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/ SharePoint is a Microsoft

Office suite of integrated Click thehelp buttorm located in the

k \‘_ server applications that upper right corner of yougharePoint
IMproves window. Helpis broken down bynaintopics

organizational i

. . or you can perform a specific text search.
effectiveness. It enhances team collaboration y P P
by allowing you tosave all ofyourprOJe_ct You may contacthe Helpeksk at610-519
documents andll projectrelated functions 7777

such as calendaring, contacts, tasks, issues '

lists, reports, surveysand electronic

discussions in one central website known as a [N ENCI U

fiportal. orhe information you save to the . . .
portal is seechable. SharePoint is broken down into several sections.

MOSS is short foMicrosoft Office SharePoint
Server. A portal is created upon request of the
project managefPM) through the UNIT Heldesk.
The PM will be given th@ o r tURL wihenthe
portal has been created and a general template
appliedto the site Your SharePoint team
administrators will then customize the portal for
the teambébs use and assi (y_Emergency Hotine T -__Proects 505 _SPC_ivaining

Thetop left section contains the name of {hertal

and tabs for dferent areas of your project. Each

tab pertains to a different area of the master project
or team.

Training

permissions. , . . .
Thetopright section contains your profile, an area
The most difficult concept to to customize th@ortal an area to add links, and
grasp will be the fact that help. A search feature availableto quickly find
‘ ’ you are no longer using your anything on the entire sitélhefiSite Actiond
\ local c:>drive to creatend button allows Administrators of th@ortalto
save your documents; and customize and create wehrts and functions.

that you are now using a shared access area
where everyonean createaccessand update
the teamds doced Mersiss when n
no more emailing the documents back and
forth for review/approval.

Theleft sidecontains a Quick Launch
Bar for easy access to the various areas
in theportal Note areas for team
discussions, documents, links,
documents, people, pictures, group
worksites and surveys.

You may wish to make thgortal
URL a favorite oryour default

e » 430
LA NI home page for easy access.

Themain areacontains a navigation

There is no logiror logoutto use

VQ SharePoint.
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Abreadcrumb trail o so
the link to be redirected to that arga.g., Click
Trainingto go back to the main Training area.)

Team Discussion

Announcements Calendar, andLinks are
individual web parts included witthe $andard
template. Yu can add more webparts as you
deem necessary (e.g., Tasks, etc.)

UnIT Site Directery > Training
Test Site Created for UNIT Training
Announcements

Welcome to the UNIT SharePoint 2007 Training Site
by Diane McCullaugh
This site is to be used for becoming acquainted with various functions of UNIT SPC Training.

5/1/2008 4:34PM

ElementK Classes Now Being Offered! 4/27/2009 2:44PM
by Diane McCullough

URIT s proud to offer a new class on How to Use Element for Online Learning.

2009 PC Faculty Refresh Rollout Starts May 12, 2009
by Diane McCullough

3/26/2009 4:31PM

= Add new announcement

Calendar
5/14/2009 9:00 AM 2009 Faculty PC Refresh Classes Start
= Add new event

Links

o American Society for Training and Development
o Trainers Warehouse

o Elementk Online Learning

@ UNIT Training Site

= Add new link

You can addedit and delete
QIEJV'X’/S announcements regarding the project.
“ You can attach files to the
announcementAnnouncements are listed by the
most recentreation date.

Announcements

‘Welcome to the UNIT SharePoint 2007 Training Site
by Diane McCullough
This site is to be used for becoming acquainted with various functions of UNIT SPC Training.

5/1/2009 4:34PM

ElementK Classes Now Being Offered!
by Diane McCullough
UnIT is proud to offer a new dass on How to Use Elementk for Online Learning.

4/27/2008 2:44PM

2009 PC Faculty Refresh Rollout Starts May 12, 2009
by Diane McCullough

3262008 4:31PM

To Add an Announcement

i CIl i c KAddtnbweannmduncemend | i
U Typethe Title of your announcement
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y 0 U Tgpethe aonouncekentamessagdiethee o n
area below the formatting buttons. Format
the announcement text as needed.
U Set an expiration date

Microsoft Office SharePoint Server (MOSS)

QuickStart Guide-Introduction

manually delete the announcement.
U Click FOK 0to save the announcement.

oK Cancel

0 Attach File | % Spelling... * indicates a required field

Title * T

Body | | |

oK Cancel

To Edit an Announcement

U Click theannouncement name to open the
options window

U Cl i c kedittltbnred fbut t on.

