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SHAREPOINT 2010 POWER USER
GUIDE

Kevin O'Neill

SharePoint 2010 is a complex system that has many gadgets and
functionality associated with it. As SharePoint 2010 is starting to be used
more — the subject matter is becoming more technical and complex.
Therefore, many users just need to use SharePoint 2010 for their daily jobs
and thus this powerusers guide does that. It peels away the pure technical
details and shows one step by step many key features and functionality for
the casual SharePoint 2010 user. The following document was created using
a local SharePoint Foundation version — as well as a SharePoint Enterprise

edition.
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Overview of Users
SharePoint has several user bases which are worthy of an overview — these include:

Business Owner/Champion — this is typically the individual(s) in the organization whom
make the decisions on what is needed for the business. They may suggest new
features and functionality which should be implemented. They also will champion
SharePoint as a platform in the various business meeting settings they partake in.

Power User/Site Owner — this is typically an individual(s) whom maintain a section of a
SharePoint site and subsites on a daily basis. They are responsible for content creation
and updates as well as layout and permissions to the site they manage.

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

Site Collection Administrator — this is an individual(s) whom are responsible for the
whole site and subsites. A site collection administrator has responsibility for additional
features and functionality which usually involve customizations.

System Administrator — this is an individual(s) whom typically are responsible for the
servers themselves and usually are in charge of backups of data and server
maintenance.

Developer — this is an individual(s) whom typically write the code that encompasses
custom features and functionality which are beyond out of the box techniques that are
needed and asked for.
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How to Add a Folder

Follow the steps below to add a new folder to a document library.

Folders can be nested — meaning one can have one folder inside another.

1.Navigate to the
administrative side of
the document library.
This example shown
requires a user have
contribute access or
greater.

Typically this is done by selecting Site Actions -> View All Site

Content — then

selecting the desired document library see examples below:

Site Actions ~ | S Browse

Edit Page
Modify the web parts on this
page.

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

Mew FPage
Create a page in this site.

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

Mew Site
Create a site for a team or
project.

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

Manage Content and Structure
Reorganize content and
structure in this site collection.

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

Daocuments

Then in this case I've selected Documents

Document Libraries

Customized Reports

B

This Document library has the templates to create Web Anal
reports for this site collection

This system library was created by the Publishing feature to
documents that are used on paaes in this site.
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2. In the ribbon under Library Tools
Library Tools click the | [y ¥ browse
Documents tab

SHE: (Bocuments o
I_I -
. _{5 Check In
Mew Upload Mewr Edit
Document - Dncumentv Folder Document & Discard ¢
Mew COpen & Check O

3. From the ribbon,
select the “New
Folder” option.

Library Tools

(Decumens o

_| Check In

4

Site Actions ~ g Browse

0 1

Mew Upload
Document » Document «4 Folder

Documents

Edlt
Document | Discard €

Mew Open & Check O

4. Enter a name and
click on the Save
button.

e

H E 3 iﬁCut

=3 Copy
Save  Cancel Paste

Cammit Clipboard

MName * |Testl

Save Cancel

The folder is created as named
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How to Add Documents

Follow the steps below to add new documents to a document library.

1. From the site
where the
document library
is located click
Site Actions ->
View all Site
Content then
under Document
Libraries click on
the desired name
of the document
library on the
page to which
content should
be added.

2. Toupload a
document or
documents, click

Sy Cestomaped Rapors

el L

rapety Ao Shay mbe colchenn

Tha wywtern bbrary mas crested by the @
doourranty tha? arw used on pacmm n

Tha Cooumant kbrary haa Bhe termplaien fo creste Web Anslvbon custom

sbprng ur o o
1 mdn

O B dayu aga

Library Tools

Browse Documents

on in the Ribbon ‘D F 3-'|5 5, L CheckOul
from Library < |5 Check In
Tools -> Upload Mews Edit
Document | Folder Document j Discard Ct
Documents -> Uoload Document B |
i ﬁfl_ j P umen |
Upload Upload a document from your

Document and
select to Upload
Document or
Upload Multiple
Documents.

computer to this library.

Upload Multiple Documents

Upload multiple documents from
your computer to this library.
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3. Upload
Document: Click

Upload Document

O n th e B rOWSE Browse to the document you e
. intend to upload, | Browse... |
button to find the - —
A Upload Mulkiple Files. ..
deSI I’ed ¥ add as a new version ko existing Files
document, much
. Destination Folder
like you would _ o Folder:
Specify the Folder in this
attach a oot phtl S |
document to an
e mall and then Version l:ommenl:s. _ Wersion Comments:
click OK. i ot e e 5|

WErsion,

[8]4 Cancel |

4. Upload Multiple
Documents:
Drag the
documents from
the local PC or
file share into the .

1 (i|Drag Files and Folders Hera
box that says -

71 Add a5 & new verson to exsting fes

‘Drag Files and e
Folders Here’
C“Ck OK. & out of 0 Fles uploaded

Tetal uplond daze: O KB

NOTE: Documents must be located in an accessible location, such as a user’s pc or a
network file share or server. Also it is a good idea to not display more than 5000 items
in a folder.
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How to Modify Existing Documents

Follow the steps below to modify documents in a document library. These steps can
also be used to change the name of a folder.

1. From the site Bemat Laeet

§  Cestseared Bapoctn

where the T
document library is

located click Site
Actions -> View all
Site Content then
under Document
Libraries click on
the desired name
of the document
library on the page
to which content

should be
modified.
2. From the Library Tools
Documents or ;
s ) Docurnents -Lll:urar';.f
Library view . .
hover the mouse i Zheck Qut 4 | Wersion Hi
over the desired El:II: _{gcheck In y Edt £ Document
. | i |

document. Click Document & Discard Check Oub  Properties Properties % Delete Do
on the drop-down Open & Check Ouk Manage
arrow that
appears to the frpe flame
right of the 0y OnBoarding Template -
document. Wiew Properties

fa Edit Properties
From the menu,

select the “Edit in Edit in Micrasoft Wwaord
Microsoft Office

<application>"

option.

This option will
change depending
on the Office
application that is
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related to the
document.

The document will
open in the correct
application. Make
any necessary
changes and click
the save button.
Changes will be
saved to the site.

NOTE: If a user simply clicks on a document, the document will open and the user will
be able to make changes, but the changes will not be saved to the site. When a user
opens a document by simply clicking on the document, they open a Read-Only copy of
the document. They can save their changes to their desktop, file share or network
server but the changes will not be saved into the document library for others to see.
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How to Delete Documents

Follow the steps below to delete a document from the document library.

These steps can also be used to delete a folder. NOTE: If a folder is deleted,
everything under the folder will also be deleted.

1. From the site

where the
document library is
located click Site
Actions -> View All
Site Content then
under Document
Libraries click on
the desired name
of the document
library on the page
to which content
should be deleted.

=i I

Iy Customaed Baporis

@ ¥ davi s

. From the

Documents or
Library view, hover
the mouse over the
desired document.

. Click on the drop-
down arrow that
appears to the
right of the
document.
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4. From the drop-
down list, select
the Delete option.

|_I|:I I3y Too | =

@ Maodify View . Current Yiew:

1| 35
g 1D

Create
j View

Library

Q@

E-mail a  Alert
4 Current Page Link  Me

Share & Tra

il create Column

Ej Mavigate Up
Manage Views

all Documents -

Mame

@ COnBoarding Template - |7

Wiew Properties
Edit Propetrties

Edit in Microsoft Wword

Check Cut

i 1B 1

Version History

Compliance Details

Wi orkflows

Alert Me

Send To r

@

Manage Permissions
Delete

X 8

5. A pop-up will
appear to verify
that the document

should be deleted.

Click OK if the
document should
be deleted.

Message from webpage 5[

A ? ) Are you sure you want to send the ikemis) to the site Recycle Bin?

E Zancel |

6. The document will
be deleted from
the system.
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Recycle Bin

If a document or folder is deleted from the document library by accident, the user by
default has 30 days to recover the document. This is done by using the Recycle Bin

option on the site.

To recover a deleted document or folder, follow the steps below.

1. Click on the “Recycle Bin” | _ _
link that is located in the LT
left hand column of the Al Site Content
site.

2. Find the document or

folder in the list.

3. Mark the document by
placing a check in the 4\ Restore Selection &K Delete Selection
box next to the [T Tvpe MName Original Location
document. o
v Eg{ CnBoarding  fFirm/Departrnents/Inf
""""" Template.doc
4. Click the “Restore
Selection” option.
5. A pop-up dialog box will i Message from webpage x|

be displayed. Click on
the OK button if the
correct document has
been selected and should
be restored.

A ? ) Bre wou sure you wank to restore "OnBoarding Template . doc"?

Cancel |
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File and URL Administrative Notes

o Document URL Length

The maximum length of a URL for a file is 260 characters. This includes the folder
structure above the file. Thus a folder name and a file name cannot be more than 128
characters. It should be noted that in SharePoint if a file or folder has a space — it will be
shown with a %20 in the URL.

If a file is attempted to be uploaded that has a combined URL that is too long an error
will be displayed:

“The specified file or folder name is too long. The URL path for all files and folders must

be 260 characters or less (and no more 128 characters for any single file or folder name
in the URL). Please type a shorter file or folder name.”

o Allowed Document Types

The following document types are commonly allowed to be added to a Document
Library.

o Microsoft Word (.doc)

o Microsoft Excel (.xIs)

o Microsoft PowerPoint (.ppt)
o Microsoft Project (.mmp)

o Microsoft Visio (.vsd)

o Adobe Acrobat (.pdf)
o Text (.txt)
o Rich-Text document (.rtf)
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o Images (.jpg, .gif, .omp)

o HTML page (.htm, .html)

o URL

o Special Characters/Restricted Characters

The following characters cannot be used when naming folders or files (<document
name>.extension).

. [/ - forward slash

\ - back slash

. : - colon

. * - asterisks

o ? — question mark
o " — double quotes
. < -less than

o > - greater than

« |-pipe

o # - pound
. <TAB>
o { - left bracket

o } — right bracket

o % - percentage
o ~ - tilde
o & - ampersand
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PERSONAL NOTES:
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Content Editing

Follow the steps below to edit existing content on the site or team site you manage or
add content to.

1. From the page that Site Actions - | @S TN Documents
content is to be edited
select Site Actions ->
Edit Page.

Edit Fage
Maodify the web parts on this

2. Likely a Content Editor Page Tools Web Part Tools
web part will house the
content that needs

Format Text Insert Options

changed. Therefore ; ~ &pt - i= 1= iE E [ M
place the cursor in the - o iy

text block that needs Usex, X ¥.A-4 E=== tyles
changed or highlight the Font Paragraph Styles

area that needs
changed and make the | "
desired edit(s) as you
would while using any
text editor.

Content Editor

This iz some test content for the webpage

The page needs to be changed for the new press releaze

3. Inthe example here the

text webpage has been Content Editor
highlighted This is some test content for the

The page needs to be changed for the new prezs release
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4. In the Font menu the — =1 o=
. Yerdana * Ept - 1 I ||EE RE 4
Bold is then selected EI
and using the live B|/ Ugex, x ¥.A. A EFH===
preview the text is
shown right away Font Paragraph
bolded. 3 Ehoid {Cial = B}
Make the selected text bold.
Content Editor
This iz some test content for the
The page needs to be changed for the new press release
5. On t.he right the Content Editor
text Is now —— p— =TT .
bolded. is is some test content for the page
The page needs to be changed for the new press release
6. If thIS were the ] _I'r.: Browse Page
only change to
be made to the L_j;[ [% _ﬂge
. ! —
page an editor Save & Close CheckIn Edit
would then - . Properties -
select the Page Edit
tab then Save
and Close —
which would
then essentially
publish the
page.
7. If further edits to
the page were Verdana bt Bpt a
so desired other I Usex, x W.A. A,

font elements
from the Font
menu could be
selected.

Font
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8. Addltlonglly iz 1= E s E"“
other edits to : '
the page could ===
be done by
using the Paragraph
Paragraph
menu.
9. Selecting the
Al
Styles menu Aﬁ N
allows for Styles | Spe
content font - ]
Stylesto be set. |  omal
Highlight
| Ey Line
Tag Line
_| Comment
—| References
_ Caption
10.To spell check a < @
page select the y — X
: ) Select -
Spe”"_]g Spelling  Markup
selection and - Styles » <3 HTML ~
the Ianguage _| Remove Spelling it
that the content | ¢ i United states
is written in. - _ . .
Arabic - Saudi Arabia
English - Australia
English - Belize
11.Toadd a =N
desired =
[y select~
markup select | |yireup
the Markup styles~| <5 HTML -
Styles. _| Heading 1
selectlo_n then Heading 2
the desired 7 _
. Heading 3
selection. .
Heading 4
_| Colored Heading 1

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET

USE ALL COMMANDS AT OWN RISK


HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

Page
Tools/Web
Parts

12.To add new
sections or
media type
content select
from the Page
Tools tab ->
Insert.

