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1 Scope

This document will provide procedural information about working with documents from within the DCS-BI >
General > Files folder and other SharePoint folders. The intent is to minimize churn, better control versioning,
and effectively maintain documents from a central repository without saving files to individual contributor
computers.

2 Synopsis
Syncing files to the local PC is the recommended method of working with files on the network. When
generating documents for the first time it is permissible to create them on the local PC.

However, once the files have been created, they should be saved to the DCS Bl > General SharePoint. This
allows users to avoid working on files from the local PC desktop and having to ask others for the latest version
of a file and/or having to send a static version of the file back and forth via email. Other advantages include:

e The version history of the file is available from SharePoint

e The entire Team always has access to the latest saved version of the file

e It's easier to share the latest version of the file with others outside of the Team

e With Office 365 apps (Word, Excel, PowerPoint) multiple users can collaborate and work on the same
file simultaneously with live edits
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Once the folder structure is created in SharePoint and the pertinent file(s) are saved to that folder, from that
point forward the files should only be opened and edited from SharePoint.

3 Target Audience
All users of the DCS-BI > General > Files SharePoint site.

4 Document Conventions

e Mouse clicks are performed with the left mouse button unless otherwise instructed.

e Variables are [bracketed].
e Notes are italicized.

e Buttons, zones, and items to be clicked on are .

5 Process

5.1 Sync Files in Teams

NOTE: It is possible to sync individual files and folders. For the purposes of this document a folder is synced as an
example instead of individual files, but the procedure is the same whether syncing folders or individual files.

5.1.1 Open the DCS BI > General tab in Teams.

Q _—

e Teams = 8, General Posts Files Landing Page DCS Bl Notebook Training Videos Architect Videos DCS BI OKRs Ideas 1 more A
= Your teams T Upload v @ Copylink <3 Sync L Download & Add shortcut to OneDrive  *+* = All Documents V'
Chat
v¥l DCS BI - Public
(1] Documents > General
Tearn: General
Bl - BUG 3 Namev Modified v Modified By v
Calendar Bl - MOVE ADD CHANGE
Archive March 31 William Walton (Ins...
% Bl - NEW FEATURES
Calls Training Content Data Tools March 29 William Walton (Ins...
H. d DCs B Development March 31 William Walton (Ins..
iles
General
Fixes May 6 William Walton (Ins...
Help Needed
Learning Images March 21 William Walton (Ins...
Viva Goals (Ally.io)
Apps QO OKRs =l een March 21 William Walton (Ins...
m DCS Bl - Documentation Testing
PowerBI March 21 William Walton (Ins...
8 DCS Bl - Extended .
e Processes November 20, 2020 Jon Homiak
OKRs at Microsoft ReportTables April 7 Jon Homiak
General
Templates March 15 William Walton (Ins...

Discussions and Questions
Tooling

Training Resources

@ & Join or create a team 3

<
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FIGURE 5.1.1. DCS Bl > GENERAL TEAMS PAGE.

5.1.2 In the Menu Bar at the top of the DCS Bl > General Teams page, click .

= 'ﬁ! General Postsl Files Janding Page DCS Bl Notebook Training Videos 4 more v S

Monday, May 9, 2022

Jon Homiak 5/9 4:14 PM
Alain Tchoumbou Cindy Roberts Arun Alexander Jason Hall
Review this page, and add anything we missed. I'd like for you all to add a sentence under Cot

FIGURE 5.1.2. FILES HIGHLIGHTED IN THE DCS Bl > GENERAL TEAMS PAGE.

5.1.2.1 The Files Menu is displayed in the DCS Bl > General Teams page.

!ﬁl! General Posts Files © Landing Page DCS Bl Notebook Training Videos  Architect Videos DCS BI OKRs

T Upload ~ @ Copylink <3 Sync 4 Download &) Add shortcut to OneDrive

Documents > General

D Name ~~ Meodified ~~ Modified By
Archive March 31 William Walton (Ins...
Data Tools March 29 William Walton (Ins...
Development March 31 William Walton (Ins...
Fixes May 6 William Walton (Ins...
Images March 21 William Walton (Ins...
OKRs March 21 William Walton (Ins...
PowerBI March 21 William Walton (Ins...

