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GALAXY SHAREPOINT READING ROOM USER GUIDE

1. PURPOSE

1.1. To improve the efficiency of the environmental and safety reviews by allowing staff
read-only access to the basis documents and other reference materials cited in the
Units COL application.

1.2 Allow staff to audit basis documents to determine whether the information contained
in the documents supports the COL application.

1.3. Enable users to open documents without requiring a download to their machine

1.4. The online reference portal will be password-protected, and passwords will be
distributed to staff directly involved in the COL review on a need-to-know basis

1.5. The online reference portal will be sufficiently secure to prevent staff from printing,
saving, or downloading any documents

1.6. Strictly control permissions to Reading Room users:

e Reading Room Viewers — Can view documents without the capability to download,
copy, edit or print content.

2. READING ROOM PROCEDURES: VIEWING

21. Enter the reading room through a Remote Desktop connection
2.1.1 Open a new Remote Desktop session

2.1.2 Enter your IP address to access the Reading Room site

% Remote Desktop Connection

Computer:

54.90.177.166 v|

[ Connect ” Cancel H Help ] [ Options =3
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2.1.3 Save the Remote Desktop location to your personal desktop

2.1.4 Click Options

27 Remote Desktop Connection

General | Display || Local Resources | Programs || Experience |

Logon settings

the drop-down list.

Type the name of the computer, or choose a computer from

Computer: |64.90.177.168

v
LUser name: |NHC1 |
Password; | |
Domain: |CT1 04573 |
ave My passwol
Os rd
Connection settings
B Save cument settings, or open saved connaction.
’_ Save As. . ] ’_ Open... ]

[ Connect H Cancel H

Help

] [ Options << ]

2.1.5 Click Save As...

2.1.6 Select Desktop as the Location

My R
‘ Desl

My Doc

-

Savein:

ecent

Documents

ltop

uments

g

My Computer

My MNetworlc

| @ Desktop

J @@ m-

[EJMy Documents

4§ My Computer

gMy Metwork Places

(5 Data Folder

&Network and Dial-up Connections
(C3)BUS DEV

[C)Process Flaws

I Process Flows PDF

QEReading Room.RDP

File name: |Reading Room.RDP

v

[ Save ]

Save astype: | Remote Desktop Files {".RDP)

3

[ Cancel ]

Reading Room
User Guide
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2.1.7 Click Save

An icon will appear on your desktop with a direct link to the Reading Room

=

‘e

Reading
F.oom:EDF

2.1.8 Click Cancel
2.1.9 Double click the Reading Room.RDP icon

After completing steps 2.1.1-2.1.7 you may access the Reading Room through the
desktop icon at anytime

2.1.10 Click Connect

2.1.11 Enter your Username and Password into the login screen

Usernarne ||

Password I

Login I Cancel

plGEina Yersion 1.8.8 - hitp: /s paina.org

2.1.12 Click Login

A 7-digit code will be sent to your email (CNS 2FA) or telephone SMS inbox. Destination of
this code is dependant on the selected preference during initial setup. This 7-digit key will
entered in step 2.1.11.

2.1.13 Navigate to your email or telephone SMS inbox and view your SMS/CNS 2FA Code
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————— Criginal Messzage--———-

From: CHS ZFA [mailto:SupportE@CommercialNetworkServices.com
Sent: Tueszday, June 30, 2009 2:40 PM

To: *User*

Subject: CHS 2FA: 4l1=37zt3

CHS Z2FA CCDE: 41s7zt3

2.1.14 Enter the SMS/CNS 2FA Code into the SMS Code box. The SMS code will be sent
to your email or phone.

55 Code validator |
SMS Code:
|
Login Cancel
2.1.15 Click Login
2.2. Connect to the SharePoint Reading Room site

2.2.1 Enter your SharePoint credentials into the unesharepoint login box
The format for your username will be:
Username: UNE/GalaxyID

222
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Connect to unesharepoint

)
Ay

Connecting ko unesharepaoink,

Lser name: Ig | j J

Passwaord: I

[~ Remember ry passward

[8]:4 I Cancel |

NOTE: The ‘Remember my Password’ functionality has been disabled. Passwords cannot be
stored and must be entered upon arrival to the site.

If you have forgotten your username or password or are denied access to the site, see
Appendix A for troubleshooting procedures.

2.2.3 Click OK
NOTE: It may take several minutes for the Reading Room Site to load

2.2.4 Navigate to the SharePoint Reading Room Entrance through the navigation bar

Reading Foarm

UI‘IIS'I:aI‘ Reading Room

Readlng Ruum Nlne Milz - Reading Foom Entrance

Mine Mile - Reading
Room Entrance
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2.3. Review the Reading Room disclaimer displayed at the Reading Room Entrance

Legal Notice

By clicking and entering the Reading Room you agree that
the material proffered via the reading room cannot be
copied, transmitted, or otherwise reproduced.

