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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
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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

GCP 5PV Management

3 SPV Reporting

SPY Reporting

SPV Reporting

—

Golden Cop eport Trigger and Error reports Generated Reports Error Log User Guide

-
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Please click "Save" on the pop-up button and save the
spreadsheet on your hard drive before you open the file

-
This page will redirect you to an Excel
spreadsheet for additional prompts
To generate reports before December Sﬂ’, please use the link below to generate the report:

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Library/1/Create_Golden Copy Report Excel2003 Nowv_6th.xls

If your computer support Microsoft Excel 2003, please use the link below to generate the report :
Nov. 6t — Dec. 5t

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Library/1/Create Golden Copy Excel 2003 Dec Sth.xls

After Dec. 5t
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Library/1/Create Golden Copy Repeort Excel2003 MNov 6th.xls



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.

SPV Reporting Tool = Golden Copy Report

Golden Copy Report

S 9

Please click "Save" on the pop-up button and save the
spreadsheet on your hard drive before you open the file

This page will redirect you to an Excel
/ spreadsheet for additional prompts

1- A pO p'u p Wi ndOW Wi I I a ppea r. To generate reports before December Sﬂ’, please use the link below:

http://sharepoint.bankofamerica.com/sites/SPVreporting/goldencopy/Shared%
SE'ect ”SAVE” tO save the MS Excel 20Documents/Golden%20Copy%20Files/Create%20Golden%20Copy%20Report Novéeth.xls
spreadsheet on your

hard drive.

If you have Microsoft Excel 2003, please use the link below:
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il}aén Copy Report

Note: If you select “OPEN” » File Download X] <
. S -
You will not be able to run the report X ST e i (
due to security and Change wi_ﬁ‘ Mame: Create Golden Copy Dec Sth.xls ‘
c:_:’- e iigeo =0 ft O ffice Excel 97-2003 Workshe G8KE
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i harm your computer. f you do not trust the source, do not open or ;
*a,generate reports before De @ his file. Vhat s the rigk?
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1. If you wish to run reports before December 5%, please the link below the button

feature:

. & At N=" o
Please click "Save" on the pop-up button and save the
£ spreadsheet on your hard drive before you open the file
H This page will redirect you to an Excel

Iy spreadsheet for additional prompts

g

“~.To generate reports before December 51" please use the link below:
“http:/fcharepoint.bankofamerica.com/sites/SPVreportine/eoldencopy/Shared

k EDDn:umentstnIden%EDCnpv%2I'.'}FllEs,."Crea'tE%EDGnlden%ZDCnpv%EDRepnﬂ MNovEth.xls

x-%qqu y‘Mwaﬂ Excel 2003, plegs use th the link below:




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

Please click "Save" on the pop-up button and save the
ﬂ spreadsheet on your hard drive before you open the file
This page will redirect you to an Excel
spreadsheet for additional prompts

To generate reporty before December 5th . please use the link below to generate the report:
{}I‘t‘tp -/ /sharepoint.Aankofamerica. :nm,f'srtEs,.r"SFVrEpnrtlngfgnIdencnpvfﬁhared%

ﬁDDn:uments!Gnld\n”/:’:2DCnp?%EDFllestreate%EDGnlden%EDCnpv%EDRepnﬁ Nowvbth.xls
“‘x
"'f“-::_‘ our computer support Microsoft Excel 2003, please use the link below to generate the report :
r Nov. 6 — Dec. 5
5;?111:1:p:ﬁsharepnint.hanknfameri:a.cnm,f'si'tEs,.f'SFUrEpnrtingfgnIdencnpvfﬁhared%
efEDDn:uments;’Gnlden%EDCnpv%EDFiles;’Gnlden%EDCnpv%EUrepnﬁ%EU‘Fnr%EUEx:EI%EDEDDEICreatE%
1L72t‘.}lﬁ|::|r.h=-.n'?/c|2L'l‘li:n:al|::|'n.-r'}ﬁ2L'}F~h=-.|:n:=||-|: Excel2003 Nov%206th.xls
5
‘33;\.4 fter Dec. 5th.
http://sharepoint.bankofamerica.com/sites/SPVreporting/goldencopy/Shared%
._QDDnr.uments,f'Gnlden%EDCnpv%EDFiIes;’Gnlden%EDCnpv%EDrepnH:%EU‘Fnr%EUEx:eI%EDEDDE!CreatE%
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SharePoint Button
Functionalities

GCP 5PV Management

1. Select Home /

2. Select Golden Copy
report files




1. Select “Create Golden Copy Report Dec 5t 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”

GCP 5PV Management

‘4 SPV Reportin e
ﬁJ : P g | '

View All Site Content Share a document with the team by adding it to this document library.

