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Quick Reference Guide: 
Training Documents / Technical Training SharePoint Site 
1. To enter the training documents / technical training site, please click this link: 

https://myscsu.stcloudstate.edu/sites/training/Technology/default.aspx 

a. You will be asked to log in to this SharePoint Site using the  

ά/ƻƴƴŜŎǘ ǘƻ Χέ dialog box. 

ü Log in will require your HuskyNet email address  

(example: training@stcloudstate.edu) and password. 

b. Once you have logged into the training site site. You have the option 

to ƳŀƪŜ ǘƘƛǎ ǎƛǘŜ άǘǊǳǎǘŜŘέ ƻƴ ǘƘŜ ǎǇŜŎƛŦƛŎ ŎƻƳǇǳter you are 

currently using.  

c. What this means is your login information (HuskyNet email & password) are saved so you are not asked 

to provide it next time you visit the committee site on that specific computer.  

ü Select Tools located on the upper right corner of the Internet Explorer browser.  

ü Click Internet Options located on the bottom of the drop down menu.  

d. The άInternet Optionsέ dialog box will open.  

ü Select the Security tab,  

and then select the Trusted sites icon. 

ü Click the Sites Button which will open a 

άTrusted sitesέ ŘƛŀƭƻƎ ōƻȄΦ  

ü Click the Add button to add this site to 

your trusted sites. 

ü Click Close on ǘƘŜ ά¢ǊǳǎǘŜŘ ǎƛǘŜǎέ dialog box. Click OK ƻƴ ǘƘŜ άLƴǘŜǊƴŜǘ hǇǘƛƻƴǎέ ŘƛŀƭƻƎ box.  

ü Yƻǳ ƴŜŜŘ ǘƻ ƳŀƪŜ ŜŀŎƘ ƭƛƴƪ ŀ ά¢ǊǳǎǘŜŘ ǎƛǘŜέ the first time you access them. This will prevent you 

from having to log in each time you access different content. 
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2. Technical Training SharePoint site is composed of three sections 

a. Use the left navigation hyperlinks to access evaluations, documents, the calendar, and discussions. 

b. Review recently added announcements and calendar updates, located in the middle of the site. 

c. tƭŜŀǎŜ ǊŜǾƛŜǿ ŀǎǎƛƎƴŜŘ ǘŀǎƪǎ ƭƻŎŀǘŜŘ ǿƛǘƘƛƴ ǘƘŜ άaȅ ¢ŀǎƪǎέ ŀƴŘ [ƛƴƪǎΣ ƭƻŎŀǘŜŘ ǘƻ ǘƘŜ ǊƛƎƘǘ of the site. 

 

3. To open surveys, document libraries, training calendar, and discussions. 

a. From the home page, click a name on the left navigation links (example: Shared Documents).  

b. Choose a specific folder (example: Microsoftύ ŀƴŘ ǎǳō ŦƻƭŘŜǊΩǎ 

(example: Microsoft Office Enterprise 2007 > Access 2007) located in 

from the middle section library. 

ü  When you choose a document, click on the 

document name within a library folder. 

c. To open documents, workbooks, and databases:  

ü Select the name of the specific item you want to 

view (example: Access 2007 quick reference card). 

ü You will be prompted to log in until making each 

ǎƛǘŜ ŀ άǘǊǳǎǘŜŘ ǎƛǘŜέΦ  

ü Feel free to print or save the 

open item. By login into the 

site, you have made a local 

copy for your personal use.  
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