PS-HUB User Guide:

To Access PS-HUB
1. Navigate to https://share.dcf.wisconsin.gov/ps-hub/
2. You should see this logon screen,

Windows Security

Connecting to share.dcf, wisconsin, gow.

WIEXT\JoeHarrison

| ' Use another account

QK Cancel

3. Select Use Another Account, then enter WIEXT\[your username] followed by your password
Windows Security |

Connecting to share.dcf. wisconsin.gow.

| v WIEXT\JoeHarrison

Domain: WIEXT
B Remember my credentials

(]9 Cancel

4. If you are on Windows XP you will instead get a box that only has a username and password
field, enter WIEXT\username in the username field, and your password in the password field.

5. Ifit doesn’t let you in, STOP, check your password. If you have lost your password or suspect
your account is locked you will need to call the DWD solutions center at (608) 266-7252.



To Upload a File

1.

Click on the name of your county in CountyFiles

P5-HUB

Libraries Post-Reunification Support Program HUB
CountyFiles ProgramResources

ProgramResources D Type Name

Lists Ea Presentations and PowerPoint Files
Discussions &8  Program Data

(] Program Forms

Madified

1/27/2015 9:51 AM
1/27/2015 9:51 AM
1/27/2015 9:51 AM

2 Al site Content CountyFiles

] Type Name

O ca Ashlan§
(] Bayfiel
(] Brown
(] Burnett
(] Calumet
(] Clark
(] Crawford

Maodified

~|10/24/2014 1:29 PM

10/24/2014 2:15 PM
10/24/2014 2:15 PM
10/24/2014 2:15 PM
10/24/2014 2:15 PM
10/24/2014 2:16 PM
10/24/2014 2:16 PM

Click on the folder for the type of file you are uploading, we will use Referrals for example

Modified By

|®| Joe Harrison

(¥ Jo0e Harrison

|®| Joe Harrison
|®| Joe Harrison
(¥ Jo0e Harrison

Joe Harrison

|®| Joe Harrison

purposes
PS-HUB
Libraries Post-Reunification Support Program HUB
CountyFiles ProgramResources
ProgramResources - .
[ Tvpe Name Modified Modified By
Lists a3 Presentations and PowerPaint Files 1/27/2015 9:51 AM Vaughn Brandt
Discussions Ea Program Data 1/27/2015 9:51 AM Vaughn Brandt
Ea Program Forms 1/27/2015 9:51 AM Vaughn Brandt
CountyFiles
@ All Site Content
[1 Tvpe Name Modified Madified By
Ca Communications 10/24/2014 2:27 PM |9 10e Harrison
Ca Data 10/24/2014 2:27 PM (¥ J0e Harrison
Ca Fiscal 10/24/2014 2:27 PM (¥ 10e Harrison
O c= - 10/24/2014 2:27 PM ¥ 10e Harrison

Referral@

Click on the checkbox at the top of the list

Libraries Post-Reunification Support Program HUB
CountyFiles ProgramResources
ProgramResources -
1 Type Name Modified
Lists Gl Presentations and PowerPoint Files 1/27/2015 9:51 AM
TEErEEhTE Gl Program Data 1/27/2015 9:51 AM
Gl Program Forms 1/27/2015 9:51 AM
_ CountyFiles
@ All Site Content
Type Name Modified Modified By
There are no items to show in this view of the "CountyFiles™ document library.




4. The ribbon should appear at the top of the screen, select Upload Document

Site Actions ~ @  Browse  Page [EOLTSILIEG

By * 3 _ Check Out 1 version History L )sendTo - . |y Unpublish
| — f - | - ) 3 '
{3 CheckIn ‘33 Document Permissions v 5% Manage Copies = ¥ 4] Approve/Reject
New Upload New Edit View Edit E-mail a Alert Download a Workflows Publish N
Document » Document ~| Folder Document &, Discard Check Qut  Properties Properties X Delete Document Link Me + Copy 3 Go To Source Y| Cancel Approval
New Open & Check Out Manage Share & Track Copies ‘Workflows
Libraries | YPlead Document ipport Program HUB
CountyFiles Upload a document from your 5
computer to this library.
ProgramRu . s
L] Type Name Modified Modified By
Lists (] Presentations and PowerPoint Files 1/27/2015 9:51 AM Waughn Brandt
Discussions Ca Program Data 1/27/2015 9:51 AM Waughn Brandt
(] Program Forms 015 9:51 AM Waughn Brandt
CountyFiles
[Zh all site Content
ype ame odifie odified By
L N Modified Modified B

There are no items to show in this view of the "CountyFiles™ document library.

5. The following box will appear:

CountyFiles - Upload Document =

Upload Document
Mame:

Browse to the document you
intend to upload. l Browse... |

Upload Multiple Files. ..
Add as a new version to existing files

Version Comments
Version Comments:

Type comments describing
what has changed in this
VEersion.

QK Cancel

6. Select “browse”

CountyFiles - Upload Document

Upload Document
Mame:

Browse to the document you

intend to upload. I

Browse. ..

Upload Multiple Files...
Add as a new version to existing files

Version Comments



Find the file in your filesystem, and select “Open” then “OK”

CountyFiles - Upload Document

Upload Document
Mame:

Browse to the document you
intend to upload, I Browse. .

IUpload Multiple Files. ..
Add as a new version to existing files

Version Comments ]
Version Comments:

Type comments describing
what has changed in this
Version.

D‘E OK Cancel
The document should appear in the list
e e et e [ v v -
5 Paost-Reunification Support Program HUB
iles ProgramResources
1Resources .
] Type MName Modified
Ca Presentations and PowerPoint Files 1/27/2015 9:51 AM
sions ] Program Data 1/27/2015 9:51 AM
] Program Forms 1/27/2015 9:51 AM
i CountyFiles
ite Content
] Tvpe MNarme Modified
O testdﬁcument 2 e ~|2/23/2015 3:32 PM
R

The PS Program will receive an automatic email that the document has been uploaded. If you
do not hear from the program within 2 days, contact the Program Coordinator as there may

have been an issue with the automatic email system.



