttps://mysite.austin.utexas.edu/ _layouts/EditProfile.asppress Enter.

STEP 2

A pop-up screen that looks like the one below shauld p e a r . I n UderenaniBo X AuptWOURt o
EIDand then press the Tab key. YPassworddnuhisdaxtypeyourEID m
password(this is case sensitiyandc | i ck t he AOKO but t omyoorrkeypoard.t pr e s

Connect to mysite.austin. utexas.edu @
A ‘:‘

Connecting to mysite. austin.utexas. edu.

User name: (€ AUSTINIGU3T I~]

Password: seennannns

[ Ok ” Cancel ]

Note:l f your screen shows three fields for you to |
the second box, and your password in the third box.

STEP 3

Once you have completed STEP 2, your scréenldlook like the one below. Update the fields you want to on this
screen and then press ASave and Closed when you ar

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

|@ Edit Details - Windows Internet Explorer u@ﬂ
@.\-_—_; hd |E https: fimysite. sustin,utexas. edu/_layouts /EditProfie. aspx [V] g ‘ #1|| % |G ogle R
— = = »
W o [_@Editoetails I l B - B - ® - [creege - & Tooks -
My Site Host Welcome User, Guest = | My Links = [
#% My site Host
My Profile

% My Site Host > Edit Details
\) Edit Details

[@ Save and Close | Cancel and Go Back

* Indicates a required field
& Indicates a field that is updated automatically from the corporate directory, Changes to these properties may be lost,

Auto Update Profile: Automatically update the following fields from uTexas Enterprise Directory Cnly Me
(TED): First Name, Last Mame, Display Name, Work email, Tile, Department,
Office, Work phone and Fax,

E)isplav Hame: User, Guest Everyone
Title: UTHRShare Administrator Everyone
Department: Everyone
ofc seee [¥]
_\.n_Vork e-mail: melissa.camarillo@austin.utexas.edu Everyone
Work phone:
Fax: [Bveryone_[v]
Manager: Q_/ 5% Ewveryone

Done @ Internet H100% v



https://mysite.austin.utexas.edu/_layouts/EditProfile.aspx

Posting Content on the Main Page
(Announcementd\lew Discussion ItemsEtc.)

STEP 1
To add new it e (Wb Rarts arfhidée batedoides tnshe ot er of t he
N e w ? mmouAcementd) Wh at 6 s

on the toolbar of that Web Partthat seysle wo andhobea hANew | tem/ Di

{= Home - HR Forum - Windows Internet Explorer

6@1 - \g https:|fecs, austin, utexas. eduiHRShare/HR _Forumidefault. asp l/ Vl g *2([ X ‘Live Search | B
File Edt Wew Favorites Took Help / & -
e I@Hnme-HR E ] l / fHome + [ feeds () Pk v [ Page - (0 Took -
I
[ This Site: HR Farum ] 2]
Human Resource Services  yn eorum
Commiterd 16 Essploger and Organizaion Effctivenes
HR Forum
Mo Al Site Content This site is for HR Forum members.
Sites
T What's New? M
ple and Groups
- | New | - | Actions = l"]
] Recycle Bin ‘.' 7]
Ié‘i Hew Item ld & new announcement, dick “Add new announcement” below. Migrosafe
Add a new item to this list, Windows
What's Happening? . SharePoint Services
New = | Actions ~
5/13/2009 10:00 AM HR Forum Shared uments .
(More Events...) Mew = | upload - Actons -
Type Name 2 Modified By
Let's Talkk About It - There are no items to show in this view of the "Shared
- Documents” document library, Ta create a new item, dick
mew+ | actons - “Add new document” below.
Subject
Links M
There are na items to show in this view of the “Team Discussion” discussion board. To create a new item, dick "Add new discussion” below. n
New = | Actions +
= HR Forum Notes
= HR Forms
Done

/" Trusted sites F00% -

This is the screen you would see next.

= Announcements - New Item - Windows Internet Explorer,

G )~ [ ritsaiecsustin s, edul RShareit._Forumfit

Bl Edt  View Favorites  Tooks  Help & -
— 5]

% S| @ arnouncenents -tew e | | FipHome - [ Feecs(l - Pk v |Page - (G Taoks -

Folder="%2FHR Share%%2FHR % SFF orum%2FLists% 2F Announcements&Soure "l % 4 K |Lwe Search

ECS HRSharepoint HR Forum

- e ~
[ This Foider: Announcements v [2] [
Human Resource Services  yn Forum
Comited 12 Gmplgee and Orgemieaton Ffctivenc
W rorum |
HR Forum > Announcements > New Item
Announcements: New Item
| | Attach File | % Spelling... T ‘
Title * ‘ | =
Body | | |
| |
. m
oK. Cancel L]
Done o Trusted sites #100% v

mai n

Ha p p e,Shanedd®atimebts, & eimkg)samply click thehypetink

SCuUSsSSsS



Posting Content on the Main Page
(Announcemets, New Discussioftems Etc.)

