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SharePoint

Overview

The SPV Reporting Tool SharePoint was created to provide access to all 
users to the SPV Reporting Tool. 
The site contains the following  worksites:
•Golden Copy Report
•Trigger and Error Reports
•Generated Reports
•Error Log
•User Guide



SharePoint
Overview – Golden Copy

The following section describes the procedure to access the SPV Reporting Tool,  which creates the 
Golden Copy report, from the SharePoint site below:

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden%20Copy%20report.aspx

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden Copy report.aspx
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden Copy report.aspx
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden Copy report.aspx


1. Click on the blue button to generate the report.

1. A pop-up window will appear.
Select “SAVE” to save the MS Excel 
spreadsheet on your 
hard drive.

Note: If you select “OPEN” 
You will not be able to run the report 
due to security and change 
control standards



1. If you wish to run reports before December 5th, please the link below the button 
feature: 



1. If your computer does not support Microsoft 2007, please click on the following 
two links below to run reports before December 5th and after December 5th :



1. Select Home

2. Select Golden Copy 
report files

SharePoint Button 
Functionalities



1. Select “Create Golden Copy Report Dec 5th” excel file and select “E-mail a Link”.  This will allow 
you to get the location of the SPV Reporting Tool 

1. Select Golden Copy Files

2. Select “E-mail a Link”



1. Select “Create Golden Copy Report Dec 5th” excel file and select “E-mail a Link”.  This will allow 
you to get the location of the SPV Reporting Tool 

2. Select “E-mail a Link”



2. Select the Single Web Page 
file called 
“GoldenCopy_report_Create_Bu
tton_ALL_NEW”

3. Select “Edit in Microsoft 
Office Word” to be able to 
modify the file

1. Copy the URL which will 
appear in a new Untitled 
Message 



2. Select the Single File Web 
Page.

3. Select “OK” to proceed.

1. Select “OK” to open the file in MS Office Word.



1. Right click on the blue button 

2. Select “Edit Hyperlink…”

3. Paste the copy selection from the 
email which contains the location of 
the SPV Reporting Tool in the 
“Address” field

4. Select “OK”

2. Paste the copied URL 



Access the Golden Copy report Workspace 
and Shared Documents

1. Select “Save As”

2. Select “Other Formats”

3. Change the filename by adding 
simply V2, V3, etc.

4.      Select “SAVE”



Access the Golden Copy report Workspace 
and Shared Documents

1. Select the new file which is 
saved under the Shared 
Documents (find it by the name 
you chose in the previous step)

2. Select the name and from the 
drop down menu select“E-mail 
a Link”.  This will allow you to 
get the location button

3. Copy the URL from the email 



Access the Golden Copy report Workspace 
and Shared Documents

1. Select “SPV Reporting” from the 
Tab menu on the top



1. Select “Golden Copy Report” 
from the Tab menu

2. Select “Edit Page” (this button is 
located on the right hand side of the page

3. Select “Add a Web Part”



Access the Golden Copy report Workspace 
and Shared Documents 3. Select “Page Viewer Web Part” 

which is located under the
Miscellaneous section”



Access the Golden Copy report Workspace 
and Shared Documents

1. Select “Web Page” in the Page Viewer Web Part properties

2. Type the copied URL from the Untitled message to  specify a link

3. Type the title of the Page Viewer Web Part – “Golden Copy 
Report”

4. Specify the height  - 500 Pixels

5. Specify the width – 740 Pixels

6. Select “Apply”

7. Select “OK”



In order to display the appropriate URLs for report after December 5th and 
Microsoft Excel 2003. Follow the same procedures as coping a URL from the Untitle
Message. The following steps, describe the procedure in details:

SharePoint Button 
Functionalities 

(reports for Nov 6th and MS Excel 2003)



1. Select the Golden Copy workspace to access the Golden Copy files

2. From the Quick Launch bar on the left hand side of your Home Page, select Shared Documents.

1. Select Golden Copy                                                                                                  
Report workspace

2. Select Shared Documents



SharePoint Button 
Functionalities – Golden Copy

The following section describes the procedure to access the SPV Reporting Tool,  which creates the 
Golden Copy report, from the SharePoint site below:

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden%20Copy%20report.aspx

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden Copy report.aspx
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden Copy report.aspx
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Golden Copy report.aspx


1. Select the Golden Copy Files folder under Shared Documents

2. Select “Create Golden Copy Report Nov 6th” excel file and select “E-mail a Link”.  This will allow 
you to get the location of the SPV Reporting Tool 

1. Select Golden Copy Files

2. Select “E-mail a Link”



2. Select the Single Web Page 
file called 
“GoldenCopy_report_Create_Bu
tton_ALL_NEW”

3. Select “Edit in Microsoft 
Office Word” to be able to 
modify the file

1. Copy the URL which will 
appear in a new Untitled 
Message 



2. Select the Single File Web 
Page.

3. Select “OK” to proceed.

1. Select “OK” to open the file in MS Office Word.



1. Change this URL with the copied URL 
from the Untitled Email Message

1. Paste the copy selection from the 
email which contains the location of 
the SPV Reporting Tool in the 
“Address” field

2. Select “OK”



Access the Golden Copy report Workspace 
and Shared Documents

1. Select “Save As”

2. Select “Other Formats”

3. Change the filename by adding 
simply V2, V3, etc.

4.      Select “SAVE”



Access the Golden Copy report Workspace 
and Shared Documents

1. Select the new file which is 
saved under the Shared 
Documents (find it by the name 
you chose in the previous step)

2. Select the name and from the 
drop down menu select“E-mail 
a Link”.  This will allow you to 
get the location button

3. Copy the URL from the email 



Access the Golden Copy report Workspace 
and Shared Documents

1. Select “Golden Copy Report” 
from the Tab menu

2. Select “Edit Page” (this button is 
located on the right hand side of the page

3. Select “Add a Web Part”



Access the Golden Copy report Workspace 
and Shared Documents 3. Select “Page Viewer Web Part” 

which is located under the
Miscellaneous section”



Access the Golden Copy report Workspace 
and Shared Documents

1. Select “Web Page” in the Page Viewer Web Part properties

2. Type the copied URL from the Untitled message to  specify a link

3. Type the title of the Page Viewer Web Part – “Golden Copy 
Report”

4. Specify the height  - 500 Pixels

5. Specify the width – 740 Pixels

6. Select “Apply”

7. Select “OK”



SharePoint
Overview – Trigger and Error Reports

The following section describes the procedure to access the SPV Reporting Tool,  which creates 
the Trigger and Error reports, from the SharePoint site below:

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Trigger%20and%20Error%2
0reports.aspx

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Trigger and Error reports.aspx
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Trigger and Error reports.aspx
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Trigger and Error reports.aspx
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/pages/Trigger and Error reports.aspx


1. Click on the gray button to generate the report.

1. A pop-up window will appear.
Select “SAVE” to save the MS Excel 
spreadsheet on your 
hard drive.

Note: If you select “OPEN” 
You will not be able to run the report 
due to security and change 
control standards



1. If you wish to run reports before December 5th, please the link below the button 
feature: 



SharePoint Button 
Functionalities – Trigger and Error Reports

To create a button feature on the SharePoint for Trigger and Error reports please 
follow the procedure described in the previous slides for the Golden Copy report 
button feature for December 5th and Nov 6th.


