Version 1.1, 21-06-2018

User manual SharePoint integrated in Agro-info.net

The core function of SharePoint in AIN is to enable saving documents with the AIN tab
Documents directly in SharePoint in a format that is easier accessible . The SharePoint
key documents functionalities remain unchanged in AIN. For the time being, sync offline
folder in AIN is only available for modules Projects and Assignments by using the sync
button. Which documents to store in which default folder is listed in Appendix 1.

Where can I find the integrated SharePoint folder in
AIN?

There is a new tab called Documents in the modules Persons, Organisations, Projects and
Advisory services. Within these modules you can find the tab Documents.
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Module Person

In module Persons you will find all relevant documentation in one central view which is in
the new tab Documents. First step is to search for the persons name, then click on tab
Documents:
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Here within the Documents tab, you will see default SharePoint folders where you can
store and work in your documents as you are accustomed to in SharePoint

= Persons Q  dorothy X I Fifter S ® 2
B AL W FAVORTE [ MY PERSONS X b |
1 Found | View 10 Per page Last modified on
14-09-2020 14.02.03
Dorothy s'Jacob Ong by Dorothy Ong
@ Agriterra
arg@agntera org
ggrro‘:‘l;y :‘:aoob!?ng O wtamer [ Bpenr 3 wntern
‘ senet ﬁ Ha e
General o o+~

No documents to display

Travel Lo

No documents to display

Agripool o + A

No documents 10 display

Default folders of an Expert in module Persons are: General — Travel - AgriPool -
Curriculum - Intake — Language Assessment — Evaluation

= Persons Q, darothy S Filter & O A
AL v FAVORITE [ MY PERSONS x L |
1 Found | View 10 Per page Last medified on
22-06-2020 12-40:00
Dorothy s'Jacob Ong by Mscole Maatkamp
@ Agriterra = New
ONQEDagritams or
Dorothy s'Jacob Ong
ICT Functional Analyst Dlisbormer BBt e
i General g Advisoryservices g Expert 4 Travel
General £+ v
Travel 9D+ v
Agripacl oo+ v
Curriculum LONE S
Intake Lo
Language Assesmen 9 + v
Evaluation 6 + v
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Module Organisations

In module Organisations you will find all relevant documentation at one central view,

which is in the new tab Documents. First step is to search for the organisation, then click
on tab Documents:

Q  Agriterra

BE AL v FAVORITE X * W

22 Found | View Per page

Last madified on

- 01-08-2019 10:39.40

Agriterra Nepal by Rictaed Mooij
Al kcal office

Agriterra Bolivia pgisan

A local office At agercy
Bolw
i g Information &% Persons  Jll Projects 8AS | [ Documents
Agriterra South Sudan
ad local office GENERAL 7
South Sudan

o Minager Status
= Kees Blokland - None

Q 1oone

Agriterra Congo
AA local office

Within the Documents tab you will find default SharePoint folders where you can store
and work in your documents as you are accustomed to in SharePoint. The default folders

in module Organisatons are: General — Formal documents - Profiling — Travel - AgriPool -
Evaluation

= Organisations Q, stichting Agriterra X 3= Filter @ @ A

=oAL b FAVORITE X o W

1 Fourd | Ve Ferpage

Last madified an

. 01-08-2019 10:39:40

Stichting Agriterra by Bechard Maci]
#griagency
Metherands

Agriterra
Agri agency

g Information &% Persons [l Projects&AS  [] Documents
Formal documents. FOEE e

No documents 1o display

Profiling 9 + ~

No decuments 10 display

Travel o o+ -

No dacuments to display

Agripool LONE SR

No dacuments to display
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MBO folders in Organisations are: General - Formal documents - Audited Financial
Statement - Profiling — Travel — AgriPool - Evaluation

= Organisations S Filter

= oA “r FAVORITE X w

26 Foune | View Per page

Last modidied on

17082019 0904823

Agri Rabobank by Menigue Jagt
Agro business —

Mone
X Rabobank Utrecht eo
Mid Market Food & Agri Rabobank ey e
Agro business _—
g Informstion  §§ Mbo A% Persons [l Projects &AS

@ Rabobank Waterland en Omstreken

Membership based organisation . R

Neterands Genersl 92 +

No doouments 1o display
Rabobank Utrecht en omstreken
Membership based organisation
Formal documents FO IS S

Rabobank Het Drentse Land
@ Membership based organisation No documents 1o display

Netherands

Rabobank Shanghal Audited Financial Statement OIS
@ ater

Chins No documents 1o display

Rabobank Dommelstreek
@ M= bip based crganisation Profiling 8 0+ 00

..... ds

No documents 1o display

Module Project

In the module Projects you will find all relevant documentation at one central view which
is in the new tab Documents. First step is to search for the project, then click on tab
Documents

