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What is SharePoint?

SharePoint is a centralized storage and collaboration space for documents, information, ideas and much
more. This web-based tool is integrated with Microsoft Office to help groups of people share information and
work together seamlessly. For example, a SharePoint site can help you:

= Coordinate projects, calendars, and schedules.
= Discuss ideas and review documents or proposals.
= Share information on a single, unified platform.

SharePoint sites are dynamic and interactive -- members of the site can contribute their own ideas and

content as well as comment on or contribute on a colleague’s content. Through the use of permissions, site
owners can also customize site access and/or file access privileges.

—
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ANNOUNCEMENTS DISCUSSIONS

Why Use SharePoint?
= E-Mail is Linear: Changes cannot be seen until the recipient of the e-mail sends it back to others.
= Common Network Drives: Files can be accidently overwritten.
= Greater control: You can make changes to site design, posting of files and access rights.

SharePoint Basics
There are two very broad types of SharePoint sites — the Collaboration Site and the My Site.

= Collaboration Site: Designed around a topic, department, mission, etc. Any user can be assigned
as the "owner" of the site.

= My Site: Specifically named and dedicated to one user. Ownership cannot be assigned to anyone
except for the named user.

Site Categories
1. Team Sites: All purpose site used to facilitate team collaboration

Document Workspaces: Development and management of documents, usually with no sub-sites.

Wiki Site: Capture ideas that aren't in document format. Information is grouped by topic. Wikis are
often creative forums that allow for an easy exchange of ideas.

4. Meeting Workspaces: Plan meetings, share meeting materials, track past meeting action items.

Blog Sites: Capture and manage discussions around a topic. Often targeted at a large audience.
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Navigating in SharePoint

Main SharePoint Portal
Most sites are accessible from the following site: http://govteams. From this site
click the DEPARTMENTS/OFFICES link on the navigation bar. Here you will find many

County departments and functional groups.

Key Components of a Site

=  Welcome Menu: This menu displays the username of the currently logged
in user. If someone else needs to access their own SharePoint sites with
their associated permissions, they can choose SIGN IN AS A DIFFERENT USER
from this menu. This saves the trouble of having to log off from Windows.

= My Site: Every user has their own My sITE. This site is another option for

collaboration and has similar functionality to other TEAM SITES.

= The Quick Launch: This pane on the left hand site provides quick access

to SITES, LIBRARIES and LIsTs found on that particular site.

GovTeams

* GovTeams

GovTeams Deeartmentsll'ofﬁtes WS D)

o Administrative Services
Wiew Al Sike Co

Community Planning Grou
Document Ce ¥ Y g

News Zammunity SUppork Services

Court Services
DRC

EEQ

Project Track

EQC

EPD

= Sample Mews

= Mews Archive

Search

Sites
Functional Teams

Growth
Help Desk.
ITS

Templates

Migration

Manager's Office
OB

Public Works
Swat

Teams

Training

= Search: To help you find information on a site you can use the SEARCH BAR across the top or on the

QUICK LAUNCH.

0 The BASIC SEARCH is accessible from the top of every page. Search scopes include: ALL SITES,
THIS SITE, THIS LIST

0 The ADVANCED SEARCH is accessible by a link at the top of every page. This search includes
numerous options for narrowing your search by date, specific words in phrases, etc.

0 The PeoPLE search scope will locate the My Site of any name entered in the search field.

ITS Training

@& 1TS Training

Welcome Menu

Welcome Stephen Linton-Smith =

My Site | My Links =

This Site: ITS Training A | Y |}3 | Advanced Search
iiﬁii 1 'ni GovTeams | DocumentCenter | Search | Sites | Sand Box | JEM Site Actions ~
- View All Site Content ITS Training
¢ e .
2 Class Listings ] —— . — Favorite Photos v
& e ALACHUZ OnrCyY
w = Class Sign Up ﬁ"\'—?aig Search Bar
- = ; a4
" Lists G =
: = Calendar
[
™ Pictures
™ )
. - FmiE R Video Training -
]
- - Documents Word 2007 Overview E View slide shaw
g - = Microsoft Minute Excel 2007 Overvi
L
?5 s = ACCESS PowerPoint 2007 Overview Employee Lookup v
- h‘.’ = Practice Cutlook 2007 Cverview | |p|
% “ = Videos Electronic Timesheet-Hourly
'5 [ = SupvOrientation Electronic Timesheet-Salary Top Sites T
(o4 : = Reference Guides E-Agenda - Item Author
—’ - = CMS Trainin
= i g
: T T Reference Guides
w Search Electronic Timesheets - Quick Start Guide
w , , Content Area
™ Sites E-Agenda - Item Author
‘ Sand Box E-Agenda - Approver
: JEM Connecting to BOCC Wireless
L — Excel 2007 - Level I
¢ 4 Ml & Recycle Bin e R LevE
L Excel 2007 - Level II
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Lists

Most of the information stored or created within SharePoint is organized into lists of related items. Types of
lists include:

=  Announcements
= Calendars

= Links

= Tasks

= Discussions

Creating a List

Each SharePoint site comes with several default lists: CALENDAR, TASKS, etc. However, you can create
additional lists to suit your needs. For example, you can create the more generic ANNOUNCEMENT list. Keep in
mind that you must have at least DESIGNER permissions to create a list. (Permissions are discussed in the
next section.)

In the upper right corner of a site, click SITE ACTIONS > CREATE

Select your list type - for this example we'll use ANNOUNCEMENTS

Give your new list a NAME and a DESCRIPTION

Ensure that YEs is selected under DISPLAY THIS LIST IN THE QUICK LAUNCH
Click CREATE

abrwbdhpE

tephen Linton-Smith = | My Site | My Links = LS T2mmng 2 I G » Srme
Create
|P | Advanced Search
Select an item to create a new list, library, discussion |
—] Create Howver over an item to view details.
ﬂ]]j Add a new library, list, or web page to
this website,
.| == | Edit Page
4 [ / Add, remove, or update Web
-h : this page. Libraries Communications
YA [TT: Site SEH.Z'II'IQS ) o a Document Library © Announcements
th 0K | Manage site settings on this site, : L
P e N = Form Library 8 Contacts
o Wiki Page Library B Discussion Board
@ Picture Library

& Translation Management Library
@ Data Connection Library

= Report Library

o Slide Library

ITS Training > Sand Box > Create > New

New

Name and Description

Type a new name as you want it to appear in headings and links throughout Sames
the site, Type descriptive text that will help site visitors use this list, I
Description:
Navigation
ety e . " :
Specify whether a link to this list appears in the Quick Launch, 1] Display this list on the Quick Launch?
@ves  Oho
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Create New List Item
Now that you have created a list, you'll want to add items to that list.

o0 kM NPk

| 8¢

Navigate to your list

Click NEw on the toolbar and select NEW ITEM
Enter a TITLE and BoDY for your item
[Optional] Click the attach file button to browse for a file to attach

[Optional] Selecting an expiration date will ensure that old announcements will no longer appear
New items will display INEw next to the title for the first 24 hours after it is added to the list

ITS Training > 5and Box > My Announcements

My Announcements

View All Site Content
Surveys
Pictures

= Class Photos

Documents

= Shared Documents

Filter and Sort

Mew | = | Actions - Settings ~

New Item

=1 add a new item to this list.

ITS Training > Sand Box > My Announcements > New Item

My Announcements: New Item

) Attach File | %% Spelling... indicates a required field
Title * ]
Body

You can sorRT by any column in the list by clicking on a column header. To FILTER a list, hover over any
column header and click the down pointing arrow. Each unique value or text entry will be displayed on that
menu. Select the desired item on that menu to filter the list. In the below example, you could filter this list
to show only list items which have an attachment.

