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What is SharePoint?

SharePoint is a web based application that can be installed on most Microsoft Windows Servers
and accessed from any machine in the network via a web browser. It is simply an internal web
site also known as an intranet. Into this web site you can store all sorts of information including
documents, spreadsheets, emails etc. You can also store other general information that is
typically part of any business including things such as tasks, calendars, projects and more. In
many ways it can become the central repository for all the information you have in your
business.

What does this document contain?

This document will examine the basic operation of SharePoint, specifically on Microsoft
Windows Small Server 2008 as it represents the latest version of the software. If you are using
and older version of Windows Server you find a previous version of SharePoint installed but
much has changed since these previous versions, however there are still some similarities. As
such, this document may still provide some insight into the basics of older versions of
SharePoint.

Specifically this document will examine the following components of SharePoint:

1. Shared Documents
2. Calendar

3. Tasks

4. Picture Libraries

5. Recycle bin

6. Search

This document will take you step by step through these areas showing you each item in detail,
including screen shots. If you have access to SharePoint already you are encouraged to follow
along with the tutorial to get a better feel for the power of SharePoint.

You will also find a number of common SharePoint terms Underlined throughout the
document. You will find a summary of these terms in the Glossary at the end of the document.

Also at the end of the document you will find a list of resources to help improve and extend
your understanding of the SharePoint technology.
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How can I use SharePoint?

SharePoint is accessed by simply opening a browser on any machine connected to a Windows
Server and typing the URL of the SharePoint site as provided by your network administrator
into the address line. After doing this you should now see the following displayed:

@A - I@. kg feompanyweb/default, aspe j 2| X If"Live Search peiid
T:_? Favarites | TF‘:, Ié Suggested Sites ~ @& | Web Slice Gallery ~

(& Home - Companyweb | | fpﬁ ~ [ - [ #= - Page -~ Safsty - Tools - 'ZG}'-
Companyweh welcome Robert = | (@ :I

@@ companyweb [Thiz site =] p
o |

Wiew &l Site Content Internal Web site

Documents
Announcements - .,
= Shared Documents & Windows
Install the server's security certificate on your remote computer 11/4/2008 11:51 &M Small Business Server 2008
= Fax Center by Administratar
Lists ‘fou can configure remoke computers to trust the Windows Small Business Server 2008 server by instaling Links -
the server's security certificate. This will enable your browser ko connect to Remate Web Warkplace without
= Calendar security warnings. = ‘Windows Small Business Server 2008
0 Fedls Client Computer Help
Toinstall the...
. - Add new link
I BT ¥elcome to your Internal Web site 11/4/2005 11:51 A
= Teamn Discussion by Administrator
‘windows Small Business Server provides your organization with this internal Web site. You can use your
Sites internal Web site to share documents, pictures, and other information with ca-workers, You can also use

u Archived E-Mails Features that enable e-mail and fax, For more..,

Pictures Add new announcement

= Photos
Calendar M

People and Groups

There are currently no upcoming events. To add a new event, click "Add new event” below.
& Recycle Bin
- Add new event

-

Daone I_I_I_I_I_I_I%KL Lacal intranet | Protected Made: OFf v [ Hie -

You can use just about any browser to access SharePoint however you get the most
functionality when you use Microsoft’s Internet Explorer and for that reason this is what we will
consider here. If you choose another browser then some of the options and displays may be
different.

Because SharePoint is just like a web site you can navigate around it just like other web pages.
You will notice that the SharePoint pages contain a number of hyperlinks which can be clicked,
allowing navigation to more information. For example, click on the word “Announcements” in
the middle of the page to be taken to the Announcements area of SharePoint.
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@: = I@, ko fcampanyweb) def ault, aspe j 4| X If" Live Search Folihg
{3 Favarites | {,}3 @ Suggested Sites @ | Weh Slice Gallery ~

(& Home - Campanyweh | | A3 v B - (=) = - Page - Safety - Toos+ @+
Comparyweb

‘welcame Raobert = | @ =
## companyweb [This site =] | 2]

| uiomey

Wiew Al Site Content

Internal Web site

Documents
Announcements - :

= Shared Documents

¥ Windows:

Install the server's secu

11/4/2005 11:51 &
by Administratar

= Fax Center

Lists ‘You can configure remote computers ko i click
the server's security certificate, This will enable your browser to conn ul
= Calendar security warnings.
s To mstal ... Announcements
Discussions Welcome to your Internal Web site 11/4/2005 11:51 A
= Team Discussion by Administratar

‘Windows Small Business Server provides wour organization with this internal Web site. You can use your

Sites internal Web site to share documents, pictures, and other information with ca-workers, You can also use
P Features that enable e-mail and Fax, For more,,,

= archived E-Mails

Pictures = Add new announcernent

= Photos

Calendar M
People and Groups

There are currently no upcoming events, To add a new event, click "add new event” below,
|z] Recycle Bin

= Add new event

hd

Done ,7 ,7 ,7 ’7’7’7 ,@ |Q. Local intranet | Protected Mode: OFf Fa - | HA00% -

Once you have clicked on the hyperlink Announcements you should see a screen like this:
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{— Announcements - Windows Internet Explorer

L4 IE hittp: ffcompanyweb)Lists/announcements/alllkemns, aspe

W\.

{;' Favarites | {;‘3 g Suggested Sites v @& | Weh Slice Gallery =

(& fnnauncements | |

j |§| ‘Z‘ Ifjf Live Search |EE|

& - - [ @ ~ Page » Safety = Tools = @v

Companyweb
@@ companyweb

| tiome

Welcome Robert = | (@ ;'I
[This Lst =] | 2|

5ite Actions ~

Companyweh > Announcements
&° Announcements

0 (s @y Install the server's security certificate an wour remate computer

Lists ‘Welcame to your Internal Web site
= Calendar zet Started with Wwindows Shareraint Services!
= Tasks

Discussions

= Team Discussion

Sites N
= archived E-Mails

Pictures

= Photos

People and Groups

s :
5] Recycle Bin

'Done

Wiew All Site Content Use the Announcements lisk to past messages on the home page of wour site.
Documents Mew = Actions = Settings ~ Wiew:  Allitems v
= Shared Documents 0 Tite ModFied

11/4/2008 11:51 AM
11/4/2005 11:51 AM
11/4/2005 11:49 AM

’7 ,7 ,7 ,7 ,7 ,7 ,@ |eﬂ Local intranet | Protected Made: Off

Ca v |00 - j

To return to the front page again simply press the Back button in your browser.

You can also return to the front or Home Page of SharePoint by clicking the Home tab in the top
left of the screen.
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{- Announcements - Windows Internet Explorer

w - IE http:/fcompanyweb/Lists announcements ) alllkems, asps j |§| ‘Z‘ Iff Live Search |EZ|
{? Favarites | {;9 @ Suggested Sites v @& | Weh Slice Gallery =

(& fnnauncements | | i - - [ o= - Page - Safety - Tools~ @~
Companyweh welcome Rabert = | (@ ;'I

This List =] | 2|

5ite Actions ~

@@ companyweb

Click Home Tab
to return to

Wiew All Site Content Use the Announcements list to post i

Documents Mew =  Ackions = Setkings ~ front page Wiew:  Allitems v
= Shared Documents 0 Tite Modified

D[RR Gy Install the server's security certificate on your remote cd 11/4/2008 11:51 AM

Lists ‘Welcome o your Inkernal Web site 11/4/2008 11:51 AM

= Calendar Get Started with Windows SharePoint Services! 11/4{2008 11:49 AM

= Tasks

Discussions

= Team Discussion

Sites

= archived E-Mails
Pictures

= Photos

People and Groups

5] Recycle Bin

'Done F,ﬁ ,7 lili ,7 ,@ |G'|‘. Local intranet | Protected Made: Off Jh - | Foiom -

When you return to the Home Page you will notice that SharePoint is laid out in a specific
manner.
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(,"Home - Companyweb - Windows Internet Explorer [_ &=
@:—-: - |g httpef feompanyweb)/def ault, aspi j || I,f-! Live Search o=
7 Favarites | T3 W suggested Sites v & Weh Slice Gallery v

@Home-Companyweb | | ﬁ - E = 7| p= - Page = Safety + Tools = l@lv
Comparyweb ‘welcame Raobert = | @ =
## companyweb [This site =] | 2]

Home Site Actions —
I—

Wiew Al Site Content ernal Web site

Documents

nouncements - Py,
= Shared Documents & Windows:
stall the server's security certificate on your remote computer 11/4/2008 11:51 AM Small Business Server 2008
= Fax Cenker .
Administrator
A u can configure remaote computers to trust the Windows Small Business Server 2008 server by installing i -
Lisks Links
server's security certificate, This will enable your browser to connect to Remaote Web workplace without
= Calendar urity warni o Windows Small Business Server 2008
u Tasks . Client Computer Help
install the.., Q
Di = UICk Start E add new link
iscussions

11/4/2008 11:51 AM
= Team Discussion

al Web site. You can use your

Sites ith co-workers, You can also use

= archived E-Mails
Pictures Add new announcermnent

= Phatos
lendar M

People and Groups

ere are currently no upcoming events, To add a new event, click "Add new event” below,

o Recycle Bin
- Add new event

Ad
Done ,7’7’7’7’7’7@“{ Local intranet | Protected Mode: OFf ¥a = | HA00% - A

Down the left hand side is what is known as the Quick Start Menu. This menu is generally
shown on every page in SharePoint and allows you to easily navigate to any location in
SharePoint directly by clicking on that item.