Documents Mew = | Upload -~ @ Actions ~ Settings -
» Generated Golden Copy Tvpe  Mame

Create_Golden_Copy_Dec_Sth ! Hew

Lists
= SPY Support Contacts

2] Recycle Bin

Create_Golden_Copy_Excel_2003_Dec_5Sth ! Mew 1
Create_Golden_Copy_Report Excel2003_Mov_gth ! vew
GoldenCopy_report_CreateButton_ALL_MEW 1 HEwW
GoldenCopy_report_CreateButtonMEW | HEW



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

Focument Libra

x"ﬁbare a document with the team by adding it to this document library.

_/I'éw * | Upload =~ | Actions = Settings -

< T " re
Ve e odified
1 L= adme MOaImeC

Create_Golden_Copy Dec_5th ! Hew = | 12/17/200% 2:23 AM
)
{;@ Create_Golden_Copy_Exeel_2003_Dec_Sth I Mew Wiew Properties 12/16/2009 10:07 AM
E] Create_Golden_Copy_Report_Excel2003_Mov_ath I Hew fa. Edit Properties 12/16/2009 10:07 AM
1"@ GoldenCopy_report_CreateButton_ALL_MEW I MEw n-'@ Manage Permissions 12/17/2009 2:26 AM -
’@] GoldenCopy_report_CreateButtonMEW 1 HEw B | Editin Microsoft Office Excel 12/16/2009 10:07 AM -
.
‘\ X Delete
5 Send To r I_‘r Other Location
{-} |y | Check Out 2 E-mail a Link
{_-"’ G/) Waorkflows Create Document Workspace
- Alert Me Download a Copy

%
1
|
,5
S

2. Select “E-mail a Link”



ul:‘ = = » ¥ |+ Untitled - Message (HTML) - = X
Message Insert Options Format Text Developer '3@
o = | 8B @ _‘f??' \ AER B~
Paste - |B I U“aty' A= = Address Check ; Follow 3 Spelling
. . = Book Mames T Up~ -
1' copythe URLWhICh WI" Clipboard ™ Basic Text Mames Include Options ™ || Proofing
appear in a newUntitled
Message
x|
http://sharepecint.bankefamerica.com/sites/SPVrepeorting /fecldencopy/Shared%200ocuments/Gelden% =
20Copy%20Files/Create%20Gelden%20Copy%20Report.xls
-
V'.‘ ' _.., o H-J P S l.’ r A e

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

i AT e s e e D
/'Shared Documents” ' o ! e
-L'/:- Share a document with the team by adding it to this document library. ’
New ~ | Upload ~ | Actions v Settings j
Type Mame Modified
\,j-"’ Ca@  Golden Copy report for Excel 2003 12/10,/2009 2:34PM .
3 E_] Create Golden Copy Dec 5th ! HEw 12/10/2009 2:14PM "'
IE_] Create Golden Copy Report_MNoveth 12/9/2009 3:38 PM
; GoldenCopy _report_CreateButton 12/9/2009 10:18 AM
}‘-,3 | GoldenCopy_report_CreateButton_aLL_NEW ! MEw = | 12f11/2009 9:14 AM
{ W]  GoldenCopy_report_CreateButtonNEW 1w View Properties 12/10/2009 11:02 AM X
{j' 52 Edit Properties '
-~ B8 M - K
f\; % C;@__E:Iit in Microsoft Office Wig_ :) )
. K Delets
*\: Send To 4 (
“<, _a Chedk Out
‘“::, & | workflows ;
> Alert Me j
S
. ol ’\ J"‘"M J’ waid-. w-\ — r._....-\ P r--.‘\



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

Windows Inte{:pet Explorer

You are opening the following file:

File name: GoldenCopy_report_CreateButton_ALL_MEW.mht

From: sharepaint. bankofamerica,com
[ QK i Cancel

 y Some files can harm your computer, If the file information looks suspicious or you do not fully trust the source, do not open the file.
\..f/

Convert File

Bx]

Convert file from:

Flain Text
Encoded [Fext
Rich Text®ormat (RTF)

2. Select the Single File Web =
Page.

3. Select “OK” to proceed.

II""E;!"'r71ﬁ'|n.=-_ File Web Page 5
ki

R —

Recover Text from Any File

Windows Write

Word 6.0/95 for Windows & Macintosh
WordPerfect 5.x

WordPerfect &.x

Works 6.0 -2.0

[v]

——> [

Ok, ][ Cancel ]