Mew =~  Actions ~

Settings -

te

Blanks on Top

Memaorial Day
Celebration  HEw

Attachments on Top

County is prout
3. Director Kei

nsh Park playar
= made by Par:

ennis great Mar

join the celebratic

DataSheet VieW MNew = || Actions = | Settings ~
Sometimes, updating a list is easier to do from a DATASHEET VIEW rather @ Tie Edit in Datasheet
. R R . Bulk edit items using a datasheet
than the STANDARD VIEW. To edit a list of items in DATASHEET VIEW: Bostor ﬁ format.
Export to Spreadshe’
. rubbel [TT] | lyze items with a spr
1. Click the AcTIONS button on the toolbar nstall (21| S
Mardy 0 ith A
2. Select EDIT IN DATASHEET Lessor _‘jj e
. . . . M Access database.
3. Files can be attached from here by double clicking in the e - Vhew RSE Fecd
attaChmentS Column (paper Cllp) EMS 1 @ Syndicate items with an RSS reader.
Alert M
o MC["U' i_g Re:ei'-.'e :—mail notifications when
2P ing items change.
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New ~ | Actions ¥ Settings ~

Body [+] ModiiedBy ||
Boston Pops to Perfarm Alachua County iz proud to welcame the Boston Pops ) W51 Training Roam
Ezplanade Orchestra to the Downtown Community Plaza on

4/12/2008. Directaor Keith Lockhart to lead a 45 piece

orchestra under the stars.

- ]
Rubberized Surface Installed | The McAnsh Park plapground area has been uparaded witha ) %51 Training Room
new rubberized surface to shisld against child injuries.
Dionations made by Parent Construction

tardy Fish Tennis Lessons | Famed tenniz great Mardy Fish will be conducting tennis ) ows3
lessons for children age 7 - 10 this coming 5 aturday.

| temarial D ay Celebration .Come join the celebrations at Jonesville State Park for | owsd
Mermarial Day
i EMS June Update The State of Florida and Alachua County remained free of _ Stephen Linton-Smith

major incidents during the month of June.

Modifying a View
If any columns are not visible in either DATASHEET or LIST view, you can choose to show them by modifying
the view from the ALL ITEMS menu.

Click ALL ITEMS > MODIFY THIS VIEW

Select your desired coLumN NAME from the list and/or modify the POSITION FROM LEFT

Click ok

Note: to modify the view you must have MANAGE HIERARCHY rights or above (See Permissions)

PR

Mew = | Actions = Settings View:  All items -
a  Tite ) Modif &ll items
Boston Pops to Alachua County is proud to welcome the Boston Pops ws1]P _ Madify this View
Perform ! MEw Esplanade Orchestra to the Downtown Community Room Craate View
Plaza on 4/12/2008. Director Keith Lockhart to lead a (L itk
45 piece orchestra under the stars,

View Mame:

|A|I items |

Web address of this view:
http://govteams sites/trainingfpocahontas Lists /My Announcements,

Allltems L &spx

This view appears by default when visitors follow a link to this list. If you want to delete this
view, first make another view the default.

Display Column Name Position from Left

Attachments

Title (inked to item with edit menu)

Body w
Modified By
Modified
Content Type
Created

Created By

Edit (link to edit item)

Expires

D

Title

Title {inked to item)

Type {icon linked to document)

Version 15 v

OO00OOOODO0ODOOO0OO0OREEEE

e e e e | |
| k|| e
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Adding Columns
Each list, by default contains the following columns: ATTACHMENTS, TITLE, MODIFIED. TO create additional
columns, follow the directions below:

1. Click SETTINGS = CREATE COLUMN
2. Enter a name in the coLumN NAME field
3. Select the TYPE OF INFORMATION THIS COLUMN IS to contain
4. In this example, the YES/NO (CHECKBOX) option will be selected with the title "Press Notified"
5. This brings you to the options for that particular information type
6. Select the desired DEFAULT VALUE for new items
a. YES means the box will be checked by default
b. No means the box will be unchecked by default
7. Click ok
Step 1: Create the column Step 3: Create new list item with the
new Yes/No checkbox
Mew ~  Actions = Settings |
Wil Attach File | & Spelling.. *indicates a required field
o Tith Create Col
- jjﬂ A;Sa;a fulu%:l?ir;“sture additional Title * I
Boston P'ops fo information about each item. on Pog Body
Perform I HEW 5 piec
. ... Create View
R“bbe”z%d Surface _f’} Create a view to select colum parad
Installed ! HEw filters, and other display setti
Mardy Fish Tennis —— | List Setti g te
Lessons & HEW _ﬁ I'v1l:nag: s::afgs such as permissions;
Memarial Day columns, views, and policy. Park f
Celebration ! Hew
Step 2: Enter column name & options
Expires
Press Notified

Column name:

The type of information in this column is:
(C single line of text

(O Multiple lines of text

(O Choice (menu to choose from)
(C Number (1, 1.0, 100)

) Currency (5, ¥, €

() Date and Time

() Lookup {information alr

(3) Yes/Mo {check box)

(C) Person or Group

() Hyperlink or Picture

site])

(O Calculated (calculation based on other columns)

(C) Business data

Description:

Default value:

Add to default view
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Mew =  Actions = Settings
@ TitleT Press Notified
Boston Pops to fes Alachua County is proud to welcome the
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EMS June No
Update ! HEw

The State of Florida and Alachua County
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Permissions

Permissions define what a user can do to a site, file or item. The most common permission levels are READ
(view only) and coNTRIBUTE (view, add, update or delete). Permissions can also be customized at three
levels: sITE, LIST/LIBRARY and ITEM levels. For example, you could grant a user READ permissions to a
particular site and CONTRIBUTE permissions to one library on that site.

Site Level Permissions
Only those with FULL CONTROL permissions can grant others access to a site or modify permissions for
existing site members. To modify site level permissions, follow the directions below:

From the site home page, click SITE ACTIONS > SITE SETTINGS

Select ADVANCED PERMISSIONS to give permissions individually

Click NEW = ADD USERS

Enter the user name in the Users/GRoOUPS field or click the ADDRESS BOOK to locate them
Assign a PERMISSION

[Optional] customize a WELCOME E-MAIL

Click ok
| Pl Advanced Search @sers_."Groups:

|

NoohswbdhE

O

Create
_‘Inj Add a new library, list, or web page to

this website,

&
——— Edit Page
l / Add, remove, or update Web
g this page. Give Permizsion

[ Site Settings
- Manage site settings on this site,

@ Give users permission directly
[ Full Control - Has full control.

) o . Design - Can view, add, update, delete, approve, and
raining > Sand Box > Site Se e

|te Sett| n gS O Manage Hierarchy - Can create sites and edit pages, list
items, and documents.
Approve - Can edit and approve pages, list items, and

documents,
Site Information [ Contribute - Can view, add, update, and delete.
Site URL: [] Read - Can view only.
Mobile Site URL: [l Restricted Read - Can view pages and documents, but
- . cannot view historical versions or review user rights
\Version: information.

Users and Permissions

Send welcome e-mail to the new users
Subject:
|'-‘Je|come to the SharePoint site: Sand Box

8 People and groups

o Advanced permissions

Personal Message:

Actions - Settings ~

Add Users
Add users or groups to this site.