U Make your changes

U Click the fiOK 0 button.

: Welcome to the UNIT SharePoint 2007 Training Site
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: 2009 Faculty PC Refresh Classes Start

Your team must decide whether to
use the team calendar SharePoint

(Il Attach File | X Delete Item | 7 Spelling...

Title * [2008 Faculty PC Refresh Classes Start

Location [chapel, ete. - see Campus calendar

or your own Outlook calendars. o | BN |EY |
You can link items on the team === :
calendar to your own Outlook calendarhe s
SharePoint Calendar may be redundant in favor of H
Outlook. Al pay Event I ke sy sy o o
Recurrence [ Make this a repeating event.
To Add an Event to the Calendar: e e e
i Clickt hAdd fiewevend | i nk . e e
U Typethe event Title, Locdon, Start Tme, To Link the Event to Your Outlook Calendar:
i Eg%;'rt?]ee’ Zgglicl?:sg'fﬁg;'( boxes fibl You can display the SharePoint_ calendaydur
Day Eventd ARecurrence and/or Outlook calen(_jar and synchronize appointments
R from SharePoint to Outlook.
fiWorkspaced
U CIl i Atlachfledo i f necessar yl Openthe SharePoint Calendar
U CliOko o save the evelntC] i cKActibnsce biut t on
. i C1 i Cdanecito Outlooko

1 Attach File | %7 Spelling....

Title *

Location

Start Time * 5/7/2009 1z an =] [00 =)

End Time * 5/7/2009 i [12 an ¥ [00 =)

Description | | | |

All Day Event I™ Make this an all-day activity that doesn't start or end at a specific
hour.

Re: I Make this a repeating event.

Workspace I” Use a Meeting Workspace to organize attendees, agendas,
documents, minutes, and other details for this event.

o Cancel

To Edit an Event:

% You can edit an eveinftthe time, Ication

etc. changes.
U Click the title of the event to be

edited.
U Click AEdit itemoto display the event
fields.
U0 Make your changes
0 Cl i Oko it o save the
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U Any appointments you make on the
SharePoint calendar will sync with your
Outlook calendarhut not vice versa.

You can adgrojectrelatedlinks to
webpage®n the main pagfor all
team members to access
shared/common websites. They can
link to externalwebsites or internal

~

~

VU sites.
Links

a American Society for Training and Development

Trainers Warehouse

o

o

Elementk Online Learning
UMIT Training Site

[n]

Add new link

C To Add a Link:

u Cl i Adk nefv link.o

U Typethe URLor paste it from the website
itself.
Typethe description which is the name
which appears on the main list of links
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(e.g., Trainers Warehouse, etc.) as seen Tasks
above. Use the Tasks list to keep tradk of work that ye
U Add any optional notes about the link. | New = actons v | Settngs -
0 Cl i Oko t o add the Iink to the LInNnks
area. In the various fields which appear:
I — Typethe task title

Select a priority from the dregown list

Select a status from the drdpwn list

Typethe percentage of completion

Typeor select from the book icon the

= name(s) of people the task ssagned to

Typea description and format if needed.

U Select a start and due date from the
calendar buttons or type in the dates.

To Access a Link U Attach an optional file

Check the spelling

Cl i Oko it o add/ assign ¢t}

OK Cancel
“ spelling... indicates a required field

URL * Type the Web address: (Click here to test)

cCcCccic

c:

c:

U From the Links area, simply click the name
of the link. You will leave SharePoint and
go to the website.

c:

0O Use your browseros B & | e | N
to the SharePOInt Slte [ Attach File | 5% Spelling... ndicates a required field
Title * I‘
NOTE: It may be worthwhile to right click the [ =]
. .. . Status [NotStarted =]
link and open the sit® a new window.
Links Assigned To 8 W
o American Socety for Training and Develooment H
o Trainers =~ Open
o Elements  Cpenin Mew Tab o
' . Openin New Window Start Date 5/7/2009 =
a LINIT Trz o —
OK Cancel

IO o Updtoor Deftea Task

You can add and assign tasks to U From the Task ListClick the task name.

&
0: ourself or toteam members argi/nc U Clickt hEdititemo butt on
Tb D/ y sy 0 Make the necessary edits to update

the task to OutlookA task is a unit ;
of work which has a title, priority, status, the status, completion %
percent complete, description, start/due dates and . percgntag(?, eEc. T~ .
an optional attached file. G ClioOko ft o update the tz
To Add aTask: Note: There is a@Delete Itend button if
i Clicklaskshel ink on t he QuYogWwshtodelete the entire task.
Launch Bar.