Right click on the blue butto

e '
' 1

&
u . . ” N
Select “Edit Hyperlink... @a) cory 9
[ Paste O
- ) Please click "Save" on the pop-up button and save the
. ) TS & spreadsheet on your hard drive before you open the
Paste the COpy Se|ectI0n from the Grouping ¥ | This page will redirect you to an Excel
. . . . Order , |spreadsheet for additional prompts
email which contains the location of _
&= | Create Text Box Link
the SPV Reporting Tool in the To generaty @, Edit Hyperlink.., |Vease use the link below te generate the report: \
http://sha Open Hyperlink % les/SPVreporting /goldencopy/Shared?20Documents/Golden?%20C
“Address” field _—
‘gﬁ Remave Hyperlink . .
If your com 103, please use the link below to generate the report :
Nov. 6 — Dl Set AutoShape Defaults
http://sha Format AutoShape... es/SPVreporting /goldencopy/Shared%20Documents/Golden%20
Select “OK” 20Golden% 2 Nov36206th.xls
After Dec. 5%

http:Hsharenoigwﬂléqfamericag"-fsEst@@g’*ﬂW%MDcﬂmemir*en

Edit Hyperlink 24
Link to: IEItthiﬂia'gr:. Selection in Document .
Look in: Golden Copy Files on sharepoint. bankofamerici » ﬁ
Existing File or | _ l;:l J
Web Page Create Golden Copy Report Bookmark...
B E:!rlaent # GoldenCopyReport_Button
OREr | ) GoldenCopyReport_Create_Button
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Address: http: /fsharepaint. bankofamerica.com/fsites SPVrennctinn ftrigger -error, vl
E-mail Address & Cut
53 Copy I [ Cancel ]
2. Paste the copied URL A




r

Select “Other Formats”

Select “SAVE”

Select “Save As”

Change the filename by adding
simply V2, V3, etc

1

Save As
| |
Save in: | [El Golden Copy Files on sharepoint. bafkofamerica.com @ - X CuEd-
E]Zﬁ;faies Golden Copy Report
- Shared Documents
il sharepain, .,
Type Mame Madified By Maodified
B My Recent . o
Documents (] Golden Copy report for Excel §003 Ratcheva, Ekaterina 12/10/2009 2:34PM
@ Desktop @ GoldenCopy_report_CreateBulon_ALL_MEW Ratcheva, Ekaterina 12/11/2009 2:14 AM
ay
Documents
—y My
Computer
"-:J My Network
Places
[ My site
File name: GoldenCopy_report_CreateButton_ALL NEW V2 M
Save as type: |Single File Web Page M
Page fitle: Change Title...

Tools A

[ Save l ’ Cancel

2

E@ FERCTADk

MNew
Open
Save

Save As

Prepare
Send
Publish
i Server
Warkflows

Close

Golder

2
[Ej

Save a copy of the document

Word Document

Save the document in the default file
farmat.

Word Template

Save the document as a template that can
be used to format future documents,
Ward 97-2003 Document

Save a copy of the document that is fully
compatible with Waord 97-2003,

PDF or XPS

Publish a copy of the document as a PDF or
XPs fil

QOther Formats
Open the Save As dialog box to select from
all possible file types. [%

2] Word Options | | X Exit Ward




1. Select the new file which is

i
saVEd under the Shared ,iareadocurnent with the team by adding it to this document library.
Documents (find it by the name!s - e - scione - setis -
you chose in the prEV|Ous StEP) JZ!_]- C|-'ea-te_Golden_Cop‘_-'_Dec_Eth!NEH 12,-‘1?_.-'2-309 9:23 AM
"-:\/JE_] Create_Golden_Copy_Excel_2003_Dec_5th ! vew 12162009 10:07 AM

Create_Golden_Copy_Report_Excel2003_Mov_&th ! HEw 6/2009 10:07 AM

009 9:26 AM

2. Select the name and from the 3

-

@ Ratct :
W Ratc
@ Ra

“ . @ View Properties 12/16/200% 10:07 AM @ Ratd h
drop down menu select“E-mail 5| e reger j
b it Properties
. " . . '.J e - i
a Link”. This will allowyouto ] "o oo g
. {f\ Edit in Microsoft Office Word
get the location button " % | oo
(::--'-‘ Send To I_‘r Other Location
j\_:, [gq| Check out £ E-n@ Link (
: & | workflows Create Document Warkspace (
f’» Alert Me Download a Copy '
( E‘ = = S Untitled - Message (HTML) - = X
Message Insert Options Format Text Developer '3@
'JJ & w || =— i— | T :LBC
: (& )= E ) 8] Gigl U W |y A
Paste - B 7 U|l® A = = =||le= Address Check _l-'F il Fallow Spelling
= F l gjl _ || == Ell:'_ l Book MNames Lﬁ"' Up~ ¢ Ed
3. cOpy the URL from the email Clipboard ™ Basic Text MNames Include Options ™ || Proofing
Subject:
http://sharepecint.bankefamerica.com/sites/SPVrepeorting /fecldencopy/Shared%200ocuments/Gelden% =
20Copy%20Files/Create%20Gelden%20Copy%20Report.xls
- -



