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Accessing document libraries 
 

1. After logging in to the site you will see a list of document headings on the left hand side of the 
screen.  The number of headings you are able to see and access will depend on your permission 
level for the site. 

 

 
 

2. By selecting one of the document headings you will be taken to that particular document library.  
You should then be able to list of all documents that have been uploaded to that library.  You 
may find that these have been organised into specific folders, e.g. for an upcoming SAC meeting. 
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3. You can then open a document with a left click of your mouse (this will open the document in 
the existing screen so remember not to close it after you have finished reading) or you can right 
click the mouse to bring up the following options. 

 

 
 

4. You can either choose to open the document in a new window or new tab. 

How to upload a document for others to view 
 
 

1. Your permission level for the site will determine whether you are able to upload documents and 
in which document libraries you can upload them to. 

2. Select the document library in which you want to upload the document. 
3. Select the Upload tab and click Upload Document. 

 

 
 

4. Select Browse to find the document you want to upload. 
5. Select OK. 
6. The document should then be uploaded to the document library. 
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Setting up an alert for changes made to a document 
 
If you have uploaded a document to which you then want others to contribute or make changes, you 
can set up an alert notifying you of any changes to that document. 
 

1. Hover over the document and click the black triangle to activate the following menu. 
2. Select the Alert Me option 

 

 
 

3. You are then presented with the New Alert screen. 
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4. You can then choose various options, including when you want the alert to be sent to you and 

what action should prompt an alert, e.g. when someone changes the document. 
5. Once you have selected your preferred options click OK. 

How to upload a document for approval (for PTB staff) 
 
It is possible to upload documents which can then be approved or rejected by the SAC, e.g. SAC chair or 
secretary/vice chair.  Such documents would include draft agendas, minutes, out of programme 
applications and CESR applications. 
 

1. Select the document library where you to save the document to approve, i.e. 
a. SAC agenda  
b. SAC meeting minutes to approve 
c. OOP applications 
d. CESR applications 

2. Upload the document into the library.  If you want to upload more than one document, e.g. an 
agenda plus enclosures then you can first create a folder for these in the library. 

3. Hover over the document and click the black triangle to activate the following menu. 
4. Select the Workflows option and you will see the following screen. 

 

 
 

5. If you are in the SAC agendas folder you will see “SAC agendas to approve” under Start a new 
workflow. Select this option. 

6. You will then be taken to the Start workflow screen.  From here you can then select the 
approver(s), compose a message to be sent to them and set the deadline for a response, e.g. 2 
weeks.  You can also copy the message to another SAC member e.g. the secretary. 
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7. Once all options have been chosen, click start to commence the workflow.  The message will be 
sent to the approver(s) which will direct them to the document on the site you are seeking 
approval for.  

8. The approver can then review the document and make their decision.   This will automatically 
generate an email which is sent to you, notifying you of the approver’s decision. This should 
then complete the workflow for that document. 
 

How to approve a document (for SAC members) 
 
If a member of the PTB team requires an SAC member to approve a document - SAC agenda, SAC 
minutes, OOP application or CESR application they will follow the previous process which triggers an 
email notification to the approver. 
 

1. The SAC member will receive an email notifying them that a document has been uploaded 
which requires their decision.   

2. Selecting the link in the email will take you (SAC member/ approver) to the login screen. 
3. Enter login details 
4. You will be directed to the workflow screen for the document. 
5. The document will then open 
6. SAC member can then review the document and submit their decision by navigating to their 

tasks – this can be accessed by the front page of their specialty site.  
7. You will then see the following screen.  This allows you to make comments and to make a 

decision - Approve, Reject or Cancel. 
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8. Once the decision but is clicked an email will be sent to the JRCPTB member of staff responsible 
for the document, notifying them of the decision. 

How to download a copy of a document 
 
It is possible to download copies of documents from the site onto your own computer or network drive.  
You can then edit these and upload them back on to the site as new documents. 
 

1. Navigate to the appropriate document library in the site. 
2. Hover over the document you wish to download. 
3. The drop down list will then appear.  Select Send to and then Download a Copy (see below). 

