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Accessing the Site

1. The following URL will direct you to the FAASTeam Rep SharePoint Site:

https://avssp.faa.gov/avs/afsfaast/FAASTeamReps/SitePages/Home.aspx

2. Inthe “Connectto .......... faa.gov” window, enter your user name and password. Also, click on
Remember my password. Click on OK.

NOTE: There are two possible formats for your user name, depending on when yours was issued.

EXC\firstname.lastname (where firstname.lastname is your first and last name separated by a
dot). Example: EXC\john.doe

AVS\x(region)** (where region is your region/office identifier and ** is your first and last initial.
Example: AVS\awplllso

Connect to excokcca.exc.faa.gov el

ﬁ%n
R

Connecting ko avssharepaint.faa,gov

Lzet narme: I € ExChoonx j

Password; I

[~ Remember my password

If you are unable to access SharePoint or do not get the log on window, try the following:
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https://avssp.faa.gov/avs/afsfaast/FAASTeamReps/SitePages/Home.aspx

You will need to add *.faa.gov as a trusted site in your internet browser.
For Internet Explorer 6.0 or higher users, follow these steps:

1. Open Internet Explorer, click on Tools, then Internet Options.

e it arntd FAAST eaenBeps SitePager Home saps

Fle Edit Yiew Fyvorsell RO r i

Dedete Browwsing Histoey.. Crb= Shat« Dl ) SCA ca) THST ‘ EXCAVEPS oo MyAVSPS @ MedHedo & GowTnp HFIU.S-& o) FARSTDats || SPTHG
InPrivate Browsing CirlsShift=P

it & Lse

R!ﬁ:ilﬂ-'l Last Browsing Jession
InPrivate Filtering Curbe Shift=F
InPyrvate Filtering Settings
Pop-up Blecker ¥
Smartsoreen Filler ®
Mmnsge fdd-ons

srmpatibilay View
Compatiility View Settings

seshe 1o B Fead vTeam Representatives Collaboration Center (NFRCC)

Feed Discowery "
Windcws Update

Cubscribe 1o this e

epresentatives Announcements

Develeper Took F12
Onehiote Linked Motes Expires
Lyrec adkd-cn

Send to Onellote

lInternet Qptions

2. Click on the Security Tab, then the Trusted Sites Icon.
3. Click on the Sites button.

2

Generrivac}' I Content I Connections I Programs I Advanced I

Select a'Web content zone to specifi itz securty settings.

® <«

Intermiet Local intrars Riestricted

Trusted sites

Thig zone containz Web sites that you
trust not ta damage pour computer ar
data.

— Security |level for this zone

Custom

Custom settings.
- To change the settings, click Custorn Lewel.
- To uze the recommended settings, click Default Lewvel

Cugtom Level... | Default Level |

Ok I Cancel I Lpply |
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4. In Add this Web site to the zone, enter *.faa.gov, then click on Add. You should also uncheck
the Require server verification... box. Click on OK.

Trusted sites

You can add and remove 'Web sites From this zone, All Web sites
in this zone will use the zone's security settings.

#dd this weh site ta the zone: h
T =)

Web sites:

*.dot.gow -~
Wi, employesexpress, gay
* . govtrip.com
* jochi.goy
*.nbe.gov

*
| migs.com bt

‘ [IRgquire server verification (https:) For all sikes in this zone:
v

CK ] [ Cancel

5. Click OK to close all the popup boxes.
6. Close Internet Explorer, reopen it, and try accessing SharePoint using the URL at the beginning of
these instructions.

If you are still unable to access SharePoint or do not get the log on window, try the following:

1. From the web browser, click on Tools, then Internet Options.

v/ st aest/ FAASTearmPepa SiePages Home ssps
Ble Edit Yiew Fgeont ‘Iwh L

Debete Brcsing Histoey. CufeShift-Del  |{7] SCA 6 HST (@) EXCANTPS %, MyAVSPS @) MedHelo & GovTrip (@) FAASE [T] FARSTDuts [7]5PTHG

InPrivate Browsang LirlsShift-P
7 N vt & Use—

l S _
InPervate Filtering Chrbe Shaft=F

InPrivate Filtering Settings

Bop-up Blocker »
SmartSoreen Filler L]
Manage ddd-ons

Compatigility View Settings

hTeam Representatives Collaboration Center (NFRCC)
Feed Discovery g

Windows Update

Geveloper Toch A2 fepresentatives Announcements

Onehete Linked Notes Bxpires
Lync add-cn
Cepd to Oneblcte

Internet Dpfions
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2. Click on the Security Tab, then the Trusted Sites Icon.

3. Click on the Custom Level button.

Internet Options

;Emmﬁmw e |
~ Security bawel for thix zone
Cuttom a4
o e s stis, cick Cuson sl

- To use the necommended seltings. chck Dielault Level

S —

4. Inthe Security Settings window, scroll down to the very bottom of the window. Under "User
Authentication”, select Prompt for user name and password. Click on OK, then OK again.

2|
Settings:

O Disable A
& Ensble
O Promgt
[ scripting of 1ava applets
) Disable
@ Ensble

>

O Ancaymaous logon
O sutomatic logan anby in Intranst zone

5. Close Internet Explorer, reopen it, and try accessing SharePoint using the URL at the beginning of
these instructions.
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If you still have trouble accessing the site, or have any issues with your logon id (including needing to
change the password), please contact the AVS National IT Service Desk at 877-287-6731 (or email 9-
NATL-AVS-IT-ServiceDesk@faa.gov).