New Group
Create a new SharePoint group.

ws2

OK ] [ Cancel

User

Oooono
2

ws5 User
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Permissions at the List/Library Level
Generally the process for assigning permissions is the same except where to start

List Permissions: From the list toolbar, click SETTINGS = LIST SETTINGS

Library Permissions: From the library toolbar, click SETTINGS = DOCUMENT LIBRARY SETTINGS

Item Permissions: Click the item's down pointing arrow and select MANAGE PERMISSIONS

Shared Documents W]  Elisna
Share & document with the team by adding it to this document library. |E_] | Emplo‘r'ee Policy Survey =
Mew ~ Upload ~  Actons ~ Settings * |
Type Mame Create Column Modified IE_] Hist View Properties
o jjﬂ Add a column to store additional . . .
] 2005 Legislative Session information about each item, 8/18/201 IE_] Hist :} Edit Properties
B  AdminBldgt ¢ | Create View 8/25/201 = —
& Conditional Formati [TICY | Create a view to select columns, /25,201 IE_] Jaohr 1;3 Manage Permissions
_] onditional Farmating LA filters, and other display settings. 1221 i
B Content-Alacua County Charter([ T e =i Mo S5ers 3/25/201 |E_] Mew _] Edit in Microsoft Office Word
Cooler weath _{ﬁ Manage settings such as permissions, 8/19/201
l% oelEr weatmer columns, views, and policy. ft |E_] Pag X Delete
@é DJ 3/25/201 d
3
@ DRC Process Improvement 4/15/201 IE ] Ste Send To

Permissions

: Employee Policy Survey

This document inherits permissions from its parent folder or library. To manage permi

Actions ~ |

Manage Permissions of Parent
This folder inherits permissions from

User Name
ALACHUA slintansmith

its parent.

Edit Permissions ALACHUA s 1

Copy permissions from parent, and

then stop inheriting permissions. ALACHUAws2
ws3 User ALACHUAws3
wsd User ALACHUAwsS

Requesting Access

There might be some SharePoint sites that you have no permissions to at all. When you navigate to such a
site you will receive an ERROR: ACCESS DENIED message. If you feel like you should have access, you can click
the REQUEST AccCESs link and send a message to the site owner. They will then receive an e-mail and can act
upon your request.

Go back to site

Request Access

Go back to site

Error: Access Denied

Use this form to request access to the resource,

‘fou are currently signed in as: ALACHUA\SLintonSmith

E Current User

‘fou are currently signed in as: ALACHUA\SLintonSmith

Type your request, and then dick Send Request.

Sign in as a different user
Request access

Send Request
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Discussion Boards

A Discussion Board is a type of list that acts as a forum where users can have text-based discussions about
topics by posting queries and receiving answers to those queries. Every topic is visible to all users of the
site. Each team site comes with a discussion board called TEAM DIScussION; but you can create more.

Create a New Discussion Team Discussion: New Item
1. Navigate to your discussion board from the quick = 1=
launch and click the NEw button on the discussion s | g
toolbar Subject *

2. Give your new topic a SUBJECT and type your message
in the BoDY field

3. Click ok to post the topic.

Edit a Topic
1. Hover over the topic, click the down-pointing arrow s
then select EDIT ITEM

2. Make your changes and click ok

Reply to a Topic
1. Open the topic

2. Click the viEw PROPERTIES link (files can also be attached from here.)
3. Click REPLY
4

Click ok

Actions = Setkings ~ View: | Flat >
Posted By
Started: 562008 2:18 PM Vigw Propetties ._4,' Reply

Education Program

I'd like to start an education program that would bring kids to the civic
center during the school day, Should be geared to 1st and 2nd graders,
Let's start compiling a list of topics.

Stephen Linkon-Smmith

[ attach File | 47 spelling...

2 EE

Body A/ )
u A B

i (A Al B I U

-

From: Stephen Linton-Smith
Posted: Tuesday, May 06, 2008 Z:15 PM
Subject: Education Program

I'd like to start an education program that would bring kids to
the civic center during the schaol day. Should be geared to
1st and 2nd graders. Let's start compiling a list of topics,

[ QK ] I Cancel ]
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Change the View
= Use the view drop-down list to change view options. By default, Topics are arranged by subject
= The RepLY column lists the number of replies to a topic
= Replies can be viewed either:

o Flat: all topics and their replies displayed one below the other
0 Threaded: Replies are nested below the topics they are replies to

Actions Settings ~ ‘igw: | Threaded
Threading
Edited: 5/6/2008 12:29 PM by Stephen Linkon-Smith 10 Yiew Properties _@' Reply

Pocahontas Statue
A statue of Pocahontas has been donated to the city, Where should we put it?

Posted: Si602008 12:47 PM by ws2 Wigw Propetties _@' Reply

How about on the Southwest corner just in front of the entrance to the playground?

¥ Show Quoted Messages

Posted: 5062008 2:01 PM by W1 Training Room 1 Yiews Properties _@' Reply

I was thinking of a prominent location at the corner of 14th Ave and 21st 5t

¥ Show Quoted Messages

The Calendar

A SharePoint calendar is also another type of list which you can use to manage a central schedule of
appointments for a team or department. That calendar can also be connected to Outlook 2007 and managed
through that program and the two calendars will be synchronized.

Create an Appointment
By default, a SharePoint site comes with a calendar, however you can create more calendars as needed. To
create a new appointment:

Click the CALENDAR link on the QUICK LAUNCH
Click the NEw button
Fill in the details: TITLE, START TIME and END TIME are required

P WP

[Optional] ALL DAY EVENT, RECURRENCE, WORKSPACE. If you select RECURRENCE, the recurring options
automatically appear below the main appointment details

Mew =~  Actions = Settings View: Calendar -
| July, 2008 Expand All  Collapse All [T]oay [7] week [31] Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
29 30 1 2 3 4 5

SharePoint - Level I | Excel - Level IT

6 7 B g 10 11 12
PowerPoint - Level Outlook - Advanced
1 Calendar

13 14 15 16 17 i8 19
2:00 AV 2:00 AM
Word - Level IT SharePoint - Level I
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Connecting a SharePoint Calendar to Outlook
A SharePoint calendar can be managed from Outlook 2007 by connecting the SharePoint calendar to
Outlook. Once the connection is made the SharePoint calendar is visible in Outlook. Changes made from

0 Attach File | % spelling...

* indicates a required field

Title * |ShareP0|nt - Level I

Location |

Start Time *
End Time *

Description

All Day Event

hour.
Recurrence [¥IMake this a repeating event.
@Daily
OWeekIy
O Every weekday
OMontth
OYearIy
Date Range
Start Date
YWorkspace

® Every day(s)

[IMake this an all-day activity that doesn't start or end at a specific

@ No end date

) End after: nccurrance(s)
© End by:

[Juse a Meeting Workspace to organize attendees, agendas,

documents, minutes, and other details for this event.

OF ] [ Cancel

Outlook are automatically synchronized with the SharePoint calendar and vice versa.

aprwbdpe

Open the calendar in SharePoint
Click ACTIONS > CONNECT TO OUTLOOK
Click ALLow on the security box
When Outlook opens, click YES to confirm that SharePoint is a trusted source

Outlook displays its own calendar next to the SharePoint calendar (which is listed by the name of the
SharePoint site you are connecting from)

ITS Training > Sand Box > Calendar

Calendar

Use the Calendar list to keep informed of upcoming meetings, deadlines, and ot

Mew = || Actions = | Settings -

Connect to Cutlook
Synchronize items and make them
available offiine.

<] lz] lihc

<
<

Export to Spreadsheet
Analyze items with a spreadsH
application.

29

Open with Access
Works with items in a Microsoft
Access database.