We will now navigate briefly through this Quick Start Menu to give you an overview of the
components that SharePoint contains by default.

1. Shared Documents

Click on the link Shared Documents that appears on the Quick Start Menu on the left hand side
of SharePoint.
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L |§| ko fcampanyweb) def ault, aspe j |E| |Z| Iff Live Search |EE‘
{E‘ Favarites | {;"5 ? Suggested Sites @ | Weh Slice Gallery ~
(& Home - Campanyweh | | - - [ f= v Page - Safety ~ Tods~ (@~
Comparyweb

‘welcame Raobert = | @ =
## companyweb [This site =] | 2]

| tome.

Wiew Al Site Content

Internal Web site
Documents

= Shared Documents

£ Windows

rtificate on your remote computer mall Business Server 2008

= Fax Center

Lists 5 .
0
= Calendar security warnings. CI I c k S h a red all Business Server 2008
u Tasks ) ter Help
Toinstall the... Documents "
Discussions

Welcome to your Internal Web site

= Team Discussion bry Administrator

Windows Small Business Server provides your organization with this internal

internal Web site ta share documents, pictures, and other information with
P Features that enable e-mail and Fax, For more,,,

= archived E-Mails

Sites

Pictures = Add new announcernent

= Phatos
Calendar

People and Groups N N
There are currently no upcoming events, To add a new event, click "add new event” below,
1a] Recycle Bin
- = Add new event

'Done ,7 ,7 ,7 ’7’7’7 ,@ |Q- Lacal intranet | Protected Made: OfF Jh - | Fioos - . |

You should now see a screen like:
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- Shared Documents - Windows Internet Explorer

@: L |g, hittpf frompanyweb) Shared . 2000cuments /Forms/ Alllkems, aspe:

j 2| X If"Live Search solibs
{‘? Favorites | i;‘,‘ @ Suggested Sites v @ | Wweb Slice Gallery ~
/& shared Documents | | 91 v B - ) d=h v Page - Safety v Tools - @~
Companyweb

@d companyweb [This List =] | 2]
ome. e Acione |
|

Companyweb > Shared Documents

Shared Documents

‘Welcome Robert + | =

Yiew Al Site Content:
Documents

= shared Documents

Share a document with the team by adding it ko this document librarsy,

ew ~ Upload -

Actions ~

Settings -

Yiew:  All Documents =

Type

Mame

Modified

' Modified By

D [ReP8 Eaay There are no items ta show in this view of the "Shared Documents" document library. To create a new item, click "Mew” or "Upload” ahove.

Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= Archived E-Mails
Pictures

= Fhotos

People and Groups

@] Recycle Bin

Dong

iid

l_ l_ l_ l_ l_ ]_@K‘.‘. Local intranet | Prokected Mode: OFF 3 - | HA00% -

The Shared Documents area is called a Document library in SharePoint. In here you can store
any sort of file you wish including things like documents and spreadsheets.

The first step in using a Document Library is to upload some documents. To do this click on the
Upload button from the menu bar of the Document Library.

10
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/> Shared Documents - Windows Internet Explorer

@ L |g, http: ffcompanyweb)Shared % 200acuments/Forms/ alllterns aspx j |2| |i| I‘}' Live Search

(2]

{;* Favorites | {;‘g 9 Suggested Sites v @ | Wweb Slice Gallery ~

{& shared Documents | | & 2 > [ @ v Page v 3afety v Tooks - @v
Comparnyweb ‘elcome Robert + | ;I
@d companyweb [This List =] | 2]

| tome.
( Companyweb > Shared Documents
[B Shared Documents
Yiew All Site Content Share a document with the team by adding it ko this document librarsy,
Documents

ew ~ Upload _~  Actions = Settings Yigw: All Documents -

® hared Documents Madified ) Modified By

2 Shared Documents” document library. To create a new item, dick "Mew" or "Upload” abowve.

0 R There are no ikems ko show

Lists
= Calendar
= Tasks

Discussions

= Team Discussion

Sites
= Archived E-Mails

Pictures
= Fhotos
People and Groups

= .
[&] Recycle Bin

Pone l_ l_ l_ l_ l_ ’_mlﬁ Laocal intranet | Protected Mode: OFF #h - | HA00% - A4

You should now see a screen like:

11
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m L J |§| http:,l’;’companyweb,l’_layouts,l’Upload.aspx?List:%?BEBSBFn1C%2D25DA%ZD‘??39%2DAFEE%206613BC895TDFj |E ‘E If: Live Search |ZE]
{;-' Favorites | {g @ Suggested Sites ~ @ | Web Slice Gallary -

eUpload Document | | ﬁ - - [ @ - Page = Safety = Tools - @v
Companyweb

‘Welcome Robert + | ;'I
## 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 now click the Browse button you can navigate to any file on your local system like so:

12



© 2010 www.ciaops.com Version 1.00

{. 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

E| Pictures

B Music

|4/ Recently Changed
E Searches

| Public

Folders

I

| Fies () |
Select desired file Oen -] _ Corcel |

Ok

{& Upload Dacument | | - - [ me - Page~ Safety - Tools - (@~
Companyweb welcome Robert ~ | (@ ;I
¥ Choose File ko Upload
ﬁ Companyweb {2 Choose File to Uploa
E m IE ~ Robert Crane « Documents [*4] ISearch Site Actions ~
Cljm[ Organize v 1= Wiews ¥ | New Folder
Favorite Links Nan?e - . |v| Diate aod\ﬂed |v| Twpe |v| Size |v| Tac
|_iSharePoint SPS_che,,, 28/03/2003 9:53,.. DOCFile 71KB
M 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
Brow, [F/ Documents = wssops 27/04/20095:40,..  IPEG Image 7KE

Browss... |

Cancel

4
and press Open
button

|Done

’_ ’_ ’_ ’_ ’_ ’_ ’@ €& Localintranet | Protected Made: OFF

f
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 SharePoint.

13
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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 L~

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

Site Actions ~

Upload Document

Mame:
Browse to the document you inkend to upload,

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

¥ overwrice existing files

oK Cancel

IDone

Press OK to
upload

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

a v | E00% - 4

OK button.

To upload the selected document to the Shared Document area of SharePoint, simply press the

14
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Zf"Shared Documents - Windows Internet Explorer

(=]

@: L J |g http:/fcompanyweb/Shared: 2000cuments /Forms/ Allltems, aspe
L o @ - i -
7.7 Favorites | = & Suggested Sites € | ‘eb Slice Gallsry

/& shared Documents

j *9 || X Il'?"LiveSearch

| | ﬁ = [B ~ || = - Page~ Safety - Tools ~ '@'v

Companyweb

Home
—

[

@4 companyweb

wielcome Robert + | (@) ;I

[This List =] |

Al

Companyweb = Shared Documents

Shared Documents

Site Actions —

Wiew All Sike Conkent
Documents

= Shared Documents
= Fax Center

Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= archived E-Mals
Pictures

= Photos

People and Groups

] Recycle Bin

Share a document with the team by adding it to this document library.

New document

now in library

Mew ~ Upload = | Actions ~ Settings - Yiew:  All Documents -
Type  Mame Modified Modified By
@I_] SharePaink SP5_cheat_sheet_1 1 HEw 6/15/2000 2:38 PM Fobert

Done

|

’_ ’_ ’_ ’_ ’_ ’_ ’@ &8 Localintranet | Protected Mode: OFF

E
‘a-[Rion -

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 Share Documents, then pressing the Browse
button and locating the desired file and finally selecting OK to upload documents. Please take
the time to upload a few different documents into the Shared Documents area using the above

process.