Creating SharePoint Alerts

When creating alerts on SharePoint, you are asking to be alerted via email to changes and/or additions
to items on the SharePoint site. You should receive an email confirming each alert that you create.
Thereafter, you will receive an email alerting you to changes and/or additions to the SharePoint site
according to the alerts that you create.

As you browse the site, you can choose to create an alert to a library or list in which you are interested.
In the following example, we’ll create an alert to the Announcements list.

1. Click on National FAASTeam Representatives Announcements.

Haticnal WFRCC Al ACE AEL AGL AhM ASO ASW AWP

Libranes

deresentaions N ational FAASTeam Representatives Collaboration Center (NFRCC)

ments [‘\..1‘.|:::155| FAASTeam Representatives Announcements ]
é Tite Expires
Lists
National FAASTeam Rep
Events Calendar b Add new ARRoURCEmENL

Pictures

2. Click on Alert Me.

b-How, % 8 Adeenigtoation - Edi s Use

Feord Tank Parse o MIDOMY View o« Cusnerd Vidw ;I-._
) H | _-é | 'li ¥«
L. Snow Tots ” Creale Column Home Fage Yiew * . —t
Chemle E-miall 5 | Alert 55 i 18 ThadePaing Andct 15 Efoadt 1o
Eefreih Data WhEw Biavicet & L Curient Page Ling MEw Feed Yorkspace Crstlonk Euiel
Dasasheel el |55 [ 54t alert o Ehis Bt
-l 3 a
Al N
=) Se alert on Ehis list
R e ACDEES e -
Rt enid &-mmddl o mobds bl igaisng
ot al Ty e in Bl gk i Chars :\ull
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3. You have a choice of creating an Alert to an individual Announcement or all Announcements. To
manage your Alerts, select “Manage Alerts.” Managing Alerts allows you to see all your Alerts and
edit or delete them. In this example, we will add an Alert to the Announcement List. To add an Alert,
click on “Set alert on this list” and you will see the screen below. Your email address should be auto
filled. Configure the remaining selections to your preference and click “OK.”

Announcements - New Alert =

0K ] [ Cancel

Alert Title
Announcements
Enter the title for this alert.
This is induded in the subject
of the notification sent for this
alert.

Send Alerts To
Users:

You can enter user names or e My Email Addres Here
-mail addresses, Separate
them with semicolons.

8, W

Delr Method
cvery Send me alerts by

Specify how you want the @ E-mail

alerts delivered. l.BE.Williams@faa.gov

Send URL in text mes=zage (SM5)

Ch T
ange Type Only s=end me alerts when:

Specify the type of changes

@
that you want to be alerted e
o,

() New items are added
i7) Existing items are modified

(©) Items are deleted

Send Alerts for These
Send me an alert when:

Changes

Specify whether to filter alerts @ Anything changes

based on specdific criteria. You i

may also restrict your alerts to ©) Someone else changes an announcement

only indude items that show in ]

a particular view. ) Someone else changes an announcement created by me

7) Someone else changes an announcement last modified by me
) An announcement with an expiration date is added or changed

) Someone changes an item that appears in the following view:

Home Page View ||

When to Send Alerts
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4.  You will be returned to the original list or library to which you were creating the alert.

List Tools

Site Actions ~ i Browse Items List

- L[_:! Show Task Pane - |» Modify View = Current View: @
\-) ) £ | Show Totals : -) ﬂ' Create Column  Home Page View = —J : =
Standard| Datasheet Mew Create E-maila : Ale RSS Sync to SharePoint C
View View Row Refresh Data View 3| Mavigate Up Current Page Link { Me Feed Workspace
View Format Datasheet Manage Views Share & Track
Libraries O Title

@pamyveriRrEsentations NFRCC Site Access Guide & new
Announcements

Rep Documents % Add new announcement

Resource Documents

Lists

Mational FAASTeam Rep
Ewvents Calendar

Receiving Your SharePoint Alerts Via Email

After you have subscribed to a SharePoint Alert, you will receive an email confirmation similar to the
one below. The below email sample confirms that an alert was added on the National FAASTeam
Representative Collaboration Center site for the “Announcements” list. Please note that emails
regarding SharePoint alerts will be from sender 9-AMC-AVS-Sharepoint. You might need to ensure
that this sender does not end up on your SPAM list.

You have successfully created an alert for "Announcements’

9-AMC-AVS-Sharepoint (FAA)
Fri 11/21/2014 9:47 AM
# Wiliams, 18 (FAA)

Alert "Announcements’ has successfully been added on 'NERCC'.

You will receive alerts according to the delivery method, timing and criteria that were
selected when the alert was created.

You can change this alert or any of your other alerts on the My Alerts on this Site page.
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There are two links contained in the email that are underlined and in blue font. The first is a link to the
NFRCC site. The second is a link to the Alerts Manager that will allow you to select and manage all
your Alerts on the NFRCC Sharepoint site. All Lists and Libraries on the NFRCC Sharepoint site have
the ability to create Alerts on individual items or the entire List or Library.
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