Share Point Instructions for Posting
FY-2012 Draft Field Office Business Plans

1. To access the FO Business Plan TEMPLATE:
Shortcut: FO FY12 Business Plan Template. Or:
¢ Open Internet Explorer
e Access the PIA Share Point site at the following address:
https://nrcs.sc.egov.usda.gov/west/pia/default.aspx
Click Shared Documents, on the left side column under Documents.
Click the 340 SPA folder on the Share Documents page.
Click the 340 5 Business_Plans folder.
Click the 340_5_FO Business Plans FY-2012 folder. This will bring you to the TEMPLATE.
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2. Make a Copy of the FO Business Plan template file for your own office:
e Click the “FO FY12 Business Plan Template” filename to open the EXCEL file.
e Click the Microsoft logo at the top left of the screen to access the pull down menu.
e Click Save As.
¢ Rename the template for your office by adding your field office name at the beginning of the
filename and removing “Template.”
Click Save.
e Close the EXCEL file by clicking the “X” at the very top corner of the EXCEL worksheet screen.

e The Shared Documents page will refresh and your renamed file should appear on the Shared
Documents screen. Be patient, this may take a few seconds.

R = =
W R ﬂ:i 'I (€5 USDA Web Services Log-In i:gu‘s‘ Department of Agn:ulture] {& shared Documents x I-‘]ng\e ] |
‘0’ N Rl S Pacific Island Area
| SR #C  CRAC ENG | PM INIIATIVES ORS  PGMS | RCED | RIT  SS&NRA
- Pacific Island Area > Shared Documents > 340_SPA_Strategic_Planning_and_Accountability > 390_5_Business_Plans > 340_3_FO Business Plans FY-2012
| Shared Documents
View All Site Content Share a document with the team by adding it to this document ibrary.
Pictures Mew ~ | Upload ~ Actions ~ Settings ™
= PLA SHAREPOINT Taipes Meanes Modified Modified By
IMAGE LIBRARY )
&) Example FO FY12Business Plan 6/14/20119:15 AM Gail. Ichikawa
Documents e ,
&) FOFY12 Business Plan Templa 6/14/20119:06 &AM Gail, Ichikawa

NRCS-PIA Page 1 of 2 June 23, 2011


https://nrcs.sc.egov.usda.gov/west/pia/Shared%20Documents/Forms/PIA%20Standard%20View.aspx?RootFolder=%2fwest%2fpia%2fShared%20Documents%2f340%5fSPA%5fStrategic%5fPlanning%5fand%5fAccountability%2f340%5f5%5fBusiness%5fPlans%2f340%5f5%5fFO%20Business%20Plans%20FY%2d2012&FolderCTID=&View=%7b8D3F2211%2dB713%2d4D39%2d8A94%2d52235A4270A6%7d
https://nrcs.sc.egov.usda.gov/west/pia/default.aspx

3. Edit your Business Plan using Check Out:
To input data or edit your office business plan, you need to use the “Check Out” function to first open
your file. If you do not check out your file first, your edits will NOT be saved. To Check Out your file:
e Hover over your filename, click the down triangle which appears to the right of the filename.
e Click Check Ouit.

e Click OK. Your filename should reappear with a little green arrow on the left next to the EXCEL
“xll

e Click the green arrow. This will open your business plan in EXCEL.
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4. Include action items per the instructions in PIA Bulletin PI-340-11-04.

5. Save your FO Business Plan using Check In:
When you are done editing your business plan, you need to use the “Check In” function. If you do
not check in your file, your edits will NOT be saved. To Check In your file:
¢ Close the EXCEL file by clicking the “X” at the very top corner of the EXCEL worksheet screen.
Click Yes, if the “Do you want to save the changes?” appears.
Click Yes, when the “Do you want to check in now?” screen appears.
Add Version Comments, if you want to and click OK.

The Shared Documents page will refresh and your filename should reappear without the little
green arrow to the left of it.
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