

SharePoint is a collaborative workspace on the intranet however, it is password protected and only members to the site will have access.  Even with a password, a visitor will still have to request permission to enter the site. You will be supplied with a username and password to log in to the site.
Logging In:
To login, type the url site into your internet browser. Internet Explorer 7 is preferred but if you use a MAC, you can use Firefox or Safari as well. The url is https://sharepoint.aucd.org/associationportal/ncedc/
The log in box will appear.  AUCD has supplied you a unique login for the site.  
Login: firstinitiallastname@aucd.org 

Password: aucdncedc

Example: jdoe@aucd.org 
If you experience a problem, please contact Oksana Klimova at AUCD; phone: 301-588-8252 or
email: Oklimova@aucd.org 
Creating Alerts:

In order to participate fully in the collaborative features of SharePoint, members will have to create individual alerts for their preferences.  To receive email alerts on posted documents, ongoing discussion boards, and announcements, a member will create an alert for these features. 

Alerts can be created at anytime; however, it is recommended that they be created upon first access to the site. 

1. Login (see above)

2. Under Welcome John Doe choose My Settings 
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3. On the User Information Page choose My Alerts 
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4. Choose  
 Add Alert

5. From this page you can choose any of the lists or libraries for which you wish to receive emailed alerts.  You can only choose one alert at a time.  Recommended are announcements, Shared Documents, any discussion boards you wish. Choose NEXT
6. You will now create specific criteria under which you want the alert to be sent.  For example, you may wish to receive daily alerts regarding document postings; however you want announcements and discussion board postings immediately.  You can even set the time of day to have the emails sent. Choose OK
7. You now see the Add Alert’s screen with your new alert created in a list. Repeat the creation of alerts for all desired lists and libraries in SharePoint following these steps. 
Editing or Deleting an Alert:

You can edit the criteria on your alerts by going under My Settings, choose My Alerts, and select the alert you wish to edit or delete from the list displayed. 
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