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What is SharePoint? 

SharePoint is a Microsoft 

Office suite of integrated 

server applications that 

improves 

organizational 

effectiveness.  It enhances team collaboration 

by allowing you to save all of your project 

documents and all project-related functions 

such as calendaring, contacts, tasks, issues 

lists, reports, surveys, and electronic 

discussions in one central website known as a 

ñportal.ò  The information you save to the 

portal is searchable.   

MOSS is short for Microsoft Office SharePoint 

Server.  A portal is created upon request of the 

project manager (PM) through the UNIT Helpdesk.  

The PM will be given the portalôs URL when the 

portal has been created and a general template 

applied to the site.  Your SharePoint team 

administrators will then customize the portal for 

the teamôs use and assign various security 

permissions. 

The most difficult concept to 

grasp will be the fact that 

you are no longer using your 

local c:> drive to create and 

save your documents; and 

that you are now using a shared access area 

where everyone can create, access and update 

the teamôs documents when needed.  There is 

no more emailing the documents back and 

forth for review/approval.   

You may wish to make the portal 

URL a favorite or your default 

home page for easy access.  

 

Login/Logout  

There is no login or logout to use 

SharePoint.   

Getting Help  

 

Click the help button  located in the 

upper right corner of your SharePoint 

window.  Help is broken down by main topics 

or you can perform a specific text search.  

 

You may contact the Helpdesk at 610-519-

7777. 

 

Navigating a SharePoint Portal  

SharePoint is broken down into several sections.   

The top left section contains the name of the portal 

and tabs for different areas of your project. Each 

tab pertains to a different area of the master project 

or team. 

 

The top right section contains your profile, an area 

to customize the portal, an area to add links, and 

help.  A search feature is available to quickly find 

anything on the entire site.  The ñSite Actionsò 

button allows Administrators of the portal to 

customize and create web parts and functions. 

 

The left side contains a Quick Launch 

Bar for easy access to the various areas 

in the portal.  Note areas for team 

discussions, documents, links, 

documents, people, pictures, group 

worksites and surveys. 

The main area contains a navigation 
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ñbreadcrumb trailò so you can click anywhere on 

the link to be redirected to that area.  (e.g., Click 

Training to go back to the main Training area.) 

 

Announcements, Calendar, and Links  are 

individual web parts included with the standard 

template.  You can add more webparts as you 

deem necessary (e.g., Tasks, etc.)   

 

 

Announcements 

You can add, edit and delete 

announcements regarding the project.  

You can attach files to the 

announcement.  Announcements are listed by the 

most recent creation date. 

 

To Add an Announcement: 

ü Click the ñAdd new announcementò link. 

ü Type the Title of your announcement.  

ü Type the announcement message in the 

area below the formatting buttons.  Format 

the announcement text as needed. 

ü Set an expiration date so you donôt have to 
manually delete the announcement. 

ü Click ñOKò to save the announcement. 

 

To Edit an Announcement: 

ü Click the announcement name to open the 

options window. 

ü Click the ñEdit Itemò button. 

ü Make your changes. 

ü Click the ñOKò button. 
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Calendar 

Your team must decide whether to 

use the team calendar in SharePoint 

or your own Outlook calendars.  

You can link items on the team 

calendar to your own Outlook calendar.  The 

SharePoint Calendar may be redundant in favor of 

Outlook. 

To Add an Event to the Calendar: 

ü Click the ñAdd new eventò link. 

ü Type the event Title, Location, Start Time, 

End Time, and Description. 

ü Select the applicable check boxes for ñAll 

Day Event,ò ñRecurrence,ò and/or 

ñWorkspace.ò 

ü Click ñAttach fileò if necessary. 

ü Click ñOKò to save the event. 

 

To Edit an Event: 

You can edit an event if the time, location 

etc. changes. 

ü Click the title of the event to be 

edited. 

ü Click ñEdit itemò to display the event 

fields. 

ü Make your changes. 

ü Click ñOKò to save the changes. 

  

 To Link the Event to Your Outlook Calendar:  

You can display the SharePoint calendar in your 

Outlook calendar and synchronize appointments 

from SharePoint to Outlook. 

ü Open the SharePoint Calendar. 

ü Click the ñActionsò button. 

ü Click ñConnect to Outlook.ò 

ü Any appointments you make on the 

SharePoint calendar will sync with your 

Outlook calendar, but not vice versa. 

