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YWHO SharePoint

« YWHO SharePoint supports file/document/resource
sharing and collaboration across teams.

« YWHO Networks have access to the external YWHO
Network Partners Documents library.

« Individual users have access to their hub-specific folder
and shared folders.

*User access will differ depending on designated permission
levels. If you require additional access, submit a request
through YWHQO HelpDesk.



https://ywho.camhx.ca/
https://ywho.camhx.ca/Documents/Forms/AllItems.aspx
https://ywho.zendesk.com/hc/en-ca

YWHO SharePoint: Purpose &
Goals

« YWHO SharePoint is a resource to house different components, such as
communications materials, training materials, implementation tools, data

repots, financial trackers, etc.

« The YWHO Networks are encouraged to add resources relevant to their staff,

such as Service Pathways, Committee Meeting Minutes, outreach posters, etc.

« The Networks are encouraged to add resources to the shared folders that are
relevant across Networks, such as job profiles, service pathways, out reach

posters, etc.



Quick Tip: Bookmark

 For ease of access, bookmark the YWHO Network Partner Library link to

your default browser, or create a desktop shortcut

: x|  Select the bookmark feature in your
* O 2

N browser to add a new bookmark
Bookmark added X

B This page is saved to Bookmarks bar askoricy  £¥ 2

=z =l » When prompted, select “Done”

To get your bookmarks on all your Turn on sync... ¢ S e | eCt “ E d it" to re n a m e yo u r

| bookmark (ex. YWHO Files Library)
*Example shown in Chrome.



https://ywho.camhx.ca/Documents/Forms/AllItems.aspx

Quick Tip: Desktop Shortcut

« To create a shortcut, select the S create shoreut?
e o m [‘r’WHO MNetwark Partners D:ucumentsl

» & 0O
z
£
2
=

menu in your browser

New Incognito window Ctrl+Shift+N

Person 1 Notsignedin > Cpen as window
Passwords and autofill >
History >
Downloads ctri+) Cancel
Bookmarks and lists >

nsions 4

sing data. rl+SRift+Del
« Name the shortcut, and
M ' n
click “Create

» Select the “Save & Share”, then
choose the “Create Shortcut”

= X

Save

G save page as... Ctri+S

Customize and control Geogle Chrome

Tihana Skorice £ 2

> e Your shortcut will now

& Install page as app...

0 oD £ B3RS E P

T Create shortcut...

o appear on your desktop

3 ?

@ Copy link B2 Managed by your organization

g r| r—a I8 Send to your devices
€y sHARE Ty Fowow Lasmc O ¢
- &) Cast...
I—

YWHO
Network ...

*Example shown in Chrome.



YWHO Helpdesk

 All SharePoint requests and support needs can be made through

YWHO Helpdesk.

« Request to add/remove user accounts
« Request changes to permission levels

» Technical support and troubleshooting

« New users receive a temporary account set-up link from, no-

reply@camh.ca. Please use the link to set up your account.

*Please check your junk folder for the temporary account set-up link.


https://ywho.zendesk.com/hc/en-ca

Login Page

 To login, use the
camhx/firstname lastname

format and your password.

* If you forget your password, use

the Forgot Password function to

reset your credentials.

« Alternatively, submit a request

through, Helpdesk.

Centre for Addiction and Mental Health
Cerire de iodtomanis ef de sanéd mentaks

Home

Login

Welcome to the Centre for Addiction and Mental Health (CAMH)
Extranet User Manager. To enter this area of the site you must be an
authenticated user.

If you have any guestions or comments, please feel free to contact Alan
Tang at (416) 535-8501 Ext. 34713 or alan.tang@camh.ca.