The next question you are probably going to ask is whether you can upload multiple documents
at once. The answer is yes you can, however for this tutorial we will not cover that option. For
further information on this topic look at the Where to go from here? section at the end.

15
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{- Shared Documents - Windows Internet Explorer

@’—“ L4 |g http:f fcompanywebjshared=:200ocuments Farms] allltems, asp: j *2|| X Ii'?" Live earch P

{3 Favorites | 1.;3 & Suggested Sites ~ £ | Web Slice Gallery ~

(& shared Documents | | S v B v ] mm - Page - Safety - Tools -+ @@-

Welcome Robert = | (@ ;I

Companyweb

@@ companyweb

[This List =] | 2]
Home Site Actions —
I—
= Companyweb = Shared Documents
| -1 Shared Documents
Wiew All Sike Content Share a document with the team by adding it ko this document library,
Documents Mew ~ Upload = | Actions Settings Yiew: All Documents -
= Shared Documents Type  Mame Modified Modified By
0 R W) sharePoint SPS_rheat_sheet_1 ! new 6/15/2009 2:38 PM Robert
Lists @] sharePointMestingiorkspaces_GS_E ! HEw 6/15/2009 2:47 PM Rabert
= Calendar B] Transform Your Business with Sharepaint Products and Technalagies ! new 6{15/2009 2:47 PM Robert
" Tasks ﬁ wssops | HEW 6/15/2009 2:47 PM Robert:
Discussions
= Team Discussion
Sites
= Archived E-Mals
Pictures
= Photos
People and Groups
& Recycle Bin
hd
Cone ,7 lili lili ,7 ’@l‘;‘_ Local intranet | Protected Mode: OFF 5 | H100% - é"

Once you have uploaded a few document into Share Documents your Document Library should
look something similar to what’s shown above.

You will notice that some files display an icon in the Type field (typically Microsoft Office
documents) while others don’t (in this case Acrobat PDF). It is possible to display icons for all
the different file types however that requires some additional configuration. For further
information on that topic look at the Where to go from here? section at the end.

You may be wondering why using a SharePoint Document Library is any different from storing

the file in folders on your local computer. Here are some examples of the added functionality
that SharePoint can provide.

16
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{- Shared Documents - Windows Internet Explorer

@:—: L |g hittpe ) fcompanyweb) shareds2000cuments Forms|Alllbemns, aspe:

j *2|| X Il'i" Live Search R~
7 Favarites | 9 €8 Suggested Sites » & | Weh Slice Gallery »
(& shared Documents | | far - B - 1 gm - Page~ Safety - Tools+ (@~
Companyweb Welcome Robert ~ | (@) ;I
@@ companyweb [This List =] | 2]
Home
_—"~| Companyweb = Shared Documents
E Shared Documents
Wiew All Sike Content Share a document with the team by adding it ko this document library,
Documents Mew + Upload +  Actions Setkings Yiew:  All Documents 2
= Shared Documents Type  Mame Modified ) Modified By
0 R B sharNgit 575 _cheat_sheet_1 1rew 6/15/2009 2:38 PM Robert
Lists 2 sha cting'Warkspaces_G3_E | HEW 6/15/2009 2:47 PM Robert
= Calendar R Tra siness with Sharepaint: Products and Technologiss 1 vEw &/15/2009 2:47 PM Raoberk
" Tasks B owss 6/15{2009 2:47 PM Robert
Discussions

= Team Discussion

Sites
= Archived E-Mals

Pictures

= Photos

People and Groups

5] Recycle Bin

Click Name

column heading

Done

hd
,7 lili lili ,7 ’@l“l‘. Local intranet | Protected Mode: OFF 5 - | HA00% - éll

If you click once on the word Name in the column heading directly above the first file you
uploaded you should see a small arrow appear to the right.

Companyweb = Shared Documents

shared Documents

Share & document with the team by adding it

e - Upload = Ackions = Set

Tvpe MameT
W] sharePoint SPS_cheat_shest_1 ! hEw
E¥]  sharePointMeetingorkspaces_G5_E

This indicates that the Document Library file list is sorted alphabetically from A to Z. If you click

the Name field again you should see that the arrow now point down and the documents in the
Document Library are arranged from Z through A.

17
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Companyweb = Shared Documents

Shared Documents

Share a docurnent with the keam by adding it o this document library.

e - Upload = Actions - Settings -

Type  Mamet

B wssops | HEW

B | TransForm Your Business with Sharepoink Producks and Technologies !

Bi]  sharePointMsstingworkspaces_G5_E ! rEw
W] sharePoint SPS_cheat_shest_t I rEw

You can repeat this sorting process by clicking on any column heading.

—_— Companyweb = Shared Document
[;—-1] Shared Document
fiews All Sike Conkent Share a document with the beam by &g
rocuments Mew = Upload = Actions =
Shared Docurments Twp = Hamed
4] ascending wssops | MEW
is E,L Descending Transform Your Business with
q W5 | Clear Filker from Type SharePointMesting'workspace
doc sharePoint SP5_cheat_shest_
bis irg
T pdf
PRt
423

archived E-Mails

If you hover your mouse over the Type field heading a small triangle should appear to the right.
If you now click that arrow, a drop down menu will appear as shown above.

Not only can you sort information in the SharePoint Document Library but you can also filter

what you see. Select one of the document types (in this case we will select doc) from the menu
that appears.

18
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Mew = Upload -
Type  Mamed

Companyweb = Shared Documents

Shared Documents

Share a document with the team by adding it to this document library.

Actions - Setkings -

@ SharePoint SP5_cheat_shest 1 ! new

You should now find that only documents that match the type you just selected appear in the

list (in this case only documents that are of type doc). You will also notice that a small filter

symbol appears in the Type column heading. This indicates that a filter has been applied to this
column telling you some of the information in the Document Library is being hidden. This now
makes it extremely easy to locate documents of any type in your SharePoint Document Library.

This filtering can be applied to any individual as well as multiple columns. Imagine how much

easier it would be to locate documents this way rather than simply using file folders stored on

your local computer.

Shared Documents S

F

N E.l, Ascending
Z

sks ﬁl

Calf

Descending

% Clear Filker From Type
Tas ¥ | doc
i1 iPg
pdf

PPt

Tes

ites

Archived E-Mails

ome
— Companyweb = Shared Documents
| 2 Shared Documents
ew All Site Conkent: Share a document with the team by adding it to this docums
ocuments Mew - Upload = Actions = Settings -

Mame 4

SharePaint SPS_cheat_sheet_1 ! HEw

If you again hover over the Type heading and press the down arrow that appears, the menu will
again appear. To clear the filter, simply select the option Clear Filter from Type. Once selected,

your view will return to normal and all the documents in the Document Library again will be

displayed.

19
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Companyweb > Shared Documents

Shared Documents

Share a document with the team by adding it to this document: library,

Mew - Upload = Actions = Setkings -

Type  Mamed ModiFie
l_tﬂ wss0ps | HEW 6/15)z
4 | Transform Your Business with Sharepoint Products and Technologies | HEw - | 615/
E.i] SharePointMestingWworkspaces_G5_E ! HEw Wigw Properties 6150z
W] SharePoint SPS_cheat_shest_1 1 HEW E2  Edi Properties 6/15)2
n—"-j Manage Permissions
¥ Delete
Send To »
l-él Check Cuk
Alert Me

If you now hover your mouse over the name of any file in the Document Library you should see

another down arrow appear to the right of the entry. Click on the arrow once to display the
menu as shown above.

You will notice that an option called Check Out is displayed. This is because SharePoint can
function as a basic document management system. By checking a document out the author is
able to make changes but others are not. All they are able to do is view a read only copy until
the file is checked back in. Go ahead and select the Check Out option from the menu.

Companyweb > Shared Documents

Shared Documents

Share a document with the team by adding it to this document library.,

Mew - Upload = Ackions = Setkings -

Type  Mamed

5]  wssops !rew

'-EI Transform Your Business with Sharepoint Products and Technologies | Hew
E.ij SharePointMestingWorkspaces_55_E ! vew

Iy | SharePaoint SPS_cheat_sheet_1 ! new

20



© 2010 www.ciaops.com Version 1.00

Once the document is checked out you will now see it has a small green icon with an arrow in it
on top of the normal Type icon. This indicates to SharePoint users that that document is
currently checked out. As the person who checked the document out you are now free to make
changes to the document. These changes will not be seen by other users until you check the
document back in.

