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Introduction

Copyright and Usage

This document has been created by the Computer Information Agency (www.ciaops.com) and

is copyright. You are however free to distribute this document to third parties only in its
entirety and without modification. For information about using all or part of this document
aside from this please contact director@ciaops.com.

Donation

This document is provided free of charge however significant time and effort is involved in
making it available. If you have found the information contained within useful you are asked to
make a donation via http://donation.ciaops.com. Any contribution, no matter what size, is used

to help us improve the quality and quantity of our offerings.
Format

Words that are displayed with an underline can be found at the glossary at the end of the
document.

Terms

This document from the Computer Information Agency is provided as is. Every effort has been
made by the author to ensure that information provided is correct however this cannot be
guaranteed.

By using this document you hereby assume full responsibility for any risk to computer systems,
now and forever arising out of, or related to the use of this document on any computer system.

Feedback

Any feedback, corrections or suggestions concerning this document can be addressed to
director@ciaops.com. For further information about the creator of this document please see
the About section at the end.

Advertisement

The Windows SharePoint Operations Guide (http://www.wssops.com) will help the IT Professional
install, configure and maintain Windows SharePoint in a variety of environments. Since the product is
subscription based you always get access to the latest SharePoint information in a clear and concise manner. For
the price of a few hours of work you can have access to an ever growing library of SharePoint knowledge. It will
not only save you time and money but help you generate more revenue by teaching you about the fastest
growing Microsoft technology. Sign up today and start reaping the benefits.
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Summary

The Shared Documents area in SharePoint is called a Document library. In here you can
generally store any sort of file you wish including things like documents and spreadsheets
(although some executable files like .exe or .bat maybe blocked by default).

This paper will cover the following topics:

1. Uploading a single document via a web browser
2. Uploading multiple documents via a web browser
3. Uploading documents via mapped drives

A video presentation of this documentation can be found at

http://www.youtube.com/watch?v=JZYRbbPp4Es

which is part of the YouTube channel

http://www.youtube.com/user/directorciaops

that contains many more SharePoint how videos.
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Uploading a single document via a web browser

To upload a single document click on the Upload button from the menu bar of the Document
Library.

{.- Shared Documents - Windows Internet Explorer

PR |§| hiktpf feompanyweb) Shared % 2000cuments Forms) Alllkems, aspo: j |“f| | A | If;" Live Search |P '|
{} Faviotites | {;‘5 @ Suggested Sikes = @ | Web Slice Gallery =

?Shared Documents | | & - > [ @ -~ Page ~ Safety » Tools - @v

Companyweb

Welcome Robert * | @ ;I
#@# companyweb [This List =] | 2]

Site Actions ~

[Q Companyweb > Shared Documents

Shared Documents

Wiew All Site Content Share a document with the team by adding it ko this document library,
Documents Mew *

Upload = Ackions = Settings = Yiew:  All Documents -

® Shared Documents Modified (O Modified By

yohared Documents” document library, To create a new item, click "Mew" or “Upload” above,

* Fax Center There are no ikems ko show

Lists
= Calendar
= Tasks

Discussions

= Team Discussion

Sites

= Archived E-Mails

Pictures
= Photos
People and Groups

5] Recycle Bin

Pnne l_ l_ l_ l_ l_ ’_mlﬂ Laocal intranet | Praotected Made: OFF #h - | 00 -

You should now see a screen like:
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/= Upload Document - Windows Internet Explorer | _ 5] <]
m = [&] hitp:fcompanyweb,_layouts{Upload, aspciList=", 7EEBSEFA1 (% 2025042047 33% 2DAFEE % 20661 38CE05 70 [ | |m \ﬂ |82 Live search |2~

{;-' Favorites | {g @ Suggested Sites ~ @ | Web Slice Gallary -

e Upload Document | |

ﬁ - - [ @ ~ Page v Safety » Tools = @v
‘Welcome Robert + | ;'I

Companyweb
## companyweb

| | Home | Site Actions -

Companyweb > Shared Documents = Upload Document

Upload Document: Shared Documents

Upload Document Marne:

¥ crvervrite existing files

Browse ta the document vou intend ko upload.

