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Introduction

If your group wants to share documents, communicate online, and coordinate project
work, then it can use a SharePoint Web site. An example of a SharePoint Web site is
shown below.

A Home - Marcie’s Test Web - Microsoft Internet Explorer

File Edt iew Favortes Tooks Help -
) Back - [ [@ @ S search Tt Favories £ -& 9]~
ddress | ] http:fintschedule/mbdefault. aspx v Ba
College Collsboration Fortals Welcome Beintema, Marcie ~ | (@
ONMOUTH s T :
L Marcie's Test Web R
—COLLEGE—
Home
wiew All Site Content Menmeuth College Collaboration Portals > Marcie's Test Web
Dacuments .
= shared Documents [
SharePaint Training Today ! rer 5/4/2007 3:42 AM £ 'l y
IR, by Bsintema, Marcie — l'i ]
« Clendar = Windows
Sl Add new announcemen t SharePoint Services
Discussions Calendar
 Team Di | Y Links
‘=am Discussion 5/4/2007 10:00 A Intra ko ShareFoink Workshop | new —_—
- 5 Monmouth College Home Page
Sites Add new event
& Microsoft SharePoint Services 3.0
People and Groups
7 Recycle Bin Addinga:link
|
2] http:intschedule/ @ Trusted sites

Each SharePoint Web site has a:

Shared Documents library
Shared calendar

Shared contacts and tasks list
Discussion board

Request a SharePoint Web Site

To request a SharePoint Web site for your team, please contact the Information
Systems Center at x2106.

Access a SharePoint Web Site

To access a SharePoint Web site:
1. Open your Web browser and go to http://ntschedule
Note: If you are using Internet Explorer and receive an error message that says,

“The web site cannot be found,” then click on the Tools menu, select Internet
Options , click on the Connections tab, click on the LAN Settings button, and
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uncheck the Use a proxy server for your LAN  checkbox, click on the OK
buttons to return to Internet Explorer , and try to access http://ntschedule
again.

2. Inthe Portals area, shown circled below, click on your team’s site.

Monmouth College Collabaration Portals Welcome Beintema, Marcie = | @

ONMOUT - e E
1l - Monmouth College Collaboration Portals

L —COLLEGE—

Wiew All Site Content

Announcements

5’ Recycle Bi
e Monmouth College Collaboration Sites 1/29/2007 7:20 AM

by System Account
Please choose your collaboration site from the list on the right,

Calendar

There are currently no upcoming events, To add a new event, dlick "Add new event” below, Port

% Add new even it = Academic Stragic Plan
@ Morth Central Self-Study

o Citizenship Task Force

< Add new link

Note: For quick access to your team’s site, you can create a shortcut to it on your
desktop or add it to your list of Internet Explorer favorites. (To create a shortcut on your
desktop, right-click on the site’s home page and select Create Shortcut . To add the site
to your list of Internet Explorer favorites, click on the Favorites menu and select Add to
Favorites .)

Site Permissions

If you are the owner of your team’s site, then you are responsible for granting other
people access to it.

When you grant people access to the site, you assign them to a group of your choice.
Groups and their permission levels are listed below.

Group Permission Level

Owners Full control

Members Contribute (Members may add, edit, and delete items in site.)
Visitors Read (Visitors may only view items in a site.)

Grant a Person Permission to Access to a SharePoint Web Site
To grant people access to your team'’s site:

1. On the team site’'s home page, click on the Site Actions down arrow and select
Site Settings , as shown circled below.
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F‘ﬂﬂ!ﬁi’ﬁﬁm
Create
Monmouth College Collabaoration Portals = Marcie's Test Web Add a nevs library, list, or web page to
"= this website,
Announcements -
Edit Page