Companwweb = Shared Documenks
Shared Documents

Share a document with the team by adding it to this document library.

Mew = Upload = Actions - Settings -
Type  Mamek Modifie
‘ﬂ wssops | HEW Bi15/20
—él | Transform Your Business with Sharepoint Products and Technologies [ Hew - | Bi15)20
Dj SharePointMestingWorkspaces_G5_E [ HEw Wiew Properties 6/15/20
W] sSharePoint SPS_cheat_sheet_t ! new 4 Edit Properties 615720

n—'lj Manage Permissions

¥ Delete

Send To »

_ﬁ Check In
j!b Discard Check St

Alert Me

To check the document back into the Document Library simply hover over the file name entry
again and click on the down arrow on the right of the file name when it appears. In this menu
you will now see the option to Check In, select this.
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Companyweb > Shared Documents = Transform Your Business with Sharepoint Products and Technologies = Check In

Check in

Ilse this page to check in a document: that you hawe currently checked out,

Document Check In

AR -
Okher users will not see vour changes until vou check in, Specify options For ety i elmmmitants eiveeliet el &ty died v o Wit et
checking in this document, vas g

Comments Comments:

Tvpe comments describing what has changed in this version, [ :I

[a]4 | Cancel |

Since you are checking the document back into the Document Library you are prompted to
enter information about the changes that you made. You can also elect to leave the document
checked out if you wish to work on it further. By providing optional comments you are creating
an audit tracking train for that document that makes it easier for others to understand the
changes you have made. Press the OK button when complete.

SharePoint also provides you with the ability to retain a version of each document you check
into a Document Library. This means that you can easily roll back to a previous version if

required. For further information on that topic look at the Where to go from here? section at
the end.

In summary, you should now be able to begin to understand some of the features of SharePoint
Document Libraries that make them superior to normal folders on your local computer. There
are many additional features of a SharePoint Document Library however for further
information on that topic look at the Where to go from here? section at the end.
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2. Calendar

{- Shared Documents - Windows Internet Explorer

@;—: - IE http:/ feompanyweb, shared200ocuments /Forms) allliems, aspe
7 Favarites | 9 €8 Suggested Sites » & | Weh Slice Gallery »

(& shared Documents | |

=] 42| x If"' Live Search R

S v B v ] mm - Page - Safety - Tools -+ @@-

Companyweb
@@ companyweb

| wioien

Welcome Robert = | (@ ;II
|Th|s List ;l | Pl

Site Actions —

Companyweb = Shared Documents

Shared Documents

IE

Wiew &l Sike Conkent

Share a document with the team by adding it ko this document library,

Discussions
= Team Discussion
Sites

= Archived E-Mals
Pictures

= Photos

People and Groups

5] Recycle Bin

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

0 R W) sharePoint SPS_rheat_sheet_1 ! new 6/15/2009 2:38 PM Robert

Lists @] sharePointMestingiorkspaces_GS_E ! HEw 6/15/2009 2:47 PM Robert

= Calendar Transform Your Business with Sharepaint Products and Technalagies ! new 6{15/2009 2:47 PM Robert

" Tasks wssops | Hew 6/15{2009 2:47 PM Raobert

Click Calendar

link

Done

,7 ,7 ,7 ,7 ,7 ,7 ,@ |Q. Local intranet | Protected Mode: OFF

k]
Ca v | H00% -

To move to the Calendar location in SharePoint simply click on the word Calendar in the Quick

Start Menu on the left of the window as

show above.

Once selected, you should now see a screen like the following:
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(:"Ealendar - Windows Internet Explorer =] ES
% - |g, httpe/ feompanyweh/Lists | Calzndar fcalendar . aspe j |‘__’| |Z| If;' Live Search |EE|
{2 Favarites | {5 g Suggested Sites ~ @& | Weh Slice Gallery

& Calendar | | ﬁ - - [ @ ~ Page - Safety - Tools + @v
Companyweb

Welcome Robert = | @ 1=
@4 companyweb [This Lst =] | 2]

| tome.
| Companyweb = Calendar
= Calendar

4 2009 » Use the Calendar list ta keep informed of upcoming meetings, deadlines, and ather important events.

Jan Feh IMar Mew = Actions = Sefkings =
Apt May Jun

Jul Aug Sep June, 2009 Expand &l Caollapse all | m Day E W eek @ Month
Oct Mo Dec

View: Calendar <

Sunday Monday Tuesday Wwednesday Thursday Friday Saturday
Today is
Monday, June 15, 2009 3t L 2 3 4 5 5

Wiew &l Site Content
Documents

= Shared Documents

= Fax Center T 8 9 10 11 12 13

Lists

= Calendar
= Tasks

Discussions 14 15 16 17 18 19 20

= Team Discussion

Sites

= Archived E-Mails

Pictures 21 22 23 24 25 26
= Phatas

27

People and Groups

|z] Recycle Bin

-

IDone !7|7 ,7 ,7 !7|7 m Laocal intranet | Prakected Made: OFF Sa - | 00 -

In the top right of the screen you will see three buttons, Day, Week and Month.

Yiew: | Calendar -
allapse all | [I]Day 7] week [31] Month
day Friday Saturday

L] [

Clicking any one of these will change the range that the calendar displays. Clicking on Day will
display something like:
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{- Calendar - Windows Internet Explorer

@ Calendar

% - |g, http: ffcompanyweb/Lists/Calendar fcalendar . aspx?CalendarPeriod=day

{; Favorites | {5 @ Suggested Sites ~ & | Web Slice Gallery -

j |§| |z| If,' Live Search

& - = [ @ +~ Page ~ Safety ~ Tools » @v

Comparryweb

m

@@ companyweb

welcome Robert » | (@)~

| This List =] |

[

Companyweb = Calendar

Calendar

4 June, 2009 3

S MTWTF 5
12 3 4 5 6

78 9 10 11 12 13

1415 |16

21 22 23 24 25 26 27

17 18 19 20

28 2030 1 2 3 4

Today is
Tuesday, June 16, 2009

Wiew All Sike Conbent:
Documents

= Shared Documents

| | = Fax Center

Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= prchived E-Mails

Pictures
= Photos

Use the Calendar list to keep infarmed of upcoming meetings, deadlines, and ather important events.

Mew

~  #ckions ~ Setkings ~

‘iew: Calendar =

7 AM

10

11

iz PM

Tuesday, June 16, 2009

IDnne

la Day E Week E Month

L4

l_ l_ l_ l_ ’_ l_ '% |Gi Lacal intranet | Pratected Made: OFF

v | Hi0m - 4

While clicking Week will display:
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Calendar - Windows Internet Explorer | _[=2]x
@g} - |g, http:/fcompanyweb/Lists/Calendar /calendar . aspx?C alendarPeriod=week j *2|| X If" Live Search 2|
i} Favarites | {5 @ Suggested Sites ~ @& | Web Slice Gallery =

'_réCalendar | | ﬁ - = [ @ ~ Page = Safety - Toals + @v
Companyweb Welcome Robert « | =l
@@ companyweb [This List =] | 2]
| rome
= Companyweb > Calendar
f'J Calendar
4 June, 2009 3 Use the Calendar list ta keep informed of upcoming meetings, deadlines, and ather important events.
S MT W TF S Mews ~ | Actions ~ Settings ~ ‘iew: Calendar -
12 3 4 5 6
56 9 iR e /|2 June 14 - June 20 2009 (1] Day 7] wWeek [31] Month
14 15|16|17 18 19 20 14 Sunday 15 Monday 16 Tuesday 17 ‘Wednesday 18 Thursday 19 Friday 20 Saturday
21 22 23 24 25 26 27| | 1AM
282930 1 2 3 4
Today is g
Tuesday, June 16, 2009
Wiews &l Site Content
Documents E
= Shared Documents
= Fax Center 10
Lists =
= Calendar
= Tasks =
Discussions
= Team Discussion 12 PmM
Sites
= Archived E-Mails 1
Pictures
= Photos 2 LI
Done F’ili,i’ililﬁle‘h Lacal intranet | Prakected Made: OFF Wl 00 -

Click on Month to return the page to the original view.
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Calendar - Windows Internet Explorer = E