EEaam =

Fage Toels
Inzert

Teat Emage '-"ld-mmd W!h Exl.':rli_ltnq

Text Medin Web Parts

13.To add a new
Text block to a
page select
that option. The
Content Editor
will appear on
the page —to
add content
click the link
that says ‘Click
here to add
new content’.

Content Editor [2]

14.To move the
text editor to a
different
location on the
page simply
select the
editor and
move it to the
desired area.
This same
process can be
followed for any
of the Page
Tools set.

Content Editor [77 .
Content Editor [2]

Content Editor [1]

This i some test content for the webpage

The page needs to be changed far the new prezs releaze
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15.To add an
image select
from the Page
Tools tab ->
Insert ->
Image.

Page Tools

SERIE

Text Image Video and Web Existing
Audio Part List

Text Media Web Parts

Recent| Image

Cesigng  Inserts an image web part into the
selected zone.

16.The part is

Image Viewer
added tO the Ta ik to an image, open the tool phne and then type & URL 10 the Image Link text bax.
page as an .
Image Viewer
object.
17.In the Image Image a
web part box : o
mage Lin
that qppeqrs to To |i|g'I|-C to an image file, type a URL
the right click or path,
the ... of the Test Link
http:// item and http:// ®
enter in the Alternative Text
URL of where El
the desired
image is Image Vertical Alignment
located and |Middle =]
click OK. Itis Image Horizontal Alignment
then | Center (]
recommended
to click the Test
Link link to

make sure the
image is typed
correctly. Enter
in other
Alternative Text
and select
desired
Alignments
before clicking
Apply -> OK.
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& | Text Editor -- Webpage Dialog

Image Vertical Alignment
|Middle [=]
Image Horizontal Alignment

| Center EI

Web Part Background Color

Transparent )
Appearance
Layout
Adwvanced

[ QK ][Camel][ Apply ]

http:// www. kmo .. name/ images,/kmo. gifl

18.To add a media
item select
from the Page
Tools tab ->
Insert -> Video
and Audio.

[0k ][ cancel |

Page Tools

Browse

g%
=
Video and  Web Existing
Audio Part List

=

edia Web Farts
Video and Audio

LL

Insert a video or audio file into the
page.
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19.The Media

Web Part is
added. Where
it says ‘Click
here to

continue’ do so.

NOTE: This is
a Silverlight
Control.

Media Web Part -

Click -here to configure

20.Select the

desired
Properties,
Player Styles
and Size.

Title Media Web Part | 3 Horizontal Size: 320 px

:1-D-|-
Start media automatically i éﬂ WVertical Size: 240 px
85
Loop until stopped - Lock Aspect Ratio

Properties Player Styles Size

4 F 4 P

21.Select the

Change Media
selection then
select where
the desired
media is
located.

0 4

Change Change
Media ~ Image -

| From Computer
From ShareP From
From Address

Eemove

22.1In this example

From Computer
was selected —
and thus
selecting
Browse then
selecting the
media to be
uploaded and
where it is to be
uploaded
should be
followed and
click OK when

Upload Media

Mame: Browsa_.. |
Upload to: | [EITEIEEETRE -

[ Overwrite sasting files
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done.

23.1f the media

item is
uploaded with
success a
message as
shown is
displayed and
at this point
one can add a
Title for the
media item and
then click Save.

s |
= *
H ﬁ ‘Eh:w x

Save  Cancel  Paite Delete
Reém
Commit Clipboard Actions

DD The document was uploaded sccessfily, Liss this form b update the properties of the document,

Narme = TtstHﬁm!I T

Tethe

24.To add a web

part item select
from the Page

Page Tools Web Part T

Orptions

e E
Tools tab ->
Insert -> Web Web | Existing
Part. Part | List
Web Parts
1 web Part
Pick a web part to insert from the
full list of available web parts.
Web parts can display data from
other sources, such as list data,
search results, forms or another
web page.
25.Select from the | categories Web Parts
Categories (8 Lists and Libraries |~ [TT] Content and Structure Reports (I} Ste Assets
menu on the [ Business Data B0y Customized Reports |5, Sie Colaction Documents
left hand side O3 Content Rolup Sy Documents |5 Ste Cobsction images
[l Fiters (B4 Form Templates (5 se Pages
g]aer?sfr:rn[:/geb Ca Forms £ mages = Warkfiow Tasks
[l Media and Conbent [T Km0 _Test
nght hand side Ca outook web app [ [y Pages
the desired [ PerformancePoint ﬁ' Reusable Content
selection. Upload 8 Wek Part ¥
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26.0n the far right

hand side a
short
description of
the web part is
given and if so
desired where
it says Add
Web Part to —
make a
selection which
in most cases
will be Main
which is the
center of the
page. Click Add
to add the web
part to your

page.

About the Web Part

Documents

This sysbam Ibiary was chasled by the Publshing feabsfa 1o slofe documents thal ane

usad of DAGES i this Sl

Add Web Part to: HEIHB

27.The web part is

added to the
page.

Modifed Heddhiad By

28.Common

attributes of
web parts are
the following:

Appearance — the title bar and height and width of the web part
Layout - how the webpart is positioned on the page.
Advanced — how the user interface will be displayed.

Under Appearance there are several items of interest:

Title — the title of the webpart that is displayed.

Height and Width — the actual height and width in pixels of the
webpart.

Chrome State — if selected this indicates if the web part is
displayed minimized or maximized.

Chrome Type (Title and Border) — the default is that there is not
a title bar or border, or a title only, border only and title and
border.

Under Advanced there are several of interest:

Allow close — allows for the ability to have users close or not
close the web part — if a check box is checked or not.

Allow editing in Personal View — if checked only site owners and
designers can customize the web part.

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

Title URL — Adding a URL makes that URL a clickable item that
users will goto when clicked.

Help URL — If a URL is added then a help button is depicted.
Title Icon Image URL — Allows if a URL is added for an image to
be displayed in the title bar.

29.To change the
properties of
the added web
part click in the
upper right of
the web part
the drop down
arrow and
select Edit Web
Part. On the
right hand side
make any
adjustments
then click Apply
-> OK.

Minimize
Close
W Delete

Edit Web Part
4 Documents x
| List views

-]

You can edit the current view or
select another view.

Selected View

| <Current view> El
Edit the current view

Toolbar Type
| Summary Toolbar El

Appearance

[+]

Layout

[+]

Advanced

[+]

AJAX Options

[+]

Miscellaneous

l Ok ”Camel” Apply ]

30.To add a list
item select
from the Page
Tools tab ->
Insert ->
Existing List.

Page Tools

Documents Library

im

Existing
List

Parts
Existing List

Insert a list from this site into the
selected zone.
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31.Select the

already existing
list from the left
hand side Web
Part menu.
Then on the
right hand
menu in the
About the Web
Part select the
Add button and
the list is added

[l Contacts
E Content and Structure Reports
[ custom SPS Templates

Contacts
Lis of Conbscts

Add Web Pari fo: Middle Zone E

to the page. e B
32.1f a web part is .

added Media Web Part -

accidently it Minimize

can easily be Close

deleted- x De|ete

Assuming one
is in edit mode
select the web
part properties
and click
Delete.

Edit Wel Delete this Web Part from the page. Th
Connecti| will apply to all users.

33.Click OK when

prompted

-
Message from webpage u

o

You are about to permanently delete this Web Part. Are you sure you
want to do this?

QK Cancel

b

34. Another option

Media Web Part = A
to be aware of Minimize
is if a web part Clase
holds _'X Deicts '.{I.Ir:aup":f Wet; Part. ':':'u ca:r:hlLfbn:: |Er:|1-de| ;‘.‘de
. . £l b arts sectson in the snzert nl . These changes
information that Y el pply o uses
is sometimes
needed (for
example a
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message for
new yearly
benefits or a
holiday
message) — the
web part and
its information
can be closed
from view for all
users,
assuming one
is in edit mode
select the
properties of
the web part

and select
Close. The web
part is then
closed.
35.To re- add the

web part to the | ISP AN
page at a later

time —fromedit | (A | || Q m

Browse

mode select

the Page Tools Text Image Uldin Ial:lmzi 1‘;‘;&# Estlgltng
tab -> Insert -> Text Media Web Parts
Closed Web _

Parts. On the Categories Web Parts
right hand side Lists and Libraries 5] Media Web Part
select the we CJ Business Data

part _that was A Content Rollup

previously B Fiters

closed then on D Forms

the right hand E3 Media and Content

side select

Add L3 Outlook Web App
A PerformancePoint
CH Search

A Social Collaboration
7 Closed Web Parts
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[ aw [ cencel |

NOTE: It is not recommended to have too many closed web-part on a said page as
resources in loading the closed web parts will be utilized which may slow page
optimization.
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KEVIN

Follow the steps below to create new pages on a SharePoint site. The New Page
section covers how to create a single web page. The New Site section covers how to
create a whole new site which thus can have web pages off of the main sites page
which are typically all interrelated by subject matter.

[ ) NeW Page Site Actions | Browse
] Edit Fage
1. Navigate to the @ Madify the web parts on this
site where a page page.
i Sync to SharePoint Workspace
is needed to b_e S_l',."l Create a synchronized copy of
added. NOTE: To —  thiz =ite on yvour computer.

add a new page

to a site a user ﬂ g?:afeagepage in this site.
needs designer -

level access or
better. Select Site
Actions -> New

Pages
2. Under
New page name:
Yo g 0 x
. . e e
Enter in a desired I gl
name in this case Thiz page will be created in the Pages= library.
here | have
entered in Test. New page name:
Click Create after Test]
naming the page. Blank spaces in the page name will be converted to -,
[ Create ] [ Cancel

- Processing...

Fleaze wait while yvour changes are processed.
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The
page is created
and the content
entry screen will
look as such.

At this point
adding new
content can be
added following
the information
presented in the
Content Editing
section.

Title

Test

Page Content

o B deyuag

© B dayi ap

E-MAIL: ONEILLWEBSITE@VERIZON.NET
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New Site

Edit Fage
Change the content and Web
Parts on this page.

1 . In this | Hide Ribbon
section ] Hide the page status and
creating a ribbon for this page.
whole new /S_\I Sync to SharePoint Workspace
- — | Create a synchronized copy of
site Is \—H‘” this =site on your computer.
presented —
thus to start e
. . Create a page in this site.
click Site Pad
Actions -> — Mew Document Library
New Site |_—|‘_“| Create a place to store and
share documents.
[ ] MNew Site
J_a Create a site for a team or
project.
2. Select

the deswed Installed Items > Tithe Tepe
installed offics,com
temp|ate_ T T

. Al Types » -
Enterina s m? 2
Title and URL | wcogones - '
name and I

1 Compass

then Click — #3 #s
Create. In this - e
example here -
a Team Site E—
type has been
selected.
NOTE: That

each template
that is
available has
a description
that when
selected is
shown on the
right hand
side — so thus
selecting the
template for
the deemed
purpose is a

- Processing..

233

Documant
Warloipaie

@&

Secial Mesting
Werkipace

%t

Baas: Meotng
Workipade

Hstpage Mectng
Warkpace

Flease wait while your changes are processed.

etk [netsilad [Tame

Taan Sta

Typa: Sfp
Catenyaries: Collaborate]
& e e 1eaE B gl
author, and thare mior|
Brieaded b daoumient B
A PR SR
tema, tsaks, and decn

Titie

i Imnnm-zq
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reality.

At this
point adding
new content
can be added
following the
information
presented in
the Content
Editing
section.
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More Options

In this section
creating other
types of assets
is reviewed —
this includes
document
libraries, lists
etc.

Edit Fage
Zhange the content and Web
Parts on this page.

Sync to SharePoint Workspace
Create a synchronized copy of
this =site on yvour computer.

Mew Page
Create a page in this site.

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

Mew Site
Create a site for a team or
project.

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

On the left hand
side in this
example
Document
Library was
selected.
KMO_DOCS
was placed in
the name field
and then the
Create button
was selected.

Asset Library

Type: Library
Categaries: Content

A place to share, browse sand manags
rnch madaa assets, ike image, audio

EL &

and wideo Files,
Document Library Enterprise Wiki
[kma_pocs
= 5 (Gose)
bl
Ficture Library Publishing Page
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3. Theresultis

processed.

;. Processing...

Flease wait while your changes are processed,

4. The document

library is created
and displayed
and thus items
can be added to
the library by
clicking the Add
new item link.