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

GCP 5PV Management
a4 Sp

V Reporting

Document Library

Share a document with the team by adding it to this document library,

View All Site Content

Documents Mew =  Upload = | Actions - Settings -

Type Mame ,

Create_Golden_Copy_Dec_5th ! HEw

= Generated Golden Copy
repaorts

m

» Generated Trigger and
Error reports Create_Golden_Copy_Excel_2003_Dec_5th 1 MEW
Create_Golden_Copy_Report_Excel2003_Mov_sth 1 vew

@ GoldenCopy_report_CreateButton_ALL_MNEW ! HEw

Lists
= 5PV Support Contacts

— @] GoldenCopy_report_CreateButtonMEW 1 HEW
2 Recycle Bin



GCP 5PV Management

1. Select “Golden Copy Report” 4 S0v ReporG
from the Tab menu P

«
--,\_ R o - \
JOIden coPy Report This Site: Golden Copy Reportm |P|

;olden Copy Report [ Trigger and EFfor ReEports m C—_Sitﬁmns j
Benortir de : ge to

Xntent
‘
J

,  Edit Page
Add, remove, or update Web Parts on

this page.

Site Settings
Manage site setting® on this site,

\\.,
aments
v
y
5

¢ 2. Select “Edit Page” (this button is

;‘*\m located on the right hand side of the page
R "A—‘-"\\Mwﬂ ’g—bmr‘” rw _"-—n‘ s Wr r‘m\

M I i s s N e B I - o =
i - . Ll - e
b
Left Right
§1 &, Add a Web Part El, Add a Web Part
-
'-l’?age Viewer Web Part edit ~ X
. : . Minimize
#To link to content, cpen the tocl pane and then type a URL in the Link
.<L Close
‘f“__\ K Delete
& -, Modify Shared Web Part
% Fo—
i B ¥ | Change properties of this shared Web Part. These changes ’
__,_,-‘ Export... will apply to all users.
“ T
o 125 14 l
3. Select “Add a Web Part -
A £
& ;



£ Add Web Parts -- Webpage Dialog

Golden Copy Repert

Add Web Parts to Left

[T [EH Office PivotChart
Uses the Microsoft Office Chart Component for data analysis and reporting. (Requires Office 2003)

] 5] office PivotTable
Uses the Microsoft Office PivotTable Component for data analysis and reporting. {Reguires Offi

F] E Office PivotView
Uses the Microsoft Office PivotTable and Chart Components for data a

F @ Office Spreadsheet

the Web Part Page.

] | 3] Rrelated Tag Cloud
A SharePoint Related Tag Cloud Web Part

[ |[=3] relevant Documents
Use this webpart to display documents that are relevant to the current user,

[ |[Z] report Explorer
Use the Report Explorer to brawse, view and subscribe to reports in your Repart Server,

[] |l Report viewer

Use the Report Viewer to display a report on your Report Server or to display the selected report in a Report Explorer
part.

F] ﬂ Site Users

Use the Site Users Web Part to see a list of the site users and their online status.

3. Select “Page Viewer Web Part”

which is located under the
Miscellaneous section”




Select “Web Page” in the Page Viewer Web Part properties
Type the copied URL from the Untitled message to specify a link

Type the title of the Page Viewer Web Part — “Golden Copy
Report”

Specify the height - 500 Pixels
Specify the width — 740 Pixels
Select “Apply”

Select “OK”

Golden Co rt s
Page Viewer o

Select whether yvou want to display a
file, folder, or Web page in the Page
Viewer Web FPart.

*® web Fage

(O Folder

O File

To specify a link, type a URL or path.
(Test Link)

http://sharepoint.bankofamer |:|

= Appearance

Title

Gu:ulu:len_CDp',-' Report

Should the Web Part have a fixed
height?
® ves 500 |Pi><e|s [v]

O No. Adjust height to fit zone.

S!Duld thew:u Fart have a fixed

width?
@' Yes

O No. Adjust width to fit zone.