@?} - IE, httpe/ feompanyweh/Lists | Calzndar fcalendar . aspe j (| X If" Live Search 2~

i} Favarites | {:‘g @ Suggested Sites ~ @& | Weh Slice Gallery

(& Calendar | | Ay v B - (2] o= - Page~ Safety - Tools+ @+

Companyweb

Welcome Robert = | @ 1=
@4 companyweb [This Lst =] | 2]

| tome. T

T Companyweb = Calendar
E'J Calendar

1 2009 3 Use the Calendar lisk to keep informed of upcoming mestings, deadlines, and other imporkant events,
Jan Feh IMar Mew =
Apt May Jun
Jul Aug Sep
Oct o Dec

Actions ~ Settings =

View: Calendar <

Expand &ll  Callapse all [Tl Day [T]week [31] Month

Tuesday wednesday

Thursday Friday Saturday
E

Today is | 5

Monday, June 15, 2009

Wiew &l Site Content
Documents

Click New to
create item

= Shared Documents

= Fax Center T i} 13

Lists
= Calendar
= Tasks

Discussions 14 15 16 17 18 19 20

= Team Discussion

Sites

= Archived E-Mails

Pictures 21 22 23 24 25 26 27
= Phaotos

People and Groups

|z] Recycle Bin

Done !7|7 ,7 ,7 !7|7 @ €& Localintranet | Protected Mode: OFf Yo~ [#®100% -

To create a new item in the calendar click the New button from the menu bar above the
calendar.
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(_."l:alendar - New Item - Windows Internet Explorer

@\‘—-: L IE http:,l’,l’companyweb,l’Lists,iCaIendar,l’NewForm.aspx?RoDtFOIdar=%2FLists%2FCaIandar&Source:http°fo3n°fo2F°.-‘o:j LI ¢ Il'i" Live Search R |-
' Favorites | ) @ - i ©
w 9= & Suggested Sites @ | Web Slice Gallary
(& Calerdar - New Item | | - -+ () s - Page v Safety - Tools - @~
Compantyweb ‘“Welcome Robert -« | @ =
@@ companyweb [T List o] | P
Home Site Actions ~
Companyweb > Calendar = New Item
Calendar: New Item
OK Cancel
) Attach File * indicates a required field

Title * INew calendar itern

Location ISomepIace

start Time * [6/16/2008 Elarm ][00 =]

End Time ™ |e/16/2009 e rm o0z

Description A A B 7T U | = ==

o= iz =
Deatils about itern |
=
All Day Event ™ Make this an all-day activity that doesn't start or end at a specific
hour,
Recurrence ™ Make this a repeating event.
workspace [ Use a Meeting Workspace to arganize attendees, agendas,
docurnents, minutes, and other details for this event,
Ok | Cancel
Done

,7 lili lili ,7 ’@l“l‘. Local intranet | Protected Mode: OFF 5 - | HA00% - /AI

You are taken to a screen where you can now enter the details about the new calendar item,
including whether it is an all day item or recurs.

When complete press the OK button to save the details.
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C‘_'Ealendar - Windows Internet Explorer | _[=2]x
5\:&—; L |g, http:/fcompanyweb/Lists/Calendar /calendar . aspxCalendarPeriod=month&Calendar Date=6%2F 1 §9:2F 2009 j |‘__f| |z| I‘;' Live Search |EE|
{f Favarites | {;‘“9 ? Suggested Sikes ~ @& | Web Slice Gallery =

@Calendar | | ﬁ - = [ @ - Page » Safety » Tools » @v
Companyweb Welcome Robert + | (@ =
@ companyweb [This Lst =] | 2|

| tome.
| Companyweb > Calendar
= Calendar

4 2009 » Use the Calendar list ta keep informed of upcoming meetings, deadlines, and ather important events.

Jdan Feb Mar Mew = | Actions v | Settings v View: Calendar -
Apt May Jun

Jul Aug Sep June, 2009 Expand &l  Collapse all | m Day E ek @ Month
Oct Do Dec

Sunday Manday Tuesday Wednesday Thursday Friday Saturday

Today is 31
Tuesday, June 16, 2009

Wiew All Site Content
Documents

= Shared Documents

= Fax Center 7 8 9 10 11 12 13

Lists
= Calendar
= Tasks

Discussions 14 15 16 17 18 19 20

= Team Discussion +:00 PMI 4
New calendar item

Sites

= prchived E-Mails

Pictures 21 22 23 24 25 26 27
= Photos

People and Groups

|z] Recycle Bin

-

IDone C T[T [ & Localintranst | Protected Made: OFF a v | Eo0% - 4

When you are returned to the full calendar view you should find your item displayed. Note, that
item is now hyperlinked which means you can simply click on that item in future to bring up the
details.

Wiew: Calendar 7
_ Calendar
llapse all | [I]oay [7 e
Hay Friday Current Events
5 [ Modify this Yiew
|J]_|_| Create View

12 13
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If you now select the down arrow that appears in the View area at the top right of the window
just above the calendar you will see a list similar to that shown above. Most elements in
SharePoint allow you to have different ‘Views’ of your data. This means that the underlying
information remains the same just the way it is displayed changes.

For example select the item All Events from the menu that appears, which should now display
the calendar in this format:

lendar - Windows Internet Explorer ~|8lx

@.\ o) ‘?I@. hikp: ffcompanyweb)/Lisks/Calendar Alllkerms, aspx j || X IE’ Live Search peiiid

‘3 Favarites | TJ:‘;‘; 1€ Suggested Sites ~ € | Web Slice Gallery -

(& Calendar | | - El - [ s » Page v Safety » Tools ~ |'@'|v
Companyweb ‘welcome Robert = | @ d
g@d companyweb [This List =] L
Home
| Companyweb = Calendar
FE Calendar
Yiews All Site Content Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important events,
Documents Mew ¥  Actions v | Settings v yigw:  All Events -
® Shared Documents v 0 pip Tile Location Start Time End Time Al Day Event
0 (e @nleer Mew calendar item | HEw someplace 6/16/2009 4:00 FM /16/2009 6:00 PM

Lists

= Calendar

= Tasks
Discussions

= Team Discussion
Sites

= Archived E-Mails
Pictures

= Fhotos

People and Groups

&] Recycle Bin

=]
Dang l_ l_ l_ l_ l_ I_I%K‘.‘_ Local intranet | Protected Mode: OFF 5T | H100% - A

The All Events View displays the data in a similar format to Document Libraries. It is possible to

create any number of different Views of your data for most elements in SharePoint. This makes
it much easier for users to find exactly the information they are after.

You are also able to create as many different calendars as you desire within SharePoint. It is
possible to link SharePoint calendars to Outlook so that information can easily be displayed in
both locations. There are many additional features of a SharePoint calendars however for
further information on that topic look at the Where to go from here? section at the end.
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3. Tasks
~ Calendar - Windows Internet Explorer
= I& hitkpe ffcompanyweb)/LisksCalendarf AllTkems, asps: j |E| |z| Iff Live Search |EZ|
7 Favarites | o @8 Suggested Sites ~ & | Web Slice Gallery ~
(& Calendar | | M- v ] gm v Page~ Safety » Tods~ @@+
Comparyweh ‘Welcome Robert » | ;II
g companyweb [This List =] | 2]

| Home | Site Actions ~

. Companyweb = Calendar
ol Calendar

Use the Calendar list to keep informed of upcoming meetings, deadlines, and other impaortant events,

View &l Site Content:

iew:  All Events -

Documents Mew ~  Actions - Setkings ~
® Shared Documents o 0 gl Tie Lacation Start Time End Time All Day Event
» Fax Center Mew calendar item ! Hew Someplace 6/16{2009 4:00 PM 6/16{2009 6:00 PM

Lists
= Calzndar
= Tasks

= Team Discussi

Sites

= Archived E-Mais

Pictures
= Photos

Click Tasks

»~

People and Groups

@] Recycle Bin

|
[ | [ [ ¥ [ Localintranet | Protected Made: OFF “a - [Ri100% - 4

PDHE

To move to the Tasks area click on the Tasks item on the Quick Start Menu on the left hand side

of the menu.
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(T'Tasks - Windows Internet Explorer

| ® |g, hikpe ffcompanywebyLisksTasks/ Alllkems. aspx
{4'? Favarites | {;91 e Suggested Sites v @& | Web Slice Gallery ~

& Tasks | |

j |E| |z| Iff Live Search

i~ v ] pmn v Page~ Safety » Toos~ @@+

28

Companyweb

@4 companyweb

wWelcome Rabert ~ | (@ ;II

[This List =] |

o]

Site Actions ~

Companyweb = Tasks

Tasks

Yiew All Sike Content Use the Tasks list ta keep track of wark that wou or vour team needs o complete,

Documents Mew ~  Actions - Setkings ~

view:  All Tasks -

= Shared Documents

o Title O Assigned To Skatus Pricrity

aecdCente There are na ikems to show in this view of the "Tasks" list, To create a new item, click "New" sbove.
Lists
= Calendar

= Tasks

Discussions

= Tear Discussion

Sites

= prchived E-Mails

Pictures
= Fhotos

People and Groups

2] Recycle Bin

I:)one

Due Date

% Camplete

l_ l_ l_ l_ l_ ’_ ’@ |G.'g. Lacal inktranet | Protected Mode: OFF

|
“a - [Ruwow - 4

Tasks is an area in which you can easily add information about To do items that are visible to all

users.