Library Tools

BE 3 T Modify View . Current View:
] i
- =] Ll [l Create Column = Thumbnails -
W Create
W View _J]Na".rigate Up 4 Current Page 5
fasheet Manage Views

There are no items to show in this view of the "¥MO_DOCS” list,

g &dd new item

If changes to the
Library settings
are desired to
be made from
the Library
Tools select
Library then in
the far right
hand corner
select Library
Settings

m

e $ &

Library Library Workflow
Settings Permissions Settings -

Settings

Library Settings

Go to the Library Settings page to
manage settings such as
permissions, columns, views and
policy.
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6. Here a user can

perform many
useful
operations such
as changing the
name of the
document library
under the Title,
description and
navigation link,
deleting the
document library
and setting the
permissions for
the document
library amongst
other items

Gemaral Sattings Parmissions and Managemant

Tithe, description and nasgation Delete this document kbrary

Save document hbrary a5 templats
Perrressaons for thas docurment library

Marage files which have o checked @ wersion
Weorkflow Sethngs

Enterprise Hetadats and Keywords Settings

Infermatesn mansgement policy sethings

Verssohing settings
Advanced seitngs

Validabon seitings

Codume default value settings
Manage itemn scheduling
Rabirg settangs

Audiercs tangeting sethngs
Metadsta nawvigation sethings
Per-lomation view settings
Form settings

Content Types

Thig decurrsint bbrary @ configured to allew multipls Sortent typed. Use ortant typed to spacly the sfermaten you
other bebavior. The followimsy conbent Types are currently available i thas ibrary:

Conbant Tysa Visbla a Naw Buttan
Image b
Hugd w
Vides o

Add from esasting sfe confent types
Changs new buston crder ard default content bype

Other options in
More Options
can be created
as desired.

Note: Do not
name different
asset types with
the same name
— thus creating a
listand a
document library
with the same
name will result
in errors being
thrown.

Error

A list, survey, discussion board, or document library with the
specified title already exists in this Web site. Please choose
another title.
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Lists

8. In this section
creating lists
and libraries is
reviewed. To
create a list
select Site
Actions ->
More Options.

Edit Page
Change the content and Web
Partz on this page.

&,

e Svync to SharePoint Workspace
SEI Create a synchronized copy of
—  this site on your computer.

Mew Fage
Create a page in this =ite.

= Mew Document Library
EE Create a place to store and

share documents.

[] @ MNew Site
J_a Create a site for a team or
project.

Create other types of pages,

Mare Options...
lists, libraries, and sites.

9. Select Custom | - = Cuseom L
List and on the =y | Eremoomtal Bank B o
right hand side &g L] -3 At S sl
name the ||St _ Bansk Libeary Custsrm List Docurmant: Library Ererznse Wik :u“:ul:fuh::':w#-tm:'ﬁ.
in this case it's — — (ot
been named A : ; il 4‘1 [creae ] [ More cotona |
KMO_LIST. e e e e
Click Create
when done.

10.The request is
processed. : . Processing...

Please wait while yowr changes are processed,

11.The list shell is
shown and to
add items to
the list one
should select
Add new item

Fl a Tie
There are no ibems to show in this view of the ¥MO_LIST™ kst. To add & new item, dick Hew".

% Add ngw itemn
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12.0ne can then

enter in the

content of the ' - o | g

listthenselect ||k &3 T 0.0 11 W

the Save Save  Cancel Paste 1;!3:" iplrl!-r\;

button Caenreit Chipbaard Actions  Speling

ave Carcel

13.The item(s) B o Tite

are then

displayed. test wnew

g Add new itemn

14.If additional
data is to be
stored in the
list — a user
can select
from the List
Tools tab ->
list -> Create
Column

List Tools

Items List

v [P Modify View - Current View:
|_|

| il o

filll Create Column | All Ttems -
Create

View 3] Mavigate Up 4 Current Page

Lol T

Manage Views

| g Title Create Column
Add a column to store additional
information about each item in this
list.

test

15. A user would
then select the
name of the
column in this
example; it
has been
called name
and the type of
information to
collect. They
would then
scroll down

Hame and Type Calums

Tyoe & name for this colume, and select the type of informaton you want
5 shone in the column.
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16. Additional
Column
Settings which
include if the
information is
required,
allows for
unique values,
maximum
number of
characters, a
default value
as well as if
the column
should be
added to the
default view
should be
entered and
selected. A
user would
click OK when
done entering
in the desired
information.

Addations] Column Settings

Speafy detaled optors for $e type of informasion you selected

# Column Validation

Drescription:

Requira that this colamn containg information:

D Yes B Mo

Enforce urmyue values:

O ves @ Mo

MaEmum rumber of charachens!
255

Default value;
@ Text O Caleulated Value

E'J' Add 1o defaul vitw

17.The column is
then displayed
in the list. If
content is
desired to be
entered into
the existing
item — that
item should be
selected and
the Edit Item
selected.
Content can
then be
entered into
the new
column and
saved.

B & Tite

tegt O

View Item

[ Edit item |

Compliance Details

Manage Permissions

X %8

Delete Item

name
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18.1f changes to
the List
settings are
desired to be
made in the far
right hand
corner of the
screen in the

X0V

D;Iltr J-H:I-I‘.h Spllhﬂu

H E ‘ﬂ-—'I -{j:nm’

Saee  Cancel  Puate

Compat Clipbsaard AdRions Speling
e = [
name bt
E@ List Permissions
@ Workflow Settings -
List
Settings
Settings
List Settings

5o to the List Settings page to
manage settings such as

Set_tings ] permissions, columns, views and i
options select policy.
List Settings.

19.Here a user
can perform
many useful
operations
such as
deleting the
list, setting the
permissions
for the list as
well as create
columns and
change the
order display
of existing
columns.

General Settings

Tithe, description and navigation
Verscneng setlings

Agdvarced psttrgs

Valdaticn settrgs

Rating pethrgs

Audigrce targeting setlings

Parmissicns and Managemeant

Crelete thes sk

Save list as template

Permigsions for this lest

Workflow Settings

Erterpnge Metsdats and Keywords Settings

Irfgrmation management policy settings

Metadata navigation settings
Par-location view pettngs

Farm pettirgs

Columng

& columin stores infermation about each ibem in the list. The fellowing columns sre currestly swailsble in this list:

Colurmn [k by adit) Trpa Reguired
Tithe Singhe line of bext -
s Sirgle I of baxt

Craabed By Parion of Group

Modified By PEFSON oF Groug

Craate Sohamn
Add from osting sbe columng
Celamin ardenng

Indexad cslumng

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

KEVIN

20.Those items
under General
Settings are
explained
here:

General Settings

Title, description and nawvigation
“Werzioning settings

Advanced settings

Yalidation settings

Column default value =ettings
Manage itern scheduling

Rating =ettings

Audience targeting settings
Metadata navigation settings
Fer-location view settings

Form settings

Title, description and navigation — this is used to change the
display name and can be used to add a description as well as
decide if a link appears on the quick launch bar.

Versioning settings - this is used to turn off and on content
approval, set versions of items as well as set if one has to
check out items before editing.

Advanced settings — this section has several miscellaneous
settings that can be utilized which include those for content
types, item level permissions, e-mail notifications, attachments,
folders, searching and datasheets.

Rating settings — used to enabled/disable the five star rating
system available.

Audience targeting settings — allows for the ability for content
to be targeted to a said user base.

Metadata navigation settings — allows for keywords from a list
to be used in the navigation tree view.

Per-location view settings — allows for the setting of which
Views can be displayed for a folder or content type.

Form settings — used for InfoPath if utilized on the list or
document library.
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21.The title,
description and
navigation is an
important and
useful item and
deserves a
description. In
this example,
we will assume
that the
previously
created
KMO_DOCS
library needs
changed so
from Library
Tools -> Library
-> under
Settings select
Library
Settings. Click
under General
Settings the
Title,
description and
navigation link.
In the Name
field — place the
cursor in that
field and make
the desired
changes, then
if desired add a
description text
and select
whether to add
the link to the
quick launch or
not then select
Save.

Library Library Workflow
Settings Permissions Settings -

Settings

ames
FMO_DOCE
Descriphion

I} Display Shis document lbrary on the Quide Launch?

o Yes e
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22.For a list item

the same
process would
be followed
thus in this
example, we
will assume
that the
previously
created
KMO_LIST
needs changed
so from List
Tools -> List ->
under Settings
select List
Settings. Click
under General
Settings the
Title,
description and
navigation link.
In the Name
field — place
the cursor in
that field and
make the
desired
changes, then
if desired add a
description text
and select
whether to add
the link to the
quick launch or
not then select
Save.

@List Permissions
@Wnrkﬂnw Settings -

List
Settings

Settings

KMO_LIST

I Display this kst on the Quidk Launch?

@ es
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Note: A list or library has two names, the name in the URL and the display name. When
either item is initially created the name entered is what will be used as the URL name.
In this case the document library is for examples sake KMO_DOCS - so the URL would
be: http://myservername/sites/KMO_DOCS/Forms/Allitems.aspx if the name of the
document library was changed to KMO_DOCS2 — the display name would be
KMO_DOCS2 but the URL would remain with the KMO_DOCS in the name.
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Content
Approval

23.In this section

the notion of
content
approval for a
list or
document is
reviewed. In
this case — the
manual
process for
content
approval is
described. This
can also be
accomplished
via a workflow.
The first step is
to turn content
approval on in
the desired list
or document
library. Thus, in
this example,
from the
KMO_DOCS
document
library select
from the
Library tools ->
Library tab
under Settings
the Library
Settings
selection then
under General
Settings select
Versioning
Settings and
under Content

@ Yes ® No
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approval select
Yes and click
OK.

24.1n this case

maneuver to
the document
library and click
Add new item.
Browse out to
add the desired
item select it
and click OK.

If prompted for
Metadata enter
it in and click
Save.

Upload Docunsent
=
Browwe ) the document
¥ou Inend o upload | Biowse... |
Liphsad bt Fiss. ..
(V] Creermaite exiging Ses
| L | Coxdd ]
_
HE DL X
4] 4 Copy
Swve  Cancel Padte Delete
Rem
it Chipbaard Astibng
Content Type Image =] -
Ugpload sn image
Marng ® wAsnes dae
Ticla WEVIM O'REILL
Eepwords 2
Foor example: SCenery; Mowntains, trees, nature E
Commants Mmr Slnll! IEM Mactogh & UNIX terats -
Wind S5-2000 & XP, Windows NT, ||
ZM& EN! Sarver, 1I5 Apacha, DOE, Mowel, l:lullll'odm
Micregelt Offsce 95, 97, 2000 & Propect, Vige, Jethorm Filler &
Demsgn, BEEdR, Hult-Edit, FrontFage, Paint Shop Pro,
Instalishield, InterDev, Toad, Logiciran, GUI design, Mainframe =
& summary of this asset
Authar Wiewan O Ml

The primary author

properties. In
this case since

Date Picturs Taksn 3 m MEME
Capyright
25.The document o
IS dISpIayed In Wiew Item View Propertics Edit Properties 8
the library — at iy
. . ] kery ]
this point hover
Padd| Mame [
over the R -
document to Approval Status Appreved
see its e

Scheduling End Date
Madified 12412011 2:45 PM
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the uploader
has admin
access — the
Approval
Status is
Approved.

26. If approval |S Modshed By Cheacked Out Ta Approval Status
requ"‘ed an Kevin O'Neill Pending
individual with
Approver rights View Properties
V\(OUId have to Edit Properties
view the _
properties of T Edit Document
the item and fy Check Out
select to B Version History
ADDI'O\_@/ reject 4 Approve/Reject
it. Additionally Comp Detai
in the ompliance Details
document @ Worldflows
library view the Alert Me
item would Send To d
appear with an & Manage Permissions
Approval W Delete
Status of
pending. | poprovepeet o~
Once the Approval Status
approver Aoprave, reject, or ave [@]approved. This tem will become visible to al
hovers over the || cniiaioiniy N SN

Lists permession i evalute - ) )
document and thee iem, creator and only be visible to its creator and all

I usars who can see draft items.
selects (2 Panding. This tem will remain visible to its
Approve/Reject creator and all users who can see draft tems.
then selects —
Approved and -
fisdd &

OK would the comments wuﬁaﬁ be

ibem was Approved or
document be rejected. -
available for all
users to see [ o || Cancel |
the document.
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NOTE: With content approval turned on — only two groups of users can see the
document. The person who created or uploaded it and any user whom has Approver
rights (by default includes those in the site owners group and those with designer rights)

. Folders and
Make “New
Folder”

27.In this section
the notion of
lists and
libraries being
divided into
folders similar
to that of
windows
explorer is
reviewed.
Thus, in this
example, from
the
KMO_DOCS
document
library select
from the Library
tools -> Library
tab under
Settings the
Library Settings
selection then
under General
Settings select
Advanced
settings and
under Folders
select Yes and
click OK.

Make "Mew Folder" command available?

i@ Yes

i No
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28.From the

breadcrumb —
— select the w Home » KMO DOCS » Document Library Settings
document
library in this
case it's
KMO_DOCS Documents
then from the |~ 3 Check Out
Library Tools | | | o B
tab -> — [ Check In
Mew Edit
Documents - | . Folder Document . Discard Check Out
> the NeW_ Open & Check Out
Folder option | T o "t
should now
be available Create a new folder in this library.
if it wasn’t
previously.

