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Introduction to SharePoint

v SharePoint is: X SharePoint is NOT:
¢ A Web-Based Platform ¢ A file management system
¢ A Collaboration Tool ¢ A “cloud” file server
¢ A Virtual Workspace for Projects ¢ An application
¢ A Process Automation Tool ¢ A share drive replacement

SharePoint Infrastructure

SharePoint Farm http://ca.m.state.sbu/sites/PPTSRD/CPC
,I ________ |
/ I
Eé;,=+Em+Ei . . /1 @ @& @ @
e s e http.//ca.m.state.sbu/5|tes/PPTSRDI I - - - - I
| SharePoint Users I
w E - | |
je—— - r —
-a. T 'S 1 I — I
| Fry damy &_Z Z
SharePoint Site Collections 3 w 74 |
\
Exchange Server Domain Controller Active Directory J ________ _’
OpenNet
Elements of a SharePoint Site
Site The main collection of sub-sites, pages, lists, and libraries that encompasses all content re-

lated to a location (i.e. passport centers, agencies, or headquarters). This site is found on a
SharePoint Site Collection.

All of CPC’s content is found on the CPC site on the PPTSRD site collection (PPTSRD / CPC)

Sub-Sites |The top-level site (PPTSRD/CPC) can be further divided into sub-sites for individual offices.
These sub-sites can in turn be further divided into team sites, project sites, etc. Each sub-

site can have unique pages, libraries, and lists.

Pages Editable spaces that can display information (such as contact information) or aggregate con-
tent from around a site. A page can include simple text, hyperlinks, or web-parts that link to

other elements of the page’s parent site.
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Lists Collections of similar content items that are connected to user defined columns. SharePoint

lists are similar to Excel spreadsheets, but have the added benefit of “views”.

Views allow users to interpret information in many different ways. For example, a list of
deadlines can be viewed as a calendar, or different team members can view different col-

umns depending on their need to know.

Libraries Libraries are specialized lists that allow for the storage and distribution of documents such as
Microsoft office documents, PDFs, images, or multi-media files. Libraries enable document-

specific editing features and allow users to view the revision history of individual documents.

Sample Site Infrastructure

Site
PPTSRD / CPC

Sub-Site Sub-Site Sub-Site
PPTSRD / CPC / {Office 1} PPTSRD / CPC / {Office 2} PPTSRD / CPC / {Office 3}
|
| |
Page 1 Sub-Site Sub-Site
| PPTSRD / CPC / {Office 2} / {Team 1} PPTSRD / CPC / {Office 2} / {Team 2}
List 1 | | |
| Page 1 List 1 Sub-Site (Project Team)
Library 1 | | PPTSRD / CPC / {Office 2} / {Team 2} /
{Project 1}
| Page 2 List 2 T
Library 2 | | List 1
Page 3 Library 1 |
Library 1
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Sites, Sub-Sites, & Pages

SharePoint sites and sub-sites act as landing pages for a location, office, team, or project. Every site
can be customized to include pertinent & unique information. This information is displayed using Web

Parts, which are modular units of information that form the basic building block of a SharePoint sites.

Web Parts can be used to dynamically show the content of lists & libraries or to display rich text &

graphics on SharePoint sites. Below are common web parts used by CA SharePoint Sites:

Documents Portal: Displays the content of a library or list from within the site. The data or

documents can be filtered using views if necessary.

Content Editor: A rich text editable space that can be used to display print information such

as announcements, contact information, helpful links etc.
Calendars: Displays a list in calendar view to highlight important dates, such as holidays.

Graphics: Images or logos can be added throughout the site using web parts.

_ . Southgate, Jonathan A - B
Site Actions ~ I TN Page |
~ 4 !
V N )_-. - Prototype
DEPARTM NT’ OF STATE kel Tags &
. “ Notes
Prototype | Project Team 1 External Links = Search this site... ¥ (2]
Libraries . .
Team Meetings Office 2 / All Projects
Reports
4+ [+ November, 2015 [ Type Name Office Project
ists Sunday Monday Tuesday Wednesday Thursday Friday Saturday 3| Analysis_4 Office 2 Project 1
Team Meetings 1 2 3 4 5 6 7 @ Report_5 &ivew Office 2 Project 2
Item Tracking
4k Add document
Pages 8 9 10 11 12 13 14 | j
FAM Citations 1:00 pm - 2:00 pr Office 3 / Project 2 o
Status Meeti
=E [ Type Name Office Project
aljRecvelclBin 15 16 17 18 19 20 21 [ Report_1 Office 3 Project 2
Q All Site Content . .
1:00 pm - 2:00 pr E Analysis_2 Office 3 Project 2
Status Meeting . .
E Analysis_1 Office 3 Project 2
22 23 24 25 26 27 28 & Add document
1:00 pm - 2:00 pr
Status Meeting
Helpful Links: 9
29 30 1 2 3 4 5
1:00 pm - 2:00 pr CA Web: http://intranet.ca.state.gov/
Status Meeting CCD: https://cadata.ca.state.gov/ccd/ced_logon.html
MIS: http://mis.ca.state.sbu/pages/home/agreement.aspx
- - 2 L
Prototype » FAM Citations = -
Ilikelt Tags &
Notes
Prototype | Project Team 1 External Links ~ Search this site... ¥ (7]
FAM Definitions
5 FAM 772 PRIVACY PRINCIPLES FOR FEDERAL WEBSITES e
5 FAM 772.1 Overall
(CT:IM-107; 06-09-2009)
a. Web site managers, Web page designers, and program offices must ensure that the privacy of personal information is protected.
b. Federa_\ Web sites must include a privacy policy state_ment even if the site does not collect any information that results in creating a Privacy Act record.
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A SharePoint list is similar to an Excel spreadsheet, but unlike a spreadsheet, SharePoint provides sev-

eral predefined lists as well as the ability to build custom lists. Below are common predefined list in
SharePoint:

List Type When to Use Benefits

Expiration dates can be entered for
Announcements | To display announcements on a site.

announcements.

Uses a Hyperlink column that automaticall
Links To track hyperlinks. YP ) y

formats entered text as HTML anchor links.
Calendar To track calendar items. Can synchronize with Outlook.

Can synchronize with Outlook; tasks lists
Tasks To track tasks. ynchroniz VYI Y ! I

can be grouped with summary tasks.
Project Tasks To track work items for a project. Can display as a Gantt chart.

Works well with issues that have three

Issue Tracking |To track trouble tickets.
states — open, closed, and resolved.

The standard list has two primary elements:

Columns: SharePoint lists are very similar to Excel spreadsheets in having columns and data.

Creating a “"new item” brings up a dialog that allows users to input column information easily.

Views: Users can select multiple views to view lists differently; views can also be set by indi-

viduals. Views can also be used to filtered how data is exported to Excel.

SharePoint List

Site Actions ~ @ Browse

- = = [y Modify View - fCurrent View: 2 T =, ._nln—| Create Visio Diagram |_‘ 54~
. 5 — [l Create Column | Allitems - @ Open with Access
Standard| Datasheet  MNew Create E-maila Alert RSS Syncto SharePoint Connectto Exportto Customize
View View Row View 3| Navigate Up Default Link Me» Feed Workspace Outlook cel Open Schedule Form fl_§-|
View Format Datasheet Manage V] allftems Share & Track Connect & Export Customize List
Libraries O @ Title Public o Date o Office
Bepoits Ttem #1 Office 3 11/3/2015 Office 1
Item #2 11/3/2015 Office 1
Lists )
Item #3 11/5/2015 Office 2
Team Meetings )
Itemn #4 11/5/2015 Office 3
Item Tracking
Item #35 11/4/2015 Office 3
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A SharePoint library is a specialized list that houses documents, photographs, & other media. Items in a

library can be augmented with meta-data in columns (just as in lists). In addition to columns for meta-

data, a SharePoint Library allows users to track the history of document revisions through versioning.

The standard list has two primary elements:

Columns: Documents in a SharePoint library following best practices should be organized with
meta-data in columns.

Views: Users can select multiple views to view lists differently; views can also be set by indi-
viduals. This allows groups or individuals to sort a single list of documents to show only the docu-
ments they need.

Versioning: Users check out and check in documents to make edits. These edits are tracked in

the form of versions that can be viewed for a single document. Typically a library will limited ver-

sions to 10 per document.

Library Tools
Site Actions ~ @ Browse
- Ei.j Show Task Pa — | > Modify View - Current View: Q A @ TP (0] connect to Outiook
-) 3 X | Show Totals Create Column Al Documents - é L J @ Export to Excel
Standard| Datasheet  Mew E-maila Alert RSS syncto sharePoint Connectto
View View Row Refresh Data 3| Mavigate Up Current Page Link  Me. Feed Workspace Office - [y Open with Explorer
View Format Datasheet Manage Views Share & Track Connect & Export
Libraries [ Type Mame Modified Maodified By o Office Project o
BEEOS m Analysis_1 11/5/2015 9:36 AM H Southgate, Jonathan A Office 3 Project 2
_ '3 Analysis_2 11/5/2015 9:36 AM # Southgate, Jonathan A Office 3 Project 2
Lists
) byl Analysis_3 11/5/2015 9:36 AM B Southgate, Jonathan A Office 3 Project 1
Team Meetings
. A iz 4 /5/2015 9:36 A = r i ;
Ttern Tracking '3 Analysis_. 11/5/2015 9:36 AM #| Southgate, Jonathan A Office 2 Project 1
IEJ s i 11/5/2015 10:15 AM #| Southgate, Jonathan A Office 3 Project 2
Pages W_] Report_2 11/5/2015 9585+ # Southgate, Jonathan A Office 1 Project 1
FAM Citations ) i O x Office 1 Project 1
Version History
Office 2 Project 2
& Recycle Bin .
ik Add do Delete All Versiong

1.0 11/5/2015 9:57 AM Southgate, Jonathan A (M 24.6 KB

Title MNovemeber Report
Office Office 3

No. +  Modified 9 Modified By Size Comments
3.0 11/5/2015 10:15 AM Southgate, Jonathan A8 21 KB
2.0 11/5/2015 10:15 AM Southgate, Jonathan A M 21 KB
Project Project 2
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SharePoint Navigation

Navigating to the various elements of a SharePoint site can be done through five primary methods:

@ Navigation Bar: Allows for navigation throughout various sub-sites and sites. Links on the

navigation bar are manually selected to provide users useful links from anywhere within the site.

@® Navigation Menu: Provides quick access to the current site’s document libraries, lists and pages. Only

the content within the current site or sub-site is visible in this menu.

@ Header Address: The complete path for the site a user is currently on is shown in the header pane. Users

can click on sub-sites that are higher in the hierarchy to retrace their steps.

O Navigate Up: Users can click on the m icon at any point to navigate back to the parent site

collection from whether they are currently located in the site.

© Web-Parts: Web-parts within the page provide users direct access to information in certain

lists, libraries, or calendars. Users can interact with these items directly through the web-part.

Southgate, Jonathan A + E_’\

¢ )
Prototype e 7 /
[Likelt Tags&
Notes
Prototype = Project Team 1 External Links + | 0 Search this site... P 0
Libraries . ) .
Team Meetings Office 2 / All Projects 6
Reports
) (+ November, 2015 [ Type  Name Office  Project
fisis Sunday Monday Tuesday Wednesday Thursday Friday Saturday ﬂ Analysis_4 Office 2 Project 1
Team Mestings 1 2 3 4 5 6 7 @)  Reports e Office 2 Project 2
Item Tracking
& Add document
e 3 9 10 11 12 13 14 ) )
FAM Citations 1:00 pm - 2:00 pr Office 3 / Project 2
SEIENEE D Type Name Office Project
4/ Recycle Bin 5 16 17 18 19 20 n @) Reportt Office 3 Project 2
=) All Site Content
i 1:00 pm - 2:00 pr ﬂ Analysis_2 Office 3 Project 2

Status Meeting ) )
ﬁ Analysis_1 Office 3 Project 2
22 23 24 25 26 27 28
1:00 pm - 2:00 pr
Status Meeting

& Add document

Helpful Links:
29 30 1 2 3 4 5

1:00 pm - 2:00 pr CA Web: http://intranet.ca.ctate.gov/

Status Meeting CCD: hitps://cadata.ca.state.gov/ced/ced_logon.html

MIS: http://mis.ca.state.sbu/pages/home/aareement. aspx
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SharePoint Search

Searching within a SharePoint site is very simple. In the top-right hand corner of every site or page,

there is a search field @ Search this site:

Southgate, Jonathan A ~

Site Actions ~ @ EEIEANET)

D STATES & %) J
A J

PARTMENT OF STATE : Bl AN

Notes

CPC Prototype Project Team 1 External Links v Office 1 Team Site 0 ISear'cﬂ this site... Pl d

Keep in mind:

e The search scope for a field is of the current site and any sites or pages that are lower in the

hierarchy.

e Search results are security trimmed, meaning only content that a user has permissions to will

appear in the results.

e SharePoint can search for keywords within documents (except non-searchable PDFs).

1) Enter a keyword into the search field, then hit enter or click the magnifier: | Report_3| |E|

2) SharePoint will return every instance of <Report_5> in the current site and all sub-sites:

This Site: CPC Protatyp[=] Report_5 Fel The fO"OWIng was returned:

1-4 of 4 results AR ® A document with the exact title.

&) Report 5.docx (2] © A site with a document listed.
Office 2 .. Project 2
Authors: Southgate, Jonathan A Date: 11/10/2015 Size: 23KB

http://ca.m.state.sbu/sites/PPTSRD/SPTrain/prototype/Reports/Report_5.docx View In Browser e A VieW Wlthln the Iibra ry Where

Prototype

Site Actions ... This page location is: ... Capital Region SharePoint Site ... SharePoint Training 9
Home ... I Like It ... Tags & Notes ... Top Link Bar ... Project Team 1 ... External Links ... Quick Laund
... Libraries ... Reports ... Lists .. FAM . dOCU ment.
Date: 11/10/2015 Size: 113KB
http://ca.m.state.sbu/sites/pptsrd/sptrain/prototype

this document is found that shows the

Clicking on a link will direct you to
=] Home - Prototype
Site Actions ... This page location is: .. Capital Region ShareFoint Site ... SharePoint Training ... I Like that |tem
It ... Tags & Notes ... Top Link Bar ... Project Team 1 ... External Links .. Quick Launch ... Libraries ... "
Reports .. Lists .. Item ... FAM ..
Date: 11/10/2015
http://ca.m.state.sbu/sites/pptsrd/sptrain/prototype/default.aspx

[

Reports - Office 2 | All Reports e
Documentlibrary ... Site Actions ... This page location is: ... Capital Region SharePoint Site ...
SharePoint Training ... Prototype ... I Like It .. Tags & Motes ... Top Link Bar ... Project Team 1 ...
External Links ... Quick Launch ... Item ...