 

 
 



8 
 

4. Right click Download a Copy and a dialogue box should then open asking if you want to open or 
save the document. 

5. Select Save and then choose the location where you want to save the document. 
 

How to use the forum 
 
The PTB general area and each specialty area of the site have their own forums.  All users are able view 
and post on the general forum as well as the forum for their particular specialty. 
 

 
 
Some broad forum topics have been created which users can then choose to post under or if something 
more specific needs to be discussed then users can start a new topic.  This is done by navigating to the 
forum page and selecting New followed by Discussion. 
 
If you want to add a comment to an existing discussion select the subject and then click reply next to the 
message to make your post. 

Discussion alerts 
 
If you want to be informed of when someone replies to a post you have made or a discussion has been 
added to you can create an alert.  This will automatically send an email to you to notify of recent 
activity. 
 

1. From within the discussion, select Actions followed by Alert me. 
 

 
 

2. You will then see a set up screen for the alert.  You can then choose your criteria for the alert.  
There are a number of different options to choose, including the type of change you want to be 
alerted to and when the alerts should happen.  See the screen below for details. 
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How to use the calendar 
 
The calendar can be found on the front page of the PTB General Area.  This can list anything from SAC 
meetings, to small working group meetings.  All users of the site are able to view and post new events in 
the calendar. 
 

Viewing an event in the calendar 
 

1. Select Calendar in the PTB general area. The calendar will then open, showing events for the 
current month. 

2. Select an event posted on the calendar. 
3. A new screen will open which shows more details about the event, e.g. location, start/end time 

and description of the meeting. 
4. It is also possible to edit the event by selecting Edit Item.  This is useful if information about the 

meeting has changed, e.g. start time or location.  If the meeting is no longer taking place then 
select Delete Item. 

5. Select OK to update the event on the calendar. 
 

Adding an event in the calendar 
 

1. Select Calendar in the PTB general area. The calendar will then open, showing events for the 
current month. 

2. Select New and New Item. 
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3. The New Item screen will open. 
4. Enter the information about the event/meeting and select OK. 
5. The new event will appear in the calendar. 

 
 

How to set up a new password 
 
If you have forgotten the password you were issued with then please navigate to the password 
recovery page. 
 

 
You are asked to submit your user name and a new password will be sent to your designated 
email address. 
 
Please then login with your new password. 
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How to create a new user and add them to the site (PTB staff only) 
 

According to your permission level you will be able to create new users and allocate them to 
groups. 
 
Creating a new user 
 

1. Select the”Admin Area” tab. 
2. You will see the screen below.  Follow the instructions for creating a new user. 

 

 

 
 

3. Once you select the “Create User and send email” button, an automated email message 
will be sent to the user inviting them to the site.  This will contain the user name and 
password you issued to them. 

4. They can alter their password using the “Change Password” screen 
  

First Name Last Name 
e.g. John Smith 

First name followed by123 
e.g. john123 

Re-enter password 

Enter email they will use to 
receive communication from site 

Enter “abc” 

Enter “123” 

Once all information is 
entered hit this button 
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How to add users to groups 
 

1. Select specialty site, e.g. paediatric Cardiology 
2. Select “Site Actions” in right hand corner of screen then click Site Settings. 

 

 
3. Select “People and Groups” under Users and Permissions. 
4. Pick a group from the list on the left hand side of the screen, e.g. Paed Card SAC member. 
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5. Next, click “New” from the blue bar and then “Add Users” 
 

 
 
 

6. You should then see the Add Users Screen.  Type in the name of the person you want to add to 
the group.  This has to be the exact user name you assigned to them when you created them as 
a new user on the site.  The site will not accept abbreviations or alternatives.  

 

 
 

7. Once you have typed the username click the small person with the green tick.  If the you have 
typed it correctly and they exist on the site then the user name should become underlined 
(viewable Internet explorer only).  Please note that you can add more than one user at a time by 
repeating this process.  Make sure that you type a semi colon between each name. 

8. Select the “Add users to a Sharepoint Group” option. 
9. Untick the box named “Send welcome email to new users”. 
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10. Select OK. 
11. The users name should now appear in the user list for that particular group. 
12. Repeat as required for other users and groups. 

 

 
 

 