Processes November 20, 2020 Jon Homiak

2 ReportTables April 7 Jon Homiak
Templates March 15 William Walton (Ins...

FIGURE 5.1.2.1. THE FILES MENU IN IN THE DCS Bl > GENERAL TEAMS PAGE.

5.1.3 In the Menu Bar at the top of the DCS Bl > General > Files page, click .
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V'iﬂ General Posts Files - Landing Page DCS Bl Notebook Training Videos Architect Videos DCS BI (

T Upload v @ Copylink | <& Sync L Download &1 Add shortcut to OneDrive

Documents > General

FIGURE 5.1.3. SYNC HIGHLIGHTED IN THE DCS Bl > TEAMS PAGE.

5.1.3.1 A OneDrive dialog box appears indicating the status of the syncing process.

We're syncing your files

You can close this dialog and your files will continue to
sync in the background. If there is no response, you may
need to install the latest version of OneDrive.

Close

FIGURE 5.1.3.1. THE ONEDRIVE DIALOG BOX.

5.1.4 Click Close in the OneDrive dialog box to remove it.
5.1.5 The DCS Bl > General files are now being synced to the local PC.

Once the desired folders and/or files are synced to the local PC it no longer necessary (or desirable) to
download files to the local PC or to work with files on the local PC instead of working from within the Teams
page (actually the SharePoint page). Syncing the files to the local PC allows the user to access the files, edit
them, and share them without moving the files.

NOTE: Do not drag and drop files from the DCS Bl — General folder in SharePoint to File Explorer on the local PC.
The pinning procedure described below s the only safe method of adding SharePoint file accessibility to the to the
local PC.

5.2 Pin SharePoint Folders to Quick Access
5.2.1 Open File Explorer on the local PC.
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B This PC

fews N sort ~
< > v 4 B ThispC
v Quick access v Folders (6)
DCS Bl - General B - Desktop
OKR PowerApp

~ Devices and drives (1)

169563 ADO Process Update ~ # l. L. Windows (C3)

[ Desktop » B 788 GB free of 953 GB
[ Documents »
- Downloads »
P9 Pictures @
ADO Captures
@ Music
OKR Captures

SharePoint Captures

v [ Microsoft
> DCS BI - Development - Document
> DCS BI - General
> DCS BI - Prod - Documents

> M ThisPC

> * Network

8= View ~ aee

g Documents

FIGURE 5.2.1. FILE EXPLORER OPEN ON THE LOCAL PC.

5.2.2 Navigate to the Microsoft > DCS Bl > General folder.

B This PC
e T\L Sort -
< > ~ 4 B, ThispC >
b4 Quick access v Folders (6)
DCS Bl - General » - Desktop
OKR PowerApp

~ Devices and drives (1)

169563 ADO Process Update ~ # BB L Windows (C)
-y

U Desktop » By 788 GB free of 953 GB
] Documents »
L Downloads »
PN Pictures »
ADO Captures
@ Music
OKR Captures
SharePoint Captures
v [ Microsoft
> DCS BI - Development - Document
> DCS Bl - General I

> DCS Bl - Prod - Documents
> M ThisPC

> @ Network

FIGURE 5.2.2. THE DCS Bl — GENERAL FOLDER HIGHLIGHTED IN FILE EXPLORER
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5.2.3 Open the DCS BI > General folder.

DCS Bl - General

® New N sort
< v 4 > Microsoft > DCSBI - General >
Name
v Quick access
Archive
DCS BI - General +
Data Tools
OKR PowerApp »

Development
169563 ADO Process Update »

Fixes
@l Desktop &
Images
. Documents »
OKRs
. Downloads ®
PowerBl
PN Pictures &
Processes
ADO Captures
ReportTables
P Music
o Templates
OKR Captures

SharePoint Captures

v [ Microsoft
> DCS BI - Development - Document
> DCS Bl - General

> DCS BI - Prod - Documents
> M This PC

> g Network

FIGURE 5.2.3. THE DCS-BI > GENERAL FOLDER OPEN IN FILE EXPLORER ON THE LOCAL PC.