A menu ba appears above the task area.
0 ClickthefNewdo butt on
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: Course Evaluation-Level 1

C

=i New Item | [S3Edit Item | X Delete Item | B3 Manage Permissions | Alert Me

Title Course Evaluation-Level 1
Priority (2) Normal
Status Completed
% Complete 100%
Assigned To Diane McCullough

Description Update the course evaluation to add section for courses user wants to s

added to workshop calendar.
4/24/2009
12/24/2009

Start Date
Due Date

by Diane McCullough ¢
°M by Diane McCullouah

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 amAlert Me0 butt on
menu bar.

Click the task name
ClickAletMe® MdDutt on
Typean Alert Tile.

c-CcCCcCC:

to.

Microsoft Office SharePoint Server (MOSS)
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Sharing documents is one of the
most commonly used functions
in ShaePoint as it provides for
fastcollaboration among team
members.Document ersion control is also an
option if your team deems it necessary.
Documetts are either created directin the server
or uploaded from your Ind drive. You can assign
various types of permissions to thertalor the
individualdocument.

AfiShar ed
documentibrary is created
by default. You can create
other libraries within Shared
Documents to help organize
and categorize your pejt documents(e.g., See
Training Files in the graphicYou may wish to
have several types of documdibtariesfor

Documents

» Shared Documents

[ . r'}r.aninirti;; Fmese

Type or Select the name(s) to send the alertyiferent areas of the projecnd/orseparate out

drafts from final documents.

U Select an option for the type of alert change

you wish to assign
U Select when SharePoint sends the alert to
you or the assignees.

To Synchronize a Task to Your Outlook Tasks

You can have tasks in Sh&&int synchronized to
your tasks in Outlook.

In the Tasks list:

i Cl i c KActibnsoe dAdowrparrow
i CI i Cdanedtto Outlooko

Tasks

Use the Tasks list to keep track of work that you or your

Mew = || Actions -~

] Edit in Datasheet
ﬂ: ¢ | Bulk edit items using a datasheet
Coursg B¢ farmat,
Order Connect to Outlook
Undatd |15 Synchronize items and make them
pea =~ | available offiine.

Settings ~

N

Outl ookods
and update your tasks.
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T asdadyoucam setvu r e

You may assign separate types of security
permissiongo each document librany file.

Document libraries are one of three types of
libraries, including picture libraries and form
libraries. A library includes a name, optional
descriptionand a templatbased webpage that
lists the files located in thebliary.

The page contains links to the files in the library
ard provides controls that team members can use
to add, delete and organize the fidessuming they

rner can use in dass and email it to themselves

4/27/2008 3:28 M
4/27/2009 3:36 M
412712008 3:37PM

To Create a Document Library:

0 On your s iSiteAdionsd i

o pbgttﬁ)n to gain access to all of the site
commands.

U Click the fiCreateo button.

c k

t

Documen

h
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*Version Control:

Create A i .
T[[[-| Add anew lbrary, st, or web page to There are two types of versioning: major level
this website, . .,
| Edit Page (version 1, 2, 3 édyaftsa n d
|1 s TR e level (version 10, 1.1, 1.2, 2.0, 2.1, 2.2, ...)
- | this page.
Site Settings - With major level versioninggach time a team
i o] Manage site settings on this site. member edItS and saves apertiocument, a
U UnderLibraries, ¢ Dacendent i backup copy is createxh the serveand assigned
Library . o a new version number.
Libraries With major and minor versioning control, the user

Is promped to select either major or minor upon
closing the document. This method reduces the
@ Form Library clutter and possible confusion of the former major
o Wiki Page Library level method.

@ Picture Library

8 Document Library

U UnderGeneral Settings ¢ Nersiokingfi
8 Translation Management Library Settingsé

@ Data Connection Library General Settings

o Report Library

& Title, description and navigation
@ Slide Library 8 Versioning settings

U In the appropriate fields, type in the
Li braryds name and desc

U Select if you want it displayed on the Quick
LaunchBar.

U Selectan optionif you wish to use version
control* for all of the files in the library.
(See more on versions below.)