Browse...

Cancel |

Click
Browse

'Done

’7 ,7 ,7 ,7 ,7 ,7 @ |G.'; Local intranet | Protected Made: Off

Ca v |00 - J

If you click the Browse button you can navigate to any file on your local system like so:
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{. Upload Document - Windows Internet Explorer

{;' Favarites | {!‘g ? Suggested Sites » @ | Web Slice Gallery

w |&] http:/jcompanyweb/_layouts/Upload, aso?Lis:=%7BEBSBFA1 C%20250A%:2047 3% 2DAFEE 20661 38C80570F 7| | 4| | X | |& Live Search

28

{& Upload Dacument | | - - [ me - Page~ Safety - Tools - (@~

Companyweb welcome Robert ~ | (@ ;I
¥ Choose File to Upload
ﬁ Companyweb {2 Choose File to Uploa

E m IE - Robert Crane » Documents [*4] ISearch

Site Actions ~

Gemp Organize v 1= Wiews ¥ | New Folder
Up Favorite Links Nan?e - |v| Diate aodwfied |v| Twpe |v| Size |v| Tac
|_iSharePoint SPS_che,,, 28/03/2003 9:53,.. DOCFile 71 KB
B Deskiop || SharePointMesting', .. 25/03(2009 1:06.,, PPTFile 451 KB get
Uplc ﬁ Computer | Transform Your Busi,.,  5/11/2003 3:08 PM  PDF File 1,082 KB
Bro% [ Documents [ wssaps 27/04{2009 540, PEG Image TRE T Browse |
E| Pictures
B Music
|4/ Recently Changed
E Searches K Cancel
| Public

Folders LI
b JanFies ) |
Select desired file Oen -] _ Corcel |

and press Open
button

4

|Dane [T [ [ [ [ [& Loralintranet | Protected Mode: OFF R 4

After selecting the file to be uploaded and pressing the Open button the location of that file will
be transferred to the Name field in the SharePoint site.

www.ciaops.com 2010 7/04/2010 10:25 AM



ﬂ_'Upload Document - Windows Internet Explorer =

% = | ] hitp:{fcompanywebf_layouts/Upload. aspx?List=": FBEBSEFAL C%2D250A%, 2047 39% 2DAFEE % 2D66 1 36CE0570F 7| |2 | |£| &2 Live search

28
i':? Favorites | i;“g e Suggested Skes v @ | b Slice Gallery ~
(& Upload Document | | & h _ @ v Page = Gafety - Tools - @'
Comparryweh
ﬁ Companyweb

wielcoms Robert - | (@) =

Companyweb = Shared Documents = Upload Document
Upload Document: Shared Documents

Upload Document

Mame:
Browse to the document you inkend to upload,

IC:\Users\robar’t\Documents\SharePoint Browse... |

¥ overwrice existing files

oK Cancel

Press OK to
upload

IDone

’_ ’_ ’_ ’_ ’_ ’_ m €& Local intranet | Protected Mode: OFf

a v | E00% - 4

To upload the selected document to the Shared Documents area of SharePoint, simply press the
OK button.
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Zf"Shared Documents - Windows Internet Explorer [_[=[=]
@: L |g http:/fcompanyweb/Shared: 2000cuments /Forms/ Allltems, aspe j *9 || X Il'?" Live Search R |-

{\f Favorites | 1;3 & Suggested Sites ~ € | ‘eb Slice Gallary ~

J& shared Documents | | fi - B - () m - Page~ Safety - Took - @~
Companyweb Wielcome Robert + | (@) ;I
@4 companyweb [This List =] | 2]
e

Companyweb = Shared Documents

|
EET Shared Documents

Wiew All Site Cantent Share a document with the team by adding it to this document library.