= 20godo-8709 | Demo D365 ... | Godo * I 9 O A +
B3 Project list Consistency check Description Deliverables Memo
(ORI € BUDGET MEMO & COMMENTS g ADvisoRy sErvices B mwrrucr
Description s 0 General Va
Project plan s 0

Within the Documents tab you will see default SharePoint folders where you can store
and work in your documents as you are accustomed to in SharePoint. The default Project
folders are: General — Correspondence — Financial — Financing — Reporting

= 1B8at-8025 | CRAFT-Climate Resilient Agribu ... | Agriterra r 1 & @ A +
o

(© cenemaL € BupceT  [§ MEMO&COMMENTS g Aovisorvservices [ contracTs [l VRTINS )
General o o+~

Mo dacuments to desplay

Corespondence 2 + -
Financial £+ v
Financing [0S S
Reporting [O TS )
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Module Advisory Services

In the module Advisory Services you will find all relevant documentation in one central
view, which is in the new tab Documents. First step is to search for the advisory service,
then click on the tab Documents:

= Advisory Services = Filter I ON |
= AL B MY ADVISORY X <
§127 Found | View 10 Per page Last modified
moddied on
A ) 05-09-2020 1336:17
@ AS.12839 | Bla bla bla Tosbeanon Project:206kim-8707 | test creation of folder structure in new library by Guico Guerra Guerra
Intake / evaiuation < Agpheation

Sep  Farmeried eneprizes

B 8 e
AS.12838 | Test met date Aoplication

Intake / evaiuation
Enanzial zoida < General ’

Here within the Documents tab you will see default SharePoint folders where you can
store and work in your documents as you are accustomed to in SharePoint.

19VCA-8248 | Masterplan Cooperative Develop ... | VCA

B oL B Wy anvsey e o
512 Found | Ve 10 Par pags
AB.12823 | Cosperatives the Sslution for Climate Change: cases of Netherlands Coo.. e
e AS.12851 | test tedrn Development Vietnam: phase 2 oy Uyen Kigay
rtake f evalaation Applianan
o AR 12850 | Test date Tosen
el < | [ o ;
m S Dane n Erd Dte m Fiest dhay of s sany servine
o AS12843 | test stancatum pr— D200 RIELELEN 15102020
ntaks ¢ avabaatizn - B . Manaze
dn Fraccd sy Uuyen Thi Ta Nupen
A Counin A Larguins & Gzprasch

The default Advisory Services folders are: Preparation - Report - Financial — Travel -
AgriPool

Advisory Services Free @ @ A&
= AL BB MYADVISORY X <
5120 Found | View 10 Per page
- aoves < AS.12823 | Cooperatives the Solution for Climate Change: cases of Netherlands Coo.. I
Aug  Farmeriedenternrass Project:19VCA-8248 | Masterplan Cooperative Development Vietnam: phase 2 by Uren Nauyen
application
EV.12828| Guidance and support f..  Aeslesten
Training < H General [ Contracts [ Documents
Sep Transparancy & accountabilt —_—
P wratio v ~
0 AS.12827 | AO COMCACAOT = reparation 9+
Intake / evaluation "
Aug  Farmerled enteprces < MNo documents to display
@ EV.12826 | Governance and Leader.. ppiason Report o o+ o~
Training <
Sep  Transparancy & accourtabilty No documents to display
AS.12825 | Strawberry production d... Aoplieation
@ J e Financial £ o+~
Advice <
Oct Farmer led enterprises
No documents to display
° AS.12824 | Scoping Scoop Konni Rovicavon
Intake / evaluation < Travel o+ o~
Aug  Farmered enterprises
No documents to display
@ AS.12823 | Cooperatives the Soluti..  fesieston
Advice <
Oct  Joint advocacy and lobbying Agripool o+ o~
No documents to display
e EV.12822| Rushere SACCO Board a.. |~ Fname
Exchange -




The Advisory Services folders are also visible in the Project they belong to. Within the
Project in the tab Documents, you are able to unfold the folder by clicking the
downward parentheses

19VICA-8248 | Masterplan Cooperative Develop ... | VCA T ! B3O A +
(D) cemeral € supcer [ wEMORCOMMENTS R ADwisoRyseRvices B conmaacs [l MEN T
—

General £+

Corespondencs @ L Y

Einancial £ o+

Financing {3 o

Reporting £+
V11155 Sharing experience en Cooperathe develapment in he Meiherknds @