Username [| ]

Password

Forgot Password? -

® 2019 Centre for Addiction and Mental Health (CAMH) | Terms of Use | ContactUs | Accessibility



https://ywho.camhx.ca/LandingAdmin/ForgotPass/default.aspx?Lang=EN
https://ywho.zendesk.com/hc/en-ca/requests/new

Library Homepage

SharePoint Newsfeed OneDrive Sites [EREIEGEES I TENNE o 3

BROWSE | FILES  LIBRARY O sHare Yy Fouow Cdswe IO

mi | g Youth Wellness Hubs Ontario

our les jeunes

Seoren Backbone Documents Archive Documents - YWHO PO # EDITLINKS p
- m o [SSea—— S S ) 3

YWHO Network Partners Documents

(® new document or drag files here

All Documents ==« .F"|d afile p

v [ Mame Modified Modified By Checked Out To

Archive e January 25 Tihana Skoric
Communities of Practice «  April 30 Tihana Skoric
Contact List == February7 Tihana skoric
FREEDCan_EIED == December 14, 2023 Tihana Skoric %
Hub Manager Resources e January 31 Tihana Skoric
Hub_Algoma Region ws  January 10, 2023 MOSS Admin
Hub_Chatham-Kent «= November 12, 2018 Heather McLaughlin
Hub_East Toronto «= November 12, 2018 Heather McLaughlin
Hub_Eastern Champlain == November 12, 2018 Heather McLaughlin
Hub_Haliburton County -« November 12, 2018 Heather McLaughlin
Hub_Kenora =« November 12, 2018 Heather McLaughlin
Hub_KFLA Regions we January 25 Tihana Skaric
Hub_London-Middlesex «+  January 10, 2023 MOSS Admin
Hub_Malton -« November 12, 2018 Heather McLaughlin
Hub_Nizgara Region e« November 12,2018 [| Heather McLaughlin

*Users will only see folders they have permission to view.




Tool Menu

« To open the YWHO SharePoint menu, click
“Files” or “Library” tabs (top left of the Library
Homepage)

SharePoint

BROWSE FILES ‘ LIBRARY
\ 1~j Check Qut
\j Check In

New Upload New Edit
Document - Document Folder Document Discard Check QOut

New Open & Check Out




New Folder

 To create a new folder, click “New folder” button from the menu

New

Folder \
Create a new folder %
« Name your folder, then
Se I ect “Save" Name * TEST Data Reports
Save Cancel
v [0 nName Modified Modified By Checked Out To ° O n Ce Saved , th e n eW fo | d e r-
TEST_Data Reports «« A few seconds ago Tihana Skoric

TE lementation ««« March 14 Tihana Skoric WI” popl’”ate In the ||St Of
.. March 14 Tihana Skoric eX|St|ng fOlderS

perations

*Please see appendix page for SharePoint naming conventions.



New Folder
Permissions

« Folders inherit permissions from the

“parent” folder

« To change permission levels of
folders, please submit a request to
Helpdesk

*A parent folder is the main group folder, usually a
hub group folder or project folder.


https://ywho.zendesk.com/hc/en-ca/requests/new

Upload Files

YWHO Network Partners Documents

(#) new document or drag files here

‘ « To upload a file, select “new

document” option

* Choose a file from your computer,
then select “OK"

* You can also drag and drop files in
the “new document” space

Add a document

Choose afile

Destination Folder

Version Comments

Choose File TESV«

3 Add as a new version to existing files

JTEST/TEST_Operations/ Choose Folder...

OK Cancel




Upload Files (Cont'd)

« Select “Check in” or “Save” to ensure your file is uploaded

* You must “Check in” a file before uploading, otherwise team members

will not see the file

YWHO Network Partners Documents - TEST Folder IMP.docx

EDIT

w8 o, X
K D E® Copy

Check Cancel  Paste 8 Delete
In Item
Commit Clipboard Actions

The document was uploaded successfully and is checked out to you. Check that th
© below are correct and that all required fields are filled out. The file will not be acc
other users until you check in.

