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Getting Started

· To access the MBHSR site you will need the following link: 

http://mbhsr.stonewallsolutions.com/Pages/Home.aspx

1. First you must enter your login information to access the MBHSR home page.

2. After signing in, you will be brought to the MBHSR home page.

Home Page

· News Feed Posts (Text):
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1. To post a message to the News Feed, click on the text box, type the desired 

message, then select ‘Post’.

2. The message will then appear at the top of the News Feed.

To delete this post, select ‘Delete.’

· News Feed Posts (Image):

1. To post a photo to the News Feed, select ‘Photo.’
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2. An image upload pop up will appear. Choose a file to upload or drag and drop 

photos in the box on the left. Then select ‘Post.’

To set the image ‘Confidentiality’, select the desired confidentiality

level before posting.

To go back to the home page without posting, select ‘Cancel.’

3. The image will appear at the top of the News Feed.
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To delete this post, select ‘Delete.’

· News Feed Posts (Article):

1. To post an article to the News Feed, select ‘Add Article.’

   

2. A URL upload pop up will appear. Input the desired URL and select ‘Post.’
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To set the article ‘Confidentiality’, set the desired confidentiality

level before posting.

To go back to the home page without posting, select ‘Cancel.’

3. The article will appear at the top of the News Feed.

To delete the post, select ‘Delete.’
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· News Feed Posts (Video):

1. To post a video to the News Feed, select ‘Video.’

2. A video upload pop up will appear. Input the YouTube/Vimeo URL or choose 

a file to upload, then select ‘Post.’

To set the video ‘Confidentiality’, select the desired confidentiality

level before posting.

To return to the home page without posting, select ‘Cancel.’

3. The video will appear at the top of the News Feed.
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To delete this post, select ‘Delete.’

· Liking & Commenting on Posts:

1. To like a post on the News Feed, select the ‘thumbs up’ button below the 

desired post.
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The number of total likes for a post will appear in parentheses next

to the ‘thumbs up’ button

2. To comment on a post on the News Feed, type the desired text into the text 

box and then select ‘Post.’

      

The number of total comments for a post will appear in parentheses

next to ‘Comment.’

To view post comments, select ‘Comment.’

· Meeting Calendar:

1. The ‘Meeting Calendar’ is located on the home page under the ‘News Feed.’ 

To add an event, hover over the desired date and select ‘+ Add.’
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To change calendar months, use the arrows at the top of the

calendar.

2. A pop up will appear. Fill out the necessary meeting information and select 

‘Save.’
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To attach a file to the event, select ‘Attach File’ before saving.

To return to the home page without saving, select ‘Cancel.’

3. The event will appear on the ‘Meeting Calendar.’

· Search:
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1. The ‘Search this site’ bar is located at the top of the home page (as well as 

every page on the site). To search, type key words into the search bar then 

hit enter.

2. You will be directed to another page with the results of your search.

Training

· Training Courses:

1. The ‘Training Courses’ web part is located at the top left of the Training page. 

To view a training course, select the desired training course. 

A pop up will appear with the course information.

2. To register for a course, select ‘Register for course’ from the pop up.
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A message will appear to complete registration. Select ‘Ok.’

Another message will appear to confirm registration in the course.

3. To unregister for a course, select ‘Unregister from Course.’
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A message will appear to complete unregistration. Select ‘Click

here to unregister.’

Another message will appear confirming the unregistration was

successful.

4. To add a training course, select ‘+ Add new item.’
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An ‘Add New Course’ pop up will appear. Fill out the necessary

information then select ‘Save.’

     
To attach a file to the course, select ‘Attach File.’

To return to the training page without saving, select ‘Cancel.’

5. The course will appear at the top of the ‘Training Courses’ web part.



MBHSR SharePoint 2013- Quick Reference Guide 17

· Announcements:

1. The ‘Announcements’ web part is located at the top right of the training 

page. To view an announcement, select the desired announcement.

The system will bring you to a page with the announcement

information. To go back to the training page, select ‘Close.’

2. To add an announcement, select ‘Add new announcement.’
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An announcement pop up will appear. Fill out the necessary

Information then select ‘Save.’

To return to the training page without saving, select ‘Cancel.’

The new announcement will appear at the top of the ‘Announcements’

web part.

· Links:
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1. The ‘Links’ web part is located under the announcements on the training 

page. To add a link, select ‘Add new link.’

A pop up will appear. Enter the URL and select ‘Save.’

   
To return to the training page without saving, select ‘Cancel.’

The new link will appear at the top of the ‘Links’ web part.

· Training Calendar:

1. The ‘Training Calendar’ web part is located under the ‘Training Courses’ on 

the training page. To view a training course, select the course on the 

calendar (all events are synced to the calendar when they are added to the 

‘Training Courses’ web part).
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To change calendar months, use the arrows at the top of the

calendar.

2. A pop up of the course information will appear.

To return to the training calendar, select ‘Close.’
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Forms

· Forms:

1. To view a form, select the desired form.

     
After selecting the form, it will download to your computer.

2. To add a form, select ‘Add New Document.’

      
A document loader pop up will appear. Choose a file to upload or

drag and drop files, then select ‘Save.’
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To set the ‘Confidentiality’, select the desired confidentiality level

before saving.

To return to the forms page without saving, select ‘Close.’

The new form will appear at the top of the ‘Forms’ page.

Policies & Procedures

· Policies:

1. To view a policy, select the desired policy.

After selecting the policy, it will download to your computer.

2. To add a policy, select ‘Add New Document.’
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A document loader pop up will appear. Choose a file to upload or

drag and drop files, then select ‘Save.’

To set the ‘Confidentiality’, select the desired confidentiality level

before saving.

To return to the Polices & Procedures page without saving, select

‘Close.’

The new policy will appear at the top of the ‘Policies’ web part.
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· Procedures:

1. To view a procedure, select the desired procedure.

After selecting the procedure, it will download to your computer.

2. To add a procedure, select ‘Add New Document.’

A document loader pop up will appear. Choose a file to upload or

drag and drop files, then select ‘Save.’
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To set the ‘Confidentiality’, select the desired confidentiality level

before saving.

To return to the Polices & Procedures page without saving, select

‘Close.’

The new procedure will appear at the top of the ‘Procedures’ web

part.