Date: 11/10/2015

http://ca.m.state.sbu/sites/ppterd/sptrain/prototype/Reports/Forms/Office 2 All Reports.aspx
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Creating Individual Views for Lists and Libraries

A helpful step to take when accessing a library or list for the first time is creating personal views (which

are only accessible to you). Personal views give you the ability to view only documents pertinent to you.

1) To begin, navigate to @ Library / List Tools > Library / List > Create View:

Library Tools

Site Actions ~ @Y  Browse Documents

List Towols

g Hi.j Show Task Pan

Standard| Datasheet Mew
View WView Row

E | Show Totals

Refresh Data
Datasheet

View Format

I Maodify View -~ Current View:

Q@

E-maila Alert
Current Page Link  Me-~

Create Column | All Documents -

2| Mavigate Up

hManage Views

Share & Track

R55

Feed

2) In the window that appears, select the view that is most relevant to your needs, the most common is

@ Standard View:

Choose a view format

Standard View

styles.

% View data on a Web page. You can choose from a list of display

e i Datasheet View

bulk editing and quick customization.

=] Calendar View
_._.L% View data as a daily, weelkly, or monthly calendar.

Access View

1)

;ﬂ]

on this list.

Gantt View

o
—% View list items in a Gantt chart to see a graphical representation of

how a team's tazks relate over time.

Start Microsoft Access to create forms and reports that are based

View data in an editable spreadsheet format that is conwvenient for

3) Complete the following sections of the next screen:

Name: Differentiate this view with a
uniqgue name that will help you remember
what the view filters for (especially if you

create multiple views for yourself).

Columns: Select which columns from the
list or library will be visible in your per-
sonal view. You can also adjust the order

that the columns are shown.

NOTE: This is very helpful for views for
Excel export (if you only want certain col-

umns exported).

Hame

View MName:
Type a name for this view of the document
library, Make the name descriptive, such as
Sorted by Authar”®, so that site visitors wil
know what to expect when they dick this link.

My Reports

= Columns

Select or dear the check box next to each Column Name

column you want to show or hide in this view

Display

of this page. To spedfy the order of the Type (icon linked to document)
columns, select a number in the Position Name (linked to decument with edit
from left box. e

Modified

= Modified By

Office

Project

[ Check In Comment

[ Checked Out To

|:| Content Type

|:| Copy Source

Position from Left

1 [v]

o |~ | w]ra

[
=]

[ [ & [ [ [ & [
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Sort: In this field, determine how items 3 Sort

Select up to two columns to determine the

i i der in which the items in the vies
WI” be Sorted by seleCtIng a C0|umn girspelg':fl?zdh: ngarn eall‘:Lll-g scI:I:'tingE i\i‘:nlzen?s?re MNone Ell

First sort by the column:

(even those that will be hidden) and

(A, B, C,ord, 2 3)
decide whether the information will be

Checked Out To
Copy Source

shown in ascending or descending or- Created

Created By

3 Show items in descengi
l? (C, B, A, or 3, 2, 1)

. File Size

der. You may select multiple columns to  ||Foider child count

i

Item Child Count

sort. Modified

Modified By

Name (for use in forms)

Name (linked to document with edit menu)

Then sort by the column:

None

- 1
o [
B 3

ow items in ascending order
(A, B, C,ord, 2 3)

Show items in descending order

Name (linked to document) (C, B, A 39 1)
, B, A, 0r3,2,1)

Office

HProject

Title

Type (icon linked to document)

Filter: This is where you can filter results [z
by wsind Htere. Ta Tter on 5 colirn baced an e current data o @ [[m Show alliterns in this view
to show only the information you need. e e e a el el e e,
. ) e s e e ow v o ke e sss € S Show tems oy whenthe olowing i trues
Select the second option and then filter more efficiently. Learn about filtering items. o e e o e
by column. Items / rows are filtered to qut =
only show rows/items that have an entry
And ° or
in the column selected that matches ei- -
None [=]
ther: is equal to E|
A) A specific word (such as Office 2) 9 —
B) Your name or a date. Mone - is equal to -
]
¢ Type [Me] for the created by / modi- All Columns is not Equa:_ltl:u
. . . 1= greater than
fied columns to only display items gg;f;ﬂfg’; is less than
e Created is greater than or equal to
that YOU Created or mOdIfIEd Created B‘f i5 |E55 than or Equal to
. Folder Child Count begins with
(depending on the column selected) D contains
Item _Child Count
T nly display row Modified
¢+ Type [Date] to only display rows/ Modificd By
items in a “date” column that match gfgf'l“;:
’ Project
today’s date. Title.

If necessary, you may add additional columns to filter by selecting @ Show More Columns.

4) After inputting all necessary information, click OK to save your new personal view.

Continues on the next page »
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5 Y t A th | t |b th Library Tools
) You may not view this list or library with your own Srowse Libray
Qpersonal view or those designated by your site develop- EQ — [ ~ Current View: {4 E-mail a Link
= My Report: - i Alert Me -
ers. Datasheet Create yeRenE
- View [3] | Default RSS Feed
NOTE: You can have multiple personal views that help you Man Al Documents Share & Track
view the information in the list or library in different ways. [ Type [EETIT o Name
byl My Reports Analysis_4
) ) . i Public 2 s
One of the most important ways views can help you is cre- ] Eport_s
Office 2 | All Reports
ating pre-defined lists ready to be downloaded to Excel. " Add document | ofice 3| project 2

Working with Lists

Lists are critical elements of a SharePoint Site. This section will highlight the different ways you can inter-

act with a SharePoint List.

Downloading List Data to Excel

SharePoint makes it easy for you to download information Excel for offline analysis. SharePoint views can

be used to prepare data in a certain way to save time whenever you download similar data to Excel. Be-

low is the procedure to download information from SharePoint to Excel:

1) From a SharePoint List, make sure you have a view LstTools

prepared (if necessary). In this example, we have a <how Task Pane _, [p Modity View - fcurrent view. C
personal view called ‘Office 2 Supervisor Report’ in | Shaw Totals C::a_tz Create Column | Office 2 Supervi - | —
\ e . . . . Refresh Dat View [ 3| Navigate U Default
the ‘Item Tracking’ List. This view filters by office for |~ " R st
atasheet Manage Vi allltems
“office 2” and sorts items by date. § Title —
. . . . . Item #3 o IOffice 2 Supervisor Report
2) First, ensure the view is selected by navigating to p—
. . . Add new it
@List Tools > List > Current View: peniEm Office 3

3) Below is how the view effects the information displayed in the list:

Regular List View: Office 2 Supervisor Report
[ @ Title Date Office F @ Title Date
Item #1 11/3/2015 Office 1 IItem 3 11/5/2015
Item #2 11/3/2015 Office 1
- g2F Add new item

Item #3 11/5/2015 Office 2
Item #4 11/5/2015 Office 3
Item #5 11/4/2015 Office 3 Continues on the next page »
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4) With the proper view selected, navigate to @List Tools > List > Export to Excel:

List Tools

Site Actions ~ B Browse |
- Hi.j Show Task Pane —  [[}r Modify View . Current View: Q j @ 2 ]j_| Create Visio Diagram
J = tﬁ““

—) ' E | Show Totals _I‘-—) Create Column | Office 2 Supervi ) - = [A] open with Access :
Standard| Datasheet  MNew Create E-maila Alert RS5 Sync to SharePoint Connect to Export to Cus

View View Row Refresh Data View [ Mavigate Up Current Page Link Me~ Feed Waorkspace Outlook cel Open Schedule E

View Format Datasheet Manage Views Share & Track Connect & Export
Libraries E @ Title Datg Export to Excel
Reports 2 s4  Analyze items in this list using
Ttem #3 11/3 Microsoft Excel.
b oo it

5) In the pop-up window that appears, click €@Save to save a
copy on your desktop, click @Open to open the file directly

into Excel and save later.

6) The information is now available in Excel format (only the

columns in the view selected are downloaded to Excel):

s —— e

FAI™ I=
Home Insert Page Layout Formulas Data Review View Developer
= Cut =
B # cu Calibri === S Wrap Text
n 52 Copy ~ o
Paste B I = = = El\ﬂerge & Center =

- JFormat Painter

Clipboard = Font F Alignment ]

!,' Security Warning  Application add-ins have been disabled. Enable Content

D3 - Ife

A B C D E
sl Title B Date B item Type Bl Path -
2 |ltem#3 11/5/2015 Item sites/PPTSRD/SPTrain/prototype/Lists/Item Tracking |
3

Adding Items to a List

=

File Download

Do you want to open or save this file?

MName: owssvr.igy
Type: Microsoft Excel Web Query File

From: ca.m.state.sbu e
0 I[ Open |][ Save -I [ Cancel J

While files from the Intemet can be useful, some files can potentially

-
l@' ham your computer.  you do not trust the source, do not open or
= save this file. What's the risk?

NOTE: The columns [Item Type] and
[Path] are automatically downloaded
with any SharePoint list and can be de-
leted.

Adding an item to a list is an important function of any SharePoint site. You can input data to a list di-

rectly, by opening the list itself or through any web-part views that show the list’s information:

O @ Title Date Office
Item #1 11/3/2015 Office 1
Itemn #2 11/3/2015 Office 1
Itern #3 11/5/2015 Office 2 O R
Item #4 11/5/2015 Office 3
Item #5 11/4/2015 Office 3
-

CA/PPTISITO
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Item #1 11/3/2015 Office 1
[tem #2 11/3/2015 Office 1
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1) Either way, once you click on &F &dd new item

2) Complete all of the fields

Ttem Tracking - New Item

Module 1: SharePoint Basics

the following window displays:

(especially the required fields, noted
by the red asterisk). These fields H B 3 # cut @j {&
. - 53 Copy
correspond to the columns in the Save Cancel  Paste Attach  Spelling
i Commit Clipboard Actions  Spelling
list.
] Title * |
3) Once all of the fields are com- _
Date * jﬁ

plete, click @Save. The item is now Office =
part of the list: o [ — 1 _—

New Item Window List with New ltem
Item Tracking - New Item |:| @ Tit|E Date Df‘fiEE

Item £1 11/3/2015 Office 1
@ g cut

!f‘ E;. P% 43 copy Aﬁh s Item £2 11/3/2015 Office 1

File -

Commit Clipboard Actions  Spelling Item £3 ]_]_'5'20]_5 CH:ICE 2
Title ® é New Item Item #4 11/5/2015 Office 3
Date * 11/12/2015 iz
Office Corice 2121 Item #5 11/4/2015 Office 3

: = 0 — ) F]  Anewitem zmev  Bii/12/2015  Coffice 2

Working with Libraries

Document Libraries allow you to work collaboratively on documents. This section will highlight the differ-

ent ways you can work with SharePoint Library.

Uploading a Document

You can add a document by opening a library directly or through any web-part views that show a li-

brary’s content:

CA/PPTISITO

1 Type Hame Office 2 / All Projects
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1) Either way, once you click on &r 2dd document the following window displays:

Reports - Upload Document

2) Click on @ Browse and navigate

Upload Document

through your computer / shared drive Name:

Browse to the document

you intend to upload. o
Upload Multiple Files. ..
Add as a new version to existing files

to find the document:

Version Comments
Version Comments:
Type comments describing n
what has changed in this
w- Pl Version,
- (=
Report 4.docx
I[ oK I [ Cancel
5

3) Once the document is found, click ; OK.

4) The following window opens:

Reports - Report_4.docx Complete all of the fields

(especially the ones that are

marked with a red asterisk).

@ D, X

Check Cancel | Paste Delete These fields correspond to the
Commit Clipboard _ Actions columns in the library that act as
The document was uploaded successfully and is checked out to you, Chedk that the fields below are correct and that all :
o required fields are filled out. The file will not be accessible to other users until you chedk in. meta-data tagsl enab“ng easy
Name * Report_4 docx filtering and sorting.
Title i .
P - After completing all of the fields,
Office *
Project * ol click on @ Check In to submit
the document to the library.
Version: 1.0
Created at 11/12/2015 1: 13 PM by Southgate, Jonathan A 8 9 I Sl I ’ e ]

Last modified at 11/12/2015 1:13 PM by Southgate, Jonathan A

New Document Window List with New Item
[ Type Name Modified Modified By Office Project
Name *
A REDDI"t_q- .dCCX \Ej Report_1 11/5/2015 10:15 AM ®| Southgate, Jonathan A Office 3 Project 2
. (i} Report_2 11/5/2015 9:36 AM ®| Southgate, Jonathan A Office 1 Project 1
Title Report_4 il
Eﬂ Report_3 11/5/2015 9:36 AM #| Southgate, Jonathan A Office 1 Project 1
Office * B Office ]_E o] A Report_d4 mnew 11/12/2015 1:22 PM (M Southgate, Jonathan A B Office 1 CPchact 3
Eﬂ Report_5 11/10/2015 9:22 AM #| Southgate, Jonathan A Office 2 Project 2
Project * Project 3
C ] E o Add document

The document is now listed in the Document Library with all necessary tags.
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Editing a Document

SharePoint allows multiple users to contribute to the same document(s) and track the changes made.

The following example will look at editing a Word document in the “Reports” Library:

1) Open the “"Reports” Library and select the document that needs to be edited, then click
@ Edit Document:

Library Tools

Site Adtions = @ Browse Documents
j ﬁj 1 _2! i Check Out =l :_2 'd) version Histary Q <Y 4 15end To~ @ Unpublish 4
o : CheckIn i-f-'l 2 5 Document Permissions *; I‘j‘ Manage Copies Approve/Reject 7 ~
DDEEL‘I:I!'IIEEFIt

Me: Upload MNew View Edit | E-maila Alet Downloada Workflows Publish ILlike Tags &
Document » Document » Folder Discard Check Out  Properties Properties x Delete Document Link Me -+ Copy Go To Source Cancel Approval It Notes
MNew Open & Check Out Manage Share & Track Copies Warkflows Tags and Motes
Libraries ‘ [ Type MName Office Project
Reports o] Report_1 Office 3 Project 2
E Analysis_2 Office 3 Project 2
Lists X .
'E Analysis_1 Office 3 Project 2

Team Meetings

Itemn Tracking gk Add decument

2) In the pop-window that appears, click , OK: T T [

You are about to checlk out and edit:
Mame: Report_1docx
From: ca.mstate.sbu

™ Use my local drafts folder

> Cance
1 - - A . ! Some files can ham your computer. f this information looks
=/ Security Warning  Application add-ins have been disabled. Enable Content 9 EETETIE. CFTO T T R T B A T e e e

3) The document now opens in the Microsoft application it

opens in (Word = docx, Excel = xlIsx, etc).

4) Make sure to @ Enable Content:

5) Complete all the necessary edits or changes to the document.