5.2.4 Select the folder to be pinned to the Quick Access section of File Explorer.

Current - Development

@ New ] N sort = View
< v > Microsoft > DCSBI- General > Development > Current - Development >
ADO Captures Name Status
@& Music £ Test 1AM @
OKR Captures OKR PowerApp o
SharePoint Captures 139960 - CO el Hubiw2 o
169563 ADO Process Update O]
v [ Microsoft
180396 - WIP Throughput - Dynamic Date o
> DCS Bl - Development - Docum
MLADS - Jon o

2
>}

v DCS Bl - General
174327 - IAM Metrics - Using OLA

FIGURE 5.2.4. THE FOLDER TO BE PINNED HIGHLIGHTED IN THE DCS Bl > GENERAL > DEVELOPMENT > CURRENT DEVELOPMENT ON THE LOCAL PC.

5.2.5 Right click the folder to be pinned to Quick Access.
5.2.5.1 A dropdown menu appears after the folder is right clicked.
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174327 - |IAM Metrics - Using OLA

170624 OKR R2Cable mismatch issues

169563 ADO Process Update
0O 8 B W
158969 - CO+| Hub v2
156751 - ESO - Receive to Cable - TicketStore & W - Open Enter
153170 - Zero Waste - Delta Between ITAD ZW (7 Open in new window
150257 - Zero Waste - Missing Data 1% Pin to Quick access
143723 Time on Task OKR - Top 10 Fault Descriptic ;} Pin to Start
142780 - Zero Waste - [TAD 9 Compress to ZIP file
141078 - ESO - Receive to Cable Missing Data Copy as path
141061 IAM Metrics - Exclude Cancelled Transfer ! Properties Alt+Enter
138162 I1AM Metrics RMA-Performance
<& Always keep on this device
137722 and 137821 - GDCO IAM
&> Free up space
132887 - Zero Waste - Separate Targets
128664 - ESO - Receive to Cable Overall P50 value B8 Open in Terminal
127133 - DBD Add Details table slicer £7 Show more options Shift+F10

126705 GDCO IAM - Updates to provide OKR details
FIGURE 5.2.5.1 THE DROPDOWN MENU THAT APPEARS WHEN THE FOLDER TO BE PINNED IS RIGHT CLICKED.

5.2.6 From the dropdown menu select Pin to Quick access.

174327 - |AM Metrics - Using OLA
170624 OKR R2Cable mismatch issues
169563 ADO Process Update

» 0 &8 B W
158969 - CO+I Hub v2

156751 - ESO - Receive to Cable - TicketStore & W - Open Enter
153170 - Zero Waste - Delta Between ITAD ZW (7 Open in new window
150257 - Zero Waste - Missing Data I % Pin to Quick access I
143723 Time on Task OKR - Top 10 Fault Descriptic g) Pin to Start
142780 - Zero Waste - ITAD £9 Compress to ZIP file
141078 - ESO - Receive to Cable Missing Data Copy as path
141061 IAM Metrics - Exclude Cancelled Transfer ! @ Properties Alt=Enter
138162 IAM Metrics RMA-Performance
& Always keep on this device
137722 and 137821 - GDCO IAM
&5 Free up space
132887 - Zero Waste - Separate Targets
128664 - ESO - Receive to Cable Overall P50 value B8 Open in Terminal
127133 - DBD Add Details table slicer £7 Show more options Shift+F10

126705 GDCO IAM - Updates to provide OKR details
FIGURE 5.2.6. PIN TO QUICK ACCESS HIGHLIGHTED IN THE DROPDOWN MENU.

5.2.6.1 The folder is now pinned to the Quick Access section of File Explorer.
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v Quick access

DCS BI - General £
OKR PowerApp -
@l Desktop &
) Documents &
+ Downloads &
P9 Pictures &

169563 ADO Process Update

»

ADO Captures
Captures

) Music

SharePoint Captures

FIGURE 5.2.6.1. THE PINNED FOLDER IN THE LOCAL PC QUICK ACCESS SECTION OF FILE EXPLORER.

