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How to Access Your Folders and Files

How to create a Microsoft account to use with SharePoint
When accessing your folders, you will need to use the direct link you are provided.
1. CLICK HERE to create an account.

2. This will bring you to this page:

B® Microsoft

Create account

komeone@example.com

Use a phone number instead

Get a new email address

Next

You may use your current work email to create a new email address.

3. Create a new password to use for this account.

BY Microsoft

< example@VT.com

Create a password

Enter the password you would like to use with your
account.

Create password

[J Show password

Next

You may now use this account to sign into Microsoft to access files located in SharePoint.

NOTE: In the case of being presented with the page below when attempting to access files, you

must request access by clicking Request Access. You will be notified by email when access is
granted.
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https://signup.live.com/signup?wa=wsignin1.0&rpsnv=13&rver=7.3.6963.0&wp=MBI_SSL&wreply=https%3a%2f%2fwww.microsoft.com%2fen-us%2f&id=74335&aadredir=1&contextid=6976695C3CF2D659&bk=1624906239&uiflavor=web&lic=1&mkt=EN-US&lc=1033&uaid=467c7cefead94c9485665d9c349e5a04

You need permission to access this site.

I'd like access, please.

Request Access

How to create a new Outlook email

If you receive a message informing that you can’t sign up with your current email, you will
need to create a new Outlook email. Please follow the instructions below.

1. Click on get a new Outlook email

BS Microsoft

Create account

You can't sign up here with a work or school email
address. Use a personal email, such as Gmail or
Yahoo!, o( get a new Outlook email.)

Use a phone number instead

Get a new email address

2. Create the email address.

BT Microsoft

Create account

example @outlook.com v

Use a phone number instead

Use your email instead

3. Create a password to use with the account.
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https://signup.live.com/signup?wa=wsignin1.0&rpsnv=13&rver=7.3.6963.0&wp=MBI_SSL&wreply=https%3a%2f%2fwww.microsoft.com%2fen-us%2f&id=74335&aadredir=1&contextid=6976695C3CF2D659&bk=1624906239&uiflavor=web&lic=1&mkt=EN-US&lc=1033&uaid=467c7cefead94c9485665d9c349e5a04

B® Microsoft

£

Create a password

Enter the password you would like to use with your

account.

Create password

Show password

| would like information, tips, and offers about

Microsoft products and services.

Choeosing Next means that you agree to the Microsoft Services

Agreement and privacy and cookies statement.

You may now use this new Microsoft account to sign in and access files located in SharePoint.

How to access your SharePoint folder

Being a Microsoft product, SharePoint works best when accessed using the Microsoft Edge.

SharePoint L Search this library

I

7 Upload v [ Editingridview |© Share @ Copylink 72 Sync -l Download ) Add shortcut to OneDrive

—

= @

= AllDocuments v VY @

+ > 2021-2022 Monitoring Cycle > Cyclic Monitoring > Cheddar Valley - Example for Webinar > Documents to and from Cheddar Valley

D

Name Created By
1. 2021-2022 Submissions during Monitoring Cycle Perry, Sabine
2.2021-2022 Monitoring Report and Supporting Reviews Perry, Sabine
3.2021-2022 Correct documents after Monitoring report Perry, Sabine
4. Correspondence Perry, Sabine

Accessing files in your SharePoint folder

Modified By

Perry, Sabine

Kragh, Simona

Perry, Sabine

Perry, Sabine

Modified

September 13, 2021

September 14, 2021

September 13, 2021

September 13, 2021

+ Add column

To save to your computer without opening, you’ll want to click the dots next to the spreadsheet

you're trying to save and choose open in browser.
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> 1. Documents to and from Lamoille North > 1.2021-2022 Submissions during Menitoring Cycle > Indicator 12- IDEA Part C to Part B Transition

00 Name ~ Created By Modified By - Modified ~ Add

© B Copyof VT Part C to Part B Notification and Transition Log (to V'T) 09_20_21 tl.xlsx = i Open 7 Open in browser ay at 2:10 PM

@ Screen shots of the new Tracking Tool.docx Preview Open in app

gy at 2210 PM

Share

The workbook should open in a new browser window, where you can access the file menu and
click save as:

Excel Copy of VT Part C to Part B NMotification and Transition Log (to VT) 09_20_21 tl .-L'J.'c" - Saved ~

File Home Insert Draw Page Layout Formulas Data Review View

‘—'D & Cut
Paste D"_P‘Cc:p}'

- <$ Format Painter

.