?4_I:I |Pi><e|5 [v]

Chrome State
() Minimized
® Mormal

Thrama Tuna

[ E]K{ﬁ[ Cancel ][ Apply ]
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SharePoint Button
Functionalities
(reports for Nov 6" and MS Excel 2003)

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

Please click "Save" on the pop-up button and save the
s spreadsheet on your hard drive before you open the file

This page will redirect you to an Excel
spreadsheet for additional prompts

< To generate repc’&ts before December Eﬂ“, please use the link below te generate the report:
{?Flttp:ﬂsharepai .bankofamerica.com/sites/SPVreporting/soldencopy/Shared%
._z..J’EDDncumentsIG#En%EDCcpv%EDFilestreatE%EGGalden%EDCcpv%EGRepcrt MNovEth.xls

Tm

""“-::_Jf your computer support Microsaft Excel 2003, please use the link below to generate the report :
< Nov. 6™ Dec. 5"
Ml?http:ﬂshare point.bankofamerica.com/sites/SPVreporting/goldencopy/Shared%
{;EDDncumentstclden%EDCcpv%EDFiIEEIGGIdEn%EDCcpv%EGrEpart%zﬂfcr%EGExcEI%ZDZDGSICreatE%
1LTEGGG|IB]EI1%20'CGP\F%2GREpGI‘t Excel2003 Nowv%206th.xls
3
‘33;\Aﬂer Dec. 51
http://sharepoint.bankofamerica.com/sites/SPVreporting/goldencopy/Shared%
._QDDncumentstclde n%20Copy%20Files/Golden%20Copy%20report®%20for%20Excel%202003/Create%

o, o, o,
620C xcel%202008, wﬂ‘\w\t*'ﬂ- a P il



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 SharedD}paﬂs/

Yiew &ll Site Content o

D i
® Shared Documents

Lists

= Calendar

= Tasks

Discussions

= Team Discussion

Sites

People and Groups

] Rew'e Bin
| = T e

I““«MJI“**M wad



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

GCP 5PV Management

3 SPV Reporting

SPY Reporting

SPV Reporting

Golden Cop eport Trigger and Error reports Generated Reports Error Log User Guide

-

9

Please click "Save" on the pop-up button and save the
spreadsheet on your hard drive before you open the file

-
This page will redirect you to an Excel
spreadsheet for additional prompts
To generate reports before December Sﬂ’, please use the link below to generate the report:

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Library/1/Create_Golden Copy Report Excel2003 Nowv_6th.xls

If your computer support Microsoft Excel 2003, please use the link below to generate the report :
Nov. 6t — Dec. 5t

http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Library/1/Create Golden Copy Excel 2003 Dec Sth.xls

After Dec. 5t
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Library/1/Create Golden Copy Repeort Excel2003 MNov 6th.xls



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

'_':-'.E.'Z'.'__ ol = Golden Caop Feport = S5hared Documents
Shared Documents

Share a document with the team by adding it to this document library.

Mew ~+ | Upload -~ | Actions - Settings -

Type MName Modified
| Golden Copy Files 11/30,/200% 2:33 PM
1. Select Golden Copy Files e, . e

W ..-”_ __".-\_ __,.—--\__ __.-"' == -\—-..._.h.;
_Sharea’'Doéumeénts
.\_;ﬁuhare a document with the team by adding it to this document library,

'\'n._,New * | Upload -~ | Actions - Settings -

1 e P e ~ . K P
T L T ey Yot -

-
i

RS WU PO

- M Maodified

~, Type ame
b
}\Lj Golden Copy report for Excel 2003 12/10/2009 2:34PM
R
/'13_!1 Creste Golden Copy Dec 5th I Hew 12/10/2009 2:14 PM
p ?'_:) + | 12/3/2009 3:33 PM
e EWIJ GoldenCopy _Treport_t Otton View Properties 12/2/2009 10:13 AM
kS
i @ GoldenCopy _report_CreateButtor_ALL_MEW ! Hew _j' Edit Properties 12/11/2009 914 AM
E o e
.-'1 c“'_h’l GoldenCopy_report_CreateButton_ALL_NEW_V2 1 HEw -"-;3 Manage Permissions 12112009 9:43 AM
“; @J GoldenCapy_report_CreateButtonMEW ! HEw @J Edit in Microsoft Office Excel 12/10/200% 11:02 AM
e K Delets
il
A
H Send To 3 _‘P Other Location
£
S _fq | Check Out & E-mail a Link
Q\ E‘j Workflow Create Dncumeﬁ{ljl'nrkspace
iJ Alert Me Download a Copy
g
<

2. Select “E-mail a Link” = RPN SO PR W Ty S

"]
]

2}
c

=

@ Ratche

@ Qatcheve,

LY

@ Ratch

e

@ Ratchev
W Ratchey

@ Ratchevae

LAY

@ Qatchey,

»

AN N



ul:‘ = = » ¥ |+ Untitled - Message (HTML) - = X
Message Insert Options Format Text Developer '3@
o = | 8B @ _‘f??' \ AER B~
Paste - |B I U“aty' A= = Address Check ; Follow 3 Spelling
. . = Book Mames T Up~ -
1' copythe URLWhICh WI" Clipboard ™ Basic Text Mames Include Options ™ || Proofing
appear in a newUntitled
Message
x|
http://sharepecint.bankefamerica.com/sites/SPVrepeorting /fecldencopy/Shared%200ocuments/Gelden% =
20Copy%20Files/Create%20Gelden%20Copy%20Report.xls
-
V'.‘ ' _.., o H-J P S l.’ r A e