10. If corrections are required, you can “edit” the document on SharePoint by clicking the checkbox
next to the document and selecting Edit Document in the ribbon

3 ﬁ e |5 Check Out /4] Version Histary e %] 5e
] [ . (o @
_:'_-JCheckIn cigd Document Permissions @Mi
Mew Upload Mew Edi . E-maila Alet  Downloada
Document - Document. Folder Documeht o, Discard Check Qut Proper‘tles Proper‘tles >< Delete Document Link Me - Copy qy G
Mew Open & Check Out Manage Share & Track Copies
Libraries post| Edit Document
CountyFiles Pro| Openthis document for editing.
ProgramResources o
] Type Mame Modified
Lists ] Presentaticns and PowerPaoint Files 1/27/2015 9:51 AM
Discussions E Program Data f27/2015 9:51 AM
] Program Forms [f27/2015 9:51 AM
’ . CountyFiles
@ All Site Content
Type  MName Modified
testdocument @ wew 2/23/2015 3:32 PM
11. Or you can delete a document by seIecting Delete Document instead
.- ﬂ F |_gy Check Out i) Version History ) &3S
N h: ’ L @
_‘_JCheckIn %5 Document Permissions @I\
MNew Upload Edit E-maila Alert  Download a
Document - DOCLIH"IEI"Itv Folder Document ‘- Discard Check Qut Propertles Propertles )( Dﬂf\}? Document Link Me + Copy iy €
New Open & Check Out Manage Share & Track Copis
Libraries Post-Reunification Support Program HUB Delete Document
CountyFiles ProgramResources Delete the selected document or
documents.
ProgramResources o
ype ame adifie
arT M Modified
Lists Ca Presentations and PowerPoint Files 1/27/2015 9:51 AM
Discussions 7] Program Data 1/27/2015 9:51 AM

() all site Content

Ca Program Forms

1/27/2015 9:51 AM

CountyFiles
Type  MName Modified
testdocument i Hew 2/23/2015 3:32 PM




How to Set up an Alert
1. Analert will provide a user with a specific type of notification when content is loaded to the PS-
HUB. First, select the document library in the left hand navigation you want to set the alert.
PS-HUB

Libraries

ColintyE

PrugramR&ur:es

Lists

Discussions

) All Site Content

2. If you want the alert for an individual document or folder, select the checkbox for that
document or folder and click on “Alert Me” and then “set alert on this document”

T __"_,CheckOut Ej '_ Version History j % | 5end To -~ =

; {5 Check In L % Document Permissions : 25 Manage Copies S
Mew Upload Mew Edit o View Edit E-mail a AIJ}S Downloada Workflo
Document - Document~ Folder Document &, Discard Check Out  Properties Properties 7 Delete Document Link Me + Copy y Go Ta Source
Mew Open & Check Out Manage Share & Track Copies
Libraries [ Type Name Madified Alest Me
CountyFiles - - foar . Receive e-mail or mobile
= = &= Ashland 10/24/2004 1| tifications when things change.
el (] Bayfield 10/24/2014 2:I5FM
! (] Brown 10/24/2014 2:15 PM
Lists
. - (] Burnett 10/24/2014 2:15 PM
Discussions
(] Calumet 10/24/2014 2:15 PM
(] Clark 10/24/2014 2:16 PM
- i Crawford 10/24/2014 2:16 PM
.j All Site Content = RN ——
Ca Dodge 10/24/2014 2:16 PM
(] Douglas 10/24/2014 2:16 PM
(] Eau Claire 10/24/2014 2:18 PM



3. Set the options for the alert according to your personal preferences and then select OK.

CountyFiles: Dodge - New Alert

Alert Title

Enter the title for this alert.
This is induded in the subject
of the notification sent for
this alert,

%iverv Method

Spedify how you want the
alerts delivered.

Change Type

Spedfy the type of changes
that you want to be alerted
to.

Send Alerts for These
Changes

Spedfy whether to filter
alerts based on spedfic
criteria, You may also restrict
your alerts to only indude
items that show in a particular
ViEw.

When to Send Alerts

Spedfy how frequently you
want to be alerted, {mobile
alert is only available for
immediately send)

oK Cancel
|C|:|untvFiIE'.5: Crodge
Send me alerts by:
(®) E-mail Joe.Harrison@wisconsin.gov

@ Text Message (SMS) |

[[]5end URL in text mes=zage (SMS)

Only send me alerts when:
(® All changes
() New items are added
() Existing items are modified
() Items= are deleted

Send me an alert when:
(® Anvything changes
) Someone else changes a document
") Someone else changes a document created by me

{_) Someone else changes a document last modified by me

@) Send notification immediately
() send a daily summary
() send a weekly summary

Time:

IMCI"‘dEI'y‘ |3:I:IE FM

oK Cancel

4. The alert is now set up.




5. You can set an alert for an entire document library by clicking “Alert Me” without selecting an
individual document or folder, selecting Add Alert

P5-HUB

Libraries

CountyFiles

ProgramR.esources ]
Alert Title

Lists Frequency: Immediate

Discussions .
] CountyFiles: Dodge

2 All Site Content

6. Then select the document library you want the alert for and hit “Next”

Harrison, Joseph C -

&’ L
an this site. ILiket  Tags &
Motes

2

® A CountyFiles
Wiew this list...

O A ProgramResources
Wiew this list...

Mext Cancel

7. Set your preferences as before, and hit “OK”