] £

i
&

View RSS Feed
Syndicate items with an RSS reader.

Alert Me
Receive e-mail notifications when
items change.

int - Level

Page 11

Internet Explorer X

Do you want to allow this website to open a program on
=] your computer?

From: govteams
Program: Micrasoft Office Cutiook

Address: stssynci/sts(7ver=1,18type=calendariemd=add-
folderbase-Url=https3A%2F22Fgovteams2F

Always ask before opening this type of address

Allow Cancel

{5y Alowina neb cortent o open & grogam can be e, bl it can
@) e T ey g e et et e
“ the source of the content. What's the risk?

Microsoft Office Outlook

Connect this SharePoint Calendar to Outlook?

You should only connect lists from sources you know and trust.
Training - Calendar
hitp:fgovkeams/sitesftrainingiLists{Calendarf

Ta canfigure this Calendar, click Advanced.




- Microsoft Outlook
View Go

|

Tools Actions Heip AdobeFDF

| 8 sonexis Conrerence g | Today | Advanced Find... 2 Instant Search | (L

Calendar « Day i
Q All Calendar tems -

(€ () July 15, 2008 [seara P =
My Calendars
] Calendar (196 Calendar s Sand Box - Calendar in SharePoint Lists
People’s Calendars x 15 Tuesday 15 S
58 pis
[ 55 w1 Training Raom
Other Calendars = —
12 s Training - Calendar g am

42 Metwork Maintenance- Calendar
Sand Box - Calendar in SharePoint
Word - Level IT Word - Level IT
Tactical Planning
Available T
SharePoint
Calendars

{00 3
=] Mail o0 || SWAT Meeting
= 2 Kanapaha Botanical Gardens |
= DIs
| Calendar —_—

300 4
S| contacts
z Tasks 100

Personal SharePoint
Calendar Calendar

Viewing the Calendar
=  From Outlook in the calendars section, click the right-pointing arrow on the SharePoint calendar to
display the two calendars side-by-side.

= To hide the SharePoint calendar in Outlook, you deselect its checkbox in the OTHER CALENDARS section
of the Navigation pane.

Other Options
= A calendar entry can be copied from one calendar to another by dragging it to its new location.

= Not all the features of Outlook calendars are supported by the SharePoint calendar. For example,
Outlook meeting requests are not supported.

Create an Appointment From Outlook
1. Select a time frame in the SharePoint calendar (from within Outlook)

Click NEW
Enter the appointment details (start/end time, subject, location, etc.)
Click sAVE & CLOSE

aroen

The SharePoint site calendar will be updated at its next automatic SEND/RECEIVE interval (If you want
to update it immediately, click TOOLS > SEND/RECEIVE > THIS FOLDER)

o

If you check the SharePoint site calendar and the new appointment does not appear, click the
REFRESH button on your web browser
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Disconnecting Outlook From SharePoint
If you change your mind and would rather not manage the SharePoint calendar from Outlook, you can

disconnect it.

1. From Outlook, right-click the SharePoint calendar in the OTHER CALENDARS section and select DELETE
2. Confirm the deletion by clicking YES

Meeting Workspaces

Meeting Workspaces allow you to organize meeting agendas, minutes, post-meeting objectives and much

more. Depending on the type of meeting, you can choose from several meeting workspace templates.

Basic Meeting Workspace

. Agenda

. Attendees

- Document Library
. Objectives

Blank Meeting Workspace

Empty [open to design]

Decision Meeting Workspace

. Agenda

. Attendees

L] Decisions

. Document Library

. Objectives
. Tasks
Social Meeting Workspace

Multipage Meeting Workspace Recurring Meeting Workspace

. Attendees . Agenda Can be based on any of the above
. Directions . Attendees templates
. Discussion Board . Objectives

. Picture Library
. Things to Bring
. Image [web part]

Recurring Meeting Workspace
If an existing meeting has a workspace associated with it, it will be listed on the appointment.

=i Mew Itern | [S2Edit Itern | £ ¥Edit Series | 3 Delete Itern | Alert Me | Export Event

Title Tactical Planning

Location Conference Room &
Start Time 4/28/2008 10:00 AM
End Time 4/28/2008 11:00 AM

Description TPM in conference Room &
All Day Event
Recurrence Every 7 day(s)

Workspace Tactical Planning

Created at 3/21/2008 3:30 PM by Lawrence E. OToole
Last modified at 3/25/2008 10037 AM by Lawrence E, OToole

Close

Example of Recurring Meeting Workspace
=  Previous and future meetings are listed on the left

=  OBJECTIVES are listed and more can be added - ADD NEW ITEM
= AGENDA items are listed and more can be added — ADD NEW ITEM

=  DOCUMENT LIBRARY can be used to store minutes or any documents needed during, after or before
meeting
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gﬁ |

Tactical Planning

Date: 3/31/2008 Time: 10:00 &M - 11:00 AM ==

Location: Conference Room &

(@ Goto Calendar

Home

Select a date from
the list belovs:

3f24/2008
p  3/31j2008
4/7f2008
4/14/2008
41212008
4/28(2008
5/5i2008
5/12/2008
5/13/2008
5126(2008
6/202008
6/3i2008
6/16/2008
6/23/2008
£/30/2008

1 Previous Mext *

Objectives

Agenda

o1, Chad - update an conneckivity enhancements at

Health Center,

2. Chad - notification of upcoming changes to ASO

nebwork connections.

= Add new itemn

Attendees
Marne Response
LOtoolei@alachuacounty us Mone

[E Manage attendees

Subiject QwWner Time
Cffice 2007 Pilot Program wirgilio Wensamoye
Video PCs at PIO Virgilio Yensamoyve

Ernail issues for PIO office Virgilio Yensamaoye

Connectivicy Updates Chad Young
= Add new itemn

Document Library

Type Marne Modified By

There are no items Lo show in this view of the "Docurnent Library”
document library. To create a new item, click "Add new document”
below,

= &dd new document

Create a Meeting Workspace From SharePoint

1.

Begin by creating a new

appointment

Select the WORKSPACE checkbox at

the bottom and click ok

From the new meeting workspace

page customize the following

- TITLE

=  DESCRIPTION [optional]
. URL NAME [optional]
*  USER PERMISSIONS

Click ok

Select your TEMPLATE (Basic

Meeting, Recurring Meeting, etc)

0 attach File | 6% spelling...

Title *
Location
Start Time *
End Time *

Description

All Day Event

Recurrence

Workspace

Page 14

* indicates a required field

‘Annual Leadership Retreat

8/13/2008 | B [0 am v [ 00 v]

&/13/2008 |E[zpm v][o0 v]

[ Make this an all-day activity that doesn't start or end at a

specific hour.