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

i AT e s e e D
/'Shared Documents” ' o ! e
-L'/:- Share a document with the team by adding it to this document library. ’
New ~ | Upload ~ | Actions v Settings j
Type Mame Modified
\,j-"’ Ca@  Golden Copy report for Excel 2003 12/10,/2009 2:34PM .
3 E_] Create Golden Copy Dec 5th ! HEw 12/10/2009 2:14PM "'
IE_] Create Golden Copy Report_MNoveth 12/9/2009 3:38 PM
; GoldenCopy _report_CreateButton 12/9/2009 10:18 AM
}‘-,3 | GoldenCopy_report_CreateButton_aLL_NEW ! MEw = | 12f11/2009 9:14 AM
{ W]  GoldenCopy_report_CreateButtonNEW 1w View Properties 12/10/2009 11:02 AM X
{j' 52 Edit Properties '
-~ B8 M - K
f\; % C;@__E:Iit in Microsoft Office Wig_ :) )
. K Delets
*\: Send To 4 (
“<, _a Chedk Out
‘“::, & | workflows ;
> Alert Me j
S
. ol ’\ J"‘"M J’ waid-. w-\ — r._....-\ P r--.‘\



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

Windows Inte{:pet Explorer

You are opening the following file:

File name: GoldenCopy_report_CreateButton_ALL_MEW.mht

From: sharepaint. bankofamerica,com
[ QK i Cancel

 y Some files can harm your computer, If the file information looks suspicious or you do not fully trust the source, do not open the file.
\..f/

Convert File

Bx]

Convert file from:

Flain Text
Encoded [Fext
Rich Text®ormat (RTF)

2. Select the Single File Web =
Page.

3. Select “OK” to proceed.

II""E;!"'r71ﬁ'|n.=-_ File Web Page 5
ki

R —

Recover Text from Any File

Windows Write

Word 6.0/95 for Windows & Macintosh
WordPerfect 5.x

WordPerfect &.x

Works 6.0 -2.0

[v]

——> [

Ok, ][ Cancel ]




1. Change this URL with the copied URL S R
from the Untitled Email Messag "

Please click "Save" on the pop-up button and save the
spreadsheet on your hard drive before you open the file
This page will redirect you to an Excel

spreadsheet for additional prompts

1. Paste the copy selection from the g
email which contains the location of <
the SPV Reporting Tool in the —

lIA 1/4 f' I e }lom computer support Microsoft Excel 2003, please use the link below to generate the report :
ress e Nov. 6" — Dec. 5

“uttp://sharepoint.bankofamerica.com/sites /SPVreporting/goldencopy/Shared%20Documents/Goldent20Co py%20Files /Golden%20Cop -»ozDrepDrthDiDrmZDExce\mZDZDD3 1

_/Golden%20Copy%20Report_Excel2003_Nov%206th.xls
. the
"DW A ‘_J\'A.\g‘ \___.‘_’ Y PN _rth«_h__w\;r\ '

2. Select “OK”



r

Select “Other Formats”

Select “SAVE”

Select “Save As”

Change the filename by adding
simply V2, V3, etc

1

Save As
| |
Save in: | [El Golden Copy Files on sharepoint. bafkofamerica.com @ - X CuEd-
E]Zﬁ;faies Golden Copy Report
- Shared Documents
il sharepain, .,
Type Mame Madified By Maodified
B My Recent . o
Documents (] Golden Copy report for Excel §003 Ratcheva, Ekaterina 12/10/2009 2:34PM
@ Desktop @ GoldenCopy_report_CreateBulon_ALL_MEW Ratcheva, Ekaterina 12/11/2009 2:14 AM
ay
Documents
—y My
Computer
"-:J My Network
Places
[ My site
File name: GoldenCopy_report_CreateButton_ALL NEW V2 M
Save as type: |Single File Web Page M
Page fitle: Change Title...

Tools A

[ Save l ’ Cancel

2

E@ FERCTADk

MNew
Open
Save

Save As

Prepare
Send
Publish
i Server
Warkflows

Close

Golder

2
[Ej

Save a copy of the document

Word Document

Save the document in the default file
farmat.