6) When the document is ready, click on the @ Lﬁ icon at the top left-hand corner of the document:

oo T aoa Nﬁ:msoﬂWor e
- @

44 Find -

23 Replace

Insert  Page Layow

A -
8 9| pasbeene| asBbcenc AaBbCi AaBbce AAAD AaBbce acsbceo ABbCeDe AaBbCD: AaBbCeDC AoBbCeD« AaBbCED: . %

THormal | THoSpaci. Headingl —Heading 2 Title Subtitle  SubtleEm.. Emphasis IntenseE..  Strong Quote  Intense Q.. .| Change
7| Styles~ | g select~

Styles s | Editing

» [

Revision#1

7) Next close out of the window by clicking on the @ &4 button. The following window will appear:

Microsoft Word 3| 8) Click on @ YES.

COther users cannot see your changes until you chedk in.
¥ Do you want to chedk in now?

e[ fes ] [ No ] [Ca”‘:e' ] Continues on the next page »
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9) In the window that appears, enter any notes about the |Checkin ===
edits made in this version. Once the comments are en- e SHRIlETTentS

A new sentance was added and highlighted)|

tered, click , OK:

10) The document is now “checked-in” to SharePoint.

[ Keep the document checked out after chedking in this version.

. I[ 0K I[ Cancel

Checked-In: Documents that are “checked-in” are open to any user for editing.

Checked-Out: Document that are “checked-out” are available to only the user that checked the

document out. While checked-out, all other users are locked out of editing the document.

It is very important to remember to check in documents when you no longer need to edit them.

Document Versioning

To check a documents versioning history and view previous iterations of a document, follow these steps:

1) Select the document from the RElaglanl:

Site Actions - @  Browse Documents

Library, then click 0Ver5|on j ﬁj “2,, Check Out = 0
History: o Check In = 7 % Document Permissions
MNew Upload MNew Edit iew Edit )
Document » Document- Folder Document Discard Check Qut ~ Properties Properties )( Delete Document
Mew Open & Check Out Manage
Libraries [ Type Name
Reports Eﬂ Report_1
2) A pop-up with the versioning his- | . P Analysis_2
. . [ Analysis_1
tory for this document displays: |Team meetings e

Version History e Every iteration of the document will be

displayed in this list, including who modi-

Mo.  Modified Modified By Size Comments fylng the document and When'
4.0 11/12/2015 2:37 PM Southgate, Jonathan AWMl 21.1KB A new e Clicking on the arrow next to the modified
sentance
was added .
and date of a version allows you to...
highlighted
3.0 11/5/2015 10:15 AM Southgate, Jonathan A M 21 KB = view the version. 11/5/2015 9:57 AM
2.0 11/5/2015 10:15 AM Southgate, Jonathan A @ 21 KB = restore that version Title View
1.0 11/5/2015 9:57 AM Southgate, Jonathan A (M 24.6 KB to the Iibrary. Offi Restore
Title Novemeber Report . Pro
Office Office 3 = delete the version. 1 Delete

Project Project 2
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Creating Alerts

SharePoint Alerts can be set up to notify you when changes are made to certain documents or entire

libraries / lists. Below is the procedure to create these alerts.
To set up an alert for...
A single document:

Select the document then navigate to @) Documents > Alert Me > Set alert on this document:

Library Tools

s _y Check Out T < [d) Version Histary 4]SendTo~
'l = 2 ESHN- waone (= = .
Check In — L "% Document Permissions 55 Manage Copies
Mew Upload Mew Edit View Edit E-mail a Download a Wi
Document » Document ~ Folder Document Discard Check Out ~ Properties Properties )( Delete Document Link Copy Go To Source
Mew Open & Check Out Manage Share & 4" Set alert on this document
1 0—
Libraries Type Name ol
B e = Set alert on this document
Reports Eﬂ Report_1 ) ) )
Receive e-mail or mobile il
'E Analysis_2 notifications when this document is
Lists changed.
E Analysis_1

Team Meetings

A list/library:

Navigate to @ Library > Alert Me > Set alert on this library / list:

Library Tools

site Actions ~ @ Browse
Ei.j Show Task Pane = » Madify View - Current View: Q b @ dh
{ | Z E
Z | Show Totals _‘- ') Create Column “* J

- Office 2 | All Rep =
E-mail a | Alert RS5 Sync to SharePoint Connect to
urrent Page Link Me - | Feed Workspace Office -

Shq%d set alert on this library Io Connedt &

Name ;2? Iy

Analysis_d

Reports: Report_1.docx - New Alert

l Ok I [ Cancel ]

Alert Title >

Set alert on this library
Enter the title for this alert. Reports: Report_1.doox
This is included in the subject
of the netification sent for this
alert.

Receive e-mail or mobile
Report_5 notifications when any document in
- this library is changed.

Delivery Method
v Send me alerts by:

Specify how you want the

alerts delivered. @ E-mail SouthgatelA@state.gov

e Complete the form that appears, then
click , OK

Send URL in text message (SMS)

Send Alerts for These
Send me an alert when:

Changes

Specfy whether to filter alerts @ Anything changes . .

based on specific criteria. You -

may also restrict your alerts ) Someeone else changes a document ° Dependlng on the optlons seIeCtedI you

to only incude items that

show in a particular view. =) Someone else changes a document created by me

will receive emails like the one below

) Someone else changes a document |ast modified by me
~) Someone changes an item that appears in the following view:
Office 3 | Project 2 [« |

whenever changes are made to this doc-

ument:

CPrototvoe
When to Send Alerts eport_1.docx has been changed

Modify my alert settings | View Report_1.docx | View Reports | Mobile View

Spedfy how frequently you @ Send notification immediately

want to be alerted. (mobile = 5 i

: . N @ send a daily summary .
alert is only available for Title: Novemeber Report
immediately send) () Send a weekly summary Document ID Value: ZATFAI0G3ST-567-1

. Document D ZATF4K08357-587-1
Time:

Office: Office 3
Thursday ce: =

Project: Project 2

Checked Out To:
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Connecting SharePoint Calendars to Outlook

You can connect your Outlook Calendar to a SharePoint calendar to always see the most up-to-date in-

formation from a SharePoint calendar displayed in your Outlook calendar. Below is the procedure to do
this:

1) Navigate to a SharePoint calendar

by selecting the name form the

side bar, or clicking on the title of

a Web_Pa rt CPC Prototype Project Team 1 External Links = Office 1 Team Site
Libraries .
2) Either way, you will be brought to © @ November, 2015
Lists Sunday Monday Tuesday wednesday
the calendar page. : unday . onds) o T _Wednesde,

Itemn Tracking

3) From here, navigate to @cCalendar

pages 8 9 10 11
Tools > Calendar > Connect to FAm Citations Looem - ooem
Outlook '] Recycle Bin s i 7 '8

B
Q All Site Content 1:00 pm - 2:00 pm

Status Meeting

Calendar Tools
Events ”I Calendar

1y ﬁ i Create View Current View: 5 D ‘J . |£—_|Exportto Ercel
“J 7 Modify View - . Q 4 B

Calendar —2 @Open with Access
Day  Week |Month| Expand Collalpse Calendars E-maila Alert RS5 Connect to
All Al Cwerlay Create Column Link Me~  Feed Cutlook
Scope Expand Manage Views Share & Track Connect & Export
4) In the window that appears, click on @ Allow. aniermet Explores ()
) - Do you want to allow thiz website to open a program on
5) In the next window, select Allow as well. O your computer?
6) In the third window, click on €) Yes. Frogram: Microsoft Outlook
Address: stssync//sts/? -
ver=1.18&type=calendarfcmd=add- -

Always ashk before opening this type of address

e I Allow II [ Cancel ]
Microsoft Outlook Iﬁ

Connect this SharePoint Calendar to Outlook?

You should only connect lists from sources you know and trust,
CPC Prototype - Team Meetings

http:/fca.m.state. sbu/sites PPTSRD /SPTrain/prototype Lists/
TeamMeetings/

To configure this Calendar, dick Advanced.

o =%

The SharePoint calendar is now connected to Outlook.
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E Home SMART Send f Receive Folder Wiewr Add-Ins Entrust Security 2] e
o % .n%; % % = T ‘%“”EEk Eﬂ 7%‘ .::L @ Find a Contact
L EET (o pontnl = | & =
£ G month| - (R address Book
Mew Mew Mew Mew Cnline Today Mext7 Day Waork — . Cpen Calendar E-mail
Appointment Meeting ems ~ Meeting Days Week E Schedule View | Calendar~ Groups ~ | Calendar =3
Mew online Meeting Go To . Arrange . Manage Calendars Share Find
>
4 > November 2015 Search CPC Prototype - Team Meetings &
Sunday MMonday Tuesday Wednesday Thursday Friday Saturday -
Now 1 2 3 4 5 ] T
- I
—
=
—
L
[ a8 o 10 11 12 1z 14 |
_g s Status Meeting; F
= =
L =
=
15 16 17 18 19 20 21 I
= Status Meeting; F _—
uﬁ.ﬂ =
=
=
22 23 24 25 26 27 28
= Status Meeting; F
b=d || &
o
=
o - i
g 29 30 Dec 1 2 3 4 5
= § Status Meeting; F I
=2 1=
i | S
=4
=
- = e
Items: 4 |

SharePoint

e

W Eziss ﬁ o] CreateView  Current View: J 3 o (] xport to Excel 7 Workflow Settings
. 4 L J
> Modify View - calendar - — @ Open with Access 4 List Permissions
Day Week |Month| Expand Cnl\afuse Calendars E-maila Alet RSS  Connectto Edit Form Web List
All Al Querlay Create Column link  Me, Feed Qutlook List Parts»  Settings
Scope Expand Manage Views Share & Track Connedt & Export Customize List Settings
1 2015 3
4+ November, 2015
Jan Feb Mar
Aor May in Sunday Manday Tuesday Wednesday Thursday Friday Saturday
- Mg Sep 1 2 3 4 5 6 7
Oct Nov Dec
Today is Thursday,
November 12, 2015
18 Calendars in View £ ¢ L0 = 12 = 4
1:00 pm - 2:00 pm
ilsam Mochings Status Mesting
Libraries 15 16 17 18 19 20 21
1:00 pm - 2:00 pm
Reports Status Meeting
Lists 22 23 24 25 26 27 28
Team Meetings 1:00 pm - 2:00 pm
Status Meeting
Item Tracking
29 30 1 2 3 4 5
Pages 1:00 pm - 2:00 pm
FAM Citations Status Mesting
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Site Designers have the ability to create and modify the structure and content of SharePoint sites. This
guide will provide a detailed walkthrough of how to create and maintain standard elements of a Share-
Point site.

Click on a section in the SharePoint site below to jump to that section of the handout, or continue direct-
ly to view the walkthrough of every section:

Southgate, Jonathan A ~ [

Prototype Page Settings 2

Notes

IPrntntypa Project Team 1 I Naviation Search this site... » @

Libraries

Office 2 / All Projects
Reports

1
Libraries [y B tvme  nome

Sunday Monday Tuesday Wednesday Thursday Friday Saturday o] Analysis_4 Office 2 Project 1
2 3 4 5 & 7 o] Report_5 #new Office 2 Project 2

Lists

Team Meetings Lists

Item Tracking 4k Add document

s 10 11 12 Web Parts -
= 1:00 pm - 2:00 pr Office 3 / Project 2

Pages

[ Type Name Office Project
_ 15 16 17 13 19 20 21 2] Report_1 Office 3 Project 2
\a Recycle Bin
- v 1:00 pm - 2:00 pr o Analysis_2 Office 3 Project 2
[#) Al site Content Status Meeting
o Analysis_1 Office 3 Project 2
22 23 24 25 26 27 28

4k Add document

1:00 pm - 2:00 p
Status Meeting

Helpful Links:
29 30 1 2 3 a 5

1:00 pm - 2:00 pr CA Web: http://intranet.ca.state.gowv/

Status Meeting CCD: https://cadata.ca.state.gov/ccd/ced_logon.html

MIS: http://mis.ca.state sbu/pages/home/agresment.aspx

SharePoint Lists

Lists are the backbone of a SharePoint site. It is good practice to develop a site’s list (and library) struc-
ture before developing pages and layouts. The following is a step-by-step guide on how to create and
maintain a SharePoint list:

Create a New List

1.0) From a site, navigate to @ Site Actions > More Options

Browse

Edit Fage
Maodify the web parts on this
page.

MNew Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

J@le L W

View All Site Content
View all libraries and lists in
this site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Prototype

Libraries

Lists
Site Permissions
Discussions Give people access to this site.
Site Settings

Msccess all settings for this site.

% @k

; Recycle Bin

_j‘ All Site Content
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1.1) In the window that opens, select @ List from the side menu:

Create

Browse From: Search Installed Items L0

>

Installed Items Title » Type
Announcements

Filter By: e
Type: List
All Types b3 Categories: Communication
Library “@ ‘(")3\ D’j A list of news items, statuses and other
- _ b H= short bits of information.
Page Announcements Asset Library Assets Web Basic Meeting
Database Workspace | Name |
Site
| Mare options
All Categories >

Blank & Custom g 8%\ j D

Collaboration 1 / &

Communication Basic Search Center Blank Meeting Blank Site Blog
Workspace

Content

Data

Meetings a3RaaEn
¢ = A 8=
Search : /I/:I =i 8 =
Tracking
Calendar Charitable Contacts Contacts Web

Web Databases

Contributions Web Database
g

P

1.2) A list of list options is shown, select the option that meets the needs of the list you are creating.

The most common list types in CA SharePoint sites are highlighted below:

— @ Announcements: A pre-defined list that al-
1‘-@ rﬁ o= T lows for easy entry of announcements that can
be displayed throughout the site. Expiration
Announcements Calendar Contacts Custom List dates can also be added to take announce-
ments down after a certain date.
E _g;g ﬂ rgj @® Calendar: A pre-defined list that allows for

Custom List in Discussion Board External List Import Spreadsheet easy entry Of dateS and eventS. Enter Calendar
Datasheet View

events in a list format, then view the infor-
mation in a calendar format. Information en-

ﬁ’ QJ —= = tered into this list can also be synchronized

Issue Tracking Links Project Tasks Survey Wlth Outlook.
= © Custom List: A blank template that allows a
ﬂ user to define the columns as needed.

Tasks

O Links: A pre-defined list that provides an easy template to track hyperlinks. Contains a hyper-
link column that auto formats HTML anchor links that are entered as text.

© Project Tasks: A pre-defined list that allows for easy tracking of project tasks and work items.
This tool is especially helpful since it can display task information as a Gantt chart.

@ Tasks: A pre-defined list that allows for easy tracking of tasks. These tasks can be synchro-

nized with Outlook tasks as well.

1.3) This guide will walk through the creation of a @Calendar List and a € Custom List.
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Calendar List

1.4) Select @Calendar from the list selection menu. e = Tvee
1.5) Enter a name for the calendar into the @Name field. =0 it ['E i
1.6) Cllck on 9Create after inputting a tltle. Announcements Calendar Contacts Custom List

Calendar E ._ﬁé%:] E‘Q f_QJ

Type: List

N - Custom List in Discussion Board External List Import Spreadsheet
Categories: Tracking Datasheet View

A calendar of upcoming meetings,
deadlines or other events. Calendar
information can be synchronized with
Microsoft Outlook or other compatible
programs.