[IMake this a repeating event,

Cuse a Meeting Workspace to organize attendees, agendas,

docurnents, minutes, and other details far this event,

oK i




New Meeting Workspace

Use this page to create a new Meeting Workspace site For the event, There are no existing Meeting Workspaces that you can link
the event ko,

Title and Description Title:

Type a title and description for vour new site, The

Annual Leadership Retreat
title will be displaved on each page in the site, P

Description:

Web Site Address URL narne:

Users tan navigate boyour site by byping the Yeb hikkp:/ {govheams)sites /training/pocahontas! | Leadership Retreat

site address (URL) into their browser, You can enter
the last part of the address, ¥ou should keep it
short and easy to remember,

For example,
http: ffgovteams/sites/training/ pocahontas) stename

Permissions User Permissions:

ol can give permission to access your new sike to (&) Use same permissions as parent sice
the same users who have access to this parent site, . o

ar you can give permission ko a unique set of users, () Use unique permissions

Mote: IF vou select Use same permissions as
parent site, one set of user permissions is shared
by bath sites. Consequently, vou cannot change
User permissions on your new site unless wou are an
administrator of this parent site,

[ QK ] [ Cancel ]

The meeting workspace is now accessible from the site calendar by clicking on the appointment. From the
workspace, AGENDA items, OBJECTIVES, DOCUMENTS and ATTENDEES can be added.

u_‘g: Annual Leadership Retreat

Date: 6/13/2003 Time: 9:00 AM - 3:00PM ==
(@ Goko Calendar

Home

Objectives - Agenda v

There are na items to show in this view of the "Objectives”  Subisct et Tirne

list, To create a new item, click "Add new item" below, . o
There are no items ko show in this view of the

= Add new item "fgenda” list, To create a new item, dick "add new
itern” below,
Attendees - [E Add new item
Mame Respanse
Document Librar v
Stephen Lintan-Gmith 3 Mone ¥
Tvpe Mame Modified By

= Manage attendees
There are no ikems ko show in this view of the
"Document: Library" document library, To create a
riew itern, click "Add new document” belaw,

= Add new docurment
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Create a Meeting Workspace With Outlook Meeting Request

With Outlook, you can create a Meeting Workspace along with a Meeting Request. The workspace will then
be available as a link inside the appointment on your Outlook calendar.

1. From Outlook, click FILE > NEW > MEETING REQUEST

2. Enter the standard meeting request details: ATTENDEES, SUBJECT, START TIME, END TIME, etc.

3. Click the MEETING WORKSPACE button

4. From the MEETING WORKSPACE TASK PANE on the right select a LocAaTION and TEMPLATE for the
workspace

5. Click ok and the meeting workspace is created

6. SEND the meeting request

UETONPM  Inset FormatText  Developer

3] Calendar | D I ¥ R s
i e - P :
K Delete I 8, @ TimeZones  § Meeting
Cancel Appointment| Scheduling Meeting 3 m_‘ = Spelling
Tnvitation e Forward - Workspace 41" o Categorize = § - Workspace
8 Sho Attendees Location
Invitations have nat been sent for this me
This appointment occurs in the past. 1. Select a location
To.. | |l | [y site
=1 .
o Subject: | || 2 select a workspace
Locatjon: | & | (&) Create a new warkspace
1. Select a kamplats language:
Start time: | Thu 3/27/2008 v [5:00 am ~ | [ A day event %Hg—
! lEnghsh (u.s5) w
Eng time: |T\1L|3"27'2008 v| ‘8130 AM v‘ e R
E Basic Mesting Workspacs
& (O Link ko an existing workspa)
Meeting
= Workspace
Temp late
L4
-
In Shared Folder: 5 Calendar 1@ More information

The below MEETING REQUEST was opened from the Outlook calendar. The MEETING WORKSPACE is available by
clicking the link in the body of the meeting request.

Budget Planning - I

Meeting Insert Format Text

7 = ﬁ || " Accept % ‘_4. ={) Recurrence  (5)
hi = || .
Save & Appointment|Scheduling l;y

? Tentative Time Zones  §
.
Close “» 7

#smintes  -[m] oo §

Propose 2
K Dedine  pewTime~ | e~

| Accepted on 5/6/2008 6:42 PM.

Organizer: Stephen Linton-Smith Sent: Tue 5/6/2008 6:42 PM
Subject: iBudget Planning |

Location: | v |
Starttime: | Tue 6/10/2008 v | [2:00 am v | CJan day event
Endtime: |Tue 6/10/2008 v [1030aM |

Meeting Workspace: Budget Planning
Visit the workspace to leam more about this meeting or edit its contents.

v

In Shared Folder: @ Calendar Last modified by W51 Training Room at 6:42 PM
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Go Directly to a SharePoint Calendar from Outlook Calendar « Day
1. Right-click on the SharePoint calendar in Outlook ) All Calendar Rems -1 o5
2. Select OPEN IN WEB BROWSER My Calendars 2
7] Calendar (196) Jlctid nereto
D Hal Calendar in Mailbox - W51 Training Ry N
G
R ) ; People’s Calendars -
Check Your SharePoint Calendar Permissions From Outlook O ois 10
1. From Outlook, click TOOLS > ACCOUNT SETTINGS Other Calendars P L
. T Pocahoptse  Calam e
2. Click the SHAREPOINT LISTS tab 128 Poceho 5 Open
3. In the table, look at the entry in the PERMISSIONS column for Howto Shatl open in New Window
the calendar that you've connected to Outlook Goen a Sharfgggioanels -
Search Calen & View in Overlay Mode
Share My Ca Open in Web Browser

Libraries

A library is a place where you can create, store, and share files. A default Document Library named SHARED
DOCUMENTS is already created, but more can be created if you wish. Types of libraries include:

= Document libraries

= Picture libraries

=  Wiki page libraries (users can add comments, and link various pages without having to be a registered user)
= Form libraries (You can only create a form library using an XML-compatible program, such as InfoPath)

Reasons to Use a Document Library
= Checkout: The file is reserved for you so that others cannot change it while you are working on it

= Versions: A library can store previous versions of files for archiving purposes
= Alerts: Sends an e-mail notifying you if a file has been changed by someone else
= Search: Libraries can also be set up so that they are searchable

Adding Files to a Document Library
There are several ways you can add a file to a Document Library: uploading an existing file, creating a new

Word document from the library, saving directly from a Microsoft Office application, or using Windows
Explorer.

Uploading a File to a Document Library
For files that are already saved in other locations, you can upload them to your document library

1. Open your library from your Web browser
2. Click urLoAD on the library toolbar (select the down-pointing arrow to UPLOAD MULTIPLE FILES)
3. Click BrowseE to find the file that you want to add then double-click the file
4. Click ok
5. If you do not see your files in the library, refresh the browser
ITS Training > Sand Box > Shared Documents ITS Training > Sand Box > Shared Documents > Upload Document
Upload Document: Shared Documents
Shared Documents P
Share a document with the team by adding it to this doc
Upload Document Name:
Mew + | Upload || Actions = Settings - Browse to the document you intend to upload. ‘
Type ame Upload Multiple Files. ..
J 2005 Legislz [“loverwrite existing files
‘ﬂ AdminBldg1
OK ] [ Cancel

i3] Conditional Formatting
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Creating a Word Document From the Library
You can create a brand new worbD document directly from a SharePoint Document Library.

aor wN P

Managing Files with Windows Explorer
SharePoint can display most libraries in Windows Explorer view. This makes it easier to rename files, delete
files or move to other folders. To view a library with Windows Explorer:

1. Navigate to the desired library

A new document will open in MICROSOFT WORD

Type out your document and click SAVE

. Give the document a FiLE NAME then click save again
. The file will be saved directly to that SharePoint Document Library

2. Click ACTIONS > OPEN WITH WINDOWS EXPLORER

. On the Document Library toolbar click NEw > NEW DOCUMENT

ITS Training = Sand Box > Shared Documents
Shared Documents

Share a document with the team by adding it to this doc

Mew |'| Upload =~ | Actions ~

oE

Ll

Settings ~

New Document
Create a new document in this library.

New Folder
Add a new folder to thi
library.