Name * [TEST Folder IMP )-docx

Title

Version: 0.2

. . Save Cancel
Created at 5/17/2024 1:15 PM by "] Tihana Skoric
Last modified at 5/17/2024 1:23 PM by | Tihana Skoric

YWHO Network Partners Documents - TEST _Folder_IMP.docx

EDIT
w8 moo, X
K D E Copy
Check ' Cancel  Paste 2 Delete
In Item
Commit Clipboard Actions
Check In sfully and is checked out to you. Check that the fields

2d fields are filled out. The file will not be accessible to
Check in a document that you
currently have checked out.

Name * [TEST Folder ivp ) -docx

Title

Version: 0.2

. . Save Cancel
Created at 5/17/2024 1:15 PM by [ | Tihana Skoric
Last modified at 5/17/2024 1:23 PM by | Tihana Skoric




Upload Files (Cont'd)

BROWSE ‘ FILES ‘ LIBRARY \

a0

New Upload New

New

Edit

Document ~ Document Folder Document

Ops

SharePoint  Additionally, you can also upload a

new document through the menu tab

« Select “Upload Document”, and follow
the same upload process as previously

shown

*A reminder to always “Check in” the file before uploading.



New File
Permissions

« As with new folders, new files inherit

permissions from the “parent” folder

« To change permission levels of files,

please submit a request to Helpdesk

*A parent folder is the main group folder, usually a
hub group folder or project folder.



https://ywho.zendesk.com/hc/en-ca/requests/new

View Files

e To view a file, click the name of the file
from the file list

« When prompted, select to open the file
from the file application, (ex. Open
Word)

« If you would like to make edits to a file,
you will need to check out the file to
enable editing

TEST »ESSEmciations

(+) new document or drag files here

All Documents s Find a file 1 o)

8 0 Name Modified Modified By Checked Out To
ﬁ TEST_Folder_IMP % «« Afewseconds ago Tihana Skoric

TEST Folder IM S ««« 2 hours ago Tihana Skoric

Open Word (desktop)?

https://ywhao.camhax.ca wants to open this application,

D Always allow ywhao.camhxca to open links of this type in the associated app

' Open Word (desktop)




Check Out Files

TEST »NiENREecha{ioNS

(+) new document or drag files here

| Find a file P

All Documents s«

v [0 Name
@5 TEST Folder_IMP 3

- Folder_ IMp 2_OPS

Modified Modified By Checked Out To

.. Afew seconds ago Tihana Skoric

-« 2hours ago Tihana Skoric

 To check out a file, select
the check mark next to the
file you wish to check out

e Then select “Check Out”
form the tool menu

A checked out document is
unavailable to other users

This enables users to lock access
to a document while making edits

SharePoint

BROWSE FILES LIBRARY
\ o I i Check Out ] =
Check In e/ 4
New Upload New View Edit

Document ~ Document Folder Discard Check Out  Properties Properties

New Open & Check Out Manj
Check Out
Check out this document from the
youth | carrefours library.
h"“'lfl','s“ess _ ';Leu";f:;‘}eunes A checked out document cannot be
ONTARIO o< LonTARID edited by anyone else while it

remains checked out.




Check Out Files (Cont'd)

TEST » ESHEEmerations

(+) new document or drag files here

All Documents = | Find a file Jeo |

v [ nName Modified Modified By

@I TEST Folder IMP 3

| TEST_Folder 1P 2r-OPS - Urs ago

Checked Out To
- Afew seconds ago Tihana Skoric

Tihana Skoric

TEST » TEST_Operations

(+) new document or drag filac-hara
TEST Folder_IMP.docx

All Documents s« | Find a file

Pl ! Changed by you on 5/17/2024 3:34 PM

TEST Folder IMP 3 / Shared with lots of people

@5 TEST_Folder_OPS https://ywho.camhx.ca/Docume

T, "t CARE FoLow

 Alternatively, you can open the menu
from the ellipses located next to the

file name

« Select the ellipses again to open the
menu, then select “Check Out”

