Creating SharePoint 2010 Workspace

Maneuver to the tree in SharePoint where the workspace should be created — from Site

Actions -> select New Site
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Edit Page
Edit the contents of this page.

Mew Page
Create a page vou can
customize,

= Mew Document Library
'—D Create a place to store and
share docurnents,

1 Mew Site
J_B Create a site for a team or
project.

Select Document Workspace and Name the item as well as enter in a URL name and

click Cresate:

Title Type 4

L]
%

Team Site

Document
Workspace

.

Basic Meeting Blank Meeting Decision Meeting

Workspace Workspace

L_|
ar”

Workspace

WEBSITE: HTTP:

E-MAIL: ONEILLWEBSITE@VERIZON.NET

WWW.KMO.NAME

USE ALL COMMANDS AT OWN RISK

Document Workspace

Type: Site
Categories: Content, Collaboration

A site for colleagues to work together
on a document. It provides a document
library for storing the primary
document and supporting files, a tasks
list for assigning to-do items, and a
links list for resources related to the
document.
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Request will be processed:

_+ Processing...

Please wait while your changes are processed.
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The page is created and now Announcements, Documents and Tasks can be added as
desired by clicking the appropriate Add link:
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Team Discussion
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all Site Cantent

Home Ses
Libraries
. Announcements
Lists Get Started with Microsoft SharePoint Foundation! & Hew
Calendar by Server Access Account - O'neil, Kevin
Microsoft SharePoint Foundation helps wou ko be more effective by connecting people, information, and documents, For
Discussions

% 4dd new announcement

Shared Documents - [

- Type MNarne Madified Modified By

There are no items ko show in this view of the "Shared Documents" docurment library, To add a new item, click
"Mew" or "Upload”,

%0 4dd document

Tasks
[ Title Assigned To Status
There are noitems ko show in this wiew of the "Tasks" list, To add a new ikem, dick "Mew",

g0 Add new item

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



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

