@DATA Technical Bulletin

DROG ABUSE TREATMENT ASSCOUCLATION, INC.

How To Upload Timesheets to DATACIoud

To upload your timesheets to the cloud server follow these steps:
1. Go to our website at www.drugabusetreatment.org and click on the
Employee Section” at thebottom of the page.
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3. After you log in

@ I ‘ 561-743-1034

DRUG ABUSE TREATMENT ASSOCIATION, INC. - 4 Email Us

, _click the “DATA Document Cloud” Iigk.

‘ Home  About Programs Documents Success Stories Locations News/Events Contact Donati

Employee Section

logout

‘When you are finished, please press the logout button above.

Welcome to the DATA employee section. Please choose from the following options:
-Personnel Practice Manual 10-2015

—Rights of Persons Served PowerPoint

—DATA Civil Rights Training PowerPoint

‘We now have online training. Everyone will receive an email with their login credentials soon. You can
access the site from that email or by clicking below:

—D.A.T.A. Online Training

To upload vour timesheet or download departinent forms, click here:

—DATA Document Cloud e

4. You may see a couple of notifications about certificates, click ok or yes
to them to proceed.

Security Alert

The identity of this web site or the integrity of this connection
cannot be verified.

Securlt_',r Alert A The security certificate was issued by a company you have
~" not chosen to trust. View the certfficate to determine whether
- you want to trust the certifying authority.
r.n Revocation information for the securty certificate for this site is not

?. available. Do you want to proceed? @ The securty certficate date is valid.

The name on the security cerificate is invalid or does not

A :
Yes I No | View Certficate match the name of the ste

W8 Connecting...
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5. Enter your username and password and click “Sign In”.

Welcome, Please sign in.

D.A.T.A. Cloud

D.A.T.A. Cloud Server 1 crich

ﬂ ..........l

Remember me

Sign in

6. DO NOT save your password access to this site in your browser.

i35 Apps [ DATA. MainSite (C] Spiceworks (] vSphere (] Networking (] Tech ‘ X
Do you want Google Chrome to save your password
o ’ for this site? ‘

crich

File Station

®

DSM Help
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7. After you log in here, you will see a folder for the group that you belong to and a
folder for your documents.

*n —

File Stafion

:‘ File Station
£

> (&d Prevention Forms £~ search

Upload ~ Create folder Action ~ Settings =
~ DATA_SAN Name File Type Modified Date

DSM Help » Prevention Forms 71 Prevention Education Series... Folder 7/12/2016 12:09:51 PM
+ Raddliffe Howell A A1 PREVENTION TIME SHEET... 28.5KB XLSX File 7/14/2016 10:07:30 AM

» My Timesheats E A2 PREVENTION TIME SHEET. 22.7 KB XLSX File 7/14/2016 9:59:28 AM

- Agency Placement Form 0701... 220.9 KB PDF File 7/12/2016 11:02:20 AM
| ATOD 062716.pdf 112.9 KB PDF File 7/12/2016 11:02:20 AM
Biopsychosocial Assessment - 203.7 KB DOCX File 7/12/2016 11:02:20 AM
Biopsychosocial Assessment -._. 326 KB DOC File 7/12/2016 11:02:20 AM
| C-55RS Screening 081015.pdf 124.3 KB PDF File 7/12/2016 11:02:20 AM
) Client Rights - SBI - 062716.... 101.8 KB PDF File 7/12/2016 11:02:20 AM
A Client Wellness Education For... 120.2 KB PDF File 7/12/2016 11:02:20 AM
| Confirmation of Completion a... 428.6 KB PDF File 7/12/2016 11:02:20 AM
| Consent to Obtain PHI - Gene 148.4 KB PDF File 7/12/2016 11:02:20 AM
- Consent to Release PHI - DCF... 103.5 KB PDF File 7/12/2016 11:02:20 AM

| Consent to Release PHI - Gen... 146.9 KB PDF File 7/12/2016 11:02:20 AM

40 item(s) €

8. Open the group folder and double click the Timesheet documents that you need
to fill out and save them to your computer. By default, the computer saves

downloads to the downloads folder unless you specify a different location by
selecting “Save As’.

File Station
File Station
> C Prevention Forms

42 saveAs

Upload ~ Create folder Action ~ « « 4 B> ThisPC )@ v o Search Desktop
~ DATA_SAN Name

Organize v New folder

- 53 Preven he
DSM Help » Prevention Forms — v Quickaceess A Name Date modified Type

~ Radcliffe Howell B3 A1 PrE]

I Desktop ~ # » RDP Locations - Shortcut 6/22/20169%:18 AM  Shortcut
B3 A2 PRE

B Documents # 7% helpdesk (datafilesusers) (X) - Shortcut /17/2016 11:28 AM  Shortcut
S Agency g pownloads # 7 KIS2 Shared Folder 6/ 54:07PM  Shortcut
o VSphere Web Client /7/2016 2:13 PM Internet Shortcut
fh Administration - Shortcut 6/6/2016 2:18 PM Shortcut
2 Inventory - Shortcut 5/5/2016 11:29 AM Shortcut
Biopsy Time and Travel 21| Time and Travel - Shortcut 016 11:27AM  Shortcut
1 C-SSRY 5 23 Dropbox r;z-fj Pictures - Shortcut :31 A Shortcut
L@ Documents - Shortcut 5/ :3 Shortcut
7@ OneDrive » | Scans - Shortcut 3/3/2016 2:35 Shortcut

AiClienty v CloudAccess 7 20 4 File folder

» My Timesheets

J- ATOD ( [&] Pictures *
Biopsy. [ This PC *

J=| Client §

J=| Confirn] File name: LAI PREVENTION TIME SHEET (Universal Direct).xlsx )

| Consen| Save astype: | Microsoft Excel Works

)= Consen|

A Consen| ~ HideFolders

40 item(s)

Do you want to open or save A1 PREVENTION TIME SHEET (Universal Direct).xlsx (28.4 KB) from 10.0.0.527 | Open || Save w Cancel x
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9. Rename the saved document to include your name and the week ending date.
Using RadcliffeH as an example, if Saturday is the 16™ of July, you would
rename the form “Al-Prevention-RadcliffeH-7-30-2016".