To create a new Task item simply click on the New menu button as shown below.
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ﬂ'_'Tasks - Windows Internet Explorer

& Tasks

U = |g, hikpe ffcompanywebyLisksTasks/ Alllkems. aspx

{;‘? Favarites | {;9 ? Suggested Sites v @& | Web Slice Gallery ~

j |E| |z| Iff Live Search

28

i~ v ] pmn v Page~ Safety » Toos~ @@+

Companyweb

@4 companyweb

Welcome Robert » | (@ ;II
[This List =] | P

Site Actions ~

Companyweb = Tasks

Tasks

View &l Site Content:
Documents

= Shared Documents
= Fax Center

Lists

= Calendar

= Tasks

Discussions

= Tear Discussion

Sites

= prchived E-Mails
Pictures

= Fhotos

People and Groups

@] Recycle Bin

Use the Tasks list ta keep track of wark that wou or vour team needs o complete,

Mew = Ackions = Setkings -

view:  All Tasks -

O Assigned To

ta shaw in this view of the "Tasks" list, To create a new item, click "New" above.,

Click New

Skakus Priotity Due Dake % Camplete

I:)one

|
,_ l_ l_ l_ l_ ’_mlﬂ Local intranet | Protected Made: OFF 43 - | EA00% - 4

A new task item will now be displayed where you can enter information in about the task.
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/> Tasks - New Item - Windows Internet Explorer

L IE http:,l’,l’companyweb,l’Llsts,l’Tasks,l’NewForm.aspx?Ro0tFoIder=°.-’o2FL|sts%ZFTasks&source=http°.f03n°.f02F°.f02Fcnm[j @ I‘d Live Search
ﬁ' Favatites | ﬁ @ Suggested Sikes ~ E ‘Web Slice Gallery

€8 Tasks - Mews Ttem | | - - [ peh - Page - Safety - Took - (@~
Comparyweh Welcome Robert = | (@ =
g companyweb [This List =] | 2]

E Site Actions

Companyweb = Tasks = Mew Item

Tasks: New Item

(814 Cancel |

| 0 Attach File * indicates a required field |

Title * INew task to be done

Priority I (2) Mormal vl

Status |In Progress ;I
- % Complete |5 %,
Assigned To Robert Crane

Description | B I U | =

Infarrnation about what needs to be done.

Start Date [6/16/2009 |
Due Date [6/1a/2009 iz

l_ l_ l_ l_ l_ ’_mw Laocal intranet | Pratected Mode: OFF fn - | 00 - a

When you have completed entering information about the task press the OK button to save.
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{2 Tasks - Windows Internet Explorer

ST

E Tasks

% A |§| hikbp: ffcompanyweb)Lisks) Tasks [ 8llkems, asp:

<7 Favorites | 9 & suggested Sites ~ & | 'Web Slice Gallery »

j |E |z] Iff Live Search ‘EE]

ﬁ - = [ @ + Page = Safety = Tools = @v

Comparryweh

™

@48 Companyweb

Welcome Robert = | ;I
[This List =] | Pl

Companyweb > Tasks

Tasks

View All Site Content
Documents

= Shared Documents
= Fax Center

Lists

= Calendar

= Tasks

Discussions

= Team Discussion

Sites

= Archived E-Mails

Pictures

= Photos

People and Groups

= .
|z] Recycle Bin

Use the Tasks list to keep track of work that vou or your team needs ta complete,

Mew ~—  Actions - Settings ~ Yiew: All Tasks -
W Title O Assigred To Skatus Priority Due Date % Complete
Mews bask ko be done ! Hew Robert In Progress (2) Normal 6/15/2009 5%

IDDHE

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

a v | E 0% - 4

You will now see the task appear in the list. The listing appears similar to that in SharePoint

Document Libraries.

Site Actions ~

By Assigned Ta
Bw My Groups
Due Today
Iy Tasks
[ Madify this Wiew
[l Create View

View: (Al Tasks -
Due Date all Tasks
al &/ 18/ 2009 active Tasks
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As with most elements in SharePoint it is possible to use View to display the information in a
different manner. You can see all the Views available in the Tasks area by clicking the down
arrow next to All Tasks in the upper right of the window.

If you now click on the item name to display the entry you should see something similar to:

Companyweb > Tasks = Mew task to be done

Tasks: New task to be done

Close |

=i Mew Itermn _j'Edit Itern | K Delete Itemn giﬁhﬂanage Fermissions | Alert Me

Title Mew task to be done

Priority (21 MNormal

Status In Progress

% Complete 5%

Assigned To Robert

Description Infarmation about what needs to be done.

Start Date 6/16/2009

Due Date 6/15/2009

Created ab 67 16/2009 4:26 PM by Robert Close |
Last modified at &) 16/2002 426 PM by Robert

From here you can Edit the task, change or add information. You can Delete the item so it no

longer appears in the list and you can manage the Permissions on this item. This allows you to
determine exactly which rights users have on this particular item including the ability to view,
change and delete. Finally, you have an option to configure email Alerts about when changes

occur with this item.

Most items in SharePoint have the ability to send email Alerts when information changes. These

Alerts can be customized in their frequency and triggers. Alerts are configured on a per user
basis to provide flexibility around what users receive Alerts about.

Press the Close button to exit the task.
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Companyweb = Tasks

Tasks

Ize the Tasks lisk ko keep track of wark thak wou or wour team needs

Mew = Ackions = Settings -

@ Title Aszzigned 1
Mew task bo be done | HEw ~|  Robert
Wigw Ikem
2 Edit Item

Pt

—'lj Manage Permissions
¥ Delete Ttem
Alert Me

If you hover over the item in the list and select the down arrow that appears to the right of the
field you will see than many of items in the menu that is displayed are similar to those displayed

when you actually click into the item.

As expected, it is possible to link these task items with those in Outlook. There are many other
additional features of SharePoint tasks, however for further information on that topic look at

the Where to go from here? section at the end.
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4. Picture Libraries

[

Ta3RS - TPIILUWS LILCH ICL CADIOE CF

- IEI htkp: | fcompanyweb /Lists Tasks allltems, aspx j ‘£| |z| Iff Live Search

(2]

{; Favorites | {5 @ Suggested Sikes ~ @ | Wb Slice Gallery ~

@Tasks | | ﬁ - = [ @ +* Page ~ Safety » Tools = @v

Comparyweb

‘Welcome Robert = | =
@@ companyweb [This List =] | 2]

E Gite Actions -

Companyweb = Tasks
Tasks

View Al Site Content Use the Tasks lisk to keep track of wark that vou or your team needs ta complete,

Documents Mew =  Ackions = Settings ~ View:  All Tasks =
= Shared Dacuments @ Tite O assigned To Status Pricrity Due Date % Complete
= Fax Center Tew kask to be done | HEW Robert In Progress (23 Mormal 6{16{2009 5%
Lists

= Calendar

= Tasks

Discussions

= Team Discussion

Sites |

= Archived E-Mails

Pictures CIiCk PhOtOS

= Photos

People and Group:

= .
2] Recycle Bin

IDone [ [ | [ [# €& Localintranet | Protected Mode: off Cav | E 0% - A4

To move to the SharePoint Picture Library select Photos from the Quick Start Menu on the left
as shown above.
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(_.:'Pictures - Windows Internet Explorer

@\:—: - |g, http:,l’;’companyweb,l’Pictures,I’Forms,l’AIIItems.aspx?RootFoIder=http%3a%2F%2Fcompanyweb°z’02FPictures°z’92FPh-j 3| X If" Live Search

{3 Favorites | {:3 @ Suggested Sites ~ & | Web 3lice Gallery =

@Pictures | | & = EE = B g@a - Page - Safety - Tools + .@.v
Companyueh wielcome Robert = | (@) &
@4 companyweb [This List =] | 2|
Home |
— Companyweb = Pickures = Photos
| i Pictures
Wiew All Sike Content Use this library to store photos of vour organization and events,
Documents Mew ~ Upload = | Actions ~ Settings - Yiew: All Pictures -
= Shared Documents
= Fax Center
Lists
= Calendar
= Tasks l"

~ Windows:
Discussions Small Business Server ro0d
= Team Discussion
Sites
= Archived E-Mails
Pictures [ ses_logo
= Phobos

People and Groups

5] Recycle Bin

-

=
’_l_ l_ ’_l_ l_ '@ |“l‘. Local intranet | Protected Maode: OFF 3 - | HA00% - %

Once clicked the screen should now appear like what is shown above.