5.2.7 Click and hold the folder just pinned to Quick Access.
5.2.8 Drag the folder to the desired location in Quick Access.

5.2.9 When the folder is moved to the desired location release the mouse button to finalize the
move.

NOTE: Do not drag and drop files from the DCS Bl — General folder in SharePoint to File Explorer on the local PC.
The pinning procedure described above is the only safe method of adding SharePoint file accessibility to the to the
local PC.

NOTE: Use care when dragging the newly pinned folder. Ensure the folder is only moved to a new location and
not unintentionally dropped into another folder. When dragging the folder in File Explorer the folder caption will
indicate the expected result of the action. Pin to Quick access is the desired outcome. This will move the folder but
not drop it into another folder in Quick Access.

5.3 Embedding Links to SharePoint Files
5.3.1 Navigate to the file to be linked.
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!ﬁ!! General Posts Files v Landing Page DCS Bl Notebook Training Videos

T Upload v M Editingrid view @ Copylink <3 Sync

Documents > General > Templates > Word

D Name

Architect Videos DCS Bl OKRs

4 Download

Modified v Modified By
@ DCSBI Process_Procedure Template.docx June 7 William Walton (Ins...
[¢]  DCSBI Word Theme.thmx May 18 Jon Homiak

FIGURE 5.3.1.1. FILES AS DISPLAYED IN THE SHAREPOINT (VIA TEAMS).

5.3.2 Open the file in SharePoint.

Q @  DCSBI Process_Procedure Template 8 - Saved v £ Search Word
Activity
File Home Insert Layout References Review View Help £ Editing v @ Copy Link | [J Comments | “\*Catchup | Close
Chat > 1A A " [_Qf
ﬁD Segoe Ul ve AN A AaBbCe AaBbCe AaBbCc | L Find ,@ Q) S ﬁ /
o) Paste §’ B I U % & AevZr A sl U fext Felesmial &. Replace R::JSE Dictate  Sensitivity  Editor | Designer
Teams i v
Clipboard font Styles 5 rdting ReuseFles  Voice  Senstiy | Edior | Designer B2
|
Calendar %
e
S’ See 1Editor suggestion
5 FDCS-BI Process and Procedure Template
5
Files

Publication Date Publication date here

(DD/MM/YYYY

2 more v

ADO Work Item

ADO Work Item number here

Document Owner

Document Owner here

Contact

Owner email alias here

5.3.2.1 The file is opened.

For revisions/updates or to make suggestions, contact the

owner.

[Auto-generated table of contents here]

FIGURE 5.3.2.1. FILE OPENED ON THE LOCAL PC DECKTOP.

5.3.3 From the Menu Bar at the top of the application click [Copy Link.
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@ Copy Link | | L] Comments | “MCatchup = Close

~ @& & & F

Reuse Dictate = Sensitivity Editor Designer
Files v

‘eplace

liting Reuse Files Voice Sensitivity Editor Designer

= w2 |

See 1Editor suggestion

FIGURE 5.2.3.1. THE COPY LINK BUTTON HIGHLIGHTED IN THE MENU BAR.

5.3.3.1 A Copy Link dialog box is displayed.

5.3.4 Click the [Copy button|

* | Copy link @

= DCSBI Process...emplate.docx
Close

er. People in Microsoft with the link can edit >

FIGURE 5.3.4.1. THE COPY BUTTON HIGHLIGHTED IN THE COPY LINK DIALOG BOX.
5.3.4.1 A Dialog box is displayed with the URL for the document to be linked.
5.3.5 Click in the Link to [file name] copied dialog box.

J @

| Link to 'DCSBI Proc...plate.docx’ copied

—
i_l: GtK-FYJSKsGcBVw4srxIl4bBxV2ENhIWGdw?e=DxxPRC
ai

S

People in Microsoft with the link can edit >

tat
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FIGURE 5.3.5.1. THE COPY BUTTON HIGHLIGHTED IN THE LINK COPIED DIALOG BOX.