After you fill out the timesheet including digitally signing it, save it, then go back
to the cloud server.

On the server, click on your name to see the My Timesheets folder and then
double click on that to open it.

| K3

File Station

s
File Station . )
L4 > (&) Raddliffe Howell > My Ti < > C  Raddiffe Howell » My Tim:

Upload - Create folder Action - Upload - Create folder Action -
- DATA_SAN

Name & Upload - Skip Name

. ¥ Upload - Overwrite
DSM Help » Prevention Forms D5SM Help m

« Radcliffe Howell

» My Timesheets

Click “Upload-Overwrite” and then select your new timesheet to upload it to your
My Timesheets folder.

a |

File Station

» Radcliffe Howe

» My Timesheets

File Station 7 — O

<{ > [} Raddliffe Howell > My Timesheets p = Search

Upload - Create folder Action - Settings = |~||=
‘& Upload - Skip Name Size  File Type Modified Date

DSM Help ? Upload - Overwrite

~ Raddiffe Howell & Choose File to Upload
4 Il > ThisPC > Desktop ~ O Search Desktop o

Organize *  New folder =~ M @
B Desktop  # » Neme Date modified Type Size "
Documents Al-Prevention-RadcliffeH-7-30-2016udsx  7/26/2016 334 AM  Microso ft Excel W... 25 KB
& Downloads  # [E] Information Security Training.pptx 7/22/2016 430PM  Microsoft PowerP... 387 KB
[&] Pictures » @ AdwCleaner.exe 7/22/2016 1:38 PM Application 3,626 KB
I This PC * = RansomwareFactSheet.pdf 7/22/2016 11:07 AM  Adobe Acrobat D... 162 KB

CloudAccess meonster email.png 7/20/2016 3:17PM  PNG image 120KB
MSFT Free Ebooks.bt 7/20/2016 1:34 PM Text Document 11 KB
Time and Travel
[#] Synalogy Backup Fail PNG 7/19/201611:34 AM  PNG image 189 KB
£3 Dropbox @ RTexe 01612:32 PM  Application 1,573 KB
. @ hitmanpro_xf4.exe 016 12:27PM  Application 11,171 KB
¢@ OneDrive - . .
& RogueKiller.exe 7/12/201612:27PM  Application 19,722 KB
[ This PC 2P putty.exe - Shortcut 6/22/2016 238 PM  Shortcut 2KB
[ Deskiop 7 RDP Locations - Shortcut 6/22/2016 9:18 AM Shortcut 1KB
[EZ I P b i8] Spicewarks Agent.msi 6/17/2016 11:44 AM  Windows Installer ... 6.628 KB 4
File name: | A1-Prevention-RadcliffeHi-7-30-2016axsx v| [anFiles v
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10. When you see that the timesheet has been uploaded, click the icon of the
person on the upper right side and then select “Logout”.

e |5 ?|0@.o

RadcliffeH
ﬁ 2 Personal
| File Station
. _— L]
File Station { g About

< c Radcliffe Howell » My Timeshests ,O' 4 .

DSM Help » Prevention Forms B4 A1-Prevention-RadcliffeH 28.5 KB XLSX File 7/26/2016 9:34:03 AM

Upload ~ Create folder Action - Settings
-~ DATA_SAN ame Size File Type Modified Date
-7-3..

~ Radcliffe Howell

» My Timesheets

IMPORTANT: Don'’t forget to delete the timesheet that you created on that
computer with your name on it and empty the recycle bin.

Print

™ Convert to Adobe PDF

# Convert to Adobe PDF and EMail
%y Combine files in Acrobat...
&

Move to Dropbox

Scan with Windows Defender...

Recycle Bin | Synology

Open with

W Scan with VIPRE...

Share with

[@ Create Smart Backup for selected file(s) 4] Em pty REC}"ClE Bin

™ Scan with Malwarebytes Anti-Malware pen Eaner...

Restore previous versions
. Fun CCleaner

Send to .
Pin to Start
Cut - .
o+l Scan for deleted files
Copy =
gateshortcut Create shortcut
Eename
Rename
Properties F'r-:nperties
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11. Back at the DATA main webisite, don’t forget to click on the “Logout” button
of the Employee Segt_ign.

Wl

DRUG ABUSE TREATMENT ASSOCIATION, INC

Home About Programs Documents Success Stories Locations New:

Employee Section

en vou are finished, please press the logout button above.

Welcome to the DATA employee section. Please choose from the following options:

-Personnel Practice Manual 10-2015
—Rights of Persons Served PowerPoint
—DATA Civil Rights Training PowerPoint

We now have online training. Everyone will receive an email with their login
access the site from that email or by clicking below:

—D.A.T.A. Online Training
To upload vour timesheet or download departinent forms, click here:

—DATA Document Cloud

If you have any questions, please contact me.

Thanks,

Christopher Rich

561-741-1034 X18
Chris@DrugAbuseTreatment.org
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