Jane Doe Will Join Committee 2/8/2007 2:04 PM /‘

Add, remove, or update Wweb Parts on
by Beinkemna, Marcie i

Site Settings

Add new announcement < 0F Manage site settings on this site,

Calendar
linke -
2. Click on People and groups , show circled below.
Monmouth Caollege Callaboration Portals = Marcie's Test Web = Site Settings
Site Settings
Site Information
Site URL: http: ffntschedulefmby
Mobile Site URL: hittp: ffntschedule fmbymf
Version: 12,0,0,4518
Users and Permissions Look and Feel Galleries Site Administration
o People and groups a Title, description, and ican 8 Master pages 8 Regional sethings
8 Advanced permissions B Tree view B Site content bypes 8 Site libraries and lisks
a Site theme 8 Site columns B Site usage report

3. Click on the New button, shown circled below.

Monmouth College Collaboration Portals = Marcie's Test Web = People and Groups
People and Groups: Marcie s Test Web Members

Lse this group to give people contribute permissions to the SharePoint site: Marcie's Test Web

Actions ~ Settings - ‘iew:  Detail Yiew

1] MName Job Title Diepartrnent

4. Enter the Monmouth College user names of the people that you want to add.
Separate each user name with a semi-colon. (If you do not know a person’s user

name, then click on the Browse "™ icon to look it up.)
Monmouth College Collaboration Portals = Marcie's Test Web = Site Settings = Permissions > Add Users
Add Users: Marcie's Test Web

Use this page to give new permissions.,

Add Users

UsersiCiaus
‘oU can enker User names, group names, of e-mail addresses, Separate kalhrecht;wctnr;pattel
them with semicalons.

Add all authenticated users
& @

5. Click on the Check Names &~ icon.

6. If you want to add the people to a different group, then click on the Add Users to
a SharePoint group down arrow and select the desired group.

7. Click on the OK button.
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Shared Documents Library

The Shared Documents library is where your team can store and share files. Team
members may view files in the Shared Documents library, upload files to the Shared
Documents library, create and save documents directly in the Shared Documents
library, or check files out of the Shared Documents library for editing.

Create Folders

If your team will be uploading many files to the Shared Documents library, then you (or
another team member) may want to create folders in the Shared Documents library to
help keep it organized. An example of a Shared Documents library with folders is shown
below.

Monmouth 'College Collaboration Portsls = Marcie's Test Wweb = Shared Bocuments
Shared Documents

[ Shars a document with the team by add\‘ng Ikt this document lbrary,

Mew = Upload = Actions = Settings = Yigw: All Documents 5 7:
Type. Mams T Modied ) Modfied By ) |
(=] Mirbes 2{2212007 11:08 AM Beintemna, Marcie
B Palicies 2[2212007 11:07 AM Beintemna, Marcie
| Proposal 2[2212007 11:08 AM Beintemna, Matrcie
=] Reports 2[2212007 11:09 AM Beintema, Marcie

To create a new folder in the Shared Documents library:
1. Open the Shared Documents library.

2. Click on the New down arrow and select New Folder , as shown circled below.

Monmouth College Collaboration Portals > Marcie's Test Web > Shared Documents
Shared Documents
Share a document with the team by adding it to this document library.
New |~| Upload ~  Actions v Settings v View: All Documents =

=

New Document 1 E
. 2007 11:08 AM Beintema, Marcie
2097 11:07 AM Beintema, Marcie

New Folder
Add a new folder to this document

library. 007 11:08 AM Beintema, Marcie

Danarke

219212007 11.1Q AM Rainbams Marcis

3. Enter a name for the folder.
4. Click on the OK button.

Upload a File

To upload a single file to the Shared Documents library:
1. Open the Shared Documents library.

2. Click on the Upload button, shown circled below.
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Monmouth College Collaboration Portals = Marcie's Test web > Shared Documents

Shared Documents

Share a documepk with the team by adding it to this document library,
Mew - Upload ~ ) Actions ~ Settings ~ Views: | All Documents

Type  Mame Modified Modified By kest

3. Click on the Browse button.
4. Select the file that you want to upload.
5. Click on the Open button.
6. Click on the OK button.
To upload multiple files to the Shared Documents library:
1. Open the Shared Documents library.

