FSMC RFP SharePoint Quick Guide

You have received an email from Ali Lampman, NDE Nutrition Services Specialist, to
access your school’s folder. Click the blue OPEN button. Only the recipient(s) of the
message will have access to the site so if you need access for another staff, please
contact your NDE Assigned Program Specialist.
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Next you will need to request a code to verify your identity. Click the blue SEND CODE
button to receive the code.
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Request Verification Code

Copy the generated code and enter it on the next screen.
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We recommend that you also check the “Keep me signed in” box at the bottom. Enter
code then select VERIFY in blue.
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You are now in SharePoint. The screen will look like this picture but will have your
school’s name. You can bookmark this site or save the email link to access every time.

FSMC RFP Template @

Home T Upload v  [H Editingrid view |2 Share @ Copylink <& Sync

Conversations

Documents > General

Documents
Shared with us [} Name Modified Modified By
Notebook Crofton Community Schools Yesterday at 6:28 AM Lampman, Ali
Pages “Nebraska City Schools Yesterday at 6:28 AM Lampman, Ali
“Norris Public School Yesterday at 6:27 AM Lampman, Ali
Past Years
. - :North Platte Public School Yesterday at 6:27 AM Lampman, Al
Site contents
: Zu “South Sioux City School Yesterday at 6:29 AM Lampman, Ali
Recycle bin
“York Public School Yesterday at 6:27 AM Lampman, Al

Edit

As you prepare your RFP package for approval, we will be working in RFP Exhibit folders
A-D and the RFP Template folder. The other folders will be used later in the process once
your RFP package is completed and approved.
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Select the folder to add your documents to the site.

FSMC RFP Template
Home . lew VvV T Upload 5 Editin grid view 12 Share @ Copy linl o Sync
+ N 7 Upload dit in grid 2 sh y link i
Conversations
Documents > General > Crofton Community Schools

Documents
Shared with us ) Name Modified Modified By
Notebook — '\‘FINAL RFP Package Yesterday at 6:31 AM Lampman, Ali

E‘FSMC Proposal Yesterday at 6:32 AM Lampman, Ali
Pages
o — Bu P Exhibit A Vesterday st631AM  Lampman, Al

“RFP Exhibit B Yesterday at 6:31 AM Lampman, Ali
Site contents

“REP Exhibit C Yesterday at 6:31 AM Lampman, Ali
Recycle bin

— :‘RFP Exhibit D Yesterday at 6:31 AM Lampman, Ali

Edit

’\‘RFP Template Yesterday at 6:31 AM Lampman, Ali

Always UPLOAD files to add into the folders. Select UPLOAD and then FILES from the
drop-down menu.

FSMC RFP Template :
Home - T Upload ~ [H Editingrid view |2 Share %@ Copylink <3 Sync
Conversations Files

Documents > folder mmunity Schools > RFP Exhibit A
Documents

Template

Shared with us 0 N Modified Modified By + Add column
Notebook
Pages
Past Years

Site contents

Recycle bin

Edit

= This folder is emotv

Select the file name from your computer file window. It may take a few seconds to
upload. Once it is done you will see the file in the folder. The time/day/editor stamp
feature is helpful to see who was in the folder last and when.
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FSMC RFP Template #

Home T Upload fH editin grid view 12> Share @ Copylink <& Sync

Conversations

Documents > General > Crofton Community Schools > RFP Exhibit A

Documents

Shared with us M Name Modified Modified By
‘ Notebook B “Exhibit A - Sponsor & Site Information.pdf A few seconds ago Lampman, Al

Pages

Past Years

Site contents

Recycle bin

Edit

To open (view), delete or rename a file select the three dots by hovering over the folder
name. A drop-down menu will appear. Select the action you want to take. You will not
be able to edit the pdf/fillable pdf documents in SharePoint. If edits are needed, make
them, and save on your copy then upload again to the site.

FSMC RFP Template

Home + New v 3 editin grid view Open 2 Share Copylink [ Delete
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Conversations.

Documents > General > Crofton Community Schools > RFP Exhibit A
Documents
mn

Shared with us @ [ nName Modified Modified By

Notebook © |5 “Exhibit A - Sponsor & Site Info... £ Open \mpman, Al
Preview

Pages
Share

Past Vi

ast Years Copyfik

Site contents Manage access

Recycle bin Delete

Automate
Favorite
Download

Return to classic SharePoint
Rename
Pin to top
Move to
Copy to
Version history
Alert me
More

Details
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