Word Template

Save the document as a template that can
be used to format future documents,
Ward 97-2003 Document

Save a copy of the document that is fully
compatible with Waord 97-2003,

PDF or XPS

Publish a copy of the document as a PDF or
XPs fil

QOther Formats
Open the Save As dialog box to select from
all possible file types. [%

2] Word Options | | X Exit Ward
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1. Select the new file which is

saved under the Shared g7~ Golden Copy Report T i 5]
Documents (find it by the name SR 57 Revortn Too > Golden Capy Repar » hared Douments > Gadan Cepy Fie
(EE Shared Documents

yo u c h ose i n t h e p revi o u s Ste p ) view All Site Cantent Share a document with the team by adding it to this document library,

Documents Wew =~ | Upload ~ | Actions ~ Settings ~
= Shared Documents Type Name Modified Modified
Lists B  Create Golden Copy Report 12/7/200% 1:23PM © Ratcheva, E
2 . Se I ect t he n a m e a n d fro m t h e \ = Calendar @ GoldenCopyReport_Eutton 12/7/200% 1:24PM '\_:‘Ralche-.'a.?
i)  GoldenCopyReport Create Button Trew 12/7/200% 1:24PM [ ‘Ral-:he-.'a'
GoldenCopyRepart_Create_Button | Hew « | 12/7/2009 4:12PM @ Ratcheva, £

drop down menu select“E-mail

= Team Discussion

a Link”. This will allow you to .
get the location button  Reoyde o

View Properties

_j' Edit Properties

Permissions

r!_b] Edit in Microso °

Delete
Send To 3

_l,_j E-mail aiink

Cagel (
@ Workflows (T=F) ment Workspace
Alert Me Download a Copy

K—«.-v*v\x L%

w‘\r‘ %-M-\»xr‘“‘""'”"~ IRJ""'\M‘%,I PR o

O\ 9 e+ 9 )= Untitled - Message (HTML) - = X
Y Lied
- Message Insert Options Format Text Developer L2
! S (== ] ] - ABC
. |A w9 g‘gﬂ aﬁ] - EEI ? b o
E - s "
Paste B I U ||a|:y' AIE = i= #=||| Address Check Fallow 3 Spelling
7 = : Book Mames T Up~ -

3. cOpy the URL from the email Clipboard ™= Basic Text MNames Include COptions ™ || Proofing

http://sharepecint.bankefamerica.com/sites/SPVrepeorting /fecldencopy/Shared%200ocuments/Gelden% =
20Copy%20Files/Create%20Gelden%20Copy%20Report.xls

' v-w" " r‘ _..,‘ ma’ “"J" ——~— ks P l"" M A il M
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1. Select “Golden Copy Report”

Golden Cnﬁ Report
from the Tab menu y ~eP

Golden Cony Report

i —

Huime

View All Site Content
Documents

= Shared Documents Golden Copy Report

Trigger and Error Reports

SPV Reporting Tool > Golden Copy Report

LY
This Site: Golden Copy Rep»

Lists

= Calendar

= Tasks

Discussions
e

I

.-aolden Copy ‘Report

;olden Copy Report [“Trigger and Error Reports m

.-_,\_

W eme o et

tent .
rkn = SPV Reporting Tool > Golden Copy Report
3
\\.,
aments
_\__:’.
<

¢ 2. Select “Edit Page” (this button is

kL
B
bl

Mm W\MV" e

2
!
s

|This Site: Golden Copy Reportm

IPI

i

Create

thiz u

C—_ﬁt ions ;>
Add a new library, list, or weﬁge to

=

7

Edit Page —
Add, remove, or update Web Parts on

this page.

Site Settings
Manage site setting® on this site,

[ located on the right hand side of the page
a4

O.I'f_..w Namtn | il [ o aininen,

13

%

e i e T i NN R TR L P i
A Reporting Tool > Goltren i - — - ki
e Left Right
§1 &, Add a Web Part El, Add a Web Part
-
‘Page Viewer Web Part edit ~ X L
i \
. I . Miriimi
.--3I'0 link to content, open the tocl pane and then type a URL in the Link nimize
'<'~, Close
‘tﬂ__\ K Delete
'-‘-"; # Modify Shared Web Part
i o
3 R Change properties of this shared Web Part, These changes '
__,_,-‘ Export... will apply to all users.
“ T
o 125 14 I
3. Select “Add a Web Part -
i (



£ Add Web Parts -- Webpage Dialog

Golden Copy Repert

Add Web Parts to Left

[T [EH Office PivotChart
Uses the Microsoft Office Chart Component for data analysis and reporting. (Requires Office 2003)

] 5] office PivotTable
Uses the Microsoft Office PivotTable Component for data analysis and reporting. {Reguires Offi

F] E Office PivotView
Uses the Microsoft Office PivotTable and Chart Components for data a

F @ Office Spreadsheet

the Web Part Page.

