Greetings:
Now that you are all experts on getting to the SharePoint site, we have created this tutorial on how to
use the FAQ site.

PART II: Using the FAQ site
Let’s jump right in!
1) It is recommended that you are looking at the FAQ site as you read through this tutorial. If you
do not know how to access the FAQ site. Please review the How to get to SharePoint Part I
tutorial. First, let’s look at the left hand side of the FAQ home page. There are some quick links
that will assist you with your search.

Here is where you can easily
browse through the FAQs.

Here is where you can see the
question you have submitted.

2) If you have a specific question/topic, you can search the site. This is located in the upper right
hand corner.

Type your topic or question right
in here.

3) If you cannot find your question, please submit a question to the FAQ team. We are happy to
find the answer to your question and it could be added to our FAQ repository. The question
form is located in the bottom right of the FAQ home page. Below is a screenshot of the form.
Instructions on how to fill this out are included within the screenshot.

You can ask a short question in the box above or include a
question title. This is not for more detailed questions that
need more space.

If you know the department, select in the above box. The arrow will give a selection.
If you have a longer question, please write this in the
larger dialog box. You can write much more than the 225
characters.

Sometimes, it is helpful to let your supervisor know. This will
educate both them and you. This is definitely not required.

If you want to include your supervisor’s name, this goes
here.

Sometimes, people are shy and do not want to ask a question
for themselves. They will ask a colleague to do this for them.
However, they do want the answer delivered to them. This
was created just for that type of individual. We want
everyone to feel welcome to submit a question.

4) Here is a rundown of what else the FAQ has to offer. There are links underneath the explanation
paragraph. In the screen shot below, you will see the list of links to the left, organization charts
in the center and the question form to the right.

This is the same browse link as
on the quick link on the left

Above are topics under which
you can find any number of
questions and answers. If you
know your topic, you may
want to start looking here.

Above are our most current
organizational charts for the
different offices in the college. Many
have asked what our structure is.
You will find the most current
picture here. Come back and check
as we are refining our structure. This
will be updated to the most current
status.