Documents Mew ~ Upload = | Actions ~ Settings - Yiew:  All Documents -
= Shared Documents Type  Mame Modified Modified By

0 (s @y W] SharePoint 5PS_cheat_sheet_1 1rew 6/15/2003 2:38 PM Rabert

Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= archived E-Mals
Pictures

= Photos

People and Groups

] Recycle Bin

New document

now in library

=
Done [T [ [ [ [% Loralintranet | Protected Mode: oFf ch v | o0 - A"

You should now see the document you selected appear in the list for the Document Library. In
this case, a Word document has been uploaded and the Word icon appears at the beginning of
the line to indicate the document type.

You can repeat this process of selecting Upload in a Document Library, then pressing the
Browse button and locating the desired file and finally selecting OK to upload documents.

Uploading Multiple Documents via a web browser

SharePoint supports the ability to upload multiple documents, however it only does so on
machines that have Microsoft Office installed. This means that unless you have Microsoft Office
installed on the machine from which you plan to upload multiple documents to SharePoint that
functionality will not be available.

If you access a SharePoint Document Library from a machine without Microsoft Office installed
and select the pull down arrow next to Upload from the menu you will only see one menu
option like so:
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Documents
Mew = | Upload = Actions = Settings -
Type Ma g Upload Document [
) k4 Upload a docurnent From wour
- 1-ia j computer bo this library, F

However, if you repeat the process using a machine that has Microsoft Office installed you will
see two menu options like so:

Documents

New ~ Upioad." Actions ~ Settings ~
Upload Document It

. ? Upload a document from your
R M A ‘;o'r‘;u:;r to this library. k
w 20 ? . Upload Multiple Documents for
h n

) n Up abpie documents from your
er to this ibra

I 'l

Use the Upload multiple documents so you can transfer your documents by simply selecting the
files required and pressing the OK button.

To do this click the Upload multiple document option from the menu after clicking on the arrow
to the right of Upload to reveal the drop down menu.

Documents Click arrow to

reveal menu

Na Upload Document

Upload a docume
s 4 ") | computer to this library.
- . 2 y
P 200 . Upload Multiple Documents o
T /B Upload muitiple documents from your
'.—_:ﬂ this librar

Prepain che: S
computer to

You should then see a window like shown below where you can simply navigate to the files that
you wish to upload onto your system that reside on your local workstation and press the OK
button to commence the upload.
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Upload Document: Documents

Upload Document

%] Querari .
Browse to the document you intend to upload. Overwrite existing files

= [ Desktop Mame Size | Modified
= 1§ My Cormnputer O [ cping tat 1KE 26/03/2007 10:28 PM
#-J Live Mesh Folders [Btestp bat TKE  21/03/2007 10:44 Ph

+2) My Documents
+2) Shared Documents
- 3% Floppy [&)
+ < Local Disk [C:)

+ i Audio CO (D)

%24 MICROSOFT_DWDA (E] .

+] ae Extra [F:] CheCk Wh|Ch

+] e Local Dizk [M:)

+-age Local Dizk [M:)
+- W My Network Places
#-{_) Mw Documents

files to upload

Simply use the navigation pane on the left to locate the directories from which you wish to
upload file from your local machine. Once you have located the directory and opened it for
viewing, simply click in the box next to the required entry on the list of files that appear on the
right of the screen.

By default, the option to Overwrite existing files will be enabled. This can be disabled by
unchecking the option in the top right of the screen.

When you have completed making all your selections simply press the OK button to commence
the transfer. The time taken to transfer the files will vary depending on the total size of the files
you wish transferred.

When the transfer process is complete you will be returned to the Document Library.

Uploading documents via mapped drives

The first step in the process is map a drive on your local computer that refers to the SharePoint
site. From there you can use this mapped location as you would any other drive on your
system, for example to simply drag and drop files between the locations.

The method of setting up a mapped drive varies slightly between versions of Windows.