NOTE: This option can be utilized with Calendars, Discussions, Surveys or Wikis.
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Navigation Items

Navigation is of vital importance to the sites that one creates in SharePoint — in

SharePoint 2010 several customization items are available. The navigation available is
different depending if the site is created via a published or non-published site template.

if where a user
sets how the top
level navigation
should appear.
The global
navigation bar
appears on every
page of the site
across the top.
Thus, in this case
the ‘Display the
same navigation
items as the
parent site’
displays the
navigation items
the same as the
root site. Thus,
this indicates the

1. If the site was | Look and Feel
created as a Welcome Page
published site, to Title, description, and icon
add a new tab or e

Page layouts and site templates
link go to Site Tree view
Actions -> Site
Settings -> under
Look and Feel
click Navigation.
2. Global navigation

Display the =ame navigation items as the parent site

@ Display the navigation items below the current site

Show subsites
Show pages

Maximum number of dynamic items to show within 20
this level of navigation:
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default setting for
sites that are not
top-level sites.

This indicates
that the site
should use
(inherit) the
global navigation
items that the
parent site uses.
The ‘Display the
navigation items
below the current
site’ displays the
navigation items
that appear from
the site one is on
downward.
Thus, it indicates
that the site’s
global navigation
items should be
populated by
items below the
site. The ‘Show
subsites’ and
‘Show pages’ are
the checkbox
options so one
has the option

of turning them
both on and off.
The maximum
number of
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dynamic items to
show within this
level of
navigation is
essentially how
many items will
be displayed in
the navigation.

Current
Navigation is the
navigation that is
essentially on the
current site one
has accessed.
Thus as with
global navigation
the ‘Display the
same navigation
items as the
parent site’
displays the
navigation items
the same as the
root site.

It specifies that
the current
navigation does
not inherit parent
site navigation by
default.

For a given site,
selecting this
option usually

. Dizplay the =ame navigation items a= the parent site

Display the current site, the navigation items below the
current site, and the current site's =siblings

@ Display only the navigation items below the current site

Show subsites
Show pages

Maximum number of dynamic items to show within 20
this level of navigation:
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causes the data
source to start
with the current
site’s immediate
parent site, or
one level up in
the site
hierarchy.

The ‘Display the
current site, the
navigation items
below the current
site, and the
current site’'s
siblings’ displays
those items by
indicating that the
data source
starts with the
current site’s
immediate parent
site, or exactly
one level up in
the site
hierarchy. It
includes the
current site and
the site’s siblings,
but trims out
children of the
sibling nodes.

The ‘Display the
navigation items
below the current
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site’ displays the
navigation items
that appear from
the site one is on
downward. The
‘Show subsites’
and ‘Show
pages’ are the
checkbox options
so one has the
option

of turning them
both on and off.
The maximum
number of
dynamic items to
show within this
level of
navigation is
essentially how
many items will
be displayed in
the navigation.

Sorting - has
several options.

i) Sort automatically
i@ Sort manually
[ ] Sort pages automatically
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5. Navigation
Edltl-l’lg an.d . & < 2 >< | ﬁggding... 2 ﬁif{
Sorting — in this
area one can E Global Navigatinn|
. 2. Press Releases
configure how A cemrch (Hi
. i Search (Hidden)
they want their @ Test
navigation to [EY Current Navigation
display. EF Lists
& KMO_Test
3 Libraries
8, Site Pages
2. Press Releases
E’é Search (Hidden)
2. Test
Selected Item
Title: Global Navigation
URL:
Description:
Type: @ Container
6. Clicking Add £ Navigation Hesding - Webpage Diskig
Headlng a”OWS | Il it the bie, LBL, and desoriphion of the navigation item,
one to enterin a
desired e (Tomt
information L
piece, URL, TSR
description and e i
audience to =] |& w
target the
heading to.
o ] | Cancel |
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7. Clicking Add Link

allows one to
enter in a desired
information
piece, URL,
description and
audience to
target the link to.
Typically Links
appear under
desired
headings.

"B Navigation Link - Wiebpage itk

M Eeht the o, LR, o deniiritionn ot Ainvionn s,

Tite:
LRL:  Ratplt
= cpen lnk i new window

Descriphion:

| & W

Selecting an item
allows one to
select Move
Down so the item
appears down in
the navigation —
or clicking Hide —
hides that
information
heading/link.

o
—

Mowe
Crown =

-

@ Global Navigation

|id Press Releases|
& Search (Hidden)

B Test

@ Current Navigation

EF Lists

& KMO Test
CH Libraries

8, Site Pages
B Press Releases
% Search (Hidden)

B Test

ﬁﬁ.dd

E'k!i Hide

Heading..

‘-Add

. Link...
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9. To unhide an
item that was
previously hidden
select it and
choose Show.
Additionally the
item can be
moved by
selecting the
Move Up or
Move Down
actions.

& Add

& Mowve
Heading

Up

Mowe
@

Add
Down =%

B Ej Show

E Global Navigation
B Press Releases

% Test
@ Current Navigation

Ol Lists

& KMO Test
C3 Libraries

8, Site Pages
2. Press Releases
% Search (Hidden)

B Test

Link...

10.Show and Hide
Ribbon — this
essentially turns
off and on the
feature set of the
ribbon.

Make "Show Ribbon" and "Hide Ribbon" commands available

@ ves i) No

11.Note the Show
and Hide Ribbon
only works when
the publishing
feature is
activated — this
can be verified by
going to Site
Actions -> Site
Settings -> under
Site Actions ->
Manage Site
Features ->
SharePoint
Server Publishing
is Active.

Deactivate

1
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Navigation Panel Views (Tree View)

On the default left hand navigation — there are three views — quick launch, tree view and
both quick launch and tree view.

1. To setthe desired panel view from | | ook and Feel
. H H H elcome Page
Site Actions -> S_lte Settlng_s under Ed Tk, domeriiees, and e
Look and Feel click Tree view Mngtor poge

Fage layouts and site templates
Tres wisw

Site theme

Navigation

2. To display items that make up the
navigation of the site — on the left
hand side click Enable Quick
Launch and click OK

[# Enable Quick Launch

] Enable Tree view

3. Going back to one’s home page Lists
with the Quick Launch enabled —
the links will appear as such —in
this case my lists, libraries and KMO_LIST
pages are displayed.

KMO_Test

Libraries

Site Pages
KMO_DOCS

Fress Releases

Test
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4. With just the Enable Tree View
selected under Site Actions -> Site
Settings — the left navigation is
depicted as such:

Site Content

IT' Content and Sﬂ:r;

5 custemized Ragp
&Yy Documents
-'c'_|. Form Templates
B3 tmages

£ wMo_pocs
[ xmo_ust

MM smo_Test E
L-]’_'. Fages
M Reusable Contes
F Y Site Ascets
&Yy Site Collection C
(5% site Collection 1
5 site Pages
[y Style Library
3 Worldiow Tasks

-

& A Press Releases
-‘E Recyce Bin

5. With both Enable Quick Launch
and Enable Tree View selected
under Site Actions -> Site Settings
more content is displayed.

[#] Enable Quick Launch

Enable Tres View

6. The left navigation is depicted as
such:

Lists
KMO_Teast
KEMO_LIST

Libranes
Site Pages
KMO_DOCS

Prass Relaases
Tast

Site Content
[ cortent and Str =
&Yy Customized Rep
&y Documents
By Form Templates
ﬁ. Images

£ wmo_pocs

[ wmo_LisT
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Site Theme

One can control the fonts, colors and theme that are displayed across a site and
subsite.

To set the desired theme, follow the steps below:

1. From Site Actions -> Look and Feel
Site Settings under % Welcome Page

Title, descrptian, and 10on

Look and Feel click Site T b aadl it et
Theme Tree view
Site themea
Mavigaton
2. Select ‘Inherit theme Irharit thame from the garent of thig ste
from the parent Of thIS i Specfy a theme to be used by this sate and all stes that inhent from ik
site’ — if the theme used
on the top level site Defauk (no theme)
should also pe used for ==
the current site. Ciansic
Otherwise select ?Ei?fm
‘Specify a theme to be Graham £
used by this site and all Laminste
sites that inherit from it’ ey
if the theme and P
attributes selected will antage
VhEwpSing o

be used by the current
site and all site

. . Te=tBackground - Dark 1 Selact a colr,,, Haading Font:
underneath it — in the B E ceiect 3 o BN =]
tree. Pody Fork:

. Text/Background - Dark 2 [l Seecta color.. | Calibri ]
Select the desired color | ..o igs | et = conee
and font- Accent 1 ! Select a color...
3. Select the preview I ]

button to see the site as
it will look given the
current attributes
selected.

After previewing the

@ Apply the selected theme to this site only
) Apply the selected theme to this site and reset all subsites to inhert this setting

page — click either I Agsly I Cancel
‘Apply the selected

theme to this site only’
or ‘Apply the selected
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KEVIN O'NEILL

theme to this site and
reset all subsites to
inherit this setting’ and
click Apply. To cancel
the full operation click
the Cancel button.

SharePoint Views

Views are a useful way to organize and group information that is needed to be viewed in
a certain customized way. Views have several features which should be described:
Columns — the basic building block of a view — columns represent the data stored or
the data calculated to be displayed.

Sort — is the make-up of how the data should be displayed. Typically two columns can
be used — and usually users want data sorted by data or by an alphabetic nature.

Filter — is used usually as a way for a user to filter down the exact data they want
displayed — examples include current date or the current user of the site thus typing in
[Today] or [Me] as the column values respectively would display such data.

Inline Editing — When checked allows a user to select an edit button to edit that row —of
data — however this option is only available if the view is set to a default view.

Tabular View — This allows for the checkboxes in each row to be shown or hidden
Group By — Allows for the columns to be grouped so one can expand or collapse them
as needed.

Totals — Columns that are numeric in nature can be totaled.

Style — Views can be changed by applying in-line styles to them.

Folders: Folders or Flat — List with folders can be shown with folders or flattened to
show all of the data inside the folders.

Item Limit — A limit can be placed on how many items are displayed in a views result
return set.

Mobile — a view can be turned off or on for mobile viewing.

1. Maneuver | ESEyrirnEes m
to the — Edit Page
pages j Modify the web parts on this
content : page.
where a
view of
data is
desired —
usually
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thisis a
list or a
document
repository.
Select Site
Actions ->
Edit Page.

Select in
the List
Tools tab
the List
option.

Site Actions = B Browse m
7 | 3 P Modif
@ % —— Z] U‘é [l Create
Standard| Datasheet Mew Create
WView Wiew Row |] View [ Navig:
View Format Datasheet ]

In the
Manage

@ Modify View . Current View:

irs

filll Create Column

Views Creste All Ttems "

selection View | 73 navigate Up 4 Current Page

select Manage Views

Create

View

Choose Tt

a view [T EHOTRE] e chouee e s b o Sster s 0 2200 0 b eremtshesfrmn ot 4 comvrmt o b s

format.

== Calender Veiw

@ in @ Gantt char? 5o see & graphicsl represantation of how o team's taaks

bl varw data sz a dady, weakly, or monthly calendar.
i o View i SharePoint Designer
T i Sanen SraraPoat DeEgrar 0 DrEste & e vt lor thig his Wik capabates &
Start crogof Aooess to prests fprme sed reports that sne bepsd on e b J o .
Sondit

-l farmattg.

ah B

Sdart from as rxnkng vies
= &l D
1 i el
In this :
T
example P
Tovpse o rsms o Shim viges of she . Make B o descpbes, much 8 Soried by Aushor”, m Bt wte visitory vl keow shat iz Tast_vaw

—the
Standard
View was
selected.
Where it
says
View
Name: -
the view
needs to
be

el whai By ek Wl bk

L]
St e b T AE R e Plesied sudenoe A P sew

3 Columny

Telex: or chear T check bou mewt 50 Sach Dok o Y 19 oW of Pde in P ew of s page, To mesofly e aeder of e
e, ket & e 1 o Position froes loft bo

[l o shin the default varw
{Appdes 0 publi it Shiv )

ok duliegiile
Creafte a Pemnosal 'Wies
Parporgl vaiwi &8 SREnded To7 vIur ube ey

& Creste 8 Publs Vies
Publec views can be visited by anyone sing B ste.

Display  Column Hame

i) Ampchmgriy

E] Srm {lnked 1o de— weih edd meng
Content Type

Created

1 [=]

2
3
]

[ EE]

Pasilian from Left
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named in
this case
it was
called
Test Vie
w. The
columns
desired
for the
view to
be
displayed
need to
be
checked
as well
as the
order
that the
columns
should
appear in
the view
need
selected.

WEBSITE: HTTP://WWW.KMO.NAME

E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

In the Sort

o
I o 10 Pl CORTR 1 Ot [ (e 2 Pl [ Mol o8 Dot votom B byl

Farpll et by Wl o

field select e B =

from the drop o [H RuTuiIyeee

down menu B Ehaenan o

the desired R

field that the B =

view should o [ wRewnEy

use to sort H Chaeazn T

on. I Bort ary by ppcfnd crura lckders may ot sopesr balor
Scroll down e R

and expand Sevda . G s v oo b b, (g | S

the Item Limit
selection and
set the
Number of
items to
display: to the
desired
amount — in
this case | set
it to 10 from
the default of
30.

@ Conplay Soma o batchan of the spcfed wre.
Lol ok Bl Suplud O D, P gl B Thah e e 5

Expand the
Folders
selection and
select Show
all items
without
folders. This
allows for the
documents
from all
folders to be
shown.