Issue Tracking Links
| MName - z
|Team|‘~‘|eet|ngs 3

ek

More Options More Options

Tasks

1.7) The new calendar list will appear in the default View for a Calendar List (Ca/endar):

Calendar Tools

Site Actions ~ @i IS Events Calendar
Prototype » TeamMeetings » Calendar

Prototype

4 2015 »

+) [+ November, 2015

Jan Feb Mar

Apr Ly i Sunday Monday Tuesday Wednesday

Jul Aug Sep 1 5 3 4 5
Oct MNov Dec
Today is Monday, November
02, 2015

8 calendars in view 8 2 i il i

TeamMeetings

Libraries 15 16 17 18 19
Lists

TeamMeetings

1.8) To facilitate easy event entry, navigate to @Calendar Tools > Calendar. Once in the Calendar rib-
bon, click on the @View dropdown and select @AIl Events:

Current View:

Calendar Tools

Calendar

Site Actions ~ @ Browse Events Calendar

EEHEDE B e 2@ OF . = I g
¥ — - : TS
F3s=x : £ - ] LL,
= [» Madify View .| calendar 'é L —R @ Calendar -/d @ @List Permissions
Day Week |Month| Expand Collapse Calendars E-maila Alert RSS Connect to rm Web List.
All Al Qverlay 1l Create Column Link Me - Feed Qutlook arts Settings
Scope Expand Manage Views e & Track cannd Public e List Settings

@ All Events

Current Events
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1.9) The list will now display in the Standard View:

[ & g g Tite Location Start Time End Time All Day Event
[There are no items to show in this view of the "TeamMeetings” list. To add a new item, dick New”.
1

1.10) Click on @ 4 2dd new event at the bottom of the list to create a new event. After clicking, this pop

-up window appears: ) )
The following fields are required:

o W o (B) Start Time: type or select from calendar pop-up
= & aam | L] ¥
Save Cancel Paste ach| Spellin .
e Co kT (C) End Time: type or select from calendar pop-up
ommi ipboar Actions  Spelling
Title =
Location
Start Time ~ 11/2/2015 (12 P =] o[+ ] (D) Location: type in the field
End Time * 11/2/2015 E[1rm [<Jool<]
Description (E) Description: type in the field
(F) Recurrence: If selected, these additional fields
-I'| are required:

Category @® =]

Biceahivouon ol Recurrence [@] Make this a repeating event.
All Day Event [F] Make this an all-day activity that doesn't start or end at a @ Daily

specific hour. . ©) Weekly @ Every 1 day(s)
Recurrence [F] Make this a repeating event. T 7 By oedEe
Workspace [[] Use a Meeting Workspace to organize attendees, agendas, ¥ | . i

documents, minutes, and other details for this event. © Yearly

Date Range
| — I — Start Date @ No end date
11/2/2015 - @ End after: 10 occurrence(s)
End by:

Additional selections:

o @ Attach File gives you the option to attach a file from your desktop such as a meeting agen-

da, relevant materials, etc.

e (G) Category allows you to categorize an event according to standard event types, or by creat-

[=] . Meeting

y Specify your own value: WDF_I-C hours
- Business
Holiday
Get-together
Gifts
Birthday
Anniversary

ing a unique category:

e (H) All Day Event removes the option to choose start and end times.
e (I) Workspace prompts you to create a meeting workspace.
1.11) After making your selections, click , Save.
To learn how to create a workspace, continue. If not click here (page 30) to move to Custom Lists.
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Meeting Workspaces

If you elected to create a workspace in the calendar creation menu, the following screen appears:

Title and Description

Title:
Type a title and description for yaur new site, The titie wil be displayed on each page in the site. . Status Meeting

Description:

Web Site Address
URL name:
Users can navigate to your site by typing the Web site address (URL) into their browser. You can

http://ca.m.state.sbu/sites/PPTSRD/SPTi i tot ./ Stat Meeti
enter the last part of the address, You should keep it short and sasy to remember. e (TP e e el

For example, http:/fca.m. state. su/sites PPTSRD /SPTrain /prototype/sitaname.

Permissions -

User Permissions:
You can give permission to access your new site to the same users who have access to this parent D) Uen oo pomsterres o pr e
Siti, OF yOU CaN give PErMission to & Unique set of Users. -

() Use unigue permissions

Hote: If you select Use same permissions as parent site, one set of user permissions is
shared by both sites. Consequently, you cannot change user permissions on your new site urless
you are an administrator of this parent site.

| oK 1 Cancel

e Type in the Title and URL Address for this new site.
e Use the same permission as the parent site.

e Click , OK. A template selection screen appears:

&# Project Team 1 » Template Selection & L

Ilikelt  Tags &
Notes

Q@

= Template Selection
&) Recycle Bin

elact a template:
[ ANl site Content.

Meetings

Select a template:

Basic Meeting Workspace
Blank Meeting Workspace
Decision Meeting Workspace
Social Meeting Workspace
Multipage Mesting Workspace

Meetings
Blank Meeting Workspace
Decizion Meeting Workspace
Social Meeting Workspace
Multipage Meeting Workspace

A site to plan, organiz=, and capture the results of a mesting, It provides lists
for managing the agenda, mesfing attendees, and documen

Solution Gallery

——

A site to plan, organize, and capture the results of a meeting. It provides lists
for managing the agenda, meeting attendees, and documents.

1.12) Select the Meeting Template you wish to use; Basic Meeting Workspace is a very good option.

1.13) Clicking , OK will load the new meeting workspace:

Browse

Project Team 1 » Home

Subject: Status Meeting % ¥}
ﬁ@ Date: 11/10/2015 Time: 1:00PM - 200PM >>

Location: Room 4 Tlikelt  Tags &

@ Goto Calendar

Project Team 1 Home Search t P 7]
Objectives Agenda
There are no items to show in this view of the "Objectives” list. To add a new item, dick "Add new item”, [ Subject Owner Time

& Add new item There are no items to show in this view of the “Agenda” list. To add a new item, cick "Add new item”.

Attendees & Add new item

[[] Name Edit Response Document Library
B southgate, Jonathan A 2] Nane
Type Name Modified By

& Manage attendees ‘There are no items to show in this view of the Document Library" document lbrary. To add a new item, cick "Add document”,

% Add document
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1.14) The Basic Meeting Workspace has four sections:

20UNgale, Jonatnan A 7 k)

Site Actions ~ i [JEATY

Project Team 1 » Home
Subject: Status Meeting ) )
¢4 E:::;élﬂggﬁ:;s{T.me: 1100 PM - 200PM »> TE "
@ o m‘ca\enda\' ) “g';;
Project Team 1 Home Search this site... P (7]
Objectives Agenda
There are noitems to show in this view of the "Objectives” lst. To add a new item, clck "Add newtem’”, 0 ] Subject Owner Time
& Add new ftem There are noitems to show in this view of the “Agenda” list. To add a newtem, cick "Add new ftem”,
Attendees | & Add new item
W southgate, Jonathan A B None e e edifed By e
% Manage attendess There are na items to show in this view of the "Document Library” document library. To add a new item, dick "Add document”
% Add document
. . . . L 2 M Cut BG
@ Objectives: To add objectives to this list, H B o @j A
. . 53 Copy .
CIICk on Add new |tem. Save | Cancel Paste At":tialech Spellmg
. i i Commit Clipboard Actions Spelling
In the window that appears, enter an objective, - .
. \& Recycle Bin - Objective *
then click Save: [ ANl site Content
: T new item to th n A %ot @ | ARG
@ Agenda: To add a new item to the agenda, HIB [ . ¥ .
C”Ck on Add new |tem Save |Cancel Paste At,_gialech Spelllng
Commit Clipboard Actions  Spelling
In the window that appears, complete the re- 3 Recydle Bin Subject *
quired fields, then click Save: [ ieEnem s Quner
. Time
Notes
6 Attendees: To add meeting attendees, click Hlg B ° =
Ea Copy
on Manage attendees_ Save | Cancel Paste Spelling
Commit Clipboard Spelling
In the window that appears, navigate to List _
Name * | 8, @
Tools > Items > New Item: Commen: =
List Tools .
Site Actions - @8 Browse List hd
— | Version His/ fespense * None [x]
ﬂ Attendance * Required E'
. TS
Mew | MNew Visus T '
Ttem - tem  Tem X Delete item [ Save Il Cancel
Mew Manage
New Item

Complete the required fields, then click Save.

Add a new item to this list. uthgate, J

*Note: the Name field is connected to the GAL, so the

named entered must match a name in the GAL.
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@ Document Library: To add documents to Upload Document
the meeting space, click on Add document. » Upload Document Name:
Tou et pton ( Browse... |
In the window that appears, browse for the Upload Multiple Files. .
Overwrite existing files

document to upload, then click OK:

Destination Folder

Folder:
Specify ihe_ folder in this
fametbr e 20t
l OK I[ Cancel ]
1.15) To return to the Calendar List View, click on Go to Project Team 1 »

. . . Subject: Status Meeting
Calendar under the event information in the upper left-hand cor- ﬁﬁ Date: 11/10/2015 Time: 1:00 PM - :00 PM 3>

ner of the workspace: Location: Room 4

@ Go to Calendar «

Project Team 1 Home

1.16) The event that was created is now viewable in the

calendar view:

+) (+) November, 2015

Sunday Monday Tuesday Wwednesday

8 9 10 11 12
1:00 pm - 2:00 pm
Status Meeting

15 16 17 18 19

22 23 24 25 26

29 30 1 2 3
o Add

1.17) Double click on the green event box to bring up the event details window:

TeamMeetings - Status Meeting

e This screen displays all of the infor-

Custom Commands mat'on fOI’ the eVent.

e B Version History G Alert Me

e | B Monmos pemisson: e Users can click on the @Workspace

Item [ X Delete Item

Manis fictions link to go to the meeting workspace for
Title Status Meeting
Location Room 4 the event'
Start Time 11/10/2015 1:00 PM
End Time 11/10/2015 2:00 PM e If changes are needed, click on the
Description Weeldy meeting to review progress on current projects. R )
Cotesory @Edit Item button (only available to
All Day Event - -
S Site designers).

0 Workspace Project Team 1 I

Content Type: Event
Created at 11/2/2015 12:08 PM by Southgate, Jonathan A [
Last modified at 11/2/2015 2:559 PM by Southgate, Jonathan A [
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1.18) In this example, we will click on the Edit Item TeamMeetings - Status Meeting

button to make a change to the event:

HE B, Xh ¢

1.19) Check the box next to the @Recurrence option, |« cne s B A speing
Commit Clipboard Adtions Spelling
e This will bring up options specific to recurrence: |- Status Meeting
Location Room 4
H H Start Ti
e In this example, we will make the event occur T /1072015 (1 ew [oole]
End Time * 11/10/2015 El2em [+]oof+]
weekly, for 10 iterations: Description
Weekly meeting to review progress on current projects. -
Recurrence Make this a repeating event.
¥ Recur every 1 week(s) on: Category - El
@ Monthly [F1Sunday [F]|Menday [#] Tuesday [F] Wednesday AT
7 Yearly [F] Thursday [F] Friday Saturday
Date Range All Day Event
Start Date Recurrence e . [ Make this a repeating event.
11/10/2015 occurrence(s) Workspace [¥] Use a Meeting Workspace to organize attendees, agendas, documents,
- minutes, and other details for this event.
http://ca.m.state.sbu/sites/PPTSRD/SPTrain/prototype/projectteam1?
:ﬁ InstancelD=1
Created at 11/2/2015 12:08 PM by Southgate, Jonathan A [ Save ] [ Cancel
Last modified at 11/2/2015 2:59 PM by Southgate, Jonathan A [
1.20) If you return to the main calendar, you will see the event repeat on 10 =

1:00 pm - 2:00 pm
Status Meeting

every Tuesday:

17 18

1:00 pm - 2:00 pm

Status Meeting

1.21) Click on any of the events in the series, then click on the Workspace link
in the details window:

24 25
Title Status Meeting
1:00 pm - 2:00 pm
Location Room 4 .
Status Meeting
Start Time 12/1/2015 1:00 PM
End Time 12/1/2015 2:00 PM
Description Weekly meeting to review progress on current projects. 1 2
Category 1:00 pm - 2:00 pm
All Day Event Status Meeting
Recurrence Every 1 week(s) on: Tuesday
Workspace Q IPrDJEl::t Team 1 I

1.22) Returning to the project workspace, you will notice a new @sidebar with every date in the series:

Project Team 1 » Home

Subject: Status Mesting e Clicking on each date in the se-
ﬁﬁ Date: 12/1/2015 Time: 1:00 PM - 200 PM >> . . .
Location: foom 4 ries will display a new work ar-

@ Go to Calendar
ea.

Project Team 1 Home

Select 2 date fra Objectives e Each iteration of the series has

the list below:

B There are no items to show in this view of the "Objectives™list. To add a new item, dick "Add new item™, u n|q ue ObjeCtiVeS, AgendaS,
11/17/2015 4 Add new item
11/24/2015 Attendees, & Documents!

» P — Attendees
12/8/2015 [] Name Edit response | ©  Best Practice: Use the recur-
12/15/2015 M Southgate, Jonathan A Non .
i e e “ one rence feature for ongoing meet-
12/29/2015 & . i
— Menage attendes ings to track agendas and docu-
1/12/2016

ments for previous meetings.

1 Previous Next *
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1.23) Select @Custom List from the list selection menu.
. . i FE '
1.24) Enter a name for the calendar into the @Name field. Q'@ ﬁ I
Announcements Calendar Contacts Custom List

1.25) Click on €@Create after inputting a title.

Custom List

. Custom List in Discussion Board External List Import Spreadsheet
Type: L|_sl Datasheet View
Categories: Blank & Custom
A blank list to which you can add your I — =
own columns and views. Use this if 7 =

none of the built-in list types are
similar to the list you want to make. Issue Tracking Links Project Tasks Survey

Name . |ItemTracking g
More Options e I I More Options Tasks

1.26) The new list will appear in the default View for a List (A// Items):

Site Actions - @8 Browse

Show Task Pane _ [P Modify View + Current View: Create Visio Diagram (= [54 Form Web Parts 2
0| B "y SR g g [ Fige W $ g
\ | show Totals PRl (11 Create Column | Al ftems - [A] Open with Access Edit List

Standard| Datasheet  New Emala Alert RS Syncio sharePoint Connect o Export to Customize List List  Workflow
View | View Row Refresh Data View |3 Navigate Up Current Page link  Me. Feed Workspace Outloak cel Open Schedule Form | New Quick Step  Seftings Permissions Seftings »
View Format Datasheet Manage Views Share & Track Connect & Export Customize List Settings
Libraries 0 g Title
Lists There are no items to show in this view of the “Ttem Tracking” list. To add & new item, dick Mew™,

TeamMeetings
: & Add new item

Item Tracking

Discussions

‘4l Recydle Bin

[y Al site Content

Create Column

Name and Type Column name:
Type:a name for this column, and select the type of infarmation you

1.28) Click on @Create Column. A column creation window == o

1.27) The first step in list construction is to create columns.

appears, complete the form as follows: S

D) Number (1, 1.0, 100)

D Currency ($, ¥, €)

e Type a name for the column in the @Title field. A,
9 Yes/No (check box)

e Select the type of data the column will contain e A
columns)

D External Data

from the @list of options.