TEST » MRS laciantioNs

(#) new document or drag filas-hara

All Documents . ! Find a file

L 4 [ Name 1

TEST_Folder_IMP %
@5 TEST_Folder_OPS

)

View Properties

Edit Properties

|, Check Out

TEST Folder IMP.docx | Unpublisht

Changed by you on 5/17/2024 3: VErsion Histony

Shared with lots of people Compliance Details

https://ywho.camhx.ca/Documeé Workflows

Download a Copy

OPEN SHARE FOLLOW

Shared With

Delete




Check Out Files (Cont'd)

* A checked out file will have a green arrow in the file icon

* Only one user can “check out” a document at a given time

]

@5~ TEST Folder_IMP 3 .=« Aboutanhourago  TihanaSkoric  Tihan

ame Modified Modified By Checked Out To

oric

v

Ej TEST Folder_OPS -+« About an hour ago Tihana Skoric

 The “Checked Out To"” column lists the name of the user who last
checked out the file

*Request support from Helpdesk to override checked out files. Please note this can lead to loss of
unsaved work.



https://ywho.zendesk.com/hc/en-ca/requests/new

Edit Files

W Insite 00 Webex g YWHO @ ERF B VISAREC ¢ ms M MIRO » O Al
Open Word (desktop)?

SharePoint ewsfeed OneDrive Sites [RIERERSGIIES

https://ywho.camhx.ca wants to open this application.
BROWSE | FILES | LIBRARY <) sHARE ¥y FoLow CZ
[ Always allow ywho.camhx.ca to open links of this type in the associated app
-t} B P1 [ Check Out To- @ [® Unpublish
L L/ Check In age Copies Approve/Reject
New Upload ~ New Edit Workflows Publish
Document ~ Document Folder Document Discard Check Out Pt Open Word (desktop) o Source Cancel Approval
New Open & Check Out Workflows Tag)
youth carrefours H
wellness | bien-gtre ou eliness mubs Vntarl
hubs pour les jeunes
ot Backbone Documents Archive Documents - YWHO PO # EDIT LINKS Search this site J

TEST » TEST_Operations

® new document or drag files here

All Documents  ««« Find a file el

v [ nName Modified  Modified By Checked Out To
J| TEST Folder IMP -« 4days ago Tihana Skoric

§5| TEST_Folder_OPS .« 4daysago Tihana Skoric

When prompted, validate your

credentials in order to view the file

To edit a file, select the file,
then select “Open Word"” or

“Open Excel” option

https://ywho.camhx.ca X

camh

Login

Welcome to the Centre for Addiction and Mental
Health (CAMH) Extranet User Manager. To enter
this area of the site you must be an authenticated
user.

If you have any questions or comments, please feel

free to contact Alan Tang at (416) 535-8501 Ext.
34713 or alan.tang@camh.ca.

Username

Password

Forgot Password?

© 2019 Centre for Addiction and Mental Health (CAMH) | Terms of Use | Contact
s | Accessibility




Edit Files (Cont'd)

Step 1: Info Step 2:

TEST_Folder_IMP

https:/fy TEST » TEST Operations

Open “files” menu [ fmmentme ] Always “Save”

BIU-sex A-%-A ES

in Word or Excel G your work
to “save” your AT before closing

work the file

Check in, check out,

Info Step 3: oo _ Step 4.

TEST_Folder_IMP Versian Type

hittps://ywho.camhx.ca » Documents » TEST » TEST Operations What kind of version would you like to chack in?

= Salect “Check in” Lo Select “2.0 Major Version

Version Comments

D Checked Out Document
K] N

ki

Protect Document

LAl oriro! it ypesof ranges people can make o th4 When your edit iS (pu inSh)," then Select

IIO KII

Document =

Inspect Document
(]

" ot complete
Check for o

Issues -

a

a Manage Document
Check in, check out, and recover unsaved changes.