B Content-Alacua County Chartel

3. From wINDOWS EXPLORER, click FOLDERS on the toolbar to display the entire folder structure on the left

ITS Training > Sand Box > Shared Documents

Shared Documents

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

Mew ~ | Upload - | Actions = | Settings *

Type
B

B

@]
o
5
=
|

=
=
=
=

Mame
2005 Legislative 9 ﬁ
AdminBldg1
Conditional Form
Content-Alacua J
Cooler weather
53}

DRC Process Impi
Elizna

Employee Policy 9

History of Gaines

e d g

History of UF

Edit in Datasheet
Bulk edit items using a datashest
format.

Open with Windows Explorer
Drag and drop files into this library.

Connect to Outlook
Synchronize items and m:
available offiine.

Export to Spreadshe

Analyze items with a spreadshi
application.

View RSS Feed

& Shared Documents
File  Edt View

File and Folder Tasks

(29 Make & e Folder
&8 Publish this folder to the
web

Other Places

[ pocahontas
(£} My Documents
:g My Computer
i:g My Network Flaces

Details

Favortes  Tools

|
=il

Help

Q- O & /_'\Search | Folders [T

ondltional Formatting. xlsx

es|traininglpocahontasishared Docur ¥

Address |1

[

Size | Type

File Folder

Adobs Acrobat Dacument

IPEG Image

Microsoft OFfice Excsl Worksheet

Syndicate items with an RSS reader,

Alert Me
Receive e-mail notifications when
items change.

9 Content-Alacua County Charter.doc  30KB  Microsoft Offics Word 57 - 2003 Document
) Cooler weather.doc 32KB  Microsoft Office Word 97 - 2003 Document
5p1.doc 32KB  Microsoft Office Word 57 - 2003 Document
@]DR[ Process Improwement. ppt 485 KB Microsoft Office PowerPoint 97-2003 Presentat, .,
B Eliana,doc 32KB  Microsoft Office Word 97 - 2003 Document
B Employes Palicy Survey doc 29KB  Microsoft OFfics Word 57 - 2003 Document
1] tistary of Gainesville.doc 40KB  Microsoft Office Word 97 - 2003 Document
] History of UF.doc S7KB  Microsoft Office Word 97 - 2003 Document
51 30hn.doc 32KB  Microsoft Office Word 57 - 2003 Document
) newspaper Columns.doc 65KB  Microsoft Office Word 97 - 2003 Document
Page Mumbering. doc 37KB  Microsoft Office Word 57 - 2003 Document
5]5teve,doc 32KB  Microsoft Offics Word 57 - 2003 Document

<

1.64 ME % Lacal intranet

% Shared Documents

[B[=1E3
Go o

Eile  Edit Favorites  Tools  Help : Address ilﬂ \\govteams)sites\training|pocahontas|Shared Documents ~
@ Back ~ () ‘ﬁ' »> ) Search ‘[[T Folders .'
Falders X Marme Size | Type
5 B3 catalogs A Farms File Folder
) _private ~ %2005 Legislative Session.pdf 151 KB Adobe Acrobat Document
B _themes @Adm\nBldgl.jug S91KE JPEG Image
[ (3 Class Photos @_]Cnndltlnna\ Farmatting. xlsx 39KB  Microsoft Office Excel Worksheet
& {2 Exercises_PowerFoint @Cuntent-ﬂlacua County Charter.doc 30KE  Microsoft Office Word 97 - 2003 Document
53 images B cacler weather.doc 32ZKE  Microsaoft Office Word 97 - 2003 Documnent
B0 Lists 503, doc 32 KB Microsoft Office Word 97 - 2003 Document
=] U KE]DRC Process Improvernent., ppt 485 KB  Microsoft OFfice PowerPaoint 97-2003 Presentat...
&) Farms Ig‘]E\iana.dUc 3ZKE  Microsoft OFfice Word 97 - 2003 Document:
&0 Practice .E_:]Employea Policy Survey.doc 29KE  Microsoft Office Word 97 - 2003 Docurnent
{2 PublishingImages iEIjHistor’y of Gainesville. doc 40 KB Microsoft Office Word 97 - 2003 Document
10 Quick Deploy Tems Lo @;]History of UF.doc S7KE  Microsoft Office Word 97 - 2003 Docurnent
(53 ReferenceGuides @Jﬂhn‘dnc 32 KB Microsoft Office Word 97 - 2003 Document
1) Relationships List lﬁ__]Newspaper Columns,doc 65 KE  Microsoft Office Word 97 - 2003 Docurnent
{53 Reporting Templates Ig’]Page Mumbering.doc 37KB  Microsoft Office \Word 97 - 2003 Docurnent
&1 Reports List 5 steve, doc 32 KB Microsoft Office Word 97 - 2003 Document
#[) ReusableContent
) SearchCenter
B 153 SiteCollectionDocuments
) SitecCollectionImages @ & | 5
16 objects 1.64 MB ‘ﬂ Local intranet

Page 18



Viewing or Editing a File in a Document Library
Once a file is already saved to a document library, you can view or edit the file by from the library.

Open your library from your Web browser
Click the link for the file
The file will open in its associated application

il A

If you need to edit the file and you have the appropriate permissions (CONTRIBUTE or above), click
the EDIT DOCUMENT button just below the Microsoft Word ribbon.

A=t G-OE- - B Nwe =0 H T = ¥ Content-Alacua Cd
adl

Page Layout References Mailings Review i Developer

| A A" | 2]

U~ abe x, x* Az~||3

Ta.

._‘} Server Document  To moclify this document, click Edit Document. Edit Document

If a file is already being edited by someone else, you will receive a FILE IN USE message and you have three
options:

=  OPEN A READ ONLY COPY

*  CREATE A LOCAL COPY AND MERGE YOUR CHANGES LATER

=  RECEIVE NOTIFICATION WHEN THE ORIGINAL COPY IS AVAILABLE. When this file becomes available, you
will receive the file now available dialog box.

File In Use File Mow Available
Accessibility of Microsoft Products,doc is locked For editing by ‘Accessibility of Microsoft Products.doc’ is now available For editing, | pozdowrite
'BLACHUA wWS1", Choose Read-Write to open it For editing.

Do you wank Eo:

() Create a local copy and merge your changes later
() Receive notification when the ariginal copy is available

I Ok ] [ Cancel

Take note that the "lock out" period only lasts for 15 minutes since the last time the editor saved the file.
When you expect to be editing a file for longer than 15 minutes, it is recommended that you CHECK ouT the
file.

File Check Out & Versioning

Checking a File In & Out Check Out lcon

Checking out a file ensures that nobody else makes changes to the file while you are
revising it. The file remains in a read-only state for everyone else. Others will know
that the file is checked out when they see a green arrow on the file icon.

When you save and close the file, you will be prompted to check the file back in.
However, you have several options related to check in that will be discussed below. N
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Check Out a File
To check out a file from a document library, follow the directions below:

1. Navigate to your desired document library
2. Hover your mouse over the file name, click down-pointing arrow and select CHECK ouT
3. A dialog box will notify you that your file is about to be checked out to your LOCAL DRAFTS FOLDER
4. A green arrow will now appear over that file's icon letting everyone else know that it is checked out
5. Open the file by clicking its name
6. After saving and closing the file, you will be prompted to check it back in
Mew =~ Upload = | Actions = Settings ~ Microsoft Internet Explorer E\
2 s HETELEY ? ) ou are about to check out:
] 2005 Legislative Session ws7 \'/ Name: ...hontas Biography. doc
o - From:  govteams
Liﬂ AdminBldg1 wss ¥ Use my local drafts folder
|EI_] | Alacua County Charter - Stephen Linton-Smith
View Properties ws3 i
_T} Edit Properties ws7 . s n
- Some files can haim your computer. If this information looks
d—j Manage Permissions ws5 suspicious, ar you do not fully trust the source, do not open the file,
] | Edit in Microsoft Office Ward weT
XK Delets el
Send To 4 ws3 Microsoft Office Word
_é SIEEEELL W51 Training Room P | Other users cannot see your changes until you check in.
G/} Workflows WS1 Training Room et Do you want ko check in now?
Alert Me wed [ Yes ] | [ Cancel ]

L

Check In a File
After saving and closing a checked out file, you will be prompted to check it back in. At this point you have

three options:

= You can click No. In this situation, you may wish to maintain the file's checked out status as you may
not be completely finished editing the file and need to return to it later before making it available

again to everyone else.
= You can click YEs. However, this presents the other two options:
o Fully check the document back in.

o By checking the checkbox KEEP THE DOCUMENT CHECKED OUT AFTER CHECKING IN THIS VERSION,
you can update the file that everyone else sees with your new changes but leave the file
checked-out until you are completely finished with your revisions.