Palating Linctype V| 11 v| AT AT 25, Wrap Text

B I U D ab{Fi~ < A

[E] Merge & Center

Clipbcard Font Alignment
ATT « fx 25 Column Y- If the LEA has any other comments and relevant information, plea:
A I B C D E F G H | J
33 Part B — Assistance for Education of All Children with Disabilities (ages 3-22)
34 This age group 1s served out of supervisory unions/school districts through Early C
35 Part C — Infants and Toddlers with Disabilities (birth — 3)
36 programs are overseen by the Department for Children and Families
37 Part D — Wational Activities to Improve Education of Children with Disabilities
38
30 |Instructions for filling in this Worksheet:
40

41 Please use the provided Excel worksheet to submit the Indicator 12 data. Do not copy the wc

How to save a file to your local disk without opening it

Before trying to open the file, from SharePoint, you can select the file, and then select the
Download button. If you select multiple files, you’ll download all of them at once.
Alternatively, you can click on a file listing with your right mouse button and then select
download from the pop-up menu (not featured in the screenshot below).

+ New v HH Editin gridview @l Open ~ |& Share @ Copylink | Download [i] Delete < Pintotop -+ K 1selected = All Docurr

- > 2021-2022 Monitoring Cycle > Cyclic Monitoring > Cheddar Valley - Example for Webinar > Documents to and from Cheddar Valley

O [ IName - Created By Modified By Modified
1. 2021-2022 Submissions during Monitering Cycle Perry, Sabine Perry, Sabine September 13, 2021
2.2021-2022 Monitoring Report and Supporting Reviews Perry, Sabine Kragh, Simona September 14, 2021
3.2021-2022 Correct documents after Monitoring report Perry, Sabine Perry, Sabine September 13, 2021
4. Correspondence Perry, Sabine Perry, Sabine September 13, 2021
@ M -edu-corrective-action-plan-template (1).docx = Gile, Rebecca Gile, Rebecca A few seconds ago
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Submitting Complete Documents

Guide to submitting
1. Open the SharePoint site library.
2. Navigate to the correct folder for the file(s) you will be uploading;:

a. If in cyclic monitoring these folders will be found within 20XX-20XX
Submissions during Monitoring Cycle.
i. Then find the correct folder. For example, Indicator 13 Transition Plans
must be uploaded to the corresponding folder.
b. If in selective monitoring, these folders will be found in the 20XX-20XX
Remedial Actions folder.
i. Then find the correct folder. For example, Indicator 13 Transition Plans
must be uploaded to the corresponding folder.
c. Note: All files must be uploaded to the corresponding folder.

3. Select Upload at the top of the Documents library and choose Files.
SharePoint L search this library i =1 B
T Upload ~ [ Editingridview 2 Share @ Copylink 43 Sync | Download  £] Add shortcut to OneDrive  ++- = All Documents ~ Y/

- » Documents to and from Cheddar Valley > 1.2021-2022 Submissions during Monitoring Cycle > Annual Date Reviews - Triennials - Due January 15, 2022

[ Name v Created By Modified By ™ Modified + Add column
B  2020-2021 Triennials - Cheddar Valley.xisx Kragh, Simona Kragh, Simona December 15, 2021
4. A dialog box will pop-up, select your file.
5. When you've selected the file or files to upload, select OK / OPEN.
Another option is to drag and drop your files:
1. Open the OneDrive or SharePoint site library.
T —
SharePoint A search this library i =
T Upload ~ [ Editingridview & Share @ Copylink 23 Sync L Download &) Add shortcut to OneDrive  ++- = All Documents v %/

> Documents to and from Cheddar Valley > 1.2021-2022 Submissions during Monitoring Cycle > Annual Date Reviews - Triennials - Due January 15, 2022

0O Name Created By Modified By Modified + Add column
BY 2020-2021 Triennials - Cheddar Valley.xlsx Kragh, Simona Kragh, Simona December 15, 2021