2. Click on the Upload down arrow and select Upload Multiple Documents , as
shown below.

Monmouth College Collabaration Portals = Marcie's Test Web = Shared Documents

Shared Documents

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

Mew + | Upload | = Actions + Settings * view:  All Documents =
Type  Mal ¢ Upload Document Modified By
;f Upload a document Fram wour

Ca Pal ‘\j oy ar Beintema, Marcie
3 Pr - Upload Multiple Documents M Beintema, Marcie
Uplaad multiple documents fram your
& Al Beintema, Marcie
- camputer ko this library, '

~—

3. Select the files that you want to upload.

4. Click on the OK button. A message appears that says, “You are about to upload
[X] to ntschedule. Do you want to continue?”

5. Click on the Yes button.

Create a New Document
To create a new document and save it directly in the Shared Documents library:
1. Open the Shared Documents library.

2. Click on the New button, shown circled below.

Monmouth College Collaboration Portals = Marcie's Test Web > Shared Documents
Shared Documents

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

Upload ~  Actions ~ Settings ~ vievs: | All Documents

Type Mame Modified Modified By test
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3. Click on the OK button. Word opens a new document. When you save the
document, it automatically saves in the Shared Documents library.

Edit a File

IMPORTANT! If you want to edit a file in the Shared Documents library, then check the
file out of the library before making changes to it. (When you check out a file, it is not
available for others to edit until you have checked it back in, and your changes will not
be visible to others until you have checked in the file.)

To check a file out of the Shared Documents library and edit it:

1. Click on the down arrow across from the file name and select Check Out , as
shown circled below.

Monmouth College Collaboration Portals = Marcie's Test Web > Shared Documents > Policies
Shared Documents
Share a document with the team by adding it to this document library.

New ~ Upload ~  Actions v Settings v view: All Documents

B | IS Policies ! new ~ | 2]22/2007 11:32 AM Beintema, Marcie

Yiew Properties
‘j Edit Properties
& 43 | Manage Permissions
.’g] Edit in Microsoft OFfice Word
X Delete
Send »

oy
al PR ST ereion

2. Click on the file name. A message appears that says, “Some files can harm your
computer.”

3. Click on the OK button.

4. When you are finished editing the document, save and close it. Upon closing, a
message appears that asks whether you want to check the document in, keep
the document checked out, or discard changes and undo the check out.

5. Select the desired option and click on the OK button.

Note: If you select Check In, then the Check In Comments window appears so

that you can record comments about your changes. If you don’t want to add
comments, then leave this window blank and click on the OK button.

Delete a File

When you delete a file from the Shared Documents library, it goes to your Recycle Bin,
and it stays there until you delete it. (Only you may view the files that you delete.) Files
in your Recycle Bin that are 30 days old are automatically deleted.
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To delete a file from the Shared Documents library:

1. Click on the down arrow across from the file name and select Delete, as shown
circled below. A message appears that says, “Are you sure you want to send this
item to the site Recycle Bin?”

Monmouth College Collaboration Partals = Marcie's Test Web > Shared Documents > Paolicies

Shared Documents

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

Mew +  Upload ~  Actions + Settings * Wiew: All Documents =2
Type  Mame Maodified Modified By
B | 15 Policies - | 22212007 1:25PM Beintema, Marciz

| Yiew Properties
& Edt Properties
ndj Manage Permissions

peoft Office Word

2. Click on the OK button.

Alerts

If you want to know whenever a change occurs in the Shared Documents library or to a
particular file in the Shared Documents library, then you can create an alert for it. (An
alert is an e-mail notification that summarizes the change.)

Create an Alert for the Shared Documents Library
To create an alert for the Shared Documents library:
1. Open the Shared Documents library.