Uploading documents via network places in Windows XP

This section will cover how to create a standard Windows XP network place that points to a
SharePoint Document Library. You will need access to a local workstation and need to know the
address (URL) of the SharePoint Document Library you wish to directly map to.
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Robert Crane

/A Internet u My Documents
Internet Explorer
i b My Recent Documents »

— <
I-L‘:I E_mallf fi loak
L) Microsoft Office Outlook 55
Micrasoft Office Outloa L«OJ My Pictures

\, MSH [ My Music

@ ‘Windows Media Player
‘3 Windows Messenger

Select My
Network Places

@ Tour Windows XP @, Set Program Access and
Defaults

P Files and Settings Transfer f' ; Printers and Faxes

L Wizard

7 ol
1!25 Microsoft Office Word 2007 | &) Hele and Support
p Search

all Programs D 7~ Run...

@' Log OFff @ Shut Down

id start {7 Wik - Windows Inter. .. (& Test: wiki - Microsoft ... | ([ Microsoft Word @y, % zozPM

On a local workstation running Windows XP select the option My Network Places from the
Start menu after logging in as the required user.
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g My Network Places
File Edit Wiew Favarites Tools  Help #

O Back. .'\-) L% p Search F[\:“ Folders -

Address 58 My Metwork Places

The Internet

Metwork Tasks

L Add anetwork place

‘; Wi nebwork conneckio

.;;2 Sek up a wireless network,
Faor a harne ar small office

@ Search Active Directary

~ Show icons far nefwarked
UPrP devices

Select Add a
network place

Other Places

[E Deskiap
@ Ertire Network

'a My Computer

My Docurnents
L2y Printers and Faxes

Details

1@ Wicrosoft word ¥ My Network Pl EM = @, 202 PM

Select the option to Add a Network Place located at the top left of the screen.
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[
T
) ) D) -
-7 \_/I lm: 7 Search e Folders
Address g My B = . 3 ,_) &
Add Network Place Wizard =
Welcome to the Add Network Place
Wizard
This wizard helps you sign up for a zervice that offers online storage space.
'ou can uge thiz space to store, organize, and share pour docurments and
pictures using only a *eb browser and Internet connection.
ou can alzo use thiz wizard bo create a shorbcut to a'web site, an FTP site,
or other network location.
To contitue, click Next.
MHext » ] ’ Cancel ]
1@ Microsaft... | % My Netw, .. B &dd Met... EM 2:03 PM

In this case click Next to continue with the wizard.
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. ] My Metwork Places
File Edit Wiew Favorites Tools  Help #

O Back. 'O @ p Search FET Folders -

Add Network Place Wizard

Mek kT R
etwork 19 ‘Where do you want to create this network place?

& Addan

‘; Wiew nel

.,—_f, Sek up o Select a service provider. IF you da not have a membership with the provider pou select, the wizard will help
Far a ho you create an account. Tojust create a shorteut, click "Choose another netwaork location."

@ Search 4 Service providers:
Shiow ic

netwark location, or FTP site

@ Ertire N

'a My Com|
My Doy
£y Printers

[ < Back JL Mext > J[ Cancel J

2:03 PM

Click Next again to continue.
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. ] My Metwork Places
File Edit Wiew Favorites Tools  Help ﬂ’

O Back. -\) Iﬁ p Search ﬁ::’ Folders -

Add Network Place Wizard

Network T3 What is the address of this network place? m
& Addan “-&

‘f_ Wiew nel

.;'f, Sek up o Type the address of the Web site, FTP site, or netwark location that this shorteut will open.
far a hao

@ Search 4

@ Shiow ic Internet or network. address:

http: //companweb/shared documents b | ,_ Browse...

Wiew ome edamples.

@ Ertire N

9 My Con Enter
My Docy SharePoint Site

£y Printers

address

[ < Back ]L Mext > J[ Cancel ]

1@ Microsoft. . T By Metw, . B Add et EM | Lk B, 30 2i3Pm

Enter the address of the SharePoint Document Library, in this case http://companyweb/shared
documents.