Show All Properties

Close the edited file




Delete File or Folder

« Occasionally, you may need to delete a file/folder (ex. File/folder cleaning)

« To delete afile, select the file/folder you wish to delete, then click the ellipses to open

the file/folder menu _
TEST » TEST_Operations

@ new document or drag f TEST_Folder_IMP.docx

« Click the ellipses to open the drop menu e 0 —

v [ e { Shared with lots of people

° Th e n Se I ect IIDe I ete" v TEST Folder IMP ‘ https://ywho.camhx.ca/Documents/KES

ﬂ% TEST_Folder_OPS
OPEN  SHARE FOLLOW 111

1 \iew Properties

When prompted select “OK"

Edit Properties

Check Out

. Unpublish this version
Version History
Compliance Details
Workflows

Download a Copy

Shared With

' Delete




SharePoint
User Account
Cleaning

« SharePoint account clean-up occurs

quarterly

« YWHO PO will send a list of users for each

Network to review

« Network Leads will flag required changes

* Submit a request to Helpdesk to add/remove user
accounts in advance of the quarterly clean-up.


https://ywho.zendesk.com/hc/en-ca/requests/new

Ssummary

« YWHO SharePoint allows
teams to share information

and collaborate

« Users can upload, view and

edit files

e Individual users have

different permission levels

« Connect with Helpdesk to

request a new YWHO
SharePoint account or for
troubleshooting

- For additional supports,
please reach out to
techsupport@ywho.ca



https://ywho.zendesk.com/hc/en-ca/requests/new
mailto:techsupport@ywho.ca

Apprendix: SharePoint Naming Conventions

lllegal Folder or Filename Action Result/remarks
Character
Leading Space Remove Replace with _(underscore)
, o 7
Trailing Space Remove Replace with _(underscore) If fl.le name error.
tilde - Replace | Replace with -(dash) persists, refer to file

owner as to preferred

double quote " Replace Replace with ‘ (single quote) course of action
pound # Replace Replace with -(dash) )
percent % Replace Replace with ‘p-c’ *Renaming fiIeS and
ampersand & Rep/ace Replace with ‘ and’ folders may break Scripts
asterisk * Replace Replace with -(dash) and macros that rely on
colon : Replace Replace with -(dash) these. End user will need
less than < Replace Replace with ((left bracket) tO review and update
greater than > Replace Replace with )(right bracket) dOCUfTIG"t? tO. reinstate
. . functionality in these
question mark ? Replace Replace with -(dash)
cases.
forward slash / Replace Replace with --(dash)
back slash \ Replace Replace with -- (dash)
left brace { Replace Replace with ((left bracket)
pipe | Replace Replace with -(dash)

right brace } Replace Replace with )(right bracket)




		Illegal Folder or Filename Character

		Action

		Result/remarks



		Leading Space

		Remove

		Replace with _ (underscore)



		Trailing Space

		Remove

		Replace with _ (underscore)



		tilde ~

		Replace

		Replace with - (dash)



		double quote "

		Replace

		Replace with ‘ (single quote)



		pound #

		Replace

		Replace with - (dash)



		percent %

		Replace

		Replace with ‘p-c ’



		ampersand &

		Replace

		Replace with ‘ and ’



		asterisk *

		Replace

		Replace with - (dash)



		colon :

		Replace

		Replace with - (dash)



		less than <

		Replace

		Replace with ( (left bracket)



		greater than >

		Replace

		Replace with ) (right bracket)



		question mark ?

		Replace

		Replace with - (dash)



		forward slash /

		Replace

		Replace with -- (dash)



		back slash \

		Replace

		Replace with -- (dash)



		left brace {

		Replace

		Replace with ( (left bracket)



		pipe |

		Replace

		Replace with - (dash)



		right brace	}

		Replace

		Replace with ) (right bracket)
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