= With the versioN coMMENTS field, you can describe the changes you made.

= Document libraries can be set so that choosing to edit a file automatically checks it out. If you are
uploading a file to such a library, that file is checked out to you when you first upload it.

Microsoft Office Word _ Check In

Yersion Comments

P | Other users cannok see your changes until you checkin,
St Do you want to check in now?
l Yes ] [ Mo | l Cancel ]

[] keep the document checked ouk after checking in this version,

Ok ] [ Zancel
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Versioning

You can enable version history for a library so that a file is automatically archived when a newer version of
that file is saved. This helps prevent accidental overwriting of files and maintains the history of a file.

1. To turn versioning on for a document library go to SETTINGS = DOCUMENT LIBRARY SETTINGS

Click on VERSIONING SETTINGS then in the DOCUMENT VERSION HISTORY section choose to CREATE MAJOR
VERSIONS Or CREATE MAJOR AND MINOR VERSIONS

3. To view version history, hover over the file name and click VERSION HISTORY

4. The history lists version numbers, modification dates, authors of versions and comments

ITS Training > Sand Box > Shared Documents > Settings

Customize Shared Documents

List Information
Name: Shared Documents
Web Address:

Description:

General Settings

8 Title, description and navigation
® Versioning settings,
8 Advanced settingg

8 audience targeting

http: ffgovteams sites ftraining/pacahantasShared Documents,

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

Permissions and Management

@ Delete this document library

a Save document library as template
@ Permissions for this document library
a Manage checked out files

a Workflow settings

a Information management palicy

settings
ITS Training > SupvOrientation
SupvOrientation
Mew ~ | Upload ~ | Actions = Settings * Views
Type Named

| | SOT ITS Presentation

- Stephen Linton-Smith

B ITS-Interng
@) TsHelpDe{ 3

View Properties

Edit Properties

Lisa A. Bramos
Lisa A. Bramos

Liza A. Bramos

ITS Training > Sand Box > Shared Documents > Settings = Versioning Settings

Document Library Versioning Settings: Shared Documents

Content Approval
Require content approval for submitted

items?
® o

O ves

Spedify whether new items or changes to existing items should remain in a
draft state until they have been approved. Learn about requiring approval.

Document Version Histol
v Create a version each time you edita file in
this document library?

O Mo versioning

Specify whether a version is created esch time you edit a file in this document
library. Learn about versions.

@ Create major versions
Example: 1, 2, 3, 4

() Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

B  ITS-Deptin 31_3
@_] ITS-Compu h:i]

egE X

Manage Permissions

Edit in Microsoft Office PowerPoint
Delete

Send To »
Check Qut

Version History

Workflows

Alert Me

Liza A. Bramos

ITS Training > SupvOrientation > SOT ITS Presentation > Version History
Versions saved for SOT ITS Presentation.pptx
All versions of this document are listed below with the new value of any changed properties.

Delete All Versions

No. + dified d ¥ Size Comments

10,0 /3/2010 4:47 PM Stephen Linton-Smith 994.7KB

9.0 /2010 2:08 PM Lisa A. Bramos 1004.1KB

8.0 3/3/2010 1:34PM Stephen Linton-Smith 9547 KB

7.0 3/3/2010 1:25 PM Lisa A, Bramos 996.9 KB

8.0 010 10:43 AM Stephen Linton-Smith 987.5KB

5.0 010 10:29 AM Stephen Linton-Smith 984.3 KB

4.0 3/1/2010 10:45 AM Stephen Linton-Smith 984.3KB

3.0 2/26/2010 9:57 AM Lisa A, Bramos 981.5KB

0 10 11:01 AM Stephen Linton-Smith 981.5KB

10 2/24/2010 5:40 PM Stephen Linton-Smith 980.9 KB

You can view past versions of the file by clicking on the date of the file. If you would like to make any
previous version of this file the current version, click the down-pointing arrow on the file date and select
RESTORE. You will then confirm that you want to replace the current version with the selected version.

ITS Training > SupvQOrientation > SOT ITS Presentation > Version History

Versions saved for SOT ITS Presentation.pptx

All versions of this document are listed below with the new value of any changed properties.

Delete All Vel

9.0 010 2:08 PM
3.0 010 1:34PM
7.0
8.0

rsions

010 447 PI

Modified B

5.0 3/2/2010 10:3
40 3/1/2010 10:4
3.0 2/26/2010 9:4
2.0 2/25/2010 11:01 AM

1.0 2/24/2010 5:40 PM

1 Stephen Linton-Smith 994.7KB
1 Lisa A. Bramos 1004.1KB

1 Stephen Linton-Smith 994.7 KB

Lisa A. Bramos 996.9KB

Stephen Linton-Smith 987.5KB

Stephen Linton-Smith 984.2KB

Stephen Linton-Smith 984.3KB

3 A, Bramos 981.5KB

en Linton-Smith 981.5KB

Bophen Linton-Smith 980.9 KB

Message from webpage

\“.’/. ‘ou are about ko replace the current version with the selected version.

Cancel

Page 21



Alerts

To save you from constantly monitoring a SharePoint site for changes, you can setup an ALERT. With alerts,
you can choose to be notified via e-mail should any changes be made to a document library, library items,
lists, list items, discussion boards, etc.

Setting an Alert
In this example, we will setup an alert on a specific file in a document library.

1. Navigate to the desired document library
2. Hover over the file name, click the down-pointing arrow and select ALERT ME

3. Select your desired settings from the NEw ALERT page. Settings include:
= ALERT TITLE: The text here will appear in the subject of the notification e-mail
= SEND ALERTS TO: You can add other users to this alert
=  SEND ALERTS FOR THESE CHANGES: For alerts setup for individual files, it is best to choose the

second option SOMEONE ELSE CHANGES A DOCUMENT A DOCUMENT. The other options are for
setting up alerts for an entire document library

=  WHEN TO SEND ALERTS: Immediately, daily summary, weekly summary

4. When a change is made, the e-mail notification will list when the change was made, by which user
and provide a link to the document so that you can view it immediately

Alert Title

LA .
Enter the title for this alert. This is induded in the Shared Documents: Alacua County Ch
subject of the e-mail notification sent for this alert,

Send Alerts To Users:

‘fou can enter user names or e-mail addresses.