STEP2
TITLE:
Give your new announcement a titlg typing that intahe boxn e xt t o t he word ATi t|
the word ATitled indicates that this is a require
BODY:

Next, place your cursor in the box next to the wd i Bo dy . may dhterrtee conteni of your new
announcement.

EXPIRES

You may alsochoose togive your announcemertn e x pi ration date in thRy b
clicking on the icon to the right of the box, a calendar of theeciimonth appearYou may add an expiration date
to your announcement this way, if you chqoseyou may simply enter a date manually in the following forma
mm/dd/year Having an expiration date on an announcement allows you to determine how long ntoyoura
announcment to be posted on the site.

When you are finished with the content of your m@amnouncement(inthisex amp|l e) , you may
and you will then be taken back to the home palgere your newlyposted announcemewtll appear.

Posting an Item for Discussion

STEP1
To post an item for discussion, go Leot &sheT aw(keadh biioNue
Discussionandclick here

i,

o
g.‘— y - |é https:/ecs, austin,utexad edufHR SharefHR_Forum|default, aspx V| % | 41| K | | P |-
File Edit Wew Favorites Tools Help q:tg -
) - — =l 23
o [@HUmE-HR Forum l } {53 Home - B = Print  ~ |k Page ~ i Tools ~
> > Welcome Camarillo, Melissa & = | MyLinks = | [
[ This site: HR Forum v [2] [
Human Resource Services | 1n Forum
Comaniteed o Eraployee and (rganization Effeceivenen
HR Forum Cite Actions ~
Yo AR Ste Conent This site if for HR Forum members.
Sites .
e r— What's §ew? M
eople an P
_ MNew = | Actions ~ Settings - l"j
2/ Recycle Bin L'l 7
There are furrently no active announcements. To add a new announcement, dick "Add new announcement” below. X
Windows
What's Happening? - SharePoint Services

Mew ~ | Actions ~ | Settings ~

Shared Documents v
5/13/2009 10:00 AM HR. Forum

(More Evehts...) New ~ | Upload = | Actions = Settings ~
Type Name Modified By
Let's Ttk About It - There are no items to show in this view of the "Shared
- ‘ . - | . - Documents” document library. To create a new item, dick
‘ e | e B "Add new document” below.
Discussion
i Create a new discussion topic. Links -
Discussion” discussion board. To create a new item, dick "Add new discussion” below,

New ~ | Actions = Settings -

@ HR Forum Notes
g HR Forms




Posting an Item for Discussion

STEP2
Below is a picture of the screen that appears next. Inthedboxtn t o t he word fASubjecto

di scussi on. I n the box nex tofthediscussion itenn WilgowuiaBedirdshied, hit y p
AOKO to post

(= Team Discussion - New ltem - Windows Internet Explorer, |:”E X.|

%ﬂ - |g, https:ffecs. austin.utexas. edufHR SharefHR_ForumjLists|Team®20DiscussionfMewFarm. aspe?Source=https %345 2F % 2Fecs % 2E austin®: ZEukexas % 2Eedue 2FHR Shares V| g “"‘H X | |L|ve Search ||5:l '|

File Edit Wew Favorites Tools  Help %ﬂ i
f— p »

ot [@ Team Discussion - Mew Tkem ] l faiHome [ Feads () b Pk~ [+ Page + () Tools ~

|This List: Team Discussion he I |¢o | [

Human Resource Services  yn rorum

Committed 10 Exmplayee and Crganization Effecsienes

R Forum |

HR Forum > Team Discussion > New Ttem

Team Discussion: New Item

[ OK. ] [ Cancel ]

| ) Attach File | %% Spelling... * indicates a required field ‘

Subject * | |

Body

[ OK ] [ Cancel

[£3

Done o Trusted sites H100% -+




Replying to a Discussion Item

STEP1

To respond to an item postéat discussion select the discussion topic that you are interested in replying to on this
screen or cl LekosnT adiTeam®sausbibio ietv all previously posted discussion topics anc
choose the subject matter you wish to pospéyr® here.

STEP2
Once youbve chosen the subject mat t @otherightaftherdisaussion o
item andclick there