Additional Column Settings Description

e Depending on the type of list selected, different Sty detaled opos or e ype f nformatn youseecied. B
options will be available in the @Additional Col- Q[

Enforce unique values:
© Yes @ Mo

umn Settings section.

255

Default value

e Select options that make sense for the type of in- 0 T @
formation that will be in the column.

@ Column Validation

e Once complete, click ®OK. O ——1 o
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Column #1: Date

Column name:
Date

@) Currency (%, ¥, €)

i@ Date and Time

i) Loockup (information already on this site)
™ Yes/No (check box)

i©) Person or Group

Reguire that this column contains information:
@ ves © No I

Enforce unigue values:
@ Yez @ No |

Date and Time Format:
@ Date only © Date & Time

Default value:
i©) Today's Date

12 AM [w| |00 [w]
Enter date in M/D/YYY format.
™ Calculated Value:

Note the Date specific options that be-
come available in the Additional Col-
umn Settings section

Module 2: SharePoint Site Development

31

1.29) In the Item Tracking list example, we will create two columns in addition to “title”:

Column #2: Office

Co

lumn name:

COffice

&
F=

@
F=

Single line of text

Multiple lines of text
Choice (menu to choose from)
Mumber (1, 1.0, 100)

Currency (%, ¥, €)

Re

guire that this column contains information:

) ves @ Mo
Enforce unique values:
© ves @ Mo

Type each choice on a separate line:

Office 1 -
Office 2
Office 3

Fl

Display choices using:
@ Drop-Crown Menu
@ Radic Buttons

) Checkboxes (allow multiple selections)

Allow 'Fill-in' choices:
@ ves @ Mo
Default value:

@ Choice

) Calculated Value

Note the Choice specific options that
become available in the Additional
Column Settings section

1.30) Returning to the list, you will notice that the list will have three columns:

Title Date Office

O o

[There are o items to $how in this view of the "Ttem Tracking” list, To add a new item, dick ™ew”,

gk Add new item «

1.31) To add data to the list, click on the 4k 2dd new =vent button at the bottom of the list.

Continues on the next page »
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1.32) After clicking the add new data but- Item Tracking - New Item
ton the following pop-up window appears:

e Every column you created is H = w3 cut @j %
listed in this form. =l B2 copy _
Save  Cancel Paste AtFtialech Spelllng
) Those that require data are Commit Clipboard Actions  Spelling
marked with a red asterisk. Title =
o After inputting/selecting data for |“*" G
. . Offi
each field, click on ®Save. = B
Office 1
. . . Office 2
e The data is now in the list: oreez @l Save J [ £zocd
Title * Itern £1 [ @ Title Date Office
Date * 11/3/2015 Hi . Item #1 #Enew 11/3/2015 Office 1
Office Office 1[=]

1.33) If you need to edit an item in a list, follow these steps:

| Wersion Histary @j
@Item Permissions

1. Check the box of the row that needs editing. % Delete Item Aach
Manage Actions
2. Then, click on ®Edit Item
[ @ Title
3. The pop-up window for the item appears, make . Ttern 4. £ Hew
the required edits and click Save. Ttem £2 inew

Item #3 HinHew
Item &4 5 HEw

Iterm #3 inew

Views

1.34) After creating columns and adding items, Site designers should create views for the list.

e Public views are similar to Personal Views that were discussed in Module 1, but can be ac-

cessed by groups of users.

1.35) In this example, we will create a view for Office 3 so they only see the items assigned to their of-

fice. There are many different ways you can use views, but the process of creating them is the same.

1.36) To begin, navigate to

Site Actions - iﬁ Browse o

List Tools > List > Create View : - Shaw Task Pane — | [ Modify view . current View:
on the ribbon: —) Ij E | Show Totals _I“-—‘) [[l Create Column Al Ttems -
Standard| Datasheet  New Create
View View Row Refresh Data Vi 3 Navigate Up Current Page
View Format Datasheet Manage Views
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1.37) There are several options available on the next window; for this example, we will choose the
@ Standard View:

Choose a view format

=] Standard View = Datasheet View
_Q View data on a Web page. You can choose from a list of display styles. J View data in an editable spreadsheet format that is convenient for bulk editing and quick customization.
Calendar View _.:‘ Gantt View
View data as a daily, weekly, or monthly calendar. [T¥ iew list items in a Gantt chart to see a graphical representation of how a team's tasks relate over time.

al
G| Access View Custom View in SharePoint Designer
2Q) start Microsoft Access to create forms and reports that are based on this list. Start SharePoint Designer to create a new view for this list with capabilities such as conditional formatting.

1.38) Next, the Create View screen is shown, customize the view by completing the following sections:

Name: Assign a name to this view (typically the group the view is S

for, or what it filters for, in this case “Office3": Office 3

[C] Make this the default view
{Applies to public views only)

Audience: Select “Create a Public View” when creating a View Audience:
© Create a Personal View

view as a Site designer:

Personal views are intended for your use only.

. @ Create a Public View

Public views can be wvisited by anyone using the site.

Columns: Select which columns will be visible in this Display Column Name Position from Left
. . . v A 5
view. In this example, the Office column does not need fachment ‘ L[]
. A A A Title (linked to item with edit menu) 2 E|
to display since all entries will come from the same Date 3 [=]
office, Office 3: [O Office_] 4[]

NOTE: You can also change the order that columns are displayed by rearranging the numbers on the
right-hand side.

Sort: You have the option to sort rows by up to two col-
. . . First sort by the column:
umns. In this example we will sort by date in descend- I ' E”
Cate
ing order so newer items are displayed before older
. . 1 Show items in ascending order
items: lg (A B, C,orl, 2, 3)
@ 3 Show items in descending order
- l? (C, B, A, or 3,2, 1)
Filter: This is where you filter the results to include only © EEED Show all items in this view
Ofﬂce 3 by Se|eCtIng Ofﬂce from the C0|umn SeIeCt|On @ S===2 Show items only when the following is true:
drop-down and then typing in the value " Office 3" Show the iterns when column
I Office IZ'I
is equal to =]
Office 3
@ And @ Or
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1.39) After inputting all of the information, click OK to build the view.

1.40) The new view now only displays Items that were
assigned to Office 3; the items are shown in descend-
ing order; and the Office column is no longer visible

(but still present in the background):

1.41) To change a view, navigate to  List >

34

[ @ Title

Item #£4

Item #5 &

gr Add new itemn

Date
HE®! 11/5/2015
HEW 11/4/2015

Current View and select a different view from

Show Task Pane —  [[[» Modify View - [Current View:
the drop-down menu: [
E | 3how Totals - i Create Column | Office 3 <
Iirrgaate
. . . . Refresh Data 2w 4| Mavigate Up Default
1.42) Every view for the list will be shown in - _
Datasheet Manage V]| Al tems
this drop-down menu (including your own _ .
| @ Title Public
ersonal views .
P ) Item 4 oinew Office 3

1.43) Every view has a unique URL that will bring users directly to the view. Copy the URL from the URL
bar when you have the view selected for the list. You should see the view’s title at the end of the ad-

dress: http://ca.m.state.sbu/sites/PPTSRD/SPTrain/prototype/Lists/Iltem%20Tracking/Office%203.aspx
NOTE: Any spaces in the title of a list or view will be display in the URL as “%20” (highlighted in blue)

Use the URL link in team sites or other pages where you want members of a specific team to see this

list through their unique view.

Delete a List

In order to delete a list, follow these steps...

1.44) While in a list, navigate to @List Tools > List > List Settings

List Tools

Site Actions + @ Browse ‘

= Hi-j Show Task Pane

Standard| Datasheet  New
View View Row Refresh Data

Datasheet

= [[}» Modify View . Current View:

228

Permissions and Management

in
Z|Show Totals =/ filll Create Column  Allitems

Create Visio Diagram e ;_1‘_‘ Form Web Parts » 7%
7/ o & &
A | Open with Access Edit List
Customize List List Workflow
pen Schedule Form @Ngw Quick Step Settingg Permissions Settings »

Customize List

Crea
View 3 Navigate Up Current Page

View Format Manage Views Settings

- 5 li |
145) Under Per‘mISSIOI"IS and Man' aVE_ISF astemp.ate. Message from webpage
Permissions for this list

3
. . 'e' Are you sure you want to send this list to the site Recyde Bin?
Enterprise Metadata and Keywords Settings il

Workflow Settings

agement, select @Delete this List:

Generate file plan report

1.46) In the pop-up that appears,
select - OK

Y e

Information management policy settings

Record declaration settings
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SharePoint Libraries

Libraries are specialized lists that enable easy sharing of documents in a SharePoint site. The following
is a step-by-step guide on how to create and maintain a SharePoint library:

Create a New Library

2.0) From a site, navigate to @ Site Actions > More Options

Site Actions - | B Browse Page
= Edit Page
} Modify the web parts on this
page.

¥

Mew Document Library
Create a place to store and

i X share documents.
Site Actions ~ @ [ECITONITY Page

UNITED S:TA(ESWI \..‘\
MENT OF STATE

New Site
Create a site for a team or

Erniect.
More Options...
Create other types of pages,
lists, libraries, and sites.

o U

wview All Site Content
wiew all libraries and lists in

Rohes this site.

- Edit in ShareFoint Designer
Libraries Create or edit lists, pages, and
Lists workflows, or adjust settings.

Site Permissions

Discussions Give people access to this site.

Site Settings
Access all settings for this site.

el W|e

if Recycle Bin

[2h Al site Content

Create

2.1) In the window that opens, EEree ™ E
I t L-b f th d Installed Ttems > Tite « Type

selec IDrary rrom e siae — . Announcements

1iter H

o | Type: List
. All Types Categories: Communication

menu: G -

— ¢ J = short bits of information.

R Announcements Asset Library Assets Web Basic Meeting

Database Workspace Name

site

All Categories S

Blank & Custom g @% j [j 1

Collaboration A £.

Communication Basic Search Center  Blank Meeting Blank Site Blog

Workspace

Content

Data

Meetings

LA =
Search gﬁ 8 8=
Tracking
Calendar Charitable Contacts Contacts Web
b EeE = Contributions Web Database

2.2) A list of library options is shown, the most com- Title « Type
mon and best option for the majority of libraries is
the @Document Library option: &r ] | P E

Asset Library Data Connection Document Library Form Library
Library

Picture Library Record Library Wiki Page Library
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2.3) Select @Document Library from the library selection menu. [+ e
2.4) Enter a name for the library into the @Name field. !
g A -0 =
2.5) Click on @Create after inputting a title.
Asset Library Data ;bonnectmn Document Library Form Library
Library
Document Library
Type: Library =
Categories: Content g E aﬁj
A place for storing documents or other -
files that yvou want to share. Document Picture Library Record Library Wiki Page Library
libraries allow folders, versioning, and

check out.

Name

| =

Mare Options

| Reports

I Create ] [ More Options

2.6) The new library will appear in the default Standard View for a Library List:

Library Toals

Site Actions ~

Browse Library

_ Eilj Show Task Pane — [ Modify View . Current View: Q ‘;.3 @ & 8] Connect to Outlaok Lj F= ) @ @
i) . =| show Totals - T Create Column | Al Documents = =l (& xport to Bxcer > Y = L @
Standard| Datasheet New Create E-maila  Alert RSS Sync to SharePoint Connedt to Form Web  Edit Mew Quick  Library Library ‘Workflow
View View ow 7] Refresh Data View [ Navigate Up Current Page Link  Me. Feed Workspace Office - [ Open with Explorer Parts~  Library  Step seftings Permissions Settings «

View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings
Libraries E Type Name Maodified Modified By
Reports There are no items to show in this view of the "Reports™ document library. To add a new item, dick ™New" or "Upload™.
4k Add decument
Lists

Modifying a Library

2.7) Libraries are specialized lists, so the same procedure for creating list columns apply to libraries. You
can review these steps by clicking here (pg.30). Consider the following best practice when creating col-
umns for your document libraries:

It is highly suggested that users do not create folder based document libraries. Instead, create columns
that correspond to sub-folders and create “folder-like” views that filter data into various categories.

Below is an example:

Folder Structure Flat View Structure (Best Practice)

¢ Reports » Office2 » Project2 [ Type Name Modified Modified By Office Project
: IEI_] Report_1 &new 11/4/2015 1:18 PM Office 2 Project 2,
. Officel , Project1
| . Office 2 - Assigning columns to a document allows all documents to be
. Office3 \ . Project3 housed on the same list, but at the same time allows for filtering by

This structure quickly becomes
difficult to manage in SharePoint.
It also limits the search function-
ality.

view,

For example, the view "“Office 2 - Project 2” would only show docu-
ments that were assigned “Office 2” and “Project 2”, acting as a
virtual folder selection.
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Adding Documents

2.8) Once the library is built, you can begin the initial importation of documents. There are two primary
methods for uploading these /n/tial documents.

Method 1: Uploading Documents through SharePoint

2.9) Begin by clicking on the 4k 2dd document button at the bottom of the library list:

[ Type MName Modified
(i) Report_1 & vew 11/4/2015 1:13 PM

% Add document

2.10) The Upload Document window appears, click on @browse to search for the document on your
computer, then click ®OK:

Reports - Upload Document

Upload Document
MName:
Browse to the document
you intend to upload. 6
Upload Multiple Files...
Crverwrite existing files
L d [ OK I [ Cancel ]

2.11) Next, enter the metadata for the document (these fields are connected to the columns you creat-
ed). If a column was marked as required, a red asterisk will appear next to that entry. Complete the
fields as required and click @Check In:

Reports - Report_2.docx

wE 0go X

53 Copy

Check Cancel Paste Delete
In Item
Commit Clipboard Actions
o The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all The d ocum ent iS now in th e d ocu-

required fields are filled out. The file will not be accessible to other users until you checkin.

ment library:

Name * Report_2 .docx

Title I:‘ Type Name

Office * Office 1 EI IE_PI Report_1 &Hew

Project * |E_|1 Report_2 &new
- Project 1 o

el e ] a4 406 soomen

Continues on the next page »
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Method 2: Uploading Documents through Windows Explorer

This method is very helpful if you need to transfer a lot of documents at once:

2.12) Navigate to Library Tools > Library > Open with Explorer:

Library Tools

Site Actions ~ Browse
= Hi.j Show Task Pane e 1 Modify View - Current View: Q i) @ h
-) 4 E | Show Totals _I“-—) J]] Create Calumn 'é J

Connect to Outlook
) All Documents - Export to Excel
Standard| Datasheet  Mew Create

M . E-maila Alert RSS Syncto SharePaint Connect to p=—
View View Row |9 Refresh Data View 3] Navigate Up Current Page Link  Me- Feed Workspace Office » | 5y Open with Explorer| @
Share & Track Connect & Export

(0.9]

View Format Datasheet Manage Views

2.13) This opens the SharePoint Library as a folder in Windows:

= e & - .- E
=4 00 v Metwork (WASHDC) » http:/fca.m.statesbu » sites » PPTSRD » SPTrain
= | ——

Organize Burn Mew folder
Organize Burn New folder Bafiovorites tame prte mediied
- B Desktop # Report_1.docx 11/4/2015 1:18 PM

r Favorites Mame Date . & Downloads E] Report_2.docx 117472015 2:31 PM
s =l Recent Places

Bl Desktop 4 Report_1.docx 11/4; (]

w| w Libraries
4 Downloads 1] Report 2.docx 11/4, 5 Docoments T
=l Recent Places Bong:

2.14) Drag all of the necessary documents from share drives or desktop folders into this folder.