2 Folders
Speify wheder b navsgane tough Tolderns o view fems, o B view ol iere At orce.

Folders or Flat:
) Show ibems inside folders
[8] show all itams without fold

Click OK
once all
desired items
are selected.
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Custom This view example shows how to add a column using a built-in
Column variable. In this case, the view displays the item based on its
i age.
View 9
In the 3 [[}r Modify View . Current View:
Manage LI
i Create Col : .
Views toolbox | create (7l Create Column | Test View
under Current | “iew [J NavigateUp 4 CurrentPage )

View: select Manage Views

the view

previously

created.

Select Create | . [ Modify View . Current View:
Column. L[@ Hic _

Note: Unless Create reate Column | Test_Wiew -
one is at the View [ 3| Navigate Up ¢ CurrentPage »

root of the full
site (example
http://yourweb

server.domai
n.com) then
this column
will be ad-hoc
meaning it will
only be
available at
the actual site
it was created
in. If a column
is to be used
site-wide a
user should
go to the root
of the full site
and select
Site Actions -
> Site
Settings then
under
Galleries
select Site

Manage Views

Titl Create Column

11
. Add a column to store additional
i information about each item in this
. list.
f new it

For a column to be used across the entire site and subsites:

L
Web parts
List pemplates
Master pages and page layouts
Thames
Salutions

=i Create

Sitei Create new site column i
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columns then
Create

In the Column
name: enter
in
CustomDate
and select
under ‘The
type of
information in
this column
is:’ the
Calculated
(calculation
based on
other
columns)

In the
Formula field
enter in
[Created] + 7

Mamae and Type Celumin fama:

Tios & e S S cobumr, and it the hype of nlersaton you Customae
w19 3350 in the coluemn.

The type of information im thes column is:

) Sangla lina of text

) Multaple ines of beoct

5 Chanca [many b0 chocss from)

£ Numibar (1, 1.0, 100)

5} Carmansy (§, i, €)

) Date and Temg

D) Laskup [inledmatan Slready of thid dta)
2 Yoa'No (check bax)

D) Pargon or Group

) Hyparhnk aor Padlung

& Calculated (caloulstion based on cthar eolumng)
) External Dats

) Managed Metadata

Additional Column Settings

Description:
Soecty detaled cotons fee the tyose of mirmaten vou selected, 3
i Irgat
Formla; Columin:
[ctm“j &7 B
|Modified

LR s
The data type returned from this formuls is:

[ =] Single line of text

© Mumbr (1, 1.0, 100}

Under ‘The © Currency (§, ¥, ©)
data type ® Date and Time
returned from | = ¢

Date and Time Formeat:
this formula ® Dote Only  © Date & Time
iS:’ SeIeCt 1 Add to defsult view
Date and
Time —— ———
Uncheck ‘Add
to default
view' then
select OK
Verify under Current View: —
the Current : @ |_
View that the e -
desired view Default =
is selected. In | /I Test_view ck

this case here
— | have
selected the
Test View.

Other

| Configure Views for This Location |,
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5.

In the List
Tools tab
select List

List Towols
| Hems || i
T i I Modity View|,
R 5

Select Modify

@ Maodify View |~ | Current View:

View ->
: . Modify Vi
Modify View M“ oy View
odify in Sharemdvanced]
7. Check the v:::::;

Custom Wb address of thia wiaw!
hittp:/pi-wi-cneiliom/Liste/WM0_Test! Allibems s B
column
. Thig view apgsars by defaull when visitces follow 8 link to: this het, If you want to delete

preV|OUSIy thag wigw, firgk ek ancther vaw e defal,

created in this

case it's Display  Column Mames Pasition from Left

called & Attachmants 1 [=]
& Tithe (nked to bem with edit menu) 3 E

CustomDate. B comomoss >

Also check B ContentType + =]

the columns B el s [=]
B Created By & [=]

Created and B s ko et e} >

Type & Felder Child Count ® =
B 1] % [=]
& them Child Count 10[=]
B Medfied 11[=]
- Meddied By 12w]
B Title 13[=]
B Title (inked to ibem) 14[=]
"lf Type (ioon linked to document) ].SE

In the Sort
option select
the Created
field and the
descending
order option.

In the Filter
section select
the
CustomDate
field and
select ‘is
greater than’
and enter in
[Today]

Salact wp o bes columne & detarmens the order in whach Ba dema in the vew am Seslayed.
Liaes sl geliog) b=

I
|

=

o Filter

Shore 8 of the iems o thes view, or deplay o sobset of the Rems by usng fikers, To fiteron a
cohamn Based on the owrent date of the current user of the ste, type [Today] or [Me] as the
enhamn vakse. Use indexed columng in the first Sause in order 19 Spetd 10 your view. Filers are
particularly important for lifts contaning 5,000 o mere Semi becausa thay allow you 1 wark
wath: large gty more efficantly. Learn about fitering dama.

First soet by the column?
‘Croated

) 11| Shew sl Beme in this view

- m Show derrd only when the Tollcw|

=
Show Rerms in ascending order
(A B Coory, 2.3

SRa SR i SEEIENGNG SO
(. B, &, o3, 2, §)

Show the dems when cobama
CusomDate [=]

= graater than =
[Teday]

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

Click OK so

the view is

saved.

The active g Title CustomDiate Createc

view will then Test2 12/4/2011 11/27/2011 10:52 PM
Test 1 DEHEw 12/4/2011 11/27/2011 10:51 PM

be shown and
in this
example it is
the Custom
Column View.

4 Add new item
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Calendar
View

This view example shows how to add a calendar view so that
items of value can be placed into a useful calendar.

Once on the
page where a
calendar view

is desired j Ll-a [J» Modify View . Current View:
select from the E_l filll Create Column Test_View -

; _ Create
LISt_ Tools tab #] | View | 3 Mavigate Up 4 Current Page 5
> List -> Create :

. o Manage Views
View.
Under Choose Choose a view format

a view format
select Calendar
View.

LL& View data on 3 Web page. You can choose from a list of display
styles.

‘=! Calendar View

La_{.;»_ View data as a daily, weekly, or monthly calendar.
Under the View ;
name: - enter in

a name in this

case Its ] View Name:

Test_CaI_VleW Tect_Cal_\iew

and select

under View Make this the default view

Audience’ the (&pplies to public views only)

desired .
audience.

View Audience:

@ Create a Personal View
Personal views are intended for vour use only.

Create a Public View

Public views can be wvisited by anyone using the
site.

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

4. Under Time

Interval select
the desired
Begin and End
item columns to

Begin:

| Created []
End:

| CustomDate El

be utilized in
this case here
I've used
Created and
CustomDate
from the
previous view
example.
Under _ _
Calendar Mu.nth View Title:
Columns select Title =]
the columns Weelk View Title:
that will Title ]
displayed in the Week View Sub Heading:
view. In this | Title [=]
case I've made Day View Title:
it easy and Title =
selected the Day View Sub Heading:
display field to [Optional =
be the title.
NOTE: the title
field is
required.
Select the
default SCope. Default =cope:

© Day

i wWeek

i@ Month

You can change this at any time while using the
calendar.
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7. Select the
desired Filter

i@ Show all items in this view

® EEEH show items only when the following is

true:
Show the items when column
| Mone El

|is egual to El

@ And @ Or
When column

| Mone El

\is equal to (=]

8. Select the
desired Mobile
options and
how many
items to display
in this view —
the default is 3.

Enable this wview for mobile access
(Applies to public views anly)

Malke this view the default view for mobile access
(Applies to public views anly)

Mumber of items to display in list view web part for this
view:
3

9. Click OK when
done and the
view is saved

10.The view is
then displayed
in a calendar
format.

+ #+ December, 2011

Sunday Manday Tuedday Wedresday
7 18 ¥ 30
| Test 1
Teast 2
4 5 & 7
Test 1 |
Test 2 |

11 12 13 14
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11.

Selecting an
item shows the
data and if so
desired the
item can be
edited by
clicking Edit
ltem.

KEVIN L

?‘ {| Version History i Alert Me
|
/ @Manage Permissions
Edit
Item X Delete tem

Manage Actions
Title Test 1
CustomDate 12/4/2011

12.

The edit can be
made and then
the Save button
selected.

_

HB Bl X0 ¥
- =3 Copy
Save Cancel Paste Delete Attach  Spelling
Item File -
Commit Clipboard Actions Spelling
Title * Test 1
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SharePoint Permissions

Permissions in SharePoint are a broad topic — the following will be described with the
Site Owner mind frame.

Essentially, the easiest way to handle permissions is by groups. Most firms utilize Active
Directory which ties into SharePoint and then administrators add the users to the
desired groups that are created. By default a top level site has three groups:

Owners -> whom will have full control of the site

Members -> whom can contribute content to lists and libraries

Visitors -> whom have read only access to the site

° Create a group | The steps below go over_how to create a custom group which
then can be populated with users.

1. Maneuver to the
site where the
group should be
created and
where you
currently are
likely an
administrator/site
owner.

2. Selgct Site . 2 Users and Permissions
Actions -> Site @ People and groups
Settings and (Site permissions )
under Users and Site collection administrators
Permissions
select the Site
permissions link
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3. On the ribbon

menu select
Create Group

oY

o
& & &

4. Name the group,

enter in a group
owner (example
domain\user),
select who can
view the
membership of
the group and
who can edit the
membership of
the group.

Grant Create Edit User FRemove User
Permissions | Group | Permissions Permissions  Petr
Grant Modify |
Some conf Create Group I
Lists Create a new SharePoint group.
This group will be available
FMO_Test| throughout this Site Collection,
HNarme:
Test Group
About Me:
Al | B 1 -
Group owner:
] |8 W

Who can view the membership of the group?
& Group Members D) Everyone
Whao can edt the membership of the group?

@ Group Cwnar i) Group Members

Select if users
are allowed to
join/leave the
group and if
auto-accept
requests are
allowed

Allow requests ta join/leave this group?

® Yes i@ Mo
Auto-accept requests?
Yes @ Mo
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6. Choose the
permission level
of the group and

Full Contral - Has full control.

Design - Can view, add, update, delete, approve, and

] customize.
click Create Contribute - Can view, add, update, and delete list items and
documents.
Read - Can view pages and list items and download
documents.
Approve - Can edit and approve pages, list items, and
documents.
Manage Hierarchy - Can create sites and edit pages, list
items, and documents.
Restricted Read - Can view pages and documents, but cannot
view historical versions or user permissions.
View Onby - Can view pages, list items, and documents.
Document types with server-side file handlers can be viewed
in the browser but not downloaded.
7. The group i1s w Home » Site Settings * People and Groups - Test Group
created and now
additional users Home | Press Releases  Test

can be added by Groups New | - Actions - Settings -

selecting New -> | | iome vembers —
Add Users Home Visitars Bddd usars to this group. I

8. In the Select

Users click the
1 — Users/Groups:
Peopl_e Picker fos an e s o, :
and either enter PP ey, e
in the users by Wil sesicelons. L [People Picker } o
name and click
the check mark
or click the [ - J il ]
browse book and
select the
desired users Select Users S
. £ roups:
and click OK. Yim Can ariber LSBT fameg,
LD NAmed, oF &=l
sddresses, Separate them
waith SefRoakr.
8w
| Browse |
[ 3 I Cancel |

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

9.

If the browse
book was
selected the
screen will look
as such and
entering in a
users name after
the Find option
and clicking the
magnifying glass
will find the user
— then clicking
Add — will add
the user into the
middle pane.
Repeat the
process for each
user whom
should be added
to the group —
when done click
OK.

£ Setect Prople and Groups - Webpoge [ialog =)

Find 2

Display Name Title Depsrfment E-Madl  Mobile Mumber Acooant Hama
Type inko the seandh box sbowe Then press Enter” b start your search,

View
permissions
of a group

The steps below go over how to view permissions of a group.

Sometimes
viewing the
permissions of a
group is needed
so it is known
what users have
access.

Thus, maneuver
to the site where
the permissions
should be viewed
and where you
currently are

Users and Permissions
e People and groups
( Site permissions

Site collection administrators
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likely an
administrator/site
owner.

Then from Site
Actions -> Site
Settings under
Users and
Permissions click
Site permissions

The groups for
that site are
shown.