EV11403 Coaching for VO masher trainers on Sirategic Bugness Plan

EV.17405 Caaching VoA achisers an Valuee Chain analysis repening

E%.11430 Participation and presentatin at 02 wirkships 1o share Dutch Coap deveipment sapsriance w
E%1229% Equip the Vietnam Coaperatie AlRanae with kicwledge and sxperiensos in coaperatie develapment and management s ksaois leared in Netherands -
AS2TZ0 Survey on AQriainuia inguranss 106 agricoaperatives in the Moarth and Cemer of Viginam -
A5 2823 Cooperatives The Soiutian far Climate Change: cages of Methedands Coaperatives -

Via unfolding a folder you are able to work in the the folder-list and also in the related
Assignment Service of the project:

= 19VCA-8248 | Masterplan Cooperitive Develop ... | VCA w i ® @ a o
() ceneraL € BUDGET  [§ MEMO&cOMMENTS I ADvisorysemwices B conTracTs [mveTYEUH] e
Reporting o o+

Ne dosuments to display

Preparation oo+
Title Modified at Modified by

ToR .docx 18-00-2020 11:56 Dorothy s'Jacob - Ong s <
Report @ + ~
Tt Modified a1 Moddied by

Figures csv 1809-202011:59  Dorothy siacob - Ong s <
TEST sudit rapport.docx 18-08-2020 11:59 Dorathy $'Jacob - Ong s <
Financial £ o+ 0

No documents to display
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SharePoint key functionalities

Document functionalities in AIN remain the same as the current known SharePoint key
functionalities.

Upload documents files

Select the folder you where you want to upload your document. Click on the + icon on
the command bar. The document will be uploaded. Note: upload speed depends on the
quality of the internet connection.

Iﬁeneml 2 -
Tite Modiied at Maodified by

Deaft list xdsx 21-09-2020 10:53 Dorothy 5'Jacob - Ong s < i
Corespondence £o] -~
No documents 10 desplay

Financial o ~
Mo dacuments to desalay

Financing H o+ 0~

No GOCUMENts 10 s play

Open & edit document

Select the document you want to work on or that you want to edit. The document will
open and is editable in Office Online

Preparation £+
Report EO IS
Tite Modified at Moddied by

Figures .cw< I s i 4 < :
TEST autit rapport docx 18-09:2020 11:59 Dorothy $Jacob - Ong VR
Financial 9+
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Sharing document

Select the document you want to share and click on the icon share < on the command
bar, and enter the names of the people you want to share it with. Then click on CONFIRM
button

Share file

Person *

A

Kees Blokland

Cees van Rij
Frank van Dorsten
Ninoska Genzalez Herrera

Moenique Jagt

Renaming document

Select the document you want to rename and click on the 3 dots ‘ icon. Then select
Rename on the command bar. In the Rename dialog box, type the new name into the
field, and then click CONFRIM

General o o+ A
Title Modifies at Mocfied by
Draft list xlsx 21-09-2020 10:53 Dorothy s'Jacot - Ong ra {l i |
Corespondence C——— —Te=FRename

1 Share
Financial <

" I Copylink
Financing

1 W Remove
Reporting ey T v

Rename Draft list rename.xIsx

Name *

Draft list RENAME

CANCEL CONFIRM




Deleting/ removing document

Select the document you want to remove. Click 3 dots ¢ icon and select the bin icon
on the command bar to remove the document. In the remove confirmation dialog box,
click CONFIRM

General oo+~
Draft list xisx 21-00-2020 10:53 Dorathy " Jacok - Ong ra <II|
Corespondence Tr Rename
Financial e
| Ii Copy link

Financing

}I Remove
Reporting R
Coping link
Select the document you want to copy the link. Click 3 dots ¢ icon and select Copy

link on the command bar. The link is automatically copied to your clipboard. Paste the
link (Ctrl+V) wherever you want, such as a text message, e-mail or on a website.

General o o+ o~
Tive Modified at Modified by
Draft list xdsx 21-00-2020 10:58 Dorathy s'Jacoh - Ong s <| H |

2|
Corespondence Tr Rename

1

Shi
Financial < ==
I
[ Il Copylink

Financing

1 @ Remove
Reporting R
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To make Project library available offline — Sync Project map

OneDrive ® onedive-stiching Agiera must be enabled to use the SharePoint Sync button within
AIN. In able to see the sync button, there must be uploaded documents in the default
folders of tab Documents.

