On the EMPLOYEES page, click on the Partnership Portal button
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Clicking on the Partnership Portal button opens the login to Office 365.
Sign in to your account as usual (e.g. check email, calendar, etc.)
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For security purposes, this application requires you to sign in again.
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Once logged in to the Portal, if a specific program comes up (email, calendar), click on the
9-box grid in the upper left corner.
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Click on the SharePoint icon to access documents via the intranet.
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Each program has its own colored category.
Facilities — dark red
Information Technology - purple
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Clicking on Facilities will open a new tab with the

Facilities Services Portal.
The New Workorder box is on the left.

X E} SharePoint

(] 0 @ https://capna.sharepoint.com/facilities/SitePages/Facilities%205

>

New Workorder

My Warkorders

D

153
195
374
430
483
530
540
612

Rl il I i i N O N

1836

)

s%20Portal.aspx
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Facilities Services Portal o
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Survey

Exchange 3 folding tables with newer, lighter models
Leaky Door/Roof

Move classroom furniture for summer floor waxing
Playground Shade

Modular/Shed Contents Removal

Sink Remaval

Office Desk Removal

Interior Door Lock for HRS

Install Vent Dampers
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Priority

(2) Normal
(2) Normal
(2) Normal
(2) Normal
(2) Normal
(2) Normal
(2) Normal
(2) Normal

(2) Normal

Status

Resolved
Resolved
Resolved
Resolved
Resolved
Resolved
Resolved
Resolved

Resolved

Assigned To

Patrick Turner
Patrick Turner
Patrick Turner
Patrick Turner
Patrick Turner
Patrick Turner
Patrick Turner
Patrick Turner
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There are no items
to show in this
view of the
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list.

Portal Docs

Name

Facilities Work
Orcler System

Instructions

Portal Links

URL

There are no items
to show in this
view of the "Portal

Links" list.



If the Technology Work Order site is not listed under
‘Frequent’ or ‘Suggested’,
type Technology Work Order into the search bar and hit ‘enter’
Workorders are submitted through the IT Case box on the left.
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IT Announcements

There are no items to show in this view of the "IT Announcements” list.

Useful Documents

Name

Child Plus Setup Instructions

IT Work Order Instructions

Useful Links
jin Title Priority Case Status Due Date Requester

URL
153 Re-rout phone line (2) Narmal  Closed Holly Hicks

Office 365 End User Video Training
154 Copier Move (2) Normal  Closed Hally Hicks

Getting Started with Office 365
157  Re-rout Classrcom Camera (2) Normal  Closed Holly Hicks

Share Documents in Office 365
160  iCloud for Windows (2) Normal  Closed Holly Hicks

Use email and more in Office 365
420 Adobe Update (2) Normal  Closed Holly Hicks

Communicate with Lync in Office 365
579  iTunes Update (2) Normal  Closed Holly Hicks

Use Office and Office web apps in Office
593 Formata Font Download (2) Normal  Unassigned Haolly Hicks

365

678  Quick Time (2) Normal  Unassigned Holly Hicks End User Training Resources for Office 365



