SharePoint
2010 Lists

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

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

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

Mew Page
Create a page in this site.

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

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

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

Select Custom s T i

List and on the = s, ok b Custon
right hand side & | L] i e Y o s
name the ||St _ Basat Library Cuitem Lisi Cocumend Librany Ertmronse Wiki ::;:Tr:':::wv.r:m:q
in this case it's — =, [

been named 3 ] = _6 (G ) (o v
KMO_LIST itz Loempdabred :Qr'- Peburm Library Publabng Pege

Click Create

when done.

The request is

processed. . . Processing...

Flaase wait whale your changes are processsd.,

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

Fl g Tie
There ane no items to show in ‘this view of the MO _LIST" st To add a new item, dick hew”,

4 Add new item
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5. One can then
enter in the
content of the

KEVIN

Eaa

listthen select ||l B T 55 1 &
the Save button Sl'r.l Cancel PII'-:I .11'1‘III:|| .ipf‘l'-ar':l
i =N
Save L
6. The item(s) are :

i Titl

then displayed. B o THe
tect oI HEW

g Add new item

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

List Tools
tems List
| it [JrModify View - Current View:
|
£] - filll Create Column | Al Ttems -
Create
g  View [ MNavigate Up ¢+ Current Page
k Manage Views
| @ Title Create Column
tast Add a column to store additional

8. 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

information about each item in this
list.

Bamae and Type

P
Tt & et S Pl s, el Selet e Oy of Plbrmaten U et

5o gfnre I e LML,
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9. 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.

Addatioes] Column Settngs

Speofy detaled apbors for e type of nformaSion you seieched

& Column Validation

Description:

Require that this cobemn centams infarmstion;
) Yeu W b

Enforoe uraue wslues!

© Yes o

Hawemiem ramber of charsoten

255 —

Dwifnult value:
@ Text £ Calculsted Value

@] Add e default verm

10.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 e Tte

tegt e

name

Wiew Itemn

EF Edit Item |

Compliance Details

Manage Permissions

X 8

Celete Item
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Delete Aftach  Spelling
Nem  File -

'—‘I < Com
Sawe  Cancel  Paate

11.

If changes to
the List settings
are desired to
be made in the
far right hand
corner of the
screen in the
Settings
options select
List Settings.

__Comna Chpbeard Adions  Speleg

Ticle = tost

e fmstd

m & List Permissions

@ Waorkflow Settings -
List
Settings
Settings
List Settings

Go to the List Settings page to
manage settings such as
permissions, columns, views and
policy.

.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.

Genaral Sattings Parmissiond and Managamant

Tile, descrpfion and nawgaion Dmlete thay list
Versonng selsings
Aguarased sethrgs

vabdalion pettivgs

Sove et as tempisle
Bermisgges for thig et
WorkPicw Sefthings
Aatrg pedhrgs Erderprie Matadats ard Keywords Settngs
Aydence Largeting settings Irfprmabon manpgement policy Settings
Meladata nawigatsn patings

Byr-locabion yigw BEgE

Form pefhings

Coiumns

& column stones informaton about sach item @ the list. The following columns are currently available in this list

Column [k to eda) Tvpe Beguired
Ticle Single lne of text -
Pl Sirngla ol of Dext

Craated By Perean of Growp

Modified By Farson o Group

Crasls Lol
Add from exmshing pbe columng
Caliamn o danng

Endesed columing
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13.Those items
under General
Settings are
explained here:

General Settings

Title, description and navigation
Versioning settings

Advanced settings

‘Validation settings

Column default value settings
Manage item =cheduling

Rating settings

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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14.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.

s & g

Library

Library  Workflow

Settings Permissions Settings «

Settings

i Yen
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15.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.

@ Eﬁ List Permissions
& Workflow Settings .
List

Settings
Settings

KMO_LIST

[ Dessiey thes st on the Quick Launch?

@ fes g
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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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