SharePoint Picture Libraries are very much like Document Libraries, however they have a

number of special features that makes then more suitable for cataloguing images. The first of
which you can see above, that being a thumbnail view of the image.

Click on any image displayed.
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Companyweb = Pickures = Photos = SBES_logo

Pictures: SBS_logo

Phaotos

Close |

Edit Itemn }( Delete Itern n—'l-laManage Permissions | S3Manage Copies _élche:k Cut | Alert Me

MName SBS_logo
Preview f?Wir‘tdﬂWS‘
~ Small Business Server 2oos
Title
File Type png
Picture Size 177 x 43

Date Picture Taken
Description

Keywords

Created ab 11)4/2008 11:51 AM by Administrator Close |
Last modified at 11/4/2003 11:51 AM by Administrakor

As with the SharePoint task items you can now see more detailed information about the image.
You will notice that it has two fields (that are currently empty) called Description and Keywords.
Into these fields you can enter text information about the image that will make it easier to
locate.

To edit the information about this image, click the Edit ltem option from the menu bar.
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Companyweb = Pictures = Photos = SE5_logo = Edit Item
Pictures: SBS logo
(a4 Cancel
){ Delete Item * indicates a required field
Name * ISE-S_lI:IgD png
Preview F
.I._TWmdows_-
Small Business Server 200z
Title I
Date Picture Taken I 'ﬁllz F'.M;I I':”:';I
Description ;I
[ -
Used as alternative text for the picture.
Keywords d
=
For example: scenery, mountains, trees, nature
Created ab 11/4/2008 11:51 &M by Administrakor QK | cancel |
Last modified at 1142003 11:51 AM by Adminiskrator

You are now able to enter additional information into the selected fields. In this case you may
give the image a suitable title and some descriptive keywords. When complete, simply press the
OK button to save the information.

Much like SharePoint Document Libraries you can upload additional images to the Picture
Library simply by using the Upload button from the menu bar. You can also change the View of
the data by selecting from the available library Views in the upper right of the screen.
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5. Recycle bin

If a user mistakenly deletes information it can be easily recovered from within SharePoint.

Companyweb = Pictures = Phaotos = SBS_|logo = Edit Ikem

Pictures: SBS logo

(0] Cancel

}( Delete Item * indicates a required Figld

Hame * g

Preview

Click Delete
Item

Title

Date Picture Taken

Description ;I
[ |
Used as alternative text for the picture.
Keywords :I
[ |
For exarnple: scenery, mountains, trees, nature
Creabed ab 11/4/2008 11:51 AM by Administrakor o | cancel |

Last modified at 1142008 11:51 AM by Adminiskrator

With the SBS_logo item open click on the Delete Item from the top menu as shown above.
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Companyweb = Pickures > Photos = SBES_logo = Edit Ikem

Pictures: SBS_logo

04 |

Cancel

Preview

:l Are wou sure you wank ko send this ikem bo the sike Recycle Bin?

Title

Date Pict Tak I
ate Picture Taken QK Cancel |

Description

¥ Delete Them *indicates a required Field

Mame *
Message from webpage E3

=
Used as alternative text for the picture.
Keywords ;I
=
For exarple: scenery, mountains, trees, nature
reaked at 11/4/2008 11:51 AM by Adminiskrator Ik | Cancel

Last modified at 6212009 11:09 AM by Fobert

You'll be prompted as to whether you are sure you want to delete the item.

Select OK to continue.
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#3@ Companyweb

- Caompanyweb = Pictures > Photas
[JEZ Pictures

Views &l Sike Content I1se this library to skore photos of wour organizakion and events,

Documents e - Upload = Actions = Settings -

= Shared Documents

Tvpe Marne
= Fax (enter There are no pickures o show in this view, To add a new picture, click "Upload” above.,
Lists

= Calendar

= Tasks

Discussions

= Team Discussion

Sites
= Archived E-Mails

Pictures

= Photos

Click Recycle

Bin

People and Groups

2] Recycle Bin

You should now see that the Picture Library is empty. Click on the Recycle Bin item in the
bottom of the Quick Start Menu on the left.

eb
Site Actions *

Companyweb > Recycle Bin

Recycle Bin

Use this page ko restore itemns that wou have deleted From this site or to emply deleted items, Ikems that were deleted more than 30 day(s) ago will be automatically
emptied, To manage deleted ikems For the entire Sike Collzction gao ko the Sike Collection Recycls Bin,

|¢\ Restore Selection | % Delete Selection

™ Type Mame Ciginal Location Created By Deleted 4 Size
- B SB5_logo.png JPickures|Photos Adrainistrator 62112009 11:11 AM 11.6KE

In the Recycle Bin you should now see the image that was just deleted. To restore the item to
its original location simply place a check next to the item and select Restore Selection from the

menu.
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Site Actions - |

Companyweb = Recycle Bin

Recycle Bin

Lse this page to restore ikems that you hawve deleted From this site or to emply deleted ikems. Ikems that were deleted more than 30 day(s) ago will be automatically
emptied, To manage deleted items for the entire Site Collection go to the Site Collection Fecyce Bin,

4~ Restore Selection | & Delete Selection

[T Tvpe Mame Swicicollozokion Ceosbod B Deletedd Size

. Message from webpage
W %]  9BS_ogo.prg £/21/2009 11:11 AM 11.6 KB

[ :' Are you sure you want to restore "SB3_logo, png"?

ok, I Cancel

You will be prompted as to whether you wish to restore the item. Select OK to continue.

{2 Pictures - Windows Internet Explorer [_[=2]x

@:—: - |g, http:,l’;’companyweb,l’Pictures,l’Forms,l’AIIItems.aspx?RootFolder=http°.-’03a°.-’o2F°.-’o2Fcompanyweb°.-'02FPictures°.-’02FPhnj L AES If’ Live Search R~

7 Favarites | 9 €8 Suggested Sites ~ & 'Web Slice Gallery ~

(& Pictures | |

5 Bl - ) s - Page+ Safety - Tools - (@
Companyweb

‘welcame Raobert = | @ =

@@ companyweb [This List =] | 2|

| iy

5ite Actions ~
— Companyweh > Pictures = Photaos
| Pictures
Wiew All Site Content Use this library to store phatas of your arganization and events,
Documents Mew ~ Upload -~ | Actions = Setkings = Wiew: All Pictures -
= Shared Documents
= Fax Center
Lists
= Calendar
= Tasks =
_ Windows:
Discussions Small Business Server xos
= Team Discussion
Sites
= Archived E-Mails
Pictures [ ses_logo
= Photos
People and Groups
=] Recycle Bin

-

’_l_l_l_l_l_lﬁlq- Lacal intranet | Protected Made: Off Ch v | E 0% - 7|

If you now return to the Picture Library by selecting the Home tab in the top left and then

Photos from the Quick Start Menu you will see that the item has been restored to its original
location.

45



© 2010 www.ciaops.com Version 1.00

SharePoint actually has two recycle bins. The first is the one shown above, available for every
user. The second is one that is accessible only by administrators. If an item is deleted from the
users Recycle Bin it can still be recovered from the administrators Recycle Bin. SharePoint
therefore has dual layers of protection against any item being mistakenly deleted.