2. On your computer navigate to the folder with the documents that you want to upload.

3. Drag the files to the space in the SharePoint library where you’d like to save it. The

library should display "Copy" when you hover the file over it.
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NG Inbox - rebeccaplu: X | [ Google Calendar -~ X | % AOE - SpEd Monitc X | p itsupportappsverr X | Y Documents & Hanc X | Y House Committee - X 4 (-]

< CcC 0O & vermontgov.sharepoint.com/teams/AOE SpecialEdMonitoringGroup/Shared%20Documents; ~ = |SSS
231 Apps ME AOE Regs @) Messenger @ VTHR g% AOE Email General Sup Monit.. Sf SuCCESi Home Share View
=] E & cut = T~
SharePoint L search this library 5 “ M-l Copy path * x iﬁ i &~
— i 10 Quick Copy  Paste Move Copy Delete Rename  New Prope
access L] st stimierii to~ to~ - folder '
T Upload ~ [ Editin grid view &2 Share @ Copylink <3 Sync - Download 51 A Clipboard Organize New
i' ______________________________________________________________________________________________________________ <« © 4 | » ThisPC » Desktop > WORKATHOME > SSS
; Documents to and from Cheddar Valley :>: 1. 2021-2022 Submissions during Monitoring Cycle Forms Project A Name - Sta
E 1 Monitoring Tearr Website Docs
[ Name v Created SSS Workflow meetings
: Tristan - docs ] 6220 o
E la}  Adverse effect training form.pdf Kragh, Sin ) |=] 6320 A (o)
E @ OneDrive - State ¢ & 6320 o
H Attachments & 6.4.20 o
I Desktop [&] 6520 o
|2 Documents |®] 6.5.20A (@)
& Documentstoa | 5 81021
i Microsoft Teams 2019-2022 LEA Monitoring Cycle
i Notebooke 139 2020-2021 Special Education Director List fa
| o @ 2021 proposal form 7.7
: ==/ Pictures {39 2021 YRBS Optional Question List-FINAL o
= This PC {39 2021_VTH_BASE Questionnaire fay
; 3 3D Objects @) 2021 VTM BASE Questionnaire o
i I Desktop - @ Acronym List
4. You should see your files appear in the folder.
Types of files accepted
Users are limited to uploading actual files (such as *.docx, *.xIsx, and *.pdf) which contain the
content necessary for each respective submission. Links to google documents, for example, are
not permitted.
No redaction of PII
SharePoint is the most secure method of transmission we have available, so any document for
monitoring that you need to send to us can be dragged-and-dropped there, with no need for
redaction of PII.
Your Monitoring Report
Where to find your report
Within your SharePoint folder, navigate to the 20-21 Monitoring Report folder. Your report will
be located in this folder as a Word document.
—
SharePoint £ search this library i = & 7
T Upload v [ Editingridview 1 Share @ Copylink Z32 Sync & Download ] Add shortcut to OneDrive = All Documents Y ®

2020-2021 Monitoring Cycle > Nt (SU@ selective > 5. Correspondence > Documents to and from ﬁ > 20-21 Monitoring Report- S

[  Name v Created By Modified By Modified + Add column

5 2020-2021 Monitoring Report- Selective Monitoring - o Kragh, Simona Gile, Rebecca July 20, 2021
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Findings and actions document

1 National Life Drive, Davis 5, Montpelier, VT 05620-2501
(p) 802-828-1130 | (f) 802-828-6430 | education.vermont.gov

Results and findings of non-compliance are listed numerically, with the regulation addressing the violation liste

the required corrective action and timeline for completion.

Review of State Performance Plan/Annual Performance Report (SPP/APR) Indicators
Annual Date Review Monitoring Activity
Findings of Non-Compliance and Required Corrective Actions

2020-2021
2020-2021
Description of SPP/APR . LEA -
Monitoring Activity | Indicator | COMPliance | oo Lo Findings
Target Data

Finding 1: In wiolation of State Board of Education Rule
Selective Monitoring
Monitoring report findings and actions

The subfolders within your Remedial Actions folder, should match the indicators and activities
that were found to be out of compliance last year and listed in the monitoring report.