_

it - AP Permission Levels
4% s
- - & sRe Coectiom Administrators
Ea® Ut  Remsve Liiie Chetck
Permnisens Permissions  Poimeiiiont
Rls-ddty Chik Rlansge
this ssbe has unique permissions whech are rot controlked from thes pege.  Show me uniguely secyred content
D Marmg Typa Parmigdgn Liveld
I AT e SharaPoint ASnittwng
Group
SharePoint Duzgn, Umfed docesy
Group
F Higr oy Mangger s SharePoink Marsga Hiaraschy
Groug
Hermee Mismbrg SEaraPoint Cortribute
Group
::: Home Cwnens ShareFoint Full Conbrol
Group
:': Home Vetors ShareFoint Read
Group
In th's case — ‘the ™ Mame Type Permission Levels
A link n &=
ppI"OVEI’S |n Group

was clicked and
the users whom
are members of
that group are
displayed.
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Actions -> Site
Settings a Site
Owner likely will
see the following
options:

Site Action A site owner typically will be working in four areas:
Site Actions -> Site Settings

areas
Site Actions -> Edit Page
Site Actions -> New Page, New Document Library, New Site
and More Options
While in a list or library (Settings -> List or Library Settings)

. Under Site

. Ifauserisa

subsite owner
and doesn’t have
rights to the top
level site then
while going to
Site Actions ->
Site Settings they
will not have
access to the
following:

Galleries

Site columns
jte_conten peEs
ist template

Master pages and page layouts
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3. A Site Collection
administrator will
have many more
options to
choose from.

Users and Permissions
People and groups

Site pErTnSSsons

Site collechion administratons

Galeries

Site colmns

Site content types

Web parts

List templates

Master pages ard page layouts
Themes

Solutecns

Site Administration
Regionsl settings

Site bbranes and bsts
User alerts

REE

Search and offfine availability
Sites and workspaces
Workflows

Workflow settings

Site output cache

Term: shore Mansgement
Content and structure
Searchable columrs
Coenbent snd structure logs

&

Look and Feel

Welcome Page

Title, descnphion, and ioon
Haster page

Fage layouts and sibe templates
Tree visw

Site theme

Havigatssn

Site Actions

Hanage site feshures

ReEset bo site defirstion

Crleke this site

Site Web Analybics reports

Site Collection Web Anslybics reports

Site Collection Administration
Search settings

Search scopes

Search keywords

FAST Search heywords

FAST Search ste promaotion and demobon
FAST Search user conbext

Recyce bén

Site collection features

Site hésranchy

ke collechon nawigatson

Sate collechon sudit sethngs

Portal ste conrection

Site collection polices

Site collection cache profiles

Site collection ohject cache
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ltem Level
Permissions

It is possible to
set permissions
at the item level
of
announcements,
calendars,
custom lists,
discussion
boards, links and
surveys and
tasks.

To set such
permissions one
would access the
list or library
settings menu
and select the
List or Library
Settings then
Advanced
Settings. In the
Item-level
Permissions one
would then check
the desired
setting. Click OK
when done.

Read access: Specify which items users are allowed to
read

i@ Read all tems
™) Read items that were created by the user

Create and Edit access: Specify which items users are
allowed to create and edit

i@ Create and edit all items
i7) Create items and edit items that were created by the

user
i) Mone
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Search
Visibility

. Itis possible to
set if items when
searched for
show up in
results. To set
this access the
list or library
settings menu
and select the
List or Library
Settings then
Advanced
Settings. In the
Search one
would then check
the desired
setting. Click OK
when done.

Allow items from this list to appear in search results?

@ ves i) No
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List and Library Versioning

Versioning is mainly used so one can revert back to a previous version of an
item/document and view a previous version.

1. The f|rst |tem f_‘_rcabe a wersson aach bime you edit & hle i this decument hbrary?
one needs todo | | “0
in regards to _ Example: 1,2,3, 4
versioning is to | LTI T
enable It- Optonally limit the number of wersions to retain:
Typ|Ca"y |t |S ¥] xeep the following number of major wersions:

also a good idea >
to enter in the
number of major
versions that get
kept. In this
example here
Create major
versions of each
document has
been selected
and 5 major
versions will be
kept with the
notion that after
five versions get
uploaded the
oldest version
will be deleted
(and not kept)
once a sixth
version is
uploaded.

2. Additionally, it
should be noted
that minor
versions for
draft purposes
can be kept by
selecting that
version and thus
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KEVIN

if this is selected
then versions
ending in .0 are
major versions
and versions
ending with non-
zero extensions
are minor
versions.

Content Types

A content type essentially defines the attributes of a list item, a document, or a folder.
SharePoint 2010 has several built in content types and site columns that may meet your
needs. The below steps show how to best use content types — note there are essentially
two kinds of content types — Site content types which are available to the root site and
all its parents (subsites) and List content types which are essentially Site content types
that are added to a list and then customized just for that lists purpose.

1. To create a custom Site il Galeries
content type —from | [F e
Site Actions -> Site
Settings — under Master pages and page Iayouts
Galleries select Site
content type

Wl parts

List templates

2. Click Create and enter —
in the desired data — in
this example | will
create a custom

Custom Motes

Descripton;

content type to be used
with Folders so that a
notes field is added. In
this case | have named
the item Custom Notes
and selected Folder
Content Types as the
Parent Content Type
and Folder as the
second Parent Content
Type. The item will be
placed into an existing
group called Custom

Farent Content Type:
Sedect parent content type from:
Felder Content Ty pes [+

Parent Content Type:
Folder

Descriphon:
Create a new folder,

Put thes site content type into:

) Exisiing group:
Custarn Content Types [=]

hew group:
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Content Types. When
done with selections
click OK.

On the page that
displays under the
Columns section click
Add from the new site
column.

Calumns

Hame Type
Title Single lne of text
MName File:

8 Add from gaisting site colmng
B Add from new site colmn >
& Column onder

In the new Site Column
screen that appears
create a Column called
Notes which is a Single
line of text and click
OK.

Column name:
MHates

The type of information in this column is:
i Single line of tect
1D Multiple lines of tet

Now maneuver to the
Document Library
where the content type
will be utilized. From
the Library Tools tab
select Library -> then
Library settings.

m

Under General Settings
select Advanced

General Settings

Settings. Title, description and navigation
Versioning settings
Advanced settings

Under Content Types

select Yes to Allow
management of content
types and then click
OK.

Allow management of content types?

i) No

Under Content Types
select Add from
existing site content

types.

Content Types

Thas document library is configured to allow multiple «
other behavior. The following content types are curre

Conteant Type Wisabhi
Image w
Audio w
Video o

Add from existing site content types
Change new button crder and default content type
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9. Select the custom Sebect mte darient Types from:

All Groups E‘

Content Types fromthe | . ..o
list and click Add — then | (#llew any contentipe = -

::-tlepzam

sic Page

select OK. il o -
Dublin Core Columns
Enterprise Wiki Page

Ligt View Style
Master Page
Page -

Desription:
Hgne

Grong Cursbom Content Types

5 S—T—
Link to & Docurment < Remove

Comtint typid b3 add:

10. Maneuver to the

Liksary Teali

Dormments

document library and + —
from Library Tools -> & | & | 3 Cheekl

Uplasd Hiews

Document —_ under NeW l‘.‘lum”l?n“:n!. Dooument - Folder :"OIZEJ!I:I::H': Diiscard

Document will now be | | 4 = ——pemR e
the Custom Notes Ao

Field. Thus select this Upasansudote. I

option. [ ——

mores
Cudtoam NHotes

— 1 Create s new Curtom Notes
i o WA= o

11. A New Folder screen

appears and now a

Notes field is present .

which can be used to HB D ii“‘
store the custom Swe Cancel  Pate
information for this Comma

folder. Enter in the R
desired information and | |,
then click Save.

12.So that the notes field WS

displays in the default
view of the document
library select from
Library Tools -> Library
then select the Modify
View selection

[[fr Modify View . Current View:
3
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13.Select under
Columns the Notes
field and select
where it should
appear in the view —
then click OK.

zl Hotes IIEI

14.The folder is now
displayed with the
entered Title and
Notes (in this
example it is Test)

15.To add the same
Custom Content
Type to a list —
maneuver to that list
and select from the
List Tools tab — List -
> List Settings

Title Notes

Teast Teast

List Tools

16.Under General
Settings select
Advanced Settings

General Settings

Title, description and nawvigation
Wersioning settings

Advanced settings

17.Under Content
Types select Yes to
Allow management
of content types and

Allow management of content types?

@) Yes © No

then click OK.
18.Under Content Content Types
Types Select Add This lest is configured to allow multiple
. . . The following content types are currenl
from existing site
Caontant Typs
content types .

Add from axisting site content types
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19. Select the custom
Content Types from
the list and click Add
— then select OK.

Select ohe content bypes from:
All Groups =
Arpallabls Ste Content Types:

ARRDENCETIAnT -
Circulation

Coammant E
Contact

CHECUSSion

Enst Asis Contact

Event

Excel baded Statud Imdizatar
Fooed Value based Status Inds
Holiday

1ssue -

Description:
o

Group: Custom Content Types

Condent types to add:

Cugtam Notes

J Cancel

20.From List Tools ->
Items select New
Item and select the
Custom Notes

Lizt ool
Ibems
Version Hish

5 Rem Permitey

Mew  Hew view  Ea
Eem -~ Folder Rem hem % Deiete Bem
tem ge

=B Creabe n rew list e .
the
Cutom Maotes

[y
J Create s mew Cuslom Hates o

| Cartom Mobed § 444 new tam

21.A New ltem screen
appears and now a
Notes field is
present which can
be used to store the
custom information
for this list item.

KMO_LIST - New Item

H &8 &

& Cut ,:y

43 Copy
Sawe  Candel Faste Spelling
Lot Clipboard Speling

Enter in the desired -

information and then

click Save. [ Save J Cance ]
22.So that the notes List Taoks

field displays in the e —

default view of the | ) 7 "~

list select from List o

Tools -> List then

select the Modify

View selection
23.Select under @ Notes uEl

Columns the Notes
field and select
where it should
appear in the view —
then click OK.
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24.The list item is now
displayed with the
entered Title and
Notes (in this
example it is Test)

@ Title Motes
st

Test Test

Therefore, this same
process can be
utilized to create a
variety of custom
information items.
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Exporting and Importing using Excel

In SharePoint 2010 — users now have the ability to better export and import using tools

such as Excel.

To utilize this functionality, follow the steps below.

1. From a document library select
the Library Tools tab — select
Library then select Export to
Excel.

m

(=]

@ Export to Excel

&

I Form Web  E¢

Ei Open with Explorer Parts »  Lib

Export Customi;
Export to Excel

Analyze items in this list using
Microsoft Excel.

2. Click the Open button when
prompted

" File Download

Do you want to open or save thia file?

Name: cwisvrigy
Type: Microsoft Botel Web Query File

From:
{ Cpen -!-ls'" | Cancal !

(] Mwearys ek besfioem opssning this typs of fie

Ve filea from the intemet can be useful, some files can potertially
hawrs your computer. F you do not tnst the source. do nol open o
v this fils. What's the gk

3. Click Enable if prompted

[

@ Hicrosaft Office has identified a potential security concern.

Microsoft Excel Security Motice

Fie Path:  C:\...porary Infemnet Files\Content. IE S\DEZ MMCAE owssvr [ 1] bgy
Data connections have been biodoed, 1f you chooss to enable data

cornections, your computer may no longer be secune, Do not enabls this
ennbent unless you trust e source of this fe.

| Enabie

| [ et |

The data set will open in excel

ok

Optionally — one could instead of
Open select Save and save it to
their desktop

o (Csem D)

[+ Mewmya sk bafers opaning thia e of fis
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6. Then open the data file which
will connect with SharePoint and
open the item

Type Microsoft Excel Web Query File
S Sire- 998 bytes
Date rodified: L2012 244 PM

7. If one has Excel installed on the
computer — then importing from
Excel into SharePoint is an
option to do so from Site Actions
-> More Options -> select Import
SpreadSheet

Fage
Site

All Categories »
Blank & Custom
Collaboration

Content

8. On the right hand side select
Create:

Import Spreadsheet

Type: Lt
Categores: Blank & Custom

Create a list which duplicates the
columns and data of an existing
spreadsheet. Importing & spreadshest
requires Microsoft Excel or another
compatible program,

Create |
9. Name the item, enter in a
description then browse out to Name:
where the Excel file is located et
and click Import Description:
Bast awoel -
File lgcation:

C-\kevintkevin_kitkevsysas

[ Import ] Cancel J
10.The Excel document will then Import to Windows SharePoint Services list o ]
open up and display the Import Range Type:
to Windows SharePoint Services [ Table Range -
list menu:
Select Range:
| |

6 “Irlpwtm spreadshest data &5 & new Windows SharePoint Services
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11.In the Range Type one has Range Type:
three options Range of Cells, Table Range -
Table Range or Named Range ange of Cele
to choose from: Named

12.1n this example, | have chosen Range Type:
Range of Cells and then | Range of Cels =
selected the option under Select
Range which brings up a = 0

selector so one can select the
Range of Cells to Import. When

done one clicks the button
then selects Import:

e wmmmuamw SharePoint Services

o |

. .
Import to Windows SharePaint .. -2 (e

| sheet1152:59
" Import to Windows SharePoint Services fist
Rangs Type:
| Range of Cels j
Select Range:
| Shest1152:59] J

e Llwlw spraadshest data & & new Windows SharePaint Services

C=_D

13.The data will appear in the
SharePoint list
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SharePoint Workspace

The SharePoint Workspace is essentially a way for a user to organize and work on their
files on a local basis and thus if desired synchronize files with a SharePoint
environment. The SharePoint Workspace is available out of the box if a user is running
the Office 2010 Professional edition.