] | 3] Rrelated Tag Cloud
A SharePoint Related Tag Cloud Web Part

[ |[=3] relevant Documents
Use this webpart to display documents that are relevant to the current user,

[ |[Z] report Explorer
Use the Report Explorer to brawse, view and subscribe to reports in your Repart Server,

[] |l Report viewer

Use the Report Viewer to display a report on your Report Server or to display the selected report in a Report Explorer
part.

F] ﬂ Site Users

Use the Site Users Web Part to see a list of the site users and their online status.

3. Select “Page Viewer Web Part”

which is located under the
Miscellaneous section”




Select “Web Page” in the Page Viewer Web Part properties
Type the copied URL from the Untitled message to specify a link

Type the title of the Page Viewer Web Part — “Golden Copy
Report”

Specify the height - 500 Pixels
Specify the width — 740 Pixels
Select “Apply”

Select “OK”

Golden Co rt s
Page Viewer o

Select whether yvou want to display a
file, folder, or Web page in the Page
Viewer Web FPart.

*® web Fage

(O Folder

O File

To specify a link, type a URL or path.
(Test Link)

http://sharepoint.bankofamer |:|

= Appearance

Title

Gu:ulu:len_CDp',-' Report

Should the Web Part have a fixed
height?
® ves 500 |Pi><e|s [v]

O No. Adjust height to fit zone.

S!Duld thew:u Fart have a fixed

width?
@' Yes

O No. Adjust width to fit zone.

?4_I:I |Pi><e|5 [v]

Chrome State
() Minimized
® Mormal

Thrama Tuna

[ E]K{ﬁ[ Cancel ][ Apply ]

W AN L N




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
Oreports.aspx

GCP 5PV Management

@4 SPV Reporting

This Site: SPY Repow

Error reports Generated Reports Error Log User Guide

4

To create th
Trigger and Error reports
se click here

9

Please click "Save" on the pop-up button and save the
spreadsheet on your hard drive before you open the file

This page will redirect you to an Excel
spreadsheet for additional prompts

To generate reports before December 5”’, please use the link below:
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Libraryl/1/Create Trigger and Error Reports Nov 6th.xls



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.

GCP SPV Management

ﬁ SPV Reporting

This Site: 5PV REDUB

To create the O
Trigger and Error reports

Please click "Save" on the pop-up button and save the
6 spreadsheet on your hard drive before you open the file
This page will redirect you to an Excel
spreadsheet for additional prompts

To generate rep-orts before Dec-ember Sﬂ’f please use the link -bel'ow:
1. A pop-up window will appear. SOt eremte Tommer o Eeee Bnarts New Sipale | ooumentis
pop-up pp
Select “SAVE” to save the MS Excel
spreadsheet on your
hard drive.

\\\M\r“*‘\mm

0
Note: If you select “OPEN” @
You will not be able to run the report )
due to security and Change o s . Name; Cl.'eaheTrigger and Error?epor .r I {

File Download

Do you want to open or save this file?

 sharepoint.b merica.com

control standards £

nd save the

", open the file
L{‘-. [ Op%u ] Save ] [ JCanceI ]

7

M Aways ask before opening this type

¢
'.J’
'“‘-) To generate reports befm.e Del |--' While files from the Intemet can be useful, some files can potertially
A @ harm your computer. f you do not trust the source, do not open or
. http://sharepoint.bankofame save this file. What's the risk? Iments/Trigger

;‘;\_ 20and%20Error%20Fl|es/Crea
[.

T
\'j;

‘

N s ol My bl A AR .J



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

. QP Iy - - - e i
[ Peiine it = '__.- L, A7e e e T T T T T e /" et

. P e Iy
- - - -

L T e
fr'lgg r and Error Reports

To create

) by

3 r and Error reports

5 :

£ click here )

> Please click "Save" on the pop-up button and save the

- ﬂ spreadsheet on your hard drive before you open the file a
.{3 This page will redirect you to an Excel

ﬁ spreadsheet for additional prompts

g

th .
a_‘(h'ttp:ffsharepnin't.l::ankn'f'arnErica.l:nm,l"sites,f'SP’Urepnrting;’trigger-errnrfShared%EDDn:uments,.f"TriggEr?/u )
'L'f:::?EL'}and%EDErrnr%EDFiIes!Create%EﬂTrigger%ZDand%EDErrnr%EDRepnﬁs MNov206th.xls

T
i




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 5t and Nov 6th.

GCP 5PV Management

To create t
Trigger and Error reports
se click here

Please click "Save" on the pop-up button and save the
8 spreadsheet on your hard drive before you open the file
This page will redirect you to an Excel
spreadsheet for additional prompts

To generate reports before December 5”’, please use the link below:
http://sharepoint.bankofamerica.com/sites/GCPSPV/reporting/Document%
20Libraryl/1/Create_Trigger_and_Error_Reports_Nov_6th.xls
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