Remedial actions folder
Documents submitted as remedial actions, consequently to last year’s monitoring report, will be
in 2020-2021 Monitoring Cycle. Here, too, each district has its folder, in which the 20-21

Remedial Actions subfolder can be found by following this path:

2020-2021 Monitoring Cycle ~(5u-) cyclic > 5. Correspondence > Documents to and from 'yl > 20-21 Remedial Actions

O Name Created By Modified By Modified + Add column
Discipline Palicies - Due 3-15-22 Kragh, Simona Kragh, Simona November 18, 2021
Indicator 11 - Child Find - Due date 3-15-22 Kragh, Simona Kragh, Simona September 8, 2021
Indicator 13 - Post-sec. Plans - Due 3-15-22 Kragh, Simona Kragh, Simona September 8, 2021
SOPs-Due 9-15-21 Kragh, Simona Kragh, Simona September 8, 2021

FAQ’s and Common Issues

Q: Why can’t | see my files?
A: When accessing your folders, be sure to click the direct link provided by AOE staff.
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Q: Which folder are my documents in?
A: Documents which are due during the 2021-2022 cyclic monitoring cycle are located in the 1.

2021-2022 Submissions during Monitoring Cycle folder.

2021-2022 Monitoring Cycle > Cyclic Monitoring > Cheddar Valley - Example for Webinar > Documents to and from Cheddar Valley

0O Name Created By Modified By Modified
1. 2021-2022 Submissions during Monitoring Cycle Perry, Sabine Perry, Sabine September 13, 2021
2. 2021-2022 Monitoring Report and Supporting Reviews Perry, Sabine Kragh, Simona September 14, 2021
3. 2021-2022 Correct documents after Monitoring report Perry, Sabine Perry, Sabine September 13, 2021
4. Correspondence Perry, Sabine Perry, Sabine September 13, 2021
5| edu-corrective-action-plan-template (1).docx Gile, Rebecca Gile, Rebecca January 7

Documents which are due during the 2021-2022 selective monitoring cycle are located in the 20-21

remedial actions folder.
2020-2021 Monitoring Cycle > il sUBM) cyclic > 5. Correspondence > Documents to and from S| > 20-21 Remedial Actions

0 Name Created By Modified By Modified + Add column ~
Discipline Policies - Due 3-15-22 Kragh, Simona Kragh, Simena November 18, 2021
Indicator 11 - Child Find - Due date 3-15-22 Kragh, Simona Kragh, Simona September 8, 2021
Indicator 13 - Post-sec. Plans - Due 3-15-22 Kragh, Simona Kragh, Simena September 8, 2021
SOPs-Due 9-15-21 Kragh, Simona Kragh, Simona September 8, 2021
@ edu-attestation-form-january-deadline 2022.docx McNamara, Tristan McNamara, Tristan January 6
@= edu-attestation-form-march-deadline.docx Gile, Rebecca Gile, Rebecca December 14, 2021

Q: I’'m using the Firefox browser and it isn’t working?
A: For optimal use of SharePoint, please access your folders using Microsoft Edge.

Q: I can’t open my files directly from SharePoint, how can I fix this?
A: If you are unsuccessful in opening your files directly from your folders, please download the
documents to your computer and open directly from that location.

Q: I’'m receiving an error message, what should | do?
A: If you receive an access error message, your link could be incorrect. Please use the original

link provided to you.

Monitoring Guide to SharePoint Page 10 of 10 /‘?O\VERMONT

(Revised: April 4, 2022) AGENCY OF EDUCATION




	How to Access Your Folders and Files
	How to create a Microsoft account to use with SharePoint
	How to create a new Outlook email
	How to access your SharePoint folder
	Accessing files in your SharePoint folder
	How to save a file to your local disk without opening it

	Submitting Complete Documents
	Guide to submitting
	Types of files accepted
	No redaction of PII
	Where to find your report
	0
	Findings and actions document
	Remedial actions folder

	FAQ’s and Common Issues
	Q: Why can’t I see my files?
	Q: Which folder are my documents in?
	Q: I’m using the Firefox browser and it isn’t working?
	Q: I can’t open my files directly from SharePoint, how can I fix this?
	Q: I’m receiving an error message, what should I do?





Accessibility Report





		Filename: 

		edu-special-education-monitoring-guide-to-sharePoint.pdf









		Report created by: 

		Lucille Chicoine, Program Technicial, Lucille.Chicoine@vermont.gov



		Organization: 

		Vermont Agency of Education







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