5.3.6 Navigate to the location the link is to be shared.
5.3.7 Enter [CTRL V| to copy the link to the location from which the link is to be shared.

Link to How to DCSBI Process Procedure Template: DCSBI Process Procedure Template.docx

DCSBI Process_Procedure Template.docx

People in your organization with the link can edit v

m= X

v 0 2 P OB E®>Q OB - B>

FIGURE 5.3.7.1. THE LINKED DOCUMENT EMBEDDED IN A MESSAGE.

6 Appendix

6.1 DCS Bl > General File Folder Descriptions

NOTE: The folder structure described below s subject to change.

NOTE: When adding files and folders to SharePoint use the appropriate folder naming conventions as described
below.

NOTE: Place files in the appropriate folders, whether the folder was previously present or added.

Folder Structure

DCS Bl > General

e Archive
o Contains general archived files
e Data Tools
o Contains folders for data tools- place files pertaining to the use of data tools in these folders

=  Azure
= Data Galaxy
= Kusto

e Development
o Use the Development folder to store any files (or) documents that are in development or draft
phase.
o The Development folder contains sub-folders for current and archive development files
= Current — Development
e Contains files for current development
o Folders are organized by ADO Work Item number and Work Item
description
= Example: 186156 — Zero Waste — ITAD Data
* Archive — Development



e Contains files for completed projects
o Folders are organized by ADO Work Item number and Work Item
description
= Example: 13203 Update All Dashboards to include GRDS
o Fixes
o Contains files pertaining to fixed issues
* Folders are organized by ADO Work Item number and Work Item description
e Example: 173053_WUE PowerApps_Lost Water Data Fix

e Images
o Contains image files such as logos
e OKRs

o Contains OKR planning documentation
» Folders are organized by Fiscal Year
e PowerBI
o The PowerBl folder contains all PBIX files for reports published to the DCS Bl workspaces.
o Each sub-folder represents a PowerBl workspace and contains the current version of the report
in that workspace.
= PowerBl - Leadership
e Contains current and archived source files and documentation pertaining to
Leadership
= PowerBl - PPE
e Contains current and archived source files and documentation pertaining to PPE
= PowerBl - Prod
e Contains current and archived source files and documentation pertaining to Prod
e Processes
o Contains files associated with Processes, Procedures, Process diagrams, and Process overview
e Report Tables
o Contains source files/data used in production reporting.
o Treat these files as official data sources used in reporting.
o WARNING: Do not edit the files in this folder without understanding the potential impact.
* Any changes made to the files could cause PowerBI report refreshes to fail.
e Templates
o Contains DCS-BI templates for Word, Visio, and PowerPoint

6.2 Glossary

Term/Acronym Definition

ADO Azure Development Operations

Alias Microsoft email address




Ally.io

OKR Management software package

API Application Program Interface

CO+lI Cloud Operations + Innovation

DCS-BI Data Center Services- Business Intelligence. AKA DCSBI

FY Fiscal Year

High Pri High Priority

MAC Move Add Change
This is the estimated maximum (Max) hours it would take to complete a Work Item end to

Max Hours end. The dedicated time could span multiple business days. This is the time spent on the Work
Item itself.
This is the estimated minimum (Min) hours it would take to complete a Work Item end to end.

Min Hours The dedicated time could span multiple business days. This is the time spent on the Work Item
itself.

OKR Objective [and] Key Result
Project Management Hours- The number of hours that a Project Manager will be
dedicated to managing a single Work Item. This work consists of gathering
requirements, scheduling meetings, removing blocking items, and organizing

PM Hours deployment. The dedicated time could span multiple business days. This is the time
spent on the Work Item itself. Overhead Ratio has been locked at 28% of the
Development Time in line with common industry standards. See Min Hours [and] Max
Hours

POC Point Of Contact

PPE Pre-Production Engineering

Prod Production

QSG QuickStart Guide

SLA Service Level Agreement

UAT User Acceptance Testing

UG User Guide




