[bookmark: _GoBack]Part 1:  Opening the database and reviewing reports
The link to the Balanced Panel SharePoint database is: https://doa.sharepoint.wi.gov/sites/OSER_AA
The database will open automatically as your name and email address have been entered into the SharePoint as a user.    The following page will open up when you click on the link.   Please save the link to a location where you can easily reference the site to open it.
[image: ]On this page there are instructions that indicate that you open database by clicking on the Division of Affirmative Action’s icon.   (Both with pointers to each on the above screen print.)

[image: ]The first time you open the database you may receive a message to install the SQL Servicer Reporting Services.  You will need to click install in order to print.    

[image: ][image: ]There will be times during the operations of the database that you may see a message indicating that the loading is occurring.   Please allow time for loading of documents and software.   
The database will open up with the default report indicating all the information available except for any attachments, such as the resumes.    The menu at the left of the screen lists the reports and forms available for you to open.    Just allow time for them to load.









Part 2:  Printing resumes and attachments
[image: ]Resumes are contained in two of the links on the SharePoint:  The All Panel Members and Resumes and Resumes Only.   The form All Panel Members and Resumes is shown open.    To open the resumes you need to click in the open box area.   Please see the next page for the next step.








[image: ]After the box area is clicked a paper clip icon is opened.    If you click on the paper clip you will have options to open the attachment(s).








[image: ]When the paper clip icon is clicked on a list of the attachments comes to view.   Click on the attachment(s) you would like to view.   In the example above pictures have been added that will open the pictures.   Documents will not show up with views.    If an attachment or resume has not been submitted by the panel member a message No Attachment is indicated.   If there is a resume the box will be empty and the user must click in the box to open attachment(s).    When the attachment(s) are opened you can print them.











Part 3:  Printing reports

[image: ]Printing reports is done by clicking on the down arrow next to the Actions menu.    Click on the down arrow which will open the Actions Print or Export options.









[image: ]The Action options open when the down arrow is clicked.   The print box will open which will allow you to print to the default printer for your computer.   You can also view the document to print prior to printing by selecting print review when the print options box comes up.
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Part 1:  Opening the database and reviewing reports


 


The link to the Balanced Panel SharePoint database is: 


https://doa.sharepoint.wi.gov/sites/OSER_AA


 


The database will open automatically as your


 


name and email address have been entered into the 


SharePoint as a user.    The following page will open up when you click on the link.   Please save the link 


to a location where you can easily reference the site to open it.


 


 


On this page there are instr


uctions that indicate that you open database by 


clicking on the Division of Affirmative Action’s icon.   (Both with pointers to 


each on the above screen print.)
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