U Select the default new document template. . :
The default is a Word template.od can you may have multiple current versions
add other types of files as the default. _ with no one knowing which one is correct.

i ClickfOKd to create the |4 &} 4PKO Mmwilysyersioping settings.
now ready to create/upload documents or
customize version control if you assigned e
it.*

& Advanced settings
8 Audience targeting settings
Complete the fields as your team deems
necessary.
0 Assign general document security here.
0 IMPORTANT : To prevent more than one
person from editing the document at a time,
enable document check ouDtherwise,

c:

- §

— To AssignMore Granular Directory
e Permissions:

0 Cl i c kSettingse Hiut t on

i CIl i DBdcumant Library
Settingso
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U UnderPermissons and Managemenglick If version control is activated on the librariiet
fiPermissions for this document library.0 newdocument is treated as version 1.
't is also automaticall

Permissions and Management

no one else can access it until you are finished
with it and close the document. It will be

a Delete this document library

o Save document library as template

@ permissions for this document lbrary checked back in when you close the document.
a M hecked out fil . . .
RS You will be prompted to select witiozersion
8 Information management policy settings type |f maJOI’ and mInOF VeI‘SIOI’]Ing ContrOI |S
activated.
U After you review the defauftermissions If major version control is in use, a new version
wmch were assugne_d fro\r_n the parent _is created each time you save the open
i brar vy Actonkoi cbku ttthoen . gocument; not upon closing the document.
 Cl i c keditPermission® b ut t 0N  This could result in confusion and clutter;
therefore, majr and minor version control is
preferred.
- ot s To Upload Document(s) to the Library :

Contacts SharePaint Grou p Contacts Approve, Contribute

You can add one or multiple

U Cli©Oko fat the warnin €S §ckunents to the library from your

U4 Use Nehoe dictionsd button 0 hard drive or other storage device.
assign the appropriate rights to individuals

or groups fronthe list.

_To Add Documents to the Library: [EIIANIUMIUILE LA
fiUploadd button.

yé Make sure you are in the correct U Sel ectUpkddDdcemendii f or o ne
k. \“. library in which you wish to create document Upload Muttiplee ct A

a new document. Remember the Document® t o add two or m
default is set up as Word, unlessit {1 Open the locatiowhere your file(s) is

was changed when the directory was creatéal located.

can (1) create a documetitectly in SharePoint, U Click the file name to select the file to

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

the Windows Explorer to drag and drop files into 0 Use Ctrl + Click if selecting

the Library. multiple files.

To Create a New Document Inside SharePoint: u gr(lnc:as(s: KOK 6 buteon té start the upload

U ClickKNewohdéduit on _ ,
i CliOKo fat t he wa Puwill 5e§ the document listed when you are

in the document library.

— message.
- U Create, edit, and save your To Edit a Document:

document agou normally W?u_ld u From the document library,
Notes. When you save the document, it is click the file name of the file you wish
saved on the SharePoint server, not your hard to open and edit.

drive. Future edits should be on SharePoint.
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Training Files

Wi Bibliography Example * | 4242009 3:04 PM
Sample documents to use in training. Open in read-only. Learner can use in dass and email it - ) )
. . h& View Properties 5/18/2009 4:44 PM
| MNew = | Upload ~ | Actions ~ Settings ~
_j' Edit Properties
@) | Bbliography Example - 43 Manage Permissions
] Research Paperl h—!I . . .
@)  Trsiing Evauaton Level W] | Editin Microsoft Office Word
.. . . < o~ }( Delete
U Edit the documentand| i $ake fit o :
. Send To k _‘F Other Location
save it back to the server.
gy CheckOut & | E-mail a Link

Depending on your version control, you may _ _ _
be asked to select the correct version (major or An email screen appears with the docuniieht
minor). attached.

To Create an Alert if the Document Changes _

& G Click the drop down arrowto  You can create a document folder to keep
E’maz the right of the file name in the documents organized. If files already exist, after
IMe library. the folder is created; ustindowsExplorer to

u Cl i AldtM@. o dragthe files into the folders.
= To Create a Document Folder
@) | Bibliography Example -
]  ResearchPaperl S View Properties In the Shared DOCl.ImentS area.
B8] Training Evaluation Level 1 2| EditProperties
- P 0 Cl i c KNewo tir@p-ddivn button on the
L ’ menu bar
Lty CheckOut u C | | NelW F(ﬁdero

U Set the appropriate alert options from the
various fields.
U ClickKbdheuftiton.

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. U Type a name for the folder.

With the file closedfrom the file listing: G ClickoKbhkeufiton.
U Click the dropdown arrow to the right of
the file name

i CI i $ekd Tao
i CIl i Enkail &iLink.0
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