Click on “ icon which is the sync button. This will shuffle visible from the right:
= 19VCA-8248 | Masterplan Cooperative Develop ... | VCA HE: IO | +

Send 10 Analyst

[ ceneraL € BUDGET [ MEMORCOMMENTS g ADVISORY SERVICES Bl contracTs

General o o+ o~
Tite Modifiec a Modified by

Draft list rename.xlsx 210920201176 Dorothy s'Jacok - Ong ;s <
Corespondence o o+ v

Click on Sync Documents:

19VCA-8248 | Masterplan Cooperative Develop ... | VCA

O otveral. € swocer B movoscomuents gl aovisory stices B contracrs e ESSTUINES

General Q
Tite "

Lratt 5t remiarme shes 2108220116 Doroty 5 Jacob - Ong 7

When OneDrive sync update disappears, your offline Project document library is
available:

« v 1 > Stichting Agriterra > aindocs - project-8248 v O
~

[ Desktop ~ Name Status Date modified Type
Documents Archive e 21/09/2020 09:26 File folder
= Pictures Corespondence o 21/09/2020 09:26 File folder
- Eﬁ Stichting Agriterra Financial [} 21/09/2020 09:26 File folder

§ : o ) .
aindocs - advisoryService-12323 Financing 21/09/2020 09:26 File folder
3 . . General ] 21/09/2020 11:16 File folder
aindocs - advisoryService-12828

Reporting &) 21/09/2020 09:26 File folder

aindocs - project-8025
~ aindocs - project-8248

Archive
Corespondence
Financial
Financing
General
Reporting

aindocs - project-8430

AROBS Transilvania Software - Documents

10
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To make Assignment library available offline — Sync AS/EV, Mission

OneDrive ® onebive-siching Agritera . myst be enabled to use the SharePoint Sync button within
AIN. In able to see the sync button, there must be uploaded documents in the default
folders of tab Documents of Advisory Service.

Click on Sync Documents:

= Advisory Services
B AL B MY ADVISORY
@ EV.11153 | Sharing experience on Caoper,

Training
Jun

x

EV.11153 | Sharing i on el inthe

Project:19VCA-8245 | Masterplan Cooperative Development Vietnam: phase 2

f Generat B Contracts [ Documents

Preparation

itle Modifiee a

ToR .docx 18-09-2020 11:56
Repart

itle Modfies 2t
Figures .csv 16-09-202011:59

18-09-2020 11:59

Financial

Ne documents to dizplay

OneDrive updates the syncing process:

R 18-09-2020 11:56 Dorothy s'Jacob - Ong 7 <
Report LONEE S
Figures csv Dorothy s'Jacob - Ong
TEST audit rapport docx
You are now syncing "aindocs -
advisoryService-11153"
Financial

No documents to display

X I Fitter S O a

<

Modified by

Dorothy s'Jacch - Ong

Afied by
Dorothy s'Jaceb - Ong

Dorothy s'Jacch - Ong

Lasst moddified on
07-08-2019 143532
by Jearew Denissen

==
o+~
/s <
9 + °
s =<
<
LONE

When OneDrive update disappears, your offline Advisory Service document library is

available:
« v 4 > Stichting Agriterra > aindocs - project-8248-assignment-11153 v O
Name Status Date modified Type
s Quick access

Agripool (&) 27/09/2020 20:07 File folder
v @ OneDrive - Stichting Agriterra Financial o 27/09/2020 2007 File folder
I Desktop Preparation O 27/09/2020 20:07 File folder
| Documents Report (&) 27/09/2020 20:07 File folder
&= Pictures Travel (&) 27/09/2020 20:07 File folder

v Stichting Agriterra
> aindocs - project-8248-assignment-11153

aindocs - project-8688

aindocs - project-8734-assignment-12855
AROBS Transilvania Software - Documents
Checkin-Checkout-employee - Documents

Digitalisation - General

11

O Search aindocs - pr

Size



Version 1.1, 21-06-2018

Appendix 1. Which documents to put in which

foldermap?

Foldermap of Organisations

General

Formal
documents

Profiling
Travel
AgriPool
Evaluation

Proof of legal personality/certificate of registration, By-laws,
Audited Reports, Business Plans, Strategice Plans

Scoping and company assessment reports, Health checks

Foldermap MBO folder in Organisation

General

Formal
documents

Audited Financial
Statement

Profiling
Travel
AgriPool
Evaluation

Foldermap of Projects

General
Correspondence

Financial
Financing

Reporting

Proof of legal personality, Certificate of registration, By-laws,
Business Plans, Strategice Plans

Audited Reports with year, KPI schedule, Analyse audit
Scoping and company assessment reports, Health checks

Actionplan, other information
End of project Letter, letters / emails send to the client

copy of banktransfers, copy of bankstatements from clients
projectcontracts and annexes per year, bank form, signed
projectcontract

Year-end Project Audited Action plan, sighed annex 1 and 2,
financial report checked by analist, reporting memo

Default folder of Advisory Services

Preparation

Report
Financial

Travel
Agripool

ToR, HFF, RAF, request form assignemt / event

Assigment report

Mission expense form , budget, transfer invoice, proof of payments,
final Invoices

Contracts, tickets

CV expert, evaluation form
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