2.15) Return to SharePoint, then navi- . brany Tosk
Site Actions ~ @0 | Browse Documents
gate to |_|brary Tools > |_|brary > - Ei,j 9 _[J Show Task Pane — [J» Modify View . Current View:
-—) : (=] show Totals ) [l create Column | All Documents -
Datasheet View: Standard BgtiEl] | New — Create A Navigate Up Current Page
View Format Datasheet

Manage Views

2.16) The library is now viewed as a datasheet (notice the document that was dragged into the folder):

Library Tools
Site Actions - @ Browse Library
= Eilj T Show Task Pane — [ Modify View -~ Current View: _351, @
—) . ;I Show Totals _I‘-—') ﬂ] Create Column = All Documents - )
Standard |Datasheet Mew Create E-maila Alert RS55 Sync to SharePoin
View Wiew Roww ﬂ Refresh Data Wiew 3 Mavigate Up Current Page Link Me ~ Feed Waorkspace
View Format Datasheet Manage Views Share & Track
s Mame | - | M odified | - | Modified By - Office | - | Project | - |
) Beport_1.docs 11/4/2015 01:18 PM | Southgate, Jonathan &) Office 2 Froject 2
Reports
) Beport_2 docs 11/4/2015 0231 PM | Southgate, Jonathan A] Office 1 Froject 1
) i} Beport_ 3 docs 11/4/2015 0318 PM | Southgate, Jonathan &
Lists 2| J

Office - Proje

2.17) Complete the metadata for each document, making sure DOffice Project 2

to fill in every column. Office 1 Project 1
Office 1 [ [

Froject 1
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2.18) Finally, navigate to ®Standard View > Library Tools > Documents:

Library Tools Library Toaols
Sit* tions gl Site Actions ~ B0 Bro Documents
Show Task Pane j ?j Check Cut
|l
Z | Show Totals Check In
Mew MNew Upload MNew Edit
Row Refresh Data Document » Document » Folder Document Discard Check Qut
View Format Datasheet Mew Open & Check Qut

2.19) All of the documents that were dragged into the windows explorer folder have a El green arrow

over the icon, this indicates that they are “checked-out”. Refer to Module 1's section on Checking Out
Documents for an explanation of what checking documents entails.

Select each document with an El icon:

F Type Name Madified Office Project
. Analysiz_1 i Hew 11/5/2015 9:07 AM Office 3 Froject 2
Analysis_2 5 HEw 11/5/2015 9:0F AM Office 3 Froject 2
= '3 Analysis 3 ©inew 11/5/2015 9:07 AM Office 3 Project 1
E Analysis_d4 & Hew 11/5/2015 9:07 AM Office 2 Project 1
IEﬂ Report_1 iHEW 11/4/2015 1:18 FM Office 2 Project 2
I@é Report_2 £iHEw 11/4/2015 2:31 FM Office 1 Project 1
I@é Report_3 inew 11/4/2015 3:55 PM Office 1 Project 1

2.20) Once all of the documents are

Library Tools
. ; o} t Lib
selected, click on @Check In. | Cocumens
Check Out ! Version History _?:g,
221) In the pop_up WlndOW, seIeCt aw Edm View Edit ¥ Document Permissions E-maila Alert 1
Ider Document Discard Check Out  Properties Properties )( Delete Document Link Me »
“NO" for retalnlng YOUF CheCk OUt: Open & Check Out Manage Share & Track
[ Type Check i Modified
Check in a document that you .
i . - H currently have checked out. TR R
Rl-EtEIII'I yvour check out after checking in? .3 T T G 11/5/2015 9:07 AM
- YES -ﬂl Analysis_3 & new 11/5/2015 9:07 AM
'EI Analysis_4 e 11/5/2015 9:07 AM
Report_1 new 11/4/2015 1:18 FM
2.22) All of the documents are now fepapesgn sy AP T
. Report_3 £ new 11/4/2015 3:55 PM
checked in and tagged.

Continues on the next page »
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Document Versioning

Site designers can enable versioning for an entire document library. Versioning is very helpful for track-
ing changes to a document without saving multiple “versions”. Below are the steps to enabling version-
ing:

2.23) Navigate to  Library Tools > Library > Library Settings:

Library Tools

Site Actions @ Browse
o Ej Show Task Pane — [[» Modify View + Current View: Q _£ @ & 0] Connectto Outloak LE /5 . ] -
0 - E| show Totals Lo : =l ; raY = L] e @ (%P

il Create Column Al Documents (&] Export to Excel

tandard Datasheet New Create E-mail 3 Alert RSS Sync to SharePoint Conned to FormWeb  Edit New Quick | Library Liby Warkflow
View View Row J Refresh Data View |3 Navigate Up Current Page Link Me + Feed ‘Workspace Office L'; Open with Explorer Parts ~  Library Step Fettingg Permissions Settings +
View Format Datasheet Manage Views Share & Track Connedt & Export Customize Library Settings

2.24) Under General Settings, click on Versioning Settings:

List Information

Name: Reports

Web Address: http://ca.m.state.sbu/sites/PPTSRD/SPTrain/prototype/Reports/Forms/Allltems.aspx

Description:

General Settings Permissions and Management Communications
il ] 1aation Delete this document library Incoming e-mail settings
Save document library as template RSS settings
Advanced settings Permissions for thic document library

Validation settings Manage files which have no checked in version

Column default value settings Workflow Settings

Audience targeting settings Enterprize Metadata and Keywords Settings

Rating settings Generate file plan report

Form settings Information management policy settings

Recerd declaration settings

2.25) In the versioning settings screen, select options that work for your needs.
In general, it is good practice to select @Create major versions in the Document Version History section
and @Yes in the Require Check Out section:

Content Approval| Create a version each time you edit a file in this document library?
seecfyuhetiernenl (7)o yersioning
@ Create major versions e
Ewample: 1, 2, 3, 4
Specify whether a ve] R - - . 2
) Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Require content approval for submitted items?
® Yes @ No

Document Versio

Create a version each time you edit a file in this document library?
@ Mo versioning

@ Create major versions

Example: 1, 2, 3, 4
@ Create majer and minor (draft) wersions
. . . . . Example: 1.0, 1.1, 1.2, 2.0
Optionally limit the number of versions to retain:

[ Keep the following number of major versions:

Optionally limit the number of versions to retain:
[C] Keep the following number of major versions:

Draft Item Securil

Drafts are minor ver: W and edit drafts.

Require documents to be checked out before they can be edited?
@ Yes ® No

ol oK ]l Cancel

TIP: Keep the limit of versions to 10. After making your selections, click on ®OK,
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2.26) With versioning on and check out required, only one user will be able to edit a document at a

time. The most recent version of a document will also display in the document library.

2.27) To check the version his-

Site Actions ~ @

Library Tools

Browse Documents

tory for a document (if version- ﬁj Check Out =) {3 Version History -
. . . j — —v%’ CheckIn = @Document Permissions Q 'é
INng Is enabled)l naVIQate to DOCrdI?n":ﬂtv DOUCEI‘I'ﬁggtv Fl'g‘eg\err DOCEL‘IjI'igEnt Discard Check Out Prsgee‘#ies Pro%%‘rtties X Delete Document E'E'.?L'a fx\‘i’f
lerary T00|S > Documents > Mew Open & Check Out |‘.-1anag\=: : Share & Track
Libraries [ Type Name Version History
Version History: s Anaysis_1 e
T Analysis_2 new 1175720055536 AM
Lists _
TeamMeetings E Analysis_3 new 11/5/2015 9:36 AM
ItemTracking Analysis_4 & new 11/5/2015 9:36 AM
The following window appears: Report_1 & rew 11/5/2015 10:15 AM

Version History

Mo. 4 Modified Madified By
3.0 11/5/2015 10:15 AM Southgate, Jonathan A M
2.0 11/5/2015 10:15 AM Southgate, Jonathan & |8
1.0 11/5/2015 9:57 AM Southgate, Jonathan A (M
Title Novemeber Report
Office Office 3
Project Project 2

Delete a Library

e Every iteration of the document will be dis-
played in this list, including who modifying
_ the document and when.
;Z:_E — e Clicking on the arrow next to the modified
21 KB date of a version allows you to... ‘
e = view the version. 11/5/2015 9:57 AM |~
= restore that version |, View
to the library. Offi Restore
= delete the version. Proj Delete

In order to delete a list, follow these steps...

2.28) While in a library, navigate to @Library Tools > Library > Library Settings

Library Tools

Site Actions ~

Browse Documents

Library

= Ej Show Task Pane — [ Modify View + Current View:
) - Z | Show Totals HS J]]Create Column &l Documents
standard| Datasheet  Mew Create
View View Row || Refresh Data View [ 3] Navigate Up Current Page
View Format Datasheet Manage Views

g Connect to Outlook

P

2.29) Under Permissions and Manage-
ment, select @Delete this document

library

2.30) In the pop-up that appears, se-
lect - OK

o 2 FCIETRE
. . Form Web  Edit  New Quick | Library Library ‘Workflow
Permissions and Management Parts»  Library  Step Seftings| Permissions Settings «

Customize Library Settings

pelete this document library | 9

Save document library as template

Permissions for this document library

Manage files which have no checked in wersion Hesrape (UINRENENE

Workflow Settin g= @% This document library will be removed and al its files will be
J/ celeted. Are you sure you want to send this document fbrary to

Enterprise Metadata and Keywords Settings = the site Recyde Bin?

Generate file plan report

Y o

Information management policy settings

Record declaration settings

CA/PPTISITO



R 3

{c*} et Module 2: SharePoint Site Development 42

Xk

SharePoint Pages & Web Parts

Pages are spaces where information can be aggregated and displayed. Below is a step-by-step guide on

creating a Page:

SharePoint Infrastructure

3.0) Before a SharePoint page can be built, we need to ensure that we have the proper infrastructure. It
is best practice to include a Site Assets Library in all SharePoint sites. This is a library where SharePoint
Pages, images, and other media can be stored.

3.1) Begin by creating a Site Asset Library. To do this, navigate to @ Site Actions > More Options

Site Actions - | @ Browse Page
Edit Page

Modify the web parts on this
page.

Mew Document Library
Create a place to store and
share documents.

$

Site Actions ~ @ Browse Page New Site

Create a site for a team or
project.

UNITED STAES ©) &b oe’ ’ _
& o More Cptions...
DEPARTMENT OF STATE Create other iypes of pages,

lists, libraries, and sites.
v v

Wview All Site Content
Wiew all libraries and lists in

Reotabine this site.

. Edit in SharePoint Designer
Libraries Create or edit lists, pages, and
Lists workflows, or adjust settings.

. 3 Site Permissions
Discussions Give people access to this site.
Site Settings

Access all settings for this site.

YT O

@ Recycle Bin

(Zh All Site Content

3.3) In the window that opens, select @ Library from the side menu, then @Documents Library:

In the @Name Field,
enter the name for

Browse From:

Search In: d Items 2

>

Installed Items

Title « Type .
- Document Library . .
Filter By: this document li-
Type: Library
All Types - Categories: Content b h f
9 > ,@} S_J D A place for storing documents or other ra ry' T € name for
Uint b files that you want to share. Document
libraries allow folders, versioning, and i i i
Page Asset Library Data Connection Document Library check out. ' th|S Ilbra ry IS:
Library
Site B A
ISite Assets I e Slte ssets
All Categories >

Blank & Custom VG é e More Options
LK

Collaboration

Communication Form Library Picture Library Record Library R
Content Then click @Create
Data

Meetings —
Search ‘;ﬁj
Tracking

Web Databases Wiki Page Library
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3.4) A Site Assets Library for your SharePoint site is now available. This document library will store any

pages that you create for the site and house images and other media used throughout the site.

3.5) With the new document library opened, create a new column with the following criteria:
Name: Media Type
Type: [Choice], with the following options: [Page] & [Image] (add other media as needed)
A TIP: Assign “Page” as the default choice.
Additional Options: select [YES] for requiring information and [No] for Fill-In

NOTE: You can review how to create a column by clicking here (pg. 30).

3.6) Next, create two views;
View 1 (Pages): Standard View > Filtered for the [Page] option in the [Media Type] column
View 2 (Image): Standard View > Filtered for the [Image] option in the [Media Type] column

NOTE: You can review how to create a view by clicking here (pg. 32).

3.7) The SharePoint site’s Site Assets Library is now ready to house all the media for your SharePoint
Site. Any media that you use for the site should be housed in this library. Create as many media type
choices and views as there are media types in your site: images, videos, etc

Creating Pages

In addition to the main site page that is automatically created, site designers can create additional web-
part pages that can be used to aggregate and display information for end-users.

After a brief walkthrough of how to create a page, we will explore the use of web-parts in both these ad-
ditional pages and the main SharePoint page:

3.8) Navigate to @ Site Actions > More Options

¥

Site Actions ~ @ Browse

Site Actions ~ | @l Browse Page
—] Edit Page
} Maodify the web parts on this

page.

New Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

View All Site Content
Vview all libraries and lists in
this site.

L @e o

Prototype

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Libraries

Lists
Site Permissions

Discussions Give people access to this site.

“ %

Site Settings
Access all settings for this site.

L: Recycle Bin

_‘];_1 All Site Content
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Browse From:

Installed Items ? il « Type

- Web Part Page
Filter By: ]

— Type: Page
All Types Categories: Blank & Custom
Library

& page which can display an
aggregation of information from other

List sources. Web part pages can display
Ipag.\3 >I 9 Page Web Part Page many types of data, including lists,
other web pages, search results or data
Site retrieved from other servers.

All Categories > 9
Blank & Custom
Collaboration
Communication
Content
Data
Meetings
Search
Tracking
web Databases

3.10) In the screen that appears, @Enter a title for this page.