1. To access the |/ Microsoft Office
workspace for [A] Microsoft Access 2010
the first time (] Microsoft Excel 2010
from Start -> (1] Microsoft InfoPath Designer 2010
Microsoft Office [T Microsoft InfoPath Filler 2010
'>. select @I Microsoft OneMote 2010
Microsoft 0] Microsoft Outlook 2010
SharePoint Microsoft PowerPoint 2010
\z/\gir(l;space Microsoft Publisher 2010

| 5| Microsoft SharePoint Workspace 201
(W] Microsoft Visio 2010

Microsoft Word 2010

. Microsoft Office 2010 Tools

4 Back

| Search programs and files 2 |
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2. Select from the

menu Create a
new account
and click Next

ek et s ShaePodnt Wooiles pace!

8 Create a new account

) Reslofe an existing aocount

Privacy Stadement
Help
Poet » | Cancel
The accountis | creste Account )
created
Creating account...
. This may take a minute.
. |

At the Create (5] Account Configuration Wizard
Account screen Create Acoount . 3

select Create
the account
using your e-
mail address
and then enter
in the Name:
and E-mail
Address: fields
as desired and
check Allow me
to recover my
account later
and then select
Finish.

@ Creabe the stgant using your - mail sddreii
Blama:

[ il Kevin ML

E-mail Adde e

[binA Sk AbmE

[¥] Allow me bo recover sy aosunt laer

Prvacy HMafement

[ Ereals the aceoant using an Acount Configueation Code
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5. The Create
Account screen
is shown.

-

Create Account

Creating account...
This may take a minute.

6. The Launchbar
is displayed.

o
1 p)-c

Seafch

=)

Waikipaiid

Wiew

Dhelete
43" Aod Contact
2 Mhaik Read =

AdBinE

b Umread
* Read

This list shows

weorkspace, click New,

?jmnm
8 Contacts

o workspaces. To creste 8

7. Select from the
File menu ->
SharePoint
Workspace

wid
[§]] &2 |+ Launchbar - M. ==

1=

>( Deleta

ES Add Contact
Search

&4 Mark Read - |

SharePoint Workspace

Create a copy of a SharePoint site on your local computer
that is automatically synchronized with the server,

Groove Workspace

Create a new workspace with tools to share content with

workspace members.
Shared Folder

Create a folder in your file system to be shared with

other people or computers,
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8. Enter in the URL
of the desired
SharePoint
environment
site(example
http://myfirmintr
anet.myfirm.com
/dept/myteam

Mew SharePoint Workspace E

Sync to SharePoint Workspace
Create a synchronized copy of a SharePoint site on your computer,

You should only sync from sources that you frust,

Learn more about what you can do with a SharePoint workspace

Wsle=1i[+ y AR Eniter the location of a SharePoint site -

o) (oma

9. Click Configure

Microsoft SharePoint Workspace

Contacting the server, this may take a moment.

10.Click OK so that
the desired site
is synced to the
workspace.

@ Sync to SharePeint Workspace - Microsoft SharePoint Wﬂrlrsp...[:- ﬂE

Syncing the site '"Home' to your computer

SharePoint Workspace is creating a local cached copy of your SharePoint site that will
automatically sync with the site. This allows you to access your SharePoint content even
when you are offline,

Learn more about what you can do with a SharePoint workspace

4%

Sync Progress | Errors |

Mame Progress -
Initialization -—— A%
Content and Structure Repaorts Mot yet started =S
Customized Reports Mot yet started
Documents Mot yet started
Form Templates Mot yet started
Images Mot yet started
KMO_Test Mot yet started

f_!\,,Pages Mot supported -

Close this dialog when sync completes

Open Waorkspace | [Eam:e!Smc] I Close
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11.Select the
directory where
the files(s)
should be

Sl

mm -
R

M

&g
Bocumend - Documents Folder

Home - Custemized Reports - Microsoft SharePoint Waorkspace

3

Download Delete

e View

&]_; 2

S
Copy
24 Link

(B sowe &5

-: Rename

] _h:"l Jl
K
-S" _h:llr:uiu

by Discand Check Out

Hew | Paate , Veriang
iC) Properties

Clipboard

Document

ShaaePgind

LAark
Resd -

synced into.

| [ Home > Cuslemized Reparts

12.Select File->Add

Documents

T — | wi# Wi
ailaw Be
| Bﬂ | o
MNew Add Mew Paste Cop
Document ~ Documents Folder as Lir
Mew Clipboard

Content

4 Docun

Add Documents (Ctrl+=M)

Add an existing document to the

workspace.

5 Cus

E%Dc-ce Press F1 for more help.
A T T T
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13.Browse to the
directory of the
file that should
be synced into
the workspace

| =] Add Files

@©-| || « OSDisk (C:) » kevin » yates_blvd [ 4] E

Organize - Mew folder

124411752

from the Zl Recent Places
SharePoint
server and click S Libraries B
OK.
@ Documents
JF Music =
[ Pictures
™ videos
1M Computer ; = | LEIT
&, 0sDisk (C) = Pt
L. inetpub
1. Intel
1. kevin
.. Perflogs il ' sl
File name: 124475433 o E
o
14.The file displays Content Home > Customized Reports
in the 4 Documents Folders Mame
WorkSpace in [+ Customized Reports ed Re | = 124475433 jg
e .

the directory

chosen.

15. Select File -> w
Sync -> Sync
Workspace. @ p—

sync [Change Sync  Sync
ks Settings =  Status

| @ SyncTool

Fg' Sync Waorkspace
NOTE: Lower right hand side of workspace tells one the
status:

Last synchronized 11/25/2011 10:28:22 PM
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16.In this case, itis | 1 rype Name Mcddicd
a good idea to ] 124475433 Omw 11/25/2011 10:27 PM
go to the
SharePoint site
— Access Site
Actions -> View
All Site Content
and in this case
| selected
Customized
Report since
that is where |
uploaded the
item to in my
workspace.
Note it was
uploaded to the
SharePoint
environment.

17.0nce afile is
synced into a

i

| = |= Home - Customized Reports

workspace — if e Sync  View

one wants to 3 Open |

work on the file . Information about Home
while off the [ Close

Change Online Connection

Change communication settin
workspaces,

network
home) then they £}
can select File - New Connection

> Info select . s This workspace synchronizes w
Con_nection Print Pause Workspace tlkern
(?I?cflt!r\]/?/s(; rf:l(nd cave & Send Work Offline 011 10:28 PM
Offline. % Communications Manager...
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KEVIN

SharePoint mySites

In SharePoint 2010 the notion of mySites allows for a more social experience to users
of SharePoint. Users can now update their status, connect with other individuals as well
as share content freely amongst other items.

1. If mySites are My Site
turned on Open yvour personal homepage
then from Site :
?Ocl:lt(l)?/\l;:ﬁg-> the Eii-npxraulfllulzlemanage your profile.
option will be My Settings
available & Update your user information,
typica”y regional settings, and alerts.
under your
login name.
2. The default
page of a My
Site will _
Whiat's New
appear as
such. Stay Connected!
Hy Colltagues My Interesis Mewisleed Seftings
3. Clicking My What's New
Colleagues
brings one to
apagewhere | Stay Connected!
they can add
and edit those There are no activities in your newsfeed. Stay conne
individuals
whom they My Colleagues My Interes
want to follow Add peopll pq4 people as colleagues to follow their activities such §'
the activities :?ATE;;A as profile updates, blog entries, and tagging. ]
of.
4. Atthe ;
fO”OWing dlyadd colieagues  Byview Suggestions  EaESt Colleagues  GRemove Colengues
screen click e e T
Add
Colleagues

WEBSITE: HTTP://WWW.KMO.NAME
E-MAIL: ONEILLWEBSITE@VERIZON.NET
USE ALL COMMANDS AT OWN RISK



HTTP://WWW.KMO.NAME
mailto:ONEILLWEBSITE@VERIZON.NET

5.

In the
Colleagues
section —
enter in the
individual’s
names whom
you wish to
follow or click
the browse
book and find
the individuals
— click Add
then click OK.
If the users
are members
of your team
click the
proper
selection
under this
option.
Additionally in
the Add to
Group add
the users to a
desired group
or create a
new group.
Finally, in the
Show to -
select whom
should see
the
colleagues in
your profile.
Select OK
when done.

Identify the people you know or work with as

Colleagues
callaagues,

Add o My Team:
& Yas

Add to Group

Adding & colleague o your team helps you control
the privacy of your profile. Youw can configure your o N

prafile s that it is visible anly to your team,

Acddng & colladgue 1 b Group helps you OFgANEE Add o & Growp:
your hst of colleagues. B Boiating proups

Gameral
D Rew group:

Show to Show thage colleagues ta:

Chocss who can view these colleagues. The Evaryons

provacy #ettang you select here alfects wha can
see ihese coleagues when they visd your profile.
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Click View
Suggestions
and if prompted
to Configure
My Site for
Microsoft Office
— click Yes.
Then the
display shows
those people
whom you most
likely have
connected with
via e-mail and
instant
messenger.
Check those
users whom
you wish to
connect with. If
the users are
members of
your team click
the proper
selection under
this option.
Additionally in
the Add to
Group add the
usersto a
desired group
or create a new
group. Finally,
in the Show to -
select whom
should see the
colleagues in
your profile.
Select OK
when done.

" Canfiqure My Ste for Microsoh Office

e

files. Do you want Office to remember this site

this site.

Micrasolt Office can rerembeer your My Site to show it when apening snd saving

(W ————— )| Orly select ‘es'if you trust

]

Suggested Colleagues

& list of sugoested people i offered based on your -
mail and [M semmunication patternd. To pravent &
persen from Being sugaested again, chek the "X next ta
the person.

Add to Group

Adding a colleague to your team helps you control the
privacy of your profile. Yow can configure your profile

Add i My Team:
) Yes
@ No

See more suggeshons
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7. Edit Colleagues
_ On the g E.-Ih:d Cofasgues ﬂmm Suggeshons i.Remm.e Colleagues

Colleagues tab | " ™™’ Show To wy e

first check ?fneral everyons o
those o
individuals . C—
whom you want |
to edit — then Briryera e
click the Edit -
Colleagues
link. Edit the
information that
displays as
desired then
click Save and

Close.

8. Remove
Colleagues - on | & e B s G t“"’“""
the Colleagues | © "' R e
tab first check Everyane -
those =
individuals . Everyane
whom you want |
to remove — Everyons o
then click the -
Remove
Colleagues
link.

9. Another piece
of functionality
of value on the
My Colleagues
is the What's
Happening
balloon.

What's happening”

10.Click into the -

balloon and — (]
then enter in
your text — in
this case “This
is a test” was
entered. When
done hit the

Thag o @ hEdt
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enter key.
11.Click the Edit This |
My Profile link -
to update your |
profile.
Edit Mv Profile
12.Enter in the About me: ] Everyone
desired
information into
the profile —a .
sampling of o S e e
fields is shown e
here - click o - B
Save and rj L‘
Close.
Uploasd & peciure b help ofers sasly recognize you st meetings and evenis.
ask Me About; | | Everyane
i T
13.0nce
completed click Kevin O'Neill e
the Overview T P
tab to view (a12) 55-6207
some of the R ——
information 8 £t 1y Profle v Mars information
entered into the
profile. Click
the More Overview | Organization Content Tags and Notes  Colleagues
information link
to see the Ak be About
hidden oo o weas o e T " b pecpe i, s s your
information
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14.Moving left to
right across the
Organization
tab — when
selected this
displays a
Silverlight
Control of the
relationships to
you in the
organization. It
is based upon
whom you
select to be on
your team as
well as how the
information is
fed into the
mySites by the
farm
administrator(s)

Libraries

Oveniew

Tags and Notes  Colleagues  Memberships

Kevin O'MNeill
Team Lesd, Web & Portel Solubaai

KMO s the Team Lead for the Web and
Portal Group.

15.Clicking the
Content tab
shows ones
SharePoint
documents
they have
uploaded or
sites they are
associated
with.

What's happening?

Kevin O'Neill

Taam Laad, Wab & Portal Solutiers
Irfermainn Systems

412} 355-6387
Ptsburgh

kevin.onallBkigates.com

W Edit My Profie w Mare infarmuation

Libraries  Owerview  Organization | Content  Tags and Notes

SharePoint Documents

Warkaw TEST Matast,..  Propec., Warian o,

WG i the Team Lead for the Wak and Po)

Colleagues  Memberships

Provdt... -
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KEVIN

16.Clicking Tags
and Notes
shows one the
items they have
previously
tagged within
SharePoint
itself. The tags
are essentially
shown in a tag
cloud which a
user can then
click those
words of
interest and
see the items
that were
tagged with
those said
keywords.

Overview  Organization

Refine by type:

All | 3 Tags | 7 Notes | Private | Public

<? Refine by tag:

Sort: Alphabetically | By Size

Content

Activities

Boxer edat law htmiz Ilike it TEStl

This information was terrible!  This is the great

Tags and Notes

You have r
find helpfu

{

17.Clicking the
Memberships
tab shows one
the sites they
are members
of.