Press Next to continue.
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. ] My Metwork Places
File Edit Wiew Favorites Tools  Help #

O Back. .'\-) L% p Search F[\:“ Folders -

Add Network Place Wizard

Network T3 ‘What do you want to name this place? m
& Addan “-&

‘; Wiew nel

.;'f, Setup & Create a name for this shartcut that will help you easily identity this netwaork, place:
for a ho
@ S 4 http: /fcompanyweb/shared docunents.

 Shaw ic
UPrP de}  Type a name for this network place:

red documents on companywe

@ Ertire N

'a My Com|
My Doy
£y Printers

[ < Back " Mext > ][ Cancel ]

1@ Microsoft. . T By Metw, . B Add et EN | L@, 3 2:03PM

Provide a descriptive name for the new network place, in this case ‘shared documents on
companyweb’.
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\_/:I \_/] l$ /_‘J Search i Folders -

Add Network Place Wizard E3

Completing the Add Network Place
Wizard

'ou have successfully created this netwark place:

zhared documents on comparywet

A shortcut for this place will appear in My Metwark Places,

Open this network, place when | click Finish,

To cloze this wizard, click Finish.

Finizh ] ’ Cancel ]

UM Microsaft... | % My Mebw..  mE Addnet.. EN

Leave the Open this network place when | click Finish checked.

Press the Finish button to complete the process.
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=
2 shared documents on companyweb

File Edit Wiew Favarites Tools  Help

O Back. O @ ,O Search rE Folders -

Address @? ‘icompanywebishared documents v| d &

sharepaoint - busingss, docx

File and Folder Tasks Microsoft CFfice Ward Document

S35 KB
=3 Make a new Falder
@ Publish this folder ko the B sharepoint-tech-primer, docx six secrets.docx
weh E Microsoft Office Word Document Microsoft Office Word Document
1,551 KB 34 KB
Other Places
ﬁa 1y Mebwork Places
B My Docurnents
9 My Computer
Details
g Te - Mic... 'ﬁ Microsaft Wiord & 2 WwindowsE..., = EN :: g 4 "' 2:04 PM

The network place should now be displayed and it should display the files in the SharePoint
Document Library.
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41

-0

Microsoft Word -
3E3F
Look in: |§g My Metwiork Places v| @ -3 X CuiE-

o Trusted ﬁEntire Metwark
Templates || ry wieh Sikes on MSN

@ Iy Recent ! shared documents on companyweb
Documents

@' Deskkop

aw

Documents

o

Compuker

g Iy Mekwork,
Flaces

File narne: | w |

Files of bype: |.°.II Word Documents (*,.docx; * . docm; *.dotx; *.datm; *,doc; *.dat; *.hkmg * html; *etF; * mbk; *.r V|

—

Tools -

Open H[ Cancel ]

|

Words: 0 |
—_——
g Start

{2 Wiki - Windows Irier. . & Test: Wiki - Microsoft ...

Now, when you use any application you can navigate to the network place you just created that
points to the SharePoint Document Library just like any other file location.
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®% shared documents on companyweh r-_”ElEl
File Edit Wiew Favarites Tools  Help 'l';'
. \ ) =, >
@ Back. < 11: Pl ) Search ‘ [jL Falders
Address |;_<;' ‘\companyweb!shared documents A Go
Folders & Li‘_*—‘ sharepoint - business, docx
@ Desktop Farmis = Microsoft Office Word Docurment
S35 KB
f:; My Dacuments
= T; M_’f Compuker F sharepoint-tech-primer, docx F six secrets, docy
\5 314 Floppy (A =X Microsoft Office Waord Document 5550 Microsoft Cffice Word Document
- Local Disk (iZ:) 1,551 KB 34 KB

(= PI_YER_Z_0_REV_D (D:)
[@F contral Panel
= g My Mebwork, Places
ﬁ Entire Mekwork,
@ my wieb Sites on MSK
= ;_;’ shared documents on companyweb
[C5) Forms
3} Recycle Bin

B% shared docum... EM | Cu B, 30 2ePM

If you use Windows Explorer you should also be able to browse to this location under My
Network Places. The ability to create and edit documents here is determined by the user rights
within the SharePoint site.

