Accessing the “Online Fish Data Submissions” SharePoint Site
(for BCelD Clients)

First Time Access

1) Click on the SharePoint Address (URL),
http://sharepoint.env.qgov.bc.ca/ESI/Fish_Info/Fish_Submissions/default.aspx, to go to the SharePoint site or;
Using a Web Browser enter the SharePoint Address (URL) into the search field.

2) You will be prompted with the log-in box "Connect to Sharepoint.env.gov.bc.ca".

a) Type “beeid\” followed by your “User name” so that the format looks like: bceid\user name.
Important: Make sure you are using a backslash (\) and not a forward slash ( /), between “bceid”
and your ‘user name’; e.g. bceid\eagleyeguide

b) Enter your ‘Password’ in the “Password” field. You need to enter it exactly as you provided to BCelD
(It is case sensitive). Click “OK”.
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3) Do not be concerned when you receive an “Error Access Denied” screen. This is a standard screen
produced by SharePoint. (This step is only with ‘First Time’ Access).

Click the "Request access" link on the “Error Access Denied” screen.
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http://sharepoint.env.gov.bc.ca/ESI/Fish_Info/Fish_Submissions/default.aspx

4) Select “Send Request” on the “Request Access” screen that pops up. (This step is only with ‘First
Time’ Access).
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Request Access

Use this form to request access to the resource.

You are currently signed in as: BCEIDAG_Scholten_Test

Type your request, and then dick Send Request.
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5) You will now see a “Confirmation” screen indicating your “Your access request has been sent”. (This
step is only with ‘First Time’ Access).
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Confirmation

Your access request has been sent.
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6) After the “Confirmation”, ‘First time’ access is not immediate; your ‘access request’ will be granted
manually (Monday to Friday during business hours) by one of our staff. This is usually shortly after your
‘confirmation’ or within a couple of hours. (This step is only with ‘First Time’ Access). There are now two
options to access the SharePoint site depending on whether you provided BCelD your email (Optional with
Basic BCelD).

a) If you provided BCelD your email; you will now receive an automated “Welcome to the SharePoint
Group...” email ‘confirming your access’ to the SharePoint site. If you have not received an email
within one (1) business day of ‘access request’ “Confirmation”, please contact us at
fishdatasub@gqov.bc.ca. Note: Please Do Not ‘reply’ to this automated email or send questions
to Dave.Donovan@gov.bc.ca

Click on the SharePoint Address (URL) in the body of the email to access the SharePoint Site.
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Welcome to the IPish Data Submission Contributers' SharePoint group |McEwan, Dave ENV-EX (IDIR'dmcewan) has added you to the 'Fish Data

Submission Contributers’ group for this SharePoint site.
Group description: Use this group to give people contribute permissions to the SharePoint site: Fish Data Submissions

As a member of this SharePoint group. vou can:

6 * Participate in the SharePoint site at: http:/sharepoint.env.gov.bc.ca’/ES] Fish Info/Fish Submissions

* View the group home page at: http./sharepomt.env.gov.be.ca/ ubmissions/ lavouts/people.aspx?MembershipGroupld=2837

‘What is a SharePoint site?

A SharePoint site is a Web site that provides a central storage and collaboration space for documents. information, and ideas. A SharePoint site is a tool
for collaboration., just like a telephone is a tool for communication. or a meeting is a tool for decision making. A SharePoint site helps groups of people
(whether work teams or social groups) share information and work together. For example, a SharePoint site can help you:

* Coordinate projects. calendars, and schedules.
* Discuss ideas and review documents or proposals. 1

b) If you did not provide an email to BCelD, you will not receive the automated email above. In
this case:
Click on http://sharepoint.env.gov.bc.ca/ESI/Fish_Info/Fish_Submissions/default.aspx or use

your Web Browser to enter the SharePoint Address (URL) into the search field to go to the
SharePoint site. If you have difficulties accessing the SharePoint site after one (1) business
day since “Confirmation”, please contact us at fishdatasub@gov.bc.ca

7) You will be again prompted for your ‘User name’ and ‘Password’ [See Step 2) above, for how to log in with
your ‘User name’ and ‘Password’].
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8) You will now be taken to the Home Page of the site. At this point we suggest saving the web location in
your web browser Favourites’ List.
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Return Access

1) Whenever you return to the site just g0 to the “Fish Data Submissions” SharePoint site at
http://sharepoint.env.qov.bc.ca/ESI/Fish_Info/Fish_Submissions/default.aspx

2) Repeat the instructions from “First Time Access” step 2), above; for logging in with your ‘Username’
and ‘Password’.

3) You will now be taken to the Home Page of the “Online Fish Data Submissions” SharePoint site.

If you have any questions or difficulties please contact: fishdatasub@gov.bc.ca
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