2. Click on the Actions down arrow and select Alert Me , as shown circled below.

Monmouth College Collaboration Fortals = Marcie's Test Web = Shared Documents

Shared Documents

Share a document with the bearn by adding it Eo this document: library,

Mew =+  Upload = | Actions = Sektings - Yiew: All Documents =2
Type  Mame Edit in Datasheet Modified By
IJ Bulk edit items using a datashest
] Palicies Format. Beintema, Marcie
3 Proposal Open with Windows Explorer Beinterna, Marcie
B3 Reports Drrag and drop Files inka this brary., Beintema, Marcie

Export to Spreadsheet
Analyze items with a spreadsheet

h application,

¥iew RSS Feed

_ Alert Me
Receive e-mail notifications when
items change.

3. If desired, enter a different subject line for the e-mail and select different options.

4. Click on the OK button.
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Create an Alert for a Document
To create an alert for a single document:

1. Click on the down arrow across from the file name and select Alert Me , as
shown circled below.

Monmaouth College Collaboration Portals = Marcie's Test Web = Shared Documents = Policies

Shared Documents

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

Mew =~  Upload ~  Actions = Settings ~ Wiew:  All Documents -
Type  Name Maodified Modified By

ﬂl] 15 Palicies = | 413002007 10:24 AM EBeintema, Marcie

.E_l] Proposed Revisions ko [5 Palicy! Wiew Properties 4[26/2007 11:38 aM Beintema, Marcis

C# Edit Froperties
nd_j Manage Permissions
-ﬂl] Edit in Microsoft Office Word
K Delete

Send To >
_é| Check Gut
ﬁ] Publish a Majar Version

‘)] Version History

[« Alert Me >

2. If desired, enter a different subject line for the e-mail and select different options.

3. Click on the OK button.

Delete an Alert
To delete an alert:

1. On the Quick Launch bar, click on People and Groups , shown circled below.

View All Site Conbent
Documents

= Shared Documents

Lists
= Calendar
= Tasks

Discussions

= Team Discussion

Sites

People and Groups

2] Recycle Bin

2. Click on your user name.

3. Click on the My Alerts link, shown circled below.
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-

4. Put a checkmark next to the alert that you want to delete.

5. Click on the Delete Selected Alerts link, shown circled below. A message
appears that says, "Are you sure you want to delete the selected alerts?"

O

6. Click on the OK button.

Document Versioning

When document versioning is turned on for the Shared Documents folder, versions are
created when a file is:

First created or uploaded
Opened, edited, and saved
Checked out, edited, and checked back in

If desired, your team can choose to track major and minor versions of files in the Shared
Documents library. (Major versions are used to represent milestones in the file’s
development, such as the first draft. Minor versions are used to track minor edits
between major versions.)

Open a Previous Version
To open a previous version of a file:

1. Click on the down arrow across from the file name and select Version History
as shown circled below.
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2. Click on the desired modified date and time. A message appears that says,
“Some files can harm your computer.”

3. Click on the OK button.

Publish a Major Version

Note: Publishing a major version applies only if the versioning settings for the Shared
Documents folder are set to create major and minor (draft) versions. If you are unsure of
the versioning settings, then contact the site owner.

To publish a major version of a file:

1. Click on the down arrow across from the file name and select Publish a Major
Version , as shown circled below. The Publish Major Version page appears.

2. If desired, add comments.

3. Click on the OK button.
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Team Discussion Board

The Team Discussion board is where your team can hold online treaded discussions.

The Team Discussion board shows the most recent discussion first, as well as the
number of replies for each discussion.

Open the Team Discussion Board

To open the Team Discussion board, on the Quick Launch bar, click on Team
Discussion , shown circled below.

Start a New Discussion
To start a new discussion:
1. Open the Team Discussion board.

2. Click on the New button, shown circled below.

-

3. Enter atitle and type your message.
4. Click on the OK button.

View a Discussion

To view a discussion:
1. Open the Team Discussion board.

2. Click on the desired topic.

11
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3. Click on the View down arrow and select Flat or Threaded , as shown circled
below.

>

Reply to a Post

1. Atthe top of the post to which you want to reply, click on Reply, as shown circled
below.

2. Type your reply.

3. Click on the OK button. The reply appears.
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