
LOHP SharePoint Training
March 18 and 25, 2026



• Use the chat and/or raise hand features to ask questions. Questions will be 
answered at the end of the training.

• After Meeting: Submit additional questions to OfficeofOralHealth@cdph.ca.gov, 
your grant manager, and/or your program consultant.

• Summary of Q&A: Q&As will be compiled and shared following the meeting.

Participant Questions
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SharePoint Overview



• A web-based collaborative platform

• A secure place to store, organize, share, and access files/ resources

• A collection of pages, lists, and libraries that can be integrated with other 
Microsoft apps, like Power Automate, to create workflows

What is Microsoft SharePoint?



• To overcome difficulties posed by email submission of documents (e.g., file 
size too large for attachment)

• To better manage and organize LOHP grant documents

• To streamline document submission workflows

• To track LOHP staff changes and keep lists up to date

• And so much more!

Why start using SharePoint?



• Home Page

• Document Submission

• SharePoint Tutorials

• Due Dates

• LOHP Staff Roster and Staff Update Form

• FAQ

LOHP SharePoint Site Structure



SharePoint Home Page



Clickable Map



Quick Links and Due Dates



• Library of step-by-step instructions for all things SharePoint

SharePoint Tutorials



Due Dates



LOHP Staff Roster



Frequently Asked Questions



Submitting a Document



Accessing the Document Submission Library

  



Document Submission Library: Structure



• LOHP
• Budgets and Invoices

• Approved (subfolder)
• Progress Reports

• Progress Report (Excel File)
• Approved (subfolder)

• Summary Narrative
• Supporting Documents

• PR 07 (July–Dec 2025)
• PR 08 (Jan–June 2026)
• PR 09 (July–Dec 2026)
• PR 10 (Jan–June 2027)

• PR Review Letters
• Work Plan Deliverables

Document Submission Library: Structure



Document Submission Library: Structure



Document Submission Library: Structure

.

  



1. Ensure document naming convention used

2. Go to your LOHP folder

3. Select the correct document category folder

4. Upload your document(s)

5. Update the column data

6. Receive automated notification confirming submission (for specific 
document types)

Submitting a Document



Document Naming Convention
The different types of documents that you will be submitting should be named using 
the following format:

• Invoices: Q(1, 2, 3, or 4) Invoice_Year (1, 2, 3, 4, or 5)_LOHP name
• Budget revisions: Revised Budget_Year (1, 2, 3, 4, or 5)_Type (mid-year, annual, 

or miscellaneous)_LOHP Name
• Work Plan deliverables: Deliverable #_Deliverable name (abbreviated) _LOHP 

name
• Progress reports: LOHP name PR (1-10)
• Supporting documents: Activity #_Attachment name_LOHP name



Uploading a Document

There are two (2) ways to upload 
documents to SharePoint.
Note: Do not compress/zip files 
when uploading. 



Update the column data



Update the column data



Automated Notification

26



LOHP Staff Changes



• New hire
• Staff departure
• Staff role change
• Temporary coverage adjustments

When to Inform OOH



• Hover over the LOHP Staff Roster in the main menu

• Click on the Staff Update Form from the dropdown menu

• Complete the Staff Update Form

• SharePoint will notify the OOH Program Consultant 

• OOH Program Consultant updates the LOHP Staff Roster

Steps to Inform OOH



Navigating to the Staff Update Form



Completing the Staff Update Form



Editing a Document



• When OOH requests edits or additional information for any submitted 
documents prior to approval

• Note: There is a separate process for PDF files

When to edit a document in SharePoint?



• Locate the submitted document 

• Open the document from SharePoint

• Update the document and add/respond to comments if needed

• Email and notify your LOHP’s grant manager and program consultant

Steps to Edit a Document 



Replacing a Document



• When OOH requests edits and/or additional information for a submitted 
PDF document (e.g., invoice)

When to Replace a Document in SharePoint?



• Locate the submitted PDF file

• Download (if needed) and make requested edits

• Upload the file to the same folder with the same file name

• Select “Replace” to replace the previous version

• SharePoint automatically overwrites the old version

• Email and notify your LOHP’s grant manager and program consultant 
that the document has been resubmitted

Steps for Replacing a Document



Replacing a Submitted PDF Document



Replacing a Submitted PDF Document



Downloading 
approved documents



• For county records
• To share with partners
• For future reference
• To ensure you are using OOH-approved versions

Why download approved documents?



• Go to the “Approved” or “PR Review Letters” folder
• Right click on file
• Click “Download” from menu
• Save file from downloads

Steps for downloading an approved 
document



• Explore and get better familiarized with the SharePoint site and its various 
components

• Review the SharePoint tutorials

• Review and share the training recording and materials once available

• Inform OOH about any other LOHP team member that should have access

• Submit your mid-year budget revisions due by April 30, 2026

• Reach out with any questions you have for OOH

Next Steps



Questions?



https://www.cdph.ca.gov/
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