6. Search
(_.;'Pictures - Windows Internet Explorer [_[2]x
@:—-: - |g, http:chmpanyweh,l’Pictures,anrms,l’,QIIItEms.aspx?RnntFnIdEr=http%3a%2F%ZFcnmpanyweh°.-"02FPictures°.-"02FPh|j 4| X I:" Live Search 2~

{\‘3 Favorites | {:3 @ Suggested Sikes @ | Web Slice Gallery =

Home Site Actions -

Companyweb > Pictures = Photas
ictures

i library to store photos of your organization and events,

Wiew All Sike Con

Documents pload = | Actions Settings Wigw: Al Pictures -

= Shared Documents
= Fax Center

Lists

= Calendar

= Tasks "‘

. Windows:
Discussions Small Business Server xos click Home

= Team Discussion
Sites ~
= archived E-Mails
Pictures 7 5ps_logo
= Photos

People and Groups

5] Recycle Bin

@Pictures | | ﬁ R -3 Qé; » Page » Safety » Tools = I@Iv
Companyweb welcome Robert + | (@) =
## companyweb [This List =] | 2|

-

’_l_ l_ l_l_ l_ '@ |€'|‘.. Local intranet | Protected Made: OFF Sy - | 100 -

.

Click on the Home tab in the upper left of the screen to return to the SharePoint front page.
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L |§| ko fcampanyweb) def ault, aspe j |E| |Z| Iff Live Search |EE‘
{;' Favarites | {;"5 ? Suggested Sites @ | Weh Slice Gallery ~
(& Home - Campanyweh | | - - [ f= v Page - Safety ~ Tods~ (@~

Comparyweb ‘welcame Raobert = | @ =

## companyweb [This site =] | 2]

| tome.

Wiew Al Site Content Internal Weh site
Documents
Announcements h . .
= Shared Documents :_!WlndOWS
Install the server's security certificate on your remote computer 11/4/2008 11:51 AM Small Business Server 2008
= Fax Center by Administrator
Lists ‘o can configure remoke computers to trusk the Windows Small Business Server 2008 server by instaling Links -
the server's security certificate, This will enable your browser ko connect to Remote Web Workplace without
= Calendar security warnings. o Windows Small Business Server 2008
0 el Client Computer Help
Toinstall the...
- - E add new link
Discussions Welcome ko your Internal Web site 11/4/2008 11:51 &M
= Team Discussion bry Administrator
‘Windows Small Business Server provides wour organization with this internal Web site. You can use your
Sites internal Web site to share documents, pictures, and other information with ca-workers, You can also use
P Features that enable e-mail and Fax, For more,,,
= archived E-Mails

Pictures = Add new announcernent

= Phatos
Calendar

People and Groups N N
There are currently no upcoming events, To add a new event, click "add new event” below,
|E] Recycle Bin
= Add new event

'Done ,7 ,7 ,7 ’7’7’7 ,@ |P‘ Lacal intranet | Protected Made: OfF Jh - | Fioos - . |

On the front page you will see a Search line in the top right of the screen.
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(,"Home - Companyweb - Windows Internet Explorer

I=d B
@:—-: L |g ko fcampanyweb) def ault, aspe j || I,f-! Live Search o=
7 Favarites | T3 W suggested Sites v & Weh Slice Gallery v
@Home-Companyweb | | ﬁ - E = 7| p= - Page = Safety + Tools = l@lv
Comparyweb ‘welcame Raobert = | @ =
## companyweb [This site =] | 2]

Home

I—

Site Actions —

Wiew Al Site Content

Internal Web site
Documents
Announcements Py, .
= Shared Documents & Windows

Small Business Server 2008
= Fax Cenker

Lists ‘You can coInF\gu " Links -
the server's sec neck toRemote Web Workplace without
= Calendar security warning o Windows Small Business Server 2008
Client Computer Help
Rhl=ke Toinstall the...
- - E add new link
Discussions Welcome ko your Internal Web site 11/4/2008 11:51 &M
= Team Discussion bry Administrator
‘Windows Small Business Server provides wour organization with this internal Web site. You can use your
Sites internal Web site to share documents, pictures, and other information with ca-workers, You can also use
P Features that enable e-mail and Fax, For more,,,
= archived E-Mails
Pictures = Add new announcernent
= Photos

Calendar
People and Groups

There are currently no upcoming events, To add a new event, click "add new event” below,

&) Recycle Bin

= Add new event

Ad
Done ,7’7’7’7’7’7@“{ Local intranet | Protected Mode: OFf ¥a = | HA00% - A

Simply enter term that you wish to search for and click on the magnifying glass to the right of
the line to commence the search.

Not only is most of the information you enter into SharePoint searchable but much of the
information inside documents stored in SharePoint is also searchable. This means that you can
search information stored inside Word and Excel documents that are stored in SharePoint. With
some additional configuration it is also possible to search Acrobat PDF documents.
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Conclusion

SharePoint is a very powerful component that can easily be added to most Microsoft Windows
Servers. It is the starting point from which you can create a solution to solve your collaboration
needs. Basically, all you need to know is that SharePoint is a standard tool, much like Word or
Excel that you can easily customize to suit your business needs.

This document has provided a very basic overview of some of the most common features
available with SharePoint as well as taking you through a basic tutorial of these features. This
document should make a great starting point for anyone wanting to come to grips with the
basics of SharePoint on Windows Server 2008.

Where to go from here?

What has been shown here is only the tip of the iceberg as to what can be accomplished with
SharePoint. The first place to start, if you want more information are the links and video section
below. These will provide you with more information about SharePoint.

Further documents and information about utilizing the advanced features of SharePoint can be
found at http://www.ciaops.com and http://www.slideshare.net/directorcia. If you are

interested in receiving information about any upcoming documents about SharePoint please
send an email to director@ciaops.com asking to be added to our regular newsletter.

If you have any feedback on the information provided here please contact
director@ciaops.com.

Computer Information Agency
http://www.ciaops.com
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Glossary

Alerts — Are settings that can be made to most components of SharePoint that will send an email to
inform of changes in information. They can be customized in respect to what triggers the sending
(change, delete, addition, etc) as well as the frequency (immediate, daily, weekly, etc). They are
configured by each individual SharePoint user normally at the location they wish to monitor.

Document Library — Are storage locations in SharePoint specifically desighed to manage any sort of

document (Word, Excel, PDF, etc). Once here, documents can easily be sorted and displayed. It is also
possible to configure check in/check out as well as document approval to give better document
management than what is normally provided in folders on the local computer.

Picture Library — Are similar to Document Libraries but they are specifically designed for the

management of images (JPG, BMP, TIFF, etc). They share many features with Document Libraries

including the ability to check in/check out document as well as document approval. Importantly, Picture
Libraries allow additional descriptive information to make locating images much simpler.

SharePoint — Is the Microsoft technology on which SharePoint is based. It is a web front end onto a
database in its simplest form. It is accessed via a standard web browser but provides much greater
functionality when viewed with Internet Explorer. SharePoint can be used to manage a variety of
information sources from documents to ad hoc lists with everything inside it being fully indexed for
search ability.

Views — Are different ways to display the same data. You are able to have a number of different Views
of the same data between which you can easily select. Views can also be used to aggregate data within a
list such as summing up values in a column, averaging values, or other aggregation functions.

Links

e Microsoft Windows SharePoint Services
http://office.microsoft.com/en-gb/sharepointtechnology/default.aspx

e  Microsoft Office SharePoint Designer
http://office.microsoft.com/en-us/sharepointdesigner/FX100487631033.aspx

e 2007 Office System Document: Working Together in the New World of Work

http://www.microsoft.com/downloads/details.aspx?Familyld=F38AD0O0F-ED59-4411-BD9B-
1E438DD5CC6B&displaylang=en
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Videos

Demo: Tour a Windows SharePoint Services 3.0 site
http://office.microsoft.com/en-us/sharepointtechnology/HA102055631033.aspx

A quick tour around a SharePoint site
http://www.cbtclips.com/sharepoint3/Assets/swf/wssv3 site tour/wssv3 site tour.html

What is SharePoint?
http://www.sharepoint-screencasts.com/Pages/5018.aspx?Screencast=5018

How to post announcements to the SharePoint home page
http://www.cbtclips.com/sharepoint3/Assets/swf/wssv3 announcement/wssv3 announcemen
t.html

Overview of the document management features built into SharePoint
http://www.cbtclips.com/sharepoint3/Assets/swf/wssv3 understanding libraries/wssv3 under
standing libraries.html

Microsoft Office System Webcast: Tips and Tricks to Get You Started Using Microsoft SharePoint

Products and Technologies (Level 100)
http://msevents.microsoft.com/CUI/WebCastEventDetails.aspx?culture=en-
US&EventID=1032345262&CountryCode=US

Linking SharePoint 2007 with Outlook 2007
http://www.youtube.com/watch?v=p9CnBNVnBjk
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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 as well as write on a
number for topics for the Computer Information Agency including being involved in the SMBITPro
community in Sydney. 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 unique 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’ll
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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