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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. 
 

 
 
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. In the Portals  area, shown circled below, click on your team’s site. 
 

 
 

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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2. Click on People and groups , show circled below. 
 

 
 

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

 
 

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.) 
 

 
 

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. 
 

 
 
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. 
 

 
 

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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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. 

 

 
 

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. 
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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. 

 

 
 

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?” 

 

 
 

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. 
 

 
 

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. 

 

 
 
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. 
 

 
 

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?" 

 

 
 
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 a title 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. 
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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. At the 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. 