3.11) Next, select a @site template, the @Layout Map, in the left-hand corner of the screen, will show
you where the web parts will be listed in whichever template you select.

3.12) Finally, select @Site Assets from the drop down menu, this will store this page in the Site Assets
library you just created:

Name
Name:
Type a file name for your Web Part Page. The file name appears in headings and links throughout P
ﬂr:site. veur ¢ o g . e 'FAM Citations I.aspx
[] overwrite if file already exists?
Layout
Choose a Layout Template:
Select a layout template to arrange Web Parts in zones on the page. Multiple Web Parts can be Header, Footer, 3 Columns
added to each zone. Spedific zones allow Web Parts to be stacked in a horizontal or vertical Full Page, Vertical
direction, which is ilustrated by differently colored Web Parts. If you do not add a Web Part to a Header, Left Column, Body
zone, the zone collapses (unless it has a fixed width) and the other zones expand to fill unused Header, Right Column, Body
space when you browse the Web Part Page. Header, Footer, 2 Columns, 4 Rows
Header, Footer, 4 Columns, Top Row
Left Column, Header, Footer, Top Row, 3 Columns
=| 0 Right Column, Header, Footer, Top Row, 3 Columns
| —|—
—
I |-
—
I
Save Location .
Document Library
Select the document library where you want the Web Part Page to be saved. Reoorts |
9 I Create I Cancel

3.13) After completing all of the fields, click on @Create. The page is now ready to edit.
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Web Parts

Web Parts are used to dynamically show the content of lists & libraries and to display rich text &

graphics on SharePoint sites and pages. Below are common web parts used by CA SharePoint Sites:

1) Documents Portal: Displays the content of a library or list from within the site. The data or doc-
uments can be filtered using views if necessary.

2) Content Editor: A rich text editable space that can be used to display print information such as

announcements, contact information, helpful links etc.
3) Calendars: Displays a list in calendar view to highlight important dates, such as holidays.

4) Graphics: Images or logos can be added throughout the site using web parts.

There are two areas where web parts can be created A) Site Homepages & B) Pages
To enable editing of web parts on a SharePoint site’s home page or page follow these steps:

3.14) With the homepage or site open, navigate to @Page > Edit Page:

Southgate, Jonathan A - E‘|
Site Actions » @  Browse ' _

2@ o o o B B

Edit Page Edit E-maila Alert Approve Reject  Workflows Edit Mobile Make Title Bar
- Properties » % Delete Page Link Me -~ Page - Homepage Properties
Edit Manage Share & Track Approval Waorkflow Page Actions
Libraries
Reports

Site Assets

Lists
Team Meetings

Item Tracking

3.15) The page is now editable; the page template determines where , web-parts can be added:

Web Parts on a Homepage Web Parts on a Page

souhges, Joraten A+ [ it Actions ~ ¥ owse

steadions @ prowse

B Qudvoba B 7. 00 ¢ ¥ 4 4

StopEditng it Emaila Alet Approve Reject Worflows ~EditMobile  Make  Title Bar

. i ; Stop Editing Edit E-maila Alet Approve Reject Workflows EditMobile Make  Title Bar

Popetis X Deeebage Lk e ot bneria ot . PrOpEmEvaDg\gtePagg link  Mee Page~  Homepage Properties

Edit Manage Share & Track Approval — Workflow Page Adions R .
Edit Manage Share & Track Approval Workflow Page Actions
Libraries
Reports e ] f [ Ful Page [l
Site Assets
Add a Web Part Add a Web Part
Add a Web Part

Lists
Team Megtings

Ttem Tracking
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3.16) Based on where you want a web part placed, click on the @Add a Web Part

Southgate, Jonathan A - E__|

Site Actions ~ Browse Page

= Bromors | (=) B ¢ @

Stop Editing o Edit E-maila Alert Approve Reject Workflows Edit Mobile Make Title Bar

- roperties - % Delete Page Link Me - Page~ Homepage Properties
Edit Manage Share & Track Approval Workflow Page Actions
Libraries
Left Right
Reports = 9
Site Assets
Add a Web Part Add a Web Part o
Lists

Team Meetings

Item Tracking

3.17) The following selection pane becomes visible at the top of the page:

Categories Web Parts About the Web Part
(=1 Lists and Libraries o Tl tem Tracking Item Tracking

3 Business Data 4 Reports

3 Content Rolup [ Site Assets

£ Defautt &4 site Phatos

3 Default Group
.3 Document Sets

[5] Team Mestings

Ex Fitters
3 Forms W
...... i Madia.and. Contant.. !
Upload a Web Part » Add Web Part tc:

Add | Cancel

3.18) Web Parts are organized by category; these are the three most common web-parts:

Category Web Part Description

Lists and Libraries | A selection of all lists and |A box that displays data from lists (including cal-

libraries present on the endars) and libraries. Data can be filtered by view
site within the web-part.
Media and Content |Content Editor An editable box that allows you to input rich text

(i.e. bold, italic, different fonts, hyperlinks, etc).

Media and Content |Image Viewer A box that can show any image stored in the Site

Assets library.

3.19) Next we will walk through the creation of three web-parts: A) List / B) Library / C) Text

Continues on the next page »
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A) List

The most common list displayed on web-parts are calendars. Below is a walkthrough to place a calendar
web-part on the homepage of your site.

3.20) From the opened Web-Part selection window, go to the @List and Libraries category and select a
Calendar List, in this example this list is called @Team Meetings, then click @Add:

Southgate

g . Jona

Site Actions ~ @l Browse

Versions 5
= o s B 3
%o Permissions = o

Stop Editing Edit E-maila Alert Approve Reject  Workflows Edit Mobile Make Title Bar

- Properties - % Delete Page Link Me ~ Page ~ Homepage Properties
Edit Manage Share & Track Approval Workflow Page Actions
Categories Web Parts About the Web Part
» I|:i| Listz and Libraries ? ﬂ ltem Tracking Team Meetings
3 Busziness Data [y Reports
& Content Rollup 4 Site Assets
C@ Defautt | site Photos

A Default Group IﬁTeamMeetings Ie

[ Document Sets

[_J Fitters

3 Forms W

[ Media and Cnntent

Upload a Web Part + Add Web Part tc:

e I Add I Cancel

3.21) The calendar list is now listed in the left web part column:

E Versions Q J ] %y ﬁ If yOU Want tO CUStOm'

9 Permissions

Stop Editing Edit E-maila Alert Approve Reject Workflows Edit Mobile Make Title Bar -
- Properties » X Delete Page Link Me » Page - Homepage Properties |Ze hOW the Calendar
Edit Manage Share & Track Approval Workflow Page Actions
Libraries displays on the page,
Reports Left
site assets click on the @arrow in
Add a Web Part
Lists the upper right-hand
Team Meetings Team Meetings 6 DIE
Item Tracking i
4+ (+ November, 2015 Minimize Corner Of the Web pa rt
Close
Discussions Sunday Monday Tuesday Wednesday Thursday F| % Delete and Select oEdit Web
1 2 3 4 5
a 53 Edit web Part
:_‘: Recycle Bin Connections Pa rt_
[ 4l site Content 4 Add
8 8 10 11 12 13 14
1:00 pm - 2:00 pr
Status Meeting
15 16 17 18 19 20 21
1:00 pm - 2:00 pr|
Status Meeting
2z 23 24 25 26 27 28
1:00 pm - 2:00 pr|
Status Meeting
29 30 1 2 3 4 5

1:00 pm - 2:00 pr|
Status Meeting
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3.22) The web part edit pane appears on the right hand side of the screen, below are the important op-

tions to take note of:

4 Team Meetings

List Views

»

You can edit the current view or select
another wview.

Selected View 6
| =Current view=

Edit the current wiew

Toolbar Type

|Full Toolbar

[Z] Appearance

Title e

ITearn Meetings

Height

Should the web Part hawve a fixed height?
O ves | |Pixels

(@) No. Adjust height to fit zone.

w.dth ......................................................................
Should the Web Part have a fixed width?
Ores | |Pixels

(@) No. Adjust width to fit zone.

Chrome State
() Minimized
(®) Normal

Chrome Type @

|Default

Layout

Advanced

O e [ 1D

B) Library

List Views

Selected View: Select a view for the list Al Events

Calendar
Current Events

selected automatically, in the case of a calen- LRI

from the drop-down menu. The default view is

dar list it is calendar.

Appearance (click + to expand this menu)
Title: Change how the web-part is labeled (note this does not
change the title of the list).

Default

MNone

Title and Border
Chrome Type: Select whether you want Title Only

. . Border Only
the title and border to display or not.

Selecting other options is not required for most web-parts.

After making all necessary changes, click @Apply, then @OK.

— A calendar web-part is now part of your page —

3.23) Click on @Add a Wed Part in the right-hand column, then go to the @List and Libraries category
and select a library, in this example the library is called €@Reports, then click @Add:

Right

o Add a Web Part

Left
Categories Web Parts About the Web Part
I ] Lists and Libraries I? ﬁ tem Tracking éjo rts
3 Business Data I “ 3 Reports I
3 Content Rollup 4 Site Assets
i Defaut Site Photos
[_d Default Group ﬁ'eammeetings
3 Document Sets
3 Fitters
3 Forms Lv]
"3 Media and Cnntent
A Wi .
Upload a Web Part ¥ Add Web Part tc:Inght.
e I Add Il Cancel
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3.24) The library web-part appears in the right-hand column:

Left Right
Add a Web Part Add a Web Part
Team Meetings Reports
4 [+ November, 2015 [] Type Name Modified —
Minimize
s M T W T F s ] Analysis 1 11/5/2015 9:36 AM Close
1 2 3 4 5 5 7 bl Analysis_2  11/5/2015 9:36 § - -
: Edit Web Part
'E Analysis_3 11/5/2015 9:36 A)
'E Analysis_4 11/5/2015 9:36 AM  |®| Southgate, Jonathan A
g > g il i i i IE_] Report_1 11/5/2015 10:15 AM |® Southgate, Jonathan A
1:00 pm - 2:C
Sistus Meetin IEJ Report_2 11/5/2015 9:36 AM M Southgate, Jonathan A
IEL] Report_3 11/5/2015 9:36 AM  |®| Southgate, Jenathan A
15 16 17 13 19 20 21
1:00 pm - 2:0 4p Add document
Status Meetin

If you want to customize how the library displays on the page, click on the @arrow in the upper right-
hand corner of the web part and select @Edit Web Part.

3.25) The web part edit pane is the same as it was for a list. Refer to page 35 for help modifying the
view and title. It is common to assign particular views to web-parts and rename the web-part to match
that filter. Below is an example:

Default settings Filtered to Office 3/ Project 2 & Renamed
Reports - Office 3 / Project 2 .
Type Name Modified Modified By . . .
u ] Type Name Modified Office Project
ﬂ Analysis_1 11/5/2015 9:36 AM | Southgate, Jonathan A
T Analysis 2 11/5/20159:36 AM @ Southgate, Jonathan A ] Report_1 11/5/2015 10:15 AM Office 3 Project 2
ff] Analysis 3 11/5/20159:36 AM (@ Southgate, Jonathan A prd Analysis_2  11/5/2015 3:36 AM  Office 3 Project 2
ﬂ Analysis_4 11/5/2015 9:36 AM (M Southgate, Jonathan A ﬂ Analysis_1 11/5/2015 9:36 AM  Office 3 Project 2
IEl_] Report_1 11/5/2015 10:15 AM |# Scuthgate, Jonathan A
@]  Report_2 11/5/2015 9:36 AM [ Southgate, Jonathan A i Add document
IEl_] Report_3 11/5/2015 9:36 AM | Southgate, Jonathan A
4F Add document
. . M from web X!
NOTE: Any changes made to a view for a list or SEge
|Ib|’ary W|” nOt automatlca”y tra nSfer to Web'pa rt L Switching to a different view removes changes you have made to this
. . 4 &% wview, and may disable Web Part connections that depend on columns
views. Every time you make a change to a web- in this view.
part view. SharePoint will remind you of this with
the following message:

If changes are made to a particular view, return to the web-part edit pane and select the view
again. After clicking Apply and OK the updated view will be visible through the web part.

— A library web-part is now part of your page —
CA/PPT/SITO



**c** 1229 Module 2: SharePoint Site Development 50

*

* Contents
b a5

C) Text

3.26) Click on @Add a Wed Part in the left-hand column, then scroll down the category list to the
@ Media and Content category and select € Content Editor, then click @Add:

Left

0 Add a Web Part

Categories Web Parts About the Web Part
[ Business Data A EI Content Editor ﬂ Content Editor
[ Content Rollup ] Image Viewer Allows authors to enter rich text content.
CA Default =] Wedia Web Part
[ Default Group & Page Viewer
[H Document Sets || Picture Library Slideshow Web Part
CA Fitters B sitverlight Web Part
[J Forms
el__] Media and Content | v
3 Quilook Web Access
Upload a Web Part = Add Web Part tc:ILEﬁI V]
e I Add I Cancel
Left

3.27) The content editor placeholder
appears in the column you selected. Add a Web Part

Click on @Click here to add new Comtont Editor
content to add content to the web- GI Click here to odd mow content
part:

Team Meetings

+« (% November, 2015

Editing Tools

Editing Toals 3.28) In the blank space provided,

Site Actions »

Brows P; F it Text . .

S Format Text || Insert type information that you want
= , Cut —— .. .
e Verdana -+ Bt - = & visible from the page. This may

opy
Pate ngo. B L Usbex, x ¥- A4 Q j include, helpful links, contact in-
Clipboard Font Link | Upload Web  Existing formatlon, etc.
Wire - File Part List
Reports Left From SharePaoint Web Parts To insert hyperlinks, type an ad-
Site Assets i -
e pese Ime Address dress, SharePoint should automat
. z ically create the link.
Lists
Team Meetings Content Editor . aps
Item Tracking Helpful links for Office 3: If nOtl na\”gate to @Edltlng TOOIS
waw.google.com > Insert > Link > From Address

Discussions intranet.state.goy| and type in the addreSS.
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Content Editor 0

Useful Links Minimize

3.28) To edit a content editor, click on the Arrow in
the upper right-hand corner of the web-part and se- Intranet: intranet.state.gov
IeCt Edlt Web Part: T5G: www.travel.state.gow

CA Web: http://intranet.ca.state.gov/ el 5} Edit Web Part I
Connections

Close
Delete

Export... o
3.29) The Content Editor edit pane appears on the right side of the 4 Content Editor i
screen. There are two important options to take note of. Both options are | =°nen Sditer °
found under the + Appearance section: e fie. type o URL
est Link
©OTitle: The title “content editor” is automatically assigned to a new ET| ,::Dearance
content editor web-part. Change the title in this field if necessary. Title 9
For this example, we will not show the title, so a change is not nec- Content Editor
essary. Height
Should the Web Part have a fixed height?
& Yes Pixels [=]
@ Chrome Type: This options allows you to control whether a bor- @ No. Adjust height to fit zone.
der and/Or title appear around the Web-part. FOr this example We Wldth ......................................................................
W|” Select “None". Should the Web Part have a fixed width?
& Yes Pixels [=]
. i @ Mo. Adjust width to fit zone.
3.30) After making necessary changes, click Apply, then OK. |
Chrome State
i Minimized
NOTE: Any changes to the appearance of borders / titles will not be visi- @ Normal
ble until you select Stop Editing in the upper left-hand corner. rar——— @ ----------------------
None E|
Layout
. . Adwvanced
— A Content Editor web-part is now part of your page —
[ Ok ][ Cancel ][ Apply ]

Moving Web Parts

3.31) Once a web-part is placed on a homepage or page, it can be moved around the page. There are

two methods for doing this:

[l La wout

1) Menu Options: Navigate to the editing pane of a web-part, then click
on the Layout menu option. Within the layout sub-menu there is an op-
tion to change the “zone”. This refers to the column that a web-part is

located in. The number and location of these columns is determined by
the template selected for the page. Homepages automatically have two

columns (or zones): right and left.