Links  

You can add project-related links to 

webpages on the main page for all 

team members to access 

shared/common websites.  They can 

link to external websites or internal 

VU sites. 

 

To Add a Link:  

ü Click ñAdd new link.ò  

ü Type the URL or paste it from the website 

itself. 

ü Type the description which is the name 

which appears on the main list of links, 
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(e.g., Trainers Warehouse, etc.) as seen 

above. 

ü Add any optional notes about the link. 

ü Click ñOKò to add the link to the Links 

area. 

 

To Access a Link: 

ü From the Links area, simply click the name 

of the link.  You will leave SharePoint and 

go to the website. 

ü Use your browserôs BACK button to return 
to the SharePoint site. 

NOTE:  It may be worthwhile to right click the 

link and open the site in a new window. 

 

 

Tasks 

You can add and assign tasks to 

yourself or to team members and sync 

the task to Outlook.  A task is a unit 

of work which has a title, priority, status, 

percent complete, description, start/due dates and 

an optional attached file. 

To Add a Task: 

ü Click the ñTasksò link on the Quick 

Launch Bar. 

A menu bar appears above the task area.  

ü Click the ñNewò button 

 

In the various fields which appear: 

ü Type the task title 

ü Select a priority from the drop-down list 

ü Select a status from the drop-down list 

ü Type the percentage of completion 

ü Type or select from the book icon the 

name(s) of people the task is assigned to 

ü Type a description and format if needed. 

ü Select a start and due date from the 

calendar buttons or type in the dates. 

ü Attach an optional file 

ü Check the spelling 

ü Click ñOKò to add/assign the task. 

 

To Update or Delete a Task: 

ü From the Task List, Click the task name. 

ü Click the ñEdit itemò button. 

ü Make the necessary edits to update 

the status, completion 

percentage, etc. 

ü Click ñOKò to update the task. 

 

Note:  There is a ñDelete Itemò button if 

you wish to delete the entire task. 
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To Assign an Email Alert if the Task is 

Updated: 

You can receive an email alert if 

the task is updated by a team 

member.  Note the graphic above 

has an ñAlert Meò button in the 

menu bar. 

ü Click the task name. 

ü Click the ñAlert Meò button. 

ü Type an Alert Title. 

ü Type or Select the name(s) to send the alert 

to. 

ü Select an option for the type of alert change 

you wish to assign. 

ü Select when SharePoint sends the alert to 

you or the assignees. 

To Synchronize a Task to Your Outlook Tasks: 

You can have tasks in SharePoint synchronized to 

your tasks in Outlook. 

In the Tasks list:  

ü Click the ñActionsò drop-down arrow. 

ü Click ñConnect to Outlook.ò 

 

Outlookôs Tasks feature opens, and you can view 

and update your tasks. 

Sharing Documents 

Sharing documents is one of the 

most commonly used functions 

in SharePoint, as it provides for 

fast collaboration among team 

members.  Document version control is also an 

option if your team deems it necessary.  

Documents are either created directly on the server 

or uploaded from your hard drive.  You can assign 

various types of permissions to the portal or the 

individual document. 

A ñShared Documentsò 

document library is created 

by default.  You can create 

other libraries within Shared 

Documents to help organize 

and categorize your project documents.  (e.g., See 

Training Files in the graphic.) You may wish to 

have several types of document libraries for 

different areas of the project, and/or separate out 

drafts from final documents.   

You may assign separate types of security 

permissions to each document library or file. 

Document libraries are one of three types of 

libraries, including picture libraries and form 

libraries.  A library includes a name, optional 

description, and a template-based webpage that 

lists the files located in the library.   

The page contains links to the files in the library 

and provides controls that team members can use 

to add, delete and organize the files assuming they 

have that permission to do so. 

 

To Create a Document Library: 

ü On your site, click the ñSite Actionsò 

button to gain access to all of the site 

commands. 

ü Click the ñCreateò button. 
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ü Under Libraries, click ñDocument 

Library .ò 

 
ü In the appropriate fields, type in the 

Libraryôs name and description. 

ü Select if you want it displayed on the Quick 

Launch Bar. 

ü Select an option if you wish to use version 

control* for all of the files in the library. 

(See more on versions below.) 

ü Select the default new document template.  

The default is a Word template.  You can 

add other types of files as the default. 

ü Click ñOKò to create the library.  You are 

now ready to create/upload documents or 

customize version control if you assigned 

it.*  

 

*Version Control:  

There are two types of versioning: major level 

(version 1, 2, 3é) and major and minor (drafts) 

level (version 1.0, 1.1, 1.2, 2.0, 2.1, 2.2, ...)  