Stephen Linton-Smith
Separate them with semicolons,

-]
Send Alerts for These Changes Send me an alert when:
Specify whether to filter alerts based on spedific O Anything ¢
criteria. You may also restrict your alerts to only Anytning changes
include items that show in a particular view. @ someone elee changes = document
O Someone else changes a document created by me
O Someone else changes a document last modified by me
When to Send Alerts
Spedify how frequently you want to be alerted. @ send e-mail mmediately
O send a daily summary
O send a weekly summary
Time:

* ¢ Shared Documents: Alacua County Charter.doc - Alacua County Charte...M

Developer Adobe PDF

n . .
3 }J $ x 3 Move to Falder a & Safe ists - Elj v- 31 || 3 Find

. - % Create Rule BN 2y Related -

Reply Reply Forward || Delete ) Blal Hatlunl || Categorize Follow Mark as

ta All ] Other Actions = || sender - Up= Unread || b Select~

(e IF}

You made changes to another copy of this item. This is the most recent version. Click here to see the other versions.

Fram: Sand Box [steadmin@alachua.fl.us] Sent: Tue5/27/2008 3:16 PM
To: Stephen Lintan-Smith
Cc
Subject: Shared Documents: Alacua County Charter.doc- Alacua County Charter.daoc
Sand Box =

Alacua County Charter.doc has been changed

Madify my alert settings | Yiew Alacua County Charter.dac | Wiew Shared Documents | Mobile Wiew

Title: Preamble

Checked Out To:
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Removing Alerts
If you decide you no longer need an alerts, you can delete any of all of them. To remove an alert:

Navigate to the site where you have an alert setup

Go the weLcoME menu in the top right corner and select My SETTINGS from the drop down
Select My ALERTS from the toolbar

P wdPR

Place a check next the alerts you want to discontinue and click DELETE SELECTED ALERTS

Welcome Stephen Linton-Smith ~ | My Site My Links = @ JEdit Item | My Regional Settings | My Alerts
My Settings } ) Account ALACHUA\slintonsmith
&) Update your user information,
regional settings, and alerts, > Actions - | Name Stephen Linton-Smith
) ) i Work e-mail SlintonSmith@alachuacounty.us
Sign in as Different User
Login with a different account, About me

Picture
Request Access

Email the site administrator to request \af
additional permissions,

Sign Out Department Information and Telecomunication Services
Logout of this site.

Title Training Coordinator

ITS Training = People and Groups > User Information = My Alerts on this Site

My Alerts on this Site

Use this page to manage the list of libraries, files, lists, and items for which you receive alerts, Note
name of an alert to edit its settings.

= Add Alert | ¥ Delete Selected Alerts
Alert Title

Frequency: Immediate

CMS Training: SharePoint-CMS.docx
Class Sign Up

ACCESS Information Services.pptx
GoToMeeting Overview.pptx

oooOod

County Communication Protocol.doc

My Site

A SharePoint My SITE is a personal SharePoint site with similar functionality for sharing and collaborating as a
TEAM SITE. YOU can use your MY SITE as a personal document storage location or share files with others if you
do not have the necessary permissions on a TEAM sITE. With you My SITE you can:

= Manage your own documents, tasks, and contacts

= Share information about yourself

= View information about other users

= Keeping track of colleagues, your site memberships, and managers

Accessing Your My Site
Each SharePoint site has a link to your my sSITE in the top-right corner to the page. Clicking on the my sITE
link will take you to the personal site of the of the person currently listed on the weLCOME menu.

GovTeams > ITS > Applications Division Welcome Stephen Linton-Smith = | My Site | My Links *

Alachua County

”'S FF'IBH'[II]I‘IS Applications Division [CoVTeams v T

O/ Documentation | Projects
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My Home

The My HOME tab is your private page to help you customize your site. Some of the key functions on this tab
are described below.

= Get Started with My Site: This Web Part is a central location where you can update your profile
O DESCRIBE YOURSELF: Used to fill out various profile details.
0 a description
a picture of yourself
list your responsibilities, skills, and interests
Customize who sees the above information with the sHow TO settings
When finished, scroll to the top of the page click SAVE AND CLOSE

O O0OO0Oo

= RSS Viewer: With this Web Part you can configure Really Simple Syndication (RSS) feeds

= SharePoint Sites: From this web part you can:
0 Access all documents you've created or modified on any site
0 Access your tasks
0 Upload documents to other SharePoint sites (document libraries, lists, or discussion boards
you created in SharePoint.)

= My Calendar: You can synchronize this Web Part to your Outlook calendar.

= Colleague Tracker: With this Web Part you can add a list of your colleagues and access information
about them. For example, it notifies you if a colleague uploads a new document and allows you to
track a colleague's events.
0 To add a colleague so you can ... Click COLLEAGUE TRACKER
From the my colleagues page click add colleagues
Type the name of a co-worker in the type names field [First Last]
Select your colleague from the suggested list
The PRIVACY AND GROUPING section enables you to specify who can view details of the
colleague you're adding to your my SITE. You can also choose to give your colleague access to
content in your workgroup and to specify the group to which the colleague must be added.
Click ok
0 An entry for that colleague is added to your my colleagues page.

O o0O0Oo

o

My Site > Edit Details

Edit Details

"l Save and Close | Cancel and Go Back

Name: Stephen Linton-Smith Everyone

Title: Training Coordinator Everyone

About me: AAB I U|SE=E=|Zi= =@ A 3w Everyone

: Everyone
picture: n oo -

Responsibilities: =1 Everyone

Skills: — Everyone hd

Past projects: Everyone M)

Interests:

Everyone v

Schools: Everyane v

Birthday: Everyone v
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My Profile
Your public page that contains information that, by default, all users can view. This page stores your profile,

memberships, links and documents. When you visit the My PROFILE page for other users, the IN COMMON WITH
You Web Part lists memberships and colleagues you share.

Quick Launch

Note that the quick launch looks very similar to other team sites. Two exceptions include the My PROFILE
(discussed in the previous section) and under documents you have a PERSONAL DOCUMENTS library. By default
this library is only visible to the owner of the my SITE.

My Site Welcome Stephen Linton-Smith = | My Site | My Links =
@ .
gna My Site ‘This Site: Stephen Linton-Smith VI |P |
Stephen L|nt0n'sm|th dﬁ\s seen by: | Everyone v
Training Coordinator, Information and Telecomunication Services In Common with You
Administration +13523387320
In this space, other people who
view your page will see things
Details Organization Hierarchy 'ﬁe;;' have in common with you
View All Site Content Skills: Jig, Croc Wrestling, Footy 4 Brian Lovejoy, such as: )
My Profile . Administrative Suppart Manager * First manager you both
y Contact Information | Stephen Linton-Smith, . Ehnﬁ:a B
= Details Work e-mail:  SLintonSmith @alachuacounty.us Training Ceerdinster Kow LHE
= Links [ Edit Details # Memberships you both
share
= Colleagues
= Memberships Colleagues Links
LIRS General Mo links shared by this user.
= Personal Documents Beth Knizer Brian Lovejoy Gerry Bouchard
« Shared Documents Graham Peel Ryan Evans Tara Rumpler = Add Link
Virglio A. VYensamoye
e i cal Memberships
[ Add Colleagues
= Shared Pictures = Manaae Cc?lea ee Distribution Lists
g ques g Performance Evaluation
155 Review Team
= Desktop Support g 15
= - @ 15 Strategic Planning
iscussions
£8 Network Alert Group
STEE g Blackberry
Sites @ BOCC Supervisors
- SharePoint Sites

@l work Force Planning Team

My Links
Through your My Links you can place links to other SharePoint sites/pages or Internet links. Links can also
be assigned to groups.

Adding a My Site Link to your My Links
= Open a page on your My Site that you want to add to your links
= Select Add to My Links

= If you wish, you can change the link title or the group the link will be assigned to
= Click ok

= Alink to your MYy HOME page is added to My SITE
= Clicking My LINKsS will display all the titles of the links you have saved
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