Continues on the next page »
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2) Drag & Drop: While in “edit mode”, web-parts can be dragged to new locations by clicking and hold-
ing the title bar of the web-part. Drag the web-part until a solid blue line is visible (this is where the

web-part will land if the mouse is released). The web-part is now moved:

Add a Web Part Add a Web Part
Content Editor T Office 3 / Project 2
Useful Links
[ntranst: intranet.state.gov [ Type Mame Medified Office Project
TSG: www.travel.state.gov @ Report_1 11/5/2015 10:15 AM Office 3 Project 2
CA Webs: http://intranet.ca.state.gov/ = Analysis_2 11/5/2015 9:36 AM  Office 3 Project 2

b Analysis_1 11/5/2015 9:36 AM  Office 3 Project 2

n

Office 3 / Project 2 dh Add document
[ Type MName Modified Office Project
[T Report_1 11/5/2015 10:15 AM Office 3 Project 2 Content Editor
m Analysis_2 11/5/2015 9:36 AM  Office 3 Project 2 Useful Links
m Analysis_1 11/5/2015 9:36 AM  Office 3 Project 2 Intranet: intranet.state.gov
4k Add document TSG: www.travel.state.gov

- CA Web: http://intranet.ca.state.gov/

— Content Editor w

Site Actions ~ @l Browse

3.32) After completing all web-part edits, close the ed-

| Versions

iting view by navigating to Page > Stop Editing: 5
%2 Permissions Q "1'&"

Edit E-maila Alert

We’ve completed a SharePoint Site, below is the home Properties - % Delete Page  Link  Me~

Manage Share & Track

page with web-parts, lists, libraries, and pages:

Southgate, Jonathan A - E_—

& v
Prototype 7 <
Ilikelt  Tags &
Motes
Protatype Search this site... P 2]
Libraries ) r ;
Team Meetings Office 2 / All Projects
Reports
Site Assets + (% November, 2015 [ Type Name Office Project
Sunday Monday Tuesday Wednesday Thursday Friday Saturday -E Analysis_4 Office 2 Project 1
Lists 1 2 3 4 5 6 7 ) Report_5 Hew Office 2 Project 2
Team Meetings
Ttem Tracking % Add document
] ] 8 3 10 1 12 13 14 o
Discussions 1:00 pm - 2:00 pr Office 3 / Project 2
Status Meet . .
i |:| Type Mame Office Project
4 Recycls|Bin 15 16 17 18 19 20 21 o] Report_1 Office 3 Project 2
2 an site Content
1:00 pm - 2:00 pr 'ﬂ Analysis_2 Office 3 Project 2
Status Meeting . X
'ﬂ Analysis_1 Office 3 Project 2
22 23 24 25 26 27 28 & Add document
1:00 pm - 2:00 pr
Status Meeting
Helpful Links:
29 30 1 2 3 4 5
1:00 pm - 2:00 pr CA Web: http://intranet.ca.state.gov/
Status Meeting CCD: https://cadata.ca.state.gov/ced/ced_logon.html
MIS: http://mis.ca.state.sbu/pages/home/agreement.aspx
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SharePoint Navigation

As we saw in Module 1, there are two primary areas for site links throughout a SharePoint site: The link

bar and side bar. Site designers have the ability to modify what is displayed on these lists. This
walkthrough will explain how to do this.

4.0) From the landing page for the site, navigate to @Site Actions > Site Settings.

4.1) In the window that appears, navigate to @Look and Feel > Navigation.

site Actions =
Erowse

= Edit Fage |
} Modify the web parts on this K]
page.
. -
New Document Library
{7 Createa place to store and I
share documents. Prototype | Project Team 1
New Site . . .
@ Create a site for a team or Libraries ) Users and Permis ™! I Look and Feel I
project. Reports L‘@ P;cple and ! \w T, gescription; and icon
R q Si Issions Tree view
gcretclﬂgﬁns-t-- ‘ Site Assets Site theme
—reate other types of pages, : Navigation
lists, libraries, and sites. Wi = Galleries d
. . Lists
I View All Site Content ." Look and Feel
"E View all libraries and lists in Team M [ . | ! - .
this site. e — Title, description, and icon
- . ) Tree view
Edit in SharEF‘c!nt Designer o Site Web Analytics reports
0 Create or edit ||5!:5r pages, and Site theme ;\te C;:IIEcticn Web Analytics
workflows, or adjust settings. Pages g :EDCFtS '
% Site Permissions g FAM Cit
= Give people access to this site.
L\_. peop Search and offline availability
- - = Sites and workspaces
o Site SEttIlll'Igs ] o thie < 4/ Recycle Bin Workflow settings
el GrEees Al SEnES e il Sl Q All site Content Term store management
— _ — 1 Searchable columns
A Recycle Bin Content and structure

4.2) In the window that appears there are several options available. We will focus on the @Navigation
Editing and Sorting section at the bottom of the page.

Global Navigation
=" © pisplay the same navigation items as the parent site

Specify the navigation items to display in glabal navigation for this Web site, This navigation is . -
shown at the top of e page In Mmost e Stes. D O N 0 l m od lfy T B oy S e I e e T e e S

[C] show subsites

Show pages

S
permissions T

this level of navigation:

Current Navigation

(@ Display the same navigation items as the parent site
Spedfy the navigation items to display in current navigation for this Web site. This navigation is | gt < .
Show on the stie of the page. I moss ich £1es, @ Display the current site, the navigation items below the
current site, and the current site’s siblings

@ Display only the navigation items below the current site

[C show subsites
Show pages

Maximum number of dynamic items to show within 20
this level of navigation:

Sorting

Navigation Editing and Sorting

Specify how subsites, pages, headings and naviggigadisePBe sorted when displayed in
navigation.

|Jse this section to reorder and modify the navigation items under this site. You can create, delete
and edit navigation links and headings. You can alsa move navigation items under headings and
Use ths section to reorder and modfy the navigation items under this it You can create, delete choose to display or hide pages and subsites.

nd edit navigation links and headings. You can also move navigation items under headings and
choose to display or hide pages and subsites.
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4.3) The editing panel of the Navigation Editing and Sorting section, allows you to define which links are
shown and hidden on the top and site navigation bars:

Global Navigation = Top Navigation Bar (these links are visible in all sub-sites under this site)

Current Navigation = Side Bar (these links are visible only in the current site)

e Site Actions ~

Add a Add
e '—"I Heading...|™ Link...

y Global Navigation

®, Project Team 1
[=5 Current Navigation |
[3 Libraries

& Reports

Prototype Project Team 1

#, Site Assets

CF Lists . .
8, Team Meetings \ e Folders under Current Navigation

& Item Tracking

Reports

£ Pages "l . correspond to the headers on the
8, FAM Citations side bar
Lists
Selected Item Team Meetings Folders under Global Navigation cor-

Title: Global Navigation IempEacking

URL:
Description: Pages tOp bar.
Type: [E} Container

respond to drop-down menus on the

FAM Citations

% Edit the title, URL, and description of the navigation item.

4.4) To add a new folder, select either Global

Navigation or Current Navigation, then click on

@ Add Heading. In the window that opens, enter Q[ = |
URL: Browse. ..
a eTltIe and CIiCk GOK: [ open link in new window
4.5) This creates a new folder under Global Navi- S
gation . Audience: ‘ &
| 3 Global Navigatiun|
8, Froject Team 1
m)> T3 External Links @ I oK ] | Cancel
4-6) C||Ck on the EXter‘na| LlnkS f0|der‘, and C||Ck % Edit the title, URL, and description of the navigation item.
@Add Link.
ITnHe: T5G Link I
Enter a name for the link in the @Title field, then gl—l“”’ T ———
enter the URL in the @URL field. Always check @ mp [Yopenikmren vinden
the ®Open Link in New Window option. e
Finally, click @)OK to build the link. suderce: | | m

m I OK ] [ Cancel
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4.7) A link to TSG now appears under the External Links folder, this translates to a link in a drop-down

menu on the top navigation bar:

=4 Global Navigation
®, FProject Team 1
||__',| External Links
[& TSG Link

Prototype = Project Team 1 | External Links ~|

| 7sG Link |

Libraries

4.8) Next, we will add a link to a page within the SharePoint site. Links to SharePoint pages are not au-

tomatically created, site designers must create these links.

4.9) Begin by creating a “Pages” header. Click on the @Current Move | Move g i % oo o A%

up Down = Edit. EE Heading...
Navigation header, then click @Add Heading. 2\ Global Nevigation

&, Project Team 1
4.10) In the pop-up window, name the field “Pages”, then click OK. A FrermElLnks

=4 Current Navigation
4.11) Click on the new @Pages folder, then click @Add Link. Jguﬂlc

Move

4.12) In the pop-up that appears, complete all of the fields as you up

=) Global Navigation
did for the TSG link for step (4.6), except for the "URL" field. & rree e
. B TSG Link
Instead do the following: % Current Nevigation

ibraries

. = L:-,g, Reports

1. Click @Browse B e

8, Team Meetings

2. Navigate to your site, then click on @Site Assets. _@?ﬁlmﬁki"g

2 2 Add a Add
= Edit... x Delete [ Heading...] ™ Link... e

3. Select the Page to be linked, in this example, @FAM Citations.

E5] Edit the title, URL, and description of the navigation item. » . ] . 2
B edudeste e g} Current Location: Site Assets at hitp:/fca.m.state. sbu/sites JPPTSRD/SPTrain fprototype Site Assets s
Title: 3
|# Upload All Documents
5
[CJopentink n new window b CPC * Type Name Madified Madified By Media Type
g > 4 Prototy q
R rorotype 0. 3] FAM Ciations 11/9/2015 5:28 AM Southgats, Jonsthan & Paas
- b ﬂltem Tracking
Audience: | & @ 4 £} Reports
4 -4 Site Assets 6
Qsite Photos
ﬂTeam Meetings
oK ] Cancel " )
» &4, Project Team 1
Location (URL): /sites/PPTSRD/SPTrain/prototype/Site Assets/FAM Citations.aspx

4.13) Click on @OK once you have selected the site element that will be linked.
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4.14) The link to “"FAM Citations” is now available on the side bar:

4 Current Navigation Libraries
[ Libraries Reports
&, Reports Site Assets
B Site Assets _
| Lists Lists

Team Meetings

B, Team Meetings e

&, Item Tracking

L4 F:'E|E|'555| Pages

| & FAM Citations | FAM Citations

4.15) Finally, there may be instances where you want to hide sites from the side bar. For example, you

4.16) To delete a link, select the @Link, then click @Delete. Move s Move g e[ W oo A, @ A

Up Crown M Heading... = Link...

may not want to have “Site Assets” available to all users.

4.17) The link is removed; if you return to the main page, the | Globaltavigation

®, Project Team 1

link to Site Assets is no longer visible: Libraries [ External Links
Reports ®, TSG Link
=4 Current Navigation
» : 3 Libraries
Lists 8, Reports

Team Meetings
Item Tracking [l Lists

®, Team Mestings

. Itemn Tracking
L3 Pages

&, FAM Citations

Pages

FaM Citations

— Site Navigation Section is complete —
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SharePoint Site Settings

In order to modify the URL, name, or banner image of a site, follow these steps:
5.0) From the landing page for the site, navigate to @Site Actions > Site Settings.

5.1) In the window that appears, navigate to @Look and Feel > Title, description, and icon.

Site Actions ~

Browse

= Edit Page
} Modify the web parts on this
page.
MNew Document Library
D Create a place to store and
share documents. Prototype | Project Team 1
MNew Site . . .
Create a site for & team or Libraries ) Users and Permissions Look and Feel
0 project. Reports U@ PI_ECIL“E anf:l groups \w itle, description, and icon
. d Site permp Tree view
More Cptllfns- - ; Site Assets Site theme
Create other types of pages, X Navigation
lists, libraries, and sites. = Galleries d
. . Lists
=In View All Site Content : Loak and Feel = .. -lte Aclions
"E’ view all libraries and lists in 1 Team M l k |. I e d — T [ - 4f  Manage site fg s
this site. 3 Ttem Tr: w Title, description, and icon Reset tgw® definition
Edit in SharePoint Designer Tr_’EE view %t \‘“;E'i:;irt‘cs N
Create or edit lists, pages, and Site theme ;'t C llection Web '|:> lyti
workflows, or adjust settings. Pages Mawigation :;:m: ection Web Analytics
@ Site Permissicns FAM Cit:
= Give people access to this site. - - |
L\_. peop Search and offline availability
e S = A e Bi Sites and workspaces
- ite Settings 4/ Recycle Bin , . -
458 Access all gettings for this site . ’ Workflow settings
&) __T] All Site Content Term store management
— . m— Searchable columns
Al Recycle Bin Content and structure

5.2) In the window that appears there are several options available:

Title and Description

Type a tile and description for your Web site. The title is displayed on each page in the
site, The description is displayed on the home page.

Logo URL and Description

Associate a logo with this site by entering the URL to an image file (recommended size: 60
% 60 pixels). Add an optional description for the image. Mote: If the file location has a local
relative address, for example, /_layouts/images logo.gif, you must copy the graphics file
to that location on each front-end Web server.

Web sSite Address

Users can navigate to your site by typing the Web site address (URL) into their browser.
‘You can enter the last part of the address. You should keep it shart and easy to
remember,

For example, http:/fca.m.state.sbu/sites/PPTSRD /SPTrain/sitename

Title:
CPC Prototype]
Description:
z
URL:

http://ca.m.state.sbu/_layouts/images/310/=s
Click here to test

Enter a description (used as alternative text for the picture):

http://ca.m.state.sbu/_layouts/images/51 =
Ofstate_banner.jpg

URL name:
http://ca.m.state.sbu/sites/PPTSRD/SPTrain/ prototype

NOTE: Place your logo image in the Site Assets folder and link to it directly.
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