With major level versioning, each time a team 

member edits and saves an open document, a 

backup copy is created on the server and assigned 

a new version number.   

With major and minor versioning control, the user 

is prompted to select either major or minor upon 

closing the document.  This method reduces the 

clutter and possible confusion of the former major 

level method. 

ü Under General Settings, click ñVersioning 

settings.ò 

 
ü Complete the fields as your team deems 

necessary. 

ü Assign general document security here. 

ü IMPORTANT :  To prevent more than one 

person from editing the document at a time, 

enable document check out.  Otherwise, 

you may have multiple current versions 

with no one knowing which one is correct. 

ü Click ñOKò to save the versioning settings. 

 

To Assign More Granular Directory 

Permissions: 

ü Click the ñSettingsò button. 

ü Click ñDocument Library  

Settings.ò 
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ü Under Permissions and Management, Click 

ñPermissions for this document library.ò 

 

 
 

ü After you review the default permissions 

which were assigned from the parent 

library, click the ñActionsò button. 

ü Click the ñEdit Permissionsò button. 

 

ü Click ñOKò at the warning message. 

ü Use the ñNewò or ñActionsò button to 

assign the appropriate rights to individuals 

or groups from the list. 

To Add Documents to the Library: 

Make sure you are in the correct 

library in which you wish to create 

a new document.  Remember the 

default is set up as Word, unless it 

was changed when the directory was created.  You 

can (1) create a document directly in SharePoint, 

(2) upload single or multiple documents or (3) use 

the Windows Explorer to drag and drop files into 

the Library. 

To Create a New Document Inside SharePoint: 

ü Click the ñNewò button. 

ü Click ñOKò at the warning 

message.  

ü Create, edit, and save your 

document as you normally would.   

Notes:  When you save the document, it is 

saved on the SharePoint server, not your hard 

drive.  Future edits should be on SharePoint. 

If version control is activated on the library, the 

new document is treated as version 1. 

It is also automatically ñchecked outò to you so 

no one else can access it until you are finished 

with it and close the document.  It will be 

checked back in when you close the document. 

You will be prompted to select which version 

type if major and minor versioning control is 

activated. 

If major version control is in use, a new version 

is created each time you save the open 

document; not upon closing the document.  

This could result in confusion and clutter; 

therefore, major and minor version control is 

preferred. 

To Upload Document(s) to the Library : 

You can add one or multiple 

documents to the library from your 

hard drive or other storage device. 

 

ü From the libraryôs toolbar, click the 
ñUploadò button. 

ü Select either ñUpload Documentò for one 

document or select ñUpload Multiple 

Documentsò to add two or more files. 

ü Open the location where your file(s) is 

located.   

ü Click the file name to select the file to 

upload. 

o Use Ctrl + Click if selecting 

multiple files. 

ü Click the ñOKò button to start the upload 

process. 

You will see the document listed when you are 

in the document library. 

To Edit a Document: 

ü From the document library, 

click the file name of the file you wish 

to open and edit. 

 



Microsoft Office SharePoint Server (MOSS) 

QuickStart Guide-Introduction  

 

Villanova UNIT Training© May 2009 

 

ü Edit the document and Click ñSaveò to 

save it back to the server. 

Depending on your version control, you may 

be asked to select the correct version (major or 

minor). 

To Create an Alert if the Document Changes: 

ü Click the drop down arrow to 

the right of the file name in the 

library. 

ü Click ñAlert Me.ò 

 

ü Set the appropriate alert options from the 

various fields. 

ü Click the ñOKò button. 

To Email a Link to the Document: 

You can send people a link to access your 

document, assuming you have assigned them the 

correct permissions.   

With the file closed, from the file listing: 

ü Click the drop-down arrow to the right of 

the file name. 

ü Click ñSend To.ò 

ü Click ñEmail a Link .ò 

 

An email screen appears with the document link 

attached. 

Document Folders 

You can create a document folder to keep 

documents organized.  If files already exist, after 

the folder is created; use Windows Explorer to 

drag the files into the folders. 

To Create a Document Folder: 

In the Shared Documents area: 

ü Click the ñNewò drop-down button on the 

menu bar. 

ü Click ñNew Folder.ò 

 

ü Type a name for the folder. 

ü Click the ñOKò button. 

  