18.Clicking on the
My Site link on
the top
navigation
brings one
back to the
default My Site

page.

Onveriew Organization Content

ji:'. MemdersFuns

e Talet
SharePoint Site
HE Systam Sie
Other Project Team Sites

Warsaw

bad

My Site | My Newsfeed | My Content

Tags and MNobes

Cobeagues = Memberships

Shevw Ta Group Hame

My Profile

19. Clicking My
Interests
brings one to a
section of their
profile where
they can enter
in their

Stay Connected!

There are no activities in your newsfeed

My Colleagues

Add people as collaagues to follow ther
activibias such &s profile wpdatas, blog &ntres,
and tagging.

Stay connected by adding colleagues amt

My Interests

Enter kaywards that descnbs your inberasts 8o
that you will see newsfead activities when
peaple tag content usang those keywords
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interests

20. At this screen

one simply
enters in their
interests. When
done making
edits one
should select
Save and
Close.

Intarasts:

Share personal and busness related nierests. We will halp you kesp in ouch
with acthities related to these interests through events inyour newesfesd,

21.Clicking on the

My Site link on
the top
navigation
brings one
back to the
default My Site

page.

My Content

My Profile

22.The last section

on this page to
select is the
Newsfeed
Settings

dding colleagues and interests.

sribe your interests so
id activities when
those keywaords.

Newsfeed Settings

Select activities such as tagging, status
updates, and comments that yvou would like to
zee in your newsfeed.
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23.0n this screen

of one’s profile
— a user selects
how e-mail
notifications
should be sent
and selects the
activities they
wish to follow
by checking
and unchecking
the selections.
When done
making edits
one should
select Save
and Close.

Email Motifications: [ Moty me wien someone leaves 8 note onmy profie,
[{thymmnmm adds me a5 & coleague.
(5] Setriedl ot i e o Frwy CobBgEd Bl bbywordd.

Select which e-mal notScations you want i neoene,

Actrvities [ am following:  [if] Sharing Interests
[ Tasgagingg by sy coeanguae
[ riote: Board post
(9] Tageinag withs vy intevests
[ Ratng
[F) Stabs Message
[ Lipeaming birthalay
[ Brthday
L..f_ Lipcoming werkplaoe anniversary
[¥F] Workplace arriversary
[ pewr codeague
[ ok e change:
[ Marager change
[ i o post
[ Prafe updats

Chede or urcheck booots 1o s24 types of Sctivibies you want o e for your colleagues.

I save and Clese  Cancel and Go Back

24.0n the main

navigation it
should be
noted that the
Find People
search can
prove very
useful in finding
individuals.
Simply by
typing in the
desired term
and clicking the
magnifying
glass result
sets are
returned.
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25.0n this same
navigation bar
a user can
navigate to
their My Site by
clicking that
link.

My Content My Profile

26.Additionally, a
user can
access their my
Newsfeed by
clicking that link

My Content My Profile

27.A user can
access their My
Content by
clicking that link

My Content My Profile

28.Finally, a user
can access
their My Profile
by selecting
that link

My Content My Profile

29.The first time
one accesses
their My profile
the profile
based on one’s
information
may take a
minute or two
to process.

Frocessing...

Please wait while your personal site is setup for the first time and the default

libraries and lists are created. This may take seversl seconds

gociarnient
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KEVIN

Real Simple Syndication (RSS)

RSS is available in SharePoint 2010 to create RSS feeds for a list and library. This
allows one to not only view — but have a mechanism available to distribute news items
of value to a targeted audience. One item to note is that the RSS Viewer web part
cannot be used to read SharePoint RSS feeds.

In order to set-up RSS follow these steps:

Site Administration

1. From the top level site

H H H [‘-‘ 2 -| Regional settngs
select Site Actions -> Site WET i lbrarnies ond lists
Settings -> then select RSS e
from the Site Administration Sgarch and offline availabilite
51 Enable or Disable syndication feeds for ths site. |
group

2. Select and enter in the
desired options then click
OK. Note that the
Copyright, Managing Editor ] Allcw RS feede i this sk
and Webmaster fields may
or may not appear in all
RSS viewers. Also the Time |  ranssing edier:
to Live is the number of
minutes that users should
be waiting for updates to Time To Live {minutes):
the RSS feed. €0

T:Alluw RESS feads in thes site oollacton

Copynght:

Webmaster:

3. RSS can also be enabled at
the list and library level as
well — thus access the
desired list or library and
select list or library settings.

4. For alist — from the List
Tools tab select List -> list
Settings then under RSS settings
Communications -> RSS
settings.

Communications

5. For a library — from the
Library Tools tab select
Library then Library Settings
then under Communications
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-> RSS settings

6. In both cases under the List
RSS check Yes to Allow
RSS for this list.

Allow RSS for this list?
i) No

7. Under RSS Channel
Information enter in the Title
and Description of the feed
as well as an Image URL if
desired.

Truncate multi-line text fields to 256 characters?
D Yes @ No
Title:
Home: KMO_DOCS

Drescription:
RSS feed for the KMO_DOCS list, -

Image URL:

/_layouts/images/=itelcon.png
(Click here to test)

8. Select under Document
Options — how attachments
should be displayed.

Include file enclosures for items in the feed?
@ Yes () No

Link RS5 items directly to their files?

T Yes @ No
9. Under Columns — select the
. O Select all
desired columns to appear
in the feed. -
Include Column Name Display
Order
Author H
Date Picture Taken H
Comments H

10.Under item limit enter in the
Maximum number of items
to include and for how many
days back should be
included.

Maximum items to include:
25

Maximum days to include:
7

11.Click OK when done.

12.Feeds can be read by any
reader — in this case the out
of the box RSS reader with
Internet Explorer is used so
thus while on this page if
the RSS item is selected
then the feed itself — is

& -[8[

Mo Web Slices Found

KMO_DOCS
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engaged.

13.0nce selected then the feed
can be subscribed to by
clicking the ‘Subscribe to
this feed’ link.

Home: KMO DOCS

You are viewing a feed that contains frequen
from the feed is automatically downloaded to y

df Subscribe to this feed

14.When prompted select the
Subscribe button.

" Subscribe 4o this Feed

Subscribe to this Feed
R\ m;::mualbﬂ.lhlmm

o the Canber and kept up fo date._
[T e KMO_DOCS
Cresten: [ Foeds | [ Newoider |
[7] Add vo Favortes Bar
What is » Faad? [ Sibecte | Ji.Concal ]
Yo compuler wil chasck online for updsles ko

percdealy
subscrbed feeds, sven when Infemst Explorer is not running.

15.1n Internet Explorer 8 by
clicking favorites the RSS
feed just subscribed to is
shown and can be
accessed as desired.

|QFMMI o [ suggested Sites =

p Add to Favarites Bar =
- Microsoft Feeds
6 Home: KMO DOCS 41|

Home KMO_DOCS (0 new)
Updated 2 minutes age
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InfoPath
InfoPath

InfoPath is a toolset designed for power users to create forms that users can then fill in.
The InfoPath designer tool is available with the Microsoft Professional Office 2010
edition. Also it should be noted when designing forms — so that a client piece of InfoPath
(named the Microsoft InfoPath Filler 2010) does not have to be installed on every
computer that is to use the form that is created — a web-site version of the form should
be created for better architecture and flexibility.

The steps below cover creating a simple InfoPath Form

1. Accessthe | | Microsoft Office
InfoPath [A] Microsoft Access 2010
Designer [¥] Microsoft Excel 2010
2010 - [L] Microsoft InfoPath Designer 2010
found from -
Start ->
Microsoft
Office ->
Microsoft
InfoPath
Designer
2010

2. Select NO if | [ Microsoft Infopatn =)
Sgﬁgg“;g L || AL,
wish .xml [ pon't shaw this diaier box again
files to open v | e ]
in InfoPath

. Under Available Form Templates

Popular Popular Form Templates
Form _ _ : _
Templates A ]
double click IC | gl j | \__|_._J
Blank SHarebowt Lith| SharePoint Form E-mai | ] T
FOI’mS Libraey ({InfaPath Filles)
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4. The

screens
middle
section will
appear as
such:

Click to add title

Add tables

. Click to add

title and
type in
“Test”

Test

Add tables

. On the

Page
Design tab
click a
selection —
in this case
Professiona
| — Ricasso
was
selected.

Fage Design Cuata Developer

™| =
Page Layout
B Templates -

Fage Lieats

=

Thiemits

| Frofessional « I’u-c.u-in-l

. Select the

Home tab —
then place
the cursor
on the title
line (where
it says Test)
— hit enter
once then
from the
toolbox
select the
Date Picker

[ st B
10 Combe Box
T Date Picker

Fh Rich Test Box
B cheok Bex
[y Date mnal Timi

Cantrals

nal Trthe:

xod | AaBb .

Fant Styles

Dt Pcker
Allces users to type or seled a date
from a calendar display.

Tesﬂ
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8. The date

picker is
added to
the form

oog

Test i
field1/@] !]g

In the
Ribbon
select the
Preview
button
which is
likely on the
far right —
under the
Form group

Preview

Form

10.The form is

shown and
the control
that was
added can
be selected

Test

Su Mo

-..E'"

14
21

BHE o~
TG
Bz . |F
BB Hw P
HEEa (P

11.0n the

ribbon
select the
Close
Preview
button —
under the
Preview
section

il

X

Close
Preview

Preview

Close Preview

Close this preview window and
return to the InfoPath Designer.

T ~AeT
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12. At this point | [ s o
— select File | () [ » teuses » dccumens » = | 43 || Search Documents 2]
-> Save As Organize »  hlew faider R '
and save . - :
(] Microseft InfoPath 2010 Documents libra . i
and name bonten 2o Amiegeby. Foler
the form *-Fm Name - Date modifie
into a 1§ Downloads L Ay Video Converter 11/7/2011 3
directory of || . fecennsisce B Dok vt Crosss el
. ' B
your ChOICG 4 Libraries . Integration Services Script Component B0 232
o r— i Integration Sendces Script Task 8712001 23
o) Music L My Meetings 12772011 24
il Pictures Ao My Metastorm Templates BAA72011 %G N
.\l’ﬂm i .iﬂ-..-.- 5 , & en e s \-.
File narnes Test] -
Save a1 types |HM Wieh Browses Form Template r]
13.To publish Publish your form
the form to @ When you are finished designing this form, publish it 50 cthers can fill it out.
. Fublish bocation: Mot published.
SharePoint oy
— from the
File tab —
select
Publish
14.Select - Publish form to a SharePoint Library
. ;  Create of update » formn By form on SharePcant,
SharePOInt hﬁm 1 Users can access thit ferm anling,
Server emver

15.Enter in the
name of the
SharePoint
site and
click Next

Eriter the location of your ShanePaint or InfoPath Forms Services site:

I (=]

Exarnple; hitgs [fvoww example.com

cgack || pests
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16.A wizard

will then run
17.When ing Wizard O
prompted (¥ Enabie i form 1o be fled out by using o brugser
CheCk ‘Whiat do you want b create or modify ?
" . ) Form Lirary
Enable this Fublish ths form template &5 & tempilate n.a form Mbrary. & farm
form to be mmm%&‘m' Ty e b e
. ‘template appear a5 Colamrs i
flllc_ad out by e ——
using a A site content type allows His form template to be used in multipie
" libraries ared gites, You can specly which Selds in the templabs
browser appear & columns in the lbrary.
Library then
select Next

18.The server

will be
contacted

‘What do you want o da?
1@ Create & new form Bbrary

Lindate the form template in an extsting form lbrary
Form lbrary to update:

e Desripton
Connecting io server...
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19.In this PaihgWard e

example What do you want to do?

“Create a i e

new form o Moy o it

library” will

be selected

— then Next:

Bk i biext > i Cancel

20.A name W

“Test Tpee & nivme sl description for this form iewary,

Forms” was Mypme: |Test Forms]

entered and il

Next

selected:
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21.Select Next
as in this
example we
will not be
adding
columns or
parameters
to
SharePoint
sites and
Outlook
folders:

Farimit by e Pt ter Typet

22.Verify
information
—then
select
Publish:

Werify Hhe form informaion below s hen dide publish.,
[Form Libwary: Test Formg

Locason: Ihttpe fipi-w F-onelkan|
Server Typs: IrfoPath Foms Servioes
Seaurity Lewsl: \Domain

—
——
el
e
[ <gock |[Cpssh ][ concs |
23.The wizard || saving ER=)
W|” run A
th rough and Saving as: 'http:/fpi-w7-oneilkm,Test Formsformsftemplate. xsn'
connections
as needed
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24.When el = |

Completed Yo form template s pubished mecesstdy,

make the Test Ferns

desired ol

selection 2 S

. [ Send the form o e-pal redpeents. ..
and click
Close when
R Open ithis form in the bpovwser
desired:
= -

25.1n this

example —

“Open this S Loading Form...

form in the .

browser”

was

selected
26.Theform | M

was then HE B 0.7

displayed B et

for entering o B

in data:

Test
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