Click Here -> Reading Room

24. Click the Reading Room hyperlink to enter the Reading Room

The Reading Room Viewer will open and documents will be displayed in a drop down
list format in the left pane of the Reading Room

Document Viewer
= _Jbemo Test
_Reporting_Example.pdf
= _JATest
= [_JMew Folder
[£] test. bt
_Jreporting_Example.pdf
= CASafety
005 BB ER Chapter 01.pdf
EBDCR_Training_Session ppt
_Reporting_Example.pdf
'_ sample_1.txt
E] sarnple_2 txt
*es" £14
- _|Fn\|ro'1m.ental
= _JAareva
[E] Copy of sample_1.txt
o [dBechtel
_]00s BB ER Chapter 01 pdf
_) DeplovingAJaxt.pdf
-Q_’Fl:ading Room Requirements.:

2.5 Click on a document title from the Document list to view its contents

2.6  The document contents will be displayed in the right pane window of the Reading Room
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Reading Room Entrance > Sike = RRS

CCNPP3 Reading Room

Document Yiewer

= [dDemo Test

_IReporting_Example.pdf

= CATest

= [dMew Folder
[2] test.txt
_IReporting_Example.pdf

= Cdsafety

_]o0s BB ER Chapter 01.pdf
@LBDCR_Training_SessiDn.ppt
_Reporting_Example.pdf

[£] sarnple_1.txt

E::I sarnple_2.txt

[E] test.txt

= [JEnvironmental

= [dAreva
[_;J Copy of sample_1.txt
= [dBechtel
_]005 BB ER Chapter 01.pdf
_] DeplovingAlaxt.pdf
@_]Reading Room Requirements.»

-
[

100% 4 | (L 4 [ 1]0

»

o

B

Plant

US EPR = 41 (28%)

® BBMNPP = 28 (19%) ® CCNPP3 = 29 (20%) © CNPU2 = 15 (10%) © NA = 2 (1%) @ NMP3 = 32 (22%)

2.7
2.8

29

Scroll down the pages of the document using the scrollbar to the right of the viewer

Zoom in/out of the document contents using the zoom tool on the Document Viewer

Toolbar

Navigate between pages using the skip-to navigation on the toolbar

[

100% <+

dljlﬂ

NOTE: You may enter a page number or skip to consecutive pages using the left and right
arrows

2.10 Quick Search document contents using the Search Feature on the toolbar

Search.

NOTE: Search results will return exact match text found in the document open in the
Document Viewer only.
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2.11 Open the document in a full screen view by clicking the Full Screen icon ™ at the top
right of the page.

NOTE: The search tool is not available when viewing a document in full screen. You must
search the document then open in full screen to view results.

2.12 Press the Escape (esc) key to exit the full screen view.

2.13 Exit the Reading Room by clicking your username on the top-right of the screen then
Sign Out

Weltome Training Lserd - ||

f My Settings
& IJpdate wour user information,

regional setkings, and alerts.

Sign in as Different User
Login with a different account,

Sign Out
Logout of this site.

2.14 Click Yes to close the window and exit the Reading Room

10
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APPENDIX A

There are 3 reasons why your credentials may not be accepted by the SharePoint site:

e You have entered the incorrect username (be sure to include the UNE\domain)

¢ You have entered the incorrect password (case sensitive)

e Your Galaxy SharePoint password has expired and must be reset (every 75 days)
Please follow the procedures outlined below to regain immediate access to the site:

e To regain entry to the site you must reset your password through the Password Reset tool.
This tool can be accessed through the link on the Error 401 page which is displayed when
incorrect credentials are entered into the login box 3 times.

1. Display the error page by entering false credentials into the login screen 3 consecutive
times:

Connecting to unesharepaint.

User name: | £} azazaza w |

Password: | |

[ Jremember my password

[ OK H Cancel ]

2. Navigate to the Password Reset link contained on the error page:

11
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You received this error due to one of the following reasons. Flease follow the
Recommended action to resclve your issue.

. You do not have access to the UniStar Galaxy ShareFoint Site.
Recommended action: Contact the CEG IT Support Center at 1-888-232-

4300 or 4300@constellation.com if you would like to request access.

. You entered an invalid Galaxy user name.

Recommended action: Click the Refresh button to try again with a valid
user name. If you do not know your valid user name, contact the CEG IT
Support Center at 1-888-232-4300 or 4300@constellation.com.

Helpful Hint: An example of a valid user name is
"UNEVfirstname.middleinitial.lastname” or "UNE\firstname.lastname".

. You entered an invalid Galaxy password.

Recommended action: Click the Eefresh button to try again with a valid
password. If you do not know yvour valid password, reset vour password.

1. Your password has expired.

Recommended action: REesst vour password.

3. Click Reset your password.

Reading Room
User Guide
Page 12 of 13

4. Follow the procedures below to reset your password and gain entry into the Reading

This link will take you to a website that does not require a login in or password.

Room site:

Through this site you will be able to reset your password.

How Does This Tool Work:

After you click Submit, the system will send you an email notification that a
request was made to reset your password.

Open the link in the email to verify the request and reset your password.

The link will direct you to a page that will acknowledge that your password
has been reset and notify you that another email has been sent to you with
your new password.

Open the email to retrieve your new password.

At this point you can navigate to any of the Galaxy sites and login using

your new password.

If you'd like to personalize your new password, you can change it via the
Change Password Tool on the Reading Room left hand navigation.

12
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e There are additional instructions on how to use this Tool on the Password
Reset Tool website.

3. ADDITIONAL SUPPORT:

If you have additional access needs or questions, please contact the CEG IT
Support Center at 1-888-232-4300 or 4300@constellation.com.

4, REFERENCES
41. None

5. ATTACHMENTS
51. None
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