Uploading a document via network places in Windows 7 or Vista

Windows 7 and Vista provide the ability to map directly to a SharePoint site without the need
to create a network place. To do this firstly launch Windows Explorer which is normally the
folder icon just to the right of the start button as shown below.

Windows Explorer

Click
Windows

Explorer
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! iUv|ﬁ b Libraries »

Organize - Mew library

i Favorites
B Desktop
& Downloads
=l Recent Places
.. Program Files (x86)

. Libraries
@ Documents

J" Music
[ Pictures
E Videos

1M Computer

'?j Metwork

Libraries
Open a library to see your file

—
[ Documents

_ﬁ_‘_}y Library

m Videos
e Library

22

Once Windows Explorer has launched select Computer from the window on the left.
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G

Organize =

4 7 Favorites
Bl Desktop
4 Downloads
| Recent Places
.. Program Files (x86)

Systern properties

Uninstall er change a program

4 Hard Disk Drives (1)

Local Disk (C:)

==
115 GB free of 126 GB

4 Devices with Removable Storage (2)

Map network drive

Open Control Panel

Click

Map network
drive

i /M Computer

[ ‘?ﬂ Metwork

;Q n{

4 | - Libraries Floppy Disk Drive (A:)
[+ @ Documents B
b gt Music 4 Dther (5)
I Pict
= I e C on CLADOS0
; E Videos System Folder

F on CIADDSO
Systern Folder

— DVD Drive (D O
0 bytes free of 532 MB
UDF

[ on CIADOSO
System Folder

M on CIADOSO
Systern Folder

Upon selecting computer you should see all the drives that are available on your local
computer. You will also notice a menu bar appear just below the address bar at the top of the
window. One of these items is Map a network drive. Click here to proceed.
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@Qvl;?- » Computer »

Organize + System properties Uninstall or change a program Map netwerk drive Open Control Panel
i Favorites 4 Hard Disk Drives (1)
B Desktop | aral Dick (")

- |¢f | | Search Co

& Downloads @,

:
=l Recent Places

| Program Files (@6) 4 Dg

- Libraries =
3 Documents
J‘ Music 4 Of
= Pictures
B videos L=
gl
1M Computer
L=
o

?ﬂ Network

l\‘:jl % Map Metwork Drive

What network folder would you like to map?

Specify the drive letter for the connection and the fg

Drive:

Falder:

z

Select

Drive letter

Example: Viserverishare
Reconnect at logon

[ Connect using different credentials

Connect to a Web site that wou can wse to store wour docurments and pictures,

- Browyse..,

Finish

A Map Network Drive window will now appear asking you to select a drive letter and a folder. If
select the arrow to the right of the drive you can any drive letter.

Into the folder area you will need to type the address (URL) of your SharePoint site or
SharePoint Document Library like shown below.
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Organize *

W Favorites
Bl Desktop
4 Downloads
£ Recent Places

. Program Files (x86) 4

- Libraries
3 Documents
& Music 4
= Pictures

B Videos

1M Computer

E‘; MNetwork

@ka‘i » Computer »

System properties

Uninstall or change a program

4 Hard Disk Drives (1)
| neal Disk ()

Map network drive

Open Centrol Panel

v|4?|

search Lo

5\;} % Map Metwork Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you wwant to connect to:

Drive:

Falder:

-

http://supparbweb, ciaops.net.aus|

Example: Wservertshare
[ Reconnect at logon
[7] Connect using different credentia

Connect to a Mifeb site that wou can use to stare yo

- Browse...

Enter site

[ Finish ][ Cancel ]

You can also choose whether you wish to have this drive reconnect at login and whether you
wish to access this location with a different set of credentials that you are currently using on
your network. If you are planning to continue to use this SharePoint location it is recommended
that you check the box Reconnect at logon.

When you have made your selections press the Finish button.
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@QVLE- » Computer » - | 5 | | Search Con
Organize * System properties Uninstall or change a program Map network drive Open Control Panel
i Favorites 4 Windows Security @
B Desktop Connect to supportweb.ciaops.net.au
# Downloads Connecting to supportweb.ciaops.net.au @

=] Recent Places
 Program Files (x86) 4

—— “_Isername |

ﬁ_Libl’El’iES |\:\ Passwvard |

| DDCITII’T'IEI"ItS | Domain: robert-PC I ta connect to:

J’ Music 4 [T Remember my credentials

[ Pictures

B videos

or) [omen ]

1% Computer = Exarnple: Viserverishare

. o [¥]Reconnect atlogon
€ Network

[T] Connect using different credentials

Connectto aYWieb site thatwou can use to store wour documents and pictures,

[ Finish ][ Cancel

If the SharePoint location you connecting to requires a password you will be prompted for one

now.

Simply enter the login details you have been provided for this SharePoint site and check the
Remember my credentials checkbox if you plan to use this location regularly.

Press the OK button to continue.
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Organize « Mew folder

M Computer
&, Local Disk (C3)
DVD Drive (D:) OFFICEL2

| blog

. Book Reviews

. Brochures

. default

. General Knowledge Base
, images

J Lists

. Logos

,m

. satemps

| server

| Shared Documents
, Site FAQs

. Videos

G ~TARNEN

5 DavWWWRoot (\\supportweb.ciaops.net.au) (£:)

~

m

L
l\,.../'”\._/'l |'-15' » Computer » DavWWWRoot (\\supportweb.ciaops.net.au) (Z:] »

MName

, blog

. Book Reviews

. Brochures

. default

. General Knowledge Base
, images

. Lists

| Legos

. m

. satemps

| server

. Shared Documents
, Site FAQs

) Videos
default.aspx

—

- |L’ | | Search Day

Date modified Type

18/11/2009 1:57 PM  File folder
29/07,200910:34 ...  File folder
21/03/2007 3:44 PM  File folder
11/02/2007 &:36 PM  File folder
7/05/2009 9:59 AM  File folder
22/11/2006 9:29 PM  File folder
7/10/2007 1224 PM  File folder
21/03/2007 2:40 PM  File folder
22/11/2006 3:33 PM  File folder
11/02/2007 6:37 PM  File folder
11/02/2007 6:38 PM  File folder
22/11/2009 824 AM  File folder
7/10/2007 12:24 PM  File folder
25/02/2009 3:46 PM  File folder
22/11/2006 3:33 PM  ASPX File

The mapping process should now be complete and you will see the SharePoint location

displayed as a drive under your Computer on the left hand side window. In the title for the drive

you will see the drive letter you selected previously (in this case Z:) and the SharePoint site (in

this case supportweb.ciaops.net.au).

If you expand this location you will see any other SharePoint resources that this mapping now

has access to.

Now that you have successfully mapped a network drive to a SharePoint location you can easily

drag and drop files between your local machine and the SharePoint site. You can also work

directly with SharePoint files in this drive from any application you have on your local machine.
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Glossary

Document Library — A component of Microsoft SharePoint. This a location in which you can store a
range of files much like a folder on a network server. A SharePoint Document Library however has a
number of additional features such as version control and check in, check out to name just a few.

http://sharepoint.microsoft.com.

SharePoint — Is available from Microsoft in two versions Microsoft Office SharePoint Server (MOSS) and
Windows SharePoint Services (WSS). SharePoint provides many collaboration capabilities including
document versioning and approval, wikis, blogs, survey and project management via a graphical
interface. SharePoint can be usually be installed on any Microsoft Windows Server. More information is
available at http://sharepoint.microsoft.com.
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Additional resources

From the CIAOPS

SharePoint Guide - http://www.wssops.com

e Windows SharePoint Operations Guide Linkedin Group -
http://www.linkedin.com/e/vgh/1922207/

e Windows SharePoint Operations Guide on Facebook -
http://www.facebook.com/pages/Windows-SharePoint-Operations-
Guide/167213188332

Public SharePoint site - http://supportweb.ciaops.net.au

Presentations and Documents - http://www.slideshare.net/directorcia

Robert Crane’s blog — http://supportweb.ciaops.net.au/blog

Videos

® http://www.youtube.com/user/saturnalliance

® http://www.youtube.com/user/directorciaops

Commercial internet SharePoint sites

www.ferrari.com

www.hawaiianair.com

http://www.carlsberggroup.com

SharePoint product information

Microsoft SharePoint - http://www.microsoft.com/sharepoint/default.mspx

SharePoint product comparisons - http://office.microsoft.com/en-
us/sharepointtechnology/FX101758691033.aspx

Which SharePoint Technology is right for you? - http://office.microsoft.com/en-
us/sharepointtechnology/FX101758691033.aspx?ofcresset=1

Microsoft Search Server Express - http://www.microsoft.com/searchserver

Microsoft SharePoint Services 3.0 Help and How to - http://office.microsoft.com/en-
gb/sharepointtechnology/FX101494691033.aspx
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Tour a Windows SharePoint Services 3.0 site - http://office.microsoft.com/en-
us/sharepointtechnology/HA102055631033.aspx

Windows SharePoint Services 3.0 Overview - http://technet.microsoft.com/en-
us/windowsserver/sharepoint/bb684453.aspx

Windows SharePoint Services v3.0 vs Microsoft Office SharePoint Server 2007 -
http://dotnetaddict.dotnetdevelopersjournal.com/moss vs wss.htm

Case Studies

Ferrari Case Study -
http://www.microsoft.com/casestudies/Case Study Detail.aspx?CaseStudylD=4000004987

Pfizer Boosts Efficiency by 15 Percent with Easy to Use, Shared Note-Taking Program -
http://www.microsoft.com/casestudies/Case Study Detail.aspx?casestudyid=4000004505

Benefits

Five ways SharePoint can save you money -
http://www.microsoft.com/downloads/details.aspx?displaylang=en&FamilylD=6c9db923-139c-
4d0c-8111-a6b8c9478clb

Top 10 Benefits of Windows SharePoint Services 3.0- http://technet.microsoft.com/en-
us/windowsserver/sharepoint/bb684456.aspx
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About

Author - Robert Crane BE MBA MCP

Robert has a degree in Electrical Engineering as well as Masters of Business Administration. He is also a
Small Business Specialist and Microsoft Certified SharePoint Professional. Robert has over 15 years of IT
experience in a variety of fields and positions, including working on Wall St in New York. He was the co-
founder of Saturn Alliance an IT systems integration business in Sydney, Australia. He continues his
involvement with information technology as the Principal of the Computer Information Agency. Apart
from resolving client technical issues, Robert continues to present at seminars and write on a number
for topics for the Computer Information Agency. Robert can be contacted via director@ciaops.com.

Company - Computer Information Agency ( www.ciaops.com)

Founded in 1995, the Computer Information Agency is a specialized technology consultancy in Sydney,
Australia that focuses on assisting businesses and individuals improve their productivity using
technology and smart business practices. The Computer Information Agency has high levels of
experience in technologies such as Windows Servers, including Small Business Server, and desktop
applications such as Outlook, Word, Excel and OneNote.

With special emphasis placed on the business benefits of technology the Computer Information Agency
is unigue in its ability to work with companies to improve and streamline their processes utilizing the
technology they already have in place. The focus is on providing an improved end result for the business
which in the long run leads to greater productivity and profitability. More information about the
Computer Information Agency can be found at http://www.ciaops.com.

Advertisement

The Windows SharePoint Operations Guide (http://www.wssops.com) will help the IT Professional
install, configure and maintain Windows SharePoint in a variety of environments. Since the product is
subscription based you always get access to the latest SharePoint information in a clear and concise manner. For
the price of a few hours of work you can have access to an ever growing library of SharePoint knowledge. It will
not only save you time and money but help you generate more revenue by teaching you about the fastest
growing Microsoft technology. Sign